SITE EVALUTION QUESTIONNAIRE

INSTRUCTIONS 2012


The Site Evaluation Questionnaire (SEQ) is completed by approved law schools that are scheduled for a sabbatical visit, provisionally approved law schools on specific years (Years 2, 4, and 5), and unapproved law schools applying for provisional status.  During Years 1 and 3 of provisional approval, provisionally approved law schools should complete the Limited Site Evaluation Questionnaire.

The SEQ is made up of three parts:

1. Textual Questions

2. Data Entry

3. Reports and Attachments

All three parts need to be included in materials turned into the ABA, site team members, and AALS (if applicable).

Textual Questions:  the textual questions are completed and printed using standard word processing.  A Word version of the questions can be downloaded from the Questionnaire page of the Legal Education website (http://www.americanbar.org/groups/legal_education/resources/questionnaire.html).

The textual questions are made up of 10 different sections:

I. History of the Law School and University

II. Self-Study and Strategic Planning
III. Program of Legal Education

IV. Faculty

V. Students

VI. Administration

VII. Information Resources – Law Library

VIII. Computer Technology and Information Delivery

IX. Law School Finances and University Support

X. Facilities

While the majority of the textual questions are tied directly to a Standard or an Interpretation, some of the questions are not linked to a particular Standard.  However, these questions are vital to the site team member.  The Standards can be found on the Standards and Rules of Procedure pages (http://www.americanbar.org/groups/legal_education/resources/standards.html) on the Legal Education website.  

Some of the textual question might not apply to every law school.  

Data Entry:  This is additional information used to supplement data from the Annual Questionnaires.  It is broken into two types:


1.  Updated Current Information that is not asked on the Annual Questionnaires 

(e.g., the Fiscal Section of the SEQ Data Entry covers the budget  for the   current fiscal year)

1. Additional Information that is not asked in the Annual Questionnaire (e.g., the 
Students section)

Data entry must be done using the ABAQuest system.

The Data Entry portion of the SEQ is made up of five sections:

1. Courses – covers all courses taught during the calendar year (current calendar
year if Fall visit and previous calendar year if Spring visit).  The list of faculty member feeds directly from the Profiles section (Part 5) of the most current Annual Questionnaire

2. Students – covers the 2011 entering classes, along with transfers and readmitted students from the current academic year and prior academic year.
3. Staff – covers additional information concerning teaching faculty and professional librarians
4. Fiscal – covers the current budget year
5. University Income and Expense – covers the current budget year and two completed fiscal years.  Independent law schools do not have to complete this section.
6. Bar Passage Information – covers the most recently completed 5 calendar years (or for provisionally approved schools, since provisional approval was granted).
Courses:  This covers detailed information about all the courses taught during the calendar year (Spring, Summer, and Fall Semesters) that is reported in the Profiles section (Part 5) of the Annual Questionnaire.  The list will cover all full-time and part-time teaching faculty.  The list of faculty members is pulled from the Profiles, and there are two choices for adding/editing/deleting faculty. One is direct input into the Annual Questionnaire, the other is through the SEQ itself. When adding faculty it will propagate both in the Annual Questionnaire and the SEQ Courses section. Editing and deletion functionality inside the SEQ will only affect the faculty listings in the Courses section NOT the faculty listings in the Annual Questionnaire. For edits or deletions in the AQ, you will have to login to make the necessary changes. 
To Add a Course:  Click on a faculty member name to select.  Click on “ADD COURSE”.  Enter data.  Fields (required fields indicated by *) are:

1. Course Code

2. Section

3. Course Title *
4. Division

5. Term *
6. Credit Hours (examples of valid formats are 0.9, 0.90, 9.9, 9.99, 99.9, and 99.99) *
7. Number of Students *
However, it is strongly recommend filling in ALL fields (especially division).  Click “SUBMIT” to save the data.  The TOTAL STUDENT CREDIT HOURS fields will automatically update when the data is saved.

To Delete a Course:  Click on a faculty member name to select.  Select a course from the drop down box.  Click on “DELETE”.  Confirm the delete.

To Edit a Course:  Click on a faculty member name to select.  Select a course from the drop down box.  Click on “EDIT”.  Make the changes to the data.  Click on “SUBMIT” to save the changes.
For division, use the division of the majority of students in the class.  

If a class is team taught, divide the hours between the appropriate faculty members.

Students:  covers the entering classes, along with transfers and readmitted students from the current academic year and prior academic year.

To Add a Student:  There are two ways to enter Student information;
Click on “ADD STUDENT”.  Select student type from drop down box.  Enter data. 
You may also import the student information from an Excel spreadsheet.  On the main student page, there is a link to “DOWNLOAD TEMPLATE” along with a link for “INSTRUCTIONS”.  These links will download an Excel template showing data positions, possible values, etc.  Please contact the data specialist, Ken Williams (kenneth.williams@americanbar.org; 312/988-6739) for assistance with the template.

