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Credentialing Packet for 
Basic Skills Instructors 

Pursuing a Level 4 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 4 before you begin completing this credentialing packet.

· Download the electronic version of the Level 4 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.
· 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.

	Documentation Criteria and Verification for Level 3 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	1.4.2
Instructors design activities to assist students in becoming self-directed, independent learners going beyond their perception of their own limitations.



	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of at least two (2) activities I implemented to help students become self-directed, independent learners, such as integrating internet research activities on issues of student interest, having students track learning that is taking place outside of the classroom setting, having  students track completion of their lesson assignments, or conducting project-based instruction that is planned and led by students.
	Met/Date
	Recommendations for Completion/Date

	(Insert description of two activities 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., 2.4.3) 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 2.4.7 – 2.4.14 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 4

Mentoring: Mentoring involves a trusting and supportive relationship between the credentialing candidate and an instructor with less experience.  Support is provided through such outlets as individual planning/training sessions, classroom observations (by mentor and mentee), referrals to appropriate resources or individuals with expertise, telephone and email correspondence, etc. For credentialing documentation, mentoring activities must be logged and dated. 
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 4 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 Packet

Level 4

	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 4 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 4 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
	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	1.4.1
Instructors utilize the results of student questionnaires and other relevant data to measure student satisfaction with the classroom setting, classroom management procedures, and instructional strategies being used.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have attached a copy of a student questionnaire and the results that I used to measure, at a minimum, (1) student satisfaction with the classroom setting, (2) classroom management procedures, and (3) instructional strategies being used.  The results should reflect completion by a minimum of ten students.  Insert questionnaire and results immediately after this page.  Include the competency number each page of  the attachment.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a brief description of how I used the results of the student questionnaires and other relevant data, such as student performance and attendance reports, to make necessary adjustments in one or more of the following:  (1) the classroom setting, (2) classroom management procedures, and/or (3) instructional strategies being used.
	
	

	(Insert reflective practice description here.)




	Documentation Criteria for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	1.4.2
Instructors design activities to assist students in becoming self-directed, independent learners going beyond their perception of their own limitations.



	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of at least two (2) activities I implemented to help students become self-directed, independent learners, such as integrating internet research activities on issues of student interest, having students track learning that is taking place outside of the classroom setting, having  students track completion of their lesson assignments, or conducting project-based instruction that is planned and led by students.


	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	1.4.3
Instructors assess attendance and performance patterns to determine necessary adjustments in instructional planning and delivery.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have inserted below an analysis of class attendance and performance data for a minimum of a 16 week cycle including the identification of any particular patterns relative to student demographics (e.g., gender, race, age, employment status), level of prior formal education, functioning level upon entry, and other related factors.


	Met/Date
	Recommendations for Completion/Date

	(
I have inserted below a brief description on how I used the analysis results to make adjustments in instructional planning and delivery that resulted in improved student performance and attendance.


	
	

	(Insert analysis of class attendance and performance data here.)



	(Insert description on how you used the analysis results here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	1.4.4
Instructors serve as mentors or provide training on accommodating learning styles and special needs in the classroom.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following.

( 
I have inserted below a description of mentoring activities that I conducted with other instructors to help them accommodate learning styles and special needs in the classroom.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished.  OR


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with other instructors to help them accommodate learning styles and special needs in the classroom.  The description includes the training dates, locations, resources used, and the objectives I accomplished.
	
	

	(Insert description of mentoring activities or workshops/training you conducted here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.1 
Instructors mentor colleagues or conduct workshops on incorporating research and best practices relevant to content areas into classroom practice.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following.

( 
I have inserted below a description of mentoring activities that I conducted with other instructors to help them incorporate research and best practices specific to one or more content areas (e.g., math, reading, ESL, GED).   The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. OR
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with other instructors to help them incorporate research and best practices specific to one or more content areas (e.g., math, reading, ESL).  The description includes the training dates, locations, resources used, and the objectives I accomplished.
	
	

	(Insert description of mentoring activities or workshops/training you conducted here.)




