
ASSISTANT CHAIR’S CHECKLIST 
NAME OF INSTITUTION VISITED:   ​​​​​​​​​​______________________________________________________________                                                                                                                     

NAME OF BOE TEAM  CHAIR:  ________________________________________________________                                                                                                                                          
	
                                                  completed

	
EVENT
	Yes
	No
	
COMMENTS

	Sunday Orientation Session
- Review code of conduct for NCATE board members

- Remind team and observers of confidentiality of BOE work

- Review issues and recommendations from most recent “BOE Update” 


- Planned for systematic collection and recording of data 

Discuss format, content, and writing style of BOE report, make writing assignments

- Scanned preconditions document

- Scanned annual data report

- Recorded individual ratings for each standard from the “Planning Instrument”
	
	
	


	Sunday Dinner Session
- Introductions made

- Overview of site visit presented

- Additional scheduling \ planning

- Explanation of exit conference
	
	
	

	After Dinner Work Session
- Continued discussion of  pre-visit ratings for indicators from “Planning”

- Identify missing/incomplete data to be sought during visit

- Outline plans and strategies for next day

- Review assignments for next day
	
	
	

	Monday Morning
- Interviews president

- Interviews vice president \ academic dean

- Interviews selected academic department heads
	
	
	

	Monday Afternoon
- Interviews director of clinical experiences

- Interviews cooperating teachers and administrators

- Interviews student teachers

- Interviews director of admissions to teacher education

- Interviews advisors and counselors

- Interviews graduates and undergraduate students in professional education

- Interviews selected faculty and administrators
	
	
	 

	Monday Evening
- Held team session

- Reviews day’s activities

- Discussed concerns and outstanding data needs for standards

- Reviewed and revised strategies and plans for Tuesday’s work
	
	
	

	Tuesday Morning
-Visits field based sites

Interviews the following:

- Faculty and administrators

- Cooperating teachers

- Undergraduate and graduate candidates in education

- Student teachers
	
	
	

	Tuesday Afternoon
Interviews the following groups

- Academic policy group

- Graduate council

- Dean and department heads, academic unit

- Governing and\or advisory committees for the unit

- Cooperating teachers and administrators

- Recent graduates who work in the area

- Graduate and undergraduate candidates in education

- Selected faculty and administrators

- Others identified by the team
	
	
	

	Tuesday Evening
- Completed and recorded individual results from “Assessing the Adequacy of Standards” instrument

- Shared and discussed Adequacy of  Standards ratings

- Complete voting process

- Begin writing BOE report for assigned standards
	
	
	

	Wednesday Morning
Complete initial writing of BOE report

- Approved rationale and areas for improvement statements for each standard

- Identify strengths of the unit (if appropriate)

- BOE report sections submitted to Chair

- Chair reads confidentiality statement again

- Chair and assistant chair met with unit head and NCATE coordinator
	
	
	


Other significant events to be reported:
Modifications in the template and rationale for changes:
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