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Credentialing Packet for 
Basic Skills Instructors 

Pursuing a Level 2 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 2 before you begin completing this credentialing packet.

· Download the electronic version of the Level 2 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 for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content 2.2.2

Instructors incorporate research-based materials and strategies into instructional delivery.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a description of at least three references to research-based strategies or materials (with research citation) and examples of how I incorporate those into my classroom.
	Met/Date
	Recommendations for Completion/Date

	(Insert description 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., 2.2.3) on each page of your attachments.
· Some documentation requires the completion of observation reports by your CCC or supervisor.  For the convenience of the observer, all of the observation reports are located together in Part II of this document since more than one competency may be observed simultaneously.
· 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 2.2.1A – 2.2.1H 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 2
Observations:  Signed and dated forms included within this packet that verify completion of certain documentation criteria.  The name of the person conducting the observation and the specific date (month, day, year) should be indicated.

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 2 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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	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 2 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 2 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

	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
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	Part I:  Documentation Criteria and Verification of Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Adult Learning: 1.2.1

Instructors provide a supportive learning community that fosters student interaction and respect within the classroom (e.g., peer tutoring, group discussion).

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a brief description of at least three strategies used to foster student interaction.
	Met/Date
	Recommendations for Completion/Date

	( 
I have included the credentialing observation report signed and dated by a supervisor or designated mentor in Part II at the end of the verification charts.  All items must be checked.  
	
	

	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Adult Learning: 1.2.2

Instructors provide a safe, student-centered instructional setting that acknowledges and utilizes the knowledge that adults bring to the classroom.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have included the designated credentialing observation report signed and dated by a supervisor or designated mentor in Part II at the end of the verification charts.  All items must be checked. 
	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a brief description of at least three methods to recognize and use the knowledge and experience adults bring to the classroom.
	
	

	· I have attached written documentation of professional development that addressed strategies for acknowledging and utilizing the knowledge that adults bring to the classroom. 


Documentation should include certificate of completion or other verification that instructor completed professional development.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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): 


In addition, 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 used those concepts in the classroom.
	
	

	(Insert description or PD reflection here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Adult Learning:  1.2.3

Instructors assist students with identifying and resolving participation barriers and/or refer students with participation barriers to appropriate staff within the institution for assistance.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have attached a dated log of list of student referrals to appropriate support staff within the college/program or to external community resources and services.  The log should cover at least a six month period and include a minimum of three referrals. 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 checklist or other process used to help students identify participation barriers and appropriate community resources.  The document should include at a minimum transportation, child care, and health-related issues. Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
	
	


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Adult Learning:  1.2.4

Instructors accommodate adult students’ multiple learning styles.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached a minimum of two (2) lesson plans that reflect attention to multiple learning styles and inserted a brief description below based on the implementation of one of those lessons.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
Each lesson plan should include activities that incorporate a minimum of two learning styles (e.g., auditory, visual, kinesthetic/tactile, etc.).  


Description should address what worked well in the lesson, what could be improved, and the impact of the various learning styles on student participation.

	Met/Date
	Recommendations for Completion/Date

	( 
I have included the designated credentialing observation report signed and dated by a supervisor or designated mentor in Part II at the end of the verification charts.  All items must be checked.
	
	


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Content:  2.2.1

Instructors participate in on-going professional development to continuously develop and maintain a knowledge base in content area applicable to their teaching responsibility.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached documentation of professional development activities during the current and/or previous year directly applicable to my teaching assignment (e.g., ABE, ESL, AHS, etc.)

Documentation should include certificate of completion or other verification that instructor completed professional development.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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 used those concepts in the classroom.

	
	

	(Insert reflection here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  ABE Instructors Only



	Content 2.2.1A:

Instructors match appropriate reading, math, and writing curricula to the various functioning levels.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	Complete BOTH of the following:

· I have inserted below a list of curricula being used for the instructional assignment in reading, math, and writing (as appropriate to teaching assignment).


	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a description of how the curricula are matched to the various functioning levels of ABE students.  If you are teaching in a multi-level classroom, the description should include how you adjust the curricula accordingly.

	
	

	(Insert list of curricula here.)



	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  GED Instructors Only



	Content:  2.2.1B:  

Instructors match appropriate reading, math, writing, science, and social studies curricula to the various functioning levels of GED students.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	Complete BOTH of the following:

· I have inserted below a list of curricula (texts, software, etc.) being used for GED instruction (as appropriate to teaching assignment).


