REPORT WRITING GUIDELINES

1. The response to each Common Standard is about a page in length. The response for each program is about a page in length.  Use Times New Roman, 12 point font, 1 inch margins, justified and single spaced within paragraphs. Review the CTC template in advance.

2. Statements are to be corroborated by more than one source.

3. Statements are tied to the standard.

4. Consider your word choices carefully. Avoid clichés and hyperbole.

5. Statements are not personal opinions. Remember, the standard indicates what has to be done, but the how it is done is up to the institution or program.

6. Make no reference to individuals, either positive or negative.

7. Please use the term “candidates” when referring to individuals enrolled in the educator preparation programs and use the term “students” when referring to children in P-12 schools.

8. Grammar and spelling do count. This is a public, professional document.

9. Address all parts of the standard or each of the three categories identified for programs without simply reiterating the standard.
10.  Ensure written comments support the standard finding and all the standard findings together support the accreditation recommendation.

11.  Once complete, review the draft from the perspective of someone receiving the report. If this were being said about your program would it be viewed as an accurate, informative and non-biased document?  

12.  Following that, review the draft from the perspective of someone not familiar with the institution or its programs. Does it hold together well? Do the statements support the standard findings and accreditation recommendations? Does it use the same voice consistently throughout the document? Are there statements that are not explained sufficiently for readers who haven’t participated in the review and might not be as familiar with the institution?

