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EVALUATION TEAM LEADER (ETL) INFORMATION

The Evaluation Team Leader (ETL) plays a key role in the success of program
accreditation. As an ETL, yoepresent the ASE Education Foundatma provide a link
between the national office and the school. We rely on your expertise in education and the
automotive industry as well as your leadership skillg/ork on our behalf witprograms
seeking accrediten. We appreciate the many hours of yooretiin dedicated service to

the ASE Education Foundation

The onsite evaluation should be a positive experience for the program and the evaluation
team members. The program has an opportunity to demonstrateengths to members

of its community. Itis also a learning experience and provides thasteeobtain

feedback about improvements that can be made to the program.

Once you have been assigrie@ programyou can assist the program as well asABE
Education Foundatiohy following the items on the ETL CheckKlistt is also helpful if

you talk to the school's program coordinator about the evaluation day. Please
communicate with the program coordinator about things that will facilitate theagieaiu
process. For example, discuss the way the documentation materials should be foovided
the teamGive suggestions, in advander organizing the materialé\lso, provide the
program coordinator with a schedule for the evaluation®seposed Schedule for EBite
Evaluatior).

As an ETL, you will make many judgment calls before and during the evaluation. Please
inform the ASE Education Foundatidfnyou have any concerns about a program before
the evaluation day. Wwill do everything possible to assist you in your efforts. If you
have a problem or question during the evaluation, please call our office.

Finally, we need to receive your report within one week after the evaluationOnce
receivedthe report will be eviewed by the ASE Education Foundatard a

recommendation will be madeegarding program accreditation. Programs are always

anxious to get their results as quickly as possible, and your assistance is greatly appreciated
by all.

*The ASEEducation Foundationreserves the right to add an additional team member
to an onsite evaluation team to fulfill ETL training requirements.

Pagel of 138 Effective 1/1/2021
Revised 13/2023



EVALUATION TEAM LEADER (ETL) CHECKLIST

ACCREDITATION/ RENEWAL OF ACCREDITATION
Date Completed
1. Start a school file, thecopy and attach the checklist to the file
Cont act tcollisiongepdir & cefinistprogram
coordinator to arrange for a short meeting.

2. In conjunction with thecollision repair & refinistprogram
coordinator, schedule two consecutive class days for the init
evaluation, or one class day for the renewal of accreditation
evaluation.

3. On-Site Evaluation tam materials receivddom ASE Education
Foundation office

4. At least two weeks before the-gite evaluation, make sure yot
have received the following from the school:
a. Onsite Evaluation Agreement

b. Copy of the Initial or Renewal of Accreditation Application
(includelntegrated Academic Skills Recognitjginapplicable)

c. Copies of Advisory Committee Meeting Minutgsyr. for
Initial, 5 yrs. for Renewal)

d. Program Graduate Employer Conteorm

e. Course of Study
i. Syllabus for each class

ii. Tasks to be taught specific by priority designations

iii. Number of contact hours

iv. Sequence of instruction to be included in the prograr

v. List of training materials used

vi. Sampleevaluation form used to track student progres

5. Review the gualifications of the proposed team members an
approve or request changes. The team member requirement
listed in the Policies section.

6. Approve and sign & Onsite Evaluation AgreemenMail or
email the signed copy to the ASE Education Foundation
(info@ASEeducationfoundation.org)

7. Provide a schedule for meetings with the school personnel, ¢
any other relevant information to the approvesmMembers.
Send a proposed schedule for the evaluation to the program
coordinator.

*8. Begin with an irservice training session fdre team members
Be suresach team member is aware of their total responsibil
as a team member and they hawerplete understanding
about how the evaluation will be conducted. (See Proposec
Schedule and Guidelines for Evaluation Team Leaders)
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*9. With the OnSite Evaluation Team, review tloellision repair

& refinish training program and call or visit at least three
employers of program graduates in the community. After th
evaluation, meet in a closed session to summarize your
conclusions of the items reviewed. Record this information
the Supplementary Sheetiias. The team members must
concur on the results reported on the Final Report Form anc
the document along with your signature.

*10. With the OnSite Evaluation Team, meet with representative
the institution (i.e. CTEBirector/Dean, Principal/College
President, Instructors) to verbally review the strengths and ¢
needing improvement that have been observed in the progr:
Copies of the Supplementary Sheet famould be left with the
institution to help the prograimdentify areas for improvement.
DO NOT UNDER ANY CIRCUMSTANCES, REVEAL OR
GIVE A COPY OF THE FINAL REPORT FORM TO ANY
REPRESENTATIVE OF THE INSTITUTION.

*11. Complete the Summary of Debriefing Form at the conclusio
your meeting with the representatives of the institution. All
evaluation team members, the program administrator, and t
program instructor must sign this forrA signed copy of this
form mustbe left with the institubn for their records. Aopy
must also be provided to tHe&SE Education Foundation

12. Electronic Final Report Forms can be found orABE
Education Foundation websit€he final report, along with any
othersupporting materials (additionalstructor qualification
sheetsetc.) must be received by our office witline weekof
completing the ossite evaluationSubmit payment
information, expenses, and copies of all receipts to the ASE
Education Foundation ofice.

13. Maintain hard copies of all documentation (team member
handbooks, signed forms, etc.) in your files.

14. The ASE Education Foundationill review the Final Report
and notify the ETL and the institution of accreditategproval
or the improvements needed.

* [tems 8, 9,10 and 11 are to be completed during th&iterevaluation.
PLEASE REMEMBER TO KEEP COPIES OF ALL MATERIALS SUBMITTED TO THE
ASE EDUCATION FOUNDATION IN CASE THESE MATERIALS ARE NOT
RECEIVED.
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PROPOSED SCHEDULE FOR ON-SITE EVALUATION

INITIAL ACCREDITATION
FIRST DAY

8:00 AM - 10:00 AM

Meet with the program coordinator and the team members to discuss the overall purpose of
the onsite evaluation and to review the process and procedures tdveefih. The

program administrator and staff should give an overview of the program and provide
maps/tour of the school or automotive department if needed. Review the schedule for the
day and divide the team members up to review the standards. Attembiola be paid to

any particular areas of expertise that team members may have. The program coordinator
should arrange a time for the team members to meet with the program administrators,
instructors, and other essential staff to complete the reviewnahastrative services.

10:00 AM- Noon

Team members review the standards assigned to them.

Noon- 1:00 PM- Lunch

1:00 PM- 3:30 PM

Meet briefly with team to address any concerns, needs, or problems. Continue review of
standards.

3:30 PM 4:00PM

Meet with evéduation team to review progress goibcedures, antb give assignments for
the next day.

SECOND DAY

8:00 AM - Noon

Continue review of standards. Assign team members to visit employers; provide the
Employer Questionnaire Forms.

Noon- 1:00 PMLunch
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1:00 PM- 3:00 PM

Finish the review o$tandards. Meet with the team to review findings, identify strengths
and areas needing improvements, summarize standards, and complete Final Report Form
and Supplementary Sheets. Have teammbers sign Final Report Form.

3:00 PM-4:00 PM

Meet with the administration of the institution, program coordinator, and instructors to
disaussprogram strengths and areas needing improvement. Provide an opportunity for
comments. Do not indicate the recommendations you will matteetdSE Education
Foundatiorregarding accreditation. A signed copy of the Summary of Debriefing form
must be lefwith the program, and a copyust also bg@rovided tothe ASE Education
Foundation You should also provide a copy of the Supplementary Sheet to the program.
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GUIDELINES FOR EVALUATION TEAM LEADERS
Selection of OnSite Evaluation Team Members
1. Must meet requiremen{see Policies section)
2. Must be approved by the school and Hig-
3. Must be available to participate in the evaluation
In-Service Training of On-Site Evaluation Team Members
1. Review Team Member Information and Team Member Guidelines.
2. Discuss essential attitudes and confidentiality.
3. Review Program &ndards an€ollision Repair & RefinistMinimum Requirements.

4. Review Task List and Tools and Equipment List and their application to the course of
study.

5. Review OnSite Evaluation Form.
a. Discuss procedures for making evaluations and recording them on the forms.

b. Discuss the need for comments about program streagthareas needing
improvementsComments are required for items rated above or below 4.

6. Discuss proposed setlule, divide into groups, and assign standards to groups.

Every effort should be made to maintain a positive professional relationship with the program
staff and administrators. Sintiee ASE Education Foundationakes the final decision on
program aceeditation, it is essential that no team member (including the ETL) indiaduether

or not a program qualifies for accreditation.
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SPECIAL CONSIDERATIONS FOR RENEWAL OF ACCREDITATION

Evaluation

The renewal of accreditation process requires adaryeonsite program evaluation while
students are in class. Team members only evaluate Stanebddséess the ETL is given other
instructionsby the ASE Education Foundation. The ETL must subriihal Report Form to

the ASE Education Foundation

Conducting an On-Site Program Evaluation when the Program Advisory Committee has
rated a Standard Below 4

Rerewal of accreditation requires tifatr members of the Advisory Committee complete the
ProgramEvaluation form. If a rating on one or more standards is below a 4 orpibietscale,

it will be necessary for the esite evaluation team to rate those standards in addition to
Standards40. TheASE Education Foundatiostaff will advise the ETL ift will be necessary

to rate additional standards. An additional team member or an additional day may be required
for the onsite evaluation. ThASE Education Foundatiostaff will make that determination

before the ossite evaluation ischeduled. Th ETL must submit &inal Report Form to the

ASE Education Foundation

Renewal of Accreditation for Two or More Programs

It may be necessary to schedule an additional day or add team members if more than one
program is due to renew their accreditat@nhe same time (example: general automotive, GM
ASEP, etc.). Th&SE Education Foundatiastaff will make that determination before the on
site evaluation is scheduled. The ETL must submit a Final ReporttedhmASE Education
Foundatiorfor eachprogram.

Page7 of 138 Effective 1/1/2021
Revised 13/2023



TEAM MEMBER INFORMATION

INTRODUCTION

This guide was developed to assist evaluation team members prior to and duringithersit
of a collision repair & refinistiraining program.

Team Member Instructions

As a team member, your primary responsibility is to determine how well a program meets the
accreditation requirements outlined in the Program StandardSaislon Repair & Refinish
Minimum Requirements.

During your review of a program, look at eachmiten theCollision Repair & RefinisiProgram
Evaluation form relative to the stated goals of the program, the level of accreddatiamy

available evidence (written, physical, etc.) that will assist you in reaching conclusions as to how
well a standat is met.

Each item must be assigned a rating of 1 (not at all) to 5 (exceptional, above average) on the
forms provided. Evaluators must use their experience and careful observations when assigning a
rating. When more than one person is rating an iteentatings will be averaged. On items

given a ratingf less than 4, it is essential that comments be made in order to justify your rating
and to give suggestions for program improvement.

A low rating on a standard does not necessarily mean the pragydeficient. The standards
consist of elements that make up an ideal program. All programs will not have all elements. In
your oral and written report, the seriousness of a discrepancy should be stated.

You may be assigned specific standards to reMdeit should communicate withther team
members for their opinion on questionaiddans. Make written comments regarditgms that
need correction.

When the item asks for a percent, list, or other information, include them in your written report.

Finally, compare your responses with the program'’s evaluation respdinsekscrepancy
exists, you must talk to the instructional staff to determine the reason.

The following is an example of a procedure you will use to rate each standard:

The progam may be seeking accreditation at the Maintenance and Light Repair (MLR)
level. Item (8.2A) states, "Rate the availability of the tools and equipment needed for
instruction in the lab/shop area." To rate this item, you must look for evidence (the tools
and equipment) and if you cannot see them, ask the faculty to show you. Be sure to
check for all the tools and equipment listed in the Tools and Equipment section under
Specialty Tools and EquipmenMaintenance and Light Repair in addition to Hand

Tools and General Lab/Shop Equipment.
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To determine how well a standard is mgtu will use such methods:as

M Interviews with teachers, administrators, students, former students, counselors,
employers, or advisory committee members

1 Examination of documentath materials provided by the program
1 Review of the task list and curricular materials

9 Verification of the tools and equipment

1 Observation of instructional practices

1 Inspection of the facility

As you go through the standards, make commenstrengths and where improvements are
needed. On the first day, the team will meet informally to compare notes, assess the status of
their work, and plan for the next day. During an initial accreditation visit, on the second day the
team will go back tohte school and complete the program review. The team will meet with the
ETL to summarize their observations and record their evaluations on each of the standards.

Upon completion of your meeting with the ETL, the team will give an oral report to the
admirstration and instructional staff. This oral report (dué&ime constraints) shouldclude

only those items in the standards that are deficient and those areas that are exemplary. At that
time, the administration and faculty will be encouraged to esgpifeeir views on the items under
discussion. The items discussed in the oral report must also be outlined in the Summary of
Debriefing. Therefore, you must have evidence to support yoenaisons and

recommendations fdhe standard under discussion.
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TEAM MEMBER GUIDELINES

Be aware of th&lALO EFFECTthat is, simply because a program appears to excel in one area
(e.g., tools and equipment), that does not mean that it excels in all other areas. Another example
is a personable instructor. "Niceygl do not necessarily mean that the program or area

provides high quality training.

Be aware oCONTRAST ERRORSe.q., they operate in a different manner than | do, therefore,
they are wrong)SIMILARITY ERRORS(e.g., they operate like | do, or their methods are
familiar to me, therefore, the program is good), BIRIST IMPRESSIONS OF THE

PROGRAM These types ofreors can lead to false conclusions about overall program quality.

Interviewing Instructors and Administrators

T
T

Interviewsessions are a major part of the evaluation process.

Do not try to conduct a trial; rather, strive for a relaxed, informal atmospber
clarify issues.

Avoid thinking, “In my program..” or “At
program against standards, not in comparison to your place of employment.

Remain friendly and retain a positive attitude.

Do notargue with an instructor, adnistrator, or staff member about the way
something is done.

Instructors may ask you how your program/shop operates. Answer them, but indicate
other approaches may work just as well.

Classroom and Lab/Shop Visits

Team members should make classroomlabéhop visits during evaluation, but there are points
to remember.

1

Instructors will be asked to conduct a class as usual during your visit; you should
encourage this.

Be as unobtrusive as possible.

If you have questions or desire manéormation, spend a few minutes with the
instructor when he/she is free.

Save your comments for later meetings.
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After the Visit

The goal of your visit is to determine if the program meets the standards. Another goal of your
visit is overall programmprovement. The staff and administration may or may not agree with
your observations. However, your recommendations, if implemented, may improve the program.

After you leave the school, respect the confidentiality of your findings. Do not divulge your
observations or program judgments following the visit.

The ASE Education Foundaticstaff appreciates your participation as a team member.
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COLLISION REPAIR & REFINISH PROGRAM STANDARDS

STANDARD 117 PURPOSE

THE COLLISION REPAIR AND REFINISH TECHNICIAN TRAINING PROGRAM
SHOULD HAVE CLEARLY STATED PROGRAM GOALS, RELATED TO THE
NEEDS OF THE STUDENTS AND EMPLOYERS SERVED.

Standard 1.17 Employment Potential

The employment potential faollision repair and refinistechnicians, trained to the level for the
specialty or general areas outlined in the program goals, should exist in the geographic area
served by the program.

Standard 1.2 Program Description/Goals

The written description/goals of the program should be shared with potential studemisyand
include admission requirementapplicable employment potential, area(s) of specialty training
offered, and the cost of all tuition and fees. Technicalifycations of the faculty and the

overall goal(s) of the program should also be included.

STANDARD 27 ADMINISTRAT IVE PROGRAM SUPPORT

PROGRAM ADMINISTRATION SHOULD ENSURE THAT INSTRUCTIONAL
ACTIVITIES SUPPORT AND PROMOTE THE GOALS OF THE PROGRAM.

Standard 2.17 Administrative Support

Positive administrative support from institutional and local governing bodies should be
demonstrated. Indicators of administrative support would include support for staffvice and
update trainingprovision of appropriate facilities; tjo-date tools, equipment, training support
materialsandcurriculum and support of continuing program improvement.

Standard 227 Written Policies

Written policies should be adopted by the administration andyplodiard for use in decisien
making situations and to provide guidance in achieving the program goals. Policies regarding
safety, liability, and lab/shop operation should be written and prominently displayed as well as
provided to all students and instrocg.

Standard 2.37 Provision for Individual Differences
The training program should be structured in such a manner that students with different levels of
cognitive and psychomotor skills can be accommodated.
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STANDARD 371 LEARNING RESOURCES

SUPPORT MATERIAL CONSISTENT WITH BOTH PROGRAM GOALS AND
PERFORMANCE OBJECTIVES SHOULD BE AVAILABLE TO STAFF AND
STUDENTS.

Standard 3.17 Servicelnformation

Service infornation with current manufacturerservice procedures and specification data for
vehicles manufactured within the last ten (10) years should be available. This information
should be accessible to students in the lab/shop area.

Standard 3.2i Multimedia
Appropriate upto-date multimedia materials and technology should be readily avedauol
utilized in the training process.

Standard 3371 StudentResources

Pertinent instructional texts, resources, aihelaening materials should be available for each
student to satisfy the objectives of the mode of instruction used. Basic and gpearaihg
resources should have copyright dates that are not over six (6) years old.

STANDARD 47 FUNDING

FUNDING SHOULD BE PROVIDED TO MEET THE PROGRAM GOALS AND
PERFORMANCE OBJECTIVES.

Standard 4.17 Funding

Adequatefundingshould be allocated and used for the operation of the progranfuidiag
should beallocatedby the institutional administration in conjunction with the program faculty
with input from the advisory committeEundingreports should be made availablgoptogram
staff.

STANDARD 51 STUDENT SERVICES

SYSTEMATIC COUNSELING SERVICES, PLACEMENT, AND FOLLOW -UP
PROCEDURES SHOULD BE USED.

Standard 517 Pre-admissionProgram Advisement
Prior to program admission, a student should be counssd@gding automotive careers.

Standard 527 Placement
A systematic student placement system should be used tosasdestts irobtairing
employment inndustry, related to their training
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Standard 5371 Annual Graduate Follow-up

A follow-up systemIsould be used to determigeaduatesemployment location and for

feedback regarding the efficiency, effectiveness, and appropriateness of training. Theaifollow
procedure should be designed to assure feedback regarding needed additions to or dehetions f
the training program, and tools and equipment. Folipwof graduates employed outside of the
collision repair and refinismndustry should indicate reasons for rawilision repair and refinish
service employment. When applicable, this informatioousd be used to modify the training
quality and/or content.

STANDARD 61 ADVISORY COMMITTEE

AN OFFICIALLY SANCTIONED PROGRAM ADVISORY COMMITTEE MUST BE
USED TO PROVIDE INPUT ON PROGRAM GOALS.

Standard 6.17 Membership

An Advisory Committee of at least five (B)dustrymembers (notountingschool personnedr
educators from other schoplsnust convene at least two (2) working meetings a year to provide
information, counsel and recommendations on behalf of the commaanited by the training
program. This Committee should be broadly based and include former students, employed
techniciansandemployers. All members of the Advisory Committee should not be from the
same business.

Standard 6.27 Review of Student Survgs
The Advisory Committee should provide input and review student surveys.

Standard 6.37 Reviewof Program Funding
The Advisory Committee should provide input and reviemding

Standard 641 Review of GraduateFollow-up and Employer Surveys

Information gathered from the annual follewp of program graduates and emplogerveys
should be reviewed by the Advisory Committee to assess employment potential and provide
input on program modifications.

Standard 657 Review of Course of Study
The Advisory @mmittee should provide guidance and approve all tasks addedamoved
from the mandatory task list required for the program accreditatieaseing sought.

Standard 661 Review of Tools, Equipment, and~acilities

The Committee shouldonduct annual inspections of tools and equipmeassorre they are up
to-date and comparable to industry standards for quality and sdfe¢yAdvisory Committee

should review information from safety inspections and conduct an annual evaluation of the
facilities to assure compliance with local, state and federal safety and environmental rules and
regulations. Additionally, the committee should review all safety practices for appropriateness in
meeting program goals.
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STANDARD 771 INSTRUCTION

INSTRUCTION MUST BE SYSTEMATIC AND REFLECT PROGRAM GOALS. A
TASK LIST AND SPECIFIC PERFORMANCE OBJECTIVES WITH CRITERION
REFERENCED MEASURES MUST BE USED.

Standard 7.17 Program
The training program should progress in logical steps, provide for dkesequences, where
applicable, and be made available to each student.

Standard 7271 Preparation Time
Adequate time should be provided for teacher preparation and program development.

Standard 7371 TeachingLoad

The instructor/student ratio and classtact hours should allow time for interaction on a-tne
one basisA safe working environment should be considered when determiningetéstiatient
ratio.

Standard 747 Course of Study

All tasksin the program task ligtave been given a priority rag. A specified minimum

percentage of tasks ratedlPR2, and P3 (Automobile and Truck programs) or HRnd HRG
(Collision programs) must be included in the
type and level. Instruction on the legal @sfs and responsibilities of the service technician in

areas such as Environmental Protection Agency regulations, safety regulations, OSHA
regulations, and other appropriate requirements must be included in the curriculum. Instruction
and practice in filing out work order forms, ordering parts, and basic record keeping should be a
part of the training program. Tools and equipment must be available to perform the tasks in each
of the areas for which accreditation is requested.

Standard 7571 Performance Standards andStudent Progress

All instruction should be performance based, with an acceptable performance standard stated for
each task. These standards should be shared with students and potential enfpl@gmns] of

each student's proggs should be maintained. The record should indicate tasks required for
program completioand students should demonstrate competency of a task

Standard 7671 SafetyStandards

Safety instruction must be given prior to lab/shop work and betegral part of the training

program. A safety test must be included in the training program. Students and instructors should
comply with personal and environmental safety practices associated with clothing; eye

protection; hand tools; power equipmeprpper ventilation; and the handling, storage, and

disposal of chemicals/materials in accordance with local, state, and federal safety and
environmental regulations.
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Standard 7.7 7 PersonalStandards
All training activities and instructional materidiauld emphasize the importance of maintaining
high personal standards.

Standard 787 Work Habits/Ethics
The training program should be organized in such a manner that work habits and ethical
practices required on the job are an integral part of theugtiin.

Standard 7971 RelatedInstruction
Instruction in related mathematics, science, communications, and interpersonal relations should
be provided and coordinated with ongoing instruction in the training program.

Standard 7.1071 Testing

Both written and performanedeased tests should be used to validate student competency.
Students should be encouraged to take industry recognized certification tests, such as the ASE
Entry-Level Certificationtess, theASE Professional Certification testnd EPAapproved

Section 609 credentials

Standard 7.117 Evaluation of Instruction
Instructional procedures should be evaluated in a systematic manner. This evaluation should be
through regular reviews by studentsd the administration.

Standard 7.127 On-Vehicle Service and Repair Work

On-vehicle service and repair work should be scheduled to benefit the student and supplement
ongoing instruction on items specified in the task list. A student should havestradtion and
practice on a specific repair task beforevethicle service and repair work requiring that task is
assigned. Vehicles donated by the manufacturers or other sources, custoreevehicles,

and other training vehicles may be used as thragyi source of owehicle service and repair

work. Training program studentvned vehicles, school buses, and other vehicles owned and
operated by the governing body of the school must not be the primary sourceabfice

service and repair work vehad. All vehicles in the lab/shop should have a completed industry
type work order attached to or on the vehicle.

Standard 7.131 Customer Vehicles

A systematic method of collecting, documenting, and disbursing customer vehicle work repair
receipts should be used. Instructional staff should not be required to collect payment for
customer vehicle work repairs. (This applies only to programs that accept customer vehicles for
instruction.)

Standard 7.4 71 Articulation
Agreements between grams with equivalent competencies should be used to eliminate
unnecessary duplication of instruction and foster continued study.
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STANDARD 871 TOOLS & EQUIPMENT

TOOLS AND EQUIPMENT USED MUST BE OF THE TYPE AND QUALITY FOUND
IN THE REPAIR INDUSTRY AND MUST ALSO BE THE TYPE NEEDED TO
PROVIDE TRAINING TO MEET THE PROGRAM GOALS AND PERFORMANCE
OBJECTIVES.

Standard 8.1i Safety

Equipment and tools used in the training program must have all shields, guards, and other safety
devices in place, operable, amsked. Safety glasses must be worn by all students, instructors,

and visitors in the lab/shop area while lab is in session.

Standard 8.21 Quantity and Quality

The tools and equipment used in the training program should reflect the program goals and
performance objectives. Sufficient tools and equipment should be available for the training
offered. The tools and equipment should meet industry quality standards.

Standard 8.37 ConsumableSupplies
Sufficient consumable supplies shouldrbadily available to assure continuous instruction.

