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	State Procedures and Responsibilities

	I. Standards
	

	 A. Unit Standards
	NCATE unit standards apply to the professional education unit.



	 B. State Program

      Standards
	Each summer EPSB staff sends all units an annual Accreditation Status Report which includes the timeline for the submission of program review documents prior to the scheduled accreditation visit.  

Program review documents are due to the EPSB 12 months before a continuing on-site visit and 18 months for a first visit.  The educator preparation unit prepares program review documents following the Kentucky Program Guidelines for each of its certification programs. Endorsement program submissions follow the Kentucky Endorsement Program Guidelines. Administrator programs follow the Administrator Program Guidelines. Rank I (rank change only) programs follow the Program Guidelines for Planned 6th year Programs. Master’s/5th Year non-degree programs for rank change only must follow the Guidelines for Teacher Leader Master’s Programs and Fifth Year Programs for Rank II. EPSB staff reviews the program review documents for accuracy and completeness.  

A Content Area Program Review Committee, who are trained via an online module on EPSB’s website and representatives of Specialty Professional Associations affiliates and other state/national organizations, and the Reading Committee, who are Board Of Examiners trained, conduct a review for congruence with standards of nationally recognized specialty organizations and appropriate state performance standards adopted by the EPSB. The Teacher Leader Master’s/5th year programs are to be reviewed by the Master’s Redesign Review Committee.
Because Kentucky standards are performance-based, program review documents submitted to the EPSB shall address appropriate specialty professional association guidelines/standards regardless of whether or not the unit seeks national specialty organization approval.
For initial and advanced programs, the Kentucky performance standards listed below also apply:

· Kentucky Teacher Standards

· Interdisciplinary Early Childhood Education (Birth to Primary) Standards

· Guidance Counseling Program Standards

· Interstate School Leadership Licensure Consortium Standards for School Administrators 

· Technology Standards for School Administrators

· School Safety Education Standards

· Environmental Education Standards
The professional education unit must have a summary pass rate of 80 percent to meet Standard 1 as identified in the most current Title II data. The unit must also achieve 80 percent program pass rate.

Units must also submit their Conceptual Framework and Continuous Assessment Plan (CAP) documents as part of the program review process. These documents are reviewed by the Continuous Assessment Review Committee (CARC), whose members are assessment experts or specialists from P-12 and higher education institutions. Comments regarding the CAP and Conceptual Framework are submitted to the Reading Committee. 

The Reading Committee sends concerns from all reviewers to the unit head via a Program Review Update. All concerns identified on the Program Review Update must be addressed before programs can be cleared for the on-site visit. Once all the concerns in the Program Review Update have been addressed, the Reading Committee prepares a final Program Review Update indicating that all programs are in compliance with the EPSB guidelines. The BOE receives a copy of this final update. Any concerns which cannot be resolved by the on-site visit will be identified on the final Program Review Update and shared with the BOE team for investigation. 

Copies of the program review documents and reviews by national associations are to be available in the Exhibit Room.

The products and summary data of student performance assessments are used as indicators of the on-going health of the unit.  

Samples and results of authentic performance measures should be available to the team in the Exhibit Room. Units must identify what data are collected and how that data are used for program/unit improvement.  The Title II Report and the Kentucky Educator Preparation Program (KEPP) Report Card are accessible on the EPSB website at www.kyepsb.net (click Division of Educator Preparation). The KEPP Report Card identifies some data of educator preparation programs as demonstrated by the following:

· Student and Faculty demographic data

· Praxis II Assessments

· Kentucky Teacher Internship Program (KTIP)

· Tests for School Administrators 
· New Teacher Survey



	II. Team
	

	 A. Team Composition 
	The State team is selected by the EPSB Staff from a pool of state BOE team members who have been trained through an approved state/NCATE BOE training. The team includes faculty of higher education, teachers, and other school personnel.

A list of the EPSB-appointed BOE team members is sent to the unit for its review; the unit may challenge, in writing, the inclusion of a specific BOE member for cause, such as conflict of interest.


	 B. Team Size 


	For first, continuing, and probation visits, the BOE team will include 6 members, one KEA observer, and 1-3 EPSB Staff members. 