Fields (required fields indicated by *) for entering students are:

1. Student ID * (must be unique for all students, but does not need to be SSN)
2. Current/Prior Year Indicator *

3. College Degree *

4. Major *

5. College *

6. Entering Class *

7. UGPA *

8. LSAT *

9. Full-time/Part-time Indicator *

10. Last Name

11. First Name

12. Remarks

Fields (required fields indicated by *) for transfer students are:

1. Student ID * (must be unique for all students, but does not need to be SSN)

2. Current/Prior Year Indicator *

3. UGPA *

4. LSAT *

5. Full-time/Part-time Indicator *

6. Law School GPA * (GPA of law school transferred from)

7. Credit Hours * (number of credit hours accepted by law school transferred into)

8. Law School * (transferred from)

9. Last Name

10. First Name

11. Remarks

Fields (required fields indicated by *) for readmitted students are:

1. Student ID * (must be unique for all students, but does not need to be SSN)

2. Current/Prior Year Indicator *

3. UGPA *

4. LSAT *

5. Full-time/Part-time Indicator *

6. Law School GPA * (GPA of law school if given advanced standing)

7. Last Name

8. First Name

9. Remarks

Click on “SUBMIT” to save the data.

While Last Name and First are not required, these fields can be extremely helpful in the reports.

To delete or edit students, follow instructions found under Courses.

Staff:  covers additional information concerning teaching faculty (which includes teaching administrators and professional librarians who teach) and professional librarians.  

To Add Staff Information:  Click on a faculty member name to select.  Enter data.  

The list of faculty members is pulled from the Profiles for the Staff section as it does in the Courses section, and again, as in the Courses section, there are two choices for adding/editing/deleting faculty. One is direct input into the Annual Questionnaire, the other is through the SEQ itself. When adding faculty it will propagate both in the Annual Questionnaire and the SEQ Staff section. Editing and deletion functionality inside the SEQ will only affect the faculty listings in the Staff section and NOT the faculty listings in the Annual Questionnaire. For edits or deletions in the AQ, you will have to login to the AQ to make the necessary changes. 

Fields for teaching faculty are:

1. Law Degree School

2. Law Degree Year

3. Years of Full-time Teaching

4. Years of Full-time Practice

5. Other Degrees, Schools, and Years

Click on “SUBMIT” to save the data.

Fiscal:  contains the exact same fields as the Fiscal section (Part 6) of the Annual Questionnaire.  The SEQ data, however, are budgeted amounts for the current fiscal year while the Annual Questionnaire covers actual expenditures for the last concluded fiscal year.  Part III (Gifts, Endowment, and Reserve Funds) does NOT need to be completed.

For specific instructions about this section, consult the instruction for the Fiscal section (Part 6) of the Annual Questionnaire.

University Income and Expense:  covers the current budget year and two completed fiscal years.  Independent law schools do not have to complete this section.  The categories are standard fiscal reporting categories.
Reports and Attachments:  Reports and Attachments are supplementary information that is used by site team members.  
Reports are tied to data entered in the SEQ Data Entry sections and the last three Annual Questionnaires.  Data for the reports is automatically pulled from multiple sources to populate the reports.  All reports are printed from the ABAQuest system and unless noted, should be printed in portrait mode.  
To print reports, click on the “REPORTS” button in the SEQ section of the ABAQuest system.  A page showing 18 different reports will appear.  The reports listed are:

1) Curriculum

2) Faculty Profiles

a) All

b) Full-time Profiles

c) Part-time Profiles

3) Faculty Summary

a) Current

b) All

c) Part-time Profiles

d) Full-time Profiles

4) Tenure Summary

5) Course Summary

6) Summer Admits

7) Admissions

8) Library Info

9) Financial Aid

10) Bar Passage
NOTE: All schools must complete the first-time bar pass information required in the online SEQ and attach the bar pass reports generated by the online SEQ as required in Part V, Students Section of the written SEQ.
The bar passage data that are being collected in the site evaluation questionnaire are combined, first-time results for Winter administrations AND Summer administrations (in most jurisdictions this would be administrations in February and July) in the same calendar year. This data must be provided for the most recently completed calendar year and the four prior calendar years for a total of 5 calendar years. The school must account for at least 70% of its graduates who took the bar exam for the first time in each of the respective calendar years.  In accounting for at least 70% of the school’s graduates who took a bar exam for the first time in the particular calendar year, the school must report first-time bar passage data from as many jurisdictions as necessary, starting with the jurisdiction in which the highest number of graduates took the bar exam and proceeding in descending order of frequency until at least 70% of first time takers in each calendar year are accounted for.  Some schools may find that their bar passage results improve by include data for more than 70% of the first-time takers.  [NOTE:  Schools that cannot demonstrate compliance with Interpretation 301-6 using first-time results must also provide ultimate bar passage results.  Information on ultimate bar passage is available in Part V of the SEQ text section.]

