List of Team Lead and State Consultant Roles in CTC Site Visits

[Note: this list does not specifically address those roles specific to NCATE/CTC visits, e.g., offsite visit, co-chairing of team meetings, direct supervision of CTC PS team only)]

Key: P = Primary Role

S = Support Role
                   Sh = Shared Role 

	Activity
	TL
	Conslt
	Notes

	Prior to Site Visit

	Year-out meeting with institution
	--
	P
	Obtain a briefing of this meeting from the state consultant once you have been assigned

	Conduct monthly communications w/ institutional leadership
	S
	P
	Maintain contact with the institution as needed through emails, phone conferences, etc. in months leading up to 2MOPV and site visit

	Assemble SV team
	--
	P
	Obtain the team members names and contact information from the state consultant (sc will usually email you)

	Initial contact with site visit team (introductions, welcome, timeline)
	Sh
	Sh
	Welcome the team members, provide the dates of the site visit, and ask them to complete their Team Information Sheet to help with later planning

	Determine specific assignments within team
	Sh
	Sh
	Determine, in conjunction with the state consultant, each team member role.  Many team members are assigned their role when being appointed by the Administrator of Accreditation.

	Conduct pre-visit conference call(s) with team
	P
	S
	Lead team conversations on the members' understandings of the institution, concerns, and questions. May include separate calls to CS and PS team members.

	Email SV materials to team
	S
	P
	Provide logistical information as well as guidance and support material.  Once the institution opens the website, provide access information to the team members.

	Schedule two-month-out pre-visit (2MOPV)
	S
	P
	(For 2014, most 2MOPV will be conducted electronically, through Skype, Google Hangouts, etc.) 

Aid the state consultant in establishing a time convenient for all participants

	Conduct pre-visit
	Sh
	Sh
	Participate in the 2MOPV, including logistical arrangements, interview details, and scheduling agreements

	Email team members periodically 

(phone calls optional) 
	P
	S
	Check-in on their review progress, and supply pertinent reminders

	Work with institution to determine visit schedule and interview schedule
	Sh
	Sh
	Review the Interview Tally Sheet and use the information provided there to help construct the site visit schedule. A draft schedule should be available at the 2MOPV for both the consultant and Team Lead to review and revise.

	Visit website before providing the team with acces information
	Sh
	Sh
	Review the website for organizational scheme, the completeness of the documents, whether all parts are working, etc.

	Conduct a team conference call regarding site visit documentation 
	P
	S
	Identify clarifying questions, gaps in the documents or evidence, and additional needs of each team member

	Determine transportation to/from site
	S
	P
	Coordinate flights, trains, and automobile transportation to the local airport and then the hotel for gathering of the team and departure of the team members

	During Site Visit

	Conduct initial team on-site orientation
	Sh
	Sh
	Holding a team meeting once the team arrives at the site visit location aids in team building and information sharing, helping to ensure that all team members have the information needed.

	Conduct team meetings during the site visit
	P
	S
	Lead meetings provide team members with information needed to make decisions on standards and come to consensus on the accreditation recommendation.

	Serve as liaison with institution
	Sh
	Sh
	Bring the team members' questions and needs to the institution for answers (and vice versa). This is done in tandem with the state consultant.

	Monitor the interview schedule and adjust as necessary 
	P
	S
	Aid in determining that the interviews include the right people, enough of the right people, and help determine if follow up phone calls are needed.

	Oversee team member work
	P
	S
	Monitor each team member's interviewing work, writing skills, and ability to meet deadlines

	Conduct scheduled interviews
	P
	--
	Conduct interviews as determined by the site visit schedule to gather common standards information and confirm program standards findings.

	Conduct other interviews as needed
	Sh
	Sh
	Conduct the "overflow" and/or late interviews to gather information for other team members

	Clarify, revise member assignments as needed
	P
	S
	Answer team member questions, provide support and make adjustments as needed to meet the purposes of SV

	Respond to inappropriate member behavior, redirect when necessary
	Sh
	Sh
	Intercede as necessary to monitor and adjust behavior, including CTC administrators when necessary

	Conduct mid-visit report
	P
	S
	Meet with the institution to inform them of progress made, areas still needing to be addressed, and specific questions/concerns of the team

	Build consensus on standard findings, accreditation recommendation
	P
	S
	Use team meetings throughout the visit to identify common agreement around findings and recommendation. The state consultant provides specific information on standards requirements, and accreditation process as needed.

	Oversee report writing, editing
	Sh
	Sh
	Monitor the skill level and time requirements of each team member, editing work throughout the visit to arrive at a commonly crafted draft document

	Assemble final draft report
	S
	P
	Gather all the report parts from various team members to assemble the entire report by the morning of the final day

	Draft the contextual portion of the report
	S
	P
	Provide support to the state consultant in gathering information such as the standards' finding, interview numbers, documents reviewed, etc. 

	Conduct Exit Report meeting
	Sh
	Sh
	Report the team's standard findings and accreditation recommendation after the state consultant discusses the CTC review process.

	Oversee evaluations are completed by all stakeholders (TL, team members, institution) 
	S
	P
	Provide team members with the survey link and time to complete the survey.  Encourage the institution to complete the survey during the Exit Report.

	Following Site Visit

	Review draft report for clarity, accuracy
	Sh
	Sh
	Limited revising or redrafting occurs to ensure findings and recommendations are clearly explained and supported

	Present Visit Report to COA
	P
	S
	Attend the CPA meeting on the pre-determined date and time,  to provide a summary of the visit and its results.  The option of attending electronically should be discussed with your state consultant.

	Send follow-up email to team members
	P
	S
	Thank members for service; remind members to complete evaluations


