NCATE Guidelines and Procedures for Program Review 
Program Submission Due Dates: 
It is required that program reports be submitted in the semester one year prior to the unit site visit. NCATE will accept program reports submitted up to two years prior to the site visit. 
Timeline for Program Reports
Initial reports submitted in Fall Semester 
Program report due to NCATE September 15
Recognition report due back to program February 1 
Initial reports submitted in Spring Semester 
Program report due to NCATE March 15
Recognition report due back to program August 1
Revised Reports (formerly called rejoinders) 
For a recognition report received by August 1, a revised report can be submitted by the following September 15, with a response due back to the program by the following February 1.
If the recognition report is received by February 1, a revised report can be submitted by the following March 15, with a response due back to the program by the following August 1. If the revised report is not submitted by the following March 15, then any later revised reports must be submitted on the regular timeline of either September 15 or March 15.
Response to Conditions or Supplemental Reports 
Follow the same time line for both initial and revised report submissions (above) 
Number of Program Reports to be Submitted (for multiple programs in same discipline):
If there are differences among program tracks in their assessment structure, assessment content, and/or conceptual model, then it might be less confusing—for both the report preparer and the report reviewers—to submit two separate program reports (for example, one report for the baccalaureate program, and one for the post-baccalaureate). In general, if the compiler is unsure whether or not to combine two program areas into one report, it is best to submit two reports. If you are not sure whether to prepare a single report or separate ones, please call the Program Review staff at NCATE for advice.
The following procedures apply to programs in the same discipline (English, Elementary, etc.) that are at different levels (for example, undergraduate and post-baccalaureate) or different in other ways—but that have identical assessments. If the assessments are not identical then individual program reports must be submitted for each program. 
In order to ensure that each program receives an individual decision, it is necessary for a shell (or template) to be created for each program in PRS. However, the following procedure will allow you to enter all of the information and text for these programs just one time. The system will then automatically copy the information into the other program report forms.
This is how it works: 
1. First, you must notify NCATE which programs have identical assessments, rubrics and/or scoring guides. We will then ‘link’ these reports in PRS. For example, you notify NCATE that you have two Elementary programs: one is an undergraduate program and one is an MAT program, and they have identical assessments. This link must be made before any text is entered into the program report form.
2. NCATE will link these reports in PRS. You can tell that they are linked in PRS because the first boxes in the left column in PRS for those two programs will be shaded the same color.
3. The compiler of the report completes all the fields in the program report, adds attachments, etc. All the data charts should include data, disaggregated for each program being submitted. In the example above, that means that each data chart for each assessment would have two columns, one column for the data from the undergraduate program, and one column with data for the MAT program. 
4. The compiler submits the report. The compiler sees a “thank you for submitting” note from NCATE when the report is submitted. In addition, the NCATE Coordinator at that campus also receives notification that the program report has been submitted.
5. After the first report is submitted, the compiler clicks on the program name in the second shell. The compiler is asked if they want to copy the information from the first report into the second shell. After the compiler clicks “ok,” PRS automatically copies all text, information and attachments into each report linked to the first one.
6. The compiler should go into the second report and change any necessary information (for example, in the example give above, the compiler would change the “Degree Level” from Undergraduate to Masters).
7. The compiler then submits the second report.
8. The above process can be repeated if there are three reports that have been linked. After the compiler submits the first report, they can then click on the program name in the third shell and gives the “ok,” all the information and attachments in the submitted program will be filled into all the program reports shells that are linked to it. 
Prior to the submission deadline, programs must submit a chart that lists the programs it plans to submit whether they are linked or not. The chart can be found by clicking on the link below: (http://www.ncate.org/institutions/ChartPRS09.asp?ch=90 ). Every program report that is to be submitted should be listed on that chart. If programs are submitting linked program reports, the NCATE coordinator must identify those reports to be linked in a different chart. Both charts should be emailed to ncateprograms@ncate.org so that the shells can be created. If you are unsure as to what a “linked program report” is, please see Question 1 of the FAQ document found on the Resources page under Program Review. 
Report Submission Process:
The program report will be submitted completely on-line. Assessments for Section IV as well as certain other documents must be prepared in a standardized word processing format (Word, Word Perfect, PDF or Excel) and submitted as attachments. The compiler will be able to save the program report as a draft and return to the web-based form later to complete. Once files are attached they cannot be edited. When the report has been completed, the compiler (unless the institution has designated another person) will mark it as finished and submit it for review. 
The Unit Head and NCATE Coordinator at the institution will receive an email with the appropriate URL and access information. He or she can provide that information to individual compilers.  Once a compiler has received the user id and password, they can access the report by pointing their Internet browser to the designated URL.  A log-in screen will appear. When a compiler has successfully logged in to AIMS and then goes to PRS, he or she will see a list of the all the programs to be submitted by the unit. 