For focused visits, the team will include 2-3 BOE members and 1-2 EPSB Staff members.

	 C. KEA 

      Representatives
	The EPSB invites a representative from the Kentucky Education Association (KEA) to serve on the BOE team as an observer. All representatives must meet training requirements for BOE members.

All expenses for observers are covered by KEA.

	 D. Chair 
      Responsibilities 
	A team chair is assigned by EPSB staff.  The chair has overall responsibility for the visit and renders all reports to the EPSB. The BOE team selects an assistant chair at the first team meeting. The assistant chair completes the Assistant Chair’s Checklist, which documents the team’s activities during the visit. The assistant chair gives the checklist to the EPSB staff at the end of the visit.

	E.  Team Expenses
	The institution pays all expenses for the members of the state BOE team and the EPSB will pay for its staff. The EPSB makes arrangements with the individual’s place of employment should a team member need approval for release time. Substitute teachers’ pay will be reimbursed for P-12 practitioners’ service on the BOE team by the EPSB.

	F. Decision-making
	Decisions are usually made through consensus-driving discussions whether standards are met. When consensus cannot be reached, a vote may be taken. 

	G. Writing the Report 


	The chair assigns writing responsibilities to each team member. The BOE report includes the BOE team’s responses to the 6 unit standards at both the initial and advanced levels as appropriate.  The final Program Review Update identifying the status of the program review is appended to the BOE report. 

The draft of the BOE report should be completed by the end of the on-site visit.  The final report is compiled by the BOE chair. 


	H. Evaluations
	Following the on-site visit, the performance of BOE members is evaluated by the other state BOE members. The evaluations are used by the EPSB to determine who should continue BOE service and to identify potential team chairs. 



	III. Developmental Process for New Units
	

	A. Stage One
	a) The institution must submit an official letter from the chief executive officer and the governing board to the EPSB indicating the institution’s intent to begin the developmental process to establish an educator preparation program. 
b) EPSB staff will make a technical visit to the institution.

c) The institution will submit program review documents including the conceptual framework and continuous assessment plan and fulfill preconditions 1, 2, 3, 7, and 9.

d) The Reading Committee and CARC will review the documentation.

	B. Stage Two
	A BOE team will make a one day visit to verify the paper review. The team will be made up of one public institution representative, one independent institution representative, and one KEA representative. This team will be supported by at least one EPSB staff member. The team will submit a written report of its findings which will be provided to the institution. The institution may submit a written rejoinder within 30 working days of its receipt. The Accreditation Audit Committee (AAC) will review the materials from Stage One and Stage Two and make one of the following recommendations to the EPSB with regards to temporary authorization: 1) approval; 2) approval with conditions, or 3) denial of approval.

	C. Stage Three
	The EPSB will review the materials and recommendations from the AAC and make one of the following determinations: 1) approval; 2) approval with conditions, or 3) denial of approval. 

An institution receiving approval or approval with conditions will hold this temporary authorization for two years and continue the developmental process. During this two year period the institution may admit candidates; monitor, evaluate, and assess the academic and professional competency of candidates; and report its progress to the EPSB in the admission and exit data reports and annual reports.

	D. Stage Four
	The institution will host a first accreditation visit within two years of receiving temporary authorization.

	IV. Preparation
	

	 A. Preconditions
	Eighteen months prior to the scheduled on-site visit of the evaluating team, the educator preparation unit submits information documenting fulfillment of the preconditions for the accreditation of the unit.  The EPSB-appointed Reading Committee reviews the documentation and sends a report to the EPSB indicating if pre-conditions are satisfied. If a precondition is not met, the institution is asked to revise or submit additional documentation.  
Precondition #7 requires the professional education unit to meet state summary pass rate requirements. NCATE also requires that the professional education unit have a summary pass rate of 80 percent to meet Standard 1. Institutions are expected to meet preconditions at all times.




	B. Program Reports
	For a first visit, program review documents are sent to the EPSB 18 months before the on-site visit.  The educator preparation unit prepares program review documents following the appropriate Kentucky Program Review Guidelines for each of its certification programs.  Program review documents are reviewed by staff for accuracy and completeness.  A Content Area Program Review Committee and the EPSB-appointed Continuous Assessment Review Committee and Reading Committee conduct a review for congruence with standards of nationally recognized specialty organizations and appropriate state performance standards adopted by the EPSB.

