Common Standard Team Member Responsibilities
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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.

