Site Visit Technical Assistance (Yellow Cohort): July 22, 2009


Guidance for Institutions Preparing for a Commission (Joint NCATE) Site Visit

I. Structure and Purpose of the Revised Accreditation Site Visit
1. The site visit is designed to:

· review the institution against the Commission’s Common Standards (NCATE Unit Standards).

· verify the Preliminary Findings from Program Assessment on the program reviews completed in Program Assessment 

· all the site visit team to come to decisions on all standards (Common and Program) and a recommendation for the accreditation status which will be provided to the Committee on Accreditation

2. All institutions with site visits for 2009-2010 will have submitted one biennial report prior to the site visit which contains a sample of information on candidate assessments. The data should include aggregated data from 4-6 key assessments.  Aggregated candidate data is intended to provide information on program effectiveness.
3. Institutions (with a few exceptions) with site visits for 2009-2010 have participated in Program Assessment during which time their programs have been initially reviewed.  Program Assessment is a process where each program offered by the institution is reviewed to gauge its alignment with the adopted program standards. Preliminary Findings from Program Assessment will be available a minimum of 3 months prior to the site visit.  These preliminary findings will help to determine if additional team members will be assigned to the site visit team.
4. The site visit is designed to verify the Preliminary Findings from Program Assessment by sampling all stakeholder groups across 4 categories of program standards: 1) program design, 2) curriculum, 3) field experience, and 4) candidate assessment.  If an issue or concern is identified in one or more programs, the team members will probe in the program or programs using the adopted program standards.

5. The site visit team will come to decisions on each Common Standard and all approved Program standards.  Decision options on standards are 
· Met, 
· Met with Concerns, and 
· Not Met.

6. The site visit team will make an accreditation recommendation to the Committee on Accreditation.  The options for accreditation recommendations are 
· Accreditation, 
· Accreditation with Stipulations, or 
· Denial of Accreditation.  
7. There are three levels of stipulations: 
· Stipulations, 
· Major Stipulations, and 
· Probationary Stipulations.
II. Documentation (applies to both the Program and the Common Standard reviews) 
1. Institutions are encouraged to develop electronic exhibits.  Team members will review electronic exhibits prior to arriving at the institution.   Electronic exhibits may be web exhibits—open to the public or password protected, CDs or flash drives.

2. Fewer, carefully chosen exhibits that clearly corroborate the concepts in the standards allow the team members to review all exhibits and understand the institution and its approved programs. 

3. Exhibits (paper or electronic) must be clearly referenced-to the specific standard(s)- and logically organized so team members understand what the institution intends the exhibit to demonstrate and where to find evidence for particular standards.  Accreditation Handbook, Chapter 7, Preparation for an Accreditation Site Visit (http://www.ctc.ca.gov/educator-prep/accred-handbook/AH-Chapter-07.doc) provides detailed information to support an institution in preparing for an accreditation site visit.
4. Biennial Reports submitted to the Commission must be available as well as the Commission’s feedback.  These should be made available electronically to the review team prior to arriving at the site visit.  Ideally, these should be provided at the same time as the Common Standards document.  

· In many cases, the biennial report does not cover the entire assessment system for the institution and its programs since it is focused on 4-6 key assessments for each program.  It is important to note that, the information in the biennial report will need to be supplemented as appropriate to ensure alignment with specific standards.  
4. Program Assessment documentation submitted to the Commission must be available as well as the Preliminary Findings from Program Assessment the Commission has provided to the institutions from the Program Assessment process.

5. The Common Standards document (or NCATE Institutional Report for NCATE institutions) is the description of how the institution meets the Commission’s Common Standards (NCATE Unit Standards) and must be provided to the team.
6. The matrix of approved programs, enrollment and completers that was submitted with the Preconditions Report (http://www.ctc.ca.gov/educator-prep/accred-files/Preparing-Precondition-Report.doc). 
III. Team Size
1. The exact size of team will take into account the size of the institution, number of programs offered, and number of satellite or off-campus locations, and whether any programs were determined to need a focused review.   In general 

· Common Standards Cluster (NCATE Cluster) will be composed of 2 to 6 team members. 

· Programs Cluster will be composed of 1 to 4 team members who will interview a sample of individuals across all constituent groups for all approved credential programs.  Each team member in the Programs Cluster will focus on 4-5 credential programs.

2. Program Specific team members will be assigned as appropriate based on Preliminary Findings from Program Assessment and discussions between the institution and Commission.

