Guidance for Program Cluster Team Members
Prior to the Visit

1) Review the Program Assessment Summary for the programs to which you are assigned.

2) Review all Program Assessment Findings for the programs to which you are assigned—initial and any additional feedback documents.  Highlight questions that were asked by PA readers.  If any standards have not been found to be “Preliminarily Aligned,” prepare specific questions related to those standards.

3) Review the Biennial Report for the programs to which you have been assigned.

4) Review the CTC feedback for institution’s Biennial Reports.

5) Review the Program Standards for the programs to which you are assigned.

6) Develop questions to be asked and evidence to be gathered on Pre-planning document

At the visit, with the team:

7) Talk with all Programs Cluster team members about initial impressions and questions.
8) Prepare questions for Program Coordinators—coordinators will be the first interviews for Programs Cluster team members.

9) Get pad of paper or note-taking forms for Interview Notes.  Note day, time and stakeholder group for each interview.
10) Get Interview Sampling Placemat form and tally individuals.
During interviews at the visit:
11) Record the number of stakeholders and the program for each on the Interview Sampling Placemat.
12) Introduce yourself and the purpose of the visit.  Explain confidentiality.
13) Ask questions about the 3 categories—Program Design, Course of Study (Curriculum and Field Experience) and Candidate Competence—with each stakeholder group.  Tailor questions to each group of stakeholders.

14) Pose questions on all standards, if any, that were not “Preliminarily Aligned” in the PA process.

15) Focus questions through the appropriate lens—Day 2 AM, Day 2 PM, or Day 3 AM.

16) If concerns are identified in one or more of the categories—let the team lead and CTC consultant know immediately.  If concerns arise, then Programs Cluster team members will delve into the program standards in following interviews.
Team/Cluster meetings for evening of Day 2 (Monday)
17) Share the information from Day 2’s interviews with Programs Cluster.
18) Plan with cluster members and team lead what needs to be done on Day 3 (Tuesday).
19) Take the Program Assessment Summary, save on own computer or flash drive, and begin to ‘personalize’ the report for the programs to which you are assigned.

<Insert Program Name here> Credential Program
 (Program reports are approximately two-four pages in length—per program or group of programs. 

Information from the program summary may be used but at least half of the report should be information gleaned at the site…the local, specific institution/program information.  Provide information such as: “Stakeholders report…” or “Employers and program completers commented…”) 
Introduction to the specific program at the institution providing information in three categories below:
Program Design  
Leadership within the credential program

Communication within the credential program and with the institution

Structure of coursework and field experiences in the credential program. 

Program modifications over the recent two years 

Means for stakeholder input
Course of Study
Effectiveness of the sequence of coursework

Effectiveness and coordination of coursework with field work

Effectiveness of coursework in critical areas (e.g. English learners for all initial teaching programs)

Effectiveness of field placements

Effectiveness of field supervision, advisement, evaluation: frequency, type, from BOTH the program personnel and the district employed individual (master teacher) when required in a program

Candidate Competence
Effectiveness of candidate assessment

How candidates receive information about how they will be assessed in the program and how they are informed of the results of those assessments.
Findings on Standards: 



After review of the institutional report and supporting documentation and after conducting interviews of candidates, graduates, faculty, employers, and supervising practioners, the team determined that (select the appropriate one of the following, adjust as necessary)

a)  all program standards are met, 

b) all program standards are met with the exception of the following <Insert number of standards here>, which are Met with Concerns, or 

c) all program standards are met with the exception of the following <insert number of standards here> which are Not Met.

Identify the specific standards that are less than fully met, if appropriate, and the specific portion of each standard that is not fully met.

