Team Lead Update Agenda

Spring 2012 Site Visits

10:00-2:30
	Time
	Topic

	10:00 a.m.
	Welcome and Introductions  

	
	Goals for the day

	
	Two-Month Out-Pre visit

· Purposes 

· Review: Interview schedule, Transportation, Meals 
· Program Sampling/Clustering, Confirming program status

	
	Division of Team Member Responsibilities and Pacing of the Work –
· Roles of each member and consultants
· Pre-site visit work
· At the SV – Pacing of the work/Overview of Schedule


	
	First day Team Meeting

	
	Mid-Visit Report


	
	Group Decision Making, Tips for Team Leads

	12:00
	Lunch 

	
	Sampling Across Programs

· Categories of Standards and Philosophy of Sampling
Division of Programs

	
	Reaching Findings on Standards

	
	Accreditation Recommendation 

	
	Stipulations 

	
	Writing and Editing the Common Standards Part of the Report

	
	Program Specific Issues

· Program Sampling

· Using the Biennial Report in Site Visit Reports
· Delving into Program Standards

· Intern Specific Issues

· TPA

	
	Writing and Editing the Program Standards Part of the Report

	
	Exit Report

	
	COA Presentation

	2:30 p.m.
	Discussion/Q and A


2 Month Pre-Visit: Topics to be addressed

	
	Lodging & meals at the hotel
	
	Work on Campus

	(
	Hotel, restaurant options
	(
	Location and organization of document room

	(
	Number of rooms, names of team members
	(
	Access to room: Sunday, Monday and Tuesday

	(
	Plan for breakfasts, dinners
	(
	Technology on campus

	(
	Meeting room at hotel, cost
	(
	Monday-Tuesday lunches

	(
	Technology at the hotel
	(
	Snacks-Sunday, Monday, Tuesday, no gifts!

	(
	Direct bill to institution, review costs, Contract!
	
	

	(
	Transportation from hotel to campus
	
	School site visits—ONLY if appropriate!

	
	
	(
	Times, locations  (Monday afternoon-Tuesday am)

	
	Technology Arrangements
	(
	Transportation

	(
	Printing capability-Campus & Hotel
	
	

	(
	Computers with internet access-Campus & Hotel
	
	Interview schedule—Middle 2 Days (Monday and Tuesday)

	(
	Shredder—on campus
	(
	Candidates (class visits and scheduled interviews)

	(
	Copy machine—on campus
	(
	Completers—last 2-3 years

	(
	Name and telephone for tech support
	(
	Field supervisors/master teachers

	
	
	(
	Employers—principals, HR directors

	
	Documents
	(
	Faculty, staff and administration

	(
	Planned date to disseminate documents to team members
	(
	Advisory board members

	(
	Web, CD, Flash Drive, Paper copies
	(
	Review DRAFT schedule

	(
	Team size agreement/conflict of interest
	
	

	
	
	
	Fourth Day (Wednesday) Schedule

	
	First Day (Sunday) Schedule
	(
	Time for dean/director briefing

	(
	Team’s arrival/lunch
	(
	Report out—tentatively 1pm

	(
	Orientation to campus, programs, document room
	(
	Copy of report—printing/distribution

	(
	Poster session
	(
	Presentation to COA—date and time

	(
	Interviews? 
	
	


Notes to develop the agenda for Day 1 Team meeting 

(Team Lead and State Consultant draft the agenda collaboratively):
Introductions

Explain Accreditation Process briefly

Define Consensus

Overview documents available for review

Discuss Program Sampling

Describe what the final document will contain


Reports to include “how” the program meets the standards, and “how well” they are implemented


Rationales are needed for EACH standard not met or met with concerns

Rationales should be well developed and clear. 
Will need tally of constituents interviewed (Interview Placemat)

Provide and review sample of a final product (sample SV report)

Flash Drive/Files contains the following for each Team Member except if document are on institution web site

· Common Standards Narrative

· Program Narratives for each program

· Program Assessment Feedback from PA readers for each program
· Program Assessment Summary for each program

· Biennial Reports

· Biennial Report Feedback from the Commission

· CTC Program Standards (http://www.ctc.ca.gov/educator-prep/STDS-prep-program.html)

Team Members share concerns and questions
Review Interview schedule
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Mid Visit Report

Institution A

Date B

This Mid-Visit Report identifies the questions and concerns that the team has at this time.  Additional questions or concerns may be identified during the second day of interviews and evidence gathering.  

