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[bookmark: _Hlk35522685]SELF-STUDY GUIDELINE FOR DOCTORAL & POSTDOCTORAL PROGRAMS

THIS TEMPLATE DOES NOT REPLACE ONLINE SUBMISSION
This template is to help prepare materials prior to submission. Note that the online submission form does not include a “save draft” function. Please keep a copy of the information for your own records.


QUESTIONS? Contact ComACCadministrator@myadlm.org 

ONLINE SUBMISSION: 
· Current programs will be notified prior to their deadline. New programs seeking initial accreditation must first contact ComACC. All self-study submissions are submitted online. 
· Self-study processing fee is $1000 USD invoiced to the program following submission.
· [bookmark: _Hlk129299153]Visit https://comacc.org/selfstudy for additional details and online submission.
[bookmark: _Hlk129293629]
SELF-STUDY SECTIONS AND DOCUMENTS TO UPLOAD

The following are sections documents to prepare and/or provide during the self-study submission.

1. Cover Letter
· Upload Cover Letter
2. Fellowship Details
3. Perspective
4. Program Organization
· Upload organization chart showing relationship between fellow/program and overall institution.
· Upload file describing external training sites (if any).
5. Faculty
· Upload Faculty list if greater than ten faculty in program.
· Upload faculty CVs. MUST use NIH format, no longer than 5 pages.
6. Institutional Support and Facilities
· [bookmark: _Hlk129297435]Upload any relevant documentation to institutional support (if applicable).
7. [bookmark: _Hlk129297473]Laboratory Facilities and Test Menu
· List of clinical laboratory equipment at the parent institution and any other associated labs.
· Provide a copy of the institution test catalog IF an online test catalog is unavailable.
8. Curriculum
· Provide examples of any formal courses, didactic sessions, seminar series, or conferences.
· Upload a de-identified example of a call-log.
9. Trainee Selection
· Provide examples of forms used in the application process.
10. Evaluations
· Upload examples of any forms used in trainee evaluation.
· Upload examples of forms used in program/faculty evaluation.
11. Trainees
· Upload full CVs for all current trainees.
· Provide a list of past trainees, their certification status, and their current positions.
12. Self-Study Submission
· Visit https://comacc.org/selfstudy for additional details and online submission.

COVER LETTER

[bookmark: _Hlk129294627]A detailed template description is available online at https://comacc.org/selfstudy. Upload a cover letter on institutional letterhead, must accompany the self -study materials and address the following items: 

· Permission to release the results of the accreditation ion process to the National Registry for Clinical Chemistry (NRCC) and the American Board of Clinical Chemistry (ABCC) for the purpose of exam eligibility for the trainee.
· Permission to review evaluation forms of the trainees and the program for the purpose of evaluating the completeness of such evaluations as a component of the program.
· Permission to conduct a one-day on-site visit, if applicable.
· Acknowledgement of fees: $1,000 for the application and, if applicable, $3,500 for the on-site visit to be invoiced after the on-site visit.

The cover letter must include the following signatures: 
· Director (and any Co-Director) of the Clinical Chemistry Fellowship
· Representative of the Division if different from above
· Representative of the Department (Chair)
· Representatives of the Institution (GME Director, Dean, etc.) if applicable.




SELF-STUDY SECTIONS

FELLOWSHIP DETAILS: Provide the following pertinent information regarding the training program.
Name and email address of program director and program coordinator (if applicable).
Fellowship program/institution name and mailing address. Contact phone number/fax number.

	







PROGRAM PERSPECTIVE: Briefly describe your program's mission and goals. Summarize your program's accomplishments and future plans (established programs only). 

	







PROGRAM PERSPECTIVE: 
· Outline institutional administrative framework and where the program fits in the structure.
 Upload an organizational chart. 
· If there is external fellowship training outside of the parent institution, describe the score of the training and any associated agreements
If you have a file that describes external training sties, upload it here.
Upload an organizational chart. If there is external fellowship training outside of the parent institution, describe the score of the training and any associated agreements. (upload required)

	








FACULTY: You will need to program details on the Program Director and/or Co-Directors (if applicable), as well as any other teaching faculty. Please include description of Program Director(s), including years of experience and certification status. For other teaching/key faculty roles in the program – if there are more than 10, please include a complete list in the separate upload field below. (This is a table in the program with headers of: Faculty name/Degree, Certification/Role in program/Percent of time devoted.

· Upload faculty CVs. MUST use NIH format, no longer than 4 pages (upload required)
· Upload Faculty list if greater than ten faculty in program (upload if applicable)

	







INSTITUTIONAL SUPPORT AND FACILITIES: Describe and/or provide information on the following.
· Source of salary support, amount of said support, and any additional financial benefits provided to Fellow(s), e.g., book funds or travel funds. 
· Description of physical space provided and location of the space in relation to Pathology Residents or other Fellows within the department. 
· Learning/teaching resources available, e.g., computers, iPads/tablets, library and journal access and access to LIS and/or EMR Systems.
· Any additional teaching/learning resources utilized, e.g., online or specific didactic courses at the parent or other institutions.
· Upload any relevant documentation to institutional support (upload if applicable).

	







LABORATORY FACILITIES AND TEST MENU: Describe and/or provide information on the following.
· Describe the laboratory facilities. If training is provided in other disciplines such as hematology, microbiology, or molecular diagnostics, include a brief description of instrumentation in those areas.
Upload a list of clinical laboratory equipment at the parent institution and any other laboratories where the fellow trains (should include all clinical chemistry instrumentation).

· Provide a URL/link to the online test catalog (if available).
Upload a copy of the test catalog if an online version is not available (upload if applicable).

	







[bookmark: _Hlk129297491]CURRICULUM: 
· Provide a full written description of the program curriculum and how the structure leads to achievement of programs goals, how fellow(s) spend their time, and how learning progresses throughout the training period.
Upload examples of any formal courses, didactic sessions, seminar series, or conferences that are required or recommended.

· Provide a full written description of clinical on-call process and documentation, e.g., written or electronic logs and/or review of the trainee’s performance.
Upload an example of a call-log.

· Describe the goals and objectives for an acting directorship.

	







TRAINEE SELECTION: 
· Describe the recruitment process for fellowship positions and selection of trainees and specific application requirements.
Upload examples of forms used in the application process.

	







EVALUATIONS: 
· Trainee evaluation: Detailed outline of the process
Upload examples of any forms used in trainee evaluation.

· Program evaluation: Detailed outline of process by which trainees can provide feedback on the program structure and content. If a formal faculty review/self-assessment of the program occurs, this process and any associated outcomes should also be provided.
Upload any examples of forms used in program/faculty evaluation.

	








TRAINEES: 
· Current Trainees: Provide a written list current trainees and their status in the program
Upload full CVs for all current trainees.
Upload a list of past trainees, their certification status, and their current positions.
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