	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a description of how the curricula are matched to the various functioning levels of GED students.  If you are teaching in a multi-level classroom, the description should include how you adjust the curricula accordingly.

	
	

	(Insert list of curricula here.)



	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  GED Instructors Only



	Content:  2.2.1C:  

Instructors can administer the Official GED Practice Test to determine student readiness for the GED Tests.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	· I have included the observation report verifying that I properly administered the Official GED Practice Test to students.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  


	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  AHS Instructors Only



	Content:  2.2.1D:  

Instructors match appropriate curricula to the age levels of AHS students.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	Complete BOTH of the following:

· I have inserted below a list of curricula (texts, software, etc.) being used for AHS instruction (as appropriate to teaching assignment).


	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a description of how the curricula are matched to the various functioning levels and ages of AHS students, particularly the younger student.  

	
	

	(Insert list of curricula here.)



	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency: ESL Instructors Only



	Content:  2.2.1E:  

Instructors stay up-to-date on current research in second language acquisition, teaching methods and ESL literacy and use it to guide instruction

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached documentation of ESL research-related professional development.

Documentation should include the agenda, course description, or other verification that instructor completed professional development as well as the (1) title of the professional development activity, (2) length, and (3) summary of key concepts.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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 summary of at least three research-based strategies related to ESL instruction and how I integrate these strategies into instruction.

	
	

	(Insert summary here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency: Family Literacy Instructors Only



	Content:  2.2.1F:  

Instructors stay up-to-date on current research and methods in Family Literacy and use it to guide instruction.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached documentation of Family Literacy research-related professional development.

Documentation should include the agenda, course description, or other verification that instructor completed professional development as well as the (1) title of the professional development activity, (2) length, and (3) summary of key concepts.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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 summary of at least three research-based strategies related to Family Literacy and how I integrate these strategies into instruction.

	
	

	(Insert summary here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  Family Literacy Instructors Only



	Content:  2.2.1.G:  

Instructors use curriculum that incorporates the identification of family strengths with family goal-setting activities.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	· I have inserted below a description of the curriculum being used in my Family Literacy class and how that curriculum integrates family goal-setting activities.  Description of at least two examples of family goal-setting activities that are incorporated within the curriculum should also be included. 
	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency:  Family Literacy Instructors Only



	Content:  2.2.1.H:  

Instructors implement lessons, including computer-based lessons, which will be beneficial to parent/family members.

	Documentation Criteria

Documentation for 2.2.6 satisfies this requirement.
	Verification by CCC

	· I have attached a minimum of two lesson plans that clearly integrate skills beneficial to parent/family members.  The skills should be clearly marked within the lesson plans.  At least one lesson plan should incorporate the use of computers.  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 for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

Documentation from 2.2.1E or F may be used for this competency, if applicable.

	Content 2.2.2

Instructors incorporate research-based materials and strategies into instructional delivery.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a description of at least three references to research-based strategies or materials (with research citation) and examples of how I incorporate those into my classroom.
	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content:  2.2.3

Instructors use curricula and a variety of resources which blend content area instruction and real life application.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following: 

· I have inserted below a minimum of three examples of how I integrate real life application into the curricula and resources.
	Met/Date
	Recommendations for Completion/Date

	(
I have attached student evaluations or written student feedback that  include student input and satisfaction level on how well the classroom resources give them an opportunity to apply what they learn to real life contexts.  Feedback should include some open-ended questions or essays. Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.
	
	

	(Insert examples here.)



	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Content:  2.2.4

Instructors demonstrate to students the connection between content area skills and the skills needed for career opportunities.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have attached a minimum of two lesson plans demonstrating how content area skills are linked to the skills needed for career opportunities should be included.  The content area skills and job skills should be highlighted or clearly marked within the lesson plans.  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 inserted below a summary of at least two field trips and/or guest speakers within the past year that have been used to familiarize students with career opportunities.
	
	

	· I have attached written student evaluations and/or feedback sheets that include student input and satisfaction level related to how well instruction is linked to skills needed for career opportunities.  Feedback should include some open-ended questions or essays. Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

NOTE:  Documentation from 2.2.3 student evaluations/feedback may

be used if applicable.


	
	

	(Insert summary here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Content 2.2.5 

Instructors utilize a variety of teaching techniques based on research.