	Common Standards
	Questions and Concerns at this Time

	2: Unit and Program Assessment and Evaluation
	The team has found evidence of program assessment and evaluation systems being used to guide ongoing program improvement efforts.  The team is still seeking evidence of a parallel system at the unit level, where data is gathered, analyzed, across programs and used for ongoing unit improvement – including improvement in unit operations.

	5: Admission
	The team has completed only some of the interviews necessary to determine whether or not this standard I met. Additional interviews are schedule for this morning and we expect to gather the additional evidence needed to make a decision on this standard.

	6: Advice and Assistance
	The team has completed only some of the interviews necessary to determine whether or not this standard is met.  Additional interviews are scheduled for this morning, and we expect to gather the additional evidence needed to make a decision on this standard.

	7: Field Experience and Clinical Practice
	The team has completed only some of the interviews necessary to determine whether or not this standard is met.  Additional interviews are scheduled for this morning, and we expect to gather the additional evidence needed to make a decision on this standard.

	8: District-Employed Supervisors
	The team would like to interview 2-3 more Directing Teachers for both the MS/SS and Education Specialist programs from different fieldwork placement sites. Telephone interviews are preferable, and there will be a team member available to conduct the interviews at whatever times they are scheduled.  The team is seeking additional information on how Directing Teachers are trained in supervision and oriented to the supervisory role and evaluated.

	Programs
	Questions or Concerns about Programs

	Multiple Subject, with Internship
	The team would like to interview 2-3 additional candidates and/or recent program completers.  Telephone interviews are preferable, and there will be a team member available to conduct the interviews at whatever times they are schedule. The team is seeking additional information on level and consistency of support candidates receive from Directing Teachers.

	Single Subject, with Internship
	See Multiple Subjects request above.  It will be particularly helpful if one or more of the candidates is an Intern.

	Education Specialist: Mild-Moderate, Level I 
	The team is seeking additional information about how candidates meet the instructional needs of English learners, particularly in the general education classroom.


Report Writing Guidelines
1. The response to each Common Standard is about a page in length. The response for each program is about two pages 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?
General Rule:  Report needs to convey two things:  How the institution meets the standard (factual, specific statements of what the institution does), and how effectively the institution implements the standards and its programs. 

Purpose of the Accreditation Visit

Assure the state that the approved programs are meeting the adopted program standards and that the approved institution has the appropriate infrastructures in place to evaluate, monitor and modify the programs.

Team Responsibilities 

Standards Findings

For each standard (Common and Program) the team will make one of three decisions:  

Met
All phrases of the standard are evident and effectively implemented.

Met with Concern 
One or more phrases of the standard are not evident or are ineffectively implemented.

Not Met  
Significant phrases of the standard are not evident or are so ineffectively implemented that it is not possible to see the standard in the program.
Make sure the team members articulate the triangulated evidence that leads to the standard decision!  A single person saying one thing should be treated as an outlier…each finding must be supported by multiple sources of evidence.  

Accreditation Recommendation

The site visit team makes an accreditation recommendation to the Committee on Accreditation (COA).  This recommendation is included in the Accreditation Report that is left with the institution on Wednesday.  The COA makes the Accreditation Decision.

Accreditation


Accreditation with Stipulations 

Stipulations, 

Major Stipulations, or 

Probationary Stipulations


Denial of Accreditation

Teams must develop a Rationale that explains why the team is making the recommendation it is for the institution’s accreditation decision.

Accreditation

The recommendation of Accreditation means that the accreditation team verified that the institution and its programs, when judged as a whole, met or exceeded the CTC’s adopted Common Standards and the program standards applicable to the institution.  The institution (including its credential programs) is judged to be effective in preparing educators and is demonstrating overall quality in its programs and general operations.  The status of Accreditation can be achieved even if one or two common standards were identified as “met with concerns” or one or more areas of concern were identified within its credential programs.