Program review documents submitted to the EPSB must address appropriate national professional guidelines regardless of whether or not the institution seeks national specialty organization approval.  The Reading Committee prepares a summary of and recommendations for each program. The Board of Examiners (BOE) receives summaries of the state program review.  Reviews by national associations are to be available in the Exhibit Room.  

	C. Institutional 
     Report
	The professional education unit is required to write and submit an Institutional Report (IR) that provides an overview of the institution, a description of the unit's conceptual framework, and a response to each of the six standards. The unit should present the evidence that documents how it meets each of the standards. Standards 1 and 2 must be addressed in detail, responding to each element of the standard. Data with tables should be presented in response to Standard 1. The unit must address Standards 3 through 6 individually, but can present the information in a more holistic manner. However, data tables are also appropriate for these standards.

The IR may include links to exhibits that support the text. The IR, including any appendices, shall not exceed 100 pages, single spaced (double space between paragraphs), 12 point typeface. All state members, EPSB consultants, and KEA observer should be sent both an electronic and printed copy of the IR approximately 30 days before the visit. Team members should also be sent the website links to the college catalogs and any supplementary materials (i.e., student and faculty handbooks, brochures, exhibit room, program review documents).

The IR must address state performance standards and describe how the continuous assessment plan is being implemented. 



	D. Dates of On-Site Visit
	Visits to all educator preparation units are coordinated through the EPSB.

Visits are scheduled from Saturday through Wednesday except under special circumstances.

A unit’s scheduled accreditation visit is included in the Accreditation Status Report that is mailed to the unit head by the EPSB annually in the summer.  The accreditation schedule is also available on the EPSB website at www.kyepsb.net.



	E. Pre-visit
	The pre-visit should be scheduled about 60 days before the on-site visit. See the Handbook for Accreditation Visits for further details.

The EPSB consultants, BOE chair, head of the unit, and visit coordinator should be present. 

The EPSB pays travel expenses for the state BOE chair to participate in the pre-visit.




	F. 3rd Party Testimony


	Six months before the on-site review, the unit must publish a “Call for Comment” inviting 3rd party testimony related to the upcoming visit to be sent to EPSB. A copy of the “Call for Comment” should be available in the Exhibit Room.
Before the on-site review, EPSB sends copies of any third-party testimony it receives to the unit for comment and to the BOE team chair.

	V. On-Site Review
	

	A. Orientation to State
      Process/ Protocol
	The state chair and EPSB staff conduct orientation on state expectations at the first BOE team session during the on-site visit.



	B. Conducting the On-
      Site Review
	The NCATE template for on-site visits guides the conduct of the visit as outlined in the NCATE Handbook for Accreditation Visits and on the NCATE website.



	C. Evidence/Exhibit/

     Documents Room
	Electronic exhibit rooms are encouraged. Institutions should access NCATE’s electronic exhibit room guidelines available on NCATE’s website.  

The Exhibit Room should contain documentation that supports the IR.  Performance-based evidence that demonstrates what candidates know and are able to do must be included in the exhibit room.  Units must provide aggregated and disaggregated performance-based data from each of its programs.
The unit’s assessment system must be supported by appropriate technologies. Selected samples of the application of the data system must be available to BOE team members in the Exhibit Room.

	 D. BOE Report
	The BOE report includes the BOE team’s responses to NCATE’s six unit standards at both the initial teacher preparation and advanced levels as appropriate.
A copy of the program status report is attached to the end of the BOE report.

The following procedure is used to submit the BOE report to the EPSB:

· EPSB staff emails a draft of the report to each member of the team for review and editing.
· The team chair and EPSB staff incorporate suggestions from team members.
· EPSB staff forwards the next draft to the unit head to review for factual accuracy.
· The unit head must notify the EPSB in writing of receipt of this draft and verify for factual accuracy.
· The unit head has ten working days (with some flexibility) to submit its corrections to the EPSB or notify same in writing that there are no factual errors.
· EPSB staff emails a copy of the final report to the unit head and emails a copy to each BOE team member within 30-60 working days of the visit.
· The unit head must notify EPSB staff in writing within 30 days of receipt of the final report.


