
[image: image1.png]



                                                       Division of Educator Preparation
Educator Preparation Program

Compliance Audit Handbook

2015-2016
County/District Number  

Many programs have the same names but different locations. To facilitate identification of the correct program, the county/district number, which is unique to the program, should be placed on the self-report as well as any other communication with the Texas Education Agency (TEA).  

Compliance Audits 

TEA is committed to ensuring quality educator preparation programs that recruit and prepare qualified educators. The agency is required by Texas Administrative Code [(TAC) §228.10(c)] to review programs at least once every five years. This is currently being accomplished through a 5-year continuing approval review (compliance audit). The scope of the compliance audit is limited to the program’s compliance with TAC §227, §228, §229, §230 and Commissioner Rules §149 (§239, §241, or §242 as relevant to audits of professional class certificates). An EPP may also receive a discretionary continuing approval review.  This type of visit may occur at any time outside of the 5 year audit rotation and most often occurs when an EPP needs assistance bringing program components back into compliance with TAC and TEC.  There are three (3) different formats used for continuing approval compliance audits and discretionary continuing approval visits:  the traditional audit, the desk audit, and the training audit.  The EPP will be notified in advance of the type of audit to expect.  This handbook provides detailed instructions and forms to facilitate the audit process.
Traditional Compliance Audits
In the traditional audit model, 2-4 TEA staff members travel to the Educator Preparation Program (EPP) to conduct the audit on-site.  During the audit, TEA staff members review the documents and records compiled by the EPP staff.  Since the compliance audit is considered a snapshot in time, all documentation and artifacts must be available during the on-site portion of the audit. Once the program specialists leave the site, additional documentation will not be accepted. The entire traditional audit process has five stages: 1) notification and training by TEA; 2) preparation and submission of materials by the EPP; 3) the on-site visit by TEA staff; 4) TEA analysis of material and data; and 5) an official written report.
Compliance Desk Audits
Desk audits require educator preparation programs to submit specific audit documents to TEA and do not include an onsite visit to the EPP.   The desk audit process includes: 1) notification and training by TEA; 2) preparation and submission of materials by the EPP; 3) TEA analysis of material and data; 4) TEA conference call with EPP to review preliminary results; 5) EPP submission of additional documents; 6) follow-up conference call with EPP to review audit results; and 7) an official written report.  Once the follow-up conference call is complete, TEA program specialists will not accept any additional documentation.
Training Compliance Audit

In the training audit, 2-3 educator preparation programs participate in the audit concurrently at a neutral site.  Multiple EPP staff members attend the “audit” for three (3) full days.  TEA auditors guide the EPP staff through a self-review / self-audit process. All documentation and artifacts must be available during the on-site portion of the audit. Once the audit closes, no additional documentation will be accepted. The training audit process includes: 1) notification and training by TEA; 2) preparation and submission of materials by the EPP; 3) EPP staff member training and analysis of material and data; 4) an official written report.
Fees for Compliance Audit 
TAC §229.9, effective April 18, 2010 and subsequent revision in 2015, mandate the following fees for compliance audits:

· Five-year continuing approval review = $1,500 for 2015-2016 audit year; $4500 beginning 2016-2017 audit year
· Discretionary continuing approval review (technical assistance) = $4,500 for 2015-2016 audit year and thereafter
To submit fees:

· Complete the Educator Preparation Program (EPP) Fee Form found in Appendix A of this handbook; 

· Make checks payable to TEA – Educator Preparation; and 
· Mail to TEA-Accounting Dept., 1701 N. Congress Ave., Austin, TX 78701. 
Note:  The fee must be received FOUR (4) WEEKS prior to the Compliance Audit.  

Eight Components of the Compliance Audit
Educator preparation programs are required to comply with Texas Administrative Code (TAC) which guides various aspects of the program. The TAC specifies the components of the compliance monitoring visit. The components are:

I. Entity Commitment and Collaboration TAC §228.20 


II. Admission Criteria TAC §227.10 
III. Curriculum TAC §228.30 

IV. Program Delivery and On-Going Support TAC §228.35 

V. Program Evaluation TAC §228.40 
VI. Professional Conduct TAC §228.50; §228.30; and TAC §247 
VII. Complaint Process TAC §228.70 

VIII. Issuance of Probationary Certificates TAC §230
Program Preparation Prior to the Compliance Audit
Required Email Addresses for Electronic Questionnaires
The audit process includes gathering information regarding the program from key stakeholders directly involved with the program (advisory committee members, candidates, cooperating teachers/mentors, principals, and field supervisors). To obtain important information, TEA has created a web-based questionnaire specific to each stakeholder group. TEA will email these individuals a link to access the questionnaires. The educator preparation program must submit a detailed list of email addresses for individuals in these stakeholder groups SIX (6) WEEKS prior to the scheduled monitoring visit. Email addresses should be submitted using the Excel table found in Appendix B of this handbook.  Email addresses for each stakeholder group should be listed separately.  For example, list all of the candidates’ email addresses in one group and list all mentors’ email addresses together in a separate group.  Carefully label each group so that each receives the appropriate questionnaire. 
NOTE:  The Program Specialist assigned to your audit will discuss which candidates will receive the questionnaires. For optimal results, the candidates should have completed or be in process of their clinical teaching/ internship/ practicum. 

It is the responsibility of the EPP to advise their program stakeholders that they will be receiving the questionnaires and to encourage a prompt response. A high rate of return of questionnaire responses is essential for an accurate snapshot of the program’s operation.
Required Educator Preparation Program Self-Report

A Microsoft Word template for the program’s self-report provides the program an opportunity for in-depth self-evaluation and reflection. The self-report document is attached to your audit notification materials.  For traditional and training audits, the completed self-report should be submitted to TEA FOUR (4) WEEKS prior to the audit date to allow the audit team time for review. For a desk audit, the self-report will be submitted with the audit documents and candidate records at the designated due date. 

Document Review
Part of the audit process includes the review of documents. The documentation should provide evidence of the program’s compliance with TAC. Please see the Compliance Audit Document Review in Appendix B for specific documents and information to be collected. For traditional and training audits, all documents should be collected electronically and a) emailed to the assigned program specialist FOUR (4) WEEKS prior to the audit date; and b) placed on a thumb (flash) drive to be provided to the TEA staff members upon arrival at the audit site.  For Desk audits, documents will be labeled and submitted per the format detailed in the desk audit instructions.
Candidate Record Review

Candidate records provide evidence of program compliance with TAC. From the candidate records, auditors will be able to determine a candidate's eligibility for admission to the EPP and if the candidate has completed all program requirements as prescribed by TAC.  The Candidates’ Record Review in Appendix B details the types of records you will want to compile for the audit visit. The candidates’ records to be reviewed will be pre-determined by the audit team.  For the traditional and training audits, the audit team will present a list of candidates for review once onsite for the audit.  In this case, candidates’ records will not be submitted to TEA.  If records are kept electronically, a person from the EPP staff must assist in retrieving the documents. For the desk audit, a list of candidates and required documentation will be identified in the desk audit instructions.  Candidates’ records must be submitted to TEA using the secure document submission process that is defined in the desk audit instructions.
Program Hours by Certification Type 

As prescribed by TAC §228.35(a)(3) for initial teacher certification, an educator preparation program shall provide each candidate with a minimum of 300 clock-hours of coursework and/or training that includes a minimum of 30 clock-hours of field-based observations and 80 clock-hours of coursework to be completed prior to clinical teaching/internship. As prescribed in TAC §228.35(b), professional certification requires a minimum of 200 clock-hours of coursework and/or training that is directly aligned to the state standards for the applicable certification class, plus a minimum of 160 clock-hour practicum or an internship [TAC §228.35(d)(3)]. The self-report document contains a chart in which the EPP should record the number of clock hours necessary to complete the various requirements of educator preparation.  A three hour semester credit course is equal to 45 clock-hours.
Curriculum Review 
TEA staff will review the credentials of faculty members and will review course materials to ensure the program is adhering to all curriculum requirements as prescribed by TAC. TEA will choose one certification field for the focus of the curriculum evaluation. To facilitate the curriculum review process for the traditional or training audit, the program shall:
· Prepare all documents requested in items #1 - #15 in the Compliance Audit Document Review (See Appendix B).  For traditional and training audits, all documents should be collected electronically and a) emailed to the assigned program specialist FOUR (4) WEEKS prior to the audit date; and b) placed on a thumb (flash) drive to be provided to the TEA staff members upon arrival at the audit site.  Note:  For Item #7, send the syllabi and alignment charts by email but not the course of study materials.  The course of study materials will be reviewed during the audit.
· If the program is offered online, the EPP is required to furnish TEA with student access to the online coursework (a user name and a password) FOUR (4) WEEKS prior to the visit; 
· For universities, include only those courses taught in the College of Education and/or that lead to the certification area being audited;
· For alternative certification programs, include all coursework and materials that a candidate would receive when being prepared as an educator in the certification field being audited.
· For the desk audit, the EPP will label and submit the curriculum related documents as identified in the desk audit instructions.  
The On-site Visit

A team of two-three (2-3) program specialists is designated for each compliance audit. One of the program specialists assigned to the visit will be your designated contact. That person will work with you on the logistics of the visit and will act as the primary contact for all communications concerning the compliance audit. 
The traditional audit and the training audit require that the TEA staff conduct an on-site visit of the program(s). A typical traditional audit lasts two and a half to three (2.5-3) days in length.  The length may depend on the organization and availability of records and relevant documents at the EPP or the type of audit.  The training audit will require three (3) days to complete.

Travel Arrangements

All travel arrangements will be made by the TEA audit team in accordance with TEA policies and procedures. Do not plan for breakfasts, lunches or evening activities during the visit. The program specialists’ work often continues after leaving the audit site. However, the program specialist may request assistance in securing specific directions to the program and/or meeting site.  

Agenda for the Compliance Audit 
The TEA designated contact assigned to the audit will consult with the EPP on the specific agenda and will prepare and email a final copy of the agenda to the EPP. For the traditional and training audits, the TEA program specialists will bring additional copies of the audit agenda and sign-in sheets to the audit site. 
On-Site Facilities
The program specialists will require a room which can be locked and which has internet access.  
Audit Rubric

Attached to your notification materials is a copy of the Compliance Audit Rubric. The rubric is aligned to TAC for each type of program (Traditional, Post Bac, ACP, or Professional Certification).  The rubric will be used by the audit team when evaluating EPP records and documents during the traditional, training, or desk audits. In all cases, the audit team may ask for additional specific evidence to verify compliance with a specific area of code. 
Closing Session

Upon completion of the audit, the audit team will review the findings with the EPP staff.  If compliance issues are identified during the audit, the TEA and EPP staff will work together to produce a Compliance Plan for the purpose of correcting the out-of-compliance issues.  
After the Visit

All evidence will be reviewed/analyzed again once the audit team returns to TEA so items may be added or deleted.    
Compliance Audit Report

An official compliance audit report will be prepared and mailed electronically within approximately 60 days of the audit’s close. In some instances, the preparation of the report may take longer. After the program receives the report, the program has ten business days to correct any inaccuracies or to comment on its contents. If TEA does not hear from the program within ten business days, the audit report will become official on the eleventh business day.  
Compliance Plan
If a Compliance Plan is created during the close of the audit, it will be reviewed approximately every sixty (60) days thereafter to insure the EPP follows up on needed improvements. The itemized evidence listed in the Compliance Plan should be submitted to TEA on or before the due date(s) identified in the plan.  The EPP does not need to wait for the sixty (60) day review to submit compliance items.   If the program cannot complete the compliance items as outlined in the Compliance Plan, the EPP should contact the assigned TEA program specialist to negotiate an extension.  Once the program has completed the items in the Compliance Plan, the program will receive a letter from TEA stating that the program has met the requirements of TAC. This letter should be attached to the original TEA compliance audit report and retained in the EPP records for 5 years.
Component Analysis and Information
TAC §228.20 Governance of Educator Preparation Programs 

	Governance Indicator
	Explanation 

	§228.20(c):  The governing body and chief operating officer of an entity shall provide sufficient support, and shall be accountable for the quality of the educator preparation program and the candidates whom the program recommends for certification;
	This area is generally  interpreted in audits by participation of key leadership in the audit process.  In addition, other items that can be considered are facilities, or lack of, and resources available to candidates and staff.  Since this is so subjective, it is generally measured on a minimal level.  


	Governance Indicator
	Explanation 

	§228.20(b):  The preparation of educators shall be a collaborative effort among public schools accredited by TEA and/or TEA-recognized private schools; regional education service centers; institutions of higher education; and/or business and community interests.  An advisory committee with members representing as many as possible of the groups identified as collaborators in this subsection 


	The advisory committee should have balanced membership of all of these groups.  This is not to preclude the addition of other stakeholders such as mentors, cooperating teachers, candidates (past and present).  The advisory committee should be large enough to have representative membership available at any meeting, but not so large as to prohibit discussions.   The advisory committee should not have an excessive number of members from the university, post-bac, or alternative certification program.  The purpose of the advisory committee is to get views and ideas from outside the program as to needs of schools and school districts.  
For online programs, advisory committee members should be included from the various regions of Texas where the program has candidates.  