Standard 8.47 Preventive Maintenance
A preventive maintenance schedule should be used to minimize equipmentimiewn

Standard 8.57 Replacement

An annual review process should be used to maintaio-date tools and equipment at industry
and safety standards. Student foHow and Advisory Committee input should be used in this
process.

Standard 8.61 Tool Inventory and Distribution
An inventory system should be used to account for tools, equippaats, and supplies.

Standard 8.71 Parts Purchasing
A systematic parts purchilmg system should be in place.

Standard 8.87 Hand Tools

Each student should have access to basic hand tools comparable to tools required for
employment. Students should bncouraged to purchase a hand tool set during the period of
instruction.
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STANDARD 91 FACILITIES

THE PHYSICAL FACILITIES MUST BE ADEQUATE TO PERMIT ACHIEVEMENT
OF THE PROGRAM GOALS AND PERFORMANCE OBJECTIVES.

Standard 9.17 Training Stations

Training stations (bench and-erhicle service and repair work) should be available in the type

and number required for the performance of tasks outlined in the program goals and performance
objectives.

Standard 9.271 Safety
The facilities shold meet all applicable safety standards and an emergency plan should be in
place and posted in all classrooms and lab/shop areas.

Standard 9.3i Facility Maintenance
A written maintenance prograpolicy should be used to ensure facilities are suitable for
instruction.

Standard 9.47 Housekeeping
The classroom(s), lab/shop, and support area(s) should be kept clean and orderly.

Standard 9.51 Office Space
An area separate from the lab/shop should be available and convenientirstrtieor(s) to use
as an office.

Standard 9.61 Instructional Area
A classroom convenient to, but separate from, the lab/shop area should be available for
instruction and other nelab/shop activities.

Standard 9.71 Storage

Storage areas for toolsaps, supplies, anautomobiles should be sufficient to support the

activities outlined in the program goals and performance objectives. Security should be provided
to prevent pilferage and vandalism.

Standard 9.81 Support Facilities
Cleanup areas shdd be provided for both male and female students and should be convenient
to the instructional area.

Standard 9.97 Ventilation
An exhaust fume removal system should be in place and operational. When appropriate, heating
and cooling systems should bged to provide sufficient comfort for learning.

Standard 9.10i First Aid
If allowed by school policy, &rst aid kit should be in place and shobkel maintained and
complywith local regulations and school policy

Pagel8of 138 Effective 1/1/2021
Revised 13/2023



STANDARD 107 INSTRUCTIONAL STAFF

THE INSTRUCTIONAL STAFF MUST HAVE TECHNICAL COMPETENCY AND
MEET ALL STATE AND LOCAL REQUIREMENTS FOR ACCREDITATION.

Standard 10.1i Technical Competency
Instructors must hold current ASE certification to meet the requireroétiiepr ogr am’ s t y p «
and areas of accreditation

Standard 10.2i Instructional Competency
Instructors should meet all statecal, or institutionateachingrequirements.

Standard 10.3i Technical Updating
Faculty members should be provided technical maserggjuired to maintain their competency.
Instructors must completespecified minimum amount ééchnical update training each year.

Standard 10.47 Substitutes
A written policy regarding the use of *“substi
instructors.

STANDARD 117 WORK-BASED LEARNING

WRITTEN POLICIES AND PROCEDURES MUST BE USED FOR ALL PROGRAM -
SANCTIONED WORK -BASED LEARNING AND APPRECTCESHIP ACTIV ITIES.

(This standard applies only to programs that are using workbased learning or
apprenticeship training to meet minimum progr
type and level of accreditation. A maximum of 25% of thenstructional-hours requirement

may be met by applicable workbased learning activities, dearning activities, or a

combination of both work-based learning and dearning activities.)

Standard 11.17 Standards

The workbased learning component must ndrggegral part of the automotive program where
students spend part of the scheduled time, either on a daily basis or in-irabcknfiguration,
onsite in related classroom instruction and part of the schetimledff-site in a related and
structurel work environment.

Standard 11.2i Agreements

All legally binding agreements should be written aighed by the student, the studep#sent
(if the student is under 18 years of gghg employer and the program instructor or the
institution's designated wottkased learning coordinator.
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Standard 11.3i Supervision

A supervisingecollision repair and refinisimstructor or supervising wotkased learning
coordinator should be assigned responsibility, authority, and time to osatedind monitor
work-based learning components.

STANDARD 127 E-LEARNING

WRITTEN POLICIES AND PROCEDURES MUST BE FOLLOWED WHEN
E-LEARNING CURRICULAR MATERIALS ARE USED OUTSIDE OF SCHEDULED
CLASSROOM/LAB/SHOP TIME.

(This standard applies only to progams that are using workbased learning or
apprenticeship training to meet minimum progr
type and level of accreditation. A maximum of 25% of the instructionahours requirement

may be met by applicable workbased learnng activities, elearning activities, or a

combination of both work-based learning and dearning activities.)

Standard 12.1i Access
Students must have access to the appropriate technology needed to-temessgmaterials.

Standard 12.27 Curriculum and Student Progress
All contentfasks taughtby-e ear ni ng must be identified and a
must be maintained through the use of a Learning Management System (LMS).

Standard 12.3i Advisory Committee Input
E-learning for the purpose of meeting hour requirements, should be discussed and approved by
the Advisory Committee.
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POLICIES
ACCREDITATION PROCESS

Program Evaluation

The accreditation process begins with an extensive program evaluation perfortreadibyg

program instructors, administrators, and advisory committee members. Members of this group
compare the program to national standards and have the opportunity to make improvements before
submitting the application and a summary of the evaluatitinetéSE Education Foundation.

Application Review

The application for Initial Accreditation or Renewal of Accreditation is sent to the ASE Education
Foundation, where it is reviewed to determine if the program qualifies for-aiecteam
evaluation.

Programs will have a maximum of 12 months to complete the accreditation process from the date
their completed application for Initial or Renewal of Accreditation is received by the ASE Education
Foundation. After 12 months, the program must submit a nelicapon. This 12month time frame

may be shortened when applying under standards that are in the process of being phased out.

Renewal of Accreditation

Program accreditation is valid for five (5) years. Programs seeking accreditation reheuldl

submit a renewal application at | east six mon
dat e. I f the program has not completed the re
expiration date, the accreditation will expire, anel pmogram will be removed from the ASE

accredited programs list. Programs whose accreditation has expired will have 60 days post expiration
to submit a renewal application under current program requirements. Any program whose
accreditation is expired beyd®0 days must follow the Initial Accreditation application process.

On-Site Evaluation

If the program qualifies, an Evaluation Team Leader (E@h)educatofcurrent or retired), odn
accredited prograntrained bythe ASE Education Foundati@mdwith currentASE master
certificationcredentialsis assigned to the program and ansde visit is conducted.

Recommendation for Accreditation

When the standards are met, ASE program accreditation is valid for five (5) years from the official
accreditation date issued. If a currently accredited program successfully completes the accreditation
renewal process before the expiration date of the current five year accreditation timeframe,
accreditation renewal does not begin until the current eiquirdate.

If an accredited program fails to complete the accreditation renewal process before the expiration
date of the current accreditation timeframe, the program accreditation ends until the renewal process
has been successfully completed.
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Programdhaving difficulty in meeting the hours or tools & equipment accreditation requirements
should consider the following options:

A. Borrowing equipment needed for instruction from a manufacturer, dealership or independent
repair shop.

B. Arranging forinstruction on tasks requiring equipment not available in the school program at
a dealership or independent repair shop.

Programs choosing option A or B are required to show documentation on where the tasks are taught,
by whom, and how students arealuated.
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COLLISION REPAIR & REFINISH MINIMUM REQUIREMENTS

1. The minimum program requirements are identical for initial accreditation and for renewal of
accreditation.

2. Programs must meet the following hour requirements based andasf accreditatio
sought.

Damage Analysis/Estimating/Customer Service
- 46 hourscombined classroom and kshop instructional activities
- Required for all accredited programs

Painting & Refinishing
- 300 hourscombined classroom and lghop instructional activities

Non-Structural Analysis & Damage Repair
- 300 hourscombined classroom and lshop instructional activities
- 75additional hours of Welding, Cutting & Joining is alsorequired

Structural Analysis &Damage Repair
- 185 hourscombined classroom and lshop instructnal activities
- Accreditation in Non-Structural Analysis & Damage Repair is also
required

Mechanical and Electrical Components
- 200 hourscombined classroom and lahop instructional activities

To achieve MASTERevel of accreditatiojprograms are required to accredit in all areas.

3. The average rating on each of Standards 6, 7, 8, 9 and 10 musteb@ur (4) on a five-
point scale. The program will not be approved for an-site evaluation if the average is less
thanfour (4) on any of those standards. The program should make improvements before
submitting the application tine ASE Education Foundatidor review. A program will be
denied accreditation if the onsite evaluation team averageating on Standards 6, 7, 8, 9
or 10 is less tharfour.

4. A “ Y Ee§pdnse must be achieved on all six (6) criteria in Standard 12 if the program is
using it to meet the instructional hour r@gments for the purpose of accreditation. The
program will not be approved for angiteevh uat i on i f it cresponset s
to each criterion on thegrogramevaluationform. A program will be denied accreditation
if the on-site evaluationt e am d o e s Yk & tespgnsevieeall six (6 criteria in
Standard 12. This applies only to programs using the provisions in StandardXor the
purpose of meeting instructional hour requirements.
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. A program may not be approved for angite evalation if the average rating on Standards
1- 5 and 11 is less thafour on afive-point scale.A program may be denied

accreditation if the on-site evaluation team average rating on Standards-15 and 11 is
less thanfour. Approval for onsite evaluation or accreditation will be madetihy ASE
Education Foundatigrbased on the number of standarated at 4 or 5 as well as the
individual rating on any standard rated less ttoam.

. All instructors must hold current ASE certifications in the collision repair and refinish area(s)
in which he/she teaches.

. All instructors must complete twenty (RBours of recognizedutomotiveindustrytechnical
update training each year, relevant to their programomotive nstructors may substitute

ten (10) hours of documented haraisworkas a techniciam a retail or fleet automotive

repair business outi the school (e.g., parme work or summer externship) for one (1)

hour of updateechnicaltraining, up to a maximum of ten (10) hours of updathnical

training each year, toward the annual update training requirement. The work must be related
to the areas they teach and take place in the same year for which substitute credit is sought.
The ASE Education Foundation reserves the right to verify all bamagork information

reported and determine whether it meets all requirements.

. The program Advisgr Committee, consisting of at least five (5) industry members (not
counting school personnel), must conduct at least two working meetings a year. Minutes of
the meetings must be provided to thesite evaluation team for review and must reflect
relevant aeas of the standards as having been considered by the Advisory Committee.

. The Program Standards recognize that program content requirements vary by program type
and by regional employment needs. Therefore, flexibility has been built into the task list by
assigning each task a priority type. Items on the Task List are broken down into two
categories:

1 High Priority - Individual (HP -1) - is a task that requires students to demonstrate
handson competency to the instructor on an individual {tmene) basis
Competency in HR tasks will indicate to employers that the graduate is skilled in
that areaASE program accreditation requires 95% of the HRI tasks to be
included in the curriculum.

9 High Priority - Group (HP-G) - is a task that can be taught through the use of video,
demonstration, team training, etc. Students should be tested on the information
presented, but is not required to demonstrate hand®mpetency on an individual
(oneto-one) basis. Competency irPHG tasks will indicate to employers that the
graduate has been tested on +tolie i nfor ma
competency skillsSASE program accreditation requires 90% of the HRG tasks to
be included in the curriculum.
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10. A program that does notaet the minimum hour requirements may be eligible for
accreditation if both of the following conditions are met foraheasof accreditation being
sought:

a. Show evidence that all graduates from the previous academic year have taken the
professional level ASEertification examination, and

b. Show documentation that 75% of those graduates passed the professional level ASE
certification testsNOTE: The ASEEntry-Leveltest cannot be used to meet this
requirement.

11.The concern for safety garamount to the learning environment. Each program has the
following safety requirement preceding all related tasks:

Comply with personal and environmental safety practices associated with clothirand
the use of glovesrespiratory protection; eye praection; ear protection; hand tools;
power equipment; proper ventilation; and the handling, storage, and disposal of
chemicals/materials in accordance with local, state, and federal safety and
environmental regulations.

12.1n 1998 the Occupational Safety ardalth Administration (OSHA) issued a new rule on
respiratory protection. The Occupational Safety and Health Standards, Title 29 Labor,
Subpart - Personal Protective Equipntaequires employers to establish and maintain a
respiratory protection program.

Since the health and safety of students is a primary concerall collision programs that
seekASE program accreditation must have their Program Administrator and Program
Instructor sign the Application for Accreditation or Renewal of Accreditation, where
indicated, that the school is aware of this rule (including respirator fit testing and filter
changing) ard to the extent required by law, is in compliance with the rule with respect
to the students enrolled in the Collision Repair and Refinish Program.

13.The ASE Education Foundaticstrongly encourages programs to review and comply with
the Environmental Protection Agency (EPA) Design for the Environment (DfE) Project
publications which can be accessed on the websitevet epa.gov/dfe/pubs/projects/auto

Best Practices for Auto Refinishers When Spray Painting

Best Practices for the Paint Mixing Room

SuppliedAir Respirators in Auto Shops: Get the Best Protection

User Friendly Suppliedir Respirators: Options for Auto Refstiers

Choosing the Right Gloves for Painting Cars

Additionally, EPA issued &inal Rule on the National Emission Standards for
Hazardous Air Pollutants NESHAP (Subpart HHHHHHK&tthe ASE Education
Foundation recommends prograrmasiew: Paint Stripping ahMiscellaneous
Surface Coating Operations (found separately at
http://www.epa.gov/ttn/atw/area/paint_stripb.Jodf

o wNE
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QUALIFICATIONS OF EVA LUATION TEAM LEADERS (ETLS)

Evaluation Team Leaders (ETLs) are educators who have been trainedAS8Ek&lucation
Foundatiorto lead the orsite evaluation. ThASE Education Foundatiomill assign an ETL once

a program has been approved for arsib@evaluation. Every effort will be made to assign an ETL
located close to the school to reduce the cost for the evaluation. Two additional team members,
selected by the program and approved by the ETL, are required for a collision repair and refinish
progam onsite evaluation. (See the following page for additional information about team members
and onsite teams.)

Persons selected as ETLS must:

1. have a minimum of six yes of combined experience asdllision repair and refinish
technician an@ current or retiredollision repairninstructor (at lest three years experience
as acollision repair and refinistechnician is required);

2. have a B.A. or B.S. in Education from a college or university recognized for teacher training
by the state; and

3. be a current ASE certified mastmollision repair and refinish technician (H5).

Or, if a state does not requicellision repair and refinismstructors to have a B.A. or B.S. degree,
the following qualifications will apply:

1. six years experience as a collision repair and refirtesthnician,

2. four yearscollision repair and refinisteaching experience at the secondary or-post
secondary level, and

3. current ASE certifieanastercollision repair and refinistechnician B2-B5).

ETL candidates who are active instructors must be directly associated with an accredited program.
ETL candidates who are inactive instructors must have formerly been directly associated with an
accredited program.

ETL training is valid for three y@a. However, an automatic thrgear renewal is granted every

time an ETL conducts an esite evaluation. ETLs are required to attend additional training sessions
or serve as a team member if they have not conducted siteavaluation within three yesa This
additional training is required even though the individual holds current ASE certification.

Anyone interested in becoming an Evaluation Team Leader should contASGEHeducation
Foundatiorat (703) 6696650 email- info@ASEeducationfoundation.orgr their state Trade &
Industrial Supervisor for more details.
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QUALIFICATIONS OF ON -SITE EVALUATION TEAM MEMBERS

The program requesting accreditation is responsible for recruiting and recommendite) on
evaluation team mebers. The ETL must approve individuals recommended by the program. The
onsite evaluation team menmsemust be practicing collision repair and refinisbhnicians, service
managersor shop owners from businesses in the area served by the trainingnprogr

Team members must have:

1. a high school diploma or the equivalent (industry or military training may be considered as
the equivalent), and

2. atleasffive years fulltime experience as a general collision repair and reftedmician.
ASE collision repair and refinistertification is recommended but not required.

1. The initial and renewal accreditation evaluation team is composed of three individuals: the
ETL and two team members. One team member must be from a dealedsbipeateam
member must be from and independent repair facility.

2. Each program requesting accreditation must also identify their choice for an alternate
evaluation team member should one of the other team members be unable to participate on
the date(s) ofhe evaluation. The alternate team member may be from a dealership, an
aftermarket repair facility, or a current advisory committee member who did not participate
in the selfevaluation completed by the advisory committee as part of the applicationgroces
No more tharonecurrent advisory committee member can serve as a team member during
the onsite evaluation.

Team members must not be former instructors or graduates of the program within the past three
years or relatives of the administrator or instou.

Each program must identify their selections on theSida Evaluation Team Member Lishich is
part of the application for Initial or Renewal of Accreditation
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TASK LIST INFORMATION

An essential element of any curriculum or training program is a valid taskdikision Repair and
Refinishtechnician instructors need a wdkveloped task list that serves as a solid base for course
of study outlines and facilitates communication artitulation of their training programs with other
institutions in the region.

It is a policy that the task list developed by the National Institute for Automotive Service Excellence
(ASE) =rves as the basis for the ASE Education Found#dsklist. Panels of technical service
experts from the automotive service industry and career technical education are called upon to
develop and validate the task lists.

The ASEEntry-Level Certificationtests are based on tASE Education Foundatidask lists.
Thesetests can provide the student with their first industirgognizecdtertificationthrough ASE.

Additional information on the development of the task list can be found in the Task List section.

Tasks may be taught at different times in the program orore than one area. However, the hours
for the tasks may be counted only once. Additional information on the development of the task list
can be found in the Task List section.

All tasks have a Priority designatiohhe Program Standards recognizé firagram content
requirements vary by program type and regional employment needs. Therefore, flexibility has been
built into the task lists by assigning each task a priority type. The priority type simply indicates the
minimum percentage of tasks thgbragram must include in the curriculum to be accredited. ltems

on the Task List are broken down into two categories:

1 Ninety-five percent (95%) High Priority T Individual (HP -I) tasks must be taught
1 Ninety percent (9%) High Priority i Group (HP-G) tasks must be taught
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TOOLS AND EQUIPMENT INFORMATION

The basic tools and equipment thaistbe available for use in the collision repair and refinish
program are listed in the Tools and Equipment section. Many tools and much of the equipment are
the same for some or all program areas. However, some equipment is specialiredtied

availabk for use in the selected program areas. The specialized tools/equipment lists for each area
are included in the Tools and Equipment section.

The student hand tool list covers all program areas. This list indicates the tools a student will need to
own o be successful.

Although no brand names are listed, the equipment and tools must address the following
programmatic issues:

1.

2.

Safety- Equipment and tools must have all shields, guards, and other safety devices in place,
operable, and used.

Type andQuality - The tools and equipment used in an accredited program must be of the
type and quality found in industry. They must also be adequate and in sufficient quantity to
meet the program goals and student performance objectives.

Consumable SuppliesSupplies should be in sufficient quantity to assure continuous
instruction. Consumable supplies, such as solvents, sandpaper, etc. are not listed.
Maintenance A preventive maintenance schedule should be used to minimize equipment
down time.

Repbcement A systematic schedule for replacement should be used to mainttordape

tools and equipment at industry and safety standards. Information gained from student
program evaluations as well as advisory committee input should be used in themegia
process.

Inventory- An inventory system should be used to account for tools, equipment, parts, and
supplies.

. Parts PurchasingA systematic partpurchasing system should be used from work order to

supplier.

Hand Tools Each student shédibe encouraged to purchase a hand tool set during the
period of instruction.

Storage Adequate storage of tools should be provided. Space for storage of the students'
hand tools should be provided.
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GO/NO GO STANDARDS

The Progranstandards for Initial Accreditation and Renewal of Accreditation are identical. Items
listed below are consider€ab/No Goitems, and are critical for accreditation and arbatd print
in theCollision Repair & RefinisiProgram Evaluation materials.

6.1A Does the Advisory Committee, consisting of at least 5 members in
attendance (ot counting school personnebr educators from other
programs) convene a minimum of two working meetings per year?

6.6B Is the Advisory Committee included whenconducting an annual
evaluation of the facilities to assure adequacy in meeting program goals?

7.4A Does thecollision repair & refinish pr ogr am provi de -t heory
ono tr aibboiofrthg HR-lamd 906 of the HP-G tasks, as
evidenced by crosseferencing the course of study, lesson plans, job
sheets, and student progress charts?

8.1A Are all shields, guards, and other safety devices in place, operable, and
used?

8.1B Do all students, instructors, and visitors comply with safety practices and
wear safety glasses in the lab/shop area while lab is in session?

8.2A Are the tools and equipment available for the tasks taughbr the
program areasbeing accredited?

10.1 Do instructors hold current ASE certification appropriate for the
program areasbeing accredited?

10.3B Do instructors attend a minimum of 20 hours per year of recognized

industry update training (or equivalent) relevant to the areas their
program is accredited?

For programs using dearning for the purpose of meetingccreditationinstructional hour

requirements, support for a OYESO6 response mu
12.1A Is there documentation that students have access to appropriate
technology for elearning purposes?
12.2A Are the content/tasks that are to belelivered via elearning clearly
highlighted in the course of study?
12.2B Is there documentation that elearning is incorporated into the
content/tasks in the program plan?
12.2C Do the instructional hours to be credited toward meeting up to 2percent

of the program hour requirements corre
completion time for each instructional module?

12.2D Is there documentation of the implementation and use ofkearning
instructional materials as evidenced in a Learning Managenmd System
(LMS)?

12.3A Are Advisory Committee meeting minutes available to confirm that the

committee has discussed and approvedlearning?
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Programs must be able to suppoyearesponse for akightitems fourteenitems if using

Standard 12 E-leaming). Programs must also meet the hour requirements listed in item 2 of the
Collision Repair and RefinisMinimum Requirementappropriate for the areas of accreditation
sought. If these responses are not achievedp not apply for accreditation until i t does

In addition, an on-site evaluation will not be scheduled unless theverage scoren each of
Standards 6, 7, 8, 9, and 10 is at least a 4 on the Program Evaluatioflease refer to the
Collision Repair and Refinish Program Requirements for mdoemation.

Instructors must be ASE certified in accordance with the requirements for the progranareas
being accredited. Please refer to item 6 of th€ollision Repair and RefinishMinimum
Requirements.
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RECOGNITION FOR ACCREDITATION

A programapproved for accreditation or renewal of accreditationnedeive acertificatethat
includesthe school's name and the expiration date of accreditation. A statement will read:

"THE INSTRUCTION, COURSE OF STUDY, FACILITIES AND EQUIPMENT OF THIS
INSTITUTION HAVE BEEN EVALUATED BY THE ASE EDUCATION FOUNDATIONAND
MEET STANDARDS OF QUALITY FOR THE TRAINING OFCOLLISION REPAIR AND
REFINISH TECHNICIANS IN THE FOLLOWING AREAS

Institutions receivindASE programaccreditation are encouraged to put the following statement on
the graduate's diploma or certificate:

"The person holding this diploma has participated ¢ollision repair & refinishtechician
training prgram that was accredited tye National Institute foAutomotiveService
Excellenceand has completedstruction in the following areas

A screeneddSE Education Foundatidogo may be overprinted with the above statement and

placeal on the graduate's diploma. I@go is provided in the promotional material a program receives
upon accreditation.

Programs granted initial accreditation will also receive a 24"x30" sign inacttat the training
program iSASE accredited.
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INTEGRATED ACADEMIC SKILLS RECOGNITION

The ASE Education FoundatidBoard of Trustees and the ASE Board of Directors has initiated a
process to recognize accredited programs that are integrating acadechitechnical skills into the
curricula. This effort should be a collaborative effort between the collision repair and refinish
instructors and the academic instructors in language arts, mathematics, and science.

The ASE Education Foundationill issuea certificate of recognition to those programs that provide
documentation including, but not limited to, student assignments or activities, classroom/lab
instructional materials, student performance records, and interviews with academic instructors.

Progams that wish to receive recognition must completéritegratedAcademics Recognition
form and return it with the application for accreditation. Documentatiantegratedacademic
activities must be available for the ETL at the time of theitaealuation.

Programs may receive recognition in Language Arts, Mathematics, Science, or any combination of

the three areas.

The Integrated Academic Skillsi Being Relevant Mattersbook is available on
the ASE Education Foundationwebsite atwww.ASEeducationfoundation.org
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APPEALS AND ACTION FOR REVOCATION

APPEALS: PROGRAMS APPLYING FOR ACCREDITATION

A complaint received from any school concerning the procedures, evaluation or accreditation of the
collision repair and refinistechnician traning program must be made in writing to the ASE

Education Foundatiom Leesburg, VA. It Wl be immediately referred ta Grievance Examiner

who will acknowledge receipt of the complaint in writinghh@ complainants. Thereatfter,

Grievance Examiner Minvestigate the complaint and prepare a report. A copy of the report will be
given to the complainants and to an Appeals Committee within thirty (30) days of the receipt of the
complaint.

