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TO:   California Commission on Teacher Credentialing  
FROM:  Sarah Marder-Eppstein, Lead Planner, Bay Area, Relay Graduate School of Education 
DATE:   September 12, 2016 
SUBJECT:  Initial Institutional Approval Requirements   
 
To Whom it May Concern:  
 
On behalf of its faculty, staff, and students, Relay Graduate School of Education (Relay GSE) is 
pleased to submit Stage I and II of the Initial Institutional Approval requirements to operate a 
preliminary educator preparation program and induction program in the Bay Area, California.  
 
If you should have any questions regarding the information contained in the application, please do 
not hesitate to reach out to me at 224-766-0370 or smarder-eppstein@relay.edu.  
 
 
Kind regards, 
 

 
Sarah Marder-Eppstein  
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Contents 
 
Part II: Eligibility Requirements 

CTC Text Hyperlink 

CRITERION 1: RESPONSIBILITY AND AUTHORTIY  

a) Identify the position within the organizational structure that is 
responsible for ongoing oversight of all educator preparation 
programs offered by the entity including educator preparation 
programs offered by extension divisions. 

 
a)  National Leadership 

 b) Identify the individual who will coordinate each educator 
preparation program sponsored by the entity. Provide a 
description of the reporting relationship between this person(s) 
and (a) above. If a reporting relationship is indirect, describe the 
levels of authority and responsibility for each educator 
preparation program. 

 
b) Bay Area Leadership 

 c) Provide an organizational chart for the institution as well as 
the division(s) within the institution responsible for the oversight 
of educator preparation programs; include any parent 
organization, outside organization(s), or partner(s) who will be 
involved in the oversight of the educator preparation unit and/or 
responsible for program delivery.  

 
c) Organizational Charts 

d) Provide policies to ensure that duties regarding credential 
recommendations are not delegated to persons other than 
employees of the Commission approved institution. 

 
d) Credential Recommendation 
Policy 

 e)  Provide assurance that individuals identified as responsible 
for credential recommendations will participate in Commission 
training related to the recommendation process. 

 
e) Assurance 

CRITERION 2: MISSION AND VISION 
 

a) Provide its mission and vision related to educator preparation.  a) Mission and Vision 

b) Confirm that the mission and vision will be published on the 
website and in institutional documents provided to candidates. 
 

b) Distribution  
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CRITERION 3: LAWFUL PRACTICES 
 

To be granted initial institutional accreditation, a program of 
professional preparation must be proposed and operated by an 
entity that makes all personnel decisions without unlawful 
discrimination. The entity must provide written policy as 
verification that decisions regarding the admission, retention or 
graduation of students, and all personnel decisions regarding the 
employment, retention or promotion of employees are made 
without unlawful discrimination. 
 
 

 
Lawful Practices  

CRITERION 4: COMMISSION ASSURANCES AND COMPLIANCE 
 

a) That there will be compliance with all preconditions required 
for the initial program(s) the institution would like to propose 
(General and program specific preconditions for proposed 
programs must accompany this document)  

 
a) Compliance  

b) Provide assurance that all required reports to the Commission 
including but not limited to data reports and accreditation 
documents, will be submitted by the Commission approved 
entity for all educator preparation programs offered including 
extension divisions.  
 

 
b) Reports  

c) That the sponsor will cooperate in an evaluation of the 
program by an external team or a monitoring of the program by 
a Commission staff member.  
 

 
c) Program Evaluation  

d) That the sponsor will participate fully in the Commission’s 
accreditation system and adhere to submission timelines.  
 

 
d) Timelines  

e) That once a candidate is accepted and enrolled in the 
educator preparation program, the sponsor must offer the 
approved program, meeting the adopted standards, until the 
candidate; i. Completes the program; ii. Withdraws from the 
program; iii. Is dropped from the program; iv. Is admitted to 
another approved program to complete the requirements, with 
minimal disruption, for the authorization in the event the 
program closes. In this event, an individual transition plan would 
need to be developed with each candidate. 
 

 
e) Commitment  

CRITERION 5: REQUESTS FOR DATA 

An institution seeking Initial Institutional Approval must identify 
a qualified officer responsible for reporting and responding to all 
requests from the Commission within the specified timeframes 
for data including, but not limited to:  
a) program enrollments  

 
Research Team  
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b) program completers 
c) examination results 
d) state and federal reporting  
e) candidate competence 
f) organizational effectiveness data  
g) other data as indicated by the Commission 

CRITERION 6: VERACITY IN ALL CLAIMS SUBMITTED 

To be granted Initial Institution Approval, the institutional 
leadership (Dean or Superintendent) must positively affirm the 
veracity of all statements and documentation submitted to the 
Commission. Evidence of a lack of veracity is cause for denial of 
initial institutional accreditation 
 

Veracity  

CRITERION 7: GREIVANCE PROCESS 

a) Provide a clearly delineated grievance process for candidates 
and applicants.  

a) Student Grievance Procedure  

b) Demonstrate that information pertaining to the grievance 
process is accessible to all candidates and applicants. 

b) Policy Availability  

c) Provide documentation that candidates have been informed 
of the grievance process that the process has been followed. 

c) Documentation  

CRITERION 8: COMMUNICATION AND INFORMATION 

a) The institution will create and maintain a website that 
includes information about the institution and all approved 
educator preparation programs. The website must be easily 
accessible to the public and must not require login information 
(access codes/password) in order to obtain basic information 
about the institution’s programs and requirements as listed in 
(b).  

a) Relay GSE Website 

b) The institution will make public information about its mission, 
governance and administration, admission procedures, and 
information about all Commission approved educator 
preparation programs.  

b) Website Information 

c) Information will be made available through various means of 
communication including but not limited to website, institutional 
catalog, and admission material. 

c) Availability  

CRITERION 9: STUDENT RECORDS MANAGEMENT, ACCESS, AND SECURITY 

a) Candidates will have access to and be provided with 
transcripts and/or other documents for the purpose of verifying 
academic units and program completion. 
 

a) Obtaining Student Records  

b) All candidate records will be maintained at the main 
institutional site or central location (paper or digital copies).  
 

b) Student Record Platforms 
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c) Records will be kept securely in locked cabinets or on a secure 
server located in a room not accessible by the public. 
 

c) Storing Student Records  

CRITERION 10: HISTORY OF PRIOR EXPERIENCE AND EFFECTIVENESS IN EDUCATOR PREPARATION 

a) History related to its prior experience preparing, training and 
supporting educators within California or in other states.  

a) History 

b) A list of all states and/or countries in which the institution is 
currently operating and the status of the institution’s approval in 
each of those locations.  

b) Relay GSE Programming Across 
Locations  

c) Retention and completion data in educator preparation 
programs or other programs when educator preparation data 
are not available.  

c) Retention and Completion Data 

d) Proof of third party notification enlisting comments to be sent 
to: Input@ctc.ca.gov. 

d) Third Party Notification 

CRITERION 11: CAPACITY AND RESOURCES 

a) Copy of the most recent audited budget for the institution. a) Relay GSE’s Budget  

b) A proposed operational budget for the educational unit.  
b) Relay GSE’s Bay Area Budget 

c) Information about instructional and support personnel for the 
educational unit.  

 
c) Instructional and Support 
Personnel  

d) Evidence of K-12 partnerships for the purposes of providing 
fieldwork.  

d) K-12 School Partnerships  

e) Information about facilities and/or digital learning platforms.  e) Facilities  

f) A plan to teach out candidates if, for some reason, the 
institution is unable to continue providing educator preparation 
program(s). 
 