	Governance Indicators
	Explanation

	 §228.20(b):  … shall assist in the design, delivery, evaluation, and major policy decisions of the educator preparation program…  represents stakeholders 
	The advisory committee is convened to perform the functions listed.  Documentation of advisory committee involvement should be reflected in agendas and detailed in minutes of meetings.  To facilitate identification of their involvement, consider making these specific agenda items:
Design generally involves general operation of the program such as admissions, faculty and instruction, curriculum, program hours, assessment of skills and knowledge acquired through the curriculum.  Delivery generally involves curriculum, program hours, 30 hours of field based observations, student teaching, internship, clinical teaching, practicum, mentor training, field supervisor training.  Evaluation involves two areas: benchmarking a candidate’s progress through the program at specific points and evaluating the effectiveness of the program. Benchmarking candidate progress occurs at various points from admission to completion and may include accomplishments and/or activities such as completion of specified courses, passing a content certification exam, or by advisors’ meetings concerning degree plans and transcript checks.

Evaluation of the program requires the program to identify how often the program is evaluated, the data that is accumulated to evaluate the program, and how it is reported to stakeholders.  The advisory committee should be part of the overall program evaluation process.  Policy decisions include involving the advisory committee in major changes in the programs operation, including areas such as a process for handling candidate issues, offering coursework online vs. face-to-face, etc.  Below is a list that includes the areas that should be covered during the academic year with the advisory committee. Be sure that discussion of the topics is listed in the agenda and details of the discussions in the recorded minutes. Also, be sure to retain attendance records for those in attendance at the meetings. 
Topics That Should Be Included in Advisory Committee Agendas/Meetings 

I. Advisory Committee Training

A.  Current Accreditation Status of Program 


B.  Roles in Program Planning;

C.  Roles in Program Decision-Making;

D.  Roles in Policy Formation;

E.  Roles in Program Evaluation; 

F.  Number of meetings; 
G.  How and when meetings will be conducted.

II.  Review of Program Operation

A.  Number of current candidates

B.  Admission Criteria – note any changes from  

     previous year


C.  Curriculum – note any changes from previous
                  year

D.  Candidate mastery of content – How will the candidates’ progress be assessed throughout the program?

E.  Input on Field-Based Experiences for this Academic Year (TAC §228.2)

1.  Anticipated number of candidates doing
     field-based experiences

2.  Number of and sites to be recommended
     for field-based experiences

3.  Candidate experiences and interaction
     with field-based experiences 

4.  Verification/documentation processes for
     field-based experiences

5.  Diversity of student populations on
     campuses where field-based experiences
     occur

F.  Field Supervision 
1.  Field Supervisor/Mentor or Cooperating
     Teacher Training


a.  Schedule


b.  Content of training

2.  Number of Observations Required 

3.  Observation Schedule 

4.  Process for Observations

5.  Feedback from Observations (candidate
     and campus administrator)

G.  Program and Curriculum Evaluation

      1.  Systematic Plan for Continuous Improvement


a.  Frequency of evaluation


b.  Who will be involved

c.  Data to be collected by the program


d.  Internal review of program and curriculum


e.  External review of program and
                 curriculum

f.  How data will be prepared for sharing 

g.  With whom it will be shared

h.  Process for program response to data
i.   Advisory committee feedback
                 2.  Characteristics of Evaluation Structures/     
                      Processes

a.  Evaluation of candidates, certification
     groups, and program components

b.  Alignment of evaluation with program
     standards and goals

c.  Development of Program Evaluation

d.  Influence of Stakeholders on
     Evaluation

e.  External Influences on Program
     Evaluation  



	Governance Indicator
	Explanation

	§228.20(b): The approved educator preparation program shall approve the roles and responsibilities of each member of the advisory committee…. 


	The program is responsible for ensuring that the advisory committee members are aware and agree to their approved roles and responsibility.  This may include advisory committee training annually, development of an advisory committee handbook, or a letter of invitation to each member with roles and responsibilities outlined.  No matter the methods of making members aware of their roles and responsibilities, documentation must be present in forms such as signed attendance rosters, or signed acknowledgements of receipt of information.  


	Governance Indicators
	Explanation 

	§228.20(b) …shall meet a minimum of twice during each academic year. 

§228.2(1) Academic year--If not referring to the academic year of a particular public, private, or charter school or institution of higher education, September 1 through August 31.
	Each advisory committee must meet a minimum of twice an academic year.  Meetings should be documented with agendas, minutes, and attendance records. If attendance is a problem consider creative ways to hold meetings such as SKYPE, webinars, joinus, phone conferences, etc.  Hold meetings during lunch time or at convenient times of the day. The main benefit to this approach is that the advisory committee members do not have to leave their site.  For educators participating on the advisory committee, provide CPE credit for attendance if appropriate.  


TAC §227.10 Admission Requirements

	 Admission Indicator
	Explanation 

	§227.10(A):  Minimum 2.5 GPA or at least a 2.5 in the last 60 semester credit hours.   
	An official transcript is required for admission to the program.  It is preferred that the transcript be sent directly from the university. If the university provides the applicant a copy of their transcript, it must be in a sealed envelope.  The requirement of an official transcript delivered in this manner is due to the rise in forged transcripts that are difficult to distinguish from the official ones.  


	Admission  Indicator 
	Explanation 

	§227.10(c):   4 year baccalaureate degree from an IHE recognized by regional accrediting agency 

230.11 The only credits and degrees acceptable for certification of educators are those earned from and conferred by accredited institutions of higher education. All credit hour requirements for certification are semester credit hours or their equivalent.  
	For ACP/Post Bac Programs:  The individual must have a conferred degree in order to be admitted into the program.  The degree must be recognized by one of the following regional certifying agencies:  

· Southern Association of Colleges and Schools

· Middle States Association of Colleges and Schools

· New England Association of Schools and Colleges

· North Central Association of Colleges and Schools

· Northwest Commission on Colleges and Universities

· Western Association of Schools and Colleges

· Association of Biblical Higher Education (undergraduate level only)

· Accrediting of the Association of Theological Schools 




	Admission  Indicator 
	Explanation 

	§227.10(C)  passing score on PACT (if required by program) or 


	For ACP/Post Bac Programs:  If the program requires a passing score on the PACT for admission, the program is responsible for only Pedagogy and Professional Responsibility (PPR) and content methodology (how to teach) for the certification area.  If a program does not require the PACT and recommends the candidate for content area testing, the program is responsible for providing content preparation as well as PPR and content methodology.  A program may choose to offer only one or both options.  All information must be printed clearly in all admission criteria on websites, catalogues, brochures, etc. for the applicant’s information.  


	         Admission Indicator 
	Explanation

	§227.10(C) Students must have a minimum of 12 semester credit hours in the subject-specific content area for which certification is sought OR 15 semester credit hours in math or science if the applicant will be teaching at grade 7 and above.  
	Each candidate’s transcript should be reviewed for 12 semester credit hours in a specific content field or 15 semester credit hours in Math and/or Science if seeking certification at grades 7 or above and should be documented in a worksheet that the hour requirements have been met for the certification sought.  If an applicant is applying with the PACT test, a transcript review should still be conducted.  For the generalists’ certification, a combination of 12 hours must be in English, Science, Social Studies, and Math.  See Appendix C for transcript review forms  


	Admission Indicator 
	Explanation 

	§227.10(5) demonstration of basic skills in reading, writtenc ommunication, and mathematics b meeting one of the requirements established by §4.54 of this title (relating to Exemptions, Exceptions, and Waivers; 
§230(a)  An individual seeking admission to an approved educator preparation program (EPP) for initial certification must be assessed for basic skills in reading, written communication, and mathematics, unless the individual holds a bachelor's degree or higher from an accredited institution of higher education.
	The program must determine how it will evaluate basic skills for the applicants.  This evidence should be documented in the candidate’s records.  
TSI exemptions:  

A. ACT- A composite score of 23 or higher with at least a 19 on both English and math sections.

B.  SAT-Combined verbal and math score of 1070 with a minimum of 500 on both the verbal test and math test.  

C.  Veterans and active duty personnel serving for at least 3 years preceding enrollment.

D.  Transferred from a private or independent institution or an accredited out-of-state institution and has satisfactorily completed college-level coursework as determined by the receiving institution.

E.  Enroll in a certificate program of one year or less (Level-One certificates, 42 or fewer semester credit hours or the equivalent) at a public community college, a public technical institute, or a public state college.   


	Admission Indicator
	Explanation

	§227.10(5) Oral communication skills listed in §230.11 – (TOEFL or other 4  methods)

 §230.11(b)(5) be able to communicate, listen, read, write, and comprehend the English language sufficiently to use it easily and readily in daily communication and teaching. English language proficiency shall be evidenced by one of the following: 

  (A) completion of an undergraduate or graduate degree at an accredited institution of higher education in the

United States;

(B) if an undergraduate or graduate degree was earned at an institution of higher education outside of the United

States, evidence must be provided under procedures approved by the Texas Education Agency (TEA) staff that the primary language of instruction was English; or

(C) verification of satisfactory scores on an English language proficiency examination(s) approved by the State Board


	The Test of English as a Foreign Language is currently the only test approved by the SBEC.  No other language tests will be accepted.   TEA currently requires a TOEFL score of 26 on the speaking portion only.  All other scores may be set by the program.  

If you have an applicant who is from the United States, yet does not communicate fluently in the English language, as long as a policy is in place, you can require the applicant to take the TOEFL as an indicator of English fluency.  




	Admission  Indicator
	Explanation 

	§227.10(6) Applications…. 


	The application or a copy of an electronic application must be in each candidate’s record. The program must include on the application both the application date and the date that the individual is actually admitted into the program. 


	Admission Indicator
	Explanation

	§227.10(6) …interview or other screening instruments used to determine candidate’s appropriateness for certification sought 


	Note that the indicator states an interview OR other screening instruments used to determine an applicant’s appropriateness for the certification sought. In any case, the program should be consistent in the use of this admission indicator. If an interview is used, a standard set of questions should be asked of all applicants, and the rubric should be developed to score the applicant’s responses.  The rubric should be placed in the candidate’s records as evidence of the interview.  If other screening devices are used, evidence of candidate completion should be included in the candidate’s record.   Because they are “screening” instruments, there should be a cut score identified and a note of exception in the candidate record for admitted candidates whose score fell below the cut score but were still admitted.  Be sure to date the interview or the date the screening instrument was administered.  


	Admission Indicator
	Explanation

	§227.10(7) Any other academic criteria for admission that are published and applied consistently to all educator preparation candidates


	Any other academic criteria that a program requires such as grades in specific courses such as communications or speech must be required of all applicants equally and evidence of completion must be included in the candidates’ records.  


	Admission Indicator
	Explanation

	§227.10(b) An educator preparation program may adopt requirements in addition to those explicitly required in this sections.  

	Other admissions criteria may be required such as a written essay, resumes, letters of reference, etc., as long as it is published and applied consistently to all applicants.  For ideas and recommendations, discuss this in the advisory committee meetings.  


	Admission Indicator
	Explanation

	§227.10(c) An educator preparation program may not admit a candidate who has completed another educator preparation

program in the same certification field.

	If a candidate has been reported as a finisher/completer in a specific certification area from an educator preparation program and has not been able to complete testing, the candidate may enter another educator preparation program in a different certification area.  If the candidate has completed three years of teaching on probationary certificates or permits, and has not completed testing, s/he is not entitled to additional probationary certificates.  


	Admission  Indicator
	Explanation 

	§227.10(e) An educator preparation program may admit a candidate who has met the minimum academic criteria through

credentials from outside the United States that are determined to be equivalent to those required by this section using

the procedures and standards specified in Chapter 245 of this title (relating to Certification of Educators from Other

Countries).

§245.1(b) The degree held by an applicant from another country must be, at a minimum, equivalent to a baccalaureate degree issued by an institution of higher education in the United States accredited or otherwise approved by an

accrediting organization recognized by the Texas Higher Education Coordinating Board.

	Transcript evaluations by: 

· American Association of Collegiate Registrars and Admission Officers

· Center for Applied Research, Evaluation, & Education, Inc.

· Educational Credential Evaluators, Inc.

· Educational Records Evaluation Service, Inc.

· Evaluation Service, Inc.

· Foreign Credential Services of America

· The Foreign Educational Document Service

·  Foundation for International Services, Inc.

· Global Credential Evaluators, Inc

· Global Education Group, Inc.

· Global Language Services

· International Academic Credential Evaluator, Inc.

· International Education Research Foundation, Inc. 

· Josef Silny & Associates, Inc.

· SDR Educational Consultants

· Span Tran Evaluation Services

· World Education Services, Inc. 

· Worldwide Education Consultant Services, Inc.

Documentation of transcript evaluation must be kept in candidate’s record


	Admission Indicator
	Explanation 

	§227.10 (d) An educator preparation program may admit a candidate for career and technology education certification who

has met the experience and preparation requirements specified in Chapter 230 of this title (relating to Professional

Educator Preparation and Certification) and Chapter 233 of this title (relating to Categories of Classroom Teaching

Certificates).
	Health Science Technology  
· Bachelor’s degree

· Current licensure, certification, or registration 

· Two years of wage earning experience using the licensure requirements

· One year of creditable classroom teaching experience on probationary or emergency certificate in this area

Trade and Industrial Education 6-12

· Option I- bachelor’s degree, three years of full-time wage earning experience within the past 8 yrs in approved occupations (18 months of wage earning experience can be met through internship) 

· Option II – associates degree, three years of wage earning experience in last 8 yrs. In approved occupations 

· Option III – high school diploma or equivalent; five years of full time wage earning experience within the past 8 in one or more approved occupations; current licensure 

· Current licensure, certification or registration

· One year of creditable classroom teaching experience

Statement of Qualifications, copies of licenses, etc. must be kept in candidate’s record.  


