
ABET Preparation Handout #2 

  

Data Collection Guide 
 

 

 

 

 
 

Introduction 
ABET requires a comprehensive Self Study and “Supporting Information” to evaluate during their 
review process1.  This Data Collection Guide identifies the “Supporting Information” that must 
be collected for the 2020 ABET on-site review.  This information MUST be shared with ALL 
faculty members who teach engineering and technical-support courses (such as math, chemistry 
and physics) during the 2019-2020 Academic Year. 
 
“Supporting Information” 
The following “Supporting Information” must be collected for each technical course (including 
math/science) in the curriculum (regardless of the frequency the course is offered): 

• Course syllabi (format specified by ABET – that format and an example are enclosed with 
this guide) for each course (including support courses) in the accredited program 

• Three examples of student work from each course (handouts, homework, exams, reports 
and any other artifacts associated with the course)2 3 

• A copy of the course textbook 
 
Additional information that needs to be collected for the Self Study 

• CVs from each Departmental faculty are required as an appendix in the Self Study.  The 
format of the CV is prescribed and a template of that format is enclosed with this guide.  
A copy of a CV from a previous Self Study is also enclosed as a reference.  It is 

 
1 The need for student work is detailed in section II.G.6 of ABET’s “Accreditation Policy and Procedure 

Manual.” 

 
2 Student work is not required for the math/science courses that are taught outside of SEAS. 

 
3 It is suggested that each instructor adopt one of the following procedures at the beginning of the 

semester:: 

1. Each syllabus contain the following words to ensure that each student maintains a course 

notebook that can be collected at the end of the term: “COURSE NOTEBOOK:  As part of the 

requirements for the course, each student must maintain a course notebook. The notebook must 

contain all notes taken in class, handouts and all graded materials including homework 

assignments, reports and exams. Submission of a complete course notebook at the end of the 

course is a course requirement & a component of your course grade. Your notebook will be 

returned to you during the following semester except for selected notebooks which will be 

retained for submission to the Accreditation Board for Engineering and Technology (ABET) 

reviewers when they visit campus in the Fall 2020 to review the Chemical, Electrical and 

Mechanical Engineering programs. The retained notebooks will be returned after the ABET 

visit.” 

2. The TFs make a copy of three examples of each piece of graded student work (top score, middle 

score, low score).  This includes all HW, exams and project documentation.  This needs to be 

done before each graded assignment is returned to the students. 
 

This guide is provided to the DUS to instruct faculty on the course syllabi, student work, faculty 
course-notes and faculty CVs that need to be collected during the 2019/2020 academic year for 

ABET’s 2020 Comprehensive Review. 
 



recommended that the DUS use a Department Administrative Assistant to solicit (and 
help prepare) these CVs from each member of the faculty. 

• Courses that contribute to Program Outcomes need to maintain a grading spreadsheet 
(using a provided template) to measure the course’s contributions to those outcomes.  
Details on this spreadsheet are the subject of a separate ABET Preparation Handout.  

 
Why are course materials needed for the accreditation visit? 
The ABET visiting team will have the Self Study in advance of their campus visit.  Having read the 
Self Study, they will use the visit to examine areas of interest that surfaced from their read of 
the Self Study and to verify components within each program.  The best way to do this is to have 
ALL work from three students (that represent different levels of performance exemplary, 
satisfactory, unsatisfactory) available to the reviewers.  As such, it is advised that all students 
maintain a course notebook over the term.  At the end of the term, the instructor should select 
three samples of these course notebooks that can be submitted to the DUS and retained for the 
on-site review in the Fall 2020. 
 
The course materials aid in the on-site review and serve to: 

• Demonstrate topic coverage as well as the breadth and depth of material in each course 

• Illustrate the type and level of work required in each course 

• Provide examples that demonstrate achievement of student outcomes (ABET Criteria 2 – 
Student Outcomes) 

• Support classification as math/science, engineering topics in the Self Study curriculum 
table (ABET Criteria 5 – Curriculum) 

• Indicate grading standards 
 
Enclosures: 

1. ABET prescribed format (in Self Study) for course syllabi 
2. Example course syllabi from a previous ABET Self Study 
3. ABET prescribed format (in Self Study) for CVs 
4. Example CV from a previous ABET Self Study 



 

 

 
Please use the following format for the course syllabi (2 pages maximum in Times New Roman 

12 point font) 

 

1. Course number and name 

 

2. Credits and contact hours 

 

3. Instructor’s or course coordinator’s name 

 

4. Text book, title, author, and year 

a. other supplemental materials 

 

5. Specific course information 

a. brief description of the content of the course (catalog description) 

b. prerequisites or co-requisites 

c. indicate whether a required, elective, or selected elective (as per Table 5-1) course 

in the program 

 

6. Specific goals for the course 

a. specific outcomes of instruction, ex. The student will be able to explain the 

significance of current research about a particular topic.   

b. explicitly indicate which of the student outcomes listed in Criterion 3 or any other 

outcomes are addressed by the course. 

 

7. Brief list of topics to be covered 

 

ABET Prescribed Format for Self Study APPENDIX A – Course Syllabi 

 



  

 

 

 

Example from 2014 Yale Self Study: APPENDIX A - Course Syllabus 

 



 

 

 

Please use the following format for the faculty vitae (2 pages maximum in Times New Roman 12 

point type) 

 

1. Name 

 

2. Education – degree, discipline, institution, year 

 

3. Academic experience – institution, rank, title (chair, coordinator, etc. if appropriate), 

when (ex. 1990-1995), full time or part time 

 

4. Non-academic experience – company or entity, title, brief description of position, when 

(ex. 1993-1999), full time or part time  

 

5. Certifications or professional registrations 

 

6. Current membership in professional organizations  

 

7. Honors and awards 

 

8. Service activities (within and outside of the institution) 

 

9. Briefly list the most important publications and presentations from the past five years – 

title, co-authors if any, where published and/or presented, date of publication or 

presentation 

 

10. Briefly list the most recent professional development activities 

 

 

 

 

ABET Prescribed Format for Self Study APPENDIX B – Faculty Vitae 

 



 

 

 

Example from 2014 Yale Self Study: APPENDIX B - Faculty Vitae 

 



 

 

 

 

 

Example from 2008 Yale Self Study: APPENDIX B - Faculty Vitae (continued) 

 


