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This sample Progress Report has been structured to demonstrate both the formatting guidelines 

as well as provide sample content for selected criteria. Navigating through this sample report 

will provide you the opportunity to see how to structure your Progress Report to align with the 

formatting guidelines.  The selected sample content also includes information/tips which are 

denoted with the           icon. Sample content is indicated with the         icon and is provided to 

demonstrate the tone expected, and as a suggestion of how to provide information in response 

to the requests in the AR & SR.  EVERY request in the AR & SR must be addressed in the Progress 

Report and submitted to the OTA & PTA EAP on or before the due date. 

This Progress Report, as well as the AR & SR which informed its content, will be reviewed by the 

Joint Accreditation Committee (JAC) as they discuss the recommendation for accreditation 

status for your program.  Accreditation status may change or may stay the same as a result of 

the JAC’s review and recommendation.  For more details see policy ACC-03 Accreditation 

Decisions. Following the progress review by the JAC, the program will receive another AR & SR 

outlining any of the JAC’s concerns, and including requests and timeline for the next Progress 

Report.   
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Progress Report - Signature Form 
 

 

 

The OTA & PTA Program, ABC College 

submits the following documentation in partial fulfillment of the OTA & PTA EAP 

requirements for accreditation of the physical therapy education program.   

 

The information submitted in this Progress Report is a true and accurate description of 

the institution and the education program with respect to the information requested. 
 
 

Dr. Dean Faculty  Programa Coordinatore 

Name of Official (i.e.: Dean of Faculty)  Name of Program Coordinator 

Dean of Health Sciences  OTA & PTA Program Coordinator 

Title  Title 

   

Signature of Official  Signature of Program Coordinator 

May 1, 2017  May 1, 2017 

Date  Date 
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How to Navigate this Document 

 

This document has been organized as one narrative document with appendices attached. 

Appendices can be viewed in the panel to the left. If you cannot see the Appendices, click on the 

paperclip icon to the left to expand the view.  The paperclip icon can sometimes be hidden from 

view initially, clicking on the small arrow to the left of the page will enable you to view the icons: 

 

Where references are made to an appendix in the narrative, the appendix is named and will 

appear in blue underlined text: 
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There are two ways to access an appendix referenced within the narrative: 

• select the hyperlink within the narrative by clicking on the blue text 

• select the appendix from the file list in the side panel   

 
All appendices will open in a new window.  To return to the narrative, simply open the tab 

marked “Sample Progress Report”.  
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Introduction 

This progress report is submitted by the Rehabilitation Assistant Program at ABC College in 
response to the Occupational Therapist Assistant and Physiotherapist Assistant Education 
Accreditation Program’s (OTA & PTA EAP) request for additional information and evidence as 
described in the Accreditation Review and Status Report of September 2016. The program’s 
responses to the identified concerns are provided below. 
 

Standard 1 – The Educational Program and Its Environment 
 

Criterion 1.2 CRITERION NOT MET 
The program’s vision, mission, goals and philosophy reflect expectations of the 
educational institution, the professions and the public. 

 

Accreditation Review and Status Report comments: 

ABC College has a clear mission and vision guiding education for the institution, however the 
education program itself has not identified its own mission and vision.  
 

Request: In the next Progress Report, please provide evidence that the program has 
developed its own vision and mission, which are compatible and aligned with the 
mission of ABC College, and with the program’s goals and philosophy, and which 
are used for the basis of the development of the curriculum. 

 

Progress Report: 

In October 2015, the program faculty and stakeholders participated in a retreat which included a 

session with a facilitator to collaboratively develop the program’s mission and vision and to begin 

curricular revisions (1.2a October 2015 Retreat Agenda, 1.25 Retreat Summary Report).  A new 

vision and mission for the program was developed and approved in January 2014 by the 

program’s Governance Board and the Advisory Committee and these have now been 

incorporated into all of the program’s publications (1.2c Program Brochure, 1.2d Student 

Handbook, program website www.RAProgram.ABCcollege.ca).   