	Documentation Criteria for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.2 
Instructors develop course materials and share them with the Basic Skills learning community through NC Online.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of two (2) course materials I developed and submitted for inclusion in NC Online’s virtual library.  List includes content area(s) addressed, brief description, and date submitted to NC Online.


	Met/Date
	Recommendations for Completion/Date

	(Insert list of two course materials submitted to NCOnline here.)




	Documentation Criteria for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.3
Instructors regularly assess and modify content materials and curricula to align with student needs and to improve student performance.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of the process and frequency with which I review instructional materials and curriculum to determine (1) their appropriateness, usefulness, and alignment with changing student needs and (2) the degree to which they are supporting student performance.
	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.4
Instructors design a written plan for transitioning students to postsecondary education, job training, or employment.

	Documentation Criteria
	Verification by CCC

	( 
I have attached a sample student transition plan that I use with students who are interested in enrolling in postsecondary education/job training or obtaining employment.  The plan includes instructional objectives, benchmark dates for completion, curricula related to transition goal, support services (if needed) to help the student meet the transition goal, and the follow-up process I use to determine a successful transition. Attach student transition plan immediately after this page. Include the competency number each page of the attachment.

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.5
Instructors assess and select appropriate strategies for helping students transition into higher educational functioning levels.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of how I determine the most appropriate strategies for transitioning students to higher functioning levels.  I have included a description of the strategies (e.g., contextualized instruction, progress checks to identify areas needing reinforcement, grouping strategies, etc.) that I found to be most effective and the success rate I have achieved using those strategies.


	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	2.4.6
Instructors use the analysis of student outcomes to revise instruction.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

(
I have attached a chart or similar instrument that illustrates how I track each student’s entry functioning level and progress on post-tests to determine completion of EFL’s. Insert chart immediately after this page.  Include the competency number each page of the attachment.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a brief description of how I analyze the chart to determine necessary changes in my instructional delivery.
	
	

	(Insert analysis of the chart here.)




Remember that competencies 2.4.7 – 2.4.14 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.

	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  ABE Instructors Only

	2.4.7
Instructors assess and select appropriate strategies for helping ESL students transition into ABE study.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of the strategies I use (or would use) to help ESL students transition into ABE studies.  Strategies include both instructional and ‘getting acquainted’ activities.  If you have not had ESL students transition into your ABE class, describe the strategies you would use if the situation occurred.
	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  ABE Instructors Only

	2.4.8
Instructors participate in a leadership role in mentoring and training novice and experienced ABE instructors.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with new or experienced ABE instructors.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)

I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with new or experienced ABE instructors. The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)
	
	

	(Insert brief description of mentoring activities with new or experienced ABE instructors and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted with new or experienced ABE instructors here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  GED Instructors Only

	2.4.9 
Instructors assess and select appropriate strategies for helping ESL students transition into GED study.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of the strategies I use (or would use) to help ESL students transition into GED studies.  Strategies include both instructional and ‘getting acquainted’ activities.


	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  GED Instructors Only

	2.4.10 
Instructors participate in a leadership role in mentoring and training novice and experienced GED instructors.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with new or experienced GED instructors.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)

I have also attached a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with new or experienced GED instructors.  The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)
	
	

	(Insert brief description of mentoring activities with new or experienced GED instructors and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted with new or experienced GED instructors here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  AHS Instructors Only

	2.4.11 
Instructors participate in a leadership role in mentoring and training novice and experienced AHS instructors.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with new or experienced AHS instructors.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)

I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with new or experienced AHS instructors.  The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)
	
	

	(Insert brief description of mentoring activities with new or experienced AHS instructors and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted with new or experienced AHS instructors here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  ESL Instructors Only

	2.4.12 
Instructors can assess and address the academic skills that will be necessary for ESL students to transition to ABE, 
GED, AHS and post secondary instruction.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a plan/outline that I use to determine when ESL students are ready to transition to ABE, GED, AHS and/or postsecondary instruction.  The plan includes the skills and/or functioning levels that students need to achieve for effective transition to other educational activities.