The Appeals Committee will review the findings and recommeoisbf the Grievance Examiner,
together with the complaint and any data supplied in connection therewith. The Appeals Committee
will be empowered to dismiss the matter or to initiate such action as it may deem appropriate.

If the complainants desire teview the Appeals Committee's evaluation, they may do so at the
office of the Grievance Examiner in Leesburg, VA. However, they will not be permitted to make
copies of the results.

ACTION FOR REVOCATION: ASE ACCREDITED PROGRAMS

The Appeals Committee will also advise th8E Education Foundatidresident of its judgments

and recommendations for action in any cases of malpractice or misrepresentation involving the
misuse ofASE programaccreditation for @aechnician training program. Upon receipt of a complaint
alleging misuse or misrepresentattiby an accreditegrogram, aGrievance Examiner will be

notified. The Grievance Examiner will notify the parties against whom the complaint has been filed,
in writing, indicating the alleged wrongdoing. The parties will be further advised that they may
submit a written explanation concerning the circumstances of the complaint within thirty (30) days.
After the Grievance Examiner has considered the complaint and received the explanation, if any, the
Grievance Examiner will determine whether there isasonable basis for a possible wrongdoing.

If the Grievance Examiner finds such a basis, the Grievance Examiner will inform the parties of the
findings. At that time, the Grievance Examiner will inform the parties of their right to a hearing
before amppeals Committee. The parties will have fifteen (15) days to notify the Grievance
Examiner, in writing, of their decision.

In the event the involved parties elect to be bound by the findings of the Grievance Examiner
without a hearing, the Grievance Exam will submit a written report with recommendations to the
Chair of the Appeals Committee. This report will be submitted within sixty (60) days of the receipt
of the waiver of a hearing. The Chair of the Appeals Committee will mail a copy of the i&eeva
Examiner's findings anc&ecommendations to the partiésthe event that the involved parties elect

to appear at a hearing, the Chair of the Appeals Committee will call a Board of InghisyBoard

will consist of fourASE Education Foundaticandbr ASEBoard membersThe Board of Inquiry

will be convened in Leesburg, VA at a date and time determined by the Chair. The Board will notify
the involved parties, in writing, regarding the time and place of the hearing.

The Grievance Examiner will besponsible for investigating and presenting all matters pertinent to
the alleged wrongdoing to the Board of Inquiry. The involved parties will be entitled to be at the
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hearings with or without counsel. The parties will be given an opportunity to psesgnevidence
or testimony as they deem appropriate.

The Board of Inquiry will notify the Chair of the Appeals Committee of its findings and
recommendations in writing within ten (10) days after the hearing is completed.

The Appeals Committee will reviethe findings and recommendations of either the Grievance
Examiner if a hearing was waived, or the Board of Inquiry if a hearing was held. The Appeals
Committee will determine if the record on the complaint supports a finding of conduct contrary to or
in violation of reasonable practices. If ttlurds of the Appeals Committee so find, the Committee
will recommend to th&ASE Education FoundatidPresident the appropriate sanctions or courses of
action against the parties charged.
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DEFINITIONS 17 EDUCATION AL TERMS

1. AREA(S): Relates to one or more of the following: (1) Structural Analysis and Damage
Repair, (2) NorStructural Analysis and Damage Repair (Body Components), (3) Mechanical
and Electrical Components, (4) Painting and Refinishing.

2. ARTICULATION : A formal written agreement, usually between a secondary and post
secondary institution that are geographically within a reasonable daily commuting distance of
each other. The agreement will clearly denote that students completing saafidary
courses in accordance with predetermined performance criteria will have partially completed
commensurate requirements for a completion certificate or diploma awarded by the
postsecondary institution. Commensurate requirements could be in thefforeait
equivalents, advanced placement, task completion, etc. at thsgoostdary institution.

3. CURRICULUM : All the objectives of the lesson plan with respect to the content and
learning activities, arranged in a sequence for a particular instnatioea. An orderly
arrangement of integrated subjects, activities, time allocations, and experiences which
students pursue for the attainment of a specific educational goal.

4. COMPETENCY : (Hands-On) - Performance of task to the level or degspecified in the
performance standard and curriculum for the task.

5. COMPETENCY : (Written) - Understanding of task to the level or degree specified in the
performance standard and curriculum for the task.

6. CRITERION REFERENCED MEASURE(S): An exercise baseon a performance
objective for a task, and designed to measure attainment of that objective. (Also called
performance test(s) or criteriorferenced test.)

7. E-LEARNING : An electronically based, instructor managed, and student driven learning
process— may be outside or in place of the regularly scheduled classroom and support of
lab/shop required time frameand includes integrated and scored auditable assessment and
reportingi n compl i ance with t he-leén3ng geBatalf@maeworlo n
criteria.

8. GOAL : A statement of the intended outcome of participation in the training program.

9. LIVE WORK : The processing, assignment, and student performance of the appropriate
tasks on vehicles donated by manufacturers or other sources, custenady and other
training vehicles.

10.LEARNING MANAGEMENT SYSTEM (LMS) : An electronically based, instructor
managed, and student driven process that enhances and/or supplementsteatsidg the
regularly scheduled classroom and lab/shop time fraaredincludes integrated and scored
auditable assessment and reportingcompliance withthe ASE Education Foundations- e
learning general framework criteria.
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11.MASTERY : (See CompetencyHands On and CompeteneVritten).

12.OBJECTIVE, PERFORMANCE : A written statement describing an intended outcome
(competent task performance) in terms of student performance. (also called "behavioral”
objective or instructional objective).

13.ON-VEHICLE SERVICE AND REPAIR WORK : The processing, assignment, and
studentperformance of the appropriate tasks on vehicles donated by manufacturers or other
sources, customawned, and other training vehicles.

14. PERSONAL CHARACTERISTIC : Attributes that are not readily measurable and are
generally in the affective or cognitivehains.

15.PRIORITY RATINGS : Indicates the minimum percentage of tasks that a program must
include in its curriculum to be accredited.

16.STANDARD: "...Something established for use as a rule or basis of comparison in
measuring or judging capacity, quantiégntent, extent, value, quality, ettWebster's New
World Dictionary(1991)

17.STANDARD i (PERFORMANCE): A written specification of the results of acceptable
task performance.

18.STANDARD i (PERSONAL): An attribute or characteristic of an individual thatifitates
entry into or advancement within an occupation.

19.STANDARD i (PROGRAM): A specific quality or desired characteristic of a training
program designed to prepare individuals for employment or advancement.

20.TASK: A psychomotor or cognitive entigvel learning activity consisting of one or more
measurable steps accomplished through an instructor presentation, demonstration,
visualization or a student application.

21. TRAINING STATION : An area with appropriate tools and equipment, large enough to
allow the development of both safety and competency in task performance.
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22.WORK -BASED LEARNING: For ASE program accreditation purposes, wrksed
learning is a formalized and structured credit bearing instructional dimension of the
automotive training program that is an integral part of the institution's master schedule, is
available to all students at thppropriate grade level, and meets the following criteria:

a) A written customized training plan and performance standards that each student is
expected to meet, to be signed off by the student, the student's parent or legal
guardian, the authorized webesed learning site representative, and the viaked
learning coordinator.

b) A written agreement between the sponsoring educational institution and the work
based | earning site that it’s in compl:.i
governing workbased learning programs.

c) A written plan of oversight and supervision designating who has the authority to

coordinate, monitor and evaluate the wbdsed learning program, including
individual student performance.

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk *kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk

Mustor shallis an imperative need, duty or requirement; an essential or indispensable item;
mandatory.

Shouldis used to express a recommendation, not mandétoryattainment would increase program
quality.

May or couldexpresses freedom to follow a suggested alternative.
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POLICIES ON ARTICULATION AGREEMENTS

There is no provision for articulated accreditationdoltision repair and refinishrograms under

the Collision Repair & Refinislprogram standards. RegardleSSE Education Foundatiofrustee
action, as well as language in the Carl D. Perkins Vocational Education Act, encourages articulation
between programs at the secondary and-gasbndary levels.

Articulation agreements may be entered into between any consenting instituti@rs gederally

defined by a formal written agreement. This agreement usually defines the terms of the articulation,
including, but not limited to, the terms under which a student completing specific coursework at one
institution may receive credit* from ¢hother institution. Articulation agreements encourage, but
cannot require, graduates of secondary programs to go on tsquastdary education.

* Credit is defined as a form of recognition for work that has been completed at the secondary level.
It includes, but is not limited to, granting academic credit, advanced placement, task completion, etc.
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PROCEDURES FOR ACCREDITATION/RENEWAL OF ACCREDITATION

PROCESS OVERVIEW

NOTE: The ASE Education Foundatisecommends that programs maintain a file aonng
copies of all reference and documentation materials developed during all phases of the accreditation
process.

1. Application M aterials

The program requesting accreditatman download therogramevaluationform and application
from theASE Education Foundatiomebsite atvwww.ASEeducationfoundation.ortnitial
accreditation requires the program have at least one graduated class before application
submissgon.

Programs may begin submitting applications using the 2021 standards January 1, 2022.
Applications using the 2020 requirements will no longer be accepted after June 30, 2022.

To begin the accreditation procesise following must be completed prior to #ipation submission:

1 An extensive program evaluation must be conducted by school personmeamidum of (4)
Advisory Committee members using tAeogram Self Evaluatioform.

Standards 110 and 11/12 if applicable must be rated.

Initial Accreditaton- An average rating of 4 for Standards 10 and 11/12 if applicable is
required prior to submitting the applicationtt@ ASE Education Foundatidor review.

1
T

Application for Accreditatioror Renewal of Accreditatiomcludes:

ProgramEvaluation Sumary Sheet

On-site Evaluation Team Member List

Instructor Qualifications Forms arstructor Training Forms

Advisory Committee List

IntegratedAcademics Recognition Forms (optional)

Payment WorksheetPurchase Order, Check, or Credit Card AuthorizatioB&seApplication
Fee andadditional fees as applicalfi@pplications will be returned if received without payment)

= =4 48 -8 -8 9

RENEWAL OF ACCREDITATION i Please note:

1 Programs seeking accreditation renewal must submit renewal application prior to program
accreditation expiration date.

1 If the program has not renewed prior to the program accreditation expiration date, the program
will expire, and be removed from t#e&SE Education Foundaticaccredied progrars list.

1 Programs that have expired will ha&@dayspost expiration to submitr@newal application
(under current program requirementgy program expired beyond 60 days must follow the
initial accreditation process.
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2. Review of Application

The ASE Education Foundatiovill review the materials within 30 days. Following tlexiew, the
Program Administrator and the state Trade & Industrial Supervisor will be notified about the status
of the program. The program will be identified as one of the following:

a.
b.

Qualified for onsite evaluation for thareadisted on the applicatim

Not qualified for an orsite evaluation at that timélhe ASE Education Foundatiavill
indicate specific improvements that must be made before tséeavaluation cabe
approved

3. Evaluation Team Leader (ETL) Assigned, Program Coordinator Makes ©ntacts

T

The ASE Education Foundatiovill assign an Evaluation Team Leader (ETL) to the
program

The programadministrator and primary contact will be notified of the ETL assignnaerat
providedwith the neessary ETL contact information.

Included with the notification of ETL assignment will be@n-site Evaluation Agreement
The Onsite EvaluatiorAgreement outling the required documentation to be provided to the
ETL. This agreement must be completed and returned to thea&d la copy provided tine
ASE Education Foundaticafter the orsite date has been established.

The ETL will contact the gram Coordinator to arrange a date for thesitam evaluationit
is acceptable for the Program Coordinator to initiate contact with the ETL.

With a legitimate reason, the Program Coordinator may contaétS3aeEducation
Foundatiorto request a differg ETL. A request for a different ETL must be in writing and
specific ado the reason for the reque@the ETL assigned must NOT be a present or former
teacher or administratoor a member ahe Advisory Committeef the program to be
evaluated.)

4. Send On-Site Evaluation Agreement Copy of the Application, Course of Study, List of On
Site Evaluation Team Members and Program Graduate Employer Contact Form
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A copy of theitems listed below must be received by the ETL at lastweeks priorto the onsite
evaluationor the onsite must be rescheduled.

Items required prior to esite evaluation:

1 Onssite Evaluation Agreementsigned by the program administrator
1 Copy ofthe Initial or Renewal of Accreditation Application
91 Course of Study which includes:
o Syllabus for each class
Tasks to be taught specified according to Priority designaliéxis HP-G
Number of contact hours
Sequence of instruction to be included inpegram
List of training materials used in training
o0 Sample evaluation form used to track student progress
1 Advisory Committee minutes
o One year’'s worth for initial accreditat
o Five yearsworth for renewal of Accreditation
1 Program Graduate Employer Corttémrm

O O OO

For programs using-kearning (Standard 12) to meée hour requirements the following must be
included in addition to the abovVist:

1 Tasks and information to be taught usinlga&ning materials outside of classroom/lab/shop
time

1 Number of hoursllocated taising elearning instructional materials outside of
classroom/lab/shoptimeor r el at ed with vendor/ devel oper
each module

1 Sample of the Learning Management System (LMS) used to track student progres

The Onsite Evaluation Team Member List must be included for the ETL to review and approve.
Once a date has been set and theitmnevaluation team members have been approved by the ETL,
the program coordinator must contact thesde evaluation teatmembers to make arrangements

for the evaluation day(s).

Program GraduatémployerContactform with the names o6 previous graduates must be provided.
The program instructor or administragirouldcontact the employers prior to the-site visit

informing the employer a representative fré&d8E Education Foundationill be in contact with

them regarding the graduate.
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5. On-Site BEvaluation

Initial accreditation requires 2 consecutive days while students are in class fordite evaluation
review ofall the standards. However, if more than one program is applying for accreditation
(general automotive and GM ASEP, for example), additional team members and additional days
may be required to complete the-site evaluation. ThASE Education Foundatwill determine

the need for additional team members and days.

Renewal of Accreditation requires aday onsite evaluation while students are in class. Thsiten
evaluation team reviews Standard$@®(and Standard 12 if applicable) as well as ahggo
(critical) items. However, if the Advisory Committee average on Standasds Btandard 11 is
less thard, the onsite evaluation team must also review these standardsASBdéducation
Foundatiorwill determine whether an additional day or didehal team members will be required to
complete the evaluation.

6. ETL Reports Results

The ETL will submit all orsite evaluation mateis and a final report to the ASE Education
Foundatiorwith a recommendation for or against program accreditation.

7. Program Accreditation

The ASE Education Foundation will review the final report and all additional evaluation materials to
determine whether the program meets the requiremenasdoeditation and will make their
recommendation to the Board of Directors. The President will approve accreditation as sanctioned
by the Board of Directors.

Programs that do not earn accreditation will be given a written report specifying improveraents th
must be made to qualify for accreditation.

The Program Administrator will be notified of all decisions regarding the approval status of all
programs applying for accreditation. Any appeals must follow the stated appeals process.

8. Display and Reportingof Accreditation

A wall plaque identifying the accreditedeaswill be forwarded from the ASE Education
Foundatiorto the program administrator. Schooisist accurately report thareasof accreditation.

9. Accredited Technician Training Program List
The ASE Education Foundatiamaintains a current listing of alSE accredited programs. The list

is made available on the websitenatw.ASEeducationfoundationPrograms that do not complete
the renewal mcess by their expiration date will be removed from the website list.

10. Annual Report

Each year all accredited prograare required to update all contact information.
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11.Compliance Review

A program is accredited for five years. A compliance report igpteted by the program Advisory
Committee after 2% years. The compliance report is used to verify that a program is maitttaining
programstandards.The ASE Education Foundatiovill notify the program administrator at the 2

year anniversary aiccreditation that a compliance review is due. The report is due 6 months after

the notification date. If the report is not received within 60 days pastthe dyedate pr ogr am’
statuswillbese t o “ Due éand thépeograncwilldelrentoVémm the roster of

accredited programs. The program may be required todrawe site visit conducted by an ETL and

ASE Education Foundatiofrustees, staff, consultants, or other designated representatives to verify
program compliance priortotheqgqram st at us being restored to “A

Additionally, the ASE Education Foundatiomay randomly select programs at the-g&ar period

for an onsite @mpliance review by an ETL and ASE Education Founddfiustees, staff,

consultants, or other designated representatives. Selected programs will be notified, in advance, of
the onsite review. Programs should be prepared to provide documentation on how they are
maintaining the standards. All costs for thrssite review will be paid byhe ASE Education

Foundation

Compliance review forms are available on the websitenat. ASEeducationfoundation.org

12.Renewal of Accreditation

The ASE Education Faudationwill contact the prograntwelve (12) months prior to the
accrediation expiration date. Programs can downloadhtteeeditation materiakst
www.ASEeducationfoundation.oand follow the procesoutlined above.
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ON-SITE EVALUATION COST SHEET

INITIAL RENEWAL OF
ACCREDITATION ACCREDITATION
FEE FEE
Base Accreditatio®Processing-ee $2,530.00 $1,895.00
Manufacture Specific Accreditation $1,08500 $93000

Processindree(if applicable his fee is in
addition to the Base Accreditation Ffee

NOTE: These prices apply to applications submitiasl of 7/1/2023
Seehttps://bit.ly/ASE2023pricingor more details Payment fothe ETL honorarium and the ETL
expenses are now included in the base accreditation and manufacturer fees (if applicable) and are
paid to the ETL by the ASE Education Foundation at the conclusion of thiéeovisit. Each onrsite

visit requires the assigde=TL plus additional team members, usually recruited from local repair
shops and dealerships. At most schools, the additional team members volunteer their time. Other
schools choose to pay those team members for their time and efforts. This is upsicheatio

decide, and the prices dotinclude any team member payments other than the ETL.

It is anticipated that team members recruited from local independent repair facilities and dealerships
will serve without charge to the institution.

The ASE Eduation Foundatiomust receive the application fee with the completed application.
Applications received without payment will be returned to the program for resubmission with
payment.

Costs of accreditation/renewal of accreditation are subject to ch@uggact theASE Education
Foundatiorfor current information.
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SPECIAL CONSIDERATIONS FOR RENEWAL OF ACCREDITATION

Evaluation

The renewal of accreditation process requires adaryeonsite program evaluation while students
are in class. Team members only evaluate Standat@aless the ETL is given other instructions
by the ASE Education Foundatiomhe ETL must submit Binal Report Form for each program
evaluated

Conducting an On-Site Program Evaluation when the Program Advisory Committee has rated
a Standard Below 4

Rerewal of accreditation requires tifaur members of the Advisory Committee complete the
Program Evalation form. If a rating on one or more standards is below a 4 ongbabscale, it

will be necessary for the esite evaluation team to rate those standards in addition to Staneards 6
10. TheASE Education Foundatiomill advise the ETL if it will benecessary to rate additional
standards. An additional team member or an additional day may be required fossitee on
evaluation. ThéASE Education Foundationill make that determination before the-site

evaluation is sheduled

Renewal of Accreditation for Two or More Programs

It may be necessary to schedule an additional day or add team members if more than one program is
due to renew their accreditation at the same time (example: general automotive, GM ASEP, etc.).
The ASE Education Foundatiowill make that determination before the-site evaluation is

scheduled. The ETL must submit a Final Report Flanneachprogram.
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EVALUATION GUIDE

AUTOMOTIVE PROGRAM EVALUATION

Everyone associated with an automotive program, venétis automobile, collision repair &
refinish,or medium/heavy truck, should be aware that an extepsogramevaluation must be
conducted by school personnel and certain criteria must be met to be approved fsitarezm
evaluation. Documentatiomust be available for the @ite team to verify that the program meets all
requirements for aceditation. The good newstise onsite team will evaluate exactly the same
items the school evaluated.

Both the Program Standards dhggramEvaluation 6rm contan helpful hints to assist programs
through the accreditation process. These hints were devedgmedroup of experienced ETLS,

ASE Education Foundaticstaff and Trustees. The result is a collection of suggestions for schools
and ETLs alike tde used as a guide for preparing, reviewing, and evaluating the documentation
needed for program accreditation. These suggesare meant as examples thdre are many other
documents that can be used to show how programs meet the standards faatiooredi

When evaluating the statements onRmegramEvaluationform read the statement on the form
review the “ Pbs bi bdfegtothaRtograne Standdad additional information

on each standard sigection. It is helpfulo makenotes of reference materialsed to rate the
standardWhile preparingor the onsite evaluation, make copies of the information, clearly mark
the reference, and highlight specific information for eachsmdtion. For gample, Standard 1.2 A.
asksto rate program materials available (brochure or catalog) on the inclusion of admission
requirements, employment potential, etc. Have a copy of the school catalog available for the team
with the section identified with a sticky note and specific inforaratiighlighted.

The evaluation team will look at the same statement and will use the information drimvidem to
rate the items. The evaluation team should make comments on asgdian that is rated above or
less thard.
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ADVISORY COMMITTEE TASKS WITHIN PROGRAM STANDARDS

The Advisory Committee is possibly the most important tool that any automativeicen training
program can have, particularly when it is used properly and to its full extent. Regular meetings and
good documentation of the meetings in the form of minutes is a must. The following are standards
that must specifically be addressedviiyh the program advisory committeadabe reflected in the
minutes.In order to ensure that these items are addressed, this document might be used as a
guideline for developing an agenda for an advisory committee meeting. Programs should not limit
the wse of the advisory committee to only these items, but these items MUST be addressed:

Standard Contents Documentation

6.1A Does the Advisory Committee, consisting | Meeting minutes from at
of at least 5 members in attendance (not | least two meetings per year
counting school personnel or educators (one year dr Initial
from other programs) convene a minimum | Accreditation; five years for
of two working meetings per year? Renewal of Accreditation).
6.1B Rate the input of committee members in | Meeting minutes
terms of participation, providing input on
program improvement, and attendance as
indicated in the minutes.

6.1C Rate thanix of committee members in term| List of all advisory committee
of being representative of the following members and their
groups: technicians, local employers, affiliations.

consumer groups, former students, others
(automotive trainers, parents, etc.)

6.2A Rate the use of the Advisory Committee | Highlight pertinent discussio
review of student surveys in the evaluation| in Advisory Committee
process. meeting minutes.

6.3 A Rate the Advisory Committee input in Highlight pertinent discussio
reviewing funds allocated to and usedthg | in Advisory Committee
program. meeting minutes.

6.3B Rate the Advisory Committee input on Provide funding information
whether the funding is adequate for progral and highlight pertinent
operation. discussiorregarding

adequacy of funding in
Advisory Committeaninutes.
6.4A Rate the Advi sory C|Describe the annual review
information from the annual followip process and provide an
completed by the graduate and employer | example from the annual
surveys and resulting recommendations fol| survey data and Advisory

modifications to the trainingrogram committee minutes with
pertinent information
highlighted.
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6.5A Rate the use of the Advisory Committee to| Highlight pertinent
provide input orthe addition/deletiorof tasks| information in the Advisory
andits approval oftask changes. Committee minutes.

66 A Rate the Advisory Committee use of the | Highlight perthent discussior
annual review process to provide input on | in Advisory Committee
maintaining ugto-date tools and equipment] meeting minutes.

66 B Is the Advisory Committee included when | Highlight pertinent
conducting an annual evaluation of the information in Advisory
facilities to assuresafety andadequacy in | Committee minutes.
meeting program goals?

*12.3 A Are Advisory Committee meeting minutes | Highlight pertinent

available to confirm that the committee
has discussed-&earning?

information in the Advisory
Committee meeting
minutes.

*Standard12 applies only to programs usinglearning outside of scheduled classroom/lab/shop

time to meet inguctional hour requirements for the purpose of achieving accreditation.
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COLLISION REPAIR AND REFINISH TASK LIST

TASK LIST AND ASSUMPTIONS

The ASE Education Foundation task list was reviewed and updafetbinary 2020 A

national committee was assembled in Leesburg, Virginia to review the tasks used in the collision
repair and refinish accreditation program. The committee consistedwtlumals representing
collision repair and refinish shop owners and technicians, collision repair and refinish instructors,
collision repair and refinish equipment and parts suppliers.

The committee reviewed the standards, task list, tools and equipsteptdgram hours, and
instructor qualifications. The committee had the most current National Institute for Automotive
Service Excellence (ASE) collision repair and refinish task lists for reference purposes.

All the tasks are assigned a "High Prioritiésignation. Accredited programs must include at
least 95% of the HIPtasks and 90% of the HB tasks in the curriculum. Please refer to the
Task List Information in the Policies section for additional information on the requirements for
instruction ortasks.