Within the category of Accreditation, a team has three (3) options:


Accreditation


Accreditation, with follow-up in next Biennial Report (after Year 1)


Accreditation, with a 7th Year Report Required (at the end of Year 7)
Operational Implications

An institution that receives the status of Accreditation must:

· Participate in the accreditation activities required of its assigned cohort, which are Biennial Reports, Program Assessment, and Site Visits (see Table 1).  

· Respond to all concerns identified in the adopted accreditation team report or specified in the COA action.  This follow-up may take place in the Biennial Report or in a seventh year follow-up report, as determined by the COA.  

· Abide by all CTC and state regulations.

In addition to the 3 items above, an institution that receives the status of Accreditation, with follow-up in next Biennial Report must:

· Provide, in the Year 1 Biennial Report, an update on the issues identified by the COA.

In addition to the first 3 Operational Implications identified above, an institution that receives the status of Accreditation, with a 7th Year Report must, 

· Provide to the Commission, within one year of the date of the COA action, a report on the activities undertaken in the year after the site visit that address the issues identified by the COA.

An institution that receives the status of Accreditation may:  

· Continue all accredited credential programs and propose new credential programs to the COA at any time.

· Indicate in all publications and documents that it is accredited by the CTC.

Accreditation:  Accreditation with Stipulations

The recommendation of Accreditation with Stipulations means that the accreditation team, at the site visit, verified that the institution and some of its programs have “not met” or “met with concerns” some common standards and/or program standards, applicable to the institution, and that action is required to address these deficiencies.  The institution is judged to be generally effective in preparing educators and in its general operations apart from the identified areas of concern.  The concerns or problems identified are confined to specific issues that minimally impact the quality of the program received by candidates or completers. 
Operational Implications

An institution that receives the status of Accreditation with Stipulations must: 
· Participate in the accreditation activities required of its assigned cohort, which are Biennial Reports, Program Assessment, and Site Visits.

· Respond to all concerns identified in the adopted accreditation team report and all stipulations specified in the COA action, and submit, within one year, a written seventh year report with appropriate documentation that demonstrates how all concerns and stipulations have been addressed.

· Abide by all CTC and state regulations.

An institution that receives the accreditation status of Accreditation with Stipulations may:

· Continue all accredited credential programs and propose new credential programs to the COA at any time.

· Indicate in all publications and documents that it is accredited by the CTC.

Accreditation with Major Stipulations

The recommendation of Accreditation with Major Stipulations means that the accreditation team concluded that the institution and some of its programs have “not met” or “met with concerns” multiple standards in the common standards, and/or program standards applicable to the institution, or that the team found areas of concern (such as matters of curriculum, field experience, or candidate competence) that impact, or are likely to impact, the preparation of credential program candidates.  The team identified issues that impinge on the ability of the institution to deliver high quality, effective programs.  The review team may have found that some of the institution’s credential programs are of high quality and are effective in preparing educators or that the general operations of the institution are adequate, but the team concluded that these areas of quality do not outweigh the identified areas of concern.

Operational Implications

An institution receiving a recommendation of Accreditation with Major Stipulations must:

· Participate in the accreditation activities as required of its assigned cohort, which are Biennial Reports, Program Assessment, and Site Visits.  

· Respond to all concerns identified in the adopted accreditation team report and all stipulations specified in the COA action, and submit, within one year, a written seventh year report with appropriate documentation that demonstrates how all concerns and stipulations have been addressed.

· Prepare for a focused revisit by the team lead and consultant and, as required, members of the accreditation team.  

· Work with the CTC consultant to plan the revisit that will address the concerns contained in the adopted team report and the stipulations placed upon it by the COA action.   

· Depending on the particular stipulations placed on the institution, the COA will determine whether new programs may be proposed to the COA.

· Abide by all CTC and state regulations. 

An institution receiving a recommendation of Accreditation with Major Stipulations may:

· Continue all accredited credential programs.

· Indicate in all publications and documents that it is accredited by the CTC.

· Be required to notify students of its accreditation status.  The COA will determine whether student notification is required, and if so, whether all students or only students in particular credential programs are to be notified.