Illustration – Determining 70% of first-time takers for 2011

A. -- Total number of J.D. graduates in 2011 = XXX (Include here, all J.D. graduates in 2010 (e.g., May, August, December).


B. -- Number of 2011 graduates who did NOT take the bar in 2011 = XX 

Subtract B from A.


C.  Number of 2010 graduates and graduates from previous years who DID take the bar exam for the first time in 2011 = XX.  After subtracting B from A, add C to the result.  [Note: taking the bar for the first time, means just that – i.e., the very first time a graduate has taken any bar exam in any jurisdiction.  Do not count anyone here who took a bar exam prior to 2010.]


D.  Multiply the result in C (A minus B plus C) by 70%.  This is the minimum number of first-time takers who took the bar exam in 2011 for whom you must account.

EXAMPLE:

A. Total number of 2011 J.D. graduates  =  250.

B. Number of 2011 J.D. graduates who did NOT take the bar = 30
C. Subtract 30 from 250 = 220
D. Number of 2010 and previous graduates who DID take the bar for the first time in 2011 = 25.

E. Add 25 to 220 = 245.

F. 70% of 245 = 172.  In this example, the school must report on at least 172 J.D. graduates who took the bar for the first time in 2010.  To account for the 172 first-time takers, the school must start with the jurisdiction with the largest number of takers and work down in descending order of frequency until at least 172 first-time takers have been reported on.  Once a jurisdiction is included, all of the school’s first-time takers for that jurisdiction must be reported.  For additional explanation see Interpretation 301-6 and accompanying Commentary on the Section of Legal Education website: http://www.abanet.org/legaled/standards/standards.html
G. This process would also have to be undertaken and reported for the four previous years using the drop down on the Site Evaluation Questionnaire menu. In this example; 2007, 2008, 2009, and 2010.
11) Placement

a) Placement (Employment) Rates

b) Placement (Employment) Rates Continued

12) University Income/Expense

13) Expense Summary

NOTE:  Enter the most recent questionnaire year.  For example, in Fall 2011, enter 2011.

14) Expense Detail

NOTE:  Enter the most recent questionnaire year.  For example, in Fall 2011, enter 2011.

a) Instructional and Summer Salaries

b) Administrative and Student Service Salaries

c) Library and Other Salaries

d) Fringe Benefits

e) Library Operations

f) Law School Expenses

g) Financial Aid and Other Direct Expenses

h) Indirect Expenses and Overhead

15) Revenue Summary

NOTE:  Enter the most recent questionnaire year.  For example, in Fall 2011, enter 2011.

16) Revenue Detail

NOTE:  Enter the most recent questionnaire year.  For example, in Fall 2011, enter 2011.

a) Student Tuition and Fees

b) Gifts and Grants Revenue

c) Other Revenues

17) Student Listings 

NOTE:  Must select an entry from both columns)

a) Entering Students (Current Year, Prior Year, and All)

b) Transfer Students (Current Year, Prior Year, and All)

c) Readmit Students (Current Year, Prior Year, and All)

d) All Students (Current Year, Prior Year, and All)

When a report is selected, a button to preview that report will appear.  When the “PREVIEW” button is clicked, a new browser window will open showing the report.  To print the report, use the browser window print function. The reports may also be saved in electronic format by using the “FILE/SAVE AS” function.
Attachments are related to the textual questions from the SEQ.  A listing of attachments can be found of the first page of each section of textual questions.  Attachments are divided into three types:

1. General – sent to all site visit team members

2. Supplementary  - sent to site team chair and specific site visit team members. Please consult with your site team chair regarding distribution of reports.
3. On-site – made available for site visit team members during the visit.

All copies of attachments must be sent to the site team chair, the ABA, and the AALS (if applicable).

Materials for Site Visit:  
For the textual questions, each section should be in their own tab.  A table of contents should proceed the textual questions.  Attachments and reports should be organized by section and indexed also.

Materials should be placed in 3-ring binders.  Materials should not be hard bound.

Hard copies of all materials are due to the site team member, the ABA, and the AALS (if applicable) a minimum of four weeks before the site team visits.   An electronic copy of the self-study and the textual questions should be emailed to the data specialist (kenneth.williams@americanbar.org) by the date of the site team visit.  Team members might request electronic copies of additional information.  For assistance, contact the data specialist.
The mailing address for the ABA:

American Bar Association

Section of Legal Education and Admissions to the Bar

Attn:  Site Evaluation Administration

321 North Clark Street

Chicago, IL 60654-7598
For assistance with the SEQ (both technical and substantive), contact the data specialist.

Important Contact Information:
Section of Legal Education General Number:  (312) 988-6738

Ken Williams, Data Specialist:  (312) 988-6739 or kenneth.williams@americanbar.org
Section of Legal Education website:  http://www.americanbar.org/legaled
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