	Documentation Criteria
	Verification by CCC

	· I have inserted below a description of at least three references to research-based teaching techniques (with research citation) and examples of how I incorporate those into my classroom.
NOTE: Research from 2.2.2 may be used if applicable.

	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

Documentation from 2.2.1A, B, or D may be used for this competency, if applicable.

	Content 2.2.6

Instructors match curriculum to the educational functioning levels to meet student needs.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have inserted below a list of curricula that represents relevant, student-appropriate, and up-to-date materials.

	Met/Date
	Recommendations for Completion/Date

	( 
I have inserted below a description of how the curricula are matched to the various functioning levels of students.  If you are teaching in a multi-level classroom, a description should be included on how you adjust the curricula accordingly.
	
	

	(Insert list of curricula here.)



	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.1

Instructors administer a variety of assessment instruments to develop student goals, guide instruction, and demonstrate student progress.

	Documentation Criteria
	Verification by CCC

	· I have included the observation report verifying that I administer a variety of assessment instruments.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.2

Instructors use formal and informal assessment results to develop individual learning plans and select appropriate curriculum.

	Documentation Criteria
	Verification by CCC

	· I have attached two copies of student learning plans that illustrate initial assessment results and the subsequent selection of appropriate curriculum and resources based on those results.    Learning plans should list texts, software programs, and other appropriate resources that the student would use.
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 for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.3

Instructors revise individual learning plans and instructional strategies based on assessment results.

	Documentation Criteria
	Verification by CCC

	( 
I have attached two copies of student learning plans that illustrate ongoing assessment results (unit tests, interim testing, etc.) and any revisions to the student’s instructional plan as a result of ongoing assessment.  Learning plans should list texts, software programs, and other appropriate resources that the student would use.

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 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Assessment:  3.2.4

Instructors involve students in self-assessment and progress monitoring so they can reflect on the knowledge and skills they have gained.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have inserted below a description of at least two methods I use to involve students in self-assessment and progress monitoring, such as maintaining a student record in their student folders with test scores, text completion, etc.
	Met/Date
	Recommendations for Completion/Date

	· I have included the observation report verifying that I involve students in self-assessment and progress monitoring.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.5

Instructors regularly review progress and post-assessment data for each student to track completion of educational functioning levels.

	Documentation Criteria
	Verification by CCC

	· I have attached a tracking form or similar instrument used to check pre- and post-test data and completion of educational functioning levels.  The form shows data on a minimum of five students.  
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 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.6

Instructors follow program procedures for maintaining accurate and complete assessment records.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a description of procedures for maintaining accurate and complete assessment records that includes the process used for post-testing in accordance with state assessment policy timelines and the process for recording test results for data entry into LEIS.

	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.7

Instructors follow program procedures for maintaining confidential student assessment data.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have inserted below a description of the provisions for maintaining confidential student records, release of information forms (if applicable), etc.  

	Met/Date
	Recommendations for Completion/Date

	· I have included the observation report verifying that I maintain confidential student assessment data.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Assessment:  3.2.8

Instructors maintain formal assessment instruments in a locked, secure location.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a brief description of the procedure for maintaining standardized tests and test results in a secure, locked cabinet or similar device.
	Met/Date
	Recommendations for Completion/Date

	(Insert brief description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.2.1

Instructors use a consistent process and collaborate with students to set realistic short-term and long-term learning goals.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have inserted below a description of the process (and any particular activities and tools) used to help students set realistic short-term and long-term goals.
 
	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction: 4.2.2

Instructors offer constructive feedback to assist students in achieving their goals.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

( 
I have attached a record of student/teacher conferences or meetings during the past year in which student goals and progress was discussed.  Record should include dates and times of individual conferences with at least five students. 


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 inserted below three-four examples of the feedback offered during the student/teacher conferences to help students remain focused on their goals and any results which the students demonstrated.

	
	

	(Insert examples here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.2.3

Instructors link students’ life/career goals to NRS goals and students’ learning plans to ensure relevant instruction.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have attached two student learning plans that include (1) the student’s life/career goals, (2) his/her designated NRS goals, and (3) evidence that the learning plan reflects those goals.  For example, does the learning plan reflect contextualized instruction that integrates the life/career goals?  Lesson plans from previous competencies may be used, if relevant.
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 documentation of a professional development activity related to goal setting and have inserted below a reflective summary on how I integrated the concepts learned into instruction.