 
 

f) Teach Out Plan  

CRITERION 12: DISCLOSURE 

a) Information regarding the proposed delivery model (online, in 
person, hybrid, etc.) 

a) Program Delivery Model 



  Page 7 of 74 
 

 b) All locations of the proposed educator preparation programs 
including satellite locations. 

b) Locations 

 c) Any outside organizations (those individuals not formally 
employed by the institution seeking Initial Institutional Approval) 
that will be providing any direct educational services as all or 
part of the proposed programs.  

c) Collaboration  

Part III: Appendices  

Appendix 1: Relay GSE Bay Area Website Mock Up 

Appendix 2:  Relay GSE Non-Discrimination Policy Posted on Website 

Appendix 3:  Non-Discrimination Policy (Student Handbook) 

Appendix 4: Employee Handbook 

Appendix 5: Student Handbook Exiting Policies    

Appendix 6: Institutional Policies in the Student Handbook   

Appendix 7: Academic Policies in the Program Guide 

Appendix 8: Relay GSE Website Screenshots 

Appendix 9: Retention and Completion Data 

Appendix 10: Relay GSE FY15 Audited Financials   

Appendix 11: Proposed Relay GSE Bay Area Budget 
Appendix 12: K-12 Partnership MOUs 

 
CRITERION 1: RESPONSIBILIY AND AUTHORITY  
Language from the CTC: Institutions seeking Initial Institutional Approval must:  
a) Identify the position within the organizational structure that is responsible for ongoing oversight of all educator 
preparation programs offered by the entity including educator preparation programs offered by extension 
divisions. 
 b) Identify the individual who will coordinate each educator preparation program sponsored by the entity. Provide 
a description of the reporting relationship between this person(s) and (a) above. If a reporting relationship is 
indirect, describe the levels of authority and responsibility for each educator preparation program. 
 c) Provide an organizational chart for the institution as well as the division(s) within the institution responsible for 
the oversight of educator preparation programs; include any parent organization, outside organization(s), or 
partner(s) who will be involved in the oversight of the educator preparation unit and/or responsible for program 
delivery.  
d) Provide policies to ensure that duties regarding credential recommendations are not delegated to persons other 
than employees of the Commission approved institution. 
 e)  Provide assurance that individuals identified as responsible for credential recommendations will participate in 
Commission training related to the recommendation process. 
 

a)  National Leadership 
 

The Relay Graduate School of Education’s (Relay GSE) operational and institutional structure are 
overseen by a team of leaders including President Norman Atkins, Chief Operating Officer Tim Saintsing, 
Provost Brent Maddin, and National Dean Mayme Hostetter.  All academic offerings throughout Relay 
GSE have centralized oversight, coordinated and managed by Relay GSE’s Provost in direct 
communication with the National Dean of Students, the Managing Director of Curriculum Design, and 
the Director of Research.  
 
b) Bay Area Leadership 
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Relay GSE’s location in the Bay Area will led by the Bay Area Dean and the Director of Operations. The 
Dean will lead all academic services and instruction, while the Director of Operations will lead all 
program logistics and operations. The Bay Area Dean will serve as the primary instructional leader for 
the location, creating and teaching Relay courses and managing and strengthening Relay GSE’s 
relationships with key external partners. The Bay Area Dean will report to the National Dean. In 
partnership with Relay’s National Dean and Chief Academic Officer, the Relay Bay Area Dean will design 
a comprehensive program of study for candidates in education, tailored to California-specific standards. 
 
c) Organizational Charts 

 
The national and local structures support faculty, administration, staff and students while facilitating 
collaboration across Relay GSE’s 11 locations. Figure 1 outlines the institutional structure as horizontal 
and vertical channels of coordination and collaboration.  
 
 
Figure 1: Relay GSE Institutional Structure 

 
 

President Norman Atkins leads the institution, drawing from his previous experience founding and 
developing schools and other education organizations. He heads the institutional administration and 
serves as the liaison between the national leadership team and the board of trustees.  
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Looking across teams, the left side of figure 1 depicts the link between institutional resources and 
student support services as well as the link to institutional administration. Collectively, these support 
services, such as technology and engineering, financial aid, enrollment services and institutional 
assessment, among others, fall under the leadership of the chief operating officer, Tim Saintsing.  
 

The right side of Figure 1 depicts the relationship between faculty and denotes their specializations in 
teaching, curriculum design, and scholarship. These faculty members are led by Provost Brent Maddin 
and National Dean Mayme Hostetter.  
 
National Administrative Structure  
 
Figure 2 below offers an inset of Relay GSE’s leadership on both the institutional administration and 
student support side (i.e., the left side of figure 2 below) and the faculty and administration side (i.e., 
the right side of figure 2) 
 
 
Figure 2: Relay GSE National Administrative Structure 

 
 
Faculty Structure  
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There are three types of faculty at Relay GSE:  Teaching Faculty, Curriculum Design Faculty, and Research 
Faculty. Although faculty members from all three departments teach candidates, the role of each 
department is different.  Teaching Faculty’s primary responsibility is delivering instruction to candidates. 
National Dean Mayme Hostetter and Senior Dean Jamey Verrilli, who is also Dean of Relay GSE’s Newark 
location, oversee teaching faculty across locations through their work with local deans. Hostetter and 
Verrilli also support the development of new programs, expansion into new locations, and innovations 
in teaching and learning.  Curriculum Design Faculty focuses on creating the Relay GSE curriculum and is 
overseen by Provost Brent Maddin. Maddin sets the vision for Relay GSE’s curriculum, its approach to 
educator preparation, and its programmatic innovation. Research Faculty manages the institutional 
research agenda and is overseen by the director of research. The director facilitates collaboration 
between research-active faculty and institutional interests and ensures the dissemination of research 
opportunities, such as funding, conferences, and calls for publication. 
 
Figure 3 below illustrates the structure and the three primary functions of Relay GSE’s faculty which, 
collectively, service the national institution and its various local locations. 
 
Figure 3: Relay GSE National Faculty Structure 
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Bay Area Structure 
Figure 4 below illustrates the structure of Relay GSE’s faculty and staff structure in the Bay Area. 
 
Figure 4: Relay GSE Bay Area Faculty & Staff Structure 

Relay GSE Bay Area Faculty & Staff Structure

National 
Dean

National 
Director of 
Operations

Bay Area 
Dean

Bay Area 
Director of 
Operations

Instructional 
Fellow*

Assistant 
Professor*

Adjunct 
Instructors 
(multiple)

Assistant 
Professor*

* Enrollment dependent position 

 
 
d) Credential Recommendations Policy  
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The Bay Area Dean, with support from the National Dean and the Office of Enrollment Services, will be 
responsible for credential recommendations.  In order for candidates to receive their credential 
recommendation from Relay GSE, they must complete Relay GSE’s program and submit proof of all 
California credential requirements via Relay GSE’s online certification profile. In order to receive their 
credential, candidates must prove that they have met the current California requirements as stated on 
CTC’s website1. Once candidates have uploaded proof that they have met the California requirements, 
the Bay Area Dean will recommend the candidate to the state.  
 
e) Assurance  

 
The Bay Area Dean (who is responsible for credential recommendations) will participate in Commission 
training related to the recommendation process.  
 
