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Credentialing Packet for 
Basic Skills Instructors 

Pursuing a Level 1 Credential

Before You Begin

You will save significant time and energy if you do a little preparation before you begin. 
· Be sure that you have read North Carolina Basic Skills Guidance for Level 1 before you begin completing this credentialing packet.

· Download the electronic version of the Level 1 Credentialing Packet so you can type your information directly into the spaces provided.  You can access the electronic version at http://ncbsonline.net/Credential%20Project/Field%20test%20documents.htm
· Remember that some documentation may be applicable for multiple competencies.  Determine how you will track this before you begin.  
· Set a schedule – specific dates and times – during which you will work on your credentialing portfolio.
· Keep your portfolio in a secure location where it can not be lost, mishandled, etc.
· Several of the Level 1 competencies are verified through your completion of NC Online Orientation Course for New Instructors and your local program orientation.  The remaining competencies require written documentation.
· Each competency that requires documentation is listed in a chart within this packet. The instructor will complete, insert, and “check off’ the documentation criteria.  Upon review of the documentation, the Certified Credentialing Coach will indicate the date the competency was met or recommendations for further clarification.
[image: image2.png]Documentation Criteria for Level 1 Competencies
(Completed by instructor and verified by Certfied Credentialing Coach )

StandardiCompetency
Content: 215
Instructors know where to locate aduft education research.
Documenition Crtena Verficaton by CCC
MetDate Recommendations for
O 1 have inserted belowa listof at least fve sources ofadutt Completionate:

‘education fesearch and a briefsummary of two research artices.

(e9. NCSALL, ERIC, CAELA, LINCS, etc). Two research

Summaries should include:

o Da, ttk, and author ofthe research

o Keyfesearch fndings.

o Reflecton on howthe findings might be trnsferred into
dlassmom practice.

(Insert five research sources and briefsummary of two research artices here.)





· Some documentation will require you to attach copies of documents, reports, etc. Be sure to (1) insert that documentation directly behind the corresponding documentation page and (2) indicate the number of the competency (e.g., 2.1.3) on each page of your attachments.
· Whenever you reference internet-based research or resources, provide the source URL in your documentation.
· A Glossary of Terms is provided within this packet to help you better understand the definition of some of the terms being used.  Please read it carefully.
· Remember that competencies 2.1.1A – 2.1.1G apply to specific program areas (e.g., ABE, GED, AHS, ESL, Family Literacy).  Select the one area in which you spend the majority of your time.  You do not need to provide documentation for the other areas.
· After all of the documentation is completed, number each of the pages consecutively.  This may need to be done manually since attachments will be inserted within the portfolio that may not be in an electronic format.
· Insert the page numbers on the blank Table of Contents provided in this packet.  Make sure that each competency is designated by the corresponding page number in your packet. 

· Make sure that all required signatures and contact information are included.

· Finally, scan the entire portfolio so that it is available in an electronic format and email it to Katie Waters at watersk@nccommunitycolleges.edu.  

· The resulting portfolio may be too large to email.  If so, please save it on a CD and mail it to:

Katie Jefferson Waters, M.Ed. 

Basic Skills Training Specialist

North Carolina Community College System

5016 Mail Service Center

Raleigh, NC  27699-5016 
· Portfolios will be reviewed quarterly in September, December, March, and June.  Following the review, the instructor and Certified Credentialing Coach will be notified regarding completion status.

Glossary of Terms for Level 1
PD Plan:  A professional development plan that clearly states, at a minimum, the following:  (1) specific competencies selected for professional growth during a given year, (2) statements of what you want to learn and how you want to learn it (e.g., workshop, self-directed research, etc.), and (3) specific or anticipated dates (month/year) of when you plan on completing the professional development activity.