Specific instructions for creating and inputting the different sections of the report are available on this web page, in a document titled “How to Prepare Program Reports for Submission in [submission date].” 
Report Review Process: 
Each program report will be assigned to a team of two to three reviewers who have been trained in the standards by their specialized professional association (SPA), and who have been screened for conflicts of interest with the reporting institution. All reviews will be completed and all recognition reports will be submitted on-line. A lead reviewer will compile a team report, including a recognition decision representing the consensus of the team. The reports are reviewed by an audit committee of the professional association, which determines national recognition.
Program reports will be evaluated on how well assessments and data derived from assessments provide evidence that candidates meet the SPA standards. National recognition decisions, therefore, will be based on the success of program candidates as measured on credible assessments (see section entitled “Guidelines on Assessment”). 
For very small programs, data derived from assessments are not, by themselves, a reliable indicator of program quality. However, if candidates perform poorly on assessments, it will be important for the report compiler to reflect on why that poor performance occurred and how or whether the program should be changed as a consequence. Whether or not the program is large or small, candidates are still expected to meet program standards.
Character Limits: Character limits are specified for each of the narrative responses required in Sections I and V of the report, with each part of Section I having a 4000 character limit (including spaces), except for Section I, Question 2, which has an 8000 character limit. Sections II and III are charts, which the institution will fill out or check off and Section IV will have attachments for each of the 6-8 assessments. Section V has a character limit of 12000.
Attachments: Only the items specified in Section I and IV of the report form may be attached to the report. Institutions will not be able to attach or submit any extraneous documentation with the report (e.g. handbooks, syllabi). Candidate work samples or artifacts will no longer be requested or accepted as part of the program review document but will be relevant in the on-site unit review. Documentation external to the institution (e.g. a report from the testing agency) will need to be scanned by the institution in order to be submitted as an attachment. There will be a limit of no more than 20 attachments total for each program report.
NOTE: Charts and graphs cannot be input into the narrative fields or text boxes in the program report template. However, charts and graphs can be uploaded as attachments in two different places: within Section IV as part of your 6-8 key assessments or in Section I, Questions 3 and 4 (mostly).
Program of Study 
A program of study that outlines the courses and experiences is required for candidates to complete the program. The program of study must include course titles. (This information may be provided as an attachment from the college catalog or as a student advisement sheet.) 
Candidate Data Chart—Section I
Data is requested on the number of candidates enrolled and the number of program completers from the 3 previous academic years and can now be filled out in a chart as part of Section I. At some institutions candidates are considered “enrolled” in the program if they list the program as a major or are taking courses in the program. It is not until they are formally admitted into the program that they could be considered actively involved in the program. It is this last group that should be reported in NCATE program report. 
Faculty Chart—Section I 
The purpose of this chart is to provide reviewers the information they need to ensure that program faculty have appropriate expertise in the program discipline. This information is input into a chart as part of Section I. As with the other parts of Section I, there are character limits for each section of the faculty chart. The only faculty listed here should be faculty responsible for professional coursework, clinical supervision and those who teach methods courses. Adjunct and part-time faculty should be listed only if they have taught or provided other services for the program during the most recent academic year. It is not necessary to provide the names of every faculty member who teaches any courses taken by candidates in the program. A faculty member might choose to list three scholarly publications as her major contributions. However, if all faculty list scholarship as their contribution, the program report preparer may want to ask some faculty to highlight leadership or service experiences instead, in order to demonstrate that overall program faculty are contributing in all three areas.
Guidelines on Assessments
An assessment is an evaluated activity or requirement by which a program determines that specific outcomes or standards have been mastered by a candidate. A program is limited to no more than 8 “key” assessments. It must be required that all candidates have taken these assessments. Due to the limitation on the number of assessments, it is expected that these key assessments would be comprehensive and each would most likely address multiple SPA standards. 
A single key assessment could include several components, or ‘sub-assessments.’ For example, an assessment of candidate impact on student learning could include a pre-test, unit plan, implementation of unit plan, post-test and reflection. Each of these components may be evaluated and scored individually, with a final score computed from the sub-scores. The elementary education program report, in another example, requires assessments in the areas of mathematics, English, science and social studies for its assessments on content and on lesson planning. In most cases, it would be necessary to combine several individual assessments for each of these final key assessments.
It is also possible that a major comprehensive assessment like a portfolio may include several in-depth assessments including evaluations of content knowledge, lesson planning, and student teaching. In this case, it would be appropriate to use the different components of the portfolio as separate assessments. 
The submission of any assessment will require the two page narrative and include the three pieces expected as part of each overall assessment in Section IV:  (1) the assessment instrument or a complete description of the assessment, (2) the scoring guide (e.g., rubrics, checklist, etc.) for the assessment, and (3) aggregated data derived from the assessment.  All four of these documents must be combined into one document. 