Documentation should include the agenda, course description, or other verification that instructor completed professional development as well as the (1) title of the professional development activity, (2) length, and (3) summary of key concepts.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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): 


	
	

	(Insert reflection here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.2.4

Instructors apply knowledge of how adults learn to plan and implement relevant lesson plans.

	Documentation Criteria
	Verification by CCC

	( 
I have attached two lesson plans that illustrate at least two of the following:  (a) application and relevance to real life issues, (b) use of prior student knowledge and experience, (c) problem solving of issues important to adult learners, and (d) use of varied teaching methods to address different learning styles.
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 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.2.5

Instructors access lesson plan resources available on NC Online and other venues to strengthen their instructional delivery.

	Documentation Criteria
	Verification by CCC

	( 
I have inserted below a list of two lesson plans that were accessed either from NC Online or another source and a summary of how one was implemented in the classroom.  Particular materials or strategies utilized, student reaction and outcomes, and a reflection on how the instructor might enhance the lesson plan in the future should be included.  Lesson plans from previous competencies may be used, if relevant.

	Met/Date
	Recommendations for Completion/Date

	(Insert title and brief description of the two lesson plans here.)

(Insert description of how you implemented one of the lesson plans in your classroom.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

	Instruction:  4.2.6

Instructors use a variety of instructional methods and materials, including technology, to enhance student learning and

address varied learning styles.

	Documentation Criteria
	Verification by CCC

	( 
I have attached two lesson plans should show evidence of at least three different instructional methods and a variety of instructional materials.  At least one of the lesson plans should include technology. The three instructional methods and materials should be clearly designated on the lesson plans.  Lesson plans from previous competencies may be used, if relevant.

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 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.7

Instructors provide frequent opportunities for students to practice and apply learning.

	Documentation Criteria
	Verification by CCC

	· I have included the observation report verifying that I provide frequent opportunities for students to practice and apply learning.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.8

Instructors integrate group activities that promote team-building and build self-efficacy.

	Documentation Criteria
	Verification by CCC

	Complete THE FIRST ITEM AND EITHER OF THE SECOND OF 

THIRD ITEMS.

( 
I have attached two student-generated products, such as student newsletters, pictures of student-developed bulletin boards, or student cookbooks that were developed as a result of group activities.


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 included the observation report verifying that I integrate group activities that promote team-building and self efficacy.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	

	( 
I have attached two lesson plans that include relevant group activities that promote team building and self-efficacy.  Lesson plans from previous competencies may be used, if relevant.


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


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.9

Instructors connect learning to students’ roles as parents, workers, community members, and lifelong learners.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have attached three lesson plans that include activities related to students’ roles as parents, workers, community members, and lifelong learners.  Each lesson plan should include relevant and meaningful activities related to at least one role each.  Lesson plans from previous competencies may be used, if relevant.

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 included the observation report verifying that I connect learning to students’ roles.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.10

Instructors use materials and resources blending classroom and real-life applications.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

( 
I have inserted below a list of at least three instructional materials or resources that blend classroom and real-life applications. The list may include texts, learning activities, projects, software programs, etc.
	Met/Date
	Recommendations for Completion/Date

	· I have included the observation report verifying that I connect learning to students’ roles.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	

	(Insert list here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.11

Instructors model appropriate communication and higher order thinking skills to stimulate critical thinking.

	Documentation Criteria
	Verification by CCC

	· I have included the observation report verifying that I model appropriate communication and higher order thinking skills.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Instruction:  4.2.12
Instructors access distance learning as an instructional delivery and/or professional development method.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:
· I have inserted below a brief description of methods or materials I use to provide non-classroom or distance learning, such as web-based instructional programming students can access from home, study packets for students who must exit class temporarily, etc. Be sure to include how you use these methods.
	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a list and description of at least two professional development online resources, such as online courses, online study circle guides, or self-directed online research that I have used to expand my professional learning.  Be sure to include how you used what you learned from these resources.
	
	

	Insert description of distance learning methods or materials here.



	Insert list and description of at least two professional development online resources here.




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  5.2.1

Instructors use technology to plan lessons, deliver instruction, and access current research to address diverse student needs and learning styles.

	Documentation Criteria
	Verification by CCC

	Complete THE FIRST ITEM AND EITHER OF THE SECOND OF 

THIRD ITEMS.