	Admission Indicator
	Explanation 

	§227.5(4) Contingency admission--Conditional admission to an educator preparation program, pending graduation and degree conferred from a recognized regional accrediting organization as specified in Chapter 230, Subchapter Y, of

this title (relating to Definitions); or an accrediting organization recognized by the Texas Higher Education


	The graduation date must be within 6 months.  Documentation of expected graduation must be available in candidate’s record. The candidate may take coursework but may not be placed in clinical teaching or internship until the degree has been conferred.  Contingency admission may not be extended for an additional semester. 


	Admission  Indicator
	Explanation 

	§227.10(a)(3)(B) documentation and certification from the program director that a candidate's work, business, or career experience demonstrates achievement equivalent to the academic achievement represented by the GPA requirement. This exception to the minimum GPA requirement will be granted by the program director only in extraordinary circumstances and may not be used by a program to admit more than 10% of any cohort of candidates;
	The program is allowed to admit up to 10% of candidates in a reporting year with a GPA lower than 2.5. However, the candidate must provide documentation of an extraordinary circumstance that may compensate for the low GPA.  Examples of extraordinary circumstances would be:  a candidate that has 10 years of experience working at an observatory wants to become an astronomy teacher but has a 2.4 on his/her last transcript; or a musician that has performed for 5 years with the local symphony wants to be admitted to earn a Music EC-12 certification but has a 2.3 on his/her transcript.  The documentation must be signed by the program director and must be retained in the candidate’s record. 



	Admission Indicator
	Explanation 

	§228.40(d) An EPP shall retain documents that evidence a candidate’s eligibility for admission to the program and evidence of completion of all program requirements for a period of five years after program completion. 
	This should include admission documents such as official transcript, application, verification of 12 hours of coursework, etc.  
This should also include evidence of completion such as final transcript showing degree conferred, application for graduation, student tracking sheets showing completion of all requirements.  

It is a good idea to keep records for candidates 5 years from certification.


TAC §228.30 Educator Preparation Curriculum

	Curriculum Indicator 
	Explanation 

	§228.30(a) The educator standards shall be the curricular basis for all educator preparation …….


	The educator standards are the foundation for the content of the curriculum to be provided for each certificate.  The standards contain the knowledge that is to be provided and the skills that must be developed and practiced. The program should allow enough time for candidates to practice the skills in a safe and supportive environment prior to actual application in the classroom. Below is a link to the educator standards:
http://tea.texas.gov/Texas_Educators/Preparation_and_Continuing_Education/Approved_Educator_Standards/



	Curriculum Indicator
	Explanation

	§228.30(a) ….and for each certificate, address the relevant Texas Essential Knowledge and Skills (TEKS) 
	Candidates should be aware of where they can locate the TEKS on the TEA website, how the TEKS are structured, and how they are to be used in planning and delivering instruction in their specific content area.  Link to TEKS: 

http://tea.texas.gov/curriculum/teks/
 


	Curriculum Indicators 
	Explanation 

	§228.30(b) The following subject matter shall be included in the curriculum for all candidates seeking initial certification 


	These are essentially covered in the Pedagogy and Professional Responsibilities educator standards.  However, the subject matter curriculum topics were separated to emphasize the depth needed in these areas.   


	Curriculum Indicators 
	Explanation 

	(1) the specified requirements for reading instruction, including instruction that improves students’ content-area literacy, adopted by the SBEC for each certificate 


	Without exception, each certification candidate must receive instruction in teaching reading in the content area covering fluency, vocabulary development, comprehension strategies, phonemic awareness, and phonetics.  At a minimum,  each candidate should know and understand: 

2.1k the continuum of reading skills and expectations for students in grades EC–12, as specified in the Texas Essential Knowledge and Skills (TEKS); 

2.2k reading as an active process of constructing meaning; 

2.3k ways in which characteristics of texts (literary and nonliterary) and purposes for reading determine the selection of reading strategies; 

2.4k strategies for providing students with direct, explicit instruction in selecting and using reading strategies; 

2.5k the use of word analysis skills (e.g., graphophonics, semantics), word order (i.e., syntax), and context to support word identification and confirm word meaning; 

2.6k the importance of reading fluency for reading comprehension and strategies for promoting students’ reading fluency; 

2.7k strategies for enhancing students’ vocabulary; 

2.8k comprehension strategies to use before reading (e.g., predicting, recalling prior knowledge), during reading (e.g., note taking, mapping, paired reading), and after reading (e.g., retelling, summarizing, responding); 

2.9k the role of visualization in reading comprehension; 

2.10k the role of social interaction in reading; 

2.11k the use of questioning strategies to enhance students’ comprehension of and response to texts; 

2.12k the use of metacognition in reading comprehension; 

2.13k levels of reading comprehension (e.g., literal, inferential, evaluative); 

2.14k ways in which individual differences (e.g., experiential, cultural, linguistic, attitudinal) may affect reading; 

2.15k strategies for providing reading instruction for all students, including English language learners and students with reading difficulties and/or disabilities; 

2.16k the relationship between reading and the other language arts (i.e., writing, speaking and listening, viewing and representing) and between reading and other areas of the curriculum; 

2.17k the use of technology to enhance reading instruction; and 

2.18k a variety of informal and formal procedures for monitoring and assessing students’ reading and how to use assessment results to design and adjust instruction. 

What a teacher can do: 

2.1s use guided and independent reading to promote students’ reading skills; 

2.2s guide students to make connections between their prior knowledge and texts; 

2.3s teach students how to apply skills and strategies for reading various types of texts for a variety of purposes; 

2.4s teach students to analyze word structure (e.g., roots, prefixes, suffixes) to increase comprehension; 

2.5s teach students to use word order (syntax) and context to support word identification and confirm word meaning; 

2.6s select and use instructional strategies and materials to enhance students’ reading fluency; 

2.7s provide students with learning experiences that promote vocabulary building; 

2.8s foster social interaction (e.g., discussion among students reading at similar or different levels, literature groups) to enhance students’ reading comprehension; 

2.9s use questioning strategies that challenge students to apply a range of thinking skills to enhance their reading experience; 

2.10s teach students to use metacognition to enhance reading comprehension; 

2.11s model and teach literal, inferential, and evaluative comprehension skills; 

2.12s provide students with reading experiences that acknowledge and respect diversity

2.13s select and use instructional strategies and materials that address the diversity of student needs; 

2.14s make connections among reading, the other language arts, and other areas of the curriculum; 

2.15s guide students to increase knowledge of cultures through reading; and 

2.16s plan and implement instruction that is based on informal and formal assessment of students’ reading; that addresses students’ strengths, needs, and interests; and that builds on students’ current skills to increase their reading proficiency.

 


	Curriculum Indicators 
	Explanation 

	  (3) the skills and competencies captured in the Texas teacher standards, as indicated in Chapter 149 of this title (relating to Commissioner's Rules Concerning Educator Standards), which include:
	


	Curriculum Indicators 
	Explanation 

	(3)(A) Instructional planning and delivery 
	A lesson plan is the instructor’s road map of what students need to learn and how it will be taught effectively during the class time.  Discussion should center on: 1) What do I want students to know?; 2) What teaching and learning activities will I use?; and 3) How will I check for understanding?.  At a minimum, these models for lesson planning should be presented  including a variety of research-based models such as backwards design lesson planning, Madeline Hunter’s Seven Step Lesson Plan Model [Review, anticipatory set, objective, input and modeling, checking understanding, guided practice, independent practice],  The 5E’s Model , Gagne nine Events of Instruction [gain attention, inform learners of objectives, stimulate recall of prior learning, present the stimulus, provide “learning guidance”, elicit performance (practice), provide feedback, assess performance, enhance retention, and transfer]


	Curriculum Indicators 
	Explanation 

	  (3)(B) knowledge of students and student learning
	At a minimum, coursework should include conceptual frameworks that describe how information is absorbed, processed, and retained during learning.  Paradigms of Constructivism, Cognitivism, Behaviorism, Designed-Based, Humanism Social Learning Theory should be addressed.  Major theorist such as Pavlov, Skinner, Bandura, Piaget, Bruner, Vygtosky, Kolb, Maslow, Bloom, Erikson, and Gardner among others should be explored.   The coursework should utilize the latest research on brain-based learning, etc. 


	Curriculum Indicators 
	Explanation 

	  (3)(C) content knowledge and expertise
	Candidates should have a strong content knowledge and should be trained on the methodology most appropriate to convey that knowledge to students.  Candidates should be encouraged to continually update content knowledge and expertise.  Practice in lesson planning should be included.   

“Content knowledge refers to the body of information that teachers teach and that students are expected to learn in a given subject or content area such as English language arts, mathematics, science, or social studies. Content knowledge generally refers to the facts, concepts, theories, and principles that are taught and learned, rather than to related skills—such as reading, writing, or researching—that students also learn in academic courses”. (http://edglossary.org/content-knowledge/)

“To teach all students according to today’s standards, teachers need to understand subject matter deeply and flexibly so they can help students create useful cognitive maps, relate one idea to another, and address misconceptions. Teachers need to see how ideas connect across fields and to everyday life. This kind of understanding provides a foundation for pedagogical content knowledge that enables teachers to make ideas accessible to others” (Shulman, 1987). (http://www.intime.uni.edu/model/teacher/teac2summary.html)




	Curriculum Indicators 
	Explanation 

	  (3)(D) learning environment


	 “Learning environment refers to the diverse physical locations, contexts, and cultures in which students learn.” (http://edglossary.org/learning-environment/)  “Students vary in their responses to, and ability to learn in, different learning environments.  Because of this coursework and instruction for your teacher candidates should include instruction in the influence of learning environment on student performance.  “Learning environment” may refer to a variety of classroom situations such as room décor, seating arrangements, classroom rules and policies, use of multi-sensory technologies, and student-student and teacher-student interactions.”



	Curriculum Indicators 
	Explanation 

	  (3)(E) data-driven practice 
	Coursework should include training in interpretation of district and state reports as well as using data to inform instruction in the classroom.  This includes teaching candidates to develop formative and summative assessments that generate data regarding student mastery of TEKS and giving candidates training and practice in modifying instruction based on data. 
The Institute of Education Sciences (IES) offers “five recommendations to help educators effectively use data to monitor students’ academic progress and evaluate instructional practices:

1. Make data part of an ongoing cycle of instructional improvement
2. Teach students to examine their own data & set learning goals
3. Establish a clear vision for school-wide data use
4. Provide supports that foster a data-driven culture within the school
Develop & maintain a district-wide data system” (
http://www.ies.ed.gov/ncee/wwc/PracticeGuide.aspx?sid=12) 




	Curriculum Indicators
	Explanation

	  (3)(F) professional practices and responsibilities
	“Teachers must possess an aptitude to teach the material through different methods, meet the needs of students of varying abilities within the same classroom, have common sense, be a good role model, be organized, keep accurate records (such as attendance and student behavior), and maintain student confidentiality.” (
http://712educators.about.com/od/issuesineducation/a/Teacher-Responsibilities.htm) 

Teachers must also be able to communicate effectively with administrators, colleagues and parents.  They should also understand the process that will be used to evaluate their performance as a teacher (T-TESS). 

Candidates should have as much exposure to professional responsibilities as possible while under the guidance of the EPP.




	Curriculum Indicators 
	Explanation 

	(4) instruction in detection and education of students with dyslexia, as indicated in the Texas Education Code (TEC), §21.044(b)
	At a minimum, instruction must include information on: 

      (i) characteristics of dyslexia; 

      (ii) identification of dyslexia; and 

      (iii) effective, multisensory strategies for
            teaching students with dyslexia.


	Curriculum Indicators 
	Explanation 

	(5) instruction in detection of students with mental or emotional disorders, as indicated in the TEC, §21.044(c-1) and (c-2) 
	instruction in detection and education of students with mental and emotional disorders, must include: 

    (B) include information on: 

      (i) characteristics of common mental and

          emotional disorders ; 

      (ii) identification of common disorders; and 

      (iii) effective, strategies for teaching 

            students with mental and emotional

            disorders


	Curriculum Indicators 
	Explanation 

	§228.40(a) To ensure that a candidate for educator certification is prepared to receive the standard certificate, the entity delivering educator preparation shall establish… structured assessments of the candidate’s progress throughout the EPP.


	“At a minimum, instruction should include formative and summative assessments and assessments, learning objectives, and instructional strategies should be aligned.  Assessments should be designed to assess the candidates’ knowledge and skills development needed to promote student achievement.  Some commonly used assessment activities are:  quizzes, tests, cooperative learning activities, hands-on- activities and experiments, oral discussion, question-and answer sessions to name a few.  Assessments should be rigorous and provide an opportunity to experience a variety of assessment techniques.”  
http://johnvenn.com/assessment/assessment_idea_and_strategies.html



TAC §228.35 Program Delivery and On-Going Support

	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(a)(3) An educator preparation program shall provide each candidate with a minimum of 300 clock-hours of coursework and/or training

§228.2(5) Clock-hours--The actual number of hours of coursework or training provided; for purposes of calculating the training and coursework required by this chapter, one semester credit hour at an accredited university is equivalent to 15 clock-hours. Clock-hours of field-based experiences, clinical teaching, internship, and practicum are actual hours spent in the required educational activities and experiences.

§228.2(3) Candidate--An individual who has been admitted into an educator preparation program, including an individual who has been accepted on a contingency basis; also referred to as an enrollee or participant.