CRITERION 2: MISSION AND VISION  
 
CTC Text: To be granted initial institutional accreditation, an institution must:  
a) Provide its mission and vision related to educator preparation.  
b) Confirm that the mission and vision will be published on the website and in institutional documents provided to 
candidates. 

 
a) Relay GSE’s Mission and Vision 
 
Relay GSE is committed to producing demonstrably effective teachers.  This commitment is reflected in 
the institution’s mission and vision: 

 
The mission of Relay GSE is to teach P-12 teachers and school leaders to develop  
in all students the academic skills and strength of character needed to succeed  
in college and life.   

 
Relay GSE’s short-term vision is that the institution’s curriculum and instruction –  
practically focused, reinforced by the proven practices of high-performing schools,  
and substantiated by research – will enable graduates to lead their predominantly  
urban P-12 students to demonstrable annual achievement gains.   

 
Relay GSE’s long-term vision is that the institution will bring about transformational  
change across teacher preparation and will become a place where a new generation 
of continuously improving, results-focused individuals fulfill their destiny in the  
world’s greatest profession.  
 

Relay GSE Bay Area has worked diligently to understand the needs of Bay Area schools, school leaders 
and teachers, and is committed to serving California public school teachers using California’s standards. 
This is reflected in the Relay GSE Bay Area location’s mission and vision:  
 

                                                           
1
 http://www.ctc.ca.gov/credentials/leaflets/cl560c.pdf 
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The mission of Relay GSE Bay Area is to teach P-122 California Public School teachers to develop in all 
students the academic skills and strength of character needed to succeed in the career of their 
choice. Relay GSE intends to provide high-quality teacher preparation programs that support 
teacher success in high-need districts and fields, responding to the increasing demand for highly 
trained teachers. Relay GSE’s vision in California is to cultivate diverse teachers that reflect the 
diversity of the Bay Area.  

 
Relay GSE’s current locations consistently take their local context into consideration, and our faculty and 
graduate students are proud to be active members in the communities that they serve. Relay GSE Bay 
Area looks forward to working closely with Bay Area schools and districts to create enduring 
partnerships resulting in highly effective teachers. 
 
 
 
Distribution of Relay GSE’s Mission and Vision 

  
Relay GSE’s mission and vision are central to the institution’s work.  The values and beliefs reflected in 
these statements shape the governance, administrative, and faculty structures at Relay GSE. These 
statements inform the content of the institution’s curricula, the form of its assessment, and, critically, 
the mission and vision drive the supports that Relay GSE provides for its candidates. Similarly, in working 
to understand the landscape and needs in the Bay Area, Relay GSE has developed a specific mission and 
vision locally for California. It extends from our mission and vision as an institution, but is reflective of 
the specific needs of California. Relay GSE’s mission can be found publicly on the institution’s website 
and in institutional documents provided to candidates. Upon approval, Relay GSE Bay Area mission and 
vision will be listed on the Relay GSE Bay Area Specific website. See mockup here.  
 
 
CRITERION 3: LAWFUL PRACTICES   
CTC Text: To be granted initial institutional accreditation, a program of professional preparation must be proposed 
and operated by an entity that makes all personnel decisions without unlawful discrimination. The entity must 
provide written policy as verification that decisions regarding the admission, retention or graduation of students, 
and all personnel decisions regarding the employment, retention or promotion of employees are made without 
unlawful discrimination. 
 

Non-Discrimination Policy 
 
Relay GSE’s Policy of Nondiscrimination is posted on the institution’s website and in materials shared 
with potential and admitted candidates (i.e. recruitment materials, electronic applications, student 
handbook, etc.)  This policy reads, “Relay Graduate School of Education admits students of any race, 
color, national or ethnic origin, religion, sex, marital status, sexual orientation, veteran status, or age to 
all the privileges, programs, and activities generally accorded or made available to students at the 
school. It does not discriminate on the basis of race, color, national or ethnic origin, religion, sex, marital 
status, sexual orientation, veteran status, or age in administration of its educational policies, admissions 
policies, scholarship and loan programs, and other school-administered programs.” 

                                                           
2
 Relay GSE will ensure that the current pre-K curriculum meets the needs of California’s transitional kindergarten 

(T-K) program. 

http://www.relay.edu/about/approach
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Admissions Policy 
 
Relay GSE’s admissions philosophy is to recruit and admit individuals who have a mindset of high 
expectations, who are committed to the work of teaching K-12 students in low-income communities, 
and who are eager to take on the accountability and unique preparation offered by Relay GSE.  The 
institution handles all admissions to its teacher licensure and master’s programs through the Relay GSE 
Office of Enrollment Services.  The Office of Enrollment Services manages the application process, 
admissions process, and state recommendation process for alternative educator licenses, review of 
transcripts and records, and graduation.   
 
Relay GSE conducts a “holistic admissions review” in that the Admissions Committee, which comprises 
the Director of Enrollment Services, the Bay Area Dean, the Director of Financial Aid, and faculty 
members, collects and evaluates a variety of materials from each applicant.  More specifically, the 
Admissions Committee evaluates applicants based on their online application, admissions essay, 
resume, transcript(s), and letters of recommendations.  The Admissions Committee not only evaluates 
applicants based on prior education experience, but also based on perceived fit with Relay GSE’s 
academic programs and institutional mission.   

 
From time to time, an individual may apply to Relay GSE who does not meet the admissions criteria; for 
example, he or she may apply with a GPA that is less than a 3.0.  In that case, Relay GSE will consult with 
the candidate’s school of employment to ask for a letter articulating why the candidate is a good fit for 
Relay GSE.  Currently, Relay GSE accepts the majority of candidates who meet the admissions criteria; as 
the institution’s reputation grows, Relay GSE expects to build a more selective admissions process that 
will reduce the number of candidates admitted with GPAs below 3.0. 

 
Prior to their first term of enrollment in Relay GSE, candidates must complete enrollment requirements 
in order to begin their studies.  Upon admissions to Relay GSE, candidates receive detailed information 
about these requirements, which include signing the Relay GSE Admissions Agreement. Upon approval 
from the CTC, Relay GSE intends to update the Admissions Agreement to align with the California 
credentialing requirements for the 2017-18 school year prior to extending an offer of admission to any 
applicants. 
 
Student Retention Policy  
 
Relay GSE is committed to ensuring all students receive support that provides the best possible 
opportunity for success. Relay GSE acknowledges the rigor and challenges that teachers and school 
leaders face, and yet still sets goals for program completion, among other indicators. Retention goals 
vary by location to account for differences in student enrollment and program offerings.  
 