Research: A methodical study in order to prove a hypothesis or answer a specific question that follows a standard protocol for determining analyzable results and relevant findings.  While a limited amount of adult education research meets the high standards of true scientific, experimental design research, NCSALL has conducted a variety of valuable research studies that provide important implications for adult educators.  When documentation criteria include reference to research, you may want to visit NCSALL’s website (http://www.ncsall.net/index.php?id=16) to get an idea of various types of research in adult education

Self-directed Research:  A professional development option that involves independent research conducted by the credentialing candidate to learn new knowledge and skills from sources such as online resources, literature review, research journals, professional publications, experienced colleagues, etc.  To include self-directed research as a professional development option for your documentation, you must state the names and sources of information you explored and the dates and approximate time you spent conducting the research, in addition to the criteria stated for your written reflection of the self-directed research.  If referencing internet-based resources, provide the source URL.
Shadowing:  A professional development option that involves observing an experienced, competent colleague while he/she is actively teaching or conducting education-related activities.  To include shadowing as a professional development option for your documentation, you must state the name of the person you shadowed, his/her level of experience, and the dates and approximate times you spent shadowing, in addition to the criteria stated for your written reflection of the shadowing experience.

Study Circle:  A professional development option that involves a small group of people who meet multiple times to discuss a specific issue.  For example, NCSALL provides a variety of study circle guides on its website (http://www.ncsall.net/?id=769) to help guide facilitated discussions around various adult education issues. To include study circles as a professional development option for your documentation, you must include the name of the issue that was explored, the number of participants, and the dates and amount of time you spent participating in the study circle, in addition to the criteria stated for your written reflection of the study circle experience.
Level 1 Credentialing Portfolio

Table of Contents

After you complete your portfolio documentation, insert page numbers on each page and indicate the corresponding page numbers on this table of contents.  A completed and accurate table of contents must be included with your portfolio.
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North Carolina Basic Skills

Credentialing Signature Page
Level 1

	To be completed by instructor
	To be completed by Certified Credentialing Coach

	Program:


	

	Name of Instructor:
	Name of Certified Credentialing Coach (CCC):



	Instructor Address:
	CCC Address:



	Instructor Daytime Phone:
	CCC Daytime Phone:



	Instructor Email:
	CCC Email:



	Current Teaching Assignment:  (Circle the one in which you spend the most time.)
ABE    GED    AHS    ESL    Family Literacy    Comp. Ed

Other (specify)
	


I certify that I have submitted all of the required documentation for completion of the North Carolina Basic Skills Level 1 Credential to the Certified Credentialing Coach in accordance with the guidelines and procedures of the credentialing system.

________________________________

_______________________

Instructor’s Signature





Date

To be completed by Certified Credentialing Coach and forwarded to the Program Director

I certify that the attached verification has been completed in accordance with the requirements of the Level 1 credentialing system and that all documentation has been thoroughly reviewed and is maintained in a secure location at the program site.

____________________________________
________________________

Basic Skills Certified Credentialing Coach


Date

____________________________________
_________________________

Basic Skills Program Director




Date

	Part I:  
Certification of NC Online Orientation Course for New Instructors and Local Program Orientation

	Standards and competencies documented by completion of NC Online Orientation Course for New Instructors and local program orientation
	Adult Learning:  1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.5, 1.1.6

Content:  2.1.6

Assessment:  3.1.1, 3.1.2, 3.1.3, 3.1.4, 3.1.5

Instruction:  4.1.1, 4.1.3, 4.1.4

Professional Development and Growth: 6.1.1

Program Goals and Responsibilities:  7.1.1


	Certification by Basic Skills Certified Credentialing Coach

	I certify that ___________________________ has completed the NC Online Orientation Course for New Instructors and a copy of the certificate of completion is included in this packet.







​​​​​​​​​​​​​​​​​​​​​​​​_____________________________


Signature:  Certified Credentialing Coach


Date

I certify that ___________________________ has completed all of the Investigative Assignments within the NC Online Orientation Course for New Instructors.  Copies of these assignments are on file.  They do not need to be included within this packet.