Theory instruction and hands performance of all the basic tasks will provide initial training
for entry-level employment in th€ollision Repair and Refinistield or prepare the student for
further training. Competency in the tasks will iratie to employers that the graduate has the
skills needed for entdevel employment in th€ollision Repair and Refinish serviteld.

1. Itis assumed that:

* in all areas, appropriate safety, theory, and support instruction will be required for
performingeach task;

* the instruction has included identification and use of appropriate tools and testing and
measurement equipment required to accomplish certain tasks; and

* the student has received the necessary training to locate and use current reference and
training materials from accepted industry publications;

2. lItis assumed that:

* all components are steel unless otherwise specified,

* current manufacturés requiredfecommended repair procedures are available for each
vehicle used in instruction;

* all diagnostic and repair tasks described in this document are to be accomplished in
accordance with manufacturer’s recommended

* wher e man tefuaedfecammemdédguidelines are not available, published industry
guidelines are used; and

* all tools and equipment comply with applicable federal, state and local regulations.
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3. ltis assumed that:

* individual training programs being evaluated for accreditation should have written and
detailed performance standards foclkegask covered and taught in the curriculum;
* |earning progress of students will be monitored and evaluated against these performance

standards;
* asystem is in place that informs all students of their individual progress through all phases of

the trainingprogram.
4. Itis assumed that:
* individual courses of study will differ across collision repair and refinish technician training
programs;
* development of appropriate learning delivery systems and tests which monitor student
progress will be the responsilyliof the individual training program.

5. ltis assumed that:

* all students will receive instructiaand training on labor, safety, and environmental laws in
accordance with Federal, State and Local Regulations.

Page51 of 138 Effective 1/1/2021
Revised 13/2023



WORKPLACE EMPLOYABILITY SKILLS

Personal Standards (see Standard 7).

1.
2.
3.
4.

5.

Reports to work daily on time; able to take directions and motivated to accomplish the task at
hand.

Dresses appropriately and uses language and manners suitable for the workplace.

Maintains personal hygiersgpropriate to the workplace.

Meets and maintains employment eligibility criteria, such as drug/aldod®ktatus, clean

driving record, etc.

Demonstrates honesty, integrity and reliability

Work Habits / Ethic (see Standard 78)

CoNoOrWNE

Complies with workplae policies/laws

Contributes to the success of the team, assists others and requests help when needed.
Works well with all customers and coworkers.

Negotiates solutions to interpersonal and workplace conflicts.

Contributes ideas and initiatise

Follows drections

Communicates (written and verbal) effectively with customers and coworkers.

Reads and interprets workplace documents; writes clearly and concisely.

Analyzes and resolves problems that arise in completing assigned tasks.

10 Organizes and implementgpeoductive plan of work.
11.Uses scientific, technical, engineering and mathemgit&M) principles and reasoning to

accomplish assigned tasks

12.1dentifies and addressthe needs of all customers, providing helpful, courteous and

knowledgeable service amadvice as needed.

13. Respectful of tools and property used in school and the workplace environment
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TASK LIST

DAMAGE ANALYSIS, ESTIMATING AND CUSTOMER SERVICE

For every task inDamage Analysis, Estimating and Customer Serviche following safety requiremens
must be strictly enforced:

Comply with personal and environmental safety practices associated with clothing amatoper Personal
Protection Equipment (PPE) hand tools; power equipment; proper ventilation; and the handlirg,
storage, and disposal of chemicals/materials in accordance with local, state, and federal safety and
environmental regulations.ldentify vehicle systemprecautions and/or inspections to include but not
limited to Supplemental Restraint System (SRSnspection, Advanced Driver Assistance Systems
(ADAS), hybrid/electric/alternative fuel vehicles, locations and recommended procedures before
inspecting or replacing components.

|. DAMAGE ANALYSIS, ESTIMATING, AND CUSTOMER SERVICE
A. Safety Precautions

1. Select and use proper persosalety equipment; take necessary precautio
with hazardous operations and materials in accordance with federal, sta
local regulations. HP-I

2. Locate OEM procedures to identify material and composition of the vehi
being repairedmild steel, high strength steel, ulinggh strength steel,
aluminum, etc.). HP-I

3. Locate procedures and precautions that may apply to the vehicle being
repaired. HP-I

4. ldentify vehicle systemrecautions and/or inspections to include but not
limited to supplemental restraint system (SR&)yanced driver assistance
systems (ADAS)hybrid/electric/alternative fuel vehicles, locations and
recommended procedures before inspecting or replacingaengs. HP-I

5. Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-I

|. DAMAGE ANALYSIS, ESTIMATING, AND CUSTOMER SERVICE
B. DamageAnalysis

1. Position the vehicle fanspectionunder proper lighting; take photos to

identify the vehicle and document damage HP-I
2. Identify components to be removed to gagtess to damaged areas. HP-G
3. Analyze damage to determine appropriate methods for ovepalirs. HP-G
Page53 of 138 Effective 1/1/2021

Revised 13/2023



4. Determine the direction, point(s) of impact, and extent of direct, indirect,
inertia damage. HP-G

5. Gather details of the incident/accident necessary to determine the full ex

of vehicle damage. HP-G
6. ldentify and record prexisting damage. HP-G
7. lIdentify and record prior repairs. HP-G
8. Perform visual inspection of structural components. HP-G
9. Identify structural damage using measuring tools and equipment. HP-I
10. Perform visual inspection of nestructural components HP-I

11.Determine parts, components, material type(s) and procedures necessa
proper repair. HP-1

12.1dentify type and condition of finish; determinefinish labor operations as
required. HP-I

13.Identify suspension, electrical, and mechanical component physical dam HP-G

14.1dentify safety systems physical damage. HP-G
15. Identify interior component damage. HP-G
16.1dentify addon accessories and modifications. HP-G
17.1dentify single (one time) use components. HP-G

18. Identify and document illuminated dash malfunction indicator lamp(s) (M HP-I

19. Perform a preepair inspection of the vehicle with the customer. Record f
and finish concerns (color mismatch, factory gaps, unrelated prior dama

and prior repairs). HP-G
DAMAGE ANALYSIS, ESTIMATING, AND CUSTOMER SERVICE
C. Estimating
1. Determine and record customer/vehicle owner information. HP-I

2. ldentify and record vehicle identification number (VIN) information,
including nation of origin, make, model, restraint system, body type,

production date, engine typeayild dataand assembly plant. HP-I
3. Identify and record vehiclmileage and options, including trim level, paint
code, transmission, accessories, and modifications. HP-1
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4. ldentify safety systems; determipescautions, inspections areplacement
itemsas required

5. Apply appropriateestimating and parts nomenclature (terminology).
6. Determine and apply appropriate estimating sequence.

7. Utilize estimating procedure pages.

8. Apply estimating footnoteheadnotesand line noteas needed.

9. Identify operations requiring labor value judgment.

10. Select appropriate labaodefor each operation (structural, netructural,
mechanical, and refinish).

11.Select and price OEM partgptional OEM parts, aftermarket parts,
recyclable/used parts, remanufactured, rebuilt, and reconditionedvesifys;
availability, compatibility, and condition.

12.Determine necessary sublet operations.

13. Determineincluded and noiincluded operationand miscellaneous items.

14.Recognize and apply overlap deductions.

15. Determine additional material and charges.

16. Determine refinishing material and charges.

17. Apply math skills to establish charges and totals.

18. Identify differences between computer generated and manually written
estimates.

19. Identify procedures to restore corrosion protection; establish labor value:

material charges.

20.Recognizehe cost effectiveness of the repair and determine the approxir

vehicle retail, and repair value.

21.Recognize the differences @stimating platformsvhen using different
information provider systems.

22.Verify accuracy of estimate compared to the actual repair and replacems

operations.
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23.Determine telematic/connectivity of the vehicle and place vehicle in serv
mode. HP-G

24.1dentify vehicle safety recalls using the vehicle identification number (VIM HP-I
25.Review damage report and analyze damage to determine appropriate m
for overall repair; communicate with team members to vexifyuracy and

resolve discrepancies. HP-G

DAMAGE ANALYSIS, ESTIMATING, AND CUSTOMER SERVICE
D. Vehicle Construction and Parts Identification

1. Identify type of vehicle construction (unibody, bedyerframe). HP-G
2. Recognize the differemollision damagebetweerunibody and bodypver

frame vehicles. HP-G
3. ldentify impact energy absorbing components. HP-G

4. Identify different types of substrates (steel types, aluminum, magnesium
plastic, composites, etcdetermine repairability. HP-G

5. ldentify vehicle glass components and repair/replacement procedures. HP-G
6. ldentify addonaccessories. HP-G

DAMAGE ANALYSIS, ESTIMATING, AND CUSTOMER SERVICE
E. Customer Relations and Sales Skills

1. Introduce yourself, acknowledgad greet customer/clidutsitor; offer
assistance HP-1

2. Listen tocustomer/client; collect information and identify customers/clien

concerns, needs and expectations. HP-1
3. Establish cooperative attitude with customer/client. HP-I
4. Deal withdissatisfieccustomer/clientseek resolution. HP-I

5. ldentify customer/client preferred communication method; follow up to ke
customer/client informed about parts and the repair process. HP-G

6. Recognize basic claims handling procedures; explain to customer/client. HP-G

7. Projectpositive attitude and professional appearance. HP-1
8. Provide and review warranty information. HP-G
9. Provide and review technical and consumer protection information. HP-G
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10. Estimate and explain duration ofit-of-service time. HP-G

DAECS

11.Demonstrate negotiation skills to obtain a mutual agreement. HP-G Tasks
HP-| 29
HP-G 38
12.Interpret and explain estimate to customer/client. HP-1 67

PAINTING AND REFINISHING

For every task inPainting and Refinishing, the following safety requiremend must be strictly enforced:

Comply with personal and environmental safety practices associated with clothing amqutoper Personal
Protection Equipment (PPE) hand tools; power equipment; proper vetilation; and the handling,
storage, and disposal of chemicals/materials in accordance with local, state, and federal safety and
environmental regulations. Identify vehicle systenprecautions and/or inspections to include but not
limited to Supplemental Restraint System (SRS)nspection, Advanced Driver Assistance Systems
(ADAS), hybrid/electric/alternative fuel vehicles, locations and recommended procedures before
inspecting or replacing components.

[I. PAINTING AND REFINISHING
A. SafetyPrecautions

1. Select and use the proper personal safety equipment for surface prepar:
spray gun and related equipment operation, paint mixing, matching and
application, paint defects, and detailing (gloves, suits, hoods, eye and et
protection, etc.); take necessary precautions with hazardous operations
materials according to federal, state, and local regulations. HP-I

2. ldentify safety and personal health hazards according to OSHA guideling
and the “RL@gWwt. to Know HP-1

3. Inspect spray environment and equipment to ensure compliance with fec
state and local regulations, and for safety and cleanliness hazards. HP-I

4. Select and use a NIOSH approved supplied air (Fresh Air Mpkeespirator
system. Perform proper maintenance in accordance with OSHA Regula
1910.134 and applicable state and local regulation HP-I

5. Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-I

II. PAINTING AND REFINISHING
B. Surface Preparation

1. Inspect, remove, store, protect, and replace exterior trim and componen
necessary for proper surface preparation. HP-I
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2. Soap and water wash entire vehicle; agpropriate cleaner to remove
contaminants. HP-I

3. Inspect and identify type of finish, surface condition, and film thickness;
develop and document a plan for refinishing using a total product systen HP-I

4. Remove paint finish aseeded. HP-I
5. Properlysand areas to be refinished. HP-I

6. ldentify and select appropriate sandpapeetilieredge areas to be

refinished. HP-I
7. Apply suitable metal treatment or primer in accordance with total produc

systems. HP-I
8. Mask and protect other areas that will not be refinished. HP-|

9. Demonstrate different masking techniques (recess/back masking, foam
type, etc.). HP-I

10. Mix primer, primersurfacer and primesealerfollowing paint manufacturers
technical data sheet instructions HP-1

11.1dentify a complimentary color or shade of undercoat to improve covera¢ HP-G

12. Apply primer onto surface of repaired ardamonstrating control of primer
application by keeping the areas small as possible HP-1

13. Apply two-component finishing filler to minor surface imperfections. HP-I

14.Guide coat andlbck sand arewith correct grade/grit sandpapgerwhich
primersurfacer has been applied. HP-1

15.Dry sand area to whidiwwo-componentinishing filler has been applied. HP-I

16.Remove dust from area to be refinished, including cracks or moldings of
adjacent areas. HP-I

17.Clean area to be refinished usingtpaommendedinal cleaning solution. HP-I

18.Remove, with a tack rag, any dust or lint particles from the area to be

refinished. HP-I

19. Apply suitable primer sealer to the area being refinished. HP-I

20. Scuff sand to remove nibs or imperfections from a sealer. HP-I
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21. Apply stone chip resistant coating.

22.Restore caulking and seam sealers to repaired angagplacement panels

required

23.Prepareadjacent panels for blendinging paint manufacturers procedures

24.dentify the types of rigid, senmigid or flexible plastic parts to be refinishec

determine the materials needed, preparation, and refinishing procedures

25. Identify metal parts to be refinished; determine the materials needed,

preparation, and refinishing procedures.

26. ldentify chip resistant coatings and texture match.

27.1dentify caulking and seal sealers that may negtacement.

28. Identify refinishing guidelines for stationary glass flange areas to be

refinished.

PAINTING AND REFINISHING
C. Spray Gun and Related Equipment Operation

1.

3.

4.

Inspect, clean, and determioendition of spray guns and related equipmel
(air hoses, regulators, air lines, air source, spray environiauedfillerg.

Select spray gun setup (fluid needle, nozzle, and cap) for product being
applied.

Test andadjust spray gun using fluid, air and pattern control valves.

Demonstrate an understanding of the operation of pressure spray equip!

PAINTING AND REFINISHING
D. Paint Mixing, Matching, and Applying

1.

2.

|l denti fy color code by manufactu
Shake, stir, reduce, catalyze/activate, and strain refinish materials.

Apply finish using appropriate spray techniques (gun arc, angle, distance
travelspeed, and spray pattern overlap) for the finish being applied.

Apply selected product on test or-tdwn panel; check for color match
properly store and maintain a color catalog.
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5. Understand the application single stage topcost HP-G
6. Apply basecoat/clearcoat for panel blendipgnel refinishingand cuti n.” s HP-I
7. Apply basecoat/clearcoat for overall refinishing. HP-G
8. Remove nibs or imperfections from basecoat. HP-I
9. Identify product expiration dates as applicable. HP-I
10. Refinish plastic parts. HP-I
11. Apply multi-stage coats for panel blending and overall refinishing. HP-G
12.1dentify and mix paint using a formula. HP-I
13.1dentify poor hiding colors; determine necessary action. HP-G
14.Tint color using formula to achieve a blendable match. HP-G
15. Identify alternative color formula to achieve a blendable match. HP-I

16. Identify the materialequipment, and preparation differences between sol

and waterborne technologies. HP-G

PAINTING AND REFINISHING

E.

1.

Paint Defects- Causes and Cures

Identify blistering (raising of the paint surface, air entrapment); correct th
cause(s) and the condition. HP-G
Identify a dry spray appearance in the paint surface; correct the cause(s

the condition. HP-1
Identify the presence of fisklyes (cratetike openings) in the finish; correct

the cause(s) and tlvendition. HP-I
Identify lifting; correct the cause(s) and the condition. HP-G
Identify clouding (mottling and streaking in metallic finishes); correct the
cause(s) and the condition. HP-I
Identify orange peel; correct tlvause(s) and the condition. HP-I
Identify overspray; correct the cause(s) and the condition. HP-I
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8. ldentify solvent popping in freshly painted surface; correct the cause(s) ¢
the condition. HP-G

9. Identify sags and runs paint surface; correct the cause(s) and the condit HP-I

10. Identify sanding marks or sandscratch swelling; correct the cause(s) anc
condition. HP-1

11.ldentify contour mapping/edge mapping; correct the cause(s) and the
condition. HP-G

12.1dentify color difference (ofshade); correct the cause(s) and the conditior HP-G

13.1dentify tape tracking; correct the cause(s) and the condition. HP-G
14.1dentify low gloss condition; correct tleause(s) and the condition. HP-G
15. Identify poor adhesion; correct the cause(s) and the condition. HP-G

16. Identify paint cracking (shrinking, splitting, crowsfeet or helgecking,
micro-checking, etc.); correct the cause(s) andcthadition. HP-G

17.1dentify corrosion; correct the cause(s) and the condition. HP-G

18. Identify dirt or dust in the paint surface; correct the cause(s) and the
condition. HP-I

19. Identify water spotting; correct the cause(s) andcctivaition. HP-G

20. ldentify finish damage caused by bird droppings, tree sap, and other nat
causes; correct the condition. HP-G

21.1dentify finish damage caused by airborne contaminants (acids, soot, rai
and otherindustriatrelated causes); correct the condition. HP-G

22.1dentify die-back conditions (dulling of the paint film showing haziness);
correct the cause(s) and the condition. HP-G

23.ldentify chalking (oxidation); correct the cause(s) #racondition. HP-G

24.Identify bleedthrough (staining); correct the cause(s) and the condition. HP-G

25. Identify pinholing; correct the cause(s) and the condition. HP-G
26. Identify buffing-related imperfections (swirl marksheel burns); correct the
condition. HP-1
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27.1dentify pigment flotation (color change through film build); correct the

1.

2.

cause(s) and the condition.

. PAINTING AND REFINISHING
F.

Final Detall
Apply decals, transfers, tapesone guards, moldings, and emblesgts.
Sand, buff and polish fregmish to remove defectand textureas required.

Sand, buff and polish existing finish to recondition defecte@sired, match
existing finish.

Clean interior, exterior, and glass.

Clean body openings (door jamlggpsand edges, etc.).

Remove overspray.

Perform vehicle cleanp; complete qualitgontrol using a checklist.
Measure and record film thickness before and after buffing.

Perform nib sanding to remove small imperfections as required.
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NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR
(BODY COMPONENTS)

For every task in NonStructural Analysis and Damage Repair (Body Components), the following safety
requirements must be strictly enforced:

Comply with personal and environmental safety practices associated witothing and proper Personal
Protection Equipment (PPE) hand tools; power equipment; proper ventilation; and the handling, storage,
and disposal of chemicals/materials in accordance with local, state, and federal safety and environmenta
regulations. ldentify vehicle precautions and/or inspections to include but not limited t&Supplemental
Restraint System (SRS)nspection, Advanced Driver Assistance Systems (ADAS),
hybrid/electric/alternative fuel vehicles, locations and recommended procedures beforesjmecting or
replacing components.

[ll. NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTS)
A. Safety Precautions

1. Select and use proper personal safety equipment; take necessary prec
with hazardous operations anhterials in accordance with federal, state,
and local regulations. HP-1

2. Locate OEM procedures to identify material and composition of the vel
being repaired (mild steel, high strength steel, tiigh strength steel,
aluminum, etc.). HP-1

3. Locate procedures and precautions that may apply to the vehicle being
repaired. HP-1

4. ldentify vehicle systenprecautions and/or inspections to include but not
limited to supplemental restraint system (SR&)yanced driver assistance
systems (ADAS)hybrid/electric/alternative fuel vehicles, locations and
recommended procedures before inspecting or replacing components. HP-I

5. Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-I

[1l. NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTS)
B. Preparation

1. Review damage report and analyze damage to determine appropriate
methods fooverall repair; develop and document a repair plan. HP-1

2. Inspect, removeprotect,label, storeinventory,and reinstall exterior trim

and moldings. HP-I
3. Inspect, removeprotect,label, storeinventory,and reinstall interior trim
and components. HP-1
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4. Inspect, removeprotect,label, storejnventory,and reinstall body panels
and components that may interfere with or be damaged during repair. HP-I

5. Inspect, remove, protedabel, storeinventory,and reinstall vehicle
mechanical and electrical components that may interfere with or be dar
during repair. HP-G

6. Protect panels, glass, interior parts, and other vehicles adjacent to the |
area. HP-I

7. Soap and water wash entire vehicle; completer@pair inspection
checklist. HP-I

8. Prepare damaged area using wdk@sed and solvefiitased cleaners. HP-1

9. Remove corrosion protection, undercoating, sealers, andptitective
coatings as necessary to perform repairs. HP-I

10.Inspect, remove, and reinstall repairable plastics and other component:
off-vehicle repair. HP-1

. NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTS)
C. Outer Body Panel Repairs, Replacements, and Adjustments

1. Inspect/locate direct, indirect, or hidden damage and direction of impac HP-I
2. Inspect, remove and replace welded steel panel or panel assemblies. HP-G
3. Determine theextent of damage to aluminum body panels; repair or repl HP-G
4. Inspect, remove, replace, and align hood, hood hinges, and hood latch HP-I
5. Inspect, remove, replace, and align deck lid, lid hinges, and lid latch.  HP-I

6. Inspect, remove, replace, and align doors, latches, hinges, and related
hardware. HP-|

7. Inspect, remove, replace and align tailgates, hatches, liftgates and slidi

doors. HP-G
8. Inspect, remove, replaceyerhauland align bumpers, covers,
reinforcements, guards, impact absorbers, and mounting hardware. HP-1
9. Inspect, remove, replace and align fenders, and related panels. HP-1
10.Restore corrosion protection during and after the repair. HP-1
11.Replace door skins. HP-G
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12.Restore sound deadeners and foam materials. HP-G

13. Perform panel bonding and weld bonding. HP-G
14.Diagnose and repair water leaks, dust leaks, and wind noise. HP-G
15. Identify onetime usefasteners. HP-G
16.Weld damaged or torn steel body panels; repair broken welds. HP-G
17.Inspect, identify labels/decals and replace as necessary. HP-G

NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTS)
D. Metal Finishing and Body Filling

1. Prepare a panel for body filler by abrading or removing the coatings;
featheredggerefine scratchesand clean the surfatefore the application of
body filler. HP-I

2. Locate and repair surfageegularitiesand straighten contouos a
damaged body panel using power tools, hand tools, andamgbdilling

attachments. HP-I
3. Demonstrate hammer and dolly techniques. HP-1
4. Heat shrink stretched panel areas to prapetour. HP-G
5. Cold shrink stretched panel areas to proper contour. HP-1

6. Identify body filler defects; correct the cause and condition. (Pinholing,

ghosting, staining, over catalyzing, etc.) HP-1
7. ldentify different types obody fillers. HP-G
8. Shape body filler to contour; finish sand. HP-1
9. Perform proper metal finishing techniques for aluminum. HP-G
10. Perform proper application of body filler to aluminum. HP-G

11.Locate and repasurface irregularities and straighten contours on a
damaged panel using GHrallling Dent Repair (GPDR) HP-G

12.Mix and apply body filler. HP-I
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NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTYS)

E.

1.

4.

5.

Moveable Glass andHardware

Inspect, adjusipverhaulrepair or replace window regulators, run channe
glass, power mechanisms, and related controls. HP-1

Inspect, adjust, repair, remove, reinstall or replace weathpping. HP-G
Inspectremove repair or replace, and adjust removable power operatec
roof panel and hinges, latches, guides, handles, retainer, and controls «
sunroofs. HP-G

Inspect, remove, reinstall, and align convertible top and retagmthanisms. HP-G

Identify or recalibratelectrical componenthat may need to be initialized HP-G

NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR (BODY COMPONENTYS)

F. Plastics Adhesives and Welding
1. Identify the types oplastics; determine repairability. HP-|
2. Clean and prepare the surface of plastic parts; identify the types of plas
repair procedures. HP-1
3. Repair rigid, semrigid, and flexible plastic panels. HP-1
4. Remove replacepr repair damaged areafrigid exterior composite panel: HP-G
5. Replace bonded rigid exterior composite body panels; straighten or alic
panel supports. HP-G
6. Repair plastic parts by welding (nitrogen, airless). HP-G
7. Perform a singlesided adhesively bonded cosmetic repair. HP-I
8. Perform a doubksided adhesively bonded repair. HP-1
9. Perform an adhesively bonded or welded tab repair. HP-I NS Tasks
HP-1 35
10. Shape and reform damaggidstic. HP-G | HP-G 24
59
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WELDING, CUTTING, AND JOINING

For every task in Welding, Cutting and Joining the following saféy requirements must be strictly
enforced:

Comply with personal and environmental safety practices associated with clothing and the usepobper
Personal Protection Equipment (PPE)hand tools; power equipment; proper ventilation; and the
handling, storage, and disposal of chemicals/materials ircaordance with local, state, and federal safety
and environmental regulations. Identify vehicle systenprecautions and/or inspections including but not
limited to Supplemental Restraint System (SRShspection, Advanced Driver Assistance Systems
(ADAYS), hybrid/electric/alternative fuel vehicles, locations and recommended procedures before
inspecting or replacing components.