· Submit periodic reports if required by the COA accreditation action.

Accreditation with Probationary Stipulations

The recommendation of Accreditation with Probationary Stipulations indicates that an accreditation team identified serious and pervasive deficiencies in the institution’s implementation of the Common Standards and program standards applicable to the institution, or that the team found areas of concern (such as matters of curriculum, field experience, or candidate competence) that substantially impact the preparation of credential program candidates. The team identified issues that prevent the institution from delivering high quality, effective programs. The review team may have found that some of the institution’s credential programs are effective in preparing educators and/or that its general operations are adequate, but the team determined that these areas of quality clearly do not outweigh the identified areas of concern.

Operational Implications

An institution receiving a recommendation of Accreditation with Probationary Stipulations must: 
· Participate in the accreditation activities as required of its assigned cohort, which are Biennial Reports, Program Assessment, and Site Visits.

· Respond to all concerns identified in the adopted accreditation team report and all stipulations specified in the COA action, and submit, within one year, a written seventh year report with appropriate documentation that demonstrates how all concerns and stipulations have been addressed.

· Prepare for a focused revisit by the team lead and consultant and, as required, members of the accreditation team.  

· Abide by all CTC and state regulations.

· Notify all students in all credential programs in writing of its accreditation status.  

· Submit an action plan describing the institution’s plan to address the stipulations and concerns.

· Provide updates at specified intervals, as determined by the COA. 

An institution receiving a recommendation of Accreditation with Probationary Stipulations is permitted to continue all accredited credential programs for a period of one calendar year.  
The institution may not:

· Propose new programs of professional preparation or expand existing programs.

An institution receiving a recommendation of Accreditation with Probationary Stipulations may:

· Continue all accredited credential programs for a period of one calendar year, although the COA may place limitations on particular programs.

· Be required to demonstrate to the COA satisfactory progress in addressing particular areas of interest, whether identified as stipulations or concerns, prior to one calendar year.  This will be determined by the COA in its accreditation action.  

Drafting Stipulations

When is a Stipulation needed?  

· If the team has determined the accreditation recommendation will be Accreditation with Stipulations, Major Stipulations, or Probationary Stipulations.
Who Drafts Stipulations?

· The team lead and the consultant typically draft the stipulation(s), based upon the conversation of the team, and share it with the team for refinement, if necessary. 

General Thoughts about Stipulations  

· If a Common Standard is “Not Met” a stipulation should be drafted.  

· A Common Standards “Met with Concern” does not necessarily need a stipulation if the team’s recommendation is “Accreditation.”

· If one or more Common Standards  are “Met with Concern” and the teams recommendation is “Accreditation with Stipulations”, then a stipulation is needed

· Program standards “Met with Concern” or “Not Met” do not necessarily need specific stipulations.  This will depend on the professional judgment of the team, team leader, and consultant.  

· A stipulation should provide direction to the institution about what needs to be rectified to allow an recommendation of “Accreditation” to be appropriate

· Avoid telling the institution HOW to address the standard, but provide enough information that institutions have some clear direction about what they need to do to address the stipulation.

Prefacing Statement—based on the team’s discussion, use one of these prefacing statements
· That within one year of this action, the institution submit written documentation to the team lead and Commission consultant documenting all actions to remove the stipulations noted above.

OR
· That the institution report on the progress for XXX in its next regularly scheduled Biennial Report, due in 20XX.  
· That within one year of this action, the institution host a re-visit with the team lead and Commission consultant (add additional team members if appropriate) to collect evidence of actions to address the stipulations noted above.