	Met/Date
	Recommendations for Completion/Date

	(Insert plan/outline here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  ESL Instructors Only

	2.4.13 
Instructors participate in a leadership role in mentoring and training novice and experienced ESL instructors.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted a description of mentoring activities that I conducted with new or experienced ESL instructors.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)

I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted a list of workshops or training that I conducted with new or experienced ESL instructors.  The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)
	
	

	(Insert brief description of mentoring activities with new or experienced ESL instructors and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted with new or experienced ESL instructors here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency:  Family Literacy Instructors Only

	2.4.14 
Instructors participate in a leadership role in mentoring and training novice and experienced Family Literacy 
instructors.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with new or experienced Family Literacy instructors.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)

I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with new or experienced Family Literacy instructors.  The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished. (Documentation from 1.4.4 or 2.4.1 may be used, if applicable.)
	
	

	(Insert brief description of mentoring activities with new or experienced Family Literacy instructors and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted with new or experienced Family Literacy instructors here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	3.4.1 
Instructors evaluate the effectiveness and most appropriate use of informal assessment strategies and make necessary modifications.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a chart that illustrates (1) at least three effective informal assessment strategies that I have used, (2) the types of skills/knowledge that each measures, and (3) a brief reflection on how each assessment strategy helps me to make instructional modifications.


	Met/Date
	Recommendations for Completion/Date

	(Insert chart here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	3.4.2
Instructors continually evaluate assessment data from a variety of sources to plan, differentiate and modify teaching methods and curricula.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a description or chart that illustrates the assessment cycle I use to plan, differentiate, and modify instruction and curricula.  The cycle shows evidence of progressing from learning goals through needs identification, development of programs of study, instructional modifications, and ongoing assessment.  (You may want to refer to Formative Assessment  http://datause.cse.ucla.edu/fa_1.asp for a good model.)

	Met/Date
	Recommendations for Completion/Date

	(Insert description or chart here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	3.4.3
Instructors engage in a systematic, structured student planning process.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below an explicit description of how I link assessment results to the curriculum and the teaching strategies I use.


	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	3.4.4 
Instructors use assessment data results to develop a formalized instructional improvement plan to meet or exceed state/program performance benchmarks.

	Documentation Criteria
	Verification by CCC

	Complete  ALL of the following:

( 
I have attached a copy of standardized interim or post-test results for one of my classes that illustrates the percentage of students completing educational functioning levels compared to the state’s performance benchmarks for each EFL.  Insert results immediately after this page.  Include the competency number each page of the attachment.

	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a description of the patterns or trends I identified in student performance and completion of educational functioning levels, attendance, and student characteristics based on my analysis of the post-test results.
	
	

	( 
I have inserted below an instructional improvement plan based on my analysis of interim or post-test results that includes strategies and timelines for strengthening student outcomes.
	
	

	(Insert description of patterns or trends in student performance here.)



	(Insert instructional improvement plan based on analysis of interim or post-test results here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	3.4.5
Instructors analyze number of students completing and not completing post-assessments and implement strategies to increase the percentage of valid post-assessments.



	Documentation Criteria
	Verification by CCC

	Complete  ALL of the following:

( 
I have attached a copy of my class roster that illustrates the number of students with completed and did not complete post-testing.  Insert roster immediately after this page.  Include the competency number each page of the attachment.

	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a description of the strategies I plan to use to increase the number of students who complete standardized post-tests.  Description includes the date I began implementing the strategies.


	
	

	( 
I have inserted below a six-month follow-up report from the date I began implementing strategies to increase my post-testing rate that documents the impact of those strategies on increased post-testing.
	
	

	(Insert description of strategies to increase post-testing here.)



	(Insert six-month follow-up report here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.1
Instructors mentor colleagues and/or provide professional development on connecting student goals with instruction.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with instructors to help them connect student goals with instruction.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished. 


I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with instructors to help them connect student goals with instruction.  The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished.
	
	

	(Insert brief description of mentoring activities related to student goal setting and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted related to student goal setting here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.2
Instructors regularly evaluate class goal attainment data to identify contributing and hindering factors to goal completion and make necessary adjustments to instructional delivery.