Required Forms of Assessment:   All programs for Option A are required to include assessments of the following five types.  Some SPAs have additional or unique requirements for assessments. Any unique requirements are included in Section IV of the SPA program report template and described in the “Specific Instructions” section of the program report form.
Assessment 1: State Licensure Test (all Options): 
Compilers are expected to delineate the relationship of the content (or test specifications) of the state test and the SPA standards. 
Licensure test data must reflect the percentage of candidates who have passed the state licensure test for each year over the past three academic years, including the most recent year. The most recent year of data should include the total scores and, if possible, sub-scores on the licensure test. NCATE and ETS have jointly prepared a document that provides information on how to obtain sub-score information for PRAXIS II tests. This document can be found in “Program Resources” on the Institutions page of the NCATE website at the following URL: http://www.ncate.org/institutions/PraxisIIDataStd1.asp?ch=90. Data must be presented for all program completers, even if there were fewer than 10 test takers in a given year.  A Title II, state, or test agency report may be submitted as a scanned attachment, as long as those reports present data as specified above.
If the program’s state does not require licensure tests or professional examinations in the content area, data from another assessment must be presented to document candidate attainment of content knowledge.
Assessment 2: Content Assessment (Option A only)
The program is required to have a second assessment that is primarily focused on the content of the SPA standards. Examples of possible SPA-specific assessments have been included in Section IV of the SPA program report template.
Assessment 3: Assessment of Candidate Ability to Plan Instruction (Option A only)
The program is required to provide an assessment instrument that demonstrates a candidate’s ability to plan as appropriate to his/her discipline. For most initial teacher preparation programs, the most typical example is a unit of instruction, although other types of assessments are acceptable. For other school professionals, this assessment should be one appropriate to the discipline.
Assessment 4: Clinical Practice Assessment (Option A only)
Generic student teaching/internship evaluations (those used by all programs in a unit) will not necessarily provide direct evidence of meeting specific SPA standards. Faculty have several options to ensure that these kinds of unit-wide assessments are appropriate for SPA review. For example, program faculty could develop an addition to a generic student teaching/internship evaluation that does evaluate the candidate on appropriate SPA standards. Faculty could also code elements in the unit-wide assessment with the specific SPA standards that are addressed by the item and, in the narrative in Section IV for this assessment, provide a rationale for how these items are evaluated in practice to ensure that SPA standards are addressed. A third option is to use a SPA specific assessment completed during a pre-student teaching practicum.
Remember NCATE’s guidance on effective field and clinical experiences: 
Field experiences facilitate candidates’ development as professional educators by providing opportunities for candidates to observe in schools and other agencies, tutor students, participate in education-related community events, interact with families of students, attend school board meetings, and assist teachers or other school professionals prior to clinical practice. Both field experiences and clinical practice reflect the unit’s conceptual framework and help candidates continue to develop the content, professional and pedagogical knowledge, skills and dispositions delineated in standards. Clinical practice allows candidates to use information technology to support teaching and learning. Clinical practice is sufficiently extensive and intensive for candidates to develop and demonstrate proficiencies in the professional roles for which they are preparing.  ( Standard 3, NCATE Professional Standards 2008 Edition) 
Assessment 5: Candidate Impact on Student Learning or Providing a Supportive Environment for Student Learning (all Options) 
NCATE published a paper on the essential components of an assessment that addresses candidate impact on student learning and has provided several examples. This paper (summarized in Quality Teaching, fall 2004, available on the NCATE web site) outlines four elements that could be included in such an assessment.  The essential feature of this evidence is a cluster of activities or performances in which the candidate:
· Undertakes a diagnosis (a pre-test) or P-12 student learning in some area he or she will teach; 
· Plans an appropriate sequence of instruction to advance P-12 student learning, and teaches in ways that engage P-12 students who bring differing background knowledge and learning needs; 
· Conducts some concluding assessment (or post-test); documents that student learning has occurred, or has not; and 
· Reflects on changes in teaching that might have improved the results. 
Assessments 6, 7, and 8 (Option A only): 
The program is required to submit six assessments, but in most cases, the form of that sixth assessment is determined by program faculty. However, certain SPAs choose to name a 6th required type of assessment, so please check individual SPAs’ directions for guidance.  The strategy for choosing which additional assessments to submit could be based on several factors. For example, it could be that a program’s content-based assessments are relatively weak (Assessments 1 and 2), and the faculty might decide they need another assessment to adequately demonstrate candidate mastery of the content of the SPA standards. Or faculty may find that the assessments they have chosen do not fully address one or more of the SPA standards. In that case, faculty should adapt current assessments or create new assessments that do address the missing SPA standards. While Assessments 7 and 8 are not required, programs can submit any assessment that they feel may strengthen the coverage of the standards.