	     E. Exit Conference
	An exit conference is conducted before the team departs Wednesday. It is conducted by the BOE team chair and EPSB consultants.  The unit is represented by the unit head and visit coordinator; the president and/or provost may also attend.

	VI. After the On-Site Review
	

	 A. BOE report sent from EPSB
	The unit head must notify EPSB staff upon receipt of the BOE report draft for factual review and final report.

	 B. Rejoinder
	The unit submits an electronic copy of the rejoinder to the EPSB.

A copy of the rejoinder will be sent to the BOE team chair who has the opportunity to respond to the rejoinder. A copy of this response will be shared with the unit.

If the unit chooses not to submit a rejoinder, the unit head submits a letter indicating this decision.



	 C. Accreditation & Approval
	After in-depth review of documentation, the Accreditation Audit Committee (AAC) makes a recommendation to the EPSB concerning accreditation status and program approval. The AAC or EPSB is not bound by the BOE recommendations and may reach a different conclusion from the BOE team. Either the AAC or EPSB may recommend that a met or unmet standard or area for improvement statement be revised, added, or removed.

First accreditation decisions include:

·  Accreditation

·  Provisional Accreditation

· Denial of Accreditation

· Revocation of Accreditation

Continuing accreditation decisions include:  

· Continuing Accreditation 

· Accreditation with Conditions

· Accreditation with Probation 

· Revocation of Accreditation 

If a decision of Provisional Accreditation or Accreditation with Conditions is granted, the EPSB will require: (1) submission of documentation that addresses the unmet standard(s) within six months of the accreditation decision; or (2) a focused visit on the unmet standard(s) within two years of the semester of the accreditation decision.   When a decision is made by the EPSB to require submission of documentation, the unit may choose to waive that option in favor of the focused visit within two years.  If documentation is submitted under the terms specified above, the EPSB will decide: (1) to grant or continue accreditation; or (2) to require a focused visit within one year of the semester in which documentation was reviewed.  After a focused visit, the EPSB will: (1) grant or continue accreditation, or (2) revoke accreditation.

If Accreditation with Probation is granted, the unit must schedule an on-site visit within two years of the semester in which the probationary decision was rendered.

The unit must address all NCATE standards in effect at the time of the probationary review.  Following the on-site review, the EPSB will decide: (1) to continue accreditation, (2) to revoke accreditation.

Within 30 days after the EPSB’s decision, the EPSB Executive Director sends the institution’s chief executive officer and the head of the professional education unit a letter indicating official action.  

Notice of the accreditation action is placed in the EPSB minutes.

	 D. Appeal Procedure
	The EPSB has an appeal process which is outlined in 16 KAR 5:010 Section 24.

	VII. On-Going Responsibilities
	

	 A. Protocol Distribution
	The EPSB will post the protocol on its website. 



	 B. Accreditation Cycle
	Units that receive accreditation for the first time will be scheduled for their next visit five years from the semester in which their visit occurred.

Units that receive continuing accreditation will be scheduled for their next visit seven years from the semester in which their visit occurred. 

Units may host a probationary or focused visit as a result of conditional or provisional accreditation; visits will be within 2 years of the EPSB’s decision.

	 C. Code of Conduct
	To assure units and the public that EPSB reviews are impartial and objective, to avoid conflicts of interest, and to promote equity and high ethical standards in the accreditation system, BOE members and staff shall follow NCATE’s “Code of Conduct” in the Handbook for Accreditation Visits and on NCATE’s website. 

Violation of any part of the Code of Conduct could result in the board member’s removal from the committee. 



	D. Annual Reviews
	

	 1. Regional Accreditation
	Units must maintain regional accreditation in order to continue its state accreditation.



	 2. Precondition 7
	The unit’s programs are approved by the EPSB, and the unit’s summary pass rate meets or exceeds the required State pass rate.

The professional education unit must have a summary pass rate of 80 percent to meet Standard 1 as identified in the most current Title II data. The unit must also achieve an 80 percent program pass rate.



	3. Biennial Report
	The AAC will send a biennial review of the Annual Reports to provide feedback to the units regarding efforts to address areas for improvement.
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