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Site Visit Protocol

Local Teacher Recruitment Programs

Project Director / Principal Investigator

I. Background Information

1a.
How long have you been project director (or coordinator) of this program?

1b.
What are your main functions as director?

2.
Do you hold any other position(s) within the institution?  If so, what position(s)?

3. Who is/are responsible for the day-to-day operation of the project?  What does that responsibility entail?

Site Visitor: “Now I’d like to ask you a few questions about the different components of your project.”

II. Advisory Board/Committees

1.
Is there an advisory committee to your program? [If no, skip to Section III.]

2.
If yes, please describe its composition. [Probe: Determine whether there is representation from collaborating agencies]


3.
What is the role and function of your advisory committee? [Site Visitor – Check all that apply.]

a) Oversee policy _____

b) Oversee implementation _____

c) Provide evaluation ______

d) Provide input into operation of project _____

e) Provide assistance in implementation (e.g. recruitment, selection, etc.) _____

f) Other (specify) _________________________________________________

4.
Has your advisory committee met yet?  If so, may I have a copy of the minutes of that meeting?

5.
Are there any other committees that are a part of your project?  If so, please describe their membership and role vis a vis the project.

Site Visitor – Record progress according to work plan below.

III. Project Staff

1.
Please list your staff by job title and role.

2. Have you filled all positions on the project?  If not, how many more positions do you plan to fill?  [Site Visitor – Get job titles and roles for these positions.]

IV. Description of Project

Site Visitor: “Please tell me about how the project has been progressing so far.”  [Check responses against what you know from proposal.]

A. Recruitment/Selection

1.
What is your target population? [Site Visitor – Check all that apply.]




a) Middle/High School students _____




b) University students currently not pursuing teacher certification _____




c) Community college students _____




d) Paraprofessionals _____




e) Degreed individual in non-teaching occupations _____




f) Non-certified or substitute teachers _____




g) Certified individuals who want to reenter teaching _____




h) Other (specify) __________________________________________

2.
How are participants recruited for the project?  What recruitment activities have you undertaken? [Site Visitor – Check all that apply.]

a) Placement of ads and radio announcements _____

b) Publicizing of project at job fairs _____

c) Placement of posters in high visibility areas _____

d) Referrals from principals, faculty, and others _____

e) Presentation of general information sessions _____

f) Dissemination of program brochures, flyers and 

recruitment packets _____




g) Development of program website _____




h) Partnership with future teacher clubs _____

i) Identification of potential candidates from data provided by school districts, universities, etc. _____

j) Other (specify) __________________________________________

3a.
How many applications have you received so far?  

3b.
In general, what are the characteristics of those who have applied? [Probe: How closely do they match the population targeted? You want to get a feeling for potential recruitment problems.]

4a.
How are participants selected for the project? [Probe: What process do you use to select participants?] [Site Visitor – Check all that apply.] 

a) Committee decision _____

b) Decision of project staff _____

c) Multi-phase process _____

d) Interviews of candidates _____

e) Use of Haberman, SRI Urban Teacher Perceiver or other instrument _____

f) Other (specify) __________________________________________

4b.
What criteria are used to select participants? [Site Visitor – Check all that apply.] 

a) Minimum number of credits required (specify number) _____

b) Degree required (specify degree) _____

c) Satisfactory writing sample _____

d) Letters of recommendation _____

e) Minimum GPA (specify) _____

f) Minimum years of experience in education (specify) _____

g) Commitment to teaching _____

h) Background/security check _____

i) Successful completion of Praxis I _____

j) Acceptance into a teacher education program _____

k) Other (specify) __________________________________________

5a.
How many participants have you selected so far?

5b.
What are the characteristics of those who have been accepted?

 


a) African American _____%

    Hispanic _____%

    Asian American _____%

    American Indian _____%

    White _____%

    Other _____%

b) Average Age _____

c) Female _____% Male _____%

d) Status upon entering program [Site Visitor – Check all that apply.]