IV. WELDING, CUTTING, AND JOINING
A. Safety Precautions

1. Select and use proper personal safety equipmentnedessary precautions
with hazardous operations and materials in accordance with federal, sta
local regulations. HP-I

2. Locate OEM procedures to identify materials and composition of the veh
being repaired (mild steel, higlirength steel, ultraigh strength steel,
aluminum, etc.). HP-I

3. Locate procedures and precautions that may apply to the vehicle being
repaired. HP-I

4. Identify vehicle systemprecautions and/or inspections to include but not
limited to supplemental restraint system (SR&®Jyanced driver assistance
systems (ADAS)hybrid/electric/alternative fuel vehicles, locations and
recommended procedures before inspecting or replacingaents. HP-I

5. Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-1

IV. WELDING, CUTTING, AND JOINING
B. Metal Welding, Cutting, and Joining

1. Identify the considerations fautting, removing, and welding various types
of steel, aluminum, and other metals. HP-G

2. Determine the correct GMAW welder type, electrode/wire type, diameter
gas to be used in a specific welding situation. HP-1

3. Set up, attackvork clamp (ground), and adjust the GMAW welder to "tune
for proper electrode stickout, voltage, polarity, flow rate, and-feieel speed

required for the substrate being welded. HP-I
4. Store, handle, and install higitessure gasylinders; test for leaks. HP-I
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5. Determine the proper angle of the gun to the joint and direction of gun tr.
for the type of weld being made. HP-I

6. Protect adjacent panels, glass, vehicle interior, etc. from welding and cu
operations. HP-G

7. ldentify hazards; foam coatings and flammable materials prior to
welding/cutting procedures. HP-G

8. Protect computers and other electronics/wmesr towelding procedures.  HP-G

9. Clean and prepare tmeetal to be welded, assure good metalifit apply
weld-through primer if necessary, clamp or tack as required. HP-1

10. Determine the joint type (butt weld with backing, lap, etc.) for weld being
made. HP-1

11.Determine the type of wel@ontinuous, stitch weld, plug, etc.) for each
specific welding operation. HP-I

12.Perform the following welds: plug, butt weld with and without backing, ar
fillet etc., in the flat, horizontal, vertical, and overhead positions. HP-I

13. Perform visual evaluation and destructive test on each weld type. HP-I
14.Identify the causes of various welding defects; make necessary adjustm: HP-|

15. Identify cause of contact tip butvack and failure of wire to feed; make

necessary adjustments. HP-I
16. Identify cutting process for different substrates and locations; perform cu Welding
operation. HP-I Tasks
HP-l 17
17.1dentify different methods of attaching structural components (squeeze t HP-G 5
resistance spot welding (STRSW), riveting, structural adhesive, MIG bro
rivet bonding, weld bondinggtc.). HP-G 22
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STRUCTURAL ANALYSIS AND DAMAGE REPAIR

For every task in Structural Analysis and Damage Repair, théollowing safety requirements must be
strictly enforced:

Comply with personal and environmental safety practices associated wittlothing and proper Personal
Protection Equipment (PPE) hand tools; power equipment; proper ventilation; and the handling, storage,
and disposal of chemicals/materials in accordance with local, state, and federal safety and environmenta
regulations. Identify vehicle systemprecautions and/or inspections tonclude but not limited to
Supplemental Restraint System (SRSnspection, Advanced Driver Assistance Systems (ADAS),
hybrid/electric/alternative fuel vehicles,locations and recommended procedures before inspecting or
replacing components.

V. STRUCTURAL ANALYSIS AND DAMAGE REPAIR

A.

1.

Safety Precautions

Select and use proper personal safety equipment; take necessary prec
with hazardous operations and materials in accordance with federal, st
and localregulations. HP-1

LocateOEM procedureso identify material and composition of the vehicl
being repaired (mild steel, high strength steel, tiigh strength steel, etc.) HP-I

Locate procedures and precautions that may apphetuehicle being
repaired. HP-1

Identify vehicle systerprecautions and/or inspections to include but not
limited to supplemental restraint system (SR&)yanced driver assistance
systems (ADAS)hybrid/electric/alternative fuel vehicles, locations and
recommended procedures before inspecting or replacing components. HP-I

Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-I

V. STRUCTURAL ANALYSIS AND DAMAGE REPAIR

B.

1.

Frame Inspection and Repair

Measure and diagnose structural damage usingtdac tape measure and ¢

tram gauge. HP-I
Properly install vehicle on to a frame bench/rack. HP-G
Analyze, straighten and align mash (collapse) damage. HP-G
Analyze, straighten and align sag damage. HP-G
Analyze, straighten and align side sway damage. HP-G
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6. Analyze, straighten and align twist damage. HP-G
7. Analyze, straighten and align diamond frame damage. HP-G
8. Remove and replace damaged structural components. HP-G

9. Remove and rplace protective coatings; restore corrosion protection to
repaired or replaced frame areas andhoring locations. HP-G

10. Analyze and identify misaligned or damaged steering, suspension, and
powertrain mounting pointsnd componenis HP-G

11.Align or replace misaligned or damaged steering, suspension, and
powertrain mounting pointsnd components HP-G

12.ldentify heat limitations and monitoring procedures for structural
components. HP-G

13. Demonstrate aaonderstanding of structural foam applications. HP-G

14.Measure and diagnose structural damage using adresnsional
measuring system (mechanical, electronic, laser), etc. HP-G

15. Determine the extent of the direct and indirg@tage and the direction of
impact; document the methods and sequence of repair. HP-1

16. Analyze and identify crush/collapse zones. HP-1

. STRUCTURAL ANALYSIS AND DAMAGE REPAIR

C. Unibody and Unitized Structure Inspection,Measurement, and Repair

1. Analyze and identify misaligned or damaged steering, suspension, and
powertrain mounting points that can cause vibration, steering, and chas
alignment problems. HP-G

2. Align or replace misaligned @lamaged steering, suspension, and
powertrain mounting points that can cause vibration, steering and chas
alignment problems. HP-G

3. Measure and diagnose unibody damage usinggtric tape measure and
tram gauge. HP-I

4. Measure andiagnose unibody vehicles using a dedicated (fixture)
measuring system. HP-G

5. Diagnose and measure unibody vehicles using a-tlireensional
measuring system (mechanical, electronic, and laser, etc.). HP-G
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6. Determine the extent of tlrect and indirect damage and the direction ¢
impact; plan and document the methods and sequence of repair. HP-1

7. Attach anchoring devices to vehicle; remove or reposition components

necessary. HP-G
8. Straighten and align rooéils/headers and roof panels. HP-G
9. Straighten and align rocker panels and pillars. HP-G
10. Straighten and align vehictgenings anéloor pans. HP-G

11. Straighten and align quarter panels, wheelhouse assemblies, and rear
sections (including rails and suspension/powertrain mounting points). HP-G

12. Straighten and align fror@nd sections (aprons, strut towers, upper and
lower rails, steering, and suspension/power train mounting points, etc.) HP-G

13. Determine structural repair componentreplacement recommendations. HP-G

14.1dentify proper cold stress relief methods. HP-1
15. Determine sectioning procedures of a steel body structure. HP-1
16.Remove and replace damaggtdictural components. HP-G

17.Determine the extent of damage to aluminum structural components; re
weld, or replace. HP-G

18. Analyze and identify crush/collapse zones. HP-1

. STRUCTURAL ANALYSIS AND DAMAGE REPAIR
D. Stationary Glass

1. Identify considerations for removal, handlirampe time use partand
installation of advanced glass system@nfort and safety features HP-G

2. Remove and reinstall or replace modular glass usgogmmended

materials. HP-G
SA Tasks
3. Check for water leaks, dust leaks, and wind noise. HP-G | HP-1 13
HP-G 30
4. Identify considerations for precan, posscan, and recalibration procedure HP-G 43
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MECHANICAL AND ELECTRICAL COMPONENTS

For every task in Mechanical and Electrical Components, the following safety requiremesitmust be
strictly enforced:

Comply with personal and environmental safety practices associated witothing and proper Personal
Protection Equipment (PPE); hand tools; power equipment; proper ventilation; and the handling, storage,
and disposal of chemicals/materials in accordance with local, state, and federal safety and environmenta
regulations. Identify vehiclesystemprecautions and/or inspections tanclude but not limited to
Supplemental Restraint System (SRShspection, Advanced Driver Assistance Systems (ADAS),
hybrid/electric/alternative fuel vehicles, locationsand recommended procedures before inspecting or
replacing components.

VI. MECHANICAL AND ELECTRICAL COMPONENTS
A. Safety Precautions

1. Select and use proper personal safety equipment; take necessary prec
with hazardousperations and materials in accordance with federal, stat
and local regulations. HP-I

2. Locate OEM procedures to identify material and composition of the vel
being repaired (mild steel, high strength steel, tiigh strength steel,
aluminum, etc.). HP-1

3. Locate procedures and precautions that may apply to the vehicle being
repaired. HP-1

4. Identify vehicle systermprecautions and/or inspections to include but not
limited to supplemental restraint system (SR&)yanced driver assistance
systems (ADAS)hybrid/electric/alternative fuel vehicles, locations and
recommended procedures before inspecting or replacingaengs. HP-1

5. Perform vehicle cleanp; complete quality control using a checklist on
operations performed. HP-1

VI. MECHANICAL AND ELECTRICAL COMPONENTS
B. Suspension and Steering

1. Perform visual inspection amdeasuring checks to identify steering and

suspension collision damage. HP-G
2. ldentify onetime use fasteners. HP-1
3. Clean, inspect, and prepare reusable fasteners. HP-I

4. Remove, replace, inspect or adjust power stegnimgp, pulleys, belts,
hoses, fittings and pump mounts. HP-G
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5. Remove and replace power steering gear-fask and pinion type). HP-G

6. Inspect, remove, and replace power rack and pinion steering gear and
components. HP-G
7. Inspect and replace parallelogram steering linkage components. HP-G

8. Inspect, remove and replace upper and lower control arms and related
components. HP-G

©

Inspect, remove and replace steering knuckle/spindle/hub assemblies
(including bearings, races, seals, etc.). HP-G

10.Inspect, remove and replace front suspension system coil springs and :
insulators (silencers). HP-G

11.Inspect, remove, replace, and adjust suspension system torsion bars, ¢
mounts. HP-G

12.Inspect, remove and replace stabilizer bar bushings, brackets, and link: HP-G

13.Inspect, remove and replace MacPherson strut or assembly, upper bee
and mount. HP-G

14.Inspect, remove, and replace reaspension system transverse links, cor
arms, stabilizer bars, bushings, and mounts. HP-G

15.Inspect, remove, and replace suspension system leaf spring(s) and rel:

components. HP-G
16.Inspect axle assembly for damage amdalignment. HP-G
17.Inspect, remove and replace shock absorbers. HP-G

18.Diagnose, inspect, adjust, repair or replace active suspension systems
associated lines and fittings. HP-G

19.Measure vehicle ride height and wheeldascording to manufacturer
specifications HP-I

20.Inspect, remove, replace, and align front and rear frame (cradiieafagh HP-G
21.Diagnose and inspect steering wheel, steering column, and component HP-G

22.Verify properoperation of steering systems including electronically
controlled, hydraulic and electronically assisted steering systems. HP-G
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VI.

23.Diagnose front and rear suspension system noises and body sway prol
determine necessary action. HP-G

24.Diagnose vehicle wandering, pulling, hard steering, bump steer, memo
steering, torque steering, and steering return problems; determine nece
action. HP-G

25.Demonstrate an understanding of wheel, suspension, and steering alig
(caster, camber, toe, SAIl etc.). HP-G

26. Inspect tires; identifyire wear patternglirection of rotation and location;
check tire sizeidentify nitrogen or air, checlre pressure monitoring
system (TPNp) and adjust air pressure. HP-I

27.Diagnose wheelltire vibration, shimmy, tire pull (lead), wheel hop proble
determine needed repairs. HP-G

28.Measure wheel, tire, axle, and hub runout; determine needed repairs. HP-I
29.Reinstall wheels and torque lug nuts. HP-1

30. Perform initialization or calibration procedures following suspension an:
steering system repairs. HP-G

31.Perform a tire pressure monitoring system (TPMS) recalibration. HP-G

32.Lift the vehicle for inspection, service, and repairogperly raising and
supporting the vehicle. HP-G

MECHANICAL AND ELECTRICAL COMPONENTS
C. Electrical

1. Demonstrate an understanding of HP

2. Check for available voltage, voltage drop and currentyasidtance in
electrical wiring circuits and components with a DMM (digital multimete HP-I

3. Repair wiring and connectors. HP-G
4. Inspect, test, and replace fusible links, circuit breakers, and fuses. HP-I
5. Performbattery statef-charge test and slow/fast battery charge. HP-I

6. Inspect, clean, repair or replace battery, battery cables, connectors anc
clamps. HP-1

7. Disposérecyclebatteries according to local, state, and federal requireme HP-G
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8. Identify programmable electrical/electronic components and check for
malfunction indicator lamp (MIL) and fault codes; record data for
reprogramming befordisconnecting battery. HP-1

9. Inspect alignment, adjust, remove and replace alternator (generator), d
belts, pulleys, and fans. HP-I

10.Check operation and aim headlamp assemblies and fog/driving lamps;
determine needed repairs. HP-G

11.Inspect, test, and repair or replace switches, relays, bulbs, sockets,
connectors, and ground wires of interior and exterior light circuits. HP-I

12.Remove and replace horn(s); check operation. HP-I
13.Check operation olviper/washer systems; determine needed repairs. HP-1

14.Check operation of power side and tailgate window; determine needed
repairs. HP-1

15. Check operation of motorized sliding doors, lift gates tailgates, running
boards, etc.¢determine needed repairs. HP-G

16.Inspect, remove and replace power seat, motors, linkages, cables, etc. HP-G

17.Inspect, remove and replace components of electric door and hatch/tru
lock. HP-G

18. Inspect, remove and replacemponents of keyless lock/unlock devices a
alarm systems. HP-G

19.Inspect, remove and replace components of electrical sunroof and
convertible/retractable hard top. HP-G

20.Check operation of electrically heated mirrav#ndshields, back lights,
panels, etc.; determine needed repairs. HP-1

21.Demonstrate seljrounding procedures (argiatic) for handling electronic
components. HP-|

22.Check for module communication errors using a scan tool. HP-G

23.Use wiring diagrams, component location, and diagnostic flow charts di
diagnosis of electrical circuit problems. HP-G

24. Identify safe disabling techniques of high voltage systems on hybrid/ele
vehicles. HP-G
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V1.

VI.

25. Identify potential safety and materials handling concerns associated wit
high voltage hybrid/electric vehicle battery systems.

MECHANICAL AND ELECTRICAL COMPONENTS
D. Brakes

1. Inspect brake lines, hoses, and fittings for damageear; tighten fittings
and supports; replace brake lines (double flare and ISO types).

2. Replace hoses, fittings, seals, and supports.

3. ldentify, handle, store, and fill with appropriate brake fluids.

4. Bleed(manual, pressure, or vacuum) hydraulic brake system.

5. Pressure test brake hydraulic system; determine necessary action.

6. Adjust brake shoes or pads; remove and reinstall brake drums or drum,
assemblies.

7. Remove, clean and inspect caliper and rotor assembly and mountings |
wear and damage; reinstall.

8. Inspect parking brake system operation; repair or adjust as necessatry;
operation.

9. Identify the propeprocedures for handling brake dust.

10.Check for bent or damaged brake system components

11.Demonstrate an understanding of various types of advanced braking s)
(ABS, electronic parking brake, hydraulic, electrotiaction and stability

control).

MECHANICAL AND ELECTRICAL COMPONENTS
E. Heating and Air Conditioning

1. Identify and comply with environmental regulations relating to refrigerar
and coolants.

2. Maintain andverify correct operation of certified refrigerant recovery anc
recharging equipment.

3. Locate and identify A/C system service ports.
4. Recover, label and recycle refrigerant from an A/C system.
5. Selectrefrigerant, evacuate, and recharge A/C system.
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VI.

VI.

6. Select oil type and install correct amount in A/C system. HP-G

7. Inspect, adjust, and replace A/C compressor drive belts; check pulley
alignment. HP-G

8. Remove andeplace A/C compressor; inspect, repair or replace A/C
compressor mount. HP-G

9. Inspect, repair or replace A/C system mufflers, hoses, lines, fittings, ori

tube, expansion valve, and seals. HP-G
10.Inspect, test, and replace A#gstem condenser and mounts. HP-G
11.Inspect and replace receiver/drier or accumulator/drier. HP-G
12.Inspect and repair A/C component wiring. HP-G

13.Demonstrate an understanding of safe handling procedures associated
high voltage A/C compressors and wiring. HP-G

14.Inspect and protect open A/C system components from contaminants c
repairs. HP-G

MECHANICAL AND ELECTRICAL COMPONENTS
F. Cooling Systems

1. Check engine cooling and heasgistem hoses and belts; determine
necessary action. HP-I

2. Inspect, test, remove, and replace radiator, pressure cap, coolant syste
components, and water pump. HP-G

3. Recover, refill, and bleed system with proper coolant and degekof
protection; leak test system and dispose of materials in accordance wit
regulations. HP-I

4. Remove, inspect and replace fan (both electrical and mechanical), fan
sensors, fan pulley, fan clutch, and fan shroud; cheekation. HP-G

5. Inspect, remove, and replace auxiliary oil/fluid coolers; check oil levels. HP-G
6. Demonstrate an understanding of hybrid/electric cooling systems. HP-G

MECHANICAL AND ELECTRICAL COMPONENTS
G. Drive Train

1. Remove, replace, and adjust shift or clutch linkage as required. HP-G
2. Remove and replace electronic sensors, wires, and connectors. HP-G
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VI.

VI.

3. Remove and reinstgliowertrain assembly; inspect, replace, and align
powertrain mounts. HP-G

4. Remove and replace drive axle assembly. HP-G

5. Inspect, remove and replace half shafts and axle constant velocity (CV
joints. HP-G

6. Inspect, remove aneplace drive shafts and universal joints. HP-G

7. Demonstrate an understanding of safe handling procedures associated
high voltage powertrain components. HP-G

MECHANICAL AND ELECTRICAL COMPONENTS
H. Fuel, Intake and Exhaust Systems

1. Inspect, remove and replace exhaust pipes, mufflers, converters, resor
tail pipes, and heat shields. HP-G

2. Inspect, remove and replace fuel/DEF taakk filter, cap, filler hose,
pump/sending unit and inertia switch; inspect and replace fuel lines anc
hoses. HP-G

3. Inspect, remove and replace engine components of air intake compone HP-G

4. Inspect, remove and replacanister, filter, vent, and purge lines of fuel
vapor (EVAP) control systems. HP-G

MECHANICAL AND ELECTRICAL COMPONENTS
I. Restraint Systems

1. Inspect, remove, and replace seatbelt and shoulder harness assembly
components. HP-G

2. Inspect restraint system mounting areas for damage; repair as needed. HP-G

3. Inspect the operation of the seatbelt system. HP-I
4. Disable and enable Supplemental Restraint System (SRS). HP-G
5. Inspect, protect, remove and replace Supplemental Restraint Systems

sensors and wiring; ensure sensor orientation. HP-G
6. Verify that Supplemental Restraint System (SRS) is operational. HP-1
7. Inspect, remove, replace adispose of deployed and nadeployed

airbag(s) and pretensioners. HP-G
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8. Use Diagnostic Trouble Codes (DTC) to diagnose and repair the

Supplemental Restraint System (SRS). HP-G
ME Tasks
9. Demonstrate an understanding of advarrestraintand occupant
classificationsystemgOCS) HP-G | HP-I 31
HP-G 83
10. Identify components of Supplemental Restraint Systems (SRS) HP-1 114
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TASK LIST PRIORITY ITEM TOTALS (by area)

Damage Analysis, Estimating, CustomeService (DAECS)

HP-I= 29 95% = 27 Tasks
HP-G = 38 90% = 34 Tasks
Painting and Refinishing (PR)

HP-I= 58 95% = 55 Tasks
HP-G= 31 90% = 28 Tasks
Non-Structural Analysis and Damage Repair (NS)
HP-I= 35 95% = 33 Tasks
HP-G= 24 90% = 22 Tasks
Welding, Cutting, and Joining

HP-I1= 17 95% = 16 Tasks
HP-G= 5 90% = 4 Tasks
Structural Analysis and Damage Repair (SA)
HP-I= 13 95% = 12 Tasks
HP-G = 30 90% = 27 Tasks
Mechanical and Electrical Components (ME)
HP-1= 31 95% = 29 Tasks
HP-G = 83 90% = 75 Tasks

*Required Workplace Employability Tasks = 18
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DEFINITIONS 1 TECHNICAL TERMS

1. ABRADE - (see SAND)

2. ACTIVE SUSPENSION SYSTEM A continuously controlled sekidjusting suspension
system.

3. ADJUST- To bring componentsr equipmento specified operational settings.

4. AIR PURIFYING RESPIRATOR Uses a filter, cartridge, or canister to remove specific air
contaminates by passing ambient air through the purifying element.

5. ALIGN (REALIGN) - To adjust components to a line or predetermined relative pasition

6. ANALYZE - To examine the relationship obmponents of an operation
7. ANCHOR- To hold in place.

8. APPLY - To put on, attach, or affix chemicals, components or parts by spraying, brushing,
spreading or using hardware.

9. BLEED - To remove air from a closed system.

10.BUFF- To remove fine scratchessually from a painted surface, using a fine abrasive such
as compounds and polishes.

11.CHECK - (SEE VERIFY).

12.CLEAN - To rid component oéxtraneous matter for the purpose of reconditioning,
repairing, measuring, or reassembling

13.COLD SHRINK- To restore contour, shape, and dimensions to stretched sheet metal areas
utilizing appropriate hammer and dolly techniques.

14. CONDITION - To prepare for future action.
15.DENIB - To remove dust/dirt particles in a painted surface.

16. DETERMINE - To establisithe type and extent of damage to a component or the procedure
to be used to affect the necessary repair

17.DEVELOP (PLAN)- To identify, arrange or organize the steps or procedural components
into a logical sequence of actions.

18.DIAGNOSE - To locate the rot cause or nature of a problem by using a specified procedure

19.EVACUATE - To remove air, fluid or vapor from a closed system by use of a vacuum pump
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20.FEATHEREDGE- To taper and smooth the edges of a damaged area using abrasives.

21.FILL (REFILL) - To bring fluid level to specified point or volume.

22.FLUSH- To use a fluid to clean an internal system
23.GRIND - To remove material using a motdriven abrasive wheel, disk or pad.

24 . HEAT SHRINK - To restore contour, shape and dimensions to stretched sheet metal areas by
applying heat and utilizing appropriate hammer and dolly techniques.

25.IDENTIFY - To establish the identity of a vehicle or component prior to service; to
determine the nature degree of a problem

26.INSPECT(CHECK) - To verify condition by performing an operational or comparative
examination

27.INSTALL (REINSTALL) - To secure or attach a component in its proper position in a
system.

28.LEAK TEST - To check for and/or locate leaksarcomponent or system.
29.LOCATE - To find by using tools, measuring instruments, equipment or the senses

30.MASK - To protect a component or area from incidental damage from the application of
refinishing materials.

31.MEASURE - To compare existing dimensiotsspecified dimensions by the use of
calibrated instruments and gauges.

32.MIX - To combine or blend into one mass or mixture.

33.PERFORM- To accomplish a procedure in accordance with established methods and
standards

34.PLAN - (see DEVELOP)

35.PROTECT- To take actions to prevent damage to areas of the vehicles adjacent to the repair
area.

36.REALIGN - (see ALIGN)

37.REDUCE- To lower the viscosity of a refinishing material.

38.REFILL - (see FILL)

39.REFINISH- To apply cleaners, paint, and other finishing eniats to the repair areas.
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40.REINSTALL - (see INSTALL)
41. REMOVE - To disconnect and separate a component from a system.

42.REPAIR (RESTOREY) To return damaged areas to acceptable size, dimensions, shape,
performance characteristics and condition

43.REPLACE- To exchange a damaged component with a new or used component
44. RESTORE- (SEE REPAIR)

45.ROUGH SAND- To remove body filler, primer/substrate, or finish materials using coarse
abrasives.

46.SAND (ABRADE) - To abrade or level the surface.

47.SCUFF- To abrade or degloss a surface for the purpose of adhesion.

48.SELECT- To choose the correct part, tool, equipment or setturgig an assembly,
adjustmenbr procedure.

49.SETUP- To select and assemble components, assemblies or parts in order or comlmnation t
produce desired results.

50.STORE- To organize and put away parts, hardware, and components for future retrieval and
use.

51.STRAIGHTEN- To remove bends, creases, and other damage while returning a component
to acceptable size, shape, and condition.