	Documentation Criteria
	Verification by CCC

	Complete  ALL of the following:

( 
I have attached a chart or report (from the  previous program year) that documents the number of students with designated goals for obtaining employment, retaining employment, entering postsecondary, and earning a GED/high school diploma AND the number and percentage of students who achieved those goals.  Insert the chart immediately after this page.  Include the competency number on each page of the attachement.

	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a description of the major contributing and hindering factors related to successful completion of the goals stated above.


	
	

	( 
I have inserted below a brief description of modifications I have or will make to increase my students’ achievement of the NRS follow-up goals stated above.
	
	

	(Insert description of the major contributing and hindering factors here.)



	(Insert description of modifications to increase student achievement of NRS follow-up goals here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.3 
Instructors design learning units and share those products with their colleagues through NC Online.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of two learning units (minimum of three lesson plans each) that I developed and submitted to NC Online’s virtual library.  My list includes the content area/s addressed, a brief description of each learning unit, and the date submitted to NC Online.


	Met/Date
	Recommendations for Completion/Date

	(Insert list here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.4
Instructors employ techniques to evaluate instructional methods and materials and make necessary adjustments.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of two strategies I use to evaluate my instructional methods and materials and how I use that feedback to make necessary adjustments.  Such strategies might include student questionnaires, observation by a peer or supervisor, analysis of class performance reports, etc.
	Met/Date
	Recommendations for Completion/Date

	(Insert description of two strategies here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.5
Instructors mentor colleagues and/or provide professional development on effective instructional methods within the classroom.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with instructors to help them use effective instructional methods.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished.


I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with instructors to help them use effective instructional methods. The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished.
	
	

	(Insert brief description of mentoring activities related to effective instructional methods and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted related to effective instructional methods here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.6
Instructors mentor colleagues and/or provide professional development on how to stimulate students’ higher order thinking skills.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a description of mentoring activities that I conducted with instructors to help them understand how to stimulate students’ higher order thinking skills.  The description includes the names of instructors with whom I mentored, time span over which the mentoring took place, resources used, and the objectives I accomplished.  


I have also inserted below a reflection on my mentoring activities that includes what I learned about myself and other teachers through the mentoring process.
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a list of workshops or training that I conducted with instructors to help them understand how to stimulate students’ higher order thinking skills. The description includes the training dates, locations, agenda, research sources, and the objectives I accomplished.
	
	

	(Insert brief description of mentoring activities related to higher order thinking skills and reflection on what you learned about yourself here.)



	(Insert list of workshops or training you conducted related to higher order thinking skills setting here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	4.4.7
Instructors develop and deliver technology-based instruction and/or share the results of technology-based professional development with colleagues within their program.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following.
( 
I have attached two lessons plans that I developed in which I used technology to deliver all or some of the instruction, such as powerpoints, spreadsheets, etc.  Insert lesson plans immediately after this page.  Include the competency number on each page of the attachment.

	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a description of how I shared with my colleagues what I learned through technology-based professional development in which I participated.  Technology-based professional development might include online courses, discussion boards, webinars, self-directed online research, etc.  Sharing of the lessons learned could involve mentoring, presentations at staff meetings, workshops, etc.
	
	

	(Insert brief description of how you shared technology-based PD with your colleagues here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	5.4.1
Instructors compile/update a bibliography of recommended technology resources for use within the Basic Skills classroom and share that product with their colleagues through NC Online.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following.
( 
I have inserted below a bibliography of at least five technology resources that I have used or feel are appropriate for my adult learners.  Resources may include software, DVD’s, internet websites, videos, etc.  Bibliography should include the title, brief description, intended audience (ABE, ESL,GED, etc.) and cost, if known.


	Met/Date
	Recommendations for Completion/Date

	( 
I have included the date that the bibliography was submitted to NC Online for inclusion in its Virtual Library.
	
	

	(Insert bibliography here.)



	(Insert date that bibliography was submitted to NC Online.)


