
ALEAP Mock Assessments

A guide to an Accreditation Manager and Mock Assessor’s Responsibilities



Purpose

 This is a practice assessment, and is not required, but recommended.

 The mock assessment is designed to identify discrepancies prior to the actual on-site 

assessment.

 The mock team may make suggestions regarding compliance and format in their notes to 

the agency.

 The Commission does not consider mock team findings when determining accredited 

status – the mock assessment is for the benefit of the agency only.

 The mock team is made up of fellow Accreditation Managers from other agencies.



Preparation for a 

Mock Assessment

Accreditation Managers Responsibilities

 Review each assessment and ensure 

each assessment has a WD (as needed) 

and proofs of compliance.

 Ensure the mapping of attachments is 

done properly.

 No blank forms are attached.

 Highlighting is simple and focused.

 Dates of proofs are within the assessment 

period.

Common Mistakes

 Blank forms uploaded

 Undated proofs

 Mapping errors

 Time sensitive assessments missed

 Incomplete written directives and proofs

 No highlighting on uploaded written 

directives and proofs



 When an agency is prepared to 
have a mock assessment 
completed, they will contact 
CAPA for scheduling.  

 CAPA will reach out to it’s 
members and request that (3) 
Accreditation Managers from 
accredited agencies volunteer to 
be Mock Assessors.

 One mock assessor will serve as the 
lead and coordinate with the 
Accreditation Manager for access 
to the agency’s PowerDMS.

Accreditation Manager 
notifies CAPA they’ve 
completed their self-

assessment and they’d 
like to have a mock 

assessment.

•Step 1

CAPA reaches out to 
Accreditation Managers 

from accredited 
agencies.  (3) Mock 

assessors are needed.

•Step 2

Accreditation Manager 
and Lead Assessor 

coordinate to complete 
the mock assessment.

Notify CAPA when 
complete.

Mock Assessors

CAPA assigns one 
Accreditation Manager 

as the lead assessor.  
The team is put in 
contact with the 

requesting agency’s 
Accreditation Manager.

•Step 3



Accreditation 
Manager adds the (3) 
Mock Assessors to the 
agency’s PowerDMS.

Mock Assessors 
divide up the 30 
chapters to 10 
chapters each.

Mock Assessors will review 
the written directives and 

proofs to ensure they meet 
the WHAT and HOW.

WHAT does the 
policy/procedure say?  

Does it meet the 
assessment requirements?

HOW does the agency 
actively meet this 

assessment?  Reports, 
videos, recordings, 

photographs, emails, 
interviews, observations.

Mock Assessors will mark 
the assessment as in-

progress, in compliance, 
not in compliance.  If the 

assessment is not in 
compliance, the assessor 

will add a simple note 
stating what items are 
missing or need to be 

revised.  

These notes should be kept 
MINIMAL and to the point.  

If the Accreditation 
Manager has any 

questions, they will contact 
the assessor directly.

Once the 
Accreditation 

Manager has made 
corrections, they will 

contact the lead 
assessor to have the 
chapters reviewed 

again, notes removed, 
and compliance 

updated.



Mock Assessors 

suggestion

Mock Assessors 

suggestion

Examples





Mock Assessment Progress Tracking

Follow progress



Mock Assessment Progress Tracking

Hover over the colored portion of the bar

Go to the Dashboard and click on Assessments



Hover over CAPA and you’ll see 

“Mock Assessments”



Reference Guide for 

Mock Assessments

Refer to this guide when conducting 

mock assessments.  You may choose 
to adjust the process to what will work 
best for the agency undergoing the 
review.

Communication is key.  Ensuring an 

open line of communication between 
the agency undergoing the 
assessment, and the assessors 
reviewing the work, will greatly 
influence how items are corrected or 
adjusted.



Questions?