52.STRUCTURAL COMPONENTSAny part of a vehicle’”s stru
provides strength, and when removed or altered would compromise the integrity of the
vehicle.

53.SUBSTRATE- A painted, primed or bare surface.
54. TINT - To adjust the color or hiding ability of refinishing materials.

55.VERIFY (CHECK) - To confirm a condition, adjustment or setting

56.WASH - To clean by spraying, dipping, rinsing, rubbing or scrubbing.

57.WELD - To join metal or plastic pieces together gng a thermal process, often adding
filler material to the joint.
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TOOLS AND EQUIPMENT

Local employer needs and the availability of funds are key factors for determining each
program’s str uct ASEEduatiah FaupdatiokeogramStandards T h e
recognize that not all programs have the same needs, nor do all programs teaatf 100 %
thecollision repair & refinishtasks. Therefore, the basic philosophy for the tools and
equipment requirement is as follovsr all tasks which are taught in the program, the
training should be as thorough as possible with the tools and equipmessaeg for

those tasks In other words, if a program does not teach a particular task, the tool from the
tool list associated with that task is not required.

The tool lists are organized into three basic categdtasd Tools, General Lab/Shop
Equipmenm, andSpecialty Tools and Equipmeithe specialty tools andjaipment section

is further separated intbefour Collision Repair & Refinish Accreditation task categories.
When referring to the tools and equipment list, please note the following:

A. The organization of the tool list is not intended to dictate how a program organizes
its tool crib or student tool sets (i.e., which tools should be in a student set, if
utilized, and which should be in the tool crib or shop area).

B. Quantities for each tdor piece of equipment are determined by the program
needs; however, sufficient quantities to provide quality instruction should be on
hand.

C. ForSpecialtyTools and Equipment rea, the program need only have those
tools for theareasdeing accredited.

D. Programs may meet the equipment requirements by borrowing special equipment
or providing for offsite instruction (e.g., in a dealership or independent repair
shop). Use of borrowed or efite equipmentustbe appropriately documented.

E. No specific lband names for tools and equipment are specified or required.

F. Although theProgramStandards recommend that programs encourage students to
begin to build their own tool sets,shs na arequirement. However, many
employes require an entrdevel techncianto provide his/her own basic hand tool
set.
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HAND TOOLS
(Contained in individual sets or the tool crib
in sufficient quantities to permit efficient instruction)

Adjustable Wrenches 6" and 12"

Pliers (continued):

Allen (Wrench or Socket) SetStandard.050™-
3/8")

Slip Joint (Water Pump)

Allen (Wrenchor Socket) Set Metric (2mm-
7mm)

Snap Ring Plier Setinternal and external

Chisel Set

Punch Set

Combination Wrenches:

Screwdriver- BladeType:

Standard (1/4* 1") (optional) Stubby
Metric (7mm- 24mm) 6", 9", 12"
Crowfoot Wrench Set Metric (optional) Offset

Crowfoot Wrench Set Standard (optional)

Screwdrivers Phillips:

Drill —3/8" and 1/2" variablspeed, reversible

Stubby #1, #2

Flare Nut (tubing) Wrenches: 6" #1, #2
Standard 3/8* 3/4" (optional) 12" #3
Metric 10mm—17mm Offset #2

Flashlight and batteries Torx® Set:

Hack Saw and blades

T8, T10, T15, T20, T25, T27,30, T40,
T50, TS5

Hammers:

Torx® External Set:

16 oz. Ball Peen

ES8, E10, E15, E20, E27, E30, E40, E45,
ES0, ESS

Brass Screw Extractor Set
Dead Blow Mallet Screw Starter:

Plastic Tip Phillips

Sledge Standard
SoftFaced Socket Set 1/4" Drive:

Rubber Mallet

1/4" - 1/2" Standard Depth (optional)

Impact Wrenches 3/8" and 1/2"

1/4" - 1/2" Deep (optional)

Inspection Mirror

6mm- 12mm Standard Depth

Pickup Tool-Magnetic and Claw type

6mm- 12mm Deep

Flex/Universal Type Metric (standard

Pliers: optional)
Combination Universal Joint
Hose Clamp 3", 6" Extensions
Locking Jaw Ratchet
Needle Nose
Side Cutting
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Socket Set 3/8" Drive:

5/16"- 3/4" Standardepth (6 point) (optional)

3/8" - 3/4" Deep (6 point) (optional)

9mm- 19mm Standard Depth

9mm- 19mm Deep

3" 6", 12", 18" Extensions

Flexhead Ratchet

Impact Sockets 3/8" - 3/4" Standard (optional)

Impact Sockets 10mm- 19mm

Ratchet

Universal Joint

Socket Set 1/2" Drive:

7/16"- 1 1/8" Standard Depth (optional)

7/16"- 1 1/8" Deep (optional)

10mm- 25mm Standard Depth

10mm- 25mm Deep

5", 10" Extensions

Flex Handle (Breaker Bar)

Impact SocketStandard 7/16% 1 1/8" (optional)

Impact Sockets 12mm32mm

Ratchet

Torque Wrenches (Sound/Click)Type:

3/8" Drive in. Ib. (30- 250)

3/8" Drive ft. Ib. (5- 75)

1/2" Drive ft. Ib. (50- 250)
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GENERAL LAB/SHOP EQUIPMENT

The tools an@quipment on this list are used in general lab/shop work but are not generally considered 1
individually owned hand tools. A wedlquipped, accbted program should have all thfese general tools an
equipment readily availablén proper working ater,and in sufficient quantity to provide quality instruction.

Air Blow Guns- OSHA Standard Work Benches- steel top with vice
Air System- Air Compressor Work Stands- portable
Air Hoses- with quick release couplings Wheel CasteBystem (Wheel Dollies)
Air Lines
Regulator

Water Extractors

Air Transformer/Regulators

Chamois (synthetic)

Coolant Drain Pan

Corrosion Protection Application Equipment

Creepers

Grounded Extension Cords

Heat Lamp

Hood Props

InfraredNon-Contact Thermometer

Jack Stands

Oil Drain/Storage Pan

Overhead Ventilation for welding area

Part Cart

Pressure Washer (optional)

Service Jacks

Shop Brooms

DustPans

Floor Squeegee

Floor Mop and Bucket

Sponges

Step Ladder

Storage Cabinets

Towels

Trash Cans in accordance with local, state, a
federal regulations

Trouble/Work Lights- nonrincandescent

Wet/Dry Shop Vac

Water Hose

Water Hose Nozzle
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SPECIAL SAFETY ITEMS
(All equipment must meet or exceed federal, state, and local regulations.)

Bloodborre Pathogen Kit

Lineman Gloves (fouse with hybrid vehicles)

*Ear Protection for students, instructors, and
visitors

OSHA "Right to Know" Compliance Kit

Eye Wash Basin

Protective Gloves and Clothindor handling
paint and related chemicals

Eye Wash Station, portab{saline)

Respiratory Protection Equipmenas required by,
OSHA

Fire Extinguishers by type as required

Safety Cans for solvents, rags, etc.

First Aid Kit (per written first aid policy)

*Safety Glasses, Clear and Tinted Face Shield:
andGoggles- for students, instructors, and visito

Flammable Material Storage Lockemeeting
fire and building codes

*Safety Shoesas required

Hazardous Spill Response Kit

Safety Shower as required

Hybrid/Electric Vehicle Safety Kifoptional)

Vacuum System for air sanders- dust extraction
vacuum- stand alone or central system
(recommended)

* = |Individual Student Items

MISCELLANEOUS TOOLS

Caulking Gun Tin Snips
C-clamps- assorted Tire Pressure Gauge
Heat Gun Tire Inflator

Hole Saw Set 1/2" to 2"

Twist Drill Sets:

Standard 1/64"- 1/4" by 1/16" and Metric

Oil Can (Pump Type) Equivalent
Standard 1/4" - 1/2" by 1/16" and Metric
Panel Splitter (hand held blades/accessories Equivalent

PryBar Set

Wire Brushes hand and powered

Putty Knife

Special Removing and Releasing Tools:

Rivet Guns heavy duty blind and large for
3/16" and 1/4"

Door handle removing tool

Sanding Tools assorted

Miscellaneous interior anelxterior trim
removing tools

Scrapers Moulding removal tools
Spring lock line removal tool set (A/C, fuel
Scratch Awl line, etc.)

Tap and Die SetsMetric (standard optional)

Stationary glass removal tools (optional)

Tape Measure Standard and Metric

Windshield wiper removing tool
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BODY WORKING TOOLS

Assorted files for metal and plastic finishing,

including: Dollies:
Body Files Bumping File
Hand Sanding Pads Dinging Spoon
Metal Files Door skin Dolly
Mixing Board Fender Dolly

Sanding Blocks (short and long)

Inside Heavy Duty Spoon

Sanding Boards (short and long)

Inside High Crown

Body Hammers:

Inside Medium Crown

Cross Chisel

Spoon Dolly ("Dolly

Door Skin Hammer

Toe Dolly

General Purpose Pick

Universal Dolly

Large Face Finishing

Filler Spreaders and Applicatorsassorted types
and sizes

Long Pick Picks—assorted
Short Utility Pick
Shrinking
ALUMINUM REPAIR TOOLS (RECOMMENDED)
Abrasives
Body Files

Dedicated (Clean) Repair Station

Dent Pulling Equipment

Dollies

Dye Penetrant

GMAW Welder Synergic Pulse

Hammers

Self-Piercing Rivet Guns

Stainless Steel Wire Brush

approved for aluminum

Wet Mix Technology Dust Extraction System
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SPECIALTY TOOLS AND EQUIPMENT
FOR EACH ACCREDITATION AREA
This section covers the tools and equipment a lab/shop should have for training in any
given specialty area. This equipmensjiecialized and it must be available in the lab/shop
or to the program. No specific type or brand names are identified because they will vary in

each local situation.

For all tasks which are taught in the program, the training should be as thorough as
possible with the tools and equipment necessary for those. tdiskather words, if a

program does not teach a particular task, the tool from the tool list associated with that task

is not required.

PAINTING AND REFINISHING

Air Amplifier/Venturi Style Blower used to dry
waterborne paint (optional)

Paint Storage Room/Locker in accordance with
local, state, and federal regulations

Air Cap Test Gauge (optional)

Personal Safety Equipment (painting gloves,
suits, hoods, respirators, etc.)

Color-matching Light System

Portable Paint Curing Equipment (infrared)

Electronic Dry Film Thickness Gauge with a -
or - of 1/10th of a mil thickness capabilities
(ferrous/norferrous)

Positive Pressure Air Respirator

Enclosed Paint Spre§ooth to comply with
local, state and federal regulation (downdraft
booth recommended)

Power Sanders

Gun Washer for Waterbase (Optional)

Prep Station (recommended) in accordance wi
local, state, and federal regulations

Hand Sanding Pads

Sanding Blocks (short and long)

Masking Equipmert

Spray Guns HVLP (high volume low pressure)
or compliantwith high air flow fittings

Car Covers

Spray gun cleaning equipmentdisposal liner
cup systemin accordance with local, state, and
federal regulations

Paper and Tape Dispenser

Ultrasonic film thickness gaugeplastic
(optional)

Wheel Covers

UV Curing Light (optional)

Paint Mixing Bank with Measuring Equipmen

Variable Speeduffer/Polisher

Paint Mixing Roomif accordance with local,
state, and federal regulatigns

Viscosity Cups

Paint Shaker

Waste disposal/recycle program in accordance
with local, state, and federal regulations

Paint Stand (Assorted)

Waterborne Spray Gun Equipment (Optional)
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NON-STRUCTURAL ANALYSIS AND DAMAGE REPAIR
(BODY COMPONENTS)

Abrasive Cutoff Tool and Discs

Panel Splitter

Anchoring System (recommended)

Slide Hammer complete with attachments

Car Lift (capable of totally lifting the vehicle)
(recommended)

Stationary Power Tools

Glue Hole Equipment (optional)

Bench Grinder

GMAW Weldersand accessories (flow meter,
cart, gas cylinder, nozzle cleaner) 180M
minimum (recommended)

Drill Press (recommended)

Heat Shrinking Tool

Welding Safety Equipmentto include:

Plasma Cutting Torch (recommended) Aprons
PortableHydraulic Ram with attachments Face Shields
Plastic and Adhesives Tools Gloves
Plastic Welder Goggles
Die Grinding Tool Set Helmets
Disc Grinder- 3" Jackets

Structural Adhesives Guns (dispensexyo-
component

Respirators

Portable Power Tools

Safety Glasses

Abrasive Blaster and appropriate personal

safety equipment (recommended) Skull Cap

Eraser Wheel Welding Blanket

Grinders Welding Pliers

Hole Punch And all appropriate safegguipment

Metal Shears (optional)

Squeezaype Resistant Spot Welder (STRSW)
(9,000 amp/344 deca newton inverter technolo
(recommended)

Mini Belt Sander for Removal of Plug Welq

Weld-on Pulling Tool and Attachments

Nibbler (optional)

Power Reciprocating Saw and Blades

Sanders

Spot Weld Removal Tool (optional)
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STRUCTURAL ANALYSIS AND DAMAGE REPAIR
Everything listed under Non-Structural Analysis and Damage Repair (Body Components) plus:

Blind Rivet Tool3 / 147 4" ( 3, 8]
Minimum)

Pulling and Holding Equipment Set

Body over frame and unibody anchoring
systems

Body Clamps (recommended)

Frame/Unibody Straightening Equipment
Bench/rack system with multiple pull capacit

SafetyChains/Cables

GMAW (Pulse) Welder and accessories (flo)
meter, cart, gas cylinder and nozzle cleaner
220 Volt 180 amps

Sill Clamps (recommended)

Heat Monitoring Crayons

Threedimensional Measuring System with the
capability to measure thetal vehicle.

Tram Gauges

MECHANICAL AND ELECTRICAL COMPONENTS

A/C Recycle/Recovery Machine (optional)

Jumper Wire Set (with various adapters)

AGM Battery Charger compatiblewith boost
capability (optional)

Laptop withapplicable Diagnostic Software &
Tools or Scan Tool with OBDII capabilities

Battery Post Cleaner

Oil Filter Wrenches

Battery Terminal Pliers

Plugs and Caps for Hydraulic, Fluid and A/C
Lines

Battery Terminal Puller

Portable Battery Jump Box

Brake Bleeder vacuum assisted

Pressure Bleeder/Scan Box for bleeding antilo
braking system

Brake Spoon

Soldering Gun/Iron

Connector Pick Tool Set

Torx ® Tanper Proof Set: T8, T10, T15, T20,
T27,T30, T40

Coolant Tester

Vac and FillEquipment to Extract Fluids (oil,
transmission, etc.)

Cooling System Pressure Tester

Wheel Alignment System {&heel) (optional)

DMM (Digital Multimeter)

Wire and Terminal Repair Kit

Flexible Dial Indicator Gauge (optional)
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FORMS

COLLISION REPAIR & REFINISH PROGRAM EVALUATION FORM
School/Program Name:

City and State:

Accreditation Areas Sought:
X Damage Analysis/Estimating/Customer Serviek hours* minimum(Required)
[ ] Painting & Refinishing- 300 hours* minimum

[ ] Non-Structural Analysis & Damage RepaiB00 hours + 75 additional hours of
Welding, Cutting & Joining- 375 hour$ minimum

[ ] Structural Analysis & Damage Repaifl85 hours* minimum. Accreditation in
Non-Structural Analysis & Damage Repair is required

[ ] Mechanical and Electrical Componert200hours* minimum

* Combined classroom and lab/shop instructional activifks workbased learning
hours if Standard 11 applies antearning hours if Standard 12 applies.

Type: [ ] Initial Accreditation [ ] Renewal of Accreditation

Please use this form when conducting a program evatuatio

POSSIBLE DOCUMENTS: These helpful hints are provided to assist the program prepare
for the accreditidon process and esite visit. These suggestions are meant as examples of
items that may be used to support the rating.

For all items requiring Isgponses on a-point scale, use the following to rate your responses:

1 2 3 4 5
not at all very little somewhat, needs average, above averagt
improvements adequate

STANDARD 1 - PURPOSE

THE COLLISION REPAIR & REFINISHTECHNICIAN TRAINING PROGRAM SHOULD HAVE
CLEARLY STATED PROGRAM GOALS, RELATED TO THE NEEDS OF THE STUDENTS AN
EMPLOYERS SERVED.

1.1 EMPLOYMENT POTENTIAL 1.1
The employment potential faollision repair & refinishtechnicians, trained to the level for the
specialty or general areas outlined in the program goals, should exist in the geographic area se
the program.

A. Rate the administration and usiean annual survey of employers to determine tl
needs of their potential employees.
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B. Rate the administration and use of an anpuagram completesurvey to
determine the percentage of students ateabout taomplete the program and
obtain employment in the automotive industry or continue automotive educati

POSSIBLE DOCUMENTSA. - B. Provide a copy of the annual survey and a summary of the re

1.2 PROGRAM DESCRIPTION/GOALS 1.2
The written description/goals die program should be shared with potential students and may inc
admission requirements if applicable, employment potential, area(s) of specialty training offerec
the cost of all tuition and fees. Technical qualifications of the faculty and #ralbgoal(s) of the
program should also be included.

A. Rate the program material(s) available (brochure, catalog, or website) on the
inclusion of the followingrate collectively not individually):

admission requirements (if applicable)

employment potential

areas of collision repair & refinigiaining offered

cost of tuition and fees (if applicable)

technicalqualifications of the instructional staff

overall goals of the program

ogbhwhE

POSSIBLE DOCUMENTSA. Provide a copy of the brochure and/or catalog with appropriate pa
identified (use sticky notes, highlighter, etc. to make the information edisyljo

For items rated above or below a 4 provide explanation below:

Standard 1
Average Score 8 items)

STANDARD 27 ADMINISTRATIVE PROGRAM SUPPORT

PROGRAM ADMINISTRATION SHOULD ENSURE THAT INSTRUCTIONAL ACTIVITIES
SUPPORT AND PROMOTE THE GOALS OF THE PROGRAM.

2.1 ADMINISTRATIVE SUPPORT 21
Positive administrative support from institutional and local governing bodies should be demonst
Indicators of administrativeupport would include: support for staffservice and update training;
provision of appropriate facilities; tjo-date tools, equipment, training support materials, curriculu
and support of continuing program improvement.

A. Rate the administrative spprt for implementing the esite evaluation team
recommendations made at the previousiba evaluation. N/A for initial []
accreditatioronly — required to be rated for renewal accreditation N/A

B. Rate the administrative support that demonstrates provisions have been mad
instructors to attend planned$ervice and update training omeggular basis.
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C. Rate the administrative support in terms of providing necessary resources to
the program is supplied with adequate tools, equipment, and spulbteations
required to meet program goals and objectives.

D. Rate the administrative support for-gaing curriculum development, review, an:
revision.

E. Rate the extent to which the institution administration involves the program fa
in preparation of the annual budget.

F. Rate the extent to which the institution administration is involved in and attenc
the program advisory committee meetings.

POSSIBLE DOCUMENTSA. - F. Provide a copy of theurchase ordeischool policy or letter of
support from the administration that addresses the various issues of plaiseedda and update
training; tools, equipment, and service publications; curriculum; and budget preparation.

22WRITTEN POLICIES 22
Written policies should be adopted by the administration and policy board for use in detagiog
situations and to provide glance in achieving the program goals. Policies regarding safety, liabi
and lab/shop operation should be written and prominently displayed as well as provided to all si
and instructors.

A. Have written policies regarding student and institwglaesponsibilities [(JYES []NO
been approved by the administrative and/or policy board?

B. Rate the written policies regarding safety, liability, and lab/shop operation in t
of being prominently displayed in the lab/shop area.

C. Rate the policies in terms being provided to each student and instructor.

D. Rate the availability of a written policy approved by the school administration
First Aid administrationandthen st r uct or s’ knowl edg

POSSIBLE DOCUMENTSA. - D. Provide a copy of the school policy and teacher/student handk
with pages marked with sticky notes and references highlighted.

2.3 PROVISIONS FOR INDIVIDUAL DIFFERENCES 2.3
The trainingprogram should be structured in such a manner that students with different levels of
cognitive and psychomotor skills can be accommodated.

A. Rate the structure of the training program to accommodate students with diffe
levels of cognitive and psychator ability.

POSSIBLE DOCUMENTS: A. Provide ADA information (if applicable), equipment modifications
differential instruction, and provide an example of Individual Education Plan (IEP).
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For items rated above or below a 4 provide explanation below:

Standard 2
Average Score (as many a0 items)

STANDARD 3 - LEARNING RESOURCES

SUPPORT MATERIAL, CONSISTENT WITH BOTH PROGRAM GOALS AND PERFORMANC
OBJECTIVES, SHOULD BE AVAILABLE TO STAFF AND STUDENTS.

3.1SERVICE INFORMATION 3.1
Service information with current manufactu
manufactured within thiast ten (10) years should be available. This information should be acces
to students in the lab/shop area.

A. Rate the availability opertinent electroniservice information to students in the
lab/shop area with procedures and specifications floiclkes manufactured within
the last 10 years.

POSSIBLE DOCUMENTSA. State the location of all service information such as manuals, CBs
line access, etc.

3.2MULTIMEDIA 3.2
Appropriate upto-date multimedia materials and technology should be readily available and utili
the trainingprocess.

A. Rate the use of current multimedia technology and equipment in the training
process as appropriate.

B. Rate the availability of multimedia equipment and materials for instructional
purposes.

POSSIBLE DOCUMENTSA. —B. Provide a list and give the location of all technology available
student and instructor use.

3.3STUDENT RESOURCES 3.3
Pertinent instructional texts, resources, athelaening materials should be available for each studer
satisfy the objectives of the modginstruction used. Basic and specialty learning resources shot
have copyright dates that are not over six (6) years old.

A. Rate the pertinent instructional texts, resources dedraing materials available
for each student in terms of satisfying tbbjectives of the mode of instruction.
Basic and specialty learning resources should have copyright dates that are r
over six (6) years old.
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B. Rate the general artdchnical automotive magazines, newspapers, and websit
available for student and instructor use in terms of being current.

POSSIBLE DOCUMENTS:
A. Provide a copy of each textbook online/electronic textsand othematerialsused for instruction.
B. Provide a list, give the location, and show examplgshgbical copies.

For items rated above or below a 4 provide explanation below:

Standard 3
Average Score § items)

STANDARD 41 FUNDING

FUNDING SHOULD BE PROVIDED TO MEET THE PROGRAM GOALS AND PERFORMANC
OBJECTIVES.

4.1FUNDING 4.1
Adequate funding should be allocatead used for the operation of the program. flimeling should
beallocatedby the institutional administration in conjunction with the program faculty with input fi
the advisory committeé=undingreports should be made available to program staff.

A. Rate the funding in terms of being adequate for program operation.

B. Rate the extent to which the program stayffutis includedin funding planning.

C. Rate availability of funding status reportsinstructional staff.
POSSIBLE DOCUMENTS:
A. Highlight pertinent discussion regardifighdingin Advisory Committee minutes.
B. Provide copies diunding orbudget requests. The evaluation team may interview program staf

C. Provide a copy of theudget or fundingeport.

For items rated above or below a 4 provide explanation below:

Standard 4
Average Score 8 items)
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STANDARD 5 - STUDENT SERVICES

SYSTEMATIC COUNSELING SERVICES, PLACEMENT, AND FOLLOWP PROCEDURES
SHOULD BE USED.

5.1 PRE-ADMISSION PROGRAM ADVISEMENT 51
Prior to program admission, a student should be counseled regarding automotive careers.

A. Rate the use of studeatlvisemenbn automotive career opportunities arzteer
explorationactivities prior to program admission.

POSSIBLE DOCUMENTS:A. Highlight access to the career process and studentsgiawailable,
as cited in catalog or other materials.

52 PLACEMENT 52
A student placememtrocesshould be used to assstidentsn obtairing employmenin industry;
related to their trainig.

A. Rate the placemeprocessised to assigtudentobtainemploymenbr work-
based learningn the industry.

POSSIBLE DOCUMENTSA. Provide the policy oexplanation of the placement process

5.3 ANNUAL GRADUATE FOLLOW -UP 53
A follow-up system should be used to determine graduates' employment locationfeediack
regarding the efficiency, effectiveness, and appropriateness of training. Thedpllomcedure
should be designed to assure feedback regarding needed additions to or deletions from the trai
programincluding instructiontools and equipmet. Follow-up of graduates employed outside of the
collision repair & refinishindustry should indicate reasons for rapilision repairservice
employment. When applicable, this information should be used to modify the training quality ar
content.

A. Rate the annual formal followp system used to determine graduates' employn
location or continuing education.

B. Rate the annual followp procedure/survey useddbtain the graduates
assessment of the efficiency and effectiveness of their training.