Employment Policies  
 
Equal Opportunity Employer 
Relay GSE is an equal opportunity employer. Relay GSE will not discriminate against employees or 
applicants for employment on any legally recognized basis including, but not limited to veteran status, 
race, color, religion, sex, marital status, sexual orientation, national origin, physical or mental disability 
and/or age.  Relay GSE’s non-discrimination policy can be found in the employee handbook here. 
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Commitment to Diversity  
Relay GSE is committed to creating a diverse institution that honors and celebrates difference and is 
inclusive of the communities it serves. Relay GSE  believes that multiple, different perspectives are 
necessary components of a vibrant institution of higher education. Relay GSE values people of all 
backgrounds and strives to build teams that are diverse in ability, ethnicity, language, class, age, gender, 
religion, race, and sexuality. Given that Relay GSE’s ultimate constituency are underserved public school 
students, we place a critical emphasis on building an institution that is representative of these students 
both in terms of race and class.  
 
 
 
 
 
 
 
 
 
 
CRITERION 4: COMISSION ASSURANCES AND COMPLIANCE   
 
CTC Text: To be granted Initial Institutional Approval, the initial program proposal must include the following 
assurances:  
a) That there will be compliance with all preconditions required for the initial program(s) the institution would like 
to propose (General and program specific preconditions for proposed programs must accompany this document)  
b) Provide assurance that all required reports to the Commission including but not limited to data reports and 
accreditation documents, will be submitted by the Commission approved entity for all educator preparation 
programs offered including extension divisions.  
c) That the sponsor will cooperate in an evaluation of the program by an external team or a monitoring of the 
program by a Commission staff member.  
d) That the sponsor will participate fully in the Commission’s accreditation system and adhere to submission 
timelines.  
e) That once a candidate is accepted and enrolled in the educator preparation program, the sponsor must offer the 
approved program, meeting the adopted standards, until the candidate; i. Completes the program; ii. Withdraws 
from the program; iii. Is dropped from the program; iv. Is admitted to another approved program to complete the 
requirements, with minimal disruption, for the authorization in the event the program closes. In this event, an 
individual transition plan would need to be developed with each candidate. 

 
a) Compliance 

 
Relay GSE  will be in compliance with all preconditions required for the initial program the institution is 
proposing.  
 
b) Reports 

 
Relay GSE assures that all required reports to the Commission including, but not limited 
to data reports and accreditation documents, will be submitted by Relay GSE for all educator 
preparation programs offered including extension divisions.  
 
c) Program Evaluation 
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Relay GSE will cooperate in an evaluation of the program by an external team or a monitoring of the 
program by a Commission staff member. 
 
d) Timelines 

 
Relay GSE will participate fully in the Commission’s accreditation system and adhere to submission 
timelines. 
 
e) Commitment 

 
Once a candidate is accepted and enrolled in Relay GSE,  Relay GSE will offer the approved program, 
meeting the adopted standards, until the candidate: completes the program; withdraws from the 
program; is dropped from the program; is admitted to another approved program to complete the 
requirements, with minimal disruption, for the authorization in the event the program closes. In this 
event, an individual transition plan would need to be developed with each candidate. More information 
can be found regarding exiting the program in the Student handbook here.  
 
 
CRITERION 5: REQUESTS FOR DATA   
 
CTC TEXT: An institution seeking Initial Institutional Approval must identify a qualified officer responsible for 
reporting and responding to all requests from the Commission within the specified timeframes for data including, 
but not limited to:  
a) program enrollments  
b) program completers 
 c) examination results 
 d) state and federal reporting  
e) candidate competence 
 f) organizational effectiveness data  
g) other data as indicated by the Commission 

 
Research Team 
Relay GSE’s Chief Research Officer and the Research team is responsible for reporting and responding to 
all requests from the Commission. The Chief Research Officer is responsible for reporting and 
responding to all requests from the commission in a timely manner to report data regarding program 
enrollments, program completers, examination results, state and federal reporting, candidate 
competence, organizational effectiveness data, and any other data as indicated by the commission. Data 
requests for the Bay Area location will be communicated to the Bay Area Dean who will communicate 
directly with Relay GSE’s research team. 
 
CRITERION 6: VERACITY IN ALL CLAIMS SUBMITTED  
 
CTC Text: To be granted Initial Institution Approval, the institutional leadership (Dean or Superintendent) must 
positively affirm the veracity of all statements and documentation submitted to the Commission. Evidence of a lack 
of veracity is cause for denial of initial institutional accreditation 
 

1. Name of Legal Applicant: Relay Graduate School of Education 

2. Mailing Address of Institution:  40 W 20th St., 7th Floor, New York, NY 10011 
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3. Program Director 
Name: Norman Atkins 
Title:   President 
Address: 40 W 20th St. 7th Floor NY, NY 10011 
Telephone: (212) 228-1888 
Fax:  212-228-1855 
Email: natkins@relay.edu 

ASSURANCES 
I positively affirm the veracity of all statements and documentation submitted to the commission  
 
I am authorized to sign and submit this application on behalf of this submitting organization/LEA.  
 
 
___________________________________________                       September 12, 2016                              
Signature of Applicant                                                                              Date 
 
 President____________________________ 
Title 
 

 
CRITERION 7: GREIVANCE PROCESS  
CTC text: To be granted Initial Institution Approval, the sponsor must  
a) Provide a clearly delineated grievance process for candidates and applicants.  
b) Demonstrate that information pertaining to the grievance process is accessible to all candidates and applicants. 
c) Provide documentation that candidates have been informed of the grievance process that the process has been 
followed. 
 

a) Grievance Procedures  
The Grievance Procedure is available to candidates who seek to resolve any grievance involving an 
alleged violation directly affecting that student, by any member of the Relay GSE community while 
acting in an official capacity, (e.g., faculty member, administrator, staff member) of any of the written 
Relay GSE policies. 
 
When a grievance occurs, candidates must address the faculty/staff member directly and, if necessary, 
address the faculty member’s program director or staff member’s supervisor.  If no satisfactory 
resolution is made through these means, candidates may file an official grievance by filing the Student 
Grievance Form with the Dean. 
 
In addition, two external options are available to students who have exhausted Relay GSE’s grievance 
procedure.  The Bureau for Private Postsecondary Education offers an online complaint form for 
approved private postsecondary educational institutions.  The Bureau will launch an investigation, if 
warranted (State of California, 2016)3. 
 

                                                           
3
  How to File a Complaint - Bureau for Private Postsecondary Education. State of California, n.d. Web. 29 Aug. 

2016. <http://www.bppe.ca.gov/enforcement/complaint.shtml>.www.bppe.ca.gov/enforcement/complaint.shtml 
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Relay GSE’s accrediting agency, Middle States Commission on Higher Education, also offers the ability to 
submit a complaint related to the “quality of the institution or its academic programs,” (Middle States 
Commission on Higher Education, 2015). 
 
For more information regarding grievance procedures, please see the section of the student handbook 
on institutional policies here.  To view the policy for grade appeals, academic honesty, and extension 
requests, please see the section of the  Relay GSE program guide, available here.  
 
b) Policy Availability  

 
All of the above policies are included in the Student Handbook or Program Guide, which are introduced 
and distributed to candidates at orientation.  The student handbook and program guide are also 
available for candidates to access at any time on the online course platform (Relay GSE’s learning 
management system).  
 
c) Documentation  

 
Upon enrollment in the program, candidates will be informed of the grievance process at orientation 
and materials from orientation will also be available for candidates on the online course platform. Relay 
GSE assures the CTC that students will be informed of the grievance process, and that process will be 
followed.  
 
