Program Assessment Reviewers’ Guide

Updated October, 2011


Before starting the review of any part of the PA, pause to identify the different segments or concepts found in the standard you’re working on.  You will need to ensure that the narrative responds to each of those segments and provides adequate documentation.

Remember to use the word information or documentation, not evidence, when requesting additional PA narrative information or documentation related to the 4-6 key assessments. 
There is a fundamental difference between documentation and evidence:

· Documentation  includes the blank BR  assessments, forms, tools, templates, syllabi/course of study, and rubrics that help explain the described process 

· Evidence includes the completed documents that will be reviewed at the site visit (e.g. portfolios, minutes from specific meetings) that show implementation of the process
Program Assessment Requirements: Narrative, Documentation, Assessments

· Narrative that identifies HOW--when & where the program aligns with each standard. Reviewers must ask for further WRITTEN clarification when a portion of the standard has not been addressed in the narrative or if the narrative is unclear. 

· Required Documentation to support the Narrative 
· All Course Syllabi (IHEs)—if syllabi is not descriptive enough or does not show “HOW” you may ask for additional clarification 

· Course of Study (LEAs)—such as Formative Assessment System documents/tools  (Induction) (if documentation isn’t clear, you may ask for additional documentation 
· Assessment - information about the 4-6 assessment and evaluation instruments used by each program to generate data for the institution’s last Biennial Report.  (This information does not apply to the TPA or FACT assessments that will be reviewed by assessment experts.)
· In-depth information about candidate competence and program effectiveness measures and information regarding any changes to those instruments
· Blank assessment and evaluation instruments used to identify candidate skills and knowledge, and program strengths and areas for growth (programs may include information on additional instruments but reviewers will need to exam only instruments used to collect data for the Biennial Report)

· Rubrics/Scoring Guides

· Detailed information about how the instruments are used to collect data  

· Processes used for the selection, training, and ongoing calibration of persons responsible for scoring the key assessments 

Readers may not request assessment-related documents beyond those listed above (samples of forms, fieldwork templates, vitae, etc.).  If you believe the site visit team should see particular documents, you may indicate that.   

Check to ensure that: 

· All segments of the standard are addressed in the narrative

· All course syllabi/descriptions or course of study from the current year are included and support the narrative. When the narrative states that XXX is completed in EDU XXX this must be reflected/identified specifically in the syllabus or review process

· The FIRST round of feedback should be written using the BLUE font color (followed by green, purple, and orange, respectively)
Hyperlink Directions: 

PC users: To return to your past location after clicking on a hyperlink, select ALT, Left arrow. Do this several times to go back farther in the document.

Mac users: Leave your cursor on the original page, and then hit space when you are done looking at the artifact, which will take you back to your original location.   

Response Option for Readers

Option #1: Preliminarily Aligned—no additional information should be noted by reviewers. Guidance for the site visit team may be included.
Option #2: More Information Needed—: Remember we only ask for additional information/documentation if the institution has not provided documentation to support the narrative descriptions indicating HOW they address each component of the standard. 
1. Identify parts of the narrative that are unclear or incomplete (e.g.“The readers are unclear regarding….” or “The narrative does not address the following part of the standard: [insert standard language])
2. Identify where the narrative is not aligned with the standard (e.g. “The program standard states [insert standard language], but the narrative says [insert narrative text].  Please explain.”)  

3. Describe additional documentation (for the 4-6 key assessments) needed to demonstrate preliminary alignment (e.g. “To verify preliminary alignment with the standard, please provide [insert document name]”)

4. The narrative was not clear so reviewers were unable to confirm preliminary alignment. A more complete response to the XXX is needed. 

5. The narrative states that XXX (an assignment that the narrative says is how the program aligns with the standard) was completed during ED XXX but the syllabus or course of study provided did not make reference to the assignment. Please clarify how the standard is addressed in the program.
Note to Site Visit Team:

6. If needed, reviewers may add a note to the site visit team that directs the team to review documentation that was not available in the PA. This request should be used sparingly. 

Remember: Clear feedback provides guidance for each program and will be extremely valuable as they prepare additional documentation for your review or for their site visit. [image: image1.png]



STANDARDS’ WEBSITE 
     http://www.ctc.ca.gov/educator-prep/program-standards.html