	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	5.4.2
Instructors assess the use of technology within their program and make recommendations to their supervisor for technology improvements.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following.
( 
I have inserted below the results of a technology use survey that was conducted with instructors within my program to determine their degree of familiarity with technology and the integration of technology within the classroom.


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below the recommendations I submitted to my supervisor based on the survey results.
	
	

	(Insert technology use survey results here.)



	(Insert recommendations made to supervisor here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	5.4.3 Instructors suggest/update program or state procedures for ethical use of technology in the learning environment.



	Documentation Criteria
	Verification by CCC

	( 
I have inserted below my analysis of current local or state procedures for the ethical use of technology in the learning environment including any gaps or recommendations for improvement in the policy.
	Met/Date
	Recommendations for Completion/Date

	(Insert analysis here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	5.4.4
Instructors develop lesson plans on integrating technology into the classroom and share those lessons with their colleagues through NC Online.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of two lesson plans for integrating technology into the classroom that I have submitted for inclusion in NC Online’s virtual library.  My list includes the content area/s, a brief description of each lesson, and the date submitted to NC Online.
	Met/Date
	Recommendations for Completion/Date

	(Insert list of lesson plans here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	6.4.1 
Instructors develop and deliver professional development through various venues (e.g., workshops, self-study units for other teachers, website development, published articles).

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of at least six professional development activities that I have developed and delivered to other instructors during the past three years.  This might include workshops, mentoring, published articles, etc.  The description includes the titles of the PD activities, the type of PD offered, objectives, and audiences.
	Met/Date
	Recommendations for Completion/Date

	(Insert list here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	6.4.2 
Instructors measure the impact of their professional development on changes in their instructional practice and student performance.


	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of four professional development activities in which I participated that had the greatest impact on changes in my instructional delivery and student performance.  My list includes a brief description of each activity; the accompanying changes in my instructional practice as a result of the activity; and  resulting changes/improvements in student outcomes, behaviors, and/or practices.
	Met/Date
	Recommendations for Completion/Date

	(Insert list here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	6.4.3
Instructors participate in national level activities (e.g., list servs, attendance at national conferences, national webinars).

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of at least two national activities in which I have participated during the past three years, such as national conferences, national listservs, presentations to national audiences, articles published in national publications, etc. The list also includes a reflection of insights gained through these experiences.
	Met/Date
	Recommendations for Completion/Date

	(Insert list and reflection here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	7.4.1
Instructors provide mentoring to help new instructors better understand policies and procedures.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following.
( 
I have attached evaluation results from instructors I have mentored and/or trained.  Insert evaluation results immediately after this page.


	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below my personal reflection on the evaluation results and steps I will take in the future to strengthen my mentoring/training even further.
	
	

	(Insert personal reflection here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	7.4.2 
Instructors advocate literacy at the local or state level and can explain the impact of under-education on employment and society.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following.
( 
I have inserted below a description of my volunteer advocacy activities that increase awareness of the need and impact of the Basic Skills program in North Carolina.  This list might include such activities as communicating with local/state policymakers, inviting policymakers to visit your classes, developing fact sheets to share with policymakers regarding the need and benefits of your program, etc.
	Met/Date
	Recommendations for Completion/Date

	( 
I have attached a copy of a flyer, article, report, or brief description that I developed to illustrate state and/or local data related to the impact of under-education on employment and society in North Carolina.  The document includes the data sources (e.g., US Census, Bureau of Labor, etc.). Insert item immediately after this page.


	
	

	(Insert description of volunteer advocacy activities here.)




	Documentation Criteria and Verification for Level 4 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	7.4.3
Instructors collaborate with appropriate college/program personnel to ensure that a community resource reference tool is available for Basic Skills students to help them navigate through community resources and services.

	Documentation Criteria
	Verification by CCC

	( 
I have attached a copy of a community resource reference tool to helps students navigate through community resources and services that I have provided to new instructors (or ensured that new instructors had a copy). Insert reference tool immediately after this page.  Include competency number on each page of the attachment.

	Met/Date
	Recommendations for Completion/Date


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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