( 
I have inserted below a list of at least three technology-based options that I used to assist me in planning or delivering instruction and/or accessing research. List may include powerpoint presentations, spreadsheets, instructional websites, software programs, research websites, etc. Description should include the manner in which each was used.
	Met/Date
	Recommendations for Completion/Date

	· I have included the observation report verifying that I use technology to plan lessons, deliver instruction, and access current research.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	
	

	( 
I have attached two lesson plans that include the integration of technology.  Lesson plans from previous competencies may be used, if relevant.


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


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  5.2.2

Instructors use technology to expand professional and student communication (i.e., discussion boards, list servs, email).

	Documentation Criteria
	Verification by CCC

	· I have inserted below a description of two technology-based methods I have used to expand professional or student communication.  Methods could include emailing colleagues and/or students; participation in local, state, or national listservs; posting of comments to discussion boards, etc. 

	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  5.2.3

Instructors follow program procedures for the legal and ethical use of technology in the learning environment and ensure that students do likewise.

	Documentation Criteria
	Verification by CCC

	Complete ONE of the following:

· I have included the observation report verifying that I follow program procedures for the legal and ethical use of technology and ensure students do likewise.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  
	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a brief description that includes procedures I follow to ensure the legal and ethical use of technology within the classroom.  Process may include explanation and signing of internet use forms, monitoring to ensure proper use, etc.
	
	

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  5.2.4

Instructors access distance learning as an instructional delivery and/or professional development method.

	Documentation Criteria
	Verification by CCC

	· I have inserted below a brief description that includes at least three options used for students to expand their learning when not in class (or when forced to temporarily exit program) and/or internet-based resources used for my professional growth.  List may include instructional websites for students to access from home, home-study packets, lessons posted to program’s website, online professional development courses, etc.  The manner in which each was used should be explained.
	Met/Date
	Recommendations for Completion/Date

	(Insert description here.)




	Documentation Criteria for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )



	Standard/Competency

Professional development from previous competencies may be used, if applicable.

	Technology:  6.2.1

Instructors engage in continuous, purposeful professional development supporting student achievement and the program’s mission.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached documentation to verify a minimum of 12 hours of professional development within the past year related to increasing student achievement.

Documentation should include the agenda, course description, or other verification that instructor completed professional development as well as the (1) title of the professional development activity, (2) length, and (3) summary of key concepts.  Insert the documentation immediately after this page.  Include the competency number on each page of the attachment.

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 reflection on how the professional development concepts were implemented to support student achievement in my classroom.
	
	

	(Insert reflection here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  6.2.2

Instructors connect professional development goals to program goals.

	Documentation Criteria
	Verification by CCC

	· I have attached a completed annual professional development plan listing PD goals connecting to program’s goals, planned (or completed) PD activities, and a specific timeline for completion (month/year).  Plan should cover one year and be signed by the supervisor/director. 

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 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Technology:  6.2.3

Instructors observe and model effective teachers and network with colleagues at the local level.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have attached two observation forms from two different classes I observed.  Observation forms should include date, name of teacher who was observed, description of class observed, and brief summary of what you observed and learned.

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 inserted below a description of two networking opportunities within the past year during which I was able to discuss and share instructional ideas with colleagues at the local level.  The key concepts or practices that I learned from the experiences are included.

	
	

	(Insert description here.)




	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

Professional literature and websites used for previous competencies may be used, if applicable.

	Technology:  6.2.4

Instructors read professional literature related to the field.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have inserted below a list that includes at least ten references of professional literature that I have reviewed within the last year.  The title, author, date of publication, and a brief synopsis of each should be given. 

	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a list of at least three websites I have found to be particularly helpful in expanding my professional knowledge and skills.  The title, source, URL, and a brief synopsis of what I learned should be included. 

 
	
	

	(Insert list of professional literature here.)



	(Insert three websites here.)



	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.1

Instructors follow local and state/federal policies and procedures.

	Documentation Criteria
	Verification by CCC

	· I have included the observation report verifying that I follow local and state/federal policies and procedures.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.2
Instructors collect and report accurate data for program improvement and accountability in a timely manner to meet program’s deadlines.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have included the observation report verifying that I collect and report accurate data in a timely manner.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.3
Instructors accept personal responsibility for job attendance, timeliness, and job performance.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have included the observation report verifying that I accept personal responsibility for job attendance, timeliness, and job performance.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.4
Instructors follow procedures of designated off-campus class sites, if applicable, such as correctional facilities, community-based organizations, etc.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have included the observation report verifying that I follow procedures of designated off-campus class sites, if applicable.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.5
Instructors demonstrate a positive working relationship with colleagues.