 

This statement and evidence addresses the first part of the request, which states “the 

program has developed its own vision and mission” 

 

The new vision and mission for the program was derived from ABC College’s vision and mission 

(1.2e ABC College mission and vision), and the two are well aligned. 

 

This statement addresses the second part of the request which states “compatible and 

aligned with the mission of ABC College” 

http://www.raprogram.abccollege.ca/
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The goals and philosophy of the program were developed prior to the full accreditation review in 

2016 and were aligned previously with the mission and goals of ABC College.  When the program 

developed its own vision and mission as described above, their alignment with the goals and 

philosophy were considered during development, and some minor revisions to the program’s 

goals were made in order to ensure that alignment would exist with the program’s own mission 

and vision.   

 

This statement and evidence addresses the third part of the request, which states “and 

with the program’s goals and philosophy” 

 

Revised program goals are described in appendix 1.2f Rehabilitation Assistant Program 

Evaluation Plan and their alignment with the program’s new vision and mission are also  

described within this document. 

Curricular review is ongoing; some changes in course objectives and outlined have been 

implemented (6.1a OPTA2075, 6.1b OPTA2234, 6.1c OPTA1075; 6.3c OTPA2145; 6.5e OTPA 

2807, 6.5f OTPA1205 evidence submitted to demonstrate compliance with Standard 6 below) 

and throughout the review, the link required between the program’s vision, mission and goals 

are being considered by the program faculty.  Curricular review is scheduled for completion by 

January 2015 (1.2g – Curricular Review Logic Model and Gantt Chart), and at that time the 

program will be able to provide evidence to demonstrate full compliance with request to show 

how the new vision and mission is used as the basis for development of the curriculum. 

 

This statement and evidence shows the progress towards demonstrating compliance for 

the final part of the request, which states “used for the basis of the development of the 

curriculum”. 

 

 

Upon review, if the evidence in the appendices supports the narrative above, it is likely 

that the JAC would recommend a move from CRITERION NOT MET in this criterion to 

CRITERION PARTIALLY MET, as some but not all the requests have been addressed.  

This is okay!  The JAC looks for progress towards full compliance and this narrative 

provides information about the steps the program is taking, and the expected timeline 

for completion of those steps. The JAC would probably include in the next AR & SR a 

request that, in a second Progress Report in 1-2 years, evidence be provided that the 

program’s vision and mission are being used as the basis for the development of the 

curriculum. 
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Criterion 1.6 CRITERION PARTIALLY MET 

The program has adequate administrative and technical support staff and services 
to meet the needs of the faculty and students and achieve the goals and 
objectives of the program. 

 

Accreditation Review and Status Report comments: 

While the library and IT support services are exemplary, it was found that administrative support 
for the program was inadequate to meet the needs of the faculty and the students.  Often 
program faculty were required to complete administrative tasks which took their time away from 
activities required of their position. 
 
Request: In the next Progress Report, please provide evidence that the program has 

addressed the inadequacy in administrative support, and that the required 
support services are available to facilitate faculty and students in meeting their 
academic obligations to the program. 

 

Progress Report: 

The Rehabilitation Assistant Program has struggled with the lack administrative support since its 

implementation seven years ago.  Since the full accreditation review in 2016, ABC College has 

restructured the organizational chart for administrative staff (1.7a Org Chart).  The new 

organization chart has combined administrative support staff from several programs within the 

Faculty of Health Sciences to create a pool of individuals who can service all programs equally 

and who can float between programs to manage demands when they are higher in one program 

than in another at any given time.  Administrative support staff total complement has also been 

increased by 0.5 FTE. 

This provides information about what the program/college has done to try to address 

the problem.  

Following the restructuring and implementation a survey (1.7b – Survey questions) was 

conducted of all faculty, staff and students within the Faculty to seek feedback about the effect 

of the change on availability and adequacy of administrative support.  85% of respondents (90% 

of respondents within the Rehabilitation Assistant Program) indicated that administrative 

support as a result of the restructuring is now available 90% of the time, and that program 

faculty no longer feel the need to complete administrative tasks themselves to meet deadlines 

(1.7c – Survey results – quantitative and qualitative).  

