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2023 Annual Narrative Report Form

	Accreditation Coordinator at your Organization:
Name of person filling out this form: 
Name of Accreditation Council Liaison: 
Organization: 
Address:
City/State/Zip:
Phone:
Email:
Date: 
	



The narrative annual report is a statement outlining the organization's current compliance with AEE standards and should document all significant changes or events that have occurred during the period to which the report applies, typically the past 12 months.  

Please provide at least a brief response to all questions.

Do not convert this file to a PDF because your liaison to the AEE Accreditation Council will need to add comments to this report.

[bookmark: _Hlk66096354]Please remember to complete the AEE Incident Report Spreadsheet that was also sent to you when you received this form. It is a companion document to this narrative report and should be attached to the email when this form is submitted.

☐ Please check if any basic program information has changed since last year, for example, new activities new sites, new environments, new key personnel. New activities need to be reviewed by the Accreditation Council and ideally should be approved before being implemented.

☐ Please check if the organization’s annual operating budget has changed significantly in the past year.
A. Overview of Changes

Please check all accredited activities that the program has conducted in the last year or will conduct in the next year. 

Also, please bold activities that you plan to offer next year that you have not yet been accredited to offer. You will be sent materials to allow your new activities to be accredited before they are implemented:
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Land-Based Activities
☐ International Programing
☐ Hiking and Backpacking
☐ Camping
☐ Running
☐ Initiative Games and Problem-Solving Exercises
☐ High and Low  Challenge Courses
☐ Orienteering
☐ Bicycle Touring
☐ Mountain Biking
☐ Wall Climbing
☐ Bouldering
☐ Top Rope Rock Climbing
☐ Rappelling
☐ Lead Climbing
☐ Multi-Pitch Climbing
☐ Mountaineering
☐ Glacier Travel 
☐ Snow and Ice Climbing
☐ Caving
☐ River Crossing
☐ Snowshoeing
☐ Cross Country and Backcountry Skiing
☐ Solos
☐ Horseback Riding and Pack Animals
☐ Service Projects
☐ Expeditions and Remote Wilderness Travel
☐ Other  ___________________________

Water-Based Activities
☐ Flat Water Canoeing and Kayaking
☐ White Water Canoeing and Kayaking
☐ River Rafting
☐ Sea Kayaking
☐ Sailing
☐ Snorkeling
☐ Scuba Diving
☐ Other: ____________________________


B. AEE Standards Compliance
Upon accreditation, organizations are expected to remain in compliance with all applicable standards. Please respond to all of the following requests for information with a brief but thorough narrative response. All attachments or supporting documentation should be appropriately referenced in appendices to the report or incorporated into the narrative. Attach additional pages as necessary.

	Questions for the organization:
	To be filled out by AEE Accreditation Council Member


	1. If applicable, please describe remedial or corrective actions taken in regard to the “unmet standards” sections of your last accreditation. (Note: if you have satisfactorily addressed this question in your Site Visit Response or in a previous annual report simply state that. You need not answer it again).

Answer:   
	

	2. Please provide the minutes taken from this year’s Risk Management Committee meetings and committee members’ in attendance, as evidence of compliance for standard 4.04. Please list members of the committee and indicate which person is the external member.

Answer:
	

	3. If your program has engaged in either the required internal and external risk management reviews during the term of accreditation (standard 4.05) please provide a summary of any findings or recommendations, and your organization’s response. Also, please list the topic and dates of previous internal and external reviews conducted during this current term of accreditation. If you are planning on conducting a review in the next year please tell us about this.

Answer:
	



C. Risk Management & Reporting Requirements
	Questions for the Organization:
	To be filled out by AEE Accreditation Council Member

	1. If applicable, the program has had the low and high challenge courses inspected yearly by a qualified challenge course professional (an annual challenge course inspection is required). Please attach a copy of the inspection report. This is required for both owned and sub-contracted challenge courses.(Please see ACCT’s Challenge Course Standards for further information about inspection standards and guidelines regarding qualified challenge course professionals. If the inspection report recommends maintenance or changes to the challenge course, please indicate the dates when this work is to be completed and submit evidence that the work was done by the dates provided.