C. Rate the annual followp procedure/survey in terms of obtaining feedback
regarding needed additions or deletions to the training:
1.instruction

2. program/skills learned
3.tools and equipment

D. Rate the annual followp system used to obtain information from program
graduates who are employed outside of the automotive industry.
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E. Rate the use of the information from annual foHop/procedures/survey to
modify the training program.

POSSIBLE DOCUMENTS:

A. - D. Provide an explanation and a sample docurteegt GraduateSurveys).

E. Describe the procedure to use the information obtained in folfppand give aexample of
changes made to program based on feedback, if available.

For items rated above or below a 4 provide explanation below:

Standard 5
Average Score 9 Items)

STANDARD 61 ADVISORY COMMITTEE

AN OFFICIALLY SANCTIONED PROGRAM ADVISORY COMMITTEE MUST BE USED TO
PROVIDE INPUT ON PROGRAM GOALS

6.1 MEMBERSHIP 6.1
An Advisory Committee of at least five (B)dustrymembersn attendancénot countingschool
personnebr educators from other programsiust convene at least two (2) working meetings a ye:
provide information, counsel, and recommendations on behalf of the community served by the 1
program. This Committee should be broadly based and inclatefstudents, employed
techniciansandemployersMembers of the Advisory Committee should athbbe from the same
business.

A. Does the Advisory Committee consisting ofat least 5 members in attendance []YES
(not counting school personnebr educators from other programs) convene a
minimum of two working meetings per year?2(GO/NO GO REQUIREMENT) [INO

B. Rate the input of committee members in terms of participation, providing inpu
program improvement, and attendance as indicated in the minutes.

C. Rate the mix of committee members in terms of baictusive of all industry
sectors by representing at lettst following groups: (rate collectively not
individually)

collision repair & refinishtechnicians

local employers

former students

others (automotive trainensarentseducators from other programs

etc., please specify)

PwpnPE

POSSIBLE DOCUMENTSA. — C. Agendas andneeting minutes from at least two meetings per y
(one year for initial accreditation; five years for reaccreditation), including sigineiets with advisory
committee members affiliations
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6.2 REVIEW OF STUDENT SURVEYS 6.2
The Advisory Committee should provide input and review student surveys.

A. Rate the use of the Advisory Committee review of student surveys in the
evaluation process.

POSSIBLE DOCUMENTS: A. Highlight pertinent discussion in Advisory Commitieeting
minutes.

6.3 REVIEW OF PROGRAM FUNDING 6.3
The Advisory Committee should provide input and review fioigd

A. Rate the Advisory Committee inputiaviewing funds allocated to and used by t
program.

B. Ratethe Advisory Committee input on whethtre funding isadequate for
program operation.

POSSIBLE DOCUMENTS:

A. Highlight pertinent discussion in Advisory Committee meeting minutes.

B. Providefundinginformation and highlight pertinent discussion regardidgquacy of fundingm
Advisory Committee minutes.

6.4 REVIEW OF GRADUATE FOLLOW -UP AND EMPLOYER SURVEYS 6.4
Information gathered from the annual follay of program graduates and emplogarveysshould be
reviewed by the Advisory Committee to assess employment potential and provide input on prog
modifications.

A. Ratet he Advi sor y Caf mformatidndéam tree amuahallcsup
completed by thgraduateand employer surveyandresulting recommendations
for modifications to the training program.

POSSIBLE DOCUMENTS:A. Describe the annual review process and provide an example fron
annual survey data and Advisory committee minutes with pertinent information highlighted.

6.5 REVIEW OF COURSE OF STUDY 6.5
The Advisory Committee should provide guidance and approvasids tadded tor removed fronthe
mandatorytask list required fortte program accreditation level being sought.

A. Rate the use of the Advisory Committee to provide inpuheradditiofdeletion
of tasks andts approval oftask changes

POSSIBLE DOCUMENTS:A. Highlight pertinent discussion in Advisory Committee meeting
minutes.
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6.6 REVIEW OF TOOLS, EQUIPMENT , AND FACILITIES 6.6
The Committee should conduct annual inspections of tools and equipment to assure that they &
to-date and comparable to industry standards for quality and safetyAdvisory Committee should
review information from safety inspections and conduct an annual evaluation of the facilities to
compliance with local, state and federal safety and environmental rules and regulations. Additic
the committee should review all safety pradiéer appropriateness in meeting program goals.

A. Rate the Advisory Committee use of the annual review process to provide inp
maintaining upto-date tools and equipment.

B. Is the Advisory Committee included when conducting an annual evaluation of []YES
the facilities to assuresafety andadequacy in meeting program goals?
(GO/NO GO REQUIREMENT) [ INO

POSSIBLE DOCUMENTS:A. —B. Highlight pertinent discussion in Advisory Committee meetin
minutes.

For items rated above or below a 4 provide explanation below:

Standard 6
Average Score &s many asB items)

STANDARD 771 INSTRUCTION

INSTRUCTION MUST BE SYSTEMATIC AND REFLECTOLLISION REPAIR & REFINISH
PROGRAM GOALS. A TASK LIST AND SPECIFIC PERFORMANCE OBJECTIVES WITH
CRITERION REFERENCED MEASURES MUST BE USED.

7.1 PROGRAM 7.1
The training program should progress in logical steps, provide for alternate sequences, where
applicable, and be madwailable to each student.

A. Rate the training programintermswh at 1 s taught (sc
taught (sequencéging logicallyordered

POSSIBLEDOCUMENTS: A. Provide a copy of theourse of study

7.2 PREPARATION TIME 72
Adequate time should be provided for teacher preparation and program development.

A. Rate the instructor's schedule in terms of provididgquate time for planning.

POSSIBLE DOCUMENTS:A. Show a copy of the Master Schedule and instructor office hours.

Effective 1/1/2021 Pagel02of 138 Revised 1/3/2023



7.3 TEACHING LOAD 7.3
The instructor/student ratio and class contact hours should allow time for interaction ctbanae
basis.A safe working environment should be considered when determining teacher/student ratic

A. Rate the average instructor/student rédiothe currat year and) past year for
initial accreditation ob) past 5 years for renewah terms of being
educationally sound and maintaining a safe environment.

POSSIBLE DOCUMENTS:A. Show student enroliment sheets, indicate theberof training
stations, anddentify teaching assistants (if any).

7.4 COURSE OF STUDY 74
All tasks have been given a priority ratingt least nnety-five percent (8%) of the tasks designated
asHigh Priority— Individual (HP-I) must be taught in theourse of study At least ninetypercent
(90%) of the tasks designatedtdigh Priority— Group (HRG) must be taught in theourse of study

Instruction on the legal aspects and responsibilities ofdHision repair & refinishtechnician in areas
such as Environmental Protection Agency regulations, safety regulations, OSHA regulations, at
appropriate requirements must be included ircth@se of studyinstruction and practice in filling ou
work order forms, orderinggpts, and basic record keeping should be a part of the training progra
Tools and equipment must be available to perform the tasks in each of the areas for which
accreditation is requested.

A. For the areasof accreditation beingsought, does the progranprovide theory and
"hands-on" training for at least95% of the HP-I and 90% of the HP-G tasks as
evidenced by crosseferencing the lesson plans, job sheets, and student progress charts’
(GO/NO GO REQUIREMENT)

Complete only the areas of ecreditation

: 95% - HP-I 90% - HP-G
being sought
Damage Analysis/Estimating/Customer
Service [JYES [INO [JYES [INO
Painting & Refinishing [JYES [INO [1YES [INO
Non-Structural Analysis & Damage Repair
(must include Welding, Cutting, & Joining) [JYES [INO [1YES [INO
Structural Analysis & Damage Repair [JYES [INO [1YES [INO
Mechanical & Electrical Components [ JYES [ ]JNO [ ]YES [ JNO
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B. Rate thecourse of studyn terms of including instruction on:

1. Safetyregulations the student may encounter upon employment

2. Legal responsibilities of the technician regarding Environmental Protec:
Agency regulations

3. Otherappropriate requirements which may affect thektlomjob activities

4. ldentification and proper use of appropriate tools and test and measure
equipment

5. Use of current service information and industry publications

6. The inclusion of tasks on filling out work order forms, ordering parts, anc
recording the time spent on task.

POSSIBLE DOCUMENTS:

A. Cross reference lesson plans, job sheets and student progress ingiouireenburse of study

B. Provide syllabus (with information highlighted), course descriptions, lesson plans, job sheets
student materialsamples of work mer forms, parts order form, and show how time spent on tasl
recordedRefer to theNew Instructor Guidéor possible examples

75 PERFORMANCE STANDARDS AND STUDENT PROGRESS 75
All instruction should be performance based, with an acceptable performance standard stated f
task. These standards should be shared with students and potential emplloyersd of each
student's progress should be maintaifida record should indicate tasks required for program
completionand students should demonstrate competency of a task

A. Rate theuseof clearly stated performance levels for each task.

B. Rate the availability of stated performance levels to students and potential
employers.

C. Rate the opportunity for studentsdemonstrate (practicepmpetency of a task
before the instructor verifies a

D. Rate the use of a progress chart or other method (with specific tasks) to in
students' progress.

POSSIBLE DOCUMENTS§paper or electronic records):

A. Provide a task sheet or other measuremens.tool

B. Provide the evaluation criteria from the syllabus, progress chart, or task sheet.

C. Provide a task sheet or student progress chart.

D. Provide the doool policy on student evaluati, sample of student progredsart, and use an actue
record withstudent identifyingnformation blocked out.
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7.6 SAFETY STANDARDS 7.6
Safety instruction must be given prior to lab/shop work and be an integral part of the training prt
A safety test must be includ&uthe training program. Students and instructors should comply wi
personal and environmental safety practices associated with clothing; eye protection; hand tool
power equipment; proper ventilation; and the handling, storage, and disposal of chlemaialals in
accordance with local, state, and federal safety and environmental regulations.

A. Is safety instruction given prior to lab/shop work? [ JYES [ INO
B. Are safety tests given in the training program? [ JYES [ INO

POSSIBLE DOCUMENTS:
A. Show an example of the safety test, course of study, coutisee, posters, etc.
B. Provide the course of stuaynd sample of the safety test.

7.7 PERSONAL STANDARDS 7.7
All training activities and instructional material should emphasize the importance of maintaining
personal standards.

A. Rate the emphasjgaced on the following in all training activities and
instructional materials:

the importance of maintaining good relationships with fellow employee

respect for fellow students' tools and other property

the development of good customer relations

appropriate clothing like that found in local shops

student cleanliness to ensure seats, steering wheels, etc. are not grea

damaged after the job is complete

abrwbdE

POSSIBLE DOCUMENTSA. The evaluation team will conduct a visual insp@ttProvide
instructionalmaterials, class / lab / shop rules.

78 WORK HABITS/ETHICS 78
The training program should be organized in such a manner that work habits and ethical practic
required on the job are an integral part of the instruction.

A. Rate the degree to whithe training prograndevelops work habits that
coincide withwork habitsrequired on the job.

B. Rate the emphasis placed upon ethical practices.

POSSIBLE DOCUMENTSA. — B. The evaluation team will conduct a visual inspection. Describ
attendance policy, etc.
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79 RELATED INSTRUCTION 7.9
Instruction in related mathematics, science, communications, and interpersonal relations shoulc
provided and coordinated with ongoing instraatin the training program.

A. Rate the degree to which related mathematics, science, communications,
interpersonatelations instruction are integrated with instruction in the train
program.

POSSIBLE DOCUMENTS:
A. Show syllabus with objectives aeadamples of tasks where related instruction is provided (O&n
Law, Pascal ' setc); SkilsUSAgReofessiondlavielopment Program, if appropriate.

710TESTING 7.10
Both written and performandeased tests should be used to validate student competency. Studel
should be emmuraged to take industry recognized certification tests, such as thEmBH evel
Certificationor ASE Professional Certification test

A. Rate the use of written tests to evaluate cognitive task performance.

B. Rate the use of performance tests to evaluate manipulative task performa

C. Rate the use of an acceptable level of performance in cognitive and
manipulative tests.

D. Rate the degree to which students are encouraged to take accreditation te
are industry recognized certification tests, such as the A#E-Level
Certificationor ASE Professional Certificatiotests.

POSSIBLE DOCUMENTS:

A. Show samples of written tests.

B. Show sample job sheets.

C. Show ample of the rating scale used.

D. Show posters, ASE test registration matersilsjent certificates of achievement, andfescribe
provisions made for taking ASE tests.

711 EVALUATION OF INSTRUCTION 711
Instructional procedures should be evaluated in a systematic manner. This evaluation should bt
through regular reviews by students and the administration.

A. Rat the use of student input/participati@arvey)in the evaluation process of
instruction.

B. Rate theprocess used by administratimnevaluate instructors.

POSSIBLE DOCUMENTSA. — B. Provide arexplanation of the overgbrogram evaluation policy
andplan. Show samples of the instructor evaluation instrument, etc.
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7.12ON-VEHICLE SERVICE AND REPAIR WORK 712
On-vehicle service and repair work should be scheduled to benefit the student and supplement
instruction on items specified in the task list. A student should have had fistraied practice on a
specific repair task before arehicle service and repair work requiring that task is assigned. Vehi
donated by the manufacturers or other sources, custonrexd vehicles, and other training vehicles
may be used as the primawgurce of orvehicle service and repair work. Training program studen
owned vehicles, school buses, and other vehicles owned and operated by the governing body ¢
school must not be the primary source ofveiicle service and repair work vehiclesll vehicles in
the lab/shop should have a completed industpe work order attached to or on the vehicle.

A. Ratethe availability ofon-vehicle service and repair wotlkatbenefits the
student and supplements-gaing instruction.

B. Rate the degree to which a student had instruction and practice on a speci
repair task before emehicle service and repair work is assigned.

C. Rate the degree to which the program polidesot allowthe following as the
primarysource of orvehicle service and repair work:
1. students in theollision repair & refinishtechnician training program
working on their own vehicles
2. school buses or other vehicles owned and operated by the governin
body of the school.
(NOTE: VEHICLES DONATED BY MANUFACTURERS OR OTHER SOURCERRE
ACCEPTABLEAS THE PRIMARY SOURCE OF ONEHICLE SERVICE AND REPAIR
WORK.)

D. Rate the use of a written, industry type work order attachedgaoed inside
the vehicle.

POSSIBLE DOCUMENTS:

A. Show task sheets and repair orders. The evaluationtilhoonduct a visuainspection.

B. Show course of study anccapy of the student task sheets, lab sheets, or progress charts, or v
order.

C. Provide a copy of the program policy.

D. Show a sample work order. The evaluation team will conduct a visual inspection.

7.13 CUSTOMER VEHICLES 7.13
A systematic method of collecting, documenting, and disbursing customer vehicle work repair re
should be used. Instructional staff shoutd be required to collect payment for customer vehicle
work repairs. (This applies only to programs that accept customer vehicles for instruction.)

A. Rate the system used to collect, document, and disburse customer v
repair receiptgN/A if no custome work is done). [ IN/A

B. Rate the use of support staff to collect payment for customer work
repairs(N/A if no money is ever exchanged). [ IN/A
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POSSIBLE DOCUMENTS:A. - B. This applies only to programs that use customer vehicles. Sh
the policy statemnt on collecting, disbursing, and accounting for funds.

7.14 ARTICULATION 7.14
Agreements between programs with equivalent competencies should be used to eliminate unne
duplication of instruction and fter continued study.

A. Rate the articulation agreements used between programs with equiv
competencies to eliminate unnecessary duplication of instruction. L IN/A

POSSIBLE DOCUMENTS:A. Show copy of the articulation agreement. Note: this may beifN/A
there are no articulation agreements in place.

For items rated above or below a 4 provide explanation below:

Standard 7
Average Scoreg(as many as35items)

STANDARD 81 TOOLS & EQUIPMENT

TOOLS AND EQUIPMENTUSED IN THECOLLISION REPAIR & REFINISHTECHNICIAN
TRAINING PROGRAM MUST BE OF THE TYPE AND QUALITY FOUND IN THE RPAIR
INDUSTRY AND MUST ALSO BE THE TYPE NEEDED TO PROVIDE TRAINING TO MEET
THE PROGRAM GOALS AND PERFORMANCE OBJECTIVES.

8.1SAFETY 8.1
Equipment and tools used in the training program must have all shields, guards, and other safe
devices in place, operable, and used. Safety glasses must be worn by all students, instructors,
visitors in the lab/shop areehile lab is in session.

A. Are all shields, guards, and other safety devices in place, operable,
and used2GO/NO GO REQUIREMENT) [JYEs [INO

B. Do all students, instructors, and visitorscomply with safety practices
and wear safety glassem the lab/shop area while lab is in session? [ ]YES [ ]NO
(GO/NO GO REQUIREMENT)

POSSIBLE DOCUMENTSA.- B. The evaluation team will conduct a visual inspection.
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8.2QUANTITY AND QUALITY 8.2
The tools and equipment used in the training program should reflect the program goals and
performance objectives. Sufficient tools and equipmentilshbe available for the training offered.
The tools and equipment should meet industry quality standards.

A. Are the tools and equipment available for the tasks being taught for
the level of accreditation being requested? [1ves LINO

B. Rate the quantity of tools and equipment in terms of the quantity needed fc
efficient and effective instruction.

C. Rate the tools and equipment used in terms of meeting industry quality
standards.

POSSIBLE DOCUMENTS:

A. The evaluation team will conduct a visual insp@tt Provide a copy of the tool inventory &
location.

B. The evaluation team will conduct a visuapection of class size aim/entory.

C. The evaluation team will conduct a visual inspectiotoofs and equipment used to meet industr
guality standards.

8.3CONSUMABLE SUPPLIES 8.3
Sufficient consumable supplies should be readily available to assure continuous instruction.

A. Rate the consumable supplies in terms of avaitgtiti assure continuous
instruction.

POSSIBLE DOCUMENTS:A. The evaluation team will conduct a visual inspactiProvide
inventory sheetand describeeplenishment procedure.

8.4PREVENTIVE MAINTENANCE 8.4
A preventive maintenance schedule should be used to minimize equipmentimewn

A. Rate the usef a preventive maintenance schedule to minimize equipment
down time.

POSSIBLE DOCUMENTSProvide a copy of the preventive maintenance schedule or spreadshe
See example doawent inResourcesection ofASE Education Foundatiomebsite.

8.5 REPLACEMENT 8.5
An annual review process should be used to maintato-date tools and equipment at industry anc
safety standard$sraduatéollow-up surveysand Advisory Committee input should be used in this
process.

A. Rate the use of an annual review process, including the use of graduate fo
up information to maintain ufp-date tools and equipment at industry and
safety standards.
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POSSIBLE DOCUMENTS:A. Describe the annual review process and providexample from the
annual surveylata.

8.6 TOOL INVENTORY AND DISTRIBUTION 8.6
An inventory system should be used to account for tools, equipment, parts, and supplies.

A. Rate the use of an inventory system to account for tools, equipment, parts,
supplies and the process of disbursing tools to students.

POSSIBLE DOCUMENTSA. Provide thanventory list and describe how tools are disbursed and
signed in/out to students.

8.7PARTS PURCHASING 8.7
A systematic partpurchasing system should be in place.
A. Rate the use of a systematic parts purchasing system. L IN/A
B. Rate the efficiency of acquiring parts for task performance. L IN/A

POSSIBLE DOCUMENTS:
A. If purchasing parts, provide a written procedure or parts request form.
B. Theevaluation team may discuss this issue with instructor.

8.8HAND TOOLS 8.8
Each student should have access to basic hand tools comparable to tools required for employn
Students should be encouraged tachase a hand tool set during the period of instruction.

A.Rate the availability of hand too
comparable to the tools that will be required for employment.

B. Rate the emphasis placed on encouraging students to purchase a hand to
(during the period of instruction) which is appropriate to the level in which t
are being trained.

POSSIBLE DOCUMENTS:

A. Provide an inventory. The evaluation team will conduct a visual inspection.

B. Explain policy and provide information available for students detaitogmmended tool list and
vendor visits.

For items rated above or below a 4 provide explanation below:

Standard 8
Average Score(as many aslOitems)
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STANDARD 9 - FACILITIES

THE PHYSICAL FACILITIES MUST BE ADEQUATE TO PERMIT ACHIEVEMENT OF THE
PROGRAM GOALS AND PERFORMANCE OBJECTIVES.

9.1TRAINING STATIONS 9.1
Training stations (bench and-eehicle service and repair work) should be available in the type ar
number required for the perfoance of tasks outlined in the program goals and performance
objectives.

A. Rate the training stations available in the type and number required for task
performance as outlined in the program goals and performance objectives in-
of:

1. adequate bench space
2. adequate lab/shop space

POSSIBLE DOCUMENTSA. The evaluation team witonduct a visual inspection. Provide
information on class size for each course.

9.2SAFETY 9.2
The facilities shold meet all applicable safety standards and an emergency plan should be in pli
and posted in all classrooms and lab/shop areas.

A. Rate the identification of hazardous areas (painting, welding, etc.) with signs.

B. Rate the fire extinguishers in terms of having regular, current inspection tags
attached and meeting fire codes for different types of fires.

C. Rate the availability of an electrical disconnect system or posted procedure tc
down all outlets in case of an emergency.

D. Rate the lighting in terms of being adequate for task performance and safety.
E. Rate safety inspections in terms of being regularly held.
F. Rate the degree to whichunctionaleye waststation is available.
POSSIBLE DOCUMENTS:
A. —F. The evaluation team will conduct a visual inspection of the location of signs, fire extingui

posted policy/procedures, lighting, inspection schedule, applicable safety standas® amdh
stations
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9.3FACILITY MAINTENANCE 9.3
A written maintenance prograpolicy should exist to ensure facilities are suitable for instruction.

A. Rate the use of a written facility maintenaipcecedure to ensure suitability for
instruction.

POSSIBLE DOCUMENTS:A. Provide copy of written policgr procedures.

9.4 HOUSEKEEPING 9.4
The classroom(s), lab/shop, and support area(s) should be kept clean and orderly.

A. Rate the classroom and lab/shop area forgoképt clean and orderly.

B. Rate the parking and storage areas for being kept clean and orderly.
POSSIBLE DOCUMENTS:A. —B. The evaluation team will conduct a visual inspection.
9.50FFICE SPACE 9.5
An area separate from the lab/shop should be available and convenient for the instructor(s) to t

office.

A. Rate the availability of an area separate from the lab/shop for the instructor's
anoffice.

POSSIBLE DOCUMENTS:A. The evaluation team will conduct a visual inspection.
9.6INSTRUCTIONAL AREA 9.6
A classroom convenient to, but separate from, the lab/shop area should be available for instruc

other nonlab/shop activities.

A. Ratethe availability of an area convenient to, but separate from, the lab/shop
theory instruction and other néab/shop activities.

POSSIBLE DOCUMENTS:A. Theevaluation team will conduct a visual inspection.
9.7STORAGE 9.7
Storage areas for tools, parts, supplies, and automobiles should be sufficient to support the act
outlined inthe program goals and performance objecti$esurity should be provided to prevent
pilferage and vandalism.

A. Rate the storage area for specialized tools in terms of being adequate to supy
activities outlined in the program goals and objectives.

B. Rate the storage area for parts and supplies in terms of being adequate to su
the activities outlined in the program goals and performance objectives.

C. Rate the storage area for vehicles in terms of being adequate to support the
activities outlined in the program goals and performance objectives.
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D. Rate the storage area in terms of being provided for student
toolboxes. [ IN/A

E. Rate the security from pilferage and vandalism of the storage areas.
POSSIBLE DOCUMENTSA. —E. The evaluation team will conduct a visual inspection.

9.8 SUPPORT FACILITIES 9.8
Cleanup areas should be provided for both male and female students and should be convenier
instructional area.

A. Rate the area provided for cleap after lab/shop activities in terms of being
conveniently located.

POSSIBLE DOCUMENTSA. The evaluation team will conduct a visual inspection.

9.9VENTILATION 9.9
An exhaust fume removal system shibbe in place and operation&/hen appropriate, heating and
cooling systems should be ds® provide sufficient comfort for learning.

A. Rate the exhaust fume removal system in terms of being in place and operab

B. Rate the heating and cooling systems in terng@¥iding sufficient comfort for
learning.

POSSIBLE DOCUMENTS:

A. The evaluation team will conduct a visual inspattand verify the function afxhaust fume
removal system.

B. The evaluation team will interview instructors and students.

9.10FIRST AID KIT 9.10
If allowed by school policya first aid kit should be in place and should be maintained and comply
with local regulations

A. If allowed rate the first aid kit in terms of being equipped with ba:
up-to-date first aid suppliesf not allowed, mark N/A. [ IN/A

POSSIBLE DOCUMENTSA. Provide copy of the written policy. The evaluation team will condut
visual inspectiorif a first aid kit is allowed

For items rated above or below a 4 provide explanation below:

Standard 9
Average Score(as many a22 items)
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STANDARD 10- INSTRUCTIONAL STAFF

THE INSTRUCTIONAL STAFF MUST HAVE TECHNICAL COMPETENCY AND MEET ALL
STATE AND LOCAL REQUIREMENTS FOR CERTIFICATION/CREDENTIALS.