	These hours should be direct instruction and guided practice and generally do not include homework type assignments.  All educator preparation programs are encouraged to use a candidate tracking system to ensure that each candidate achieves the required number of coursework hours. Colleges and universities typically use degree plans to track progress.  Alternative Certification programs need to establish some process for tracking candidates. See Appendix C for sample tracking forms.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(a)(3) a candidate shall complete the following prior to any clinical teaching or internship: 

(B) 80 clock-hours of coursework and/or training.
	A tracking system should be established for each candidate that verifies that the required clock hours have been achieved. This could be included in the benchmarking process.  

	§228.35(a)(4)All coursework and/or training shall be completed prior to EPP completion and standard certification.
	Documentation of completion of the program’s coursework should be included in each candidate’s record. This could be part of the benchmarking process.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(a)(5)  With appropriate documentation such as certificate of attendance, sign-in sheet, or other written school district verification, 50 clock-hours of training may be provided by a school district and/or campus that is an approved TEA continuing professional education provider.


	For ACP and Post Bac Programs:  

The program should ensure that the training being provided by the school district or campus addresses the educator certification and pedagogy and professional responsibilities standards. 

All school districts in Texas are pre-approved CPE providers. If 50 hours of district training is allowed by the program, documentation is needed in each candidate’s record of the title, date, time spent, and sponsor of the training, and must be signed by an authorized member of the school district or campus. Training may not be provided by anyone other than a campus or school district or those designated by the campus or school district to provide the training.  CPE hours may not be used to substitute for other educator preparation content beyond the 50 hours. Because educators who do not hold a standard certificate are not eligible to earn CPE credit, the 50 hours may not be carried over and applied to renewal of the standard certificate once the educator is certified.  Consider requiring candidates to complete the basic training required for gifted and talented teachers. The school district is the only entity approved to offer this training.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(a)(6) Each educator preparation program must develop and implement specific criteria and procedures that allow candidates to substitute prior or ongoing experience and/or professional training for part of the educator preparation requirements, provided that the experience or training is not part of internship, clinical teaching, student teaching, or practicum requirements, and is directly related to the certificate being sought.   


	This should be developed in conjunction with the advisory committee as to the substitution of experience or professional training. 

This usually refers to Career and Technical Education.  It could also refer to qualifying transfer hours or credit hours that candidates may have completed when enrolled in a previous educator preparation program.  Allowing transfer hours is at the discretion of the EPP.




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(c) A late hire for a school district teaching position may begin employment under a probationary certificate before completing the pre-internship requirements of subsection (a)(3) of this section and, if applicable, 15 clock-hours of active, supervised experience, but shall complete these requirements within 90 school days of assignment.

§228.2(13) Late hire--An individual who has not been accepted into an educator preparation program before June 15 and who is hired for a teaching assignment by a school after June 15 or after the school's academic year has begun.

	Documentation of completion of candidate’s required 30 clock hours of field-based observations and 80 clock hours of coursework within 90 school days of assignment must be in candidate’s record.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(1) For initial certification, each EPP shall provide field-based experiences, as defined in §228.2 of this title (relating to Definitions), for a minimum of 30 clock-hours..

§228.2(9) Field-based experiences---Introductory experiences for a certification candidate involving reflective observation of Early Childhood-Grade 12 students, teachers, and faculty/staff members engaging in educational activities in a school setting.   

§228.2(5) Clock-hours of field-based experiences, clinical teaching, internship, and practicum are actual hours spent in the required educational activities and experiences.

	This information should be recorded in some format: the candidate’s name, teacher’s name, campus name, grade level observed, start and stop time, teacher’s initials or signature.  
Documentation of completion of the 30 clock hours of field-based observations should be available in the candidate’s records for audit purposes. 
Since most candidates are new to the educational environment, in order to guide the field-based observation, it is recommended that focused observation activities are created for each observation. An example of a field-based observation would be to conduct a classroom census. How many boys, how many girls, how many students are wearing glasses, where do these students sit, etc.?  The candidate must complete the focused observation with a reflection and return to the program for their records.  
All field-based observations must meet the following criteria.  

A) authentic school settings in a public school accredited by the Texas Education Agency (TEA) or other school approved by the TEA for this purpose;

(B) instruction by content certified teachers;

(C) actual students in classrooms/instructional settings with identity proof provisions;

(D) content or grade level specific classrooms/instructional settings;

(E) variable time length of observation; and

(F) reflection of the observation.




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d) Educator Preparation Program Delivery. An EPP shall provide evidence of ongoing and relevant field-based experiences throughout the EPP in a variety of educational settings with diverse student populations including observation, modeling, and demonstration of effective practices to improve student learning.  
	At a minimum, candidates observe in their subject area at least one class at the elementary, middle, and high school.  In addition, candidates should observe a minimum of two teachers at their grade level and subject area.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(1) … Field-based experiences must include 15 clock-hours in which the candidate, under supervision, is actively engaged in instructional or educational activities that include: 

(A) authentic school settings in a public school accredited by the TEA or other school approved by the TEA for this purpose; 

(B) instruction by content certified teachers; 

(C) actual students in classrooms/instructional settings with identity-proof provisions; 

(D) content or grade-level specific classrooms/instructional settings; and 

(E) reflection of the observation.

	The interactive activities might be tutoring students, leading a reading group, assisting in a science experiment, assisting in a learning station.  The interactive activities must be supervised by the classroom teacher.  

This information should be recorded in some format and verified by the classroom teacher being observed. 

	§228.35(d)(1) Up to 15 clock-hours of field-based experience may be provided by use of electronic transmission or other video or technology-based method.

	Video observations may be used but candidates should have focused activities associated with the videos.  Observation time must be documented and retained in candidates’ records.  

Field based observations through electronic means should meet the requirements for field-based observations.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(4)(A) Subject to all the requirements of this section, the TEA may approve a school that is not a public school accredited by the TEA as a site for field-based experience, internship, clinical teaching, and/or practicum.
	

	§228.35(d)(4)(B) An EPP may file an application with the TEA for approval, subject to periodic review, of a public school, a private school, or a school system located within any state or territory of the United States, as a site for field-based experience or for video or other technology-based depiction of a school setting. The application shall be in a form developed by the TEA staff and shall include, at a minimum, evidence showing that the instructional standards of the school or school system align with those of the applicable Texas Essential Knowledge and Skills (TEKS) and SBEC certification standards. 


	The EPP must submit an application to TEA for approval prior to the out-of-state Field-based Experience. 

The application shall be in a form developed by the TEA staff and shall include, at a minimum, evidence showing that the instructional standards of the school or school system align with those of the applicable Texas Essential Knowledge and Skills (TEKS) and SBEC certification standards.

This documentation must be in the candidate’s record.

  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(4)(A) All Department of Defense Education Activity (DoDEA) schools, wherever located, and all schools accredited by the Texas Private School Accreditation Commission (TEPSAC) are approved by the TEA for purposes of field-based experience…  
	Related documentation must be in the candidate’s record.




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(2)(A) For initial certification,  each  educator preparation program shall also provide one of the following: clinical teaching as defined in 228. 2 of this title, for a minimum of 12 weeks, full day or 24 weeks, half day; …..

§228.2(4) & §229.2(9) Clinical teaching--  A minimum 12-week, full-day or 24-week, half-day educator assignment through an educator preparation program at a public school accredited by the Texas Education Agency (TEA) or other school approved by the TEA for this purpose that may lead to completion of a standard certificate; also referred to as student teaching.
§228.2(5) Clock-hours of field-based experiences, student teaching, clinical teaching, internship, and practicum are actual hours spent in the required educational activities and experiences.
	Clinical teaching is defined as full day (‘bell to bell’ or at minimum 7 hours) for a minimum of 12 weeks. The clinical teaching experience should be continuous but some programs choose to break it into 2 continuous experiences.  Students cannot be pulled out of schools during the day due to meetings called by the educator preparation program. An additional week may be added so a candidate can make up any missed days due to illness or other emergencies. A record providing candidate placement information must be in the candidate’s record. A cooperating teacher/mentor and field supervisor must be assigned.  




	Program Delivery and Ongoing Support Indicator
	Explanation

	§228.35(d)(2)(B)... internship as defined by 228.2 of this title, for a minimum of one full school year  (180 days)for the assignment that matches the certification field for which the individual is prepared by the EPP.  This individual would hold a probationary certificate and be classified as a “teacher” as reported in the campus Public Education Information Management System (PEIMS) EPP . 

§228.2 (12)  A supervised, full-time educator assignment for one full school year at a public school accredited by the Texas Education Agency (TEA) or other school approved by the TEA for this purpose that may lead to completion of a standard certificate. 

§229.2  

§229.2 (23)  Internship--A supervised, full-time educator assignment for one full school year at a public school accredited by the Texas Education Agency (TEA) or other school approved by the TEA for this purpose that may lead to completion of a standard certificate.

§230.1(18) Teacher of record – An educator employed by a school district who teaches the majority  (51%) of the instructional day in an academic instructional setting and is responsible for evaluating student achievement and assigning grades.

§228.2(5) Clock-hours of field-based experiences, student teaching, clinical teaching, internship, and practicum are actual hours spent in the required educational activities and experiences.
	All interns completing an internship must be placed on probationary certificates by the program and supervised by a field supervisor.  Every year that the probationary certificate is extended, supervision must be provided by the program. Candidate placement information including names of assigned field supervisor and mentor must be in each candidate’s record. Three observations of 45 minutes in duration must be conducted each year the candidate is on the probationary certificate.  All observation instruments must be placed in the candidate’s record and a record of the observation entered into the ASEP observation database. 

All candidates completing internships must have a school district contract and be recorded as teacher of record or teacher, pass the appropriate content test, and other tests if appropriate prior to being issued a probationary certificate. Candidates completing internships in charter or private schools must also be placed on probationary certificates.    

 


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(2)(A) & §228.35(d)(2)(B)(i)(I-IV) A clinical teaching assignment or internship for an EC-6 candidate may be completed at a Head Start Program  with a certified teacher as mentor, with three and four year old students, using the state’s pre-kindergarten and an approved HeadStart Curriculum.  

§228.2(11) Head Start Program--The federal program established under the Head Start Act (42 United States Code, §9801

et seq.) and its subsequent amendments.
	The candidate must be assigned to a cooperating teacher who is a certified teacher.

Confirm that the program is an approved Federal Head Start Program.   


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(B)(ii) Internship, clinical teaching or practicum must take place in an actual school setting rather than a distance learning lab or virtual school setting.


	Internship, clinical/student teaching, & practicum must be at a public or private school campus approved by TEA in a typical school environment.  The candidate should be provided an opportunity to teach at their grade level and subject area(s) in a typical environment when just learning to teach.  Virtual school settings are not a suitable placements. 


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(4)(A) All Department of Defense Education Activity (DoDEA) schools, wherever located, and all schools accredited by the Texas Private School Accreditation Commission (TEPSAC) are approved by the TEA for purposes of …internship, clinical teaching, and/or practicum.  
	Related documentation must be in the candidate’s record.



	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(4)(C) An EPP may file an application with the TEA for approval, subject to periodic review, of a public or private school located within any state or territory of the United States, as a site for an internship, clinical teaching, and/or practicum required by this chapter


	The EPP must submit an application to TEA for approval of this placement prior to the out-of-state experience.

§228.35(d)(4)(C)(i-iv) …The application shall at a minimum include:  (i) the accreditation(s) held by the school; (ii) a crosswalk comparison of the alignment of the instructional standards of the school with those of the applicable TEKS and SBEC certification standards; (iii) the certification, credentials, and training of the field supervisor(s) who will supervisor candidates in the school; (iv) the measures that will be taken by the educator preparation program to ensure that the candidate’s experience will be equivalent to that of a candidate in a Texas public school accredited by the TEA.    

Documentation must be candidate’s record of this status. 

Contact TEA for the application. 




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(d)(4) (D) An EPP may file an application with the SBEC for approval, subject to periodic review, of a public or private school located outside the United States, as a site for clinical teaching required by this chapter.


	The EPP must submit an application to TEA for approval of this placement prior to the out-of-country experience. 

§228.35(d)(4)(C)(i-iv) …The application shall at a minimum include:  (i) the accreditation(s) held by the school; (ii) a crosswalk comparison of the alignment of the instructional standards of the school with those of the applicable TEKS and SBEC certification standards; (iii) the certification, credentials, and training of the field supervisor(s) who will supervisor candidates in the school; (iv) the measures that will be taken by the educator preparation program to ensure that the candidate’s experience will be equivalent to that of a candidate in a Texas public school accredited by the TEA.    

Documentation must be candidate’s record of this status. 

Contact TEA for the application. 

For clinical teaching assignments only.  Not an option for internships or for professional practicum assignments.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(B) An educator preparation program may permit an internship of up to 30 school days less than the minimum if due to maternity leave, military leave, illness, or late hire date.  

§228.2(13) Late hire--An individual who has not been accepted into an educator preparation program before June 15 and

who is hired for a teaching assignment by a school after June 15 or after the school's academic year has begun.

	For special circumstances only.  Should be carefully documented in candidate record.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(e) In order to support a new educator and to increase teacher retention, an EPP shall collaborate with the campus administrator to assign each candidate a campus mentor during his or her internship or assign a cooperating teacher during the candidate's clinical teaching experience.§229.2

(12) Cooperating teacher--The campus-based mentor teacher for the student teacher or clinical teacher.
§230.1 (14) Mentor – A certified educator who is assigned by the campus administrator who has completed, within the past three years, mentor training provided by an educator preparation program, regional education service center, campus, or school district.  Responsibilities of the mentor include, but are not limited to:

(A) guiding, assisting, and supporting the beginning teacher in areas such as acquisition of intstructioonal materials, classroom management, curriculum and instruction, district policy, parent involvement, and student assessment; and

(B) providing information to the educator preparation program regarding the progress of the beginning teacher seeking new certification. 

