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1.) ADHERING TO THE EXACT REQUIREMENTS OF THE ACCJC 
RECOMMENDATIONS: 
 
State the actual Recommendation language at the beginning of your narrative (to 
include ACCJC Standard numbering).  
 
Read the ACCJC Recommendation carefully and respond to exactly what the 
Commission has specified in the Follow-Up Report to the District.   
 
2.) REPORT WRITING: 
ACCJC recommends a clear, concise narrative style.  Pay attention to chronology and 
use subheads (e.g., Introduction, Program Review Summary, etc.) as needed.  ACCJC 
has suggested Guidelines for writing on their Web—very useful.  I will use them 
when I merge our responses. 
 
ESTABLISH ONE WRITER ONLY TO COMMUNICATE WITH ANNETTE. (Although I 
know that each Recommendation has a group of individuals who are contributing to 
each Report, I want to correspond with the primary author, who will then be 
responsible for getting additional commentary from the entire group).  
 
Prose style should be non-personal and to the point.  Avoid self-congratulatory 
expression, e.g. “Our Team is doing a fine job.”  Instead, simply describe what your 
Team is accomplishing in simple prose.  Here you want to convince ACCJC that what 
you are reporting is authentic information that adheres to their Standards.    
 
Explanations must be clearly articulated such that any Team member can 
understand why you performed a particular task.  If your Committee has adopted a 
new model, for example, state why the old model is being replaced and/or refined.  
If you had difficulty implementing a particular practice, explain why.  The 
Commission realizes that, at times, best plans are not effective, and new plans must 
be crafted in their place.  Qualitative analysis is as important as quantitative 
analysis.  Ultimately, ACCJC wants to know that you are addressing the concept of 
“continuous quality improvement.”   
 
ACCJC Standards often overlap.  Here judicious redundancy is sometimes required 
as you write.  Again, read the ACCJC Standard and respond to each comment, 
question.   
 
For each Recommendation addressed, there must be a conclusion statement that 
summarizes how each Standard is being satisfied, which includes plans to exceed 
the Standard.  Here you should use a subhead to label the conclusion.  If your work 

 
 



is in progress, include a detailed Plan of Action, to include specific timelines and 
responsible parties.   
 
NEVER “cut and paste” from a previous ACCJC Report.  ACCJC really does not like 
this! 
 
When you have completed your narrative draft, go back to the beginning of your 
Report and double check that you have, in fact, addressed the precise 
Recommendation of the Commission. 
 
Refined, literate prose is imperative. Readability requires that the utmost attention 
be given to adherence to simple grammar, syntax, and semantics.  The Commission 
will not be unimpressed by literary excellence!    
 
3.) THE SMALL (BUT IMPORTANT) STUFF 
Limit the use of self-promotional adjectives and adverbs.  For example:  “We 
approached our work with great energy and passion” is not what the Commission 
wants to read.  Here you must state exactly what you have accomplished and your 
deeds (and evidence) alone will carry the weight. 
 
Always capitalize District and the Colleges, titles, group and/or committee 
titles. 
 
Do not include names of individuals, i.e., refer to people or committees by their titles 
(the Vice Chancellor of General Services stated, the Total Cost of Ownership 
Committee adopted the Harvard model, etc. 
 
NUMBER YOUR PAGES. 
 
MINIMIZE JARGON.   
Assume that some Teams members may know nothing about your field, e.g., the 
Yoga instructor on the Team may have little knowledge of Audits, so the narrative 
must be clear to anyone who reads the Report.  All College constituents, no matter 
their title or discipline, should understand the Report.    
 
ACRONYMS (SPELL OUT ALL ACRONYMS THE FIRST TIME YOU USE THEM).   

• PLEASE CREATE A SEPARATE ACRONYM LIST WHICH WE WILL 
EVENTUALLY MERGE INTO ONE DOCUMENT. 

 
4.) TAILORING YOUR RECOMMENDATIONS TO THE NEEDS OF EACH COLLEGE 
While the responses to the District’s Recommendations need to be consistent, we 
cannot simply write “cookie cutter” Reports that will be inserted into each College 
Report. As you write, you will need to include “College specific” Recommendations 
that will overlap with the overall District Recommendations (we can discuss this).    

 
 

 
 



5.) CITING EVIDENCE WITHIN TEXT AND CREATING A CHRONOLOGICAL TABLE 
OF EVIDENCE  
 
Name each evidence document and include date of the document, e.g., October15, 
2014.  
 