Sample Stipulations for Common Standards

1. That the institution provide evidence that leadership supports a clear vision for teacher preparation and fosters cohesive management, including clear communication and lines of authority and responsibility. (1: Educational Leadership)

2. That the institution provide evidence of the implementation of a comprehensive program evaluation system involving program participants, graduates, and local practitioners. The system must demonstrate the potential for assuring continuous program improvement and must be applied to all credential program areas. (2: Unit and Program Evaluation System)
3. That the institution provide evidence that each program within the unit receives sufficient resources to allow for effective operation of the credential program. The resources must enable each program to effectively operate in terms of coordination, recruitment, advisement, program development and instruction. (3: Resources)
4. That the institution provide evidence that all faculty that teach and supervise courses and field experiences are qualified and have a thorough understanding of the public schools including the accountability systems, academic standards and frameworks (4: Faculty and Instructional Personnel)
5. That the institution provide evidence that candidates are admitted on the basis of well-defined admission criteria and that consistent advice and assistance is readily available to candidates. (5: Admissions and 6: Advice and Assistance)
6. That the institution provide evidence that it collaborates effectively with local school personnel in selecting school sites all along the planned fieldwork sequence and that district field supervisors are carefully selected, trained, and oriented.  (7: Field Experiences and Clinical Practice and 8: Program Sponsor, District and University Field Supervisors)
7. That the institution provide evidence documenting a process of candidate assessment and implementation of said plan including candidate competence data, analysis, suggestions for program improvement arising from such analysis; and documentation that clinical experiences occur in diverse placements for all candidates (with individual documentation in student files prior to credential issuance). (9: Assessment of Candidate Competence)
Exit Report
	Who
	Topic(s) Addressed

	Dean or Director
	Open Exit Report and turn over to State Consultant

	State Consultant
	Thank institution, talk briefly about process of the team’s work, turn over to team lead

	Team Lead
	Thank institution and thank team

Review the Standard Findings and Accreditation Recommendation—
· Program findings, then Common Standards findings, then Accreditation Recommendation

· If almost all or all standards are met, discuss globally

	State Consultant
	Review the process from today through the Presentation to the COA. Turn back to the Dean or Director

	Dean or Director
	Concludes the Exit Report


No questions are taken or addressed at the Exit Report—State Consultant will step in if questions are raised
Presentation to the COA
	Who
	What

	COA Co-Chair
	Opens the agenda item, asks about members needing to recuse themselves.  Then calls on the State Consultant

	State Consultant
	Unusual aspects of the visit, introduce the institutional representatives, turn over to Team Lead

	Team Lead
	Provide Context
Do not present a standard by standard oral report – assume the COA has read the report.
Highlight some of the strengths found by team

Discuss any specific standards found less than full met.  If many of them, consider “themes” or highlight some, not all, of the major issues.

	Institution
	Limited comments (5 minute)

	COA Members Questions
	Members ask questions about specific info in report.  Either institution, team lead or state consultant respond

	COA Co-Chair
	Asks for a motion or if no motion yet, facilitates the continued discussion


http://www.ctc.ca.gov/educator-prep/coa-meetings.html 


[image: image2.emf]  Common Standards -- Possible team assignments   The Common Standards team members should have their primary and secondary standards assigned at  least a month prior to the site visit.  Each CS team member should complete the Common Standards  Pre - Visit  Worksheet — send to team lead — prior to the site visit.     Some of the Common Standards are closely aligned with other Common Standards. Consider assigning  team members to both the related standards…Consider assigning the aligned standards to the same team  memb er    

5: Admission    2: Unit and Program Assessment and  Evaluation  7: Field Experience and Clinical  Practice  

6: Advice and  Assistance  9: Assessment of Candidate  Competence  8: District - Employed  Supervisors  

    Possible  Team Writing  Responsibilities related to  the Common Standards:   Consider the area ( s )  of  expertise of  your   Common Standards Team Members — Dean, faculty, credential analyst, K - 12,  coordinator…    

2 Team Members   Focusing on the CS  Team Lead  Common Standard Team  Member  

Primary Assignment  1, 2, 3, 9  4, 5 , 6, 7, 8  

Secondary Assignment  4, 5, 6, 7, 8  1, 2, 3, 9  

 

3 Team Members  Focusing on the CS  Team Lead  Common Standard  Team Member 1  Common Standard  Team Member 2  

Primary Assignment  1  2, 5, 6, 9  3, 4, 7, 8  

Secondary Assignment  3, 2, 9  1, 4, 7, 8  1, 5, 6  

 