1) Middle/High School students _____





2) University students currently not pursuing teacher certification _____





3) Community college students _____





4) Paraprofessionals _____





5) Degreed individual in non-teaching occupations _____





6) Non-certified or substitute teachers _____





7) Certified individuals who want to reenter teaching _____





8) Other (specify) ____________________________________

e) Other (specify) __________________________________________

Site Visitor – Record progress according to work plan below.

B. Academic Program

1a.
Have special courses, workshops or seminars been developed for the participants in your program?  (If so, may I have written descriptions of these?)

1b.
Have any existing courses been revised for the participants in your program?  If so, which?  How have they been revised?


2. Has any faculty training been planned as part of your project?  If so, please describe.  May I have a written description of the training procedures?

3.
What efforts, if any, have been made to coordinate the teacher education curriculum with the arts and sciences curriculum?  Please describe.

4.
What efforts, if any, have been made to incorporate more clinical training into the curriculum?  Please describe.

5.   
What efforts, if any have been made to establish internships in partner schools?  Please describe.

Site Visitor – Record progress according to work plan below

C. Support Services

Site Visitor: “The following are support services typically provided by Teacher Recruitment projects.  Which of these have been developed and put into place at your institution to provide academic and/or social support for participants?”

1. Orientation to the project _____

2. Academic advisement _____

3. Monitoring _____

4. Academic support workshops/seminars _____

5. Academic tutoring _____

6. Test preparation workshops _____

7. Supervised field experiences _____

8. Mentoring _____

9. Family support (e.g., social activities, child care) _____

10. Tuition/Scholarship/Expenses _____

11. Placement Assistance _____

12. Induction Services _____

13. Other (please specify)____________________________________

Site Visitor – Check all that apply and then ask questions only about those services that are provided by the project.

1.
Orientation

1a.
Is orientation provided by the project or the institution? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) _____ ____________________________________

1b.
Of what does the orientation consist? [Site Visitor – Check all that apply.]

a) Overview of project and expectations _____

b) Description of institution and teacher education program _____

c) Description of school district _____

d) Other (specify) _________________________________________

1c.
How often is it provided?

a) Once a year _____


b) Once a semester or quarter _____


c) Other (specify) _________________________________________

1d.    
To whom is this service provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

2.
Academic advisement
2a.
Is academic advisement provided by the project or the institution? [Site Visitor – Check all that apply.]

a) Project _____

b) Institution _____


c) District _____


d) Other (specify) _________________________________________

2b.
How often is it provided?

a) Once a year _____


b) Once a semester or quarter _____


c) Other (specify) _________________________________________

2c.
Who does the advising? [Site Visitor – Check all that apply.]

a) Faculty in teacher education program _____

b) Faculty in arts & sciences _____

c) Staff of the IHE _____

d) Project staff _____

e) Other (specify) _________________________________________

2d.
To whom is this service provided?

a) All participants _____


b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below. 

3.  
Monitoring of participant progress

3a.  
Please describe the process used to monitor progress of your participants.

3b.  
Who is responsible for monitoring progress? [Site Visitor – Check all that apply.]

a) The project director _____

b) Project staff _____

c) Faculty _____

d) Other (specify) _________________________________________

3c.
Which participants are monitored?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

4.
Academic support groups/workshops/seminars

4a.
What academic support groups/workshops/seminars are provided for participants? [Site Visitor – Check all that apply.]

a) Test-taking skills _____

b) Study skills _____

c) Time management _____

d) Writing skills _____

e) Peer study groups _____

f) Cohort grouping _____

g) Other (specify) __________________________________________ 

4b.
Are these provided by the project or the institution? [Site Visitor – Check all that apply.]

a) Project _____

b) Institution _____


c) District _____


d) Other (specify) __________________________________________ 


4c.
To whom is this service provided?  

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

5.
Academic tutoring

5a.
Is academic tutoring provided by the project or the institution? [Site Visitor – Check all that apply.]

a) Project _____

b) Institution _____

c) District _____


d) Other (specify) __________________________________________ 

5b.
How often is academic tutoring provided?

a) Once a week _____

b) As needed _____

c) Other (specify) __________________________________________

5c.
What does it consist of?