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have included the observation report verifying that I demonstrate a positive working relationship with colleagues.  The observation form is signed and dated by a supervisor or designated mentor and located in Part II at the end of the verification charts.  All items must be checked.  

	Met/Date
	Recommendations for Completion/Date


	Documentation Criteria and Verification for Level 2 Competencies 

(Completed by instructor and verified by Certified Credentialing Coach )

	Standard/Competency

	Program Goals and Responsibilities:  7.2.6
Instructors establish and build working relationships with internal college/program resources and external community agencies (if appropriate).

	Documentation Criteria
	Verification by CCC

	Complete BOTH of the following:

· I have inserted below a list of at least two resources internal to the college/organization, such as counselors, financial aid advisors, or support services, and a description of how I work to build relationships with staff providing those resources. 

	Met/Date
	Recommendations for Completion/Date

	· I have inserted below a list of at least two external resources, such as One Stop Centers, libraries, human service agencies, or mental health agencies, and a description of how those resources can address student needs. 

	
	

	(Insert list and description of two internal resources here.)



	(Insert list and description of two external resources here.)




	Part II:  Documentation of Level 2 Competencies Requiring Observation Reports

(Completed by CCC or other designated individual)

	Standard/Competency
	Observation Report

	1.2.1 Instructors provide a supportive learning community that fosters student interaction and respect within the classroom (e.g., buddy system, group discussion).


	Signature of Person Conducting the Observation:​​​​​​​​​​​​​​​​​______________________________
Title/Position: ​​​​​​​​​​​​​​​​​​​__________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses at least two techniques that engage the students in group interaction (e.g., buddy system,  theme-based instruction, group discussion, student-led projects);

· provides constructive feedback and encouragement to students.

Recommendations, if any:


	1.2.2 
Instructors provide a safe, student-centered instructional setting that acknowledges and utilizes the knowledge that adults bring to the classroom.


	Signature of Person Conducting the Observation:_______________________________
Title/Position: ​​​​​​​​​​​​​​​​​​​___________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses self-assessment tools, inventories, or other methods to help students recognize their existing talents, skills, strengths, and knowledge;

· provides opportunities for students to share their life experiences and knowledge with other students through group discussions, peer tutoring, etc.

Recommendations, if any:



	1.2.4 
Instructors accommodate adult students’ multiple learning styles.
	Signature of Person Conducting the Observation: ______________________________
Title/Position: ___________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· integrates at least two of the following teaching techniques into every lesson: visual stimuli, auditory devices, tactile activities, kinesthetic activities, quiet areas;

· explains to students the use of varied learning styles.

Recommendations, if any:



	GED Instructors Only

2.2.1C
Instructors can administer the Official GED Practice Test to determine student readiness for the GED Tests.


	Signature of Person Conducting the Observation: ______________________________
Title/Position: ___________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· maintained the practice tests and answering sheets in a secure location;

· created a quiet and non-threatening environment for test taking;

· distributed the allowed testing materials;

· followed the prescribed verbal directions for test administration;

· allowed the allotted time for each sub-test;

· collected all test materials at the conclusion of the testing session;

· scored each multiple choice test in accordance with scoring procedures;

· accurately used the holistic scoring approach on written essays.

· Interpreted test results to determine readiness for the GED Tests.

Recommendations, if any:


	3.2.1 
Instructors administer a variety of assessment instruments to develop student goals, guide instruction, and demonstrate student progress.
	Signature of Person Conducting the Observation: ______________________________
Title/Position: __________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses a minimum of three assessment tools or methods, such as learning style inventories, special learning needs inventories, self-assessments, standardized tests, performance-based assessments, instructor-made tests, computer-generated tests, instructor observation.

· List at least three of the assessment methods you observed below.

Recommendations, if any:



	3.2.4
Instructors involve students in self-assessment and progress monitoring so they can reflect on the knowledge and skills they have gained.


	Signature of Person Conducting the Observation: ______________________________
Title/Position: __________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· provides at least two methods for students to actively track their progress within the class, such as computer-generated tracking systems, student checklists, student portfolios, self-checking worksheets, etc.