CRITERION 8: COMMUNICATION AND INFORMATION 
CTC text: To be granted Initial Institution Approval, the sponsor must provide a plan for communicating and 
informing the public about the institution and the educator preparation programs. The plan must demonstrate 
that  
a) The institution will create and maintain a website that includes information about the institution and all 
approved educator preparation programs. The website must be easily accessible to the public and must not 
require login information (access codes/password) in order to obtain basic information about the institution’s 
programs and requirements as listed in (b).  
b) The institution will make public information about its mission, governance and administration, admission 
procedures, and information about all Commission approved educator preparation programs.  
c) Information will be made available through various means of communication including but not limited to 
website, institutional catalog, and admission material. 
 

a) Relay GSE Website  
 

Relay GSE maintains its website www.relay.edu with up-to-date information about the institution’s 
programs and requirements. This website does not require login information and is accessible to the 
public.  
 
b) Website Information 

 
On Relay GSE’s website, the following information can be found: mission and vision, governance and 
administration, program information, and admission procedures. Please see a screenshot of these 
sections of the Relay GSE website here. Upon approval from the CTC, Relay GSE will provide information 
about all Commission approved educator preparation programs on the Relay GSE Bay Area webpage.  
 
c) Availability  

http://www.relay.edu/


  Page 19 of 74 
 

 
Upon approval from the CTC, additional information about Relay GSE Bay Area will be available via Relay 
GSE’s website, institutional catalog, and admissions material.  
 
CRITERION 9:  STUDENT RECORDS MANAGEMENT, ACCESS, AND SECURITY 
CTC Text: To be granted Initial Institution Approval, the sponsor must demonstrate that it will maintain and retain 
student records. Institutions seeking Initial Institutional Approval will provide verification that 
a) Candidates will have access to and be provided with transcripts and/or other documents for the purpose of 
verifying academic units and program completion. 
b) All candidate records will be maintained at the main institutional site or central location (paper or digital 
copies).  
c) Records will be kept securely in locked cabinets or on a secure server located in a room not accessible by the 
public. 
 

a) Obtaining Student Records    
 

The Office of Enrollment Services (OES) manages admissions and registrar systems at Relay, which 
includes the maintenance and protection of records, release of academic transcripts, and verification of 
degrees earned. The Office of Enrollment Services maintains a comprehensive database of candidates’ 
enrollment information. Requests to review records, for copies of the statute or its attendant 
regulations, or for additional information concerning FERPA should be directed to the Office of 
Enrollment Services.  See below for a description of our students’ rights pertaining to their individual 
academic records.   
 
Education Rights 
The Family Educational Rights and Privacy Act (FERPA) is a federal law that affords students certain 
rights with respect to their education records, in particular the privacy of those records. Relay fully 
complies with the provisions outlined in FERPA. 
Annual Notice to Students 
Annually, Relay informs candidates of their rights under the Family Educational Rights and Privacy Act 
(FERPA) and the regulations relating to FERPA promulgated by the Department of Education. Together, 
FERPA and the FERPA regulations provide that: 
 

a) Candidates have a right to inspect and review their education records. 
b) Candidates may request that any such record be amended if they believe that it is inaccurate, 

misleading, or otherwise in violation of their privacy. 
c) Relay will obtain the candidates written consent prior to disclosing personally identifiable 

information about the student from their education records, unless such consent is not required 
by FERPA and the FERPA regulations. 

d) Candidates have a right to file a complaint with the Family Policy Compliance Office of the 
Department of Education if they feel the University has failed to comply with the requirements 
of FERPA and the FERPA regulations. 

e) Candidates may obtain a copy of the University’s Guidelines for Compliance with the FERPA. 
 
b) Student Record Platforms 
 
Relay GSE stores all students’ records electronically using two secure data platforms. The first, Rise, is a 
student information system that includes information such as name, program, dates of enrollment and 
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degrees received. The second student information system, called the Course Platform, houses academic 
data, such as Rubric Score Averages (grades).  
 
c) Storing Student Records    

 
Relay GSE stores all of its records on a secure server that is not accessible to the public.  
 
CRITERION 10:  HISTORY OF PRIOR EXPERIENCE AND EFFECTIVENESS IN EDUCATOR PREPARATION  
CTC Text: Institutions seeking Initial Institutional Approval must have sponsored an educator preparation program 
leading to licensure, or participated as a partner in any educator preparation programs and/or programs focused 
on K-12 public education and provide history related to that experience. CTC staff reserve the right to conduct 
Google/Nexus searches regarding the institution, governing board and administration. Institutions must submit: 
a) History related to its prior experience preparing, training and supporting educators within California or in other 
states.  
b) A list of all states and/or countries in which the institution is currently operating and the status of the 
institution’s approval in each of those locations.  
c) Retention and completion data in educator preparation programs or other programs when educator preparation 
data are not available.  
d) Proof of third party notification enlisting comments to be sent to: Input@ctc.ca.gov. 
 
 
 

a) History  
 

Chartered in 2011 by New York State and formerly known as Teacher U, Relay GSE is a standalone 
graduate school of education with teacher certification and master’s degree programs designed 
specifically to respond to today’s demand for effective teachers in low-income communities.  Relay 
GSE’s vision was created in 2007, as founders of three leading K-12 public charter school management 
organizations – Uncommon Schools, Knowledge Is Power Program (KIPP), and Achievement First – 
launched Uncommon Knowledge and Achievement, Inc. in New York City.  With more than 15 years of 
the founders’ experience building and managing high performing elementary and secondary schools, 
this corporation launched the Teacher U at Hunter College (TUHC) program in Spring 2008 as the 
precursor to Relay GSE. 
   
The TUHC program operated in partnership with the City University of New York’s Hunter College 
(Hunter) between 2008 and 2012.  The program awarded master’s degrees to three matriculating 
classes totaling more than 350 graduate students, all of whom were full-time novice or early career 
teachers in urban classrooms in New York City and the surrounding area.  The curriculum, instruction, 
and student support practices from the TUHC program now serve as the foundation for Relay GSE, 
which applied for its own independent charter from New York State during this time. 
 
In February 2011, New York State issued Relay GSE a provisional charter, which licensed the institution 
to operate as an independent institution of higher education and to grant MAT degrees.  That Relay GSE 
is the first new graduate school of education in New York in more than eighty years4 is a testament to its 
                                                           
4 Sawchuk, S. (2011, 08 05). N.Y Thinks Outside Teacher Education Box. Retrieved August 20, 2016, from 

Education Week: http://www.edweek.org/ew/articles/2011/08/05/37ny.h30.html 

 

mailto:Input@ctc.ca.gov
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innovative vision and strong track record at Hunter.  New York State granted the institution an absolute 
charter in June 2013 on the basis of Relay GSE’s record of programmatic accomplishment, educational 
leadership, and financial stability.  This further validated Relay GSE’s approach to educator preparation.  
 