§229.2(5) Beginning teacher--For purposes of this chapter, a classroom teacher with less than three years of experience.
  
	It is preferred that the cooperating teacher/ mentor have completed three years of classroom teaching prior to being assigned a clinical teacher or intern.  In Texas, a beginning teacher is defined as a teacher in their first-third year of classroom teaching.  

It is suggested that the EPP establish specific criteria for the cooperating teacher and then communicate these requirements to the campus administrator in order to make the best selection for a cooperating teacher/mentor.  Criteria might include student results on the state exams, professional evaluation by principal.   

The cooperating teacher/mentor should have the same grade level and teacher certification that the candidate is seeking.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(e) The EPP is responsible for providing mentor and/or cooperating teacher training that relies on scientifically-based research, but the program may allow the training to be provided by a school district, if properly documented. 
228.2(6) Cooperating teacher--The campus-based mentor teacher for the clinical teacher.

§230.1 (14) Mentor – A certified educator who is assigned by the campus administrator who has completed, within the past three years, mentor training provided by an educator preparation program, regional education service center, campus, or school district.  Responsibilities of the mentor include, but are not limited to:

(A) guiding, assisting, and supporting the beginning teacher in areas such as acquisition of intstructioonal materials, classroom management, curriculum and instruction, district policy, parent involvement, and student assessment; and

(B) providing information to the educator preparation program regarding the progress of the beginning teacher seeking new certification. 

§229.2 (6) Campus-based mentor--A certified educator assigned by the campus administrator who has completed mentor

training; who guides, assists, and supports the beginning teacher; and who reports the beginning teacher's progress to

that teacher's educator preparation program.
	Documentation of training should be retained by the EPP for audit purposes.

Acceptable documentation for mentor training:

Attendance records for training sessions with original signatures of teachers.

Signed acknowledgement of teacher completing online training.

Signed acknowledgement of receiving mentor handbook.  

Record of training from school district or ESC listing date training was provided.

Certificate of training provided to teacher by ESC or school district.  




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) Ongoing Educator Preparation Program Support for Initial Certification of Teachers.  Supervision of each candidate shall be conducted with the structured guidance and regular ongoing support of an experienced educator….

§230.37(c)(2) Supervision and professional development:  An EPP shall provide field supervisors, as prescribed in §228.35 of this title and high–quality professional development throughout the entire term of the internship, including all extensions of the initial term.

§230.1(9) Field supervision – An educator preparation program is responsible for the supervision of a candidate during student teaching, clinical teaching, internship, or a practicum. The supervision includes monitoring candidates and providing them with constructive feedback to improve their professional performance based on the standards associated with the certificate being sought.  

§229.2 (17) Field supervisor--A certified educator, preferably with advanced credentials, who is hired by the educator

preparation program to observe candidates, monitor their performances, and provide constructive feedback to improve

their effectiveness as an educator. A campus mentor or cooperating teacher, assigned as required by §228.35(e) of

this title (relating to Preparation Program Coursework and/or Training), may not also serve as a field supervisor.

	A record of candidate and field supervisor assigned should be available for audit.  

All candidates on probationary certificates, regardless of first, second, or third year, must have a field supervisor assigned, 3 observations of 45 minutes in duration each year, with written feedback with a copy of the observation provided to the campus administrator.  

Extensions of the initial term means the 2nd and 3rd year probationary certificates issued to candidate seeking initial certification and participating in an internship.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) …who has been trained as a field supervisor.

228.2(10) Field supervisor--A currently certified educator, hired by the educator preparation program, who preferably has advanced credentials, to observe candidates, monitor their performance, and provide constructive feedback to improve their effectiveness as educators.

	Trained annually.

Acceptable documentation:

Attendance records for training sessions with original signatures of field supervisors.

Signed acknowledgement of field supervisor completing online training.

Signed acknowledgement of receiving field supervisor handbook.  




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) The initial contact, which may be made by telephone, email, or other electronic communication, with assigned candidate must occur within the first three weeks of assignment. 


	Assignment date of internship or clinical teaching should be in candidate’s record, recorded on the observation form, and  recorded in field supervisor’s log.

The date of first contact and means of contact (ex. face-to-face, phone call, email, or other electronic communication) should be documented in the candidate’s record


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f)(3) During the internship, the program must provide a minimum of two formal observations during the first four months and one formal observation during the last five months of the assignment.  


	Documentation:
Observation forms with start date of internship, date of observation, start and stop time of observation, signature of candidate and field supervisor.  

Field supervisor log

Student benchmarking form with dates of field observations provided with student signature.



	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f)(4) For student teaching and clinical teaching, an educator preparation program must provide a minimum of three observations during the assignment, which is a minimum of 12 weeks.  


	Documentation:

Observation forms with student teaching/clinical teaching start date, date of observation, start and stop time of observation, signature of candidate and field supervisor.  
Field supervisor log

Student benchmarking form with dates of field observations provided with student signature.




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f)(2) The first observation must occur within the first six weeks of all assignments


	Start date of clinical teaching or internship should be in candidate’s record, or recorded on observation form, or recorded in field supervisor’s log.


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f)(1) Each observation must be at least 45 minutes in duration, must be conducted by the field supervisor, and must be on the candidate's site in a face-to-face setting
	Start and stop time of observation on observation form or in field supervisor log.  
Verified by observation documentation. If Field Supervisor and candidate sign on the same date, TEA assumes that both were present on-site.




	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) The field supervisor shall document instructional practices observed… 


	The observation form should reflect actions that can be observed during the observation and should focus on the essential basic skills needed by a teacher.  Notes should be made on the observation form detailing what is observed.  These notes should form the basis of feedback provided to the candidate during the interactive conference.    If possible, the cooperating teacher/mentor should be included in the feedback session.  Be sure that the candidate has signed a FERPA agreement prior to student teaching/internship or practicum in order to include the cooperating teacher/mentor and provide feedback to the campus administrator. See sample in Appendix C. 


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) The field supervisor shall… provide written feedback through an interactive conference with the candidate…..


	The interactive time is a separate block of time from the 45 minute observation. It should be documented as a separate block of time on the observation instrument noting the start and stop time of the conference. The interactive conference should be verified by field supervisor and candidate signature.   If possible, the cooperating teacher/mentor should be included in the feedback session.  Be sure that the candidate has signed a FERPA agreement prior to student teaching/internship or practicum in order to include the cooperating teacher/mentor and provide feedback to the campus administrator. See sample in Appendix C. 


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) …and provide a copy of the written feedback to the candidate’s campus administrator


	The campus administrator or his/her designee will initial the original observation form or the field supervisor will send the observation via email with a read or delivery receipt to the campus administrator. The read or delivery receipts will serve as documentation.  This should be placed in the candidate’s record.  


	Program Delivery and Ongoing Support Indicator
	Explanation 

	§228.35(f) Informal observations and coaching shall be provided by the field supervisor as appropriate.


	All records of additional assistance provided by the program staff and/or the field supervisor should be recorded. This includes telephone conversations, email, additional observations or conferences.  This may be part of the benchmarking process or may be recorded in the candidate’s record, or in the field supervisor’s log.  Not all candidates will have or need additional observations or coaching.


	Program Delivery and Ongoing Support Indicator – For Professional Classes
	Explanation 

	For Professional Class Programs: §228.35(b) Coursework and/or Training for Professional Certification. An EPP shall provide coursework and/or training to ensure that the educator is effective in the professional assignment.

§228.18(18) Professional certification—

certification of superintendent, principal, school counselor, school librarian, educational diagnostician, reading specialist, and/or master teacher.
	The foundation of the coursework must be the relevant standards for that certificate.  Coursework, activities, and assessments should provide the candidate with opportunities to practice and demonstrate mastery of the skills necessary to be “effective” in the class in which s/he is being trained.

	For Professional Class Programs:  §228.35(d)(3) An EPP shall provide a candidate with a minimum of 200 clock-hours of coursework and/or training that is directly aligned to the state standards for the applicable certification field.
	The foundation of the curriculum should be the relevant standards for the certification class.  These hours should be direct instruction and guided practice and generally do not include homework type assignments.  All educator preparation programs are encouraged to use a candidate tracking system to ensure that each candidate achieves the required number of coursework hours. Colleges and universities typically use degree plans to track progress.  Alternative Certification programs need to establish some process for tracking candidate hours.  Online courses need to be able to document contact hours.  See Appendix C for sample tracking forms.

	For Professional Class Programs:  
§228.35(B)3) For candidates seeking professional certification, each EPP shall provide a practicum, as defined in §228.2 of this title, for a minimum of 160 clock-hours.
§228.2(17) Practicum--A supervised professional educator assignment at a public school accredited by the Texas Education Agency (TEA) or other school approved by the TEA for this purpose that is in a school setting in the particular field for which a professional certificate is sought such as superintendent, principal, school counselor, school librarian, educational diagnostician, reading specialist, and/or master teacher.
	The candidate must be assigned to a site supervisor at the campus in which s/he is completing the practicum.   The activities included in the 160 clock hours must address the standards for the certification being sought.  The candidate should keep records of the practicum hours for verification and these should be placed in the candidates’ files.  



	For Professional Class Programs: §230.37(a)(1) 1) Certificate classes. A probationary certificate may be issued for any class of certificate except educational aide.
	If the candidate secures a job in the professional class of certification being sought, the candidate may be placed on a probationary certificate.  If necessary, the candidate may secure a maximum of three probationary certificates.   The candidate must receive the required field supervision each year of a probationary extension.  

	For Professional Class Programs:   §228.35(e) an EPP shall collaborate with the campus administrator to assign each candidate a site supervisor during his or her internship

§228.2(19)  Site supervisor--For a practicum, a certified educator who has experience in the aspect(s) of the professional certification being pursued by the candidate; who has completed training or orientation for site supervision; who guides, assists, and supports the candidate during the practicum; and who reports the candidate's progress to the candidate's educator preparation program.


	The site supervisor acts as the mentor to the candidate seeking certification in a professional class.  The site supervisor is not employed by the EPP and is located on the site of the practicum.  The site supervisor should have similar certification and experience in the area in which the candidate is being certified.

	For Professional Class Programs: §228.35(g) Ongoing Educator Preparation Program Support for Professional Certification. Supervision of each candidate shall be conducted with the structured guidance and regular ongoing support of an experienced educator
	A field supervisor, employed by the EPP, must be assigned to each candidate.  The field supervisor must be currently certified and should have certification and experience similar to the credentials for the certificate class being supervised.

	For Professional Class Programs:  §228.35(g) … who has been trained as a field supervisor.
	The EPP should provide training for the field supervisors annually.  Ideally, training should include ‘norming’ the field supervisors to one standard so that all candidates receive equal, quality support regardless of who is assigned to supervise them.

	For Professional Class Programs: §228.35(g) The initial contact, which may be made by telephone, email, or other electronic communication, with the assigned candidate must occur within the first three weeks of assignment
	The date and method of contact should be documented and retained in the candidate’s record.

	For Professional Class Programs:  §228.35(g) (1) Observations must be at least 135 minutes in duration in total throughout the practicum and must be conducted by the field supervisor.
	The total of all observations conducted should be 135 minutes. The start and stop time of each observation should be recorded on the observation instrument.  This documentation should be placed in the candidate’s record.

	For Professional Class Programs:  §228.35(g)(3) An EPP must provide a minimum of three observations during the term of the practicum.
	The three required observations must total 135 minutes.  EPP may conduct additional observations as per EPP policy or as needed to provide support to the candidate.  

	For Professional Class Programs:  §228.35(g) (2) An EPP must provide the first observation within the first six weeks of all assignments.
	The assignment date of the practicum should be placed in the candidate’s record and on the formal observation instrument.

	For Professional Class Programs:  §228.35(g)The field supervisor shall document professional practices observed,
	The field supervisors should have a method for capturing specific professional practices while ‘observing’ candidates.  The best place for this is on the observation instrument.

	For Professional Class Programs:  §228.35(g) … provide written feedback through an interactive conference with the candidate,
	The field supervisor should debrief with the candidate after the observation.  The specific professional practices observed, or not observed, in the observation should be the foundation of the interactive conference.  Advice from the field supervisor and setting goals for improvement are also important in the interactive conferences.

	For Professional Class Programs: §228.35(g) … and provide a copy of the written feedback to the candidate's site supervisor.

§228.2(19)  Site supervisor--For a practicum, a certified educator who has experience in the aspect(s) of the professional certification being pursued by the candidate; who has completed training or orientation for site supervision; who guides, assists, and supports the candidate during the practicum; and who reports the candidate's progress to the candidate's educator preparation program.


	The campus administrator or his/her designee will initial the original observation form or the field supervisor will send the observation via email with a read or delivery receipt to the campus administrator. The read or delivery receipts will serve as documentation.  This should be placed in the candidate’s record.  

	For Professional Class Programs:  §228.35(g) Informal observations and coaching shall be provided by the field supervisor as appropriate.
	All records of additional assistance provided by the program staff and/or the field supervisor should be recorded. This includes telephone conversations, emails, additional observations, or conferences.  This may be part of the benchmarking process or may be recorded in the candidate’s record, or in the field supervisor’s log.  