5d.
To whom is this service provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

6.
Preparation for Certification Exams
6a.
Is preparation for certification exams provided by the project, institution or district? [Site Visitor – Check all that apply.]

a) Project _____

b) Institution _____


c) District _____


d) Other (specify) __________________________________________

6b.
What does it consist of? [Site Visitor – Check all that apply.]

a) Workshops _____

b) Classes _____

c) Computerized practice sessions _____

d) Other (specify) __________________________________________

6c.
To whom is this service provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

7.
Field supervision

7a.
Is field supervision provided by the project, the institution, or the district? [Site Visitor – Check all that apply.]

a) Project _____

b) Institution _____


c) District _____


d) Other (specify) __________________________________________ 

7b.
What does it consist of?

7c.
Who does the supervision? [Site Visitor – Check all that apply.]

a) Teacher education faculty _____

b) Faculty in arts & sciences _____

c) District personnel _____

d) Project staff _____

e) School staff _____

f) Other (specify) __________________________________________ 

7d.
How often is it provided?

a) More than once a week (specify) _____ 

b) Once a week _____

c) Every two weeks _____

d) Once a month _____

e) Other (specify) __________________________________________

7e.
To whom is it provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

8.
Mentoring (does not include mentoring during induction period)

8a.
Is mentoring provided by the project or another entity? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) ___________________________________________ 
 

8b.
What does it consist of?

8c.
Who does the mentoring? [Site Visitor – Check all that apply.]

a) Teacher education faculty _____

b) Faculty in the arts & sciences _____

c) Project staff _____

d) Teachers _____

e) Other (specify) ___________________________________________

8d.
To whom is it provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

9.
Family support 
9a.
Is this service provided by the project or another entity? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) __________________________________________


9b.
What does it consist of? [Site Visitor – Check all that apply.]

a) Child care _____

b) Involving family members in project activities _____

c) Social events involving family members _____

d) Other (specify) _________________________________________

9c.
To whom is it provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

10.
Tuition/Scholarship

10a.  
Does your project provide tuition scholarships to participants?  If so, please describe.




a) Full scholarship (tuition, room and board) _____




b) Partial scholarship (specify) _____

10b.
What kind of information do you provide to student recipients who receive these scholarships? [Site Visitor – Check all that apply. If a written description is available, ask for a copy.]

a) A written description of the terms and requirements _____

b) A verbal explanation of the terms and requirements _____

c) Other (specify) __________________________________________ 

10c.
Who, among the participants of the project, are eligible for this tuition?

a) All participants _____

b) Some participants (specify) _____ 

10d.
Does your project cover additional student expenses? If so, which expenses? [Site Visitor – Check all that apply.]




a) Travel/transportation _____




b) Books _____




c) Emergencies _____




d) Other (specify) ___________________________________________

10e.
Who, among the participants of the project, are eligible for this additional expense coverage?

a) All participants _____

b) Some participants (specify) _____

Site Visitor – Record progress according to work plan below.

11.
Placement Assistance

11a.
Is placement assistance provided by the project or another entity? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) _________________________________________ 




11b.
Who is eligible for this placement assistance?




a) All participants _____




b) Some participants (specify) _____

Site Visitor – Record progress according to work plan below.

12.
Induction services

12a.  
Are induction services provided by the project or another entity? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) _________________________________________ 


12b.   Of what do they consist? [Site Visitor – Check all that apply.]

a) Mentor teachers _____

b) Professional development _____

c) Supervision by principal or others _____

d) After school drop-in sessions/workshops _____

e) Network building _____

f) Other (specify) _________________________________________ 

12c.   For how long a period of time are they provided?

a) Less than three years (specify) _____ 

b) Three years ____

c) More than three years (specify) _____ 

12d.   To whom are these services provided?

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

13.
Other (specify) __________________________________________

13a.
Is this service provided by the project or another entity? [Site Visitor – Check all that apply.]

a) Project _____



b) Institution _____


c) District _____


d) Other (specify) _________________________________________ 

13b.
What does it consist of?

13c.
To whom is it provided? 

a) All participants _____

b) Some participants (specify) _____ 

Site Visitor – Record progress according to work plan below.