Examples of Team Size* and Composition

	Institution
	Number of Approved Credential Programs
	Total Team Size
	Team Member in each Cluster and Role

	
	
	
	Common Standards 
	Programs 
	Additional Program Focused 

	Small
	1-2
	2-3
	2
	1-2
	As needed

	Medium
	5-8
	5-6
	3
	2-3
	As needed

	Medium with satellites
	5-8
	5-7
	3-4
	2-3
	As needed

	Large
	10+
	7-10
	4-6
	3-4
	As needed

	Large with satellites
	10+
	9-10
	5-6
	4
	As needed


*All teams are accompanied by 1-2 Commission staff consultants for the accreditation site visit.

Common Standards (NCATE) Cluster

3. Team members in the Common Standards (NCATE) Cluster will use the institution’s Common Standards document and gather evidence to come to standards findings on each of the 9 Common Standards or, in the case of NCATE institutions, the 6 NCATE Unit Standards plus the 4 sentences from the Commission’s Common Standards.  

4. Evidence considered will include

· Interviews with stakeholders. 

· These interviews will remain generally the same as in the past.  Interview schedules must be structured such that each reviewer interviews those individuals who, together, are most relevant to address the Common Standards.  These must include: program coordinators and institutional administrators, faculty, candidates, graduates, K-12 administrators, employers, and advisory boards.

· Documentation provided by the institution prior to or at the site visit.
5. As in past accreditation visits, Common Standards Cluster team members will share information with and learn from the Programs Cluster team members.  All team members will work together to come to decisions on the standards.
Programs Cluster

6. Team members will have the Preliminary Findings from the Program Assessment and the one page Program Summary for each approved credential program offered by the institution.  These one page Program Summaries are developed by the Program Assessment readers at the completion of the review process are focused on the four categories of adopted Program Standards:

· Program Design

· Curriculum

· Field Experience

· Assessment of Candidate Competence

7. Questions asked by the Programs Cluster reviewers will be focused around these same four broad categories.

8. Team members in the Programs Cluster will interview a sample of individuals across all constituent groups.  For examples, see the sample interview schedule provided in Appendix B of the Accreditation Handbook.  Most interviews conducted by individuals in the Programs Cluster will be group interviews with a mixture of programs represented in the interview.  Only one constituency should be included in each group interview, i.e. faculty, candidates, program completers.
9. Usually the Programs Cluster will be further subdivided into 1 or 2 individuals focusing on the teaching programs and 1 or 2 individuals focusing on the services programs.

10. The Programs Cluster team members will share information with the Common Standards Cluster team members and participate in coming to decisions on standards and a recommendation for an accreditation decision.
Additional Program Specific Team Members

11. The Administrator of Accreditation will notify each institution if any team members are being placed on the team to focus specifically on one or more approved programs.  When additional team members are placed on the site visit team the program will complete a review much like those conducted in 2008-09 and before. There are two instances where program specific team members would be placed on a site visit team.
· If the Preliminary Findings from Program Assessment indicate that one or more programs have a number of standards that have not been preliminary found to be met, the Administrator of Accreditation could determine that the program(s) will participate in a full review at the site visit.  Institutions would be made aware of this at the conclusion of Program Assessment.

· When standards are being transitioned or a new program is offered at an institution, it is possible that an institution may request or the CTC may determine that a team member review the transitioning or new program at the site visit. If a review of the program does not take place at the site visit, it is likely that the program document addressing the new standards will be reviewed within the next 2 years.

12. If a program specific team member is included on a team, this person will operate independent from those reviewers sampling across all other programs.  The interview schedule should be designed so that this person interviews all the major constituencies identified in the Accreditation Handbook, but with a focus on only those relevant or critical to this one credential program.  The program that the program specific team member is focusing on will not be reviewed by other members of the Programs Cluster.
IV. Team Schedule including Interviews (See Appendix B from the Accreditation Handbook)

1. Confirm with the Commission Consultant the planned team size and the number of team members in the Common Standards and Programs Clusters and if additional program specific team members are being placed on the site visit team.
2. Each team member needs a minimum of one hour in the document room on both Monday and Tuesday.