TAC §228.40 Candidate and Program Evaluation

	Assessment and Evaluation of Candidates for Certification and Program Improvement Indicator 
	Explanation 

	§228.40(a) To ensure that a candidate for educator certification is prepared to receive the standard certificate, the entity delivering educator preparation shall establish benchmarks,…
	A benchmark…” is a standard by which something can be measured or judged.” It is also used to mark progression through the program.  The purpose of benchmarking periodically is to ensure that a candidate does not get to the end of the program and is told that they do not meet the criteria for certification.  The candidate should understand where they are in the certification process at all times. 



	Assessment and Evaluation of Candidates for Certification and Program Improvement Indicator 
	Explanation 

	§228.40(b) The EPP shall determine the readiness of each candidate to take the appropriate certification assessment of  pedagogy and professional responsibilities, including professional ethics and standards of conduct
§230.21(c) A candidate seeking a standard certificate as an educator based on completion of an approved EPP may take the appropriate certification examination(s) required by subsection (b) of this section only at such time as the EPP determines the candidate's readiness to take the examinations, or upon successful completion of the EPP, whichever comes first.

	A list of criteria that need to be met in order to test should be made available to all candidates.  Programs should ensure that candidates have adequate remediation prior to the next test attempt.  The candidate should be provided a variety of remediation options with various levels of intensity (may be completing additional college courses).  With the five test limit, it is increasingly important that remediation is provided, sustained, intensive, and student focused.  
Taking a representative form of the test is a valuable experience for the candidate.  However, having a candidate achieve a specific score on the representative test before test approval is given is not recommended.  The practice tests available from ETS have not been validated. There is no correlation to passing a practice test and the actual TExES exam.  The practice tests are designed to provide examples of vocabulary, reading levels, question types, and methods of reasoning to achieve the correct answer.  


	Assessment and Evaluation of Candidates for Certification and Program Improvement Indicator 
	Explanation 

	§228.40(b) An educator preparation program shall not grant test approval for the pedagogy and professional responsibilities assessment until a candidate has met all of the requirements for admission to the program and has been fully accepted into the educator preparation program

§230.93 An appropriate certificate may be issued to a candidate who completes all requirements of a State Board for Education Certification-approved educator preparation program (EPP).  The candidate must complete the appropriate application and pay the designated fee.  The certification officer representing the approved EPP shall submit to the Texas Education Agency staff a recommendation for the issuance of the appropriate certificate, not earlier than the date on which all requirements were completed.  


	Formal acceptance into the EPP could be one of the benchmarking points.    


	Assessment and Evaluation of Candidates for Certification and Program Improvement Indicator 
	Explanation 

	§228.40(c)An entity shall continuously evaluate the design and delivery of the educator preparation curriculum based on performance data, scientifically-based research practices , and the results of internal and external feedback and assessments. 
	It is required that formal evaluative information be presented to the advisory committee once a year (at one of the two advisory committee meetings).  Data should be gathered from internal and external sources such as questionnaires, data analysis of candidate testing, etc. 


TAC §228.50 Professional Conduct 

	Professional Conduct Indicator 
	Explanation 

	§228.50 During the period of preparation, the educator preparation entity shall ensure that the individuals preparing candidates … demonstrate adherence to Chapter 247 of this title (relating to Educators’ Code of  Ethics.

 
	This should include a signed statement indicating that the individuals preparing the candidates have read, understand, and agree to abide by the Code of Ethics. 
Training could include the TEA approved Ethics Training, with a certificate of completion for each individual preparing candidates as verifiable evidence that the training has occurred.


	Professional Conduct Indicator 
	Explanation 

	§228.50 During the period of preparation, the educator preparation entity shall ensure… that  the candidates themselves demonstrate adherence to Chapter 247 of this title (relating to Educators’ Code of  Ethics).

§228.30(b)(3)(F) professional practices and responsibilities
	This should include a signed statement from each candidate indicating that s/he has read, understands, and will abide by the Code of Ethics; has had instruction from the EPP regarding the Code of Ethics. 
Training could include the TEA approved Ethics Training, with a certificate of completion for each candidate who has received the training as verifiable evidence that the training has occurred. 


TAC §228.70 Complaint Process  

	Complaints  Indicator 
	Explanation 

	§228.70(a) Purpose. Texas Education Agency (TEA) staff shall maintain a process through which a candidate or former candidate in an educator preparation program (EPP), an applicant for candidacy in an EPP, an employee or former employee of an EPP, a cooperating teacher, a mentor, or an administrator in a school district, charter school, or private school may submit, in accordance with subsection (c)(1) of this section, a complaint about an EPP for investigation and resolution.
228.70(a)(1) The EPP shall adopt and send to TEA staff, for inclusion in the EPP's records, a complaint procedure that requires the EPP to timely attempt to resolve complaints at the EPP level before a complaint is filed with TEA staff.

	  The EPP has a complaints policy that includes a specific process for filing complaints.
This policy has been submitted to TEA to be “on file”.


	Complaints  Indicator 
	Explanation 

	228.70(a)(2) The EPP shall post on its website a link to the TEA complaints website and information regarding how to file a complaint under the EPP's complaint policy.
	The link and complaints process is posted in a place where public can access the information.  This should not be placed on a password protected page that would only be accessible by your current candidates.


	Complaints  Indicator 
	Explanation 

	228.70(a)(3) The EPP shall post a notification at all of its physical site(s) used by employees and candidates, in a conspicuous location, information regarding filing a complaint with TEA staff in accordance with subsection (c)(1) of this section.
	The complaints process is posted openly in a place where public can access the information.  This should not be placed solely in a classroom or other similar space where only current students have access. 


	Complaints  Indicator 
	Explanation 

	228.70(a)(4) Upon request of an individual, the EPP shall provide information in writing regarding filing a complaint under the EPP's complaint policy and the procedures to submit a complaint to TEA staff in accordance with subsection (c)(1) of this section.
	Ideally, the EPP should provide a copy of the complaints process in the student handbook and should not necessarily wait until the candidate requests a copy.  Additionally, written copies should be available on-site as requested.


TAC §230 Issuance of Probationary Certificates 

	Issuance of Probationary Certificates Indicator
	Explanation 

	§230.37(a)(1) Certificate classes. A probationary certificate may be issued for any class of certificate except educational aide.
	A candidate in initial teacher certification may teach for up to three (3) years on a probationary certificate.

A candidate earning a professional class certificate may be employed for up to three (3) years on a probationary certificate.  

	§230.37(a)(2) A candidate seeking certification as an educator must hold a probationary certificate while participating in an internship through an approved educator preparation program (EPP).
	Regardless of the placement in a private school, charter school, or public school, each candidate must have a probationary certificate.  Each candidate teaching on a 1st, 2nd, or 3rd year probationary certificate must have a certificate that matches the certification fields for which the candidate was admitted and prepared.

	§230.37(b)(1-2) A probationary certificate may be issued to a candidate seeking certification as an educator who meets the conditions and requirements prescribed in this subsection. 

(1) Bachelor’s degree. Except as otherwise provided in rules of the SBEC related to certain career and technical education certificates based on skill and experience, the candidate must hold at least a bachelor’s degree from an accredited institution of higher education.

(2) General certification requirements. The candidate must meet the general certification requirements prescribed in §230.11 of this title (relating to General Requirements)
(3) Preparation program and assignment. The candidate’s internship assignment must:

(A) be supervised by an approved Texas EPP

(B) be in the subject area and at the grade level of certification sought or, if applicable, be in an assignment consistent with the professional class certification sought;
(C) take place in a Texas school district, open-enrollment charter school, or other school approved by the Texas Education Agency (TEA) for this purpose pursuant to §228.35(d) of this title (relating to Preparation Program Coursework and/or Training); and
(D) if applicable, commence after the candidate for initial certification has met the pre-internship requirements specified in §228.35(a) and (c) of this title and the Texas Education Code (TEC), §21.051.
(4) Fee. The candidate must pay the fee prescribed in §230.101 of this title (relating to Schedule of Fees for Certification Services).

(5) Fingerprints. The candidate must submit fingerprints in accordance with §232.35© of this title (relating to Submission of Required Information) and the TEC, §22.0831.
	Candidates must meet the general requirements for certification.  Candidates teaching in grades EC through 6 must have passed the relevant content test prior to issuance of the probationary certificate.  Candidates who are teaching in grades 7-12 will either have a passed content test or must have 24/12 (24 semester credit hours in the content field with 12 of the hours being upper level-300 or 400 level coursework.)  The 24/12 hours must be within the content area of the placement and designated on the probationary certificate.  
Candidates must demonstrate proficiency in English.  For out of country candidates, a minimum TOEFL score of 26 on the speaking portion must be provided to EPP prior to issuance of the probationary.  The score should be submitted to the EPP through the TOEFL code.

	§230.37(c) The validity and effectiveness of a probationary certificate is subject to the following conditions.

(1) Internship. The holder of a probationary certificate must be a participant in good standing in an internship supervised by an approved EPP.

(2) Supervision and professional development. An EPP shall provide field supervision, as prescribed in §228.35 of this title, and high-quality professional development throughout the entire term of the internship, including all extensions of the initial term

(3) Mentor. The EPP shall collaborate with the campus administrator to assign a campus mentor to each intern throughout his or her internship.

(4) Notice. An EPP must immediately notify TEA by email if the holder of a probationary certificate:

(A) resigns or is terminated from the school assignment for which a probationary certificate was issued; or

(B) is discharged or released from the EPP. In this case, the program must also notify the employing school district


	Each candidate on a probationary certificate must have a field supervisor and a campus mentor for each year that s/he is on a probationary certificate.

	§230.37(c)(6) A probationary certificate shall be valid for a 12-month period from the date of issuance.
	Regardless of the date of issuance of the probationary certificate, it is only valid for 12 months.

	§230.37(c)(7) A probationary certificate issued to an individual enrolled in a post-baccalaureate or alternative certification program for initial certification, or any program for professional class certification, may be extended for no more than two additional 12-month terms following the expiration of the initial term, subject to the following conditions.

(A) A probationary certificate may be issued for an additional 12-month term only if the Texas EPP recommends the additional term and certifies that the holder is making satisfactory progress toward standard certification.

(B) The EPP must provide supervision to the educator for the full term of any such additional probationary certificate, unless, prior to the expiration of that term, a standard certificate is issued to the educator.


	Documentation in candidate record should indicate the need for the probationary extension.
All field supervision documentation should be retained in candidate record.

	§230.37(d)(1) A candidate who has completed a bachelor’s degree in a traditional teacher certification program at an accredited institution of higher education, but who has failed to meet the testing requirements necessary for issuance of a standard certification, may serve an internship under the supervision of the traditional undergraduate certification program.

(2) Such a candidate may be issued a probationary certificate for a period of one year. 

The traditional undergraduate certification program may not recommend any extensions of this term.
	The candidate must have a conferred degree and must have passed the required content test in order to be issued a probationary.  This option is for candidates who are having difficulty passing the PPR.  The EPP should work through Linda Arriaga at TEA in order to issue the one year probationary certificate.  Appropriate documentation stating the reason that the probationary was issued should be placed in the candidate’s record.  

	§230.93 An appropriate certificate may be issued to a candidate who completes all requirements of a State Board for Educator Certification-approved educator preparation program (EPP). The candidate must complete the appropriate application and pay the designated fee. The certification officer representing the approved EPP shall submit to the Texas Education Agency staff a recommendation for the issuance of the appropriate certificate, not earlier than the date on which all requirements were completed.

§230.97(a)(1) The date of issuance shall not precede the date all certification requirements are completed

§230.97(a)(2) The issuance date of a certificate recommended by an approved educator preparation program (EPP) shall be the date the recommending EPP verifies that the applicant has satisfied all certification requirements
	The EPP should note the date that each candidate was recommended for standard certification & a record of that date should be placed in the candidate’s file.
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To Provide Evidence of Compliance with 

Texas Administrative Code  

For Educator Preparation Programs 
Appendix A

Agency Information

Educator Standards Contact List
Contact your assigned program specialist if you have any questions or concerns. Your assigned educator standards contact will facilitate the program about the logistics of the visit. 
Sandra Nix

Sandra.nix@tea.state.tx.us
512-936-8233

Manager, Educator Preparation

Vanessa Alba
Vanessa.alba@tea.state.tx.us
512-463-6282 
Program Specialist

Lorrie Ayers 

lorrie.ayers@tea.state.tx.us
512 936-2166

Program Specialist

Mixon Henry

Mixon.henry@tea.state.tx.us
512-936-8225
Program Specialist
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   TEXAS EDUCATION AGENCY

Division of Educator Standards

Educator Preparation Program (EPP) Fee Form

Texas Administrative Code 19 TAC Chapter §229.9 Fees for Educator Preparation Program Approval and Accountability requires payment for certain services provided by Texas Education Agency (TEA). Please check service fee type and list the total amount submitted. 