​​​​​​​​​​​​​​​​​​​​​​​​_____________________________


Signature:  Certified Credentialing Coach


Date

I certify that ____________________________ has completed a local orientation process that included the components listed on the Local Program Follow-Up Checklist included in this packet.







______________________________

Signature:  Certified Credentialing Coach


Date




New Instructor Orientation:  Local Program Follow-Up Checklist
	Component
	Topic to be addressed
	Completed

(

	Introduction to the Adult Learner
	1.  
Demographics of the local class population have been shared with the instructor.
	

	Basic Skills in NC
	2. The program’s mission and philosophy have been shared with the instructor.
	

	1. 
	3.
The organizational structure of the local program has been explained.
	

	2. 
	4.
How program areas are organized (ABE, ESL, etc.) and how classes are structured (e.g., multi-level) have been explained.
	

	3. 
	5.
The instructor has been given a job description with an explanation of his/her responsibilities.
	

	Recruitment, Intake, and Orientation
	6. The program’s procedures for recruitment, orientation, and intake of new students have been explained.
	

	1. 
	7.
The instructor has been trained in administering required assessments.
	

	2. 
	8.
The instructor has been given a list of required forms to be maintained in student and/or teacher folder
	

	Planning and Delivering Instruction
	9.
The instructor has been given a list (or made aware of) community support services available for students.
	

	
	10.
The instructor has visited the class site to review available equipment and instructional materials.
	

	Collecting, Documenting, and Reporting Student Achievements
	11. The instructor has received training on using LEIS/data management system.
	

	1. 
	12.
The impact of student data on program accountability has been emphasized to the instructor.
	

	Understanding Policies and Procedures
	13. Program-specific forms such as contracts, time sheets, class schedule/calendar, minor permission form, course registration form, drivers’ license attendance form, etc. have been explained.


	

	1. 
	14. Program requirements for record-keeping and retention of student records have been explained.
	

	15. 
	16. Program-specific procedures such as student confidentiality, procedures for accident/emergency, inclement weather, discipline/grievance, student sign in/sign out, and computer usage have been explained.
	

	17. 
	18. Program accountability for specific tests used in individual programs have been explained.
	

	19. 
	20. Local GED testing procedures have been explained.


	

	21. 
	22. The instructor has received the local instructors’ manual, if available.


	

	23. 
	24. The local audit policy has been explained.


	

	25. 
	26. Program-specific procedures for working with special needs students have been explained.
	

	Professional Development
	27. Procedures, requirements, and documentation for participation in professional development have been explained.
	

	28. 
	29. A list/calendar of locally-available PD activities has been given to the instructor.


	

	30. 
	31. Information has been given on where videotapes and other staff development items are located, accessed, and used.
	

	32. 
	33. The instructor has been given the New Instructor Self Assessment checklist (after the 8th week of instruction).
	

	34. 
	35. The instructor has been given the opportunity to evaluate the orientation process.
	


	Documentation Criteria and Verification of Remaining Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Adult Learning: 1.1.6

Instructors can describe various learning styles and strategies for identifying students’ needs, strengths, and goals.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of two tools used for identifying students’ learning styles, needs, strengths, and/or goals.  Description should include (1) a brief explanation of various learning styles and (2) an explanation of two tools, such as self-assessments, learning style inventories, or goal setting activities/forms, with a description of:

· Intended use/purpose and
· Process for administration.

	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content:  2.1.1

Instructors have professional preparation and/or training in relevant content areas (e.g., reading, math, etc.) relative to their teaching assignment (e.g., ABE, GED/AHS, ESL, Comp Ed., Family Literacy).

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached documentation of professional development in my content area.  Documentation should include certificate of completion or other verification that I completed a minimum of 12 hours of professional development and/or college coursework related to content areas being taught (e.g., reading, math, etc.)  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.
 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




Note:  Competencies 2.1.1A – 2.1.1G are specific to your teaching assignment. Select the one area in which you spend the majority of your time.  You do not need to provide documentation for the other areas.
	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  ABE Instructors Only

	Content 2.1.1A  

Instructors can describe the core components of reading, math, and writing.