Recommendations, if any:



	3.2.7
Instructors follow program procedures for maintaining confidential student assessment data.
	Signature of Person Conducting the Observation: ______________________________
Title/Position: ___________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· maintains all confidential student assessment data in a locked, secure cabinet;

· follows program procedures for release and reporting of assessment data.

Recommendations, if any:



	4.2.7
Instructors provide frequent opportunities for students to practice and apply learning.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: _________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· specifically illustrates how concepts being taught are linked to real life experiences;

· paces instruction to allow sufficient time for students to practice and apply a new skill before proceeding to a different skill;

· uses self-checks to make sure that students understand and can apply a new concept.

Recommendations, if any:



	4.2.8 
Instructors integrate group activities that promote team-building and build self-efficacy.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: __________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses a minimum of three methods or techniques to promote team building, such as group projects, student-generated materials, etc.

· List methods that you observed below.

· uses a minimum of three methods or techniques to help students feel that they can succeed (build self efficacy) such as student recognitions, student leadership opportunities, positive reinforcement, etc.

· List methods that you observed below.
Recommendations, if any:



	4.2.9 
Instructors connect learning to students’ roles as parents, workers, community members, and lifelong learners.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: __________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· illustrates to students a variety of examples of how content area instruction relates to real life experiences and examples of skills and/or knowledge needed in students’ roles as parents, workers, community members, and lifelong learners.

Recommendations, if any:



	4.2.10
Instructors use materials and resources that blend classroom and real-life applications.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: _________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· integrates a variety of authentic materials into instructional delivery, such as sample check books, newspaper articles, advertisements, menus, pay stubs, etc.

Recommendations, if any:



	4.2.11
Instructors model appropriate communication and higher order thinking skills to stimulate critical thinking.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: _________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses relevant examples from his/her own experiences to illustrate the problem solving process;

· employs effective questioning techniques to get students to think outside of the box and to analyze a variety of data before making critical decisions.

Recommendations, if any:



	5.2.1
Instructors use technology to plan lessons, deliver instruction, and access current research to address diverse student needs and learning styles.
	Signature of Person Conducting the Observation: _____________________________
Title/Position: _________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· uses the computer to access teaching resources, lesson plans or ideas that address multiple student needs;

· uses technology (such as computer, powerpoint, spreadsheets, videos, etc.) to enhance instructional delivery;

· uses the internet to access research relevant to student needs and learning styles.

Recommendations, if any:



	5.2.3
Instructors follow program procedures for the legal and ethical use of technology in the learning environment and ensure that students do likewise.
	Signature of Person Conducting the Observation: ______________________________
Title/Position: __________________________________________________________
On __________________, I observed the following practices being carried out by this instructor:

The instructor:

· follows the program’s procedures for the legal and ethical use of technology;

· ensures that students have read and understand the computer use policy (or similar policy);

· monitors student use of technology to ensure proper use.

Recommendations, if any:


	7.2.1 Instructors follow local and state/federal policies and procedures.
7.2.2 Instructors collect and report accurate data for program improvement and accountability in a timely manner to meet the program’s deadlines.

7.2.3 Instructors accept personal responsibility for job attendance, timeliness, and job performance.

7.2.5
Instructors demonstrate a positive working relationship with colleagues.


	Name of Administrator: __________________________________________________
Date: ____________________________________________
As the program administrator, I attest that ___________________________________







(instructor’s name)

· understands and follows local, state, and federal policies and procedures as they relate to carrying out his/her responsibilities in the Basic Skills program. 

· collects and reports accurate student data in a timely manner to meet  the program’s deadlines.

· has maintained a consistent record of job attendance, timeliness, and job performance for the past year.

· has a positive working relationship with his/her colleagues as demonstrated through his/her communication and interaction with them.

Signature of Program Administrator



	7.2.4
Instructors follow procedures of designated off-campus class sites, if applicable, such as correctional facilities, community-based organizations, etc.
	( 
I do not teach at an off-campus site so this competency is not applicable.

( 
I teach at an off-campus site and the supervisor at that site has signed and dated the affidavit below.

Name of Off-site Supervisor: ______________________________________________
Date: _________________________________________________
As the off-site supervisor, I attest that ________________________________________







(instructor’s name)

consistently follows our site-specific policies and procedures.

Signature of Off-site Supervisor


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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