Relay GSE’s curriculum is uniquely structured to serve the institution’s candidates appropriately and 
effectively.  The institution’s curriculum – centrally developed by expert curriculum design faculty and 
differentiated by experienced professors as appropriate – focuses on a set of pedagogical skills and 
content knowledge skills that are spiraled throughout the preparation program, giving candidates the 
opportunity to develop and reinforce expertise over time. Relay GSE’s curriculum is devoted to 
deepening content knowledge, building positive classroom culture, planning and implementing effective 
lesson sequences, culturally responsive teaching, and so on. For example, in their first autumn at Relay, 
candidates take courses on topics like teacher identity, building relationships with students and families, 
student engagement, classroom management and formative and summative assessments. Candidates 
also take courses specific to their content areas, and they have the opportunity to pursue one or more 
electives on topics like effective questioning or blended learning.  Candidates experience Relay GSE’s 
curriculum through a purposeful blend of online learning and in-person instruction (40% online, 60% in 
person), reflecting not only a sensitivity to the demands of candidates’ schedules as teachers or teaching 
residents, but also best practices in hybrid instructional delivery. 
 
Today, Relay GSE’s programs, now located in 11 locations across the country, include master’s degrees 
and certification for teachers and teaching residents, and fellowships for experienced principals and 
principal supervisors. 
 
Relay GSE’s approach, which was prominently featured in June 2016 cover story in The Economist, is 
intentionally designed to isolate specific teaching skills and train educators to develop proficiency 
through focused practice, collaboration, and feedback. The teaching residency model, in particular, 
enables teachers to gain hundreds of opportunities for practice, gradually developing their skills in low-
stakes environments before becoming full-time teachers. The Relay GSE Teaching Residency sets 
candidates up for long-term success in the classroom by providing a gradual, supportive on-ramp to the 
teaching profession.  For example, 84% of residents in the first cohort launched in New York were hired 
up as full-time teachers. 
 
In addition to Relay GSE’s focus on classroom techniques and rigorous academic content, Relay GSE 
encourages teachers, residents, and principals to adopt a strong focus on personal character strengths 
that will help their students grow up to be happy, responsible citizens who show grit, love, integrity, and 
respect for others. Most recently, Relay GSE partnered with Angela Duckworth, founder of The 
Character Lab, and Scott Barry Kauffman, founder of the Imagination Institute, to provide professional 
development for teachers across the country. During the” Grit + Imagination Educator’s Summit,” 
hosted at the University of Pennsylvania, educators deepened their understanding of grit and 
imagination through presentations from leading researchers in the field (such as Martin Seligman and 
Helen Immordino-Yang) and  refined approaches for developing these noncognitive skills in their 
students through practice.  After this year’s summit, 100% of participants stated that they would 
recommend this experience to a colleague.  
 
Similarly, candidate satisfaction at Relay GSE is high. As part of regular institutional surveys, Relay 
assesses our graduate students’ perspectives about the quality of our programs. Across a variety of 
indicators, nearly 90% of graduates in the class of 2015 reported their agreement with the effectiveness 
of Relay’s faculty and instruction.    

http://www.economist.com/news/briefing/21700385-great-teaching-has-long-been-seen-innate-skill-reformers-are-showing-best
http://www.relay.edu/relay-teaching-residency
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Relay GSE is committed to diversity and is cultivating the next generation of teachers and leaders of 
color. About 50% of Relay’s graduate student body self-identify as people of color. This compares to 18% 
and 20% respectively for teachers and leaders of color nationwide.5   In addition, The Relay GSE Teaching 
Residency is an especially critical source of diverse, local teaching talent. About 70% of Relay Residents 
identified as people of color in the 2015-16 school year. 
 
Relay GSE’s innovative approach to graduate-level education has earned recognition from the White 
House, state education officials, and leaders of the nation’s most recognized district and charter public 
schools. More importantly, it has changed the lives of the countless children Relay GSE’s candidates 
serve. Relay GSE is excited to come to the Bay Area to serve K-12 students and teachers and add to the 
impact that they have had serving Bay Area’s school leaders, 20 of whom have gone through Relay’s 
National Principal’s Academy Fellowship.  
 
 
b) Relay GSE Programming across Locations  

 
Location MAT  Licensure  

New York X X 

Newark  X X 

Chicago X X 

Houston X X 

New Orleans X X 

Baton Rouge X X 

Memphis X X 

Delaware  X X 

Denver X X 

Philadelphia/ 
Camden 

X (Camden) X (Philadelphia 
and Camden) 

 
c) Retention and Completion Data   

 
Relay GSE is committed to ensuring all students receive support that provides the best possible 
opportunity for success in the program. Relay GSE acknowledges the rigor and challenges that teachers 
face, and sets goals for program completion, among other indicators. 85% of Relay GSE candidates 
completing the first year of a two-year program will return for their second year. Approximately 96% of 
Relay GSE candidates who completed the first year of a two-year program (2014-15) returned for their 
second year (2015-16). Please see appendix 10 here for Relay GSE program completion rates year-over-
year. 
 
d) Third Party Notification 

 

                                                           
5 http://www.hacu.net/images/hacu/OPAI/2015_CF_Docs/Teacher_Diversity_Revisited.pdf;  http://nces.ed.gov/pubs2013/2013313.pdf 

 

http://www.relay.edu/blog-entry/doe-recognizes-relay-federal-plan
http://www.relay.edu/blog-entry/doe-recognizes-relay-federal-plan
http://www.hacu.net/images/hacu/OPAI/2015_CF_Docs/Teacher_Diversity_Revisited.pdf
http://nces.ed.gov/pubs2013/2013313.pdf
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Relay GSE has requested that third party notification comments will be sent to Input@ctc.ca.gov. Relay 

GSE posted the following language provided by the CTC requesting such comments here on the Relay 

GSE website. 

Relay GSE is seeking initial institutional approval by the California Commission on Teacher 

Credentialing. This approval would allow Relay GSE to sponsor educator preparation programs 

in California. Interested parties are invited to submit comments that may help to inform the 

Commission of substantive issues regarding this institution. Comments should be submitted to 

the Commission at input@ctc.ca.gov. Please note that comments should specify the party's 

relationship to the institution (i.e., graduate, present or former faculty member, employer of 

graduates, other -please specify). All identifying information will remain confidential. 

 
 
 
 
 
 
 
CRITERION 11:  CAPACITY AND RESOURCES   
CTC Text: To be granted Initial Institution Approval, an institution must submit a Capacity and Resources plan 
providing evidence about how it will sustain the educator preparation program(s) through a 2 – 3 year provisional 
approval (if granted) at a minimum. An institution’s Capacity and Resource plan must include:  
a) Copy of the most recent audited budget for the institution. 
b) A proposed operational budget for the educational unit. 
c) Information about instructional and support personnel for the educational unit.  
d) Evidence of K-12 partnerships for the purposes of providing fieldwork.  
e) Information about facilities and/or digital learning platforms. f) A plan to teach out candidates if, for some 
reason, the institution is unable to continue providing educator preparation program(s). 

