How to Review Certificate Programs

As you review, please remember that this process should:      

· Support institutions as they offer documentation highlighting the quality of the program.   

· Provide valuable feedback in relationship to the standards for the specialty area.   
The process is not designed to:

· Replicate a program you may have graduated from or work within.       

· Evaluate the institution’s capacity to use technology for documentation. 

Forms you will need:

1. Application for State Approval of Teacher Preparation Certificate Programs  found at: http://www.michigan.gov/documents/mde/Revised__application_form_6_25_08_241470_7.doc  This is the application used for all certificate programs.  
2. Criteria for Review/Program Evaluation Elementary Education Certification Program found at: http://www.michigan.gov/documents/mde/Criteria_for_Review_Jun2008_241469_7.pdf

You may find that some institutions use these guidelines instead of the Application for State Approval of Teacher Preparation Specialty Programs. The Application is intended for new or amended programs.  This is not a problem, as most of the same information is requested, but it may be confusing as you begin reviewing programs.
3. Certification Standards for Elementary Teachers
Found at:  http://www.michigan.gov/documents/mde/Elementary_Standards_JAN2008_231066_7.pdf

These are standards that each institution must address when completing a standards matrix for the program (See instructions for Section VI of the Application for State Approval of Teacher Preparation Specialty Programs, or Section 7 of the Criteria for Review).
4. Reviewer Comments Regarding Elementary Program Status (Optional)

This form is to help reviewers work with the institutional documents submitted for review.  Since institutions follow this format in their submission, and much of the same information is requested in the Application for State Approval of Teacher Preparation Certificate Programs, you may find this useful for recording your notes as you work your way through the program documentation.  It may also be useful for your conversations with your review partner.  This form is used by reviewer’s only and NOT by the institution under review.  
5. Recommendation Form: Amended Program to Show Compliance with New State Standards

The final form submitted by reviewers to the Michigan Department of Education (MDE) once they have completed the review.  This form is forwarded to the teacher preparation institution, as well as a copy kept on file at the MDE.
Reviewers recommendation form:
1. The Elementary Certification programs are all amended to meet new standards, so you must use the “Amended Program to Show Compliance with New State Standards” form. 
2. Replace the line after “Date of Review” with the date of the review conference (for example, February 12, 2011).

3. Fill in the full name of the institution whose program you are reviewing.  (Example:  Michigan State University or University of Michigan–Dearborn)

4. Place an X in the box of the program level are reviewing. 

5. You may want to print Form ECXX (or presented as Application Attachment 3), which is the list of required courses provided by the institution with their application documents.  You will want to keep this available for reference as you work through all the program documentation.
6. Institutions may provide documentation for review at more than one program level.  If more than one option, additional recommendation form(s) may be needed.
7. Refer to Form ECXX to fill in the Option 1 or Option 2 section and enter the number of semester hours in the appropriate box.  (Note that Elementary certificate programs can be offered as Option 1 with content major and minor programs specified in standards, or Option 2, comprehensive group major and student-centered endorsement major or minor, or both.)
8. All General EL K-5 (ZG) endorsement programs will be reviewed at a later date separately from this initial review of Elementary Certificate Programs. 
9. Check to see if the number of semester hours in courses specific to the content major or minor is less than the minimum required.  You may check the Quick Reference Chart at: http://www.michigan.gov/documents/MinimumRequiredHoursSpecialty-AreaProgramA21931_74344_7.PDF.  
The comprehensive group major (elementary) requires a minimum of 45 semester hours; the content group major requires 36, the group minor (elementary only) requires a minimum of 24 semester hours.
10. Record any semester hour deficiencies under “Standards/requirements not met”.  Required courses should be directly related to the Elementary Certificate components.  
11. Read through Section V, Program Summary of the Application (or Criteria for Review/Program Evaluation Section 2) to ensure that all the responses are satisfactory.  Any missing information or concerns should be noted under “Additional information needed”.
12. Review field experiences, instructional methods, and technology (Section 9 of Criteria for Review/Program Evaluation).  Candidates should have field experience (but not necessarily student teaching) in the specialty area preparation program.  Candidates should have methods courses that prepare them to teach in various content areas appropriate for elementary classrooms.  The use of technology for teaching and learning should be modeled by education and specialty faculty.  Any missing information or concerns should be noted under “Additional information needed”.
13. Review the Instructional Faculty (Section 3 of Criteria for Review/Program Evaluation guidelines).  A table should have been submitted that shows the courses each faculty member teaches, highest degree (PhD, MAT, etc.) for the faculty who teach the courses listed on Form ECXX.  The information on degree should also indicate the specialty area and study focus.  It is not enough to only have an advanced degree in something - it has to be related to the subject being taught.  It is not necessary to have a Ph.D., but the MDE would expect at least a degree higher than candidates being taught.  It is not necessary that every faculty member listed have professional development experience directly related to teacher preparation but some should.  The same is true for familiarity with the PK-12 Curriculum Framework and the Michigan Assessment System (MEAP) and for PK-12 collaborative work. We are looking for reasonable balance in faculty credentials.  Any missing information or concerns should be noted under “Additional information needed”. 
14. Review the standards matrix (or Section 7 of Criteria for Review/Program Evaluation).  Make sure that the institution has responded to the current SBE standards for Elementary Certification programs.  (Look for explanatory narrative, not just a listing of course numbers.  The narrative should help you understand how the standards are met in the required courses so that you will not have to go to the syllabi to check for every standard (although you will want to do some checking to look for evidence of support).  If the narrative is complete and provides a thoughtful, reasonable explanation of how the standards are met with little redundancy then it is acceptable to just spot check the syllabi for alignment and visibility of the standards within the course.  Keep Form ECXX available to make sure that each standard is met in a required course for both major and minor candidates.  Any missing information or concerns should be noted under “Standards/requirements not met”.  The standard number and standard description must be present in this section.  Also include in “Additional information needed” the standard number and a brief statement relative to what information must be submitted to provide clarification for the reviewer.  
15. Under “Comments” you may add any suggestions for improvement (that are not requirements).  Positive comments may be include here as well.

16. Confer with your review partner on your findings.  Come to agreement on the items to include on the draft recommendation form and complete the approval recommendation form.  
a. If “Standards/requirements not met” and “Additional information needed” are blank, under “Program Assessment Summary/Recommendations” an X should be placed in the box before “Meets all standards and requirements” and “Approval”. 
b. If standards are listed as not met, or if there were gaps in the evidence, an X should be placed before “Not all standards and requirements are met” or “Insufficient documentation for program review”.  Indicating that the program is “Not approvable”. 
17. Discuss with your review partner anything that you think should be brought before the whole panel of reviewers.  To ensure that the approval recommendations hold each institution to the same criteria, and are consistent in the recommendations prepared. 
a. Institutions that receive “Not Approvable” will be informed immediately,  allowing those institutions the opportunity to adjust their program or documentation as quickly as possible.

Thanks for your participation in this important work.  If you have questions, please don't hesitate to ask!
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