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CAEP-TN Site Visitor Training
Application and Selection Information 

The Tennessee Department of Education is recruiting volunteers to apply to become site visitors for the review of Tennessee educator preparation providers and their programs. Teams of trained site visitors will conduct reviews of Tennessee Educator Preparation Providers (EPPs) based on state and national standards and procedures adopted by the State Board of Education (policy 5.504) and the Council for the Accreditation of Educator Preparation (CAEP). Individuals who represent a wide variety of education-related constituencies, including classroom teachers, building level administrators, system level administrators, educator preparation staff, faculty and administrators, and other stakeholder groups are encouraged to apply. Education professionals who serve as site visitors can have a direct impact on ensuring that Tennessee’s EPPs prepare highly effective pre-K–12 educators. Site visitor training will be conducted Nov. 14-16, 2016. Individuals selected for this training MUST be available for this face-to-face training. 

Site Visitor Benefits 
Benefits of being a site visitor include the following: 
· Training and professional development on quality assurance, state approval processes, and national accreditation processes that are grounded in evidence-based standards
· Networking opportunities with experts and professionals in the field 
· Exposure to new and innovative methods of educator preparation 
· Contributing your expertise as part of an expert review process 
· Opportunity to observe EPPs

Site Visitor Responsibilities and Duties 
The site visitor’s primary responsibilities are to review and assess how well the EPP is meeting each of the standards and expectations. The review is based on evidence provided by the EPP as well as from external sources such as the state report card, annual reports and other assessments. Site visitors are trained in conducting an off-site review and an on-site visit to the EPP. 

Site visitors will be specifically responsible for: 
· evaluating evidence to understand the extent to which it supports the claims that the EPP meets the standards and expectations; 
· understanding and interpreting data; 
· applying rubrics to assess the EPP’s performance; 
· conducting meaningful interviews with stakeholders;
· writing clear and cogent reports on the sufficiency of the evidence;
· communicating effectively and appropriately with the EPPs; and  
· working effectively on a team with members who may have differing opinions.

EPP Review Process
The review process consists of the off-site review, on-site visit, and report writing. During the off-site review, site visitors read the EPP’s self-study and assess the evidence against each standard, participate in a team discussion of the self-study, write a report, and participate in planning the on-site visit. During the on-site visit, site visitors check the authenticity of the evidence, conduct interviews with stakeholders, validate and probe data, and identify strengths and weaknesses. Site visitors then write site visit and case analysis reports. 




Volunteer Qualifications 
· Demonstrated expertise in the field of professional education, educator preparation, teaching, research, policy, and/or evaluation 
· Excellent analytical and evaluation skills including interpretation and analysis of data, use of rubrics; and assessments, interviewing and observation techniques, and analysis of written information 
· Ability to clearly and concisely convey observations and findings in writing 
· Ability to make unbiased conclusions about EPPs based on the application of state and national standards 
· Ability to interact with team members and EPP personnel in a courteous and collegial manner and the ability to work toward consensus in team deliberations 
· Skill in the use of computer technology, including accessing the Internet, using email, navigating websites, reviewing documents online, and word processing 
· Access to a laptop computer to bring to training sessions and site visits, as needed 

Training and Professional Development 
Each selected site visitor will be required to complete an intensive training session that covers the application of the standards, expectations, and conduct of the review process. In-person training will take place over three days and will be complemented by online training, which volunteers can complete on their own schedule prior to the in-person session. Following the in-person training, site visitors will be required to complete a summative assessment on the standards and analyzing evidence. Successful completion of the training and assessment will recommend a trainee to become a member of a visit team. 

Commitment Required 
Following successful completion of training, site visitors are initially appointed to three-year terms, which can be renewed based on favorable performance evaluations. Site visitors are expected to participate in at least one visit per year to remain in good standing.  

Potential site visitors should be aware that, on average, an estimated 70 hours of preparation are involved before, during, and after each site visit. On-site visits typically last 2.5 days. Site visitors are expected to stay for the entire duration of the visit and are expected to actively participate in all planned interviews and meetings, as assigned by the site visit team lead. Site visitors are expected to participate in all events related to their assigned visit. Travel time will also need to be factored into the visit. After the visit has been conducted, a site visitor must complete their section of the visit report, as applicable, and stay in contact with the site visit team lead throughout the report writing process. On-site visits are intensive and often involve long hours; site visitors should have the time and energy to participate fully. 

Site visitors must also assure that their employers will grant the time required to participate in training and site visit assignments. A template for the supervisor’s verification letter is available here.

Application and Selection
[bookmark: _GoBack]To apply to be a site visitor, interested individuals must complete the online application (here) no later                  4:30 p.m. CDT, Wednesday, Oct. 19. All requested information must be provided; incomplete applications will not be considered. A team from the department will review and score applications, and all applicants will be informed of the outcome of the application review process no later than Nov. 2. Selected applicants will be invited to attend the fall site visitor training event.  

Additional Information
For additional information, email Martin.Nash@tn.gov, and use the email subject line, “Site Visitor Information Request.”
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