4 Team Members  Focusing on the CS  Team  Lead  CS   Team  Member 1  CS   Team  Member 2  CS   Team  Member 3  

Primary Assignment  None  1, 7, 8  3, 5, 6  2, 4, 9  

Secondary Assignment  1, 3, 4  5, 6  2, 9  7, 8  

OR  

Primary Assignment  None  1,   3,   4  2,   5,   9  6,   7,   8  

Secondary  Assignment  1, 3, 4  5, 6  7, 8  2, 9   

    Institutio ns which Sponsor O nly One Educator Preparation Program   The  Program Sampling   Team Member  c an take  r esponsibility for  1 - 2 Common Standards in  addition to the one program being sampled.  The logical Common  Standards for a Program  Sampling team member to focus on are one or two of the following:    

5: Admission  8: District - Employed Supervisors  

6: Advice and Assistance  9: A ssessment of Candidate Competence  

7: Field Experience and Clinical Practice   

 

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 Planning Document

At the visit, with the team:

1) Talk with all Programs Cluster team members about initial impressions and questions.

7) Prepare questions for Program Coordinators—coordinators will be the first interviews for Programs Cluster team members.

8) Get pad of paper or note-taking forms for Interview Notes.  Note day, time and stakeholder group for each interview.

9) Get Interview Sampling Placemat form and tally individuals.

During interviews at the visit:

10) Record the number of stakeholders and the program for each on the Interview Sampling Placemat.

11) Introduce yourself and the purpose of the visit.  Explain confidentiality.

12) 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.

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

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

15) 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):

16) Share the information from Day 2’s interviews with Programs Cluster.

17) Plan with cluster members and team lead what needs to be done on Day 3 (Tuesday).

18) 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.

	Planning Document Program Sampling



	( Teaching/Initial Programs
	( Services/Advanced Programs

	Program(s):


	


Prior to Visit:

1. Review Program Summary and Feedback from Program Assessment

2. Review Biennial Report and CTC Feedback 

· Develop questions for various constituents to be interviewed 

· Identify documentary evidence to be reviewed at site visit
	Program Design

	

	Course of Study

	

	Candidate Competence

	


Frame Questions around the following Topics

	Program Design
	· Effectiveness of leadership within the credential program

· Clarity and frequency of communication within the credential program and with the institution

· Relationship between coursework and field experiences for the credential program. 

· Impacts of program modifications over the recent two years 

· Frequency and use of input from stakeholders, if applicable

	Course of Study

Curriculum
 and Field Experience
	· Knowledge and accessibility of faculty teaching courses

· Courses that were especially effective

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

· Number, type of field placements, selection of field work sites

· Effectiveness of relationship between field experience and coursework

· Clarity of candidate/completer understanding of the program requirements

· Field supervision—Frequency, type, effectiveness from BOTH the program personnel and the district employed individual (master teacher) when required in a program

	Candidate Competence
	· Candidate assessment description and results

· Use of candidate assessment information with candidates for improving practice and for demonstration of knowledge and skills 

· Depth of candidate/completer knowledge of assessments used in the program 


Consider the stakeholder groups you will be interviewing: 

· Candidates

· Completers

· Faculty/Instructional Personnel

· Program Coordinator

· Supervisors—program and district or Support Providers/Mentors

· Employers

· Credential Analyst
Common Standard Team Member Responsibilities

2010-11
Before the Visit

1. Common Standards clusters will have from one to five team members.  Each member of the Common Standards cluster will read the following prior to arriving at the site visit:

· Common Standards Self Study

· Program Summaries from Program Assessment (approx. four pages each)

· Preliminary Findings from Program Assessment

· Biennial Reports, especially Section B

· Biennial Report Feedback from the Commission

2. Common Standards team members should share with the team lead and staff consultant any strengths or expertise that would impact which Common Standards the team member focuses on.

3. The Team Lead and Commission Consultant will have come to agreement on the focus for each team member approximately two months prior to the site visit.

