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Accreditation Site Visit Agenda Instructions and Template
Thank you for submitting your Self-Study Guide. As the next step in the accreditation process, you will now begin developing the site visit agenda.
The site visit agenda serves as the roadmap for the visit and helps ensure a smooth, organized, and productive experience for both the program and the site visitors. The agenda should include adequate time for required meetings, site visitor work time, and breaks, while also accounting for logistics such as location changes and travel between sites.
Please use the provided agenda template and review the guidance below as you prepare your draft site visit agenda. This is intended to be a working document, and we view agenda development as a collaborative process.
The site visitor team will review your draft agenda during a preparatory call, typically held approximately one month prior to the site visit. During this call, the team will provide feedback and recommendations to help refine the agenda and ensure alignment with accreditation requirements and site visit best practices.
Agenda Preparation Requirements
As you plan your site visit agenda, please ensure the following information is included:
· Meeting participants: List the full name, credentials, and title for all attendees at each meeting.
· Location details: Include the address, room number, or specific location where each meeting will take place.
· Travel between sites: If travel to another location is required, please include a designated travel time in the agenda and provide the updated address.
· Please indicate whether transportation will be provided by the site or if site visitors are expected to arrange their own transportation
· Site visitor work time: Build in dedicated site visitor work time (30 minutes to 1 hour for each day).
· Transition time: Please allow a minimum of five minutes between meetings to accommodate brief breaks, participant transitions, and movement between locations.



Meetings & Scheduling Guidance
The opening and closing meetings each day are required and should remain in place on the agenda.
When planning meeting times, please follow these guidelines:
· Day 1 opening meeting: May begin as early as 8:00 am
· Day 2 start time: May begin as early as 8:00 am
· Day 2 closing meeting: Typically scheduled for 12:00 pm
In addition to required meetings:
· Please build in short breaks throughout each day.
· A minimum 45-minute working lunch break should be scheduled for Day 1.
Required Meetings Overview
On the next page is a list of meetings that should take place during the site visit. These meetings may be adjusted for flow and logistics, but all should be included unless otherwise discussed with the Consortium for Advanced Practice Providers. The opening and closing meetings each day are required and should remain in place on the agenda, all other meetings and times are flexible. The following pages have a sample agenda. 















Required Meetings List
	Meeting Type
	Who should attend?
	How long should the meeting be?
	Notes

	Welcome Meeting, Organization Presentation, and Consortium for Advanced Practice Providers Accreditation Presentation with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
	1 hour
	This will be for brief introductions, an Organization Presentation (typically given by the CEO) and Consortium Presentation (given by the Site Visitors)

	Tour of Clinical Space 
	Program Director/Clinic Manager provides tour
	30 minutes
	

	Meeting with CFO and COO
	CFO, COO
	30 minutes
	

	Meeting with HR, Credentialing
	HR, Credentialing
	30 minutes
	

	Meeting with Current Residents/Fellows
	Current Residents/Fellows
	45 minutes
	

	Meeting with Program Graduates
	Program Graduates
	45 minutes
	

	Meeting with Program Preceptors
	Program Preceptors
	45 minutes
	

	External Stakeholder Meeting/ Postgraduate Advisory Council Meeting
	Advisory Council Members, Community Partners, External stakeholders
	30 minutes
	

	Meeting with Clinic Staff
	MA, RN, Nurse Manager, Practice Administrator, Scheduler, Case Manager 
	30 minutes
	(does not have to be all of these but please include their job title)

	Meeting with a member from the Board of Directors
	Board Member
	30 minutes
	

	Meeting with Academic Partner (if applicable)
	Academic Partner, if applicable
	30 minutes
	

	Meeting with Education Department (if applicable)
	Education Department, if applicable
	30 minutes
	

	Observe Precepted Clinic non-clinical interaction between Resident/Fellow and Preceptors
	Observe a precepted session, mentored session and/or specialty rotation. 
	1 hour
	Site visitors can split up to observe different experiences

	Observe Didactic/Sim Lab
	Program Director assists with Site Visitors observation
	30 minutes
	A pre-recording of a didactic can also be shared before the site visit. 

	Lunch
	Site Visitors only
	At least 45 minutes
	Please let us know if you will provide lunch. If not, we are happy to order and have food delivered to the site.

	End of Day 1 Meeting with Program Director
	Program Director, Program Manager
	At least 45 minutes
	

	Beginning of Day 2 Meeting with Program Director
	Program Director, Program Manager
	At least 45 minutes
	

	Final Report Meeting with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
	1 hour
	


Sample Agenda
Day 1 – October 20, 2025 | Location: 635 Main Street, Winston Salem, NC 27016
	Time
	Meeting Type
	Who should attend?
	Standards Addressed
	Location

	8:00 – 9:00 am
	Welcome Meeting, Organization Presentation, and Consortium Presentation with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
	Standards 1-8
	635 Main Street, Winston Salem, NC 27016
Admin Conference Room 1

	9:05 – 9:30 am
	Tour of Clinical Space 
	Program Director/Clinic Manager gives tour
	635 Main Street, Winston Salem, NC 27016

	9:35 – 10:05 am
	Meeting with CFO and COO
	CFO, COO
	Standards 1, 5, 8
	Admin Conference Room 1