 

a) Relay GSE’s Budget   
 
Relay GSE’s budget is centrally controlled and managed by the Chief Financial Officer, in conjunction 
with the President and Chief Operating Officer. The fiscal year ends on June 30, and the annual 
budgeting process starts in February and ends in June with the budget approval by the Board of 
Trustees. Relay GSE’s financial plan is based on healthy budgets and justifiable assumptions about 
financial projections for the institution as its programs expand to new instructional sites. Please see 
appendix 11 for Relay GSE’s FY15 audited financials.  
 

b) Relay GSE’s Bay Area Budget 
 

Relay GSE has developed long-term growth and financial stability plans as an institution and does so for 
each location, including our proposed Bay Area location. Relay GSE’s financial plan allocates budgetary 
resources appropriately to programs and operations that are centrally-located in New York and to those 
specific to locations. Relay GSE has ample capital to launch a new Bay Area location. Additionally, Relay 
GSE has secured additional philanthropic dollars to support the planning year and first year of 
operations in the Bay Area to ensure a successful launch before collecting tuition revenue. Relay GSE 

mailto:Input@ctc.ca.gov
http://www.relay.edu/campuses
mailto:input@ctc.ca.gov
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Bay Area intends to become financial sustainable on tuition revenue when at scale. Please see appendix 
12 for Relay GSE’s proposed Bay Area operational budget. 
 

c) Instructional and Support personnel  
Throughout their experience, candidates enrolled in Relay GSE in the Bay Area will receive services 
comparable to those received by candidates enrolled at all existing locations. Since Relay GSE provides a 
hybrid online and in-person graduate program, it is designed purposefully to accommodate remote 
learners and offers students as much virtual access as possible. Some specific examples of services 
offered to Bay Area candidates are: 

 The Dean and Director of Operations will work on-site in the Bay Area to help candidates 
navigate the program and its in-person and online instruction and services. 

 Relay GSE professors will be assigned groups of approximately 25 Bay Area candidates each. The 
professors will guide students through the coursework, provide feedback on student 
assessments, and ensure that his or her candidates are held accountable to the work they need 
to accomplish. 

 Academic advising and course registration will be provided primarily online with support 
available either via email, over the phone, or in-person on select class days.  

 Financial aid advising will be offered by phone, email, and in-person on select class days. Relay 
GSE has worked diligently to raise scholarship funds and identify financial support to make this 
unique educational program affordable for candidates. Relay GSE offers a number of 
institutional scholarships to lower the cost of the program for eligible candidates, and works 
with schools and programs that employ the candidates as teachers to arrange for additional 
employer-based tuition support. Relay GSE candidates are also eligible for Title IV federal 
student aid.  

 Student support services will be offered through a combination of Relay GSE staff and faculty. 
The primary coordinator in Bay Area will be the local Dean, who will work with students in 
person, by phone, and electronically by email and video chat. Candidates’ assigned faculty 
members and the Dean of Relay GSE Bay Area also collaborate to ensure candidates are 
supported adequately. Counseling is offered by these staff members to candidates with respect 
to time management, professionalism, and workload. If specific students demonstrate a need 
for more support, student support services staff will direct those students to external counseling 
services. 

 Relay GSE will ensure that candidates with learning, physical, and psychological difficulties 
and/or disabilities are able to complete the program’s coursework with appropriate support 
and/or accommodations from Relay GSE faculty and staff, if necessary. These supports and/or 
accommodations will be monitored, reviewed, and adjusted as necessary by the Bay Area Dean. 
If appropriate, Relay GSE may refer candidates to professional resources when deciding the level 
of disability and the level of further support required. 

 The institution is developing a wide array of alumni supports, based on feedback given through 
the first comprehensive alumni survey in the Fall of 2015. These supports include: an alumni 
directory and opportunities board; targeted professional development; and access to Relay 
resources like the video library, online coursework,  and indefinite online hosting for their web-
based student work portfolio.  

 The Relay GSE Library is geared towards electronic use, and all resources are fully integrated 
into the online library catalog; candidates are only required to login to access full text to 
hundreds of thousands of resources. New candidates are required to take a library orientation 
course upon enrollment, which details using the library, information literacy, fair use, and 
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information ethics. Reference support is available by library staff electronically via email or chat, 
over the phone, or in person at select class dates. 

 Relay GSE’s Engineering and Technology Team supports candidates in Bay Area by providing 
virtual and in-person training about the use of all necessary technologies to succeed in the 
program. New candidates are required to take an introductory technology course upon 
enrollment to become familiar with technology used in the program. 
 

There are currently a total of 185 faculty members across Relay’s operational locations: 88 full-time 
faculty members and 97 part-time faculty members. To maintain high-quality programmatic and 
instructional operations, Relay GSE’s program in the Bay Area will be staffed by two full-time employees 
in its first year: a Dean and a Director of Operations; as well as several part-time adjunct professors. 
Additional faculty members will join the instructional team based on enrollment numbers. Similar to 
Relay’s other locations, the Dean will lead all academic services, instruction, and student assessment. 
The Director of Operations will lead all program logistics and operations. Additional part-time faculty will 
commit to smaller instructional responsibilities for candidates in the Bay Area. Relay GSE has committed 
the planning, financial resources, and long-term vision to ensure appropriate and sufficient faculty to 
meet the needs of part-time candidates based on traditional higher education ratios.  
 
The Relay GSE Bay Area Dean will report directly to Relay GSE’s National Dean. The Bay Area Dean will 
oversee the instructional location, the faculty, and teaching in Bay Area. The Director of Operations will 
report to the National Director of Operations and will be responsible for managing the operations of the 
Bay Area location, as well as working in concert with the central support team in New York City. The 
additional supports from Relay GSE’s central office will be managed by the National Director of 
Operations, the Director of Enrollment Services, the Finance team, the Engineering and Technology 
team, and the Talent team. 
 

d) K-12 School Partnerships 
 

Relay GSE’s MAT program is unique in that in order for a candidate to be admitted, he/she must have 
previously secured a placement in a K-12 Bay Area school. As Relay GSE has done in its other locations, 
the institution has begun to build partnerships with specific K-12 schools throughout the Bay Area. 
Typically, our candidates will come to Relay GSE from those employing partner schools. In order to 
continue in Relay GSE’s MAT program, candidates must remain employed in a teaching position for the 
duration of the program. 
 
Currently Relay GSE has established a partnership with two Charter Management Organizations (CMOs) 
as evidenced by the two memorandum of understandings (MOUs) in appendix 13. In addition, Relay GSE 
has had preliminary partner conversations with many other partner organizations in the Bay Area. 
Similar to its other locations, Relay GSE Bay Area is committed to serving both charter and traditional 
public schools.   
 

e) Facilities  
 

Administrative Facilities 
 
In preparing to launch its proposed educator preparation program in the Bay Area, Relay GSE has 
reviewed and assessed the program’s needs for instructional space. Relay GSE has identified suitable 
space at Rocketship Education’s offices. Rocketship will be one of Relay GSE Bay Area’s partners. 
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Rocketship’s space features a technology-ready classroom and administrative space. This space will 
meet the instructional and operational needs of Relay’s Bay Area location.  
 