V. Collaboration

1.
Who are your main partners in the project?

2.
What are the roles and responsibilities of each of the partners in the collaboration?

3.
How have you structured the project to encourage close collaboration among partners? [Site Visitor – Check all that apply.]


a) Included a representative from each partner on advisory board. _____


b) Designated a project liaison for each partner. _____


c) Involved partners substantively in project activities, such as recruitment,

selection, internships, etc. _____



d) Other (specify) _______________________________________________

Site Visitor – Record progress according to work plan below.

VI. Program Funding/Resources
1.
Is your project totally supported by the Teacher Recruitment grant or are there other sources of funding?   If no, what are the other sources of funding? [Site Visitor – Check all that apply.]

a) Other federal funding _____ 

b) State funding _____

c) District funding _____

d) University funding _____

e) Foundation funding _____

f) Other (specify) _________________________________________________ 

2.
What resources have been contributed by your institution to support the project? [Site Visitor – Check all that apply.]

a) University space _____

b) Support staff salaries _____

c) Materials and equipment _____

d) Computer time _____

e) Telephone and utilities _____

f) Administrative support _____

g) Furniture _____

h) Other (specify) _________________________________________________

3.
What resources from collaborating partners have been used to support your program? [Site Visitor – Check all that apply.]

a) Space _____

b) Support staff salaries _____

c) Materials and equipment _____

d) Computer time _____

e) Telephone and utilities _____

f) Administrative support _____

g) Furniture _____

h) Other (specify) _________________________________________________

4. 
What resources from other agencies have been used to support your program? [Site Visitor – Check all that apply.]

a) Space _____

b) Support staff salaries _____

c) Materials and equipment _____

d) Computer time _____

e) Telephone and utilities _____

f) Administrative support _____

g) Furniture _____

h) Other (specify) _________________________________________________

5.  
Has your project purchased equipment with Teacher Recruitment Grant funds?   What equipment has been purchased?

Site Visitor – Record progress according to work plan below.

VII.
Evaluation/Outcomes Data
1.  
Is an evaluation plan in place?  If so, what kind of evaluation will be conducted? [Site Visitor – Check all that apply.]

a) Formative evaluation _____

b) Summative evaluation _____

c) Process evaluation _____

d) Other (specify) ______________________________________________


2.  
Has data collection begun?  If not, when do you expect it to begin?

3.  
What data are being collected as part of the project’s formative evaluation? [Site Visitor – Check all that apply.]

a) Participants’ views of services provided _____

b) Staff assessments of participant progress _____

c) Participant use of services/activities _____

d) Other (specify) _______________________________________________

4.  
What outcomes data are being collected now as part of the project’s summative evaluation? [Site Visitor – Check all that apply.]

a) Number of participants _____

b) Characteristics of participants _____

c) Participant progress data _____

d) Retention of participants in project _____

e) Participant achievement data _____

f) Completion data on participants _____

g) Certification data on participants _____

h) Placement of participants in underserved districts _____

i) Teaching effectiveness data _____

j) Other (specify) _______________________________________________

5.  
What plans has the project made to report outcomes data to the Title II Program Office?   [Probe: At what intervals will these data be reported? What data will be reported?  In what form?]  

Site Visitor – Record progress according to work plan below.

VIII.
Institutionalization
1.
Are there plans for continuing the activities undertaken by your project?

If so, what are they?

2.
How might the project be funded after the Teacher Recruitment Grant ends?

Site Visitor – Record progress according to work plan below.

IX.
Program Implementation
1.
What are some of the main factors facilitating implementation of your project?

2.
What, in your opinion, have been the biggest challenges you’ve encountered so far in implementing your project?  How have you addressed these?

3.
What are some of the lessons learned in implementing your project?

4.
If you had to identify three areas in which you might need technical assistance, what would these be?

Site Visitor – Record progress according to work plan below.

Name and Title of Respondent: ________________________________________________________


Project Name: ______________________________________________________________________


Institution: _________________________________________________________________________


Date and Time of Interview: ___________________________________________________________


Interviewer: ________________________________________________________________________
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