This is what supports the request to show evidence that “required support services are 

available to facilitate faculty and students in meeting their academic obligations to the 

program.”  Just saying what the program has done isn’t adequate as evidence.  There 

must be something to show that what has been done has in fact addressed the original 

concern. 
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Upon review, assuming that the evidence in the appendices supports the narrative 

above, it is likely that the JAC would recommend a move from CRITERION PARTIALLY 

MET in this criterion to CRITERION MET. The JAC would not include this criterion in the 

next AR & SR and the program would not need to report on this criterion again until the 

next full accreditation review in the 6 year accreditation cycle. 

 

 
 

General Suggestions as you prepare the Progress Report: 

▪ Read the requests in the AR & SR carefully, and ensure that in the Progress Report, 

each part of the request is addressed. 

▪ If the program has FINISHED making changes and can provide evidence of full 

compliance with the criteria, ensure that the narrative provides lots of information 

about why full compliance has been demonstrated, and that the narrative is 

supported by appendices showing the details of compliance. 

▪ If the program has STARTED making changes but is not yet finished those changes, 

ensure that the narrative provides as much information as possible about: 

 the changes which are complete, 

 the plan for ongoing future changes, 

 a statement that suggests the program recognizes that this won’t demonstrate 

full compliance but that work is in progress to achieve full compliance, and 

 a statement of expected timeline for completion.   

 The JAC looks for progress towards full compliance.  If the program can show 

that some progress is being made, the JAC will look positively upon this. 

▪ If the program CAN’T make the change requested (NOTE: This will be a rare 

situation.  There should always be SOMETHING a program can do), such as, for 

example if College/University policies prevent a change, the program should: 

 explain all the attempts made to make the change (agendas/minutes of 

meetings where the change was discussed, response from college/university 

administration, rationale why the change is not possible) 

 how the program may be able demonstrate compliance with the criterion in a 

more unusual or innovative way; show some evidence of problem solving 

around the concern 

▪ Do not hesitate to ask OTA & PTA EAP staff for guidance 





1.2c Program Brochure 


ABC College – OTA & PTA Program 


Program Brochure 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.2a October 2015 Retreat Agenda 


ABC College – OTA & PTA Program 


October 2015 Retreat Agenda 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.2f Rehabilitation Assistant Program Evaluation Plan  


 


ABC College – OTA & PTA Program 


Rehabilitation Assistant Program Evaluation Plan 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.25 Retreat Summary Report 


ABC College – OTA & PTA Program 


Retreat Summary Report 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.2g – Curricular Review Logic Model and Gantt Chart 


 


 


ABC College – OTA & PTA Program 


Curricular Review Logic Model and Gantt Chart 


  


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.1b OPTA2234  


 


ABC College – OTA & PTA Program 


OPTA2234 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.5e OTPA 2807 


 


ABC College – OTA & PTA Program 


OTPA 2807 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.7a Org Chart 


 


ABC College – OTA & PTA Program 


Organizational Chart 


  


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.7b – Survey questions 


 


ABC College – OTA & PTA Program 


Survey questions 


  


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.3c OTPA2145 


 


ABC College – OTA & PTA Program 


OTPA2145 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.5f OTPA1205  


 


ABC College – OTA & PTA Program 


OTPA1205  


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.7c – Survey results – quantitative and qualitative 


 


ABC College – OTA & PTA Program 


Survey results – Quantitative and Qualitative 


  


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.1c OPTA1075 
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OPTA1075 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.2e ABC College mission and vision 


ABC College – OTA & PTA Program 


ABC College Mission and Vision 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








1.2d Student Handbook 
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Student Handbook 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 








6.1a OPTA2075  


 


ABC College – OTA & PTA Program 


OPTA2075 


 


 
The applicable piece of evidence, would be here.  This should open in a separate tab such that 


the reader can easily move back and forth between the narrative and the evidence.  The 


appendix name should be included somewhere in the appendix for reference.  Here is has 


been placed at the top of the document. 


 
 


 