3. Teams need at least 4 hours on Sunday afternoon for initial orientation and planning.  An institutional orientation, orientation to the document room, and technology support should all be planned on Sunday afternoon.  These three activities may take as much a 1 hour of the teams’ time on Sunday afternoon.
4. Team will leave campus by 6 pm on Monday unless prior arrangements have been made with the Commission consultant and the Team Lead (NCATE Co-Chair).
5. Team must leave campus by 4 or 5 pm on Tuesday (Most NCATE Clusters leave campus by 2 pm on Tuesday).
6. Develop a DRAFT schedule prior to the Two-Month Pre-visit.  Share the DRAFT schedule with the Commission Consultant prior to the Pre-visit and discuss the proposed schedule at the Pre-Visit.  Appendix B of the Accreditation Handbook provides additional guidance on the interview schedule, http://www.ctc.ca.gov/educator-prep/accred-handbook/AH-Appendix-B.doc. 
7. Based on feedback at the Pre-visit, finalize the interview schedule.  The finalized schedule needs to be shared with the Commission Consultant and Team Lead two weeks before the visit.

8. Be prepared to review the interview schedule on each day of the visit and to make changes as appropriate.  This may include the identification of individuals for phone interviews, scheduling follow up interviews with key individuals who have already been interviewed, and filling in apparent gaps.

9. Classes that are held on Monday and Tuesday during the accreditation site visit are excellent opportunities for team members to interview current candidates.  The instructor should be aware that the team member will ask the instructor to step out of class for 15-20 minutes so that the team member can interview candidates.
Poster Sessions/Receptions: Clarification of purpose, schedule and content

10. Poster sessions/Receptions are optional. Before scheduling these, institutions should carefully consider how essential they are to the team’s evidence-gathering process and discuss with the team lead and CTC consultant how the event will provide evidence to the team that could not be gathered through interviews on Monday or Tuesday.

11. The time available for members to attend a Sunday afternoon reception/poster session is limited to no more than 1- 1 ½ hours.

12. The institution may wish to schedule some interviews on Sunday afternoon with constituents who would not be available for interview on Monday or Tuesday.  Discuss with your consultant and team lead prior to scheduling interviews on Sunday.  If interviews are scheduled on Sunday, they should be scheduled for no more than 1 hour total.
13. A poster session/reception should not be substituted for the team’s Sunday night dinner. 

K-12 School Site Visits
14. Visits to K-12 school site visits are optional.  Before scheduling these, institutions should carefully consider how essential they are to the team’s evidence-gathering process and discuss with the team lead and CTC consultant how the event will provide evidence to the team that could not be gathered through interviews on Monday or Tuesday.

15. School site visits may be scheduled on Monday afternoon or Tuesday morning, so long as they make effective use of team members’ time. In order to be useful in the evidence gathering process, sites selected for visits must provide team members the opportunity to interview a significant number of people representing multiple constituencies: candidates, district-paid fieldwork supervisors, graduates, and/or employers.  School site visits are NEVER for the purpose of observing candidates teach or provide services.
V. Communication during the Site Visit
1. Each day during the site visit will have a minimum of one scheduled meeting with the team lead, CTC consultant and institutional leadership.  This meeting allows the team to request additional information, ask clarifying questions

2. On Tuesday morning, a Mid-Visit Report will take place.  The Mid-Visit Report allows the team lead to provide an official update to the institution identifying 

3. Wednesday Meeting with Institutional Leadership: Once the team has completed the site visit report, the team lead and CTC Consultant meet with institutional leadership to share the contents of the report.  The institution receives a copy of the draft report at this time.
4. Exit Report: The accreditation team’s report is shared orally with the public before the team leaves the institution.  This usually takes place late on Wednesday morning or early on Wednesday afternoon.  The institutional leadership will have a paper copy of the draft report from the Wednesday Meeting with Institutional Leadership but it is an institutional decision if a paper copy of the draft report is shared at the Exit Report.
VI. Draft and Final Report

1. The site visit report will have the same basic format as reports completed this past year (08-09).  Reports will include approximately a single page addressing each Common Standard and a page addressing each program, focused on the four main categories of program design, curriculum, field experience, and candidate assessment.
2. A draft team report will be left with the institution at the Exit Report on the last day of the visit.  

3. The team lead and Commission staff will finalize the report within two weeks of the site visit.  This finalizing includes editing the language of the draft stipulations.  The content focus of the stipulations will have been determined by the site visit team. The report is then placed on the agenda for the Committee on Accreditation (COA) meeting.  At that time the report is posted on the Commission’s web page and is a public document.
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