10.1 TECHNICAL COMPETENCY 10.1
Instructors must hold current ASE certification in each collision repair and refinish areas they
teach, and which is being evaluated for program accreditatio{GO/NO GO REQUIREMENT)

How many instructorgeach inthis program?

A. Do all instructors hold current ASE certification in the collision repair &
refinish area(s) they teach?

1. B2 Painting & Refinishing [ JYES [INO
2. B3 NonStructural Analysis & Damage Repair []YES [ ]NO
3. B4 Structural Analysis & Damage Repair [ JYES [INO
4. B5 Mechanical & Electrical Components []YES [ ]NO

POSSIBLE DOCUMENTSA. Provide information on each instructor, diplomas earaad,copy of
ASE Certification.

10.2 INSTRUCTIONAL COMPETENCY 10.2
Instructors should meet atate, local, or institutionaéaching requirements.

A. Rate the degree to which all instructors meestalle local, or institutional
teaching requirements.

POSSIBLE DOCUMENTS:A. Provide a copy of the teachingrtificate or equivalentfor each
instructor.

10.3TECHNICAL UPDATING 10.3
Faculty members should be provided technical materials required mtamaheir competency.
Instructors must completespecified minimum amourf technical update training each year.

Collision Repair/Refinishnistructors may substitute ten (10) hours of documented ‘anad®rkas a
technicianin a retail or fleetollision repair business outside the school (e.qg. -{iae work or
summer externship) for one (1) hour of update training, up to a maximum da0gemaurs of update
training each year, toward the annual update training requirement. The work must be related to
areas they teach and take place in the same year for which substitute credit is sought.

A. Rate the availability of automotivteade publications, service bulletins, and otf
materials needed to maintain technical competence for the instructional staf

B. Do all instructors attend a minimum of 20 hoursper year of

recognized industry update training(or equivalent) relevant to the [ JYES []NO
program? (GO/NO GO REQUIREMENT)
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POSSIBLE DOCUMENTS:
A. Provide a copy of the inventory of trade publicatisesvice bulletins, etc. Thevaluation team

will conduct a visual inspection.
B. Provide certificate, transcript, or completion forms for each instrugtsthandson work
equivalent, provide the Handm Work Report, with detailedescription of work pedrmed and

signed by employer.

10.4SUBSTITUTES 10.4
A written policyor procedure egar di ng t he wuse of ¢&xisantbs pravited
to all instructors.

A. Rate the degret® whichinstructors receive a written polioy procedure
regarding the use of substitutes

POSSIBLE DOCUMENTS:A. Provide written policyor proceduren substitute teachers.

For items rated above or below a 4 provide explanation below:

Standard 10
Average Scorg(3 items)

STOP!
THE NEXT TWO STANDARDS ARE OPTIONAL .
YOU SHOULD ONLY COMPLETE STANDARDS 11 AND/OR 12
IF ADDITIONAL PROGRAM HOURS ARE NEEDED TO MEET
MINIMUM HOUR REQUIREMENTS.
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STANDARD 1117 WORK-BASED LEARNING

WRITTEN POLICIES AND PROCEDURES SHOULD BE USED F@RL PROGRAM
SANCTIONEDWORK-BASED LEARNING AND APPRENTICESHIPACTIVITIES. (This
standardcapplies only to programs thate usingvork-basdlearning orapprenticeship trainingp
meetminimumprogram hour requiremenys

* A maximum of 25% of the instructionfiburs requirement may be met by applicable waked
learning activities, €earning activities, or a combination of betbrk-based learningnd elearning
activities.

Will work-based learning be used to mést minimum hour requirements for
accreditation?f not, skipthe rest of standard 11 [JYES [INO

11.1STANDARDS 11.1
The workbased learning component must be an integral part of the automotive peogtamailable
to all studentsSudents spend part of the scheduled time, either on a daily basis or in dilleck
configuration, orsite in related classroom instrugtiand part of the scheduléthe off-site in a
related and structured work environment.

A. Rate the use of a training plan and performance standards a student w
expected to meet in terms of being developed and coordinated by the []
collision repair & efinishinstructor. N/A

POSSIBLE DOCUMENTS:A. Show overall workbased or apprenticeship plaample training
plan, and thevaluation team will talk with instructor. This may be N/A.

11.2AGREEMENTS 11.2
All legally binding agreements should be written and signed by the student, the student&fpheen
student is under 18 years of agte employer and the program instructor or the institution's
designated worbased learing coordinator.

A. Rate the use of all agreements between the institution and the work loc []
in terms of being written and legally binding. N/A

POSSIBLE DOCUMENTS:A. Show a sample agreement. This may be N/A.

11.3SUPERVISION 11.3
A supervisingecollision repair & refinishinstructor or supervising workased learning coordinator
should be assigned responiii, authority, and time to coordinate and monitotlision work-based
learning components.

A. Rate the use of eollision repairinstructor or supervising coordinator

assigned the responsibility, authority, and time to coordinate and monit []
work-based learning automotive programs. N/A
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POSSIBLE DOCUMENTS:A. Show written policy on supervision, idefytthe person responsible
for supervision; the evaluation team should interview the person who superviselasetklearning
or apprenticeship. This may be N/A.

For items rated above or below a 4 provide explanation below:

Standard 11
Average Scoreg(as many as 3 items)

STANDARD 1271 E-LEARNING

WRITTEN POLICIES AND PROCEDURES MUST BE FOLLOWED WHENLEARNING
CURRICULAR MATERIALS ARE USED OUTSIDE OF SCHEDULED CLASSROOM/LAB/SHO!
TIME. (This standard onlapplies to programs that are usinigarning to meet program hour
requirements. Thisisagob go Standard that requires val
criterion.)

* A maximum of 25% of the instructionfiburs requirement may be met by applicable wmaked
learning activities, €earning activities, or a combination of betrk-based learningnd elearning
activities.

Will e-learning be used to mette minimum hour requirements for accreditation’
If not, skip tle rest of standard 12 [ J]YES [INO

12.1 ACCESS 12.1
Students must have access to the appropriate technology needed to-temessgmaterials.

A. Is there documentation that students have access to appropriate
technology for elearning purposes(GO/NO GO ] 1 U
REQUIREMENT) YES NO N/A

POSSIBLE DOCUMENTS:A. Provide a copy of the policy regarding the availabiifyappropriate
technology forstudents to accesd@arning instructional materials

12.2 CURRICULUM AND STUDENT PROGRESS 12.2
All content/tasks taught bylearning must beidentdid and a record of ea
be maintained through the use of a Learning Management System (LMS).

A. Are the content/tasks that are to be delivered via-eearning clearly [] ] [
highlighted in the Course ofStudy? (GO/NO GO REQUIREMENT) YES NO N/A

B. Is there documentation that elearning is incorporated into the [] [] []
content/tasks in the program planAGO/NO GO REQUIREMENT) YES NO N/A
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C. Do the instructional hours to be credited toward meeting up to 25
percent of the program specialty hourrequirements correlate with
the vendorés average completio [] 1 O

module? (GO/NO GO REQUIREMENT) YES NO N/A
D. Is there documentation of the implementation and use ofkearning

instructional materials as evidenced in a Learning Management [] [] []

System (LMS)?(GO/NO GO REQUIREMENT) YES NO N/A

POSSIBLE DOCUMENTS:

A. Highlight elearning activities in the course of study materials.

B. Crossreference dearning activities to content/tasks in the program plan.

C. Correlate instructional hours to be creditedard meting up to 25 percent of tipgogram specialty
hour requi r e me saveragwcompietion tine ferck instruewtronal module.

D. Show an example of the Learning Managenh®&stem (LMS) used to tracgtudent progress.

12.3ADVISORY COMMITTEE INPUT 12.3
E-learning, for the purpose of meetitige hour requirements, should be discussed and approved b
Advisory Committee.

A. Are Advisory Committee meeting minutes available to confirm that
the committee has discussedlearning? (GO/NO GO [] 1 [
REQUIREMENT) YES NO N/A

POSSIBLE DOCUMENTS:A. Highlight pertinent information in the Advisory Committee meeting
minutes.

Standard 12
Number of ¢ Y(assmanyase/stgns
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For Office Use Only
Program ID:

COLLISION REPAIR & REFINISH FINAL REPORT FORM - 2022
ACCREDITATION [ ] RENEWAL OF ACCREDITATION [ ]
*Complete and return separate forms for each program evaluated*

1. INSTITUTION:

SchoolName

Program

Street

City State Zip

Telephone Program Website

Administrator Name Title Email
2. EDUCATIONAL LEVEL OF PROGRAM BEING EVALUATED:

[ ]Secondary [ ] PostSecondary [ | Secondary & PosBecondary

3. ACCREDITATION AREAS EVALUATED:

[] Damage Analysis/Estimating/Customer Service
(Required for all accredited programs)

[] Painting & Refinishing

[ ] Non-Structural Analysis & Damage Repair
(75 additional hours required for Welding, Cutting & Joining )

[] Structural Analysis & Damage Repair
(Accreditation in Non-Structural Analysis & Damage Repair
is also required)

[ ] Mechanical and Eletrical Components
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4. NAMES OF EVALUATION TEAM MEMBERS:

Name Title Employer(Dealership)
Name Title Employer (Independent)
Name Title Employer(Alternate)

5. Please average ratingadministrative servicesoffered by the scho@Standards 45
are to be rated during initial accreditation pnunless otherwise indicatgd

STANDARDS
1 2 3 4 5

Number of evaluators
AVERAGE RATING

6. EVALUATION SUMMARY - Complete only those areas evaluated. Average the
ratings given by the team members and record iappeopriate box.

STANDARDS

ACCREDITATION AREAS 6 7 8 9 10 11

(if applicable)

Damage Analysis/Estimating/
Customer Service (DAECS)

Painting & Refinishing

Non-Structural Analysis & Damage
Repair (Body Components)

Structural Analysis & Damage Repair

Mechanical & Electrical Components

7. Completelnstructor Qualification Sheetsfor ALL instructors. (Attach additional
copies if necessary)

8. Verify documentation oindustry update trainin@nd/orequivalent (20 hours required
for each instructor).

1 year of update training for Initial Accreditation
5 years of update training f&enewal ETL initials

9. Does an Advisory Committee with at least five members in attendance (excluding
school personnedr educators from other prograpt®nvene a minimum of two
working meetings per year? YES[ | NO[ ]

10.Do Advisory Committee minutes reflect the Advisory Comtimgte * s r evi ew of
information from an annuavaluation of the facilitieaYES[ | NO[_]
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11.For programs applying und&tandard 12please answer the following questidiifis

applies only to programs that are using-lEearning to meet program hour

requirements. This is a go/no go Standard that requireslvi dat i on of

response to each of the criterion.)

Is there documentation that students have access to
appropriate technology for elearning purposes? YES []

Are the content/tasks that are to be delivered via-e
learning clearly highlighted in the course of study? YES []

Is there documentation that elearning is incorporated
into the content/tasks in the program plan? YES []

Do theinstructional hours to be credited toward

meeting up to 25 percent of the program specialty hou
requirements correlate w
completion time for each instructional module? YES []

Is there documentation of theimplementation and use
of e-learning instructional materials as evidenced in a
Learning Management System (LMS)? YES []

Are Advisory Committee meeting minutes available to
confirm that the committee has discussed and
approved elearning? YES [ ]

NO []

NO []

NO []

NO[]

NO []

NO []

N/A []

N/A []

N/A ]

N/A []

N/A []

N/A []

12.For programs seekingre-accreditation, was documentation provided regarding
the status of the omsite evaluation team recommendations made at the previous

on-site evaluation.

[ Jyes [ INo

If No, please explain:
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13.1 recommendaccreditation in the following areas for the program listed above:

% HPI % HPRG
a. Damage Analysis/Estimating/Customer Service
[] (DAECS)

(] b Painting & Refinishing

[ ] c. NonStructural Analysis & Damage Repair

[ ] Welding, Cutting, and Joining

[] d. Structural Analysis & Damage Repair

[] e. Mechanical & Electrical Components

14.The following team members concur with mehe information contained in this final
report represents a consensus of the esite evaluation teamA copy of the final report
(including the signed Summary of Debriefing Meeting form with participant
signatures will be kept in my personal files and a copy will be provided to the ASE
Education Foundation.

Team Member

Team Member

Team Member

15.1 have provided the institution a copy of the supplementary sheets and debriefing
form. ETL initials

| hereby certify this report to the ASE Education Foundation

Evaluation Team Leadet (y pi ng name bBignate¢) serves as a Date— M/D/YYYY

Home Phone Number  Work Phone Number E-mail address

* The final report should bemailed toinfo@ASEeducationfoundation.owgthin one week of
completing the orsite evaluation. A confirmation email will be sent to you within 48 hours of
receiving these documentsll payment forms and receiptshouldbe submitted to the ASE
Education Foundatioaffice at the same time the final report is submitted.
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COLLISION REPAIR & REFINISH SUPPLEMENTARY SHEETS

ACCREDITATION [ ]

1. Please averagadministrative servicesoffered by the school.

(Standards 15)

RENEWAL OF ACCREDITATION [ ]

STANDARDS

2

Number of evaluators

AVERAGE

Strengths/Recommendations for Improvementgive Standard number)

2. Please use themployer Questionnaireforms to rate the graduates from this collision
repair and refinish training program.

STUDENTS
A B C F
EMPLOYER
AVERAGE
Effective 1/1/2021 Pagel23o0f 138
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COLLISION REPAIR & REFINISH SUPPLEMENTARY SHEETS
(Standards 611)

**USING THE EVALUATION GUIDE RATING SHEETS FOR STANDARDS 6 -10
EVALUATE THE PROGRAM BASED ON THE AREAS OF ACCREDITATION
APPROVED FOR TEAM REVIEW. **

ACCREDITATION [ ] RENEWAL OF ACCREDIT ATION [ ]

AREA: DAMAGE ANALYSIS/ESTIMATING/CUSTOMER SERVICE (DAECS)

a. Number of hours in the course of study:

b. Is this program using Standard 12l(Earning) to meet hour requirements for this
specialty area?

YES[ ] NO[] Ifso, how many hours?

c. Percentage of: HP__ % HP-G__%

STANDARDS
6 7 8 9 10 11
(If applicable)
Number of
evaluators
AVERAGE

Strengths/Recommendations for Improvementggive Standard number)
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AREA: PAINTING & REFINISHING

a. Number of hours in the course of study:

b. Is this program using Standard 12l(Earning) to meet hour requirements for this
specialty area?

YES[ ] NO[ ] If so, how many hours?
c. Percentage of: HP_% HP-G_ %
d. Does the instructor(s) meet the minimum qualifications?es [ | No [ ]

e. Does the instructor(s) have curréx8E B2 certification? Yes [ | No [ ]

STANDARDS
6 7 8 9 10 11
(If applicable)
Number of
evaluators
AVERAGE

Strengths/Recommendations for Improvementggive Standard number)
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AREA: NON-STRUCTURAL ANALYSIS & DAMAGE REPAIR

(BODY COMPONENTS)

a. Number of hours in the course of study:

b. Welding, Cutting, & Joining hours in the course of study:

c. Isthis pogram using Standard 12-(Eearning) to meet hour requirements for this

specialty area?

YES[ ] NO[ ] Ifso, how many hours?

d. Percentage of: HP __ %

HP-G __ %

e. Welding, Cutting, & Joining: HP-I _% HP-G_%

f. Does the instructor(s) meet the minimum qualifications?es [ | No [ ]

g. Does the instructor(s) have curréd8E B3certification? Yes [ ] No [ ]

STANDARDS
6 7 8 9 10 11
(If applicable)
Number of
evaluators
AVERAGE

Strengths/Recommendations for Improvementg¢give Standard number)
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AREA: STRUCTURAL ANALYSIS & DAMAGE REPAIR

a. Number of hours in the course of study:

b. Is this program using Standard 12l(Earning) to meet hour requirements for this

specialty area?

YES[ ] NO[ ] If so, how many hours?

c. Percentage of: HP_ %

HP-G _ %

d. Does the instructor(s) meet the minimum qualifications?es [ | No [ ]

e. Does the instructor(s) have curré8E B4 certification? Yes [ | No [ ]

STANDARDS
6 7 8 10 11
(If applicable)
Number of
evaluators
AVERAGE

Strengths/Recommendations for Improvementggive Standard number)
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AREA: MECHANICAL & ELECTRICAL COMPONENTS

a. Number of hours in the course of study:

b. Is this program using Standard 12l(Earning) to meet hour requirements for this

specialty area?

YES[ ] NO[ ] If so, how many hours?

c. Percentage of: HP_% HP-G_ %

d. Does the instructor(s) meet the minimum qualifications?es [ | No [ ]

e. Does tle instructor(s) have curreASE B5certification? Yes [ | No [ ]

STANDARDS
6 7 8 10 11
(If applicable)
Number of
evaluators
AVERAGE

Strengths/Recommendations for Improvementggive Standard number)
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EMPLOYER QUESTIONNAIRE

On-Site Team Members should use this form for contacting employers of graduates in the
collision repairand refinish training program under review.

Place of Employment

Employer Contact

Street

City State Zip

Telephone

Evaluate program graduates on the factors listed below in comparison with ENTRY LEVEL
persons of a SIMILAR AGE. Use the following rating scale:

5 =excellent

4 = above average
3 = average

2 = below average
1 = poor

Rating
1. Entry level skills
2. Work habits and attitudes
3. Attendance and punctuality
4. Opportunities for advancement
Rating Average
NOTE to the ETL:

PLEASE RETURN THESE EMPLOYER QUESTIONNAIRE FORMS WITH THE
FINAL REPORT.
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EMPLOYER QUESTIONNAIRE

On-Site Team Members should use this form for contacting employers of graduates in the
collision repair and refinish training program under review.

Place of Employment

Employer Contact

Street

City State Zip

Telephone

Evaluate program graduates on the factors listed below in comparison with ENTRY LEVEL
persons of a SIMILAR AGE. Use the followingtireg scale:

5 = excellent
4 = above average

3 = average
2 = below average
1 = poor

Rating
1. Entry level skills
2. Work habits and attitudes
3. Attendance and punctuality
4. Opportunities for advancement
Rating Average
NOTE to the ETL:

PLEASE RETURN THESE EMPLOYER QUESTIONNAIRE FORMS WITH THE
FINAL REPORT.
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EMPLOYER QUESTIONNAIRE

On-Site Team Members should use this form for contacting employers of graduates in the
collision repair and refinish training program under review.

Place of Employment

Employer Contact

Street

City State Zip

Telephone

Evaluate program graduates on the factors listed below in comparison with ENTRY LEVEL
persons of a SIMILAR AGE. Use the following rating scale:

5 =excellent

4 = above average
3 = average

2 = below average
1 = poor

Rating
1. Entry level skills
2. Work habits and attitudes
3. Attendance and punctuality
4. Opportunities for advancement
Rating Average
NOTE to the ETL:

PLEASE RETURN THESE EMPLOYER QUESTIONNAIRE FORMS WITH THE
FINAL REPORT.
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2022COLLISION REPAIR & REFINISH INSTRUCTOR QUALIFICATION SHEET

Instructor ASE ID# (required)
(pleasepr i nt or type i nst (asit@appears’otheir MBENCerjificaty

Are they a new instructor with the program?  [_|No [ ]Yes- Hire Date:

Please indicate the areas of accreditation being sought:

X] Damage Analysis/Customer Service/Estimating
[] Painting & Refinishing

[ ] Non-Structural Analysis & Damage Repair

[] Structural Analysis & Damage Repair

[] Mechanical & Electrical Components

Current ASE Certifications: Expiration Required
Date

B2 Painting & Refinishing If taught

B3 Non-Structural Analysis & Damage Repair If taught

B4 Structural Analysis & Damage Repair If taught

B5 Mechanical & Electrical Components If taught

Programs must indicate the areas being taught by this instructor

Painting & Refinishing []
Non-Structural Analysis & Damage Repair [ ]
Structural Analysis & Damage Repair []

Mechanical & Electrical []
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ON-SITE EVALUATION TEAM MEMBER LIST

Collision Repair & Refinish Accreditation
NOTE: There must be one evaluation team member from a dealership, one evaluation team
member froman independent repair facilitgnd one from either a dealership, independent repair
facility, or current advisory membek maximum ofonecurrent advisory commge member
that has not participated in the program-gsifiluation may be selectef third alternate team
member (dealership or independent repair faciityst beidentified for aninitial accreditation.
Manufacturer specific programs may use only tea@mbers from the respective manufacturer
dealershipsSee the Qualifications ofOn-site Evaluation Teanmglembers section for selection
criteria.

Team membersfor the on-site visit must not be former instructors orgraduates of the
program within the pastthree years Relatives of the administrator or instructor may not
serve as a team member.

1. TEAM MEMBER FROM DEALERSHIP:

Name

Position (Title)

Company Name

Company Address

Phone Number

Years of handsn collision repair andefinish experience:

High school graduate or equivalent: [YES [ ]NO
ASE Collision Repair & Refinish Certifications (recommended):

2. TEAM MEMBER FROM INDEPENDENT REPAIR FACILITY:

Name

Position (Title)

Company Name

Company Address

Phone Number

Years of hand®n collision epair and refinish experience:

High school graduate or equivalent: JYES [ _INO
ASE ollision Repair & Refinish Certifications (recommended):
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3. ALTERNATE TEAM MEMBER ( DEALERSHIP, INDEPENDENT REPAIR

FACILITY, OR ADVISORY COMMITTEE MEMBER) T Initial Accreditation
Only

Name

Position (Title)

Company Name

Company Address

Phone Number

Advisory Committee Member:[ [YES [ |NO
Years of hand®n collision epair and refinish experience:

High school graduate or equivalent: [YES [ ]NO
ASE Collision Repair & Refinish Certifications (recommended):
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INTEGRATED ACADEMIC SKILLS RECOGNITION (OPTIONAL)

Note: For more information, refer to thetegrated Academic SkilRecognitiorpage in the Policies Section.

Program Name

Collision Repair & Refinish Instructor(s) to be recognized:

Academic areas and instructors to be recognized:

English Approved[_]Yes [ INO  |nsiructor Name

Mathematics Approved[ JYes [ INO |nstructor Name

Science Approved[_]Yes [[JNo |nstructor Name

1. Istherecoordination between the collision repair and refigstgramand the academic
department(s) for planning, developing, and teaching applied acaderoaibsion repair

students?
[ Jyes[ ]No

2. How often do the automotive and academic instructors meet to plan and coordinate classroom
activities?

3. Docollisionand academi c i n sdlisionepamstuders#ts?t eam t each

[ Jyes [ JNo

4. Are collisionand academic instructors actively involved watilision student organizations,
activities, or competitins?
[ Jyes [ JNo

5. Are students given academic credit for their technical classes?

[ JYes [ JNo

6. If applicable,did the program uskne Integrated Academic Skillmanual for Collision Repair
& Refinish Technician$o integrateacademic and technical skills student activities

[ JYes [ JNo
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SUMMARY OF DEBRIEFING MEETING FORM

The Summary of Debriefing Meeting Form mube completed and signed
concludingthe onsite evaluation.
A signed copy must be left with the institution and providedhi® ASE Education
Foundation.

Institution Name:

Date and time of meeting

Please outlinéletails of the meetingnclude information on program strengths and standards
that need improvement.

Program strengths:

3,000 character limit
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SUMMARY OF DEBRIEFING MEETING FORM (cont.)

Standards that need improvement (provide standard number example 7.1A):

3,000 character limit
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SUMMARY OF DEBRIEFING MEETING FORM (cont.)

The following recommendations must be addressed and documented at the nextsite
evaluation. (The disposition ofrecommendations listed here will be addressed at the next @ite
evaluation as part of the continuous improvements process.)

2,500 character limit
Signatures below verify that the programdés str
with the program administrator and program instructor concludingthe onsite visit, and that
a copy of this form has been provided to the institution for their records.

1.

Program Administrator Signature Typed or Printed Name Date (m/dlyyyy)
2.

Program Instructor Signature Typed or Printed Name Date (m/dlyyyy)
3.

Team Member Signature Typed or Printed Name Date m/dlyyyy)
4,

Team Member Signature Typed or Printed Name Date (m/dlyyyy)
5.

Team Member Signature Typed or Printed Name Date (m/dlyyyy)
6.

ETL Signature Typed or Printed Name Date (m/dlyyyy)
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