4. Prior to arriving at the visit, each member of the Common Standards cluster will have completed the Common Standards Pre-Visit Worksheet for the standards he/she is assigned. 
Division of Responsibility for Common Standards Cluster Members

The Common Standards cluster will have 1-5 team members depending on the size and complexity of the institution and the Team Lead usually functions as a member of the Common Standards cluster.  The Common Standards cluster members usually divide the responsibilities for the 9 Common Standards among the cluster members but each cluster member must be prepared to ask interview questions across all 9 Common Standards and share the information gathered with the cluster
Institutions that offer One Educator Preparation Program

For institutions that sponsor only one credential program, the site visit team will most likely have three team members.  There will usually be a team lead, one person focusing only on the Common Standards, and one person focusing on the one credential program.  The individual focusing on the one credential program will also focus on 1 or 2 of the Common Standards, most likely Common Standards 5, 7, 8 or 9.  The other two team members will focus on the other 7 or 8 Common Standards.

At the Visit
1. Common Standard members will conduct individual and group interviews and the group being interviewed needs to be from one constituency at a time.  Individuals in leadership roles (dean, provost, president are often interviewed individually) while candidates, completers, supervisors, and faculty are interviewed in groups.

2. Usually cluster members focus on specific identified Common Standards, but will ask questions related to other Standards for cluster members.  Each cluster member is responsible for writing a first draft of the report for the specified standards.

3. As a group the Common Standards cluster will review and co-edit each other’s drafts.  

4. A first draft of the sections should be complete by early Tuesday evening so that the team can meet to discuss the accreditation recommendation, stipulations if appropriate. 

Writing the Common Standards Portion of the Team Report

For each sentence of a Common Standard, 3-4 sentences should be included in the team report.  At least half of the report should provide institution specific information such as examples gathered during the site visit, sources of evidence for the information in the report, and a brief overview of how the institution meets the standard. This should not be a reiteration of the standard but should provide specific examples of how the institution is structured and operates in a manner that meets the standard.

Team members should begin writing on Sunday evening.  Then on Monday evening, a draft of the report for each standard should be complete.  This draft will assist the team member in identifying the issues for which information still needs to be gathered on Tuesday.  

After the Visit
Other than completing the reimbursement paperwork and the evaluation survey, Common Standards cluster members have no responsibilities after the site visit ends.

PLANNING INSTRUMENT

CTC Common Standards
As California’s accreditation system evolves, increasing amounts of documentary evidence about how institutions are meeting 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 Report indicating a program review team’s preliminary findings on 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, Program Assessment Report, 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 previsit document review, we are asking team members to use this planning instrument. The instrument 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. The planning instrument 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 Institutional Self Study Report (ISSR) may include evidence or be hyperlinked to evidence.  In addition, evidence from Biennial Reports, the Program Assessment Report, 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 Planning Instrument.

Standard 1.  Educational Leadership

	Key ideas, concepts
	Documentary evidence 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/Questions to review during site visit

	
	


Standard 2: Unit and Program Assessment and Evaluation
	Key ideas, concepts
	Documentary evidence reviewed prior to site visit

	The education unit implements an assessment and evaluation system for ongoing program and unit evaluation and improvement. The system collects, analyzes, and utilizes data on candidate and program completer performance and unit operations. Assessment in all programs includes ongoing and comprehensive data collection related to candidate qualifications, proficiencies, and competence, as well as program effectiveness, and is used for improvement purposes. 


	

	
	Evidence to review during site visit 

	
	


Standard 3. Resources
	Key ideas, concepts
	Documentary evidence reviewed prior to site visit

	The institution provides the unit with the necessary budget, qualified personnel, adequate facilities and other resources to prepare candidates effectively to meet the state-adopted standards for educator preparation. Sufficient resources are consistently allocated for effective operation of each credential or certificate program for coordination, admission, advisement, curriculum and professional development, instruction, field-based supervision and/or clinical experiences, and assessment management. Sufficient information resources and related personnel are available to meet program and candidate needs. A process that is inclusive of all programs is in place to determine resource needs.