	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of the core components of reading, math, and writing.  Description should include a brief explanation of at least three of the core components listed below for each of the content areas:

· Reading: phonemic awareness, phonics, vocabulary, fluency, comprehension

· Math: numbers and operations, measurement, problem solving, reasoning and proof, algebra, geometry, data analysis and probability, communication, representation, connections

· Writing:  context for meaningful writing, basic mechanics and conventions of writing, conveying meaning, planning and revising

	Met/Date
	Recommendations for Completion/Date

	Reading:
Math:

Writing:




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  GED Instructors Only

	Content:  2.1.1B 

Instructors can describe the five sections of the GED Tests and local/state GED testing and scoring procedures.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a written summary of the five sections of the GED Tests and state/local GED testing and scoring procedures.  Summary should include:

· Brief description of the five GED sub-tests

· Number of questions on each test and allotted time for completion

· NC GED scoring requirements


	Met/Date
	Recommendations for Completion/Date

	(Insert GED summary here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  GED Instructors Only

	Content:  2.1.1C

Instructors possess content knowledge in GED-level math, reading, writing, science, and social studies applicable to their teaching assignment.

	Documentation Criteria
	Verification by CCC

	· I have inserted below evidence of my completion of a proctored, timed Official GED Practice Test with a minimum score of 500 on each sub-test applicable to my teaching assignment.  
Instructor must take the Official GED Practice Test (short or long version) in a proctored, timed setting and score a minimum of 500 on each sub-test applicable to the teaching assignment. Documentation must include test scores, date and time of administration, and name of test administrator.
	Met/Date
	Recommendations for Completion/Date

	Official GED Practice Test Results

Date and time you took the tests:

Name of test administrator:

Test scores for each sub-test applicable to your teaching assignment:


Language Arts, Reading


Language Arts, Writing


Mathematics


Science


Social Studies



	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  GED Instructors Only

	Content:  2.1.1D

Instructors can describe the holistic scoring process used to score the GED essay.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a written description of scoring procedures for the GED essay.  Written description must include:

· A general explanation of the holistic scoring process and

· Reference to the descriptors of the four scoring levels: (1) inadequate, (2) marginal, (3) adequate, (4) effective.
	Met/Date
	Recommendations for Completion/Date

	(Insert description of GED essay scoring procedures here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  AHS Instructors Only

	Content:  2.1.1E

Instructors possess knowledge of secondary level course content applicable to their teaching assignment.

	Documentation Criteria
	Verification by CCC

	· I have inserted below evidence of my successful mastery level completion of proctored course exams for each AHS content area applicable to my teaching assignment.

Instructor must take the course exam for each AHS content area applicable to his/her teaching assignment in a proctored setting.  Documentation must include test scores, date and time of administration, and name of test administrator.
	Met/Date
	Recommendations for Completion/Date

	Date and time you took the tests:

Name of test administrator:

Test score/s for course exams applicable to your teaching assignment:


	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  ESL Instructors Only

	Content:  2.1.1F

Instructors can describe the processes by which students acquire a new language in and out of classroom settings.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development that includes processes by which students acquire a new language in and out of the classroom settings.  Documentation for 2.1.1. may qualify for this competency if it addressed the process of language acquisition.

Documentation should include certificate of completion or other verification that instructor completed professional development related to processes by which students acquire a new language in and out of the classroom settings.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  Family Literacy Instructors Only

	Content:  2.1.1.G

Instructors can describe the components and philosophy of Family Literacy.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development that includes the components of Family Literacy.  Documentation for 2.1.1. may qualify for this competency if it addressed the components of Family Literacy.
Documentation should include certificate of completion or other verification that instructor completed professional development related to the components of Family Literacy:  

· Children’s literacy

· Adult education

· Parent/Child Interaction Time

· Parenting Skills 

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content: 2.1.2

Instructors have access to and know where to find adult-appropriate instructional materials relevant to content area(s).

