PRE-VISIT WORKSHEET
CTC Common Standards
As California’s accreditation system evolves, increasing amounts of documentary evidence about how institutions are meeting CTC Common and Program Standards is becoming available to review teams prior to actual site visits. This evidence includes up to three Biennial Reports and a Program Assessment Feedback sheet for each program indicating preliminary alignment of Program Standards. In addition, institutions are making increasing numbers of supporting documents available electronically. We anticipate that very soon, institution “document rooms” will be largely electronic, and that the kinds of documentary evidence teams used to be able to access only during the site visit will be accessible online prior to, and during the site visit.

With the increasing amount of evidence available prior to site visits, the nature of the site visit will be changing both in terms of on-site schedules and specific tasks assigned to team members. The most significant change we anticipate is that more evidence will be reviewed prior to the visit, requiring less time to be spent reviewing documentary evidence during the visit itself. For review teams, this means that members will have to spend more time reviewing documents before they come to the site, but that the team will be able to make decisions on standards earlier in the site visit. As a result, site visits in the future may be shorter to compensate for the increased time teams spend preparing for a visit.

As we move to a more “front-loaded” review process, it is essential that all team members review an institution’s Biennial Reports and CTC feedback, Program Assessment Feedback, and electronic documents provided by the institution prior to the actual site visit. Because team members will have a much greater body of evidence to examine, it will be important to document the evidence that is reviewed prior to the site visit and that which must be reviewed onsite. This shifts the focus of the actual site visit from “evidence gathering” to “evidence corroborating,” and requires that team members arrive at the visit prepared to discuss evidence reviewed to date and what additional evidence is needed.

To assist in the pre-visit document review, we are asking team members to use this worksheet. The worksheet lists the CTC Common Standards, and it is designed to be used electronically so that notes are typed into the form regarding documentary evidence reviewed prior to the visit and evidence needing to be gathered/reviewed during the visit itself. This worksheet must be completed prior to arriving at site visit and allows team members to make notes related to each standard. It is designed to focus initial team discussions on the standards and determine additional data needed—and evidence needing corroboration—so that time on site can be used productively. 

Possible sources of evidence: The information provided in the institution’s Common Standards Document may include evidence or be hyperlinked to evidence.  In addition, evidence from Biennial Reports and electronic documents made available to team members prior to the site visit are additional evidence sources. If there are significant differences between programs, or between basic and advanced credential programs, these should be noted on the Pre-Visit Worksheet.
Standard 1.  Educational Leadership

	Key ideas, concepts
	Documentation reviewed prior to site visit

	The institution and education unit create and articulate a research-based vision for educator preparation that is responsive to California's adopted standards and curriculum frameworks. The vision provides direction for programs, courses, teaching, candidate performance and experiences, scholarship, service, collaboration, and unit accountability. The faculty, instructional personnel, and relevant stakeholders are actively involved in the organization, coordination, and governance of all professional preparation programs. Unit leadership has the authority and institutional support needed to create effective strategies to achieve the needs of all programs and represents the interests of each program within the institution. The education unit implements and monitors a credential recommendation process that ensures that candidates recommended for a credential have met all requirements.

	

	
	Evidence to gather and questions to ask during site visit

	
	


Standard 5. Admission
	Key ideas, concepts
	Documentation reviewed prior to site visit

	In each professional preparation program, applicants are admitted on the basis of well-defined admission criteria and procedures, including all Commission-adopted requirements. Multiple measures are used in an admission process that encourages and supports applicants from diverse populations. The unit determines that admitted candidates have appropriate pre-professional experiences and personal characteristics, including sensitivity to California's diverse population, effective communication skills, basic academic skills, and prior experiences that suggest a strong potential for professional effectiveness. 


	

	
	Evidence to gather and questions to ask during site visit

	
	


Standard 6. Advice and Assistance
	Key ideas, concepts
	Documentation reviewed prior to site visit

	Qualified members of the unit are assigned and available to advise applicants and candidates about their academic, professional and personal development, and to assist each candidate’s professional placement. Appropriate information is accessible to guide each candidate's attainment of all program requirements. The institution and/or unit provide support and assistance to candidates and only retains candidates who are suited for entry or advancement in the education profession. Evidence regarding candidate progress and performance is consistently utilized to guide advisement and assistance efforts.  
	

	
	Evidence to gather and questions to ask during site visit

	
	


Standard 7. Field Experience and Clinical Practice
	Key ideas, concepts
	Documentation reviewed prior to site visit

	The unit and its partners design, implement, and regularly evaluate a planned sequence of field-based and clinical experiences in order for candidates to develop and demonstrate the knowledge and skills necessary to educate and support all students effectively so that P-12 students meet state-adopted academic standards. For each credential and certificate program, the unit collaborates with its partners regarding the criteria for selection of school sites, effective clinical personnel, and site-based supervising personnel. Field-based work and/or clinical experiences provide candidates opportunities to understand and address issues of diversity that affect school climate, teaching, and learning, and to help candidates develop research-based strategies for improving student learning.


	

	
	Evidence to gather and questions to ask during site visit
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