	Name of the person submitting the form: ________________________________

Full program name: ____________________________________  County- District #:_____________


	Contact person: __________________________________________

	Mailing Address 

Street address:____________________ City:
State:
Zip Code:

	Area code/phone number:________________________
	Email address:



Please check the type of service fee enclosed:

	√
	Cost
	                           Service Fee Type

	
	9000.00
	Non-refundable new program application fee due prior to submission of the new program proposal (includes pre-approval/post-approval visit)

	
	1500.00
	Non-refundable 5 year continuing approval review pursuant to §228.10(c) for 2015-2016 only

	
	4500.00
	Non-refundable discretionary continuing approval review

	
	500.00
	Non-refundable addition of a new certification field or addition of clinical teaching

	
	1000.00
	Non-refundable addition of a new class of certificate









Total Amount Submitted    $_________________
Please send a money order or check made payable to TEA Educator Preparation prior to services being rendered. If the payment sent to TEA is not honored by the financial institution, we will not be able to ensure an EPPs accountability status, reapplication, and new EPP approval, the addition of a certification field or class, or clinical teaching. Failure to return this form with the correct or complete payment may result in a delay.
Please send your payment(s) to the following address:

TEA - Accounting

1701 N. Congress Ave.
Austin, TX 78701

Appendix B

Pre-Audit Documents

Required Email Addresses

Please construct an Excel table like the one below to submit email addresses for the following individuals SIX WEEKS prior to the scheduled compliance audit:

· Advisory Committee Members – List all names together; 

· Educator Candidates:  Interns/Clinical Teachers/Student Teachers/ Professional Class Practicum candidates – List all the names together.  Please provide the email addresses for both the current interns/clinical teachers and those from the last semester; 

· Mentors/Cooperating Teachers – List all the names together and do not duplicate the name if the person has two student teachers, etc. Please provide the email addresses for both the current Mentors/Cooperating Teachers and those from the past semester;
· Principals of campuses where educator candidates are assigned – Do not duplicate names if the principal has several interns or student teachers on his/her campus. List all the names together. Please provide the email addresses for both the current administrators and the those of the last semester);
· Field Supervisors – List all the names together; and
· If the visit involves audits of multiple types of programs (i.e. traditional, alternative certification, professional class), submit separate lists for each type of program.
Email List from the University or 

Alternative Certification Program Name

(This chart is an example only. Please construct your own Excel chart like this one. Please email the Excel chart to the designated TEA program specialist SIX (6) WEEKS prior to the actual audit.)
Note: There should be a SEPARATE list for initial teacher certification and for any class of professional certification designated if two certification areas are being audited at the same time (i.e. Core Subjects EC-6 and principal).
	Program Name/EPP #:
	Email Address:    

	Submitted By:
	Phone Number:

	Category Title or Role
	Name of Individual
	Email Address of Individual

	Field Supervisor
	
	

	Field Supervisor
	
	

	Advisory Committee Member
	
	

	Advisory Committee Member
	
	

	Educator Candidate
	
	

	Educator Candidate
	
	

	Cooperating /Mentor Teacher
	
	

	Cooperating/Mentor Teacher
	
	

	Campus Principal
	
	

	Campus Principal
	
	


Compliance Audit
Document Review 2015-2016                                

· Read the list carefully and store them on a thumb/flash drive and send to TEA FOUR (4) WEEKS prior to the audit.  

· Include the folder number, clearly labeled, for each of the items listed below on the thumb/flash drive. 

· Align your program’s glossary terms to the Standard TEA Definitions as per Texas Administrative Codes §227.5, §228.2, and TAC §229.2.

· TAC §229.3(a) states that all educator preparation programs must provide all data and information required to TEA staff.  TEA staff has the right to request additional information not on this list at any time.

	Folder
	√
	                                               Documents

	# 1
	
	Advisory Committee [TAC §228.20(b)]

· Documents indicating evidence of Advisory Committee Meetings, including the dates, locations, agendas, minutes, and attendance records as well as future scheduled meeting dates for the current academic year and the past two academic years (September 1-August 31)

	# 2
	
	Admission Criteria  [TAC §227.10]
· Interview questions and scoring rubric  

· Information on other screening  instruments, as applicable
· Evidence that admission criteria are available to the public
· Formal Admission letter with acceptance notice by applicant

	# 3

	
	Student Handbook
· Student Handbook or Manual with policies and procedures 

Policies usually included in Student Handbook

· Transfers

· Admissions/Withdrawals

· Late Hires

· Career and Technical Education

· Issuance of probationary certificates (if applicable)

· Procedures for clinical teaching/internship

· Criteria to determine readiness to test

· Recommending for certification
· Complaints/Grievances 

	# 4
	
	Faculty/Instructors

· List of faculty/trainers/instructors 

· Vita or resume for each faculty/trainer/instructor including University degrees with major and minor, teaching experience by years in public, charter, or private schools, and copy of teaching certificate.  Limit vitas to two pages. 
· Vita or resume for each field supervisor including University degrees with major and minor, teaching experience by years in public, charter, or private schools, and copy of current teaching certificate.  Limit vitas to two pages. 




	# 5
	
	Mentor/Cooperating Teacher Training Materials [TAC §228.35(e)]
· Mentor/Cooperating Teacher Handbooks, including policies and procedures

· Training agendas with dates and attendance records

· List of scientifically-based training materials used 
· Documentation of district training, if accepted
· List of mentor/cooperating teacher names with certification field noted

	# 6
	
	Field Supervisor Training Materials  [TAC §228.35(f)]

· Field Supervisor Handbook, including policies and procedures 

· Training agendas with dates and attendance records

· List of scientifically-based training materials used

	#7
	
	Curriculum Materials and Program Hours  [TAC §228.30] & [TAC §228.35]

· For the certification field being audited, provide a course of study (including class notes, knowledge and skill activities, assessments, resources, etc.) for three (3) courses that the candidate would complete in order to be certified in that area.
· Provide a syllabus for each course in class or module in this course of study.  

· Curriculum matrices (alignment charts) showing correlation to standards for designated certification fields (Those are sent separately.)


	#8
	
	For Online Programs Only:  51% or more of the program is Online 
Coursework & Evaluations

· Online access instructions with username and password for TEA staff 



	#9
	
	Observation Documents [TAC §228.35(a)(3)(A) and TAC §228.35(f)]

· Copy of document used to record 30 hours of field-based observations prior to clinical teaching or internship reflecting proper signatures.

· Copy of formal observation instrument with placement date, date of observation, type of contact (first contact, first observation, second observation, third observation, additional support), start and stop time of observation, start and stop time of interactive conference, signed by field supervisor and candidate.

· Evidence of delivery of observation information to the campus administrator.  



	#10 
	
	Program Evaluation Documents  [TAC §228.40]

· Copy of course evaluation documents (for example, surveys, questionnaires, rubrics, etc.)
· Copy of program evaluation documents (for example, surveys, questionnaires, rubrics, etc.)

· List of  benchmarks to monitor the candidates’ progress through the  program 
· Criteria for determining a candidate’s readiness to test


	#11
	
	Professional Ethics Documents [TAC §228.50]

· Copy of Student Handbook with specific pages where professional ethics are noted.
· Documentation verifying that each staff member has read, understands, and will abide by the Code of Ethics in Chapter 247.
· Documentation that shows that each candidate has read, understands, and will abide by the Code of Ethics in Chapter 247.


	#12
	
	Probationary Certificates Documents [TAC §230]

· Name/TEA ID of each candidate on probationary certificate with issuance dates



	#13
	
	Complaint Process

· Complaint policy provided to all candidates
· Copy of a sign posted at the physical address

· Copy of web page and link to web page detailing complaint process 



	#14
	
	Action Plan(s)  [TAC §229.4(h)] & [TAC §229.4(g)(6)]

· Only for programs notified of mandatory Action Plan requirement due to ASEP pass rate results.

· Provide Compliance Plans if they were required as a result of a prior visit.  




Division of Educator Preparation
Candidates’ Record Review  
This documentation must be available for each candidate.

*Note to Programs: The candidates’ documents do not have to be in this order.

	File

Item
	Document(s) Requested

	#1
	Application with admission date 
TAC §227.10(6)

	#2
	Course Completion Information: 

Degree plan, benchmark tracking chart reflecting 1) completion of 110 hours of coursework prior to clinical teaching or internship (including 30 clock hours of field-based experiences & 80 clock hours of coursework); 2) completion of a minimum of 300 total clock hours of coursework; 3) completion of student teaching, clinical teaching, or internship; and 4) completion of any other benchmark requirements set by program.
TAC §228.35

	#3
	Official Transcripts, including GPA

TAC §227.10(a)(1)(A) and TAC §227.10(a)(2)

	#4
	Basic Skills Verification: TAC §227.10(a)(4)

	#5
	Candidate verification of required 12 hours of content in a specific content area or 15 semester credit hours in math or science if seeking certification in grades 7-12. TAC §227.10(a)(3)(C)  
12 hours in EC-6 (3 in each of English, Social Studies, Math, Science)
Complete a Content Hours Transcript Review worksheet for each candidate (See Appendix C)

	#6
	Determination of Oral Language Proficiency and Official TOEFL Score TAC §227.10(a)(5)

	
	Out-of-Country Transcript Review:

TAC §227.10(a)(5)

	#7
	30 Clock-Hours of  Field-Based Experience:

(Forms, Logs, Notes, etc.)

TAC §228.35(a)(3)(A)

	#8
	Clinical Teaching/Internship Information:  (candidate name, field supervisor assigned, campus assignment , certification area and grade level, cooperating teacher/mentor assigned, principal assigned; start date of assignment)

	#9
	Letter from THECB for Teacher Aide Exemption allowing exemption from student teaching (if applicable)

	#10
	Observation Documents (for a minimum of three formal observations of 45 minutes in duration; interns require a minimum of three observations each year they are on probationary certificate).
TAC §228.35(f)

	#11
	District Training;

Evidence of documentation of 50 hours such as school district transcripts. CPE certificates, or log kept by candidate (if applicable) TAC §228.35(a)(5)

	#12
	Signed Ethics Affirmation Letter  by candidate  ( TAC §228.50)

	#13 
	Signed FERPA letter (optional but strongly recommended)

	Other


	


Appendix C

Useful Forms

Suggestion only – NOT REQUIRED 
(This form may be reproduced as needed for additional candidates)
Applicant Name:





Date:


PACT:  Yes    No 
 
Generalist EC-6 and Generalist 4-8 Applicant
CONTENT HOURS TRANSCRIPT REVIEW 
Minimum Content Hours Required by TAC §227.10(a)(3)(A) & §227.10(a)(3)(C) 
 Any program can require more than the minimum, but not less.
This provides evidence of the required 12 hours of coursework
To be placed in the candidate’s record 
	CONTENT AREA
	COURSE/GPA
	COURSE/GPA
	COURSE/GPA
	COURSE/GPA
	TOTAL HOURS & 

OVERALL

GPA

	READING


	
	
	
	
	

	MATH

	
	
	
	
	

	SCIENCE
	
	
	
	
	

	SOCIAL STUDIES


	
	
	
	
	


Applicant Name:  






Date:
PACT:  Yes    No 

Single Content Field (Including Special Education) Applicant
CONTENT HOURS TRANSCRIPT REVIEW
Minimum Content Hours Required by TAC §227.10(a)(3)(A) & §227.10(a)(3)(C)  
Any program can require more than the minimum, but not less.
This provides evidence of the required 12 hours of coursework and also of the highly qualified requirement of 24/12.
To be placed in candidate’s record
	CONTENT AREA
	COURSE/ 

GPA
	COURSE/

GPA
	COURSE/

GPA
	COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	UPPER DIVISION

COURSE/

GPA
	TOTAL HOURS & 

OVERALL GPA

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Recommendation Only:  NOT REQUIRED 
Candidate Benchmarks
Name:  





Certification Area:

TEA ID No:  




Date of Program Admission:  

110 Clock Hours (Must be completed prior to student teaching/ clinical teaching/ or internship)

	Coursework Area 
	Grade 
	Course   Clock Hours Recommended  

	Status 

(completed, in progress, not completed) 
	Hours Earned 

	Reading 
	
	
	
	

	Special Populations 
	
	
	
	

	Classroom Mgt. 
	
	
	
	

	Lesson Development 
	
	
	
	

	TEKS 
	
	
	
	

	Content Area Methodology 
	
	
	
	


	 30 hours of Field-based experiences (observations)
	Verified  by
	Hours

(Required 30 total) 
	Status
	Hours Earned

	   In-Class Observations 
	
	
	
	

	    Student-   Interaction 
	    
	15 required 
	
	

	    Video Observations
	
	
	
	


Remaining Coursework (Total 300) 
	Coursework Area
	Grade
	Course   Clock Hours Recommended


	Status
	Hours Earned

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 Up to Fifty Clock Hours of School District or Campus Training (optional) 

	Topic Area 
	Date 
	Campus/District Name   

	Verified by 
	Hours Earned 

	
	
	
	
	


Clinical Teaching minimum of 12 weeks full day (7 hours) or 24 weeks half day (3.5 hours)/Internship (one academic year or 180 days)  

	Placement Start Date 
	Campus/ Grade/Subject  
	Principal Name  


	Cooperating Teacher/Mentor Name 
	Field Supervisor Name  

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Observation Record-Clinical Teaching 
	Date  
	Observation Start/Stop Time  


	Conference Start/Stop Time  
	Field Supervisor Verification 

	First Contact (within first 3 weeks of placement )  
	
	
	
	

	First Observation (within first 6 weeks of placement)  
	
	
	
	

	Second Observation
	
	
	
	

	Third Observation 
	
	
	
	

	Other Support
	
	
	
	

	
	
	
	
	


	Intern Observation Record – 
FIRST year probationary
	Date  
	Observation Start/Stop Time  

	Conference Start/Stop Time  
	Candidate

Signature 
	Field Supervisor Verification 

	First Contact (within first 3 weeks of placement )  
	
	
	
	
	

	First Observation (within first 6 weeks of placement)  
	
	
	
	
	

	Second Observation

(during first semester)
	
	
	
	
	

	Third Observation 

(second semester) 
	
	
	
	
	

	Other Support
	
	
	
	
	

	
	
	
	
	
	


	Intern Observation Record – SECOND year probationary 
	Date  
	Observation Start/Stop Time  


	Conference Start/Stop Time  
	Candidate Signature 
	Field Supervisor Verification 

	First Contact (within first 3 weeks of placement )  
	
	
	
	
	

	First Observation (within first 6 weeks of placement in first semester)  
	
	
	
	
	

	Second Observation in first semester
	
	
	
	
	

	Third Observation in second semester  
	
	
	
	
	

	Other Support
	
	
	
	
	

	
	
	
	
	
	


	Intern Observation Record – 
THIRD year probationary 
	Date  
	Observation Start/Stop Time  

	Conference Start/Stop Time  
	Candidate Signature 
	Field Supervisor Verification 

	First Contact (within first 3 weeks of placement )  
	
	
	
	
	

	First Observation (within first 6 weeks of placement in first semester)  
	
	
	
	
	

	Second Observation in first semester
	
	
	
	
	

	Third Observation in second semester  
	
	
	
	
	

	Other Support
	
	
	
	
	

	
	
	
	
	
	


Approved for testing:  Date

Testing Results:

PPR

Content

Certification Recommendation Date:  
Suggestion Only:  NOT REQUIRED   (This form may be modified) 
FERPA Consent to Release Educational Records and Information
This release represents your written consent to permit (Name of EPP) to disclose educational records and any information contained therein to the specific individual(s) identified below.  Please read this document carefully and fill in all blanks. 