	

	
	Evidence to review during site visit 

	
	


Standard 4. Faculty and Instructional Personnel
	Key ideas, concepts
	Documentary evidence reviewed prior to site visit

	Qualified persons are employed and assigned to teach all courses, to provide professional development, and to supervise field-based and/or clinical experiences in each credential and certificate program. Instructional personnel and faculty have current knowledge in the content they teach, understand the context of public schooling, and model best professional practices in teaching and learning, scholarship, and service. They are reflective of a diverse society and knowledgeable about diverse abilities, cultural, language, ethnic and gender diversity. They have a thorough grasp of the academic standards, frameworks, and accountability systems that drive the curriculum of public schools. They collaborate regularly and systematically with colleagues in P-12 settings/college/university units and members of the broader, professional community to improve teaching, candidate learning, and educator preparation. The institution provides support for faculty development. The unit regularly evaluates the performance of course instructors and field supervisors, recognizes excellence, and retains only those who are consistently effective.
	

	
	Evidence to review during site visit 

	
	


Standard 5. Admission
	Key ideas, concepts
	Documentary evidence 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 review during site visit 

	
	


Standard 6. Advice and Assistance
	Key ideas, concepts
	Documentary evidence 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 review during site visit 

	
	


Standard 7. Field Experience and Clinical Practice

	Key ideas, concepts
	Documentary evidence 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 review during site visit 

	
	


Standard 8. District-Employed Supervisors
	Key ideas, concepts
	Documentary evidence reviewed prior to site visit

	District-employed supervisors are certified and experienced in either teaching the specified content or performing the services authorized by the credential. A process for selecting supervisors who are knowledgeable and supportive of the academic content standards for students is based on identified criteria. Supervisors are trained in supervision, oriented to the supervisory role, evaluated and recognized in a systematic manner.

	

	
	Evidence to review during site visit 

	
	


Standard 9. Assessment of Candidate Competence
	Key ideas, concepts
	Documentary evidence reviewed prior to site visit

	Candidates preparing to serve as professional school personnel know and demonstrate the professional knowledge and skills necessary to educate and support effectively all students in meeting the state-adopted academic standards. Assessments indicate that candidates meet the Commission-adopted competency requirements, as specified in the program standards.


	

	
	Evidence to review during site visit 

	
	





Common Standards--Possible team assignments

The Common Standards team members should have their primary and secondary standards assigned at least a month prior to the site visit.  Each CS team member should complete the Common Standards Pre-Visit Worksheet—send to team lead—prior to the site visit.



Some of the Common Standards are closely aligned with other Common Standards. Consider assigning team members to both the related standards…Consider assigning the aligned standards to the same team member



		5: Admission 

		2: Unit and Program Assessment and Evaluation

		7: Field Experience and Clinical Practice



		6: Advice and Assistance

		9: Assessment of Candidate Competence

		8: District-Employed Supervisors









Possible Team Writing Responsibilities related to the Common Standards: Consider the area(s) of expertise of your Common Standards Team Members—Dean, faculty, credential analyst, K-12, coordinator…



		2 Team Members

Focusing on the CS

		Team Lead

		Common Standard Team Member



		Primary Assignment

		1, 2, 3, 9

		4, 5, 6, 7, 8



		Secondary Assignment

		4, 5, 6, 7, 8

		1, 2, 3, 9







		3 Team Members Focusing on the CS

		Team Lead

		Common Standard Team Member 1

		Common Standard Team Member 2



		Primary Assignment

		1

		2, 5, 6, 9

		3, 4, 7, 8



		Secondary Assignment

		3, 2, 9

		1, 4, 7, 8

		1, 5, 6







		4 Team Members Focusing on the CS

		Team Lead

		CS Team Member 1

		CS Team Member 2

		CS Team Member 3



		Primary Assignment

		None

		1, 7, 8

		3, 5, 6

		2, 4, 9



		Secondary Assignment

		1, 3, 4

		5, 6

		2, 9

		7, 8



		OR



		Primary Assignment

		None

		1, 3, 4

		2, 5, 9

		6, 7, 8



		Secondary Assignment

		1, 3, 4

		5, 6

		7, 8

		2, 9 









Institutions which Sponsor Only One Educator Preparation Program

The Program Sampling Team Member can take responsibility for 1-2 Common Standards in addition to the one program being sampled.  The logical Common Standards for a Program Sampling team member to focus on are one or two of the following:



		5: Admission

		8: District-Employed Supervisors



		6: Advice and Assistance

		9: Assessment of Candidate Competence



		7: Field Experience and Clinical Practice
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