Answer:
	

	1. Accredited organizations are required to collect and analyze their incident data. Please share observations on incident rates and trends compared to the previous year here and include conclusions or actions to address incident rates or trends that are concerning.
 
Please remember to submit the AEE Incident Report spreadsheet that is the other document used in the annual reporting process. The question above is meant to supplement that spreadsheet.

Answer:
	

	2. Please summarize the findings any serious accident reports/investigations from the past year. 
 
Please note: Contact the AEE Director of Accreditation and Certification to discuss any serious incidents for the reporting period if you have not done so already. Serious incidents include those that took a significant amount of the organization’s time or energy to address, or resulted in in-patient hospitalization, disability, or fatality, 
 
Answer:
	

	3. Is the organization involved in any lawsuits related to your programming? If so, please provide information regarding the suit or charges.

Answer: 
	






D. Organization Changes and Improvements
	Questions for the Organization:
	To be filled out by AEE Accreditation Council Member

	1. Report any changes to policies, procedures or practices for existing programs.

Answer:
	

	2.  Please list new activities.

Please note: Before new activities can be offered, a mini-self assessment study related to the accreditation standards for the new activities must be completed.  AEE will provide the materials needed to complete this step when asked. Please contact the Director of AEE Accreditation and Certification if you have questions.

Answer:
	

	3. Please describe new activity sites, course areas, terrain or environments in which you operate.

Answer:
	

	4. Please describe any changes to key personnel or organizational structure. For example, describe any changes in administrative/supervisory leadership that have occurred in the last year, their impact on the organization’s ability to maintain compliance with the accreditation standards, and what the organization has done to ensure ongoing compliance during the transition.

Answer:
	 

	5. Please describe any changes to staff qualifications, hiring, training, and assessment practices (include relevant job descriptions, training curricula, or assessment tools that are new).

Answer:
	

	6. Under certain circumstances, an organization may fall out of compliance with the accreditation standards set forth in the applicable Manual of Accreditation Standards. If you are not in compliance with a standard, please identify that standard (or standards), briefly describe the reason(s) for non-compliance and the action(s) that have been or will be taken with dates for completion, to address these issues. 

If you had trouble complying with any accreditation standards because of the Covid-19 pandemic? Please list these standards and explain the situation


Answer:
	



☐ I certify that the members linked to my AEE Accredited Membership are up to date and does not contain include outdated information (if you need assistance, email anna@aee.org).

☐ I attest that this report is complete and accurate. Except as indicated above we have remained in compliance with all applicable AEE accreditation standards.

						
____________________________________________		_______________
Signature							Date




[bookmark: _heading=h.41mghml]The section below is to be filled out by the Accreditation Council Liaison to the organization submitting this report.

1. Programs that were going through either Initial or Continuing Accreditation in the year prior to its current Annual Report require special attention: 
You will need to review the organization’s response to the site visit to see what corrective actions are necessary.

	
	

	a. Did the program follow-through on its corrective actions?


Answer:
	



2. Are there any other observations, concerns, or comments you wish to record? Please do so below:

	

	a. Changes in program ownership or management

Answer: 

	b. Staffing levels

Answer: 

	c. Difficulties in communicating with the program

Answer:

	d. Other issues?

Answer: 




If the annual report is complete and no questions are raised from your review of the material, please ask that this Annual Report be placed on the consent agenda for the next Council Meeting.
[bookmark: _heading=h.gjdgxs]
After the Council has accepted this annual report please let the organization know their materials have been “reviewed” by the Accreditation Council.


image1.jpg
AN

association

experiential ‘education

A COMMUNITY OF PROGRESSIVE EDUCATORS & PRACTITIONERS