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have attached written documentation of professional development related to selection of curricula and course materials.

Documentation should include certificate of completion or other verification that instructor completed professional development related to selection of curricula and course materials.

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


I have also inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a bibliography of at least ten student materials/texts relevant to content areas that includes:

· Content area(s) being addressed

· Title and publisher of materials

· Brief description of what the materials cover including intended audience (e.g., appropriate functioning levels).
	
	

	(Insert professional development reflection here.)

(continued on next page)


	(Insert bibliography here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content:  2.1.3

Instructors can identify strategies for linking content area with students’ prior knowledge and future learning needs using

multiple assessment approaches (e.g., standardized tests, inventories, interviews).

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development related to linking content area with students’ prior knowledge and future learning needs using multiple assessment approaches.

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.
 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content:  2.1.4

Instructors can link content area skills and skills needed for further education and employment.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development that includes strategies for linking content area skills with those needed for further education and employment.

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content:  2.1.5


Instructors know where to locate adult education research.



	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of at least five sources of adult education research and a brief summary of two research articles (e.g., NCSALL, ERIC, CAELA, LINCS, etc.).  Two research summaries should include:

· Date, title, and author of the research 

· Key research findings 

· Reflection on how the findings might be transferred into classroom practice.
	Met/Date
	Recommendations for Completion/Date

	(Insert five research sources and brief summary of two research articles here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Assessment:  3.1.3

Instructors can define standardized and ethical procedures for administering formal assessment instruments in compliance with the state and local pre- and post-test policy.

	Documentation Criteria
	Verification by CCC

	Complete ALL of the following:

( 
I have completed NC Online Orientation Course for New Instructors and the Local Program Follow-Up Checklist and this packet includes my certificate of completion and follow-up checklist.
	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a documented observation of standardized pre-post test administration in accordance with assessment policies.  

Instructor must observe the full administration of one of NC’s approved standardized tests for pre- and post-testing.  Test must be administered in accordance with test publisher guidelines and state assessment policies.  Documentation must include:

· Date of observation

· Name of test administrator


During your observation, take notes on the following:

· Were the testing materials kept in a secure, locked location?

· How did the test administrator introduce and explain the purpose of the test to the student?

· What did the test administrator do to make the students feel more comfortable about the test?

· Was the test administered in a quiet, proctored setting?

· Were the test directions carefully explained in accordance with the testing protocol?

· If the test was a timed test, was the time allotment monitored carefully?

· How was the test scored, and what was done with the test scores after they were calculated?


	
	

	( 
I have inserted below a summary of my observation notes.
	
	

	Documentation for observation of standardized pre or post test administration
Name of test:  

Date of observation:

Name of test administrator:

	(Insert summary of observation notes here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction: 4.1.2
Instructors can differentiate between students’ short term and long term goals.

	Documentation Criteria
	Verification by CCC

	· I have inserted below three samples of student short term and long term goals.
Documentation must include:

· Three samples of short term student goals that could be accomplished within a three month period

· Three samples of longer term goals that may take more than a year to reach

· Reflection on the relationship and importance of helping students set short term goals so they can see progress in striving for longer term goals
	Met/Date
	Recommendations for Completion/Date

	(Insert samples and short and long term goals and reflection here.)

Examples of short term student goals:
1.

2.

3.

Examples of longer term student goals:

1.

2.

3.

Reflection on the relationship and importance of helping students set short term goals so they can see progress in striving for longer term goals:




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.1.5

Instructors can identify strategies for promoting a community of learners within the classroom.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief explanation of strategies for building a sense of community within the Basic Skills classroom, including reference to a minimum of two research studies related to the importance of group interaction.
Documentation must include:

· A minimum of two strategies for building a sense of community within the classroom, such as student-led projects, buddy system, class field trips, etc.