Evidence must be cited within the Report text, e.g. [District Academic Senate 
Minutes, Nov. 19, 2015].  USE BRACKETS AND CONSISTENT FORMAT, e.g., always 
abbreviate month as I have illustrated above.   
 
The following is an example of evidence citations within narrative text: 
 
 Reconstructing Planning Committees 
 Currently, further refinement of the Institutional Planning Process is being 
 achieved through the reconstruction of the major planning committees that serve 
 to continually assess Institutional Planning. The role and the composition of these 
 restructures were acknowledged recently in a series of meetings with ALG and 
 SPC. [E2.11: Planning Committee Structures] [E2.12: SPC Meeting Agenda, Apr. 
 21, 2014] 
 
 The first of these restructured assessment committees met in May 2014 to begin 
 looking at financial indicators for the College’s use in planning [E2.13: Financial 
 Indicators Meeting Notes].  In addition to the modified planning committee 
 structure, a document that includes both the Planning Control Calendar and 
 Rubric for evaluation of non-academic program review has been developed 
 [E2.14: Planning Control and Review Calendar]. This document has been widely 
 shared with ALG and SPC and clearly outlines timelines, responsibilities, and 
 expectations for moving the planning process forward [E2.15: Strategic Planning 
 SPC Aug. 15, 2014].  
 
 A key component of successful Institutional Planning is for the SPC to begin 
 reviewing validation reports from the planning database to identify potential 
 errors within the various manager reports submitted [E2.16: Validation Report]. 
 
 Strategic Proposal Process 
 The strategic proposal process provides funding for new initiatives to advance 
 student achievement linked to Institutional Planning.  In 2013, $300K worth of 
 funding was made available to all members of the College community [E2.17: 
 Strategic Proposal Process Announcement]. 38 proposals were received, 
 requesting almost $1M in funding, and a summary of all proposals was sent to the 
 entire College community [E2.18: Strategic Proposals Received Update Email] 
 [E2.19: Strategic Proposals Summary]. 
 
 The proposals were a major source of discussion in several Shared Governance 
 Council meetings. Topics included a review of the Strategic Proposal Planning 
 process and scoring methods, an overview of proposals and confirmation of their 

 
 



 rating methods, and final recommendations based on rank [E2.20: SPC Meeting 
 Agenda, Mar. 12, 2014]   
 
AT THE END OF YOUR DOCUMENT, CREATE A TABLE OF CONTENTS FOR YOUR 
EVIDENCE AND DOUBLE CHECK THAT YOUR TABLE LINES UP EXACTLY WITH THE 
EVIDENCE LISTED within the text.  Also verify that the TITLE of your evidence 
matches exactly with the TITLE listed in the Table of Contents. (ACCJC goes to this 
detail IMMEDIATELY and spotty and/or incomplete evidence alignment—or 
mismatched documents will immediately raise a red flag).   
 
Evidence will eventually be converted to PDF, but do not do so yet.  
I will check with IT and ask them to recommend what we need to do.  Evidence links 
have to be opened by all users! 
 
Emails are often useful as evidence, but you must delete extraneous information 
such as personal comments in email threads and lengthy web information that is not 
pertinent. 
 
If you citing evidence from a large document such as Ed Code, the Peralta 
Educational Master Plan, etc., extract only the relevant section and label this 
evidence appropriately, e.g., Peralta District Master Plan 2009:  Section 12, pages 
35-40. 
 
Include tables, graphs, and diagrams only if these elements add significantly to your 
explanations and can be readily understood.  The Commission is not impressed by 
pretentious charts and graphs! 
 
 
6.) MINUTES OF MEETINGS 
All minutes must include names of all in attendance and names of all who are 
absent.  Always include dates and the title of the Committee.  You can select sample 
minutes also and/or extract relevant pages (here the Team does not want to scroll 
through pages and pages of minutes to find the one paragraph that you may be 
citing as evidence). 
 
Agendas of meetings are not as relevant in general as here the Commission is less 
interested in what you intended to do versus what you, in fact, accomplished. 
 
 
7.) FREQUENT UPDATES TO ANNETTE 
One of my primary tasks is to assist you to write your Recommendations.  Send me 
frequent updates and ask questions anytime (See Accreditation calendar for a list of 
update deadlines).  If I cannot answer your question, I will research the answer for 
you.  Let me know if you wish for me to meet with your writing group and I will do 
so.  GOOD WRITING IS CONSTANT REWRITING! 
 

 
 



 
 
 
 

 
 