	10:05 – 10:15 am
	Site Visitor Break

	10:15 – 10:45 am
	Meeting with HR, Credentialing
	HR, Credentialing
	Standards 4, 8
	Admin Conference Room 1

	10:50 – 11:20 am
	Meeting with Current Residents/Fellows
	Current Residents/Fellows
	Standards 2, 3, 8
	Admin Conference Room 1

	11:25 – 12:00 pm
	Meeting with Program Graduates
	Program Graduates
	Standards 2, 3, 8
	Admin Conference Room 1

	12:00 – 1:00 pm
	Lunch
	Site Visitors only
	Admin Conference Room 1

	1:05 – 1:45 pm
	Meeting with Program Preceptors
	Program Preceptors
	Standards 2, 3
	Admin Conference Room 1

	1:40 – 2:10 pm
	Stakeholder/ Postgraduate Advisory Committee Meeting
	Advisory Committee Members, Community Partners, External rotations
	Standard 1
	Admin Conference Room 1

	2:10 – 2:25 pm
	Site Visitor Break

	2:25 – 3:00 pm
	Meeting with Clinic Staff
	MA, RN, Nurse Manager, Practice Administrator, Scheduler, Case Manager 
	Standards 6, 7
	Admin Conference Room 1

	3:05 – 3:35 pm
	Meeting with Board Member
	Board Member
	Standard 1
	Admin Conference Room 1
Zoom (please include Zoom details)

	3:40 – 4:10 pm
	Meeting with Academic Partner
	Academic Partner, if applicable
	Standard 2
	Admin Conference Room 1

	4:15 – 5:00 pm
	End of Day 1 Meeting with Program Director
	Program Director, Program Manager
	Admin Conference Room 1





Day 2 – October 21, 2025 | Location: 635 Main Street, Winston Salem, NC 27016
	Time
	Meeting Type
	Who should attend?
	Standards Addressed
	Location

	8:00 – 9:00 am
	Beginning of Day 2 Meeting with Program Director
	Program Director, Program Manager
	635 Main Street, Winston Salem, NC 27016
Admin Conference Room 1

	9:00 – 9:30 am
	Travel Time to Clinic 2
	110 Maple Street, Jamestown, NC

	9:35 – 10:35 am
	Observe Precepted Clinic non-clinical interaction between Resident/Fellow and Preceptors
	Site Visitor 1 observes Precepted Clinic at _______
(Trainee: _____, Preceptor: ____)

Site Visitor 2 observes Precepted Clinic at _______ 
(Trainee: ______, Preceptor: ____)
	Standard 3
	Site 1: 635 Main Street, Winston Salem, NC 27016 – Preceptor Pod
Site 2: 110 Maple Street, Jamestown, NC – Preceptor Pod

	10:40 – 11:10 am
	Travel Time to Admin Site
	635 Main Street, Winston Salem, NC 27016

	11:15 – 12:00 pm
	Site Visitor Working Break
	635 Main Street, Winston Salem, NC 27016
Admin Conference Room 1

	12:00 – 1:00 pm
	Final Report Meeting with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
	635 Main Street, Winston Salem, NC 27016
Admin Conference Room 1












Blank Site Visit Agenda Template
Program Name Accreditation / Re-Accreditation Site Visit
Day 1 – Date | Location: ______
	Time
	Meeting Type
	Who should attend?
	Standards Addressed
	Location

	
	Welcome Meeting, Organization Presentation, and Consortium Presentation with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
	Standards 1-8
	

	
	Tour of Clinical Space 
	Program Director/Clinic Manager gives tour
	

	
	Meeting with CFO and COO
	CFO, COO
	Standards 1, 5, 8
	

	
	Site Visitor Break

	
	Meeting with HR, Credentialing
	HR, Credentialing
	Standards 4, 8
	

	
	Meeting with Current Residents/Fellows
	Current Residents/Fellows
	Standards 2, 3, 8
	

	
	Meeting with Program Graduates
	Program Graduates
	Standards 2, 3, 8
	

	
	Lunch
	Site Visitors only
	

	
	Meeting with Program Preceptors
	Program Preceptors
	Standards 2, 3
	

	
	Stakeholder/ Postgraduate Advisory Committee Meeting
	Advisory Committee Members, Community Partners, External rotations
	Standard 1
	

	
	Site Visitor Break

	
	Meeting with Clinic Staff
	MA, RN, Nurse Manager, Practice Administrator, Scheduler, Case Manager 
	Standards 6, 7
	

	
	Meeting with Board Member
	Board Member
	Standard 1
	

	
	Meeting with Academic Partner
	Academic Partner, if applicable
	Standard 2
	

	
	End of Day 1 Meeting with Program Director
	Program Director, Program Manager
	







Day 2 – Date | Location: ______
	Time
	Meeting Type
	Who should attend?
	Standards Addressed
	Location

	
	Beginning of Day 2 Meeting with Program Director
	Program Director, Program Manager
	

	
	Observe Precepted Clinic non-clinical interaction between Resident/Fellow and Preceptors
	Precepted Clinic at _______
(Trainee: _____, Preceptor: ____)
	Standard 3
	

	
	Site Visitor Working Break
	

	
	Final Report Meeting with Senior Leadership
	President/CEO, CMO, CNO, CFO, COO, Program Director, Program Manager
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