· Title, author, source URL, and key findings of two research studies related to group interaction
· Some examples are the Adult Development Study by Robert Kegan, Classroom Dynamics by Hal Beder, or Learner Persistence by John Comings.
	Met/Date
	Recommendations for Completion/Date

	(Insert brief explanation here.)




	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.1.6

Instructors can describe strategies for stimulating higher order thinking skills within the classroom.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development that includes strategies for stimulating higher order thinking skills within the classroom.
Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.1.7

Instructors understand the use of distance learning as an instructional or professional development delivery method.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of at least three distance learning delivery options including at least two related to instructional delivery.  Samples might include mail-in home study packets, web-based instructional software, posting study worksheets to program’s website, phone tutoring every two weeks, etc.

Documentation must also include a brief description of how distance learning might impact classroom instruction.

	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Technology:  5.1.1

Instructors can demonstrate an understanding of and capacity to use technology for teaching and communication.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have attached written documentation of technology-related professional development.
Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a documented observation of my use of productivity software including word processing, powerpoint, and spreadsheet programs.
	
	

	Observation of Use of Productivity Software
I have observed the instructor using word processing, powerpoint, and spreadsheet programs and certify that he/she is able to use these tools.
Signature of Supervisor/Mentor




Date




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Technology:  5.1.2

Instructors can demonstrate an understanding of the ethical and legal use of technology.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have attached a copy of my program’s technology use policy. 


Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
 
	Met/Date
	Recommendations for Completion/Date

	( 
I have attached a copy of a signed computer/internet use agreement for institution.

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

	
	


	Documentation Criteria for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Technology:  5.1.3

Instructors can describe multiple options for using technology, including assistive technology, within the classroom to promote student learning (e.g., computer software, internet research, powerpoint presentations).

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached written documentation of professional development that includes multiple options for integrating technology, including assistive technology, in the classroom.
Examples of assistive technology might include everything from magnifiers, colored overlays, and large print books to audio books, talking calculators, and speech recognition software.
Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Also indicate below the type of professional development in which you participated.  See Glossary of Terms for clarification on shadowing, study circles, and self-directed research.

 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 College Coursework   
 FORMCHECKBOX 
 Shadowing  

 FORMCHECKBOX 
 Study Circle   
 FORMCHECKBOX 
 Self-directed Research  
 FORMCHECKBOX 
 Online Course   

 FORMCHECKBOX 
  DVD/CD      
  FORMCHECKBOX 
 Other (specify): 


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a written reflection of my professional development experience. Be sure to include reflection on the use of assistive technology.  Written reflection should include (1) title of PD activity, (2) summary of key concepts and practices learned, and (3) reflection on how I could use those concepts in the classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Professional Development and Growth:  6.1.2

Instructors complete a self-evaluation plan and develop professional development goals as they relate to personal practice.

	Documentation Criteria
	Verification by CCC

	( 
I have attached a completed professional development plan. Documentation must include:

· At least two competencies/practices selected for professional growth

· List of what the instructor wanted to learn and how she/he wanted to learn it related to those competencies

· Timeline for the PD activities with specific or anticipated dates of completion.
Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Program Goals and Responsibilities:  7.1.2

Instructors can define the program’s mission, goals and priorities.

	Documentation Criteria
	Verification by CCC

	( 
I have attached a copy of my program’s mission statement, goals, and priorities for the current or upcoming year.

Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 1 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Program Goals and Responsibilities:  7.1.3

Instructors understand the process for making student referrals to internal (college/program) and/or external resources.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have inserted below a list of college/program personnel or offices that can assist students with various needs such as counseling, health services, transportation, etc

	Met/Date
	Recommendations for Completion/Date

	( 
I have attached a copy of a community directory of available support services to assist with student needs.


Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
	
	

	(Insert list of college/program personnel or offices here.)




Most of the documentation will be typed directly into this Credentialing Packet.  Your responses should be (1) thorough and concise, (2) grammatically correct, (3) reflective of the stated criteria and (4) confined to the space provided on each page.  Use no smaller than a 10 point font.
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