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#1 Documents listing the following information:

¢ All program locations and branches

*  Number of educator candidates and field supervisors for each campus location

o List of Advisory Committee members with name, address, phone number, entity
represented, and title; coples of Advisory Commlttee meetmg agendas with
meeting dates

#2 One Master list of all students currently enrolled; information by name and by

certification area. A second list of current certifications offered by program.

List school sites selected for interns/student teachers with most recent accreditation

status. For accreditation of schools, see the following links:
e Public Schools - htp://www.tea.state tx.us/perfreport/account/2008/index html
o Charter Schools - http://www.tea.state.tx.us/charter/contacts/directories.html
e Private Schools - Texas Private School Accreditation or TEPSAC at

http.//www tepsac.org/

#3 Student files located in a secure area and contammg the followmg

¢ signed application

program correspondence

course enrollment information

fee receipts

official transcripts, mcludmg GPA

test scores

observation documents (forms, logs, notes, etc.)

placement location, mcludmg name(s) of mentor/cooperating teacher principal,

program field supervisor

* up-to-date course and internship status _

* estimated completion date (for standard certification) or explanation for

resignation/exit
- (Notify TEA Staff before visit if access to documents is restricted. )
#4 List of program drops/withdrawals; include names, reasons and dates
#5 Blank application for admission/admittance to program
#6 Student Handbook or Manual
#7 | List of program faculty, trainers/instructors, field supervisors, and mentors/cooperating
teachers, including job applications, resumes or other appropriate documentatlon
#8 Copies of the following:

e Accreditation status letter (SBEC)
o  Program ASEP scores
. e Blank document(s) used to monitor educator candidates’ progress
#9 Copy of instrument utilized to determine English language proficiency
#10 Copies of program or district mentor/cooperating teacher materials as foHOWS°
¢ Mentor/cooperating teacher training agendas
e Mentor/cooperating teacher training materials
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[image: image2.png]e  Mentor/cooperating teacher handbooks (with Mentor Policies)
e Mentor/cooperating teacher contracts

#11

Course syllabi and/or training modules, organized by certificate areas

#12

Program course syllabi, online coursework/components (with password provided prior .
to visit), and course evaluations -

#13

Glossary or list of common terms specific to your programs; for example, mentor, field
supervisor, candidate, intern, etc. -

(Recommendation to review and align terms and definitions wu‘h those included in
| SBEC rules) .

#14

Evaluation Documents: -
e Copy of evaluation/feedback documents and related materials
e Program evaluations

#15

Blank observation forms utilized by mentors/cooperating teachers and field supemsors

#16

| List of candidates who have been issued probationary certificates, if applicable

#17

Documentation listing all current Completers (at the time of the site visit) and Program
Requirements for Completers

#18

List or roster for Clinical Teachers or Student Teachers (if applicable), with field
‘supervisor and campus.

#19

Program’s retention pohcy and procedures and access: to student files that ev1dence the

following:

. o acandidate’s eligibility for admission to the program
e completion of all program requirements

| (TEA retention policy — for a period of S years) .

#20

'Copy of Action Plan, if applicable.
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