Currently, Relay GSE conducts its core administrative work at 40 West 20th Street, 7th Floor, New York, 
NY 10011. This space will also be used to support the administrative, academic, and instructional work 
of the institution’s Bay Area program. Relay GSE currently maintains a five-year lease agreement for this 
space, with a lease renewal that occurred in January 2013.  
 
This 20,800 square foot location houses 100 administrative and instructional staff and includes four 
classrooms, nearly 100 workstations, five teleconference rooms, a sound booth, one medium-sized 
conference room, and one large conference room. 
 
The administrative team dedicated solely to Relay GSE’s Bay Area location comprises the Dean and 
Director of Operations of Relay Bay Area. Their offices will be located in the Rocketship Education office 
at 2001 Gateway Pl. Suite 230E in San Jose, CA 95110. The anticipated start date of operations at this 
site is July, 1, 2017. 
 
Relay GSE’s instructional spaces and administrative offices are handicap accessible and meet all state 
standards for accessibility for the disabled. 
 
Digital Learning Platforms 
 
Course Platform 
Approximately 40% of Relay GSE  coursework is delivered through online means using Relay GSE’s 
customized learning management system, the Course Platform (CP). Students also have access to 
supplemental resources on the CP related to Relay GSE’s use of video and technology, habits of 
successful online learners, student financial services, certification, and Relay GSE’s library. A centralized 
online space for students to manage their administrative identity means that students can complete 
these activities in a manner convenient to them. The CP also provides access to coursework and reports 
on academic progress. Students can view grades, completed and pending assignments, as well as 
announcements. Through the CP, Relay GSE distributes all program completion statuses to students on 
demand. 
 
Library 
Given the hybrid online and in-person design of the Relay program, along with its non-proximate 
locations, the Relay Library was built to provide 24/7 access to a wealth of resources from one’s 
computer. All Relay students, faculty, and staff have full access to the electronic library, which includes 
full text to hundreds of thousands of articles, tens of thousands of e-books, thousands of reference 
titles, multiple P-12 curriculum resources, and current news resources. These databases are purchased 
from vendors such as EBSCO, Gale, JSTOR, Lexis-Nexis, and eBrary and are accessible via the Summon 
library search interface, which provides a single search experience similar to Google. While the digital 
resources make up the majority of Relay Library, there is also a small physical library housed at the Relay 
administrative office, which includes works on education and related fields for use by Relay staff and 
faculty. Relay is also a member of the METRO consortium that provides physical access to many 
academic libraries in the New York City metro area, such as Columbia, NYU, and Bank Street, as well as 
free interlibrary loan access to articles and books. 
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Candidates in the Bay Area wishing to access hard copy materials from Relay’s physical library or from 
those in the METRO consortium may request a loan from the New York City office through the 
institution’s library staff members. As Relay’s enrollment grows in the Bay Area, the institution will 
explore the viability of establishing small physical collections of resources in the Bay Area, similar to the 
one currently housed at Relay’s administrative office in New York City. Additionally, as Relay grows its 
enrollment in the Bay Area the institution will investigate the viability of establishing relationships with 
library consortia within the Bay Area. 
 

f) Teach Out Plan  
 

In the unlikely event of program suspension, Relay GSE is committed to ensuring a seamless transition 
for candidates and faculty.  As such, Relay GSE administrators would act in accordance with Middle 
States Commission on Higher Education policy and submit a comprehensive teach-out plan to MSCHE no 
later than six months prior to the planned closing date.   
 
As a part of the teach-out plan, Relay GSE Bay Area academic advisors would facilitate individual 
meetings with each candidates to create differentiated strategies to ensure enrollment and transfer of 
credit at other regionally-accredited institutions.  Such strategies would be based off of, but not limited 
to, the following: 

 The student’s geographical location 

 The student’s credit count 

 The student’s fit with various regionally-accredited institutions  

 The institution’s course offerings 

 The institution’s transfer of credit policy 

 The institution’s enrollment policies 
 

During the teach-out, Relay GSE administrators would aim to have operations cease at the end of the 
academic year, thus minimally affecting graduating students. In addition, the Relay GSE Bay Area Dean 
and Director of Operations would engage in partnership work with local regionally-accredited 
institutions in order to facilitate credit transfer for students.   
 
CRITERION 12:  DISCLOSURE    
 
CTC Text: Institutions must disclose: 
 a) Information regarding the proposed delivery model (online, in person, hybrid, etc.) 
 b) All locations of the proposed educator preparation programs including satellite campuses. 
 c) Any outside organizations (those individuals not formally employed by the institution seeking Initial Institutional 
Approval) that will be providing any direct educational services as all or part of the proposed programs.  

 

a) Program Delivery Model 
 
The Relay GSE model is blended instructional delivery model. Instruction takes place 60% in-person and 
40% online on Relay GSE’s course platform.  See section 11 E for information about Relay GSE’s course 
platform.  
 
 

b) Locations  
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As stated in criterion 10b, Relay GSE operates MAT and/or licensure programs in New York, New Jersey, 
Louisiana, Texas, Illinois, Delaware, Tennessee, Pennsylvania, and Colorado. Each site is specifically 
designed to meet local needs while capitalizing on the institution’s curricular and administrative 
resources. Upon approval from the CTC, Relay GSE will open its Bay Area location.  
 

c) Collaboration 
 
Relay GSE does not plan to employ any direct educational services as all or part of the proposed 
programs.  
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Appendices  
Appendix 1: Relay GSE Bay Area Website Mock Up 
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Appendix 2: Relay GSE Non-Discrimination Policy Posted on Website 
 
Screenshot: 

 
 
Location on Website:  
Relay GSE posts its non-discrimination policy on the application page of each of its programs. See an 
example for our Denver campus here.  Upon approval from the commission, Relay GSE Bay Area will 
create a Bay Area specific program page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.relay.edu/programs/relay-teaching-residency-denver/admissions
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Appendix 3:  Non-Discrimination Policy (Student Handbook) 
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Appendix 4: Employee Handbook  
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Appendix 5: Student Handbook Exiting Policies    
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Appendix 6: Institutional Policies in the Student Handbook   
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Appendix 7: Academic Policies in the Program Guide 
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Appendix 8: Relay GSE Website Screenshots 
 
Mission and Vision:  

 
 
Governance and Administration:  
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Program Information:  

 



  Page 53 of 74 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Page 54 of 74 
 

Admission:  
 
Note: The Admissions Policy below is for Relay GSE’s Denver location to provide an example of how 
Relay GSE location-specific admissions policies appear on Relay GSE’s website. Upon approval from the 
commission, Relay GSE Bay Area will update the admission criteria so that it aligns with requirements 
from the state of California.  
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Appendix 9: Retention and Completion Data  
Table 1: Cohort of 2012 Completion and Retention Data 

 
Table 2: Cohort of 2013 Completion and Retention Data 

 
Table 3: Cohort of 2014 Completion and Retention Data 

 
Table 4: Cohort of 2015 Completion and Retention Data 



  Page 57 of 74 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Page 58 of 74 
 

Appendix 10: Relay GSE FY15 Audited Financials   
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Appendix 11: Proposed Relay GSE Bay Area Budget  
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Appendix 12: K-12 Partnership MOUs 
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