 I, _____________________________________________________ [print full name] am a candidate at __________________________________ [name of Educator Preparation Program] and hereby give my voluntary consent to officials:
A.  To disclose the following records:

· Records relating to any of my field-based experiences

· Records relating to my performance in the field
· TExES test score results 
B.  To the following person(s):

· School districts or other agencies associated with field-based experiences

· School-based/Agency-based administrators

· School-based/Agency-based cooperating teachers/mentors

· Program faculty

C.  These records are being released for the purpose of:

· Conversing and reviewing performance

· Acquiring feedback

· Procuring required signatures 

I understand that under the Family Educational Rights and Privacy Act of 1974 (“FERPA” 20 USC 123g; 34 CFR §99; commonly known as the “Buckley Amendment”) no disclosure of my records can be made without my written consent unless otherwise provided for in legal statutes and judicial decisions.  I also understand that I may revoke this consent at any time (via written request to the educator preparation program) except to the extent that action has already been taken upon this release.  Further, without such a release, I am unable to participate in any field-based experiences including 30 clock hours of observation, clinical teaching, student teaching, or internship.  

______________________________________________
____________________________ 
Signature of Candidate 




Date 
Candidate TEA ID Number: 

Date of Birth:

Student Contact Information:  

Email: 
Phone Number:    

   



 
Teaching Internship Eligibility
THIS IS NEITHER A CERTIFICATE NOR A PERMIT.   This document verifies that the teacher candidate has been admitted to an approved educator preparation program leading to certification in Texas. This form must be returned to the educator preparation program.  The preparation program will then recommend the teacher candidate for a probationary certificate, which must be issued to provide the employing school district assignment coverage during the internship year. Please print both pages of this document and keep in candidate file. 

Teacher Candidate’s Name______________________________________________ TEA ID #__________________________

Address______________________________________City____________________________State______Zip______________

Teacher Candidate’s Email______________________________________________Phone_____________________________

Teacher Candidate Certification Field________________________________ Grade Levels____________________________

Educator Preparation Program Name_______________________________________________________________________

Address_________________________________________City_______________________State______Zip______________

Educator Prep Program Email____________________________________________Phone_______________________________
The Teacher Candidate Has Completed the Following Requirements for Texas Teacher Certification:

	# of Required Ed Prep Coursework Hours Completed
	# of Required Field Observation Hours Completed
	Passed TEXES Content Exam for the Correct Certification Field

Yes           No

Date:
	Passed Pedagogy and Pro. Responsibilities Exam

Yes          No

Date:


Educator Preparation Program Director_________________________________________Date___________________________

The educator preparation program will assign a field supervisor to observe, coach, and evaluate the Intern each year he or she is on a probationary certificate for internship. The field supervisor will conduct a minimum of three observations of the intern on campus for 45 minutes each or longer each year and provide written feedback.  Written documentation of this feedback is required to go to the campus principal as well as the educator preparation program. The Intern may be required to attend educator preparation seminars after the school day in addition to full teaching duties as assigned. See Texas Administrative Code §228.35 (f).

To be completed by the Employing School District

Campus Name____________________________________________________County/District #__________________________

Address______________________________________City____________________________State______Zip______________

Campus Phone_____________________________________ Campus Website______________________________________

Authorized School Representative__________________________________Email____________________________________

Intern Teaching Assignment_________________________________________________Grade Level____________________

Date of Hire______________________________________________ First Day on Campus____________________________

Mentor Teaching Assignment_______________________________________________ Grade Level____________________

Mentor Name_____________________________________________ Mentor Email_________________________________
The campus or district shall assign an experienced mentor teacher to the intern teacher each year he or she is on a probationary certificate to observe, coach and model professional behavior for the intern. The campus administrator shall complete an annual survey on the quality of teacher preparation regarding each intern in his or her school and submit to the Texas Education Agency. See Texas Administrative Code (TAC) §228.35 (e) and §229.3(4).

Campus Administrator____________________________________________________________________________________



           Signature






Date



Professional Internship Eligibility
THIS IS NEITHER A CERTIFICATE NOR A PERMIT.   This document verifies that the professional certification candidate has been admitted to an approved educator preparation program leading to professional certification in Texas. This form must be returned to the educator preparation program.  The preparation program will then recommend the candidate for a probationary certificate, which must be issued to provide the employing school district assignment coverage during the internship year.

Professional Candidate’s Name____________________________________________________ TEA ID #___________________

Address__________________________________________________City____________________State______Zip____________

Professional Candidate’s Email______________________________________________________Phone___________________

Professional Candidate Certification Class___________________________________________ Grade Levels_______________

Educator Preparation Program Name_____________________________________________Phone______________________

Address__________________________________________City_________________________State______Zip______________

Educator Preparation Program Director_________________________________________Phone__________________________
The Professional Candidate Has Completed the Following Requirements for Texas Professional Certification:

	Class of Certification

Principal                                                        Superintendent

School Counselor                                        School Librarian

Ed. Diagnostician                                         Master Teacher

Reading Specialist
	# of Required Professional Preparation Coursework Hours Completed
	Passed TEXES Content Exam for Correct Certification

Yes           No

Date:


The educator preparation program will assign a field supervisor to observe, coach, and evaluate the Intern each year he or she is on a probationary certificate for internship. The field supervisor will conduct a minimum of three observations of the intern on campus for 45 minutes each or longer each year and provide written feedback.  Written documentation of this feedback is required to go to the campus principal as well as the educator preparation program. The Intern may be required to attend educator preparation seminars after the school day in addition to full teaching duties as assigned. See Texas Administrative Code §228.35 (f).
To be completed by the Employing School District

Campus Name____________________________________________________________County/District #________________

Address_____________________________________City____________________________State______Zip______________

Campus Phone____________________________________ Campus Website_______________________________________

Intern Assignment___________________ Grade Level_________ Date of Hire_________ First Day on Campus___________

Mentor Assignment_____________________________________________ Grade Level____________________

Mentor Name_____________________________________________ Mentor Email__________________________________
Individuals on probationary certificates must receive mentoring. See Texas Administrative Code §232.4 (4).

Campus Administrator_________________________________________________________________





Educator Preparation Program

Candidate Transfer Form

This document verifies that the teacher candidate has been admitted to an approved educator preparation program (1) leading to certification in Texas and is now transferring to another approved program (2). This form is for educator preparation programs use only. Candidates may be enrolled in only one program at a time.  Candidates have the right to transfer from one program to another, provided they are not finishers in the ASEP database and are in good standing with the program the candidate is leaving.  All fees, tuition, coursework, etc., required by the receiving program are the responsibility of the candidate. The candidate leaves the completed form with the receiving program upon admission. This form should be kept with the candidate’s records.
Teacher Candidate’s Name__________________________________TEA I.D. #___________________
Address_______________________________City________________State______Zip______________

Teacher Candidate’s Email______________________________________Phone___________________

Teacher Candidate Certification Field______________________Grade Levels_____________________

The Teacher Candidate has Completed the Following Requirements for 

Texas Teacher Certification:
	# of Required Educator Preparation Coursework Hours Completed

List courses or modules completed—add lines as necessary here—every transfer form must include this
	# of Required Field Observation Hours Completed
	Passed TEXES Content Exam for Correct Certificate
Yes           No

Date:
	Passed PPR Exam

Yes          No

Date:
	Finisher Status (from ASEP)
Finisher

All But Clinical

Other Enrolled


1. Program Candidate is Leaving: The program director attests to the accuracy of this information and has removed this candidate’s information and all recommendations to test from the program’s ASEP database.
Name of Educator Preparation Program___________________________________________________
Address___________________________________City____________State______Zip______________

Educator Preparation Program Email____________________________Phone_____________________

Educator Preparation Program Director________________________________________Date________

2. Program Receiving Candidate:  The receiving program has the right to accept or reject any prior coursework or field experiences and may require additional coursework, etc. as they deem appropriate. Receiving program is responsible for all coursework and requirements for any candidate recommended for a probationary or standard certificate.
Name of Educator Preparation Program ___________________________________________________
Address___________________________________City____________State______Zip______________
Teacher Candidate Certification Field______________________Grade Levels_____________________

Educator Preparation Program Email_________________________________Phone________________
Educator Preparation Program Director_______________________________________Date__________








Educator Preparation Program

Professional Candidate Transfer Form

This document verifies that the professional candidate has been admitted to an approved educator preparation program (1) leading to professional certification in Texas and is now transferring to another approved program (2). This form is for educator preparation programs use only. Candidates may be enrolled in only one program at a time.  Candidates have the right to transfer from one program to another, provided they are not finishers in the ASEP database and are in good standing with the program the candidate is leaving.  All fees, tuition, coursework, etc., required by the receiving program are the responsibility of the candidate. The candidate leaves the completed form with the receiving program upon admission. This form should be kept with the candidate’s records.
Professional Candidate’s Name_______________________________TEA I.D. #___________________
Address_______________________________City________________State______Zip______________

Professional Candidate’s Email___________________________________Phone___________________

Professional Candidate Certification Class ______________________Grade Levels_________________
The Professional Candidate has Completed the Following Requirements for 

Texas Professional Educator Certification:
	Class of Certification
Principal

Superintendent

School Counselor

School Librarian

Ed. Diagnostician

Master Teacher

Reading Specialist


	# of Required Educator Preparation Coursework Hours Completed

List courses or modules completed—add lines as necessary here—every transfer form must include this
	Passed TEXES Content Exam for Correct Certificate
Yes           No

Date:
	Finisher Status (from ASEP)
Finisher

All But Clinical

Other Enrolled
	Holds a Standard Teaching Certificate in 

Date of Expiration:

Years of Teaching Experience:




1. Program Candidate is Leaving: The program director attests to the accuracy of this information and has removed this candidate’s information and all recommendations to test from the program’s ASEP database.
Name of Educator Preparation Program___________________________________________________
Address___________________________________City____________State______Zip_____________
Educator Preparation Program Email___________________________ Phone_____________________
Educator Preparation Program Director (sign) _________________________________Date _________

2. Program Receiving Candidate:  The receiving program has the right to accept or reject any prior coursework or field experiences and may require additional coursework, etc. as they deem appropriate. Receiving program is responsible for all coursework and requirements for any candidate recommended for a probationary or standard certificate
Name of Educator Preparation Program ___________________________________________________
Address___________________________________City____________State______Zip______________
Professional Candidate Certification Class______________________Grade Levels_________________
Educator Preparation Program Email__________________________ Phone______________________
Educator Preparation Program Director (sign) ________________________________Date __________
Not Required –Optional   (This form may be modified)
Deactivation of Probationary Certificates 

Sample Letter

· Must be on EPP letterhead:  

· Must send a copy of the letter to the educator and the school district (to inform the educator and school district of the action).

· Must send a separate letter for each intern to TEA, rather than a list of numerous interns.  Email to Kerri Elzie at Kerri.Elzie@tea.texas.gov
Date:  

RE:  Deactivation of Probationary Certificate

To whom it may concern: 

I’m sending a request to change a probationary certificate to inactive status due to resignation, termination or withdrawal from a program. 
Educator’s Name: 

TEA ID Number: 

Name of School District:

Effective date of resignation, termination, withdrawal, dropped from the program or released from the School District: 

Reason for resignation/departure from EPP:

EPP Status: 

Thank you for your assistance in this matter. If you need any additional information, please let me know. 

Sincerely, 

Name: 





Title:  
Sample Admission Letter - Suggestion Only
Use Letterhead of EPP

Date

Name

Address

City, State, Zip Code

Dear _____________:

This letter is an invitation of formal admission into ______________Name of Educator Preparation Program_____________ to assist you in securing certification in __________(Name of Certification)______________.

Your official admission date is __________________.  (Provide any other entry information that you might need to communicate.)  

You have ten business days from the date of this communication to respond to our invitation of admission into our program.  If we do not receive written communication of acceptance within that time frame, we will consider that you have declined our invitation.  

Sincerely, 

Name and Title of Person Extending the Invitation

I accept your invitation of admission________     I decline your invitation of admission________ 

Signature:  





Date:  

Note:  This letter should be retained in the candidate’ file for audit purposes.  
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