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	Checklist
	Information

	CANDIDATE

	End of year Candidate Program Survey
	Candidates will be sent a link to this survey by Jessaca Downing.  All first and second year candidates should complete this survey each spring before the end of May. If your candidate didn’t get the email link, call Jessaca 916-329-3843 (M-Th)



	Go through IDP/ACTION Plan with Coach
	Candidate and coach should ensure that all the steps in the action plan have been attained, noting down the dates of attainment of each step/benchmark in the action plan in the far right hand column of the plan.  Was the IDP goal fully achieved?  Are there any further actions that should be taken?  Also, coaches should engage the candidate in a discussion and planning for “next steps”, either (end Yr. 1) possible ideas for next year’s IDP or (Yr 2) ideas for ongoing leadership and school development and how those will be achieved.



	Complete the Portfolio
	(Portfolio components are identified in the Coach Resources on the ACSA website).  Again, these were developed with the idea that we did not want to create a lot of additional paperwork for the candidate.  The demographics segment can just be a printing of the demographics section from each candidate’s initial Online Reflections.  The only really “additional” thing is the request to complete the narrative End of Program Reflective prompts for end of year 2 candidates (see Coach Resources on ACSA website, these three questions are listed on the document called ACCP Portfolio Contents).  This reflection should NOT be a book.  We are looking for a maximum of 250 words for each of three prompts.  If candidates do a lot of newsletters and other writing, they should be able to knock each one of these out in about 10 minutes or so.  Coaches should feel free to discuss with candidates in a coaching session what they might want to write.  Coaches might encourage candidates to jot down some bullet points in a coaching session that they will flesh out in their narrative reflection later.



	Complete the Online Reflection
	If the candidate is Year 1 or Year 2:  (lost the link to their Online Reflections?  http://accp.newteachercenter.org/ )  Coaches and candidates should do Online Reflections TOGETHER, COLLABORATIVELY, examining data to inform their entries)
· FIRST do the Site-Based Reflection

· Enter in the IDP goal(s) into any DOPs that was addressed by the IDP goal or action plan.  Type it in the first time, then just cut and paste it into any other applicable DOPs sections

· Go back and TOGETHER---referring to the action plan, to collaborative logs, to any data, to any observation forms, to any surveys, to the 360 results---construct a one to two sentence Impact Statement for each of the three prompts, at each DOPs section addressed by your IDP goal(s)
Many coaches, we are finding, do the Site-Based Reflections in one coaching session, and the DOPs-Based Reflection in a second session…but, that is entirely up to coach and candidate.
· SECOND, do the DOPs-Based Reflection.  Reflections here should be informed by the Site Based Reflection responses and keeping in mind the impact of the leadership demonstrated and impact of the coaching.  
· Again, this is done COLLABORATIVELY, COACH & CANDIDATE TOGETHER.  Rather than off the cuff, “Yeah, I think I am a 3 here,” we ask coaches to mark these thoughtfully with candidates, using the following resources:

· The 3-column DOPs rubric chart (in Coach Resources folder on www.acsa.org/leadership coaching).  This chart defines what a 1-2-3 rating means.  A “1” is “developing”; a “2” is practice that meets standard; a “3” is practice that exemplifies standard”.

· Action plan steps “attained”; collaborative logs; school level data; observation forms; any surveys used; 360 feedback

· The impact statements they wrote from their Site-Based Reflection should be considered.
Markings in this DOPs-Based Reflection should feed a conversation about next steps in one’s professional growth.  The coach should remind the candidate that the 7 Required Elements of ACCP, while addressing each of the six CPSELs, by no means cover every element of the CPSELs.  Coaches working with candidates at the end of Year 2, should point out CPSEL elements that have not been addressed in your two years of ACCP coaching, and discuss how these remaining elements (anything not in gray scale of the Seven Required CPSEL/DOPs Elements in Coach Resources) can be used to guide the candidate’s leadership growth for years to come.  Coaches should have candidates identify the “next hill to climb”, and discuss some resources they should consider.


	If End of Year One
	Set up a date for your first coaching meeting in the late summer/early fall.



	If End of Year Two  
	WHEN and ONLY WHEN the candidate has completed ALL of the above steps, coaches present the candidate with the credential recommendation forms (secured through the Local Program Coordinator).  Read through them together. Coaches should make sure that the candidate understands the process.  If every, single space and piece of information is correctly filled in on the forms, signed by candidate, coach, and LPC and forwarded to Jessaca Young, Jessaca will go online to CTC and submit a credential recommendation before July 1.  The candidate will immediately receive an email from CTC notifying him/her that the recommendation has been submitted.  Within 10 days, CTC should generate an email directly to the candidate asking for responses to a few questions and for a credit card number to which the $65 credential fee can be charged.  Coaches should remind the candidate to give some thought to the email address he/she is submitting on the application (if they use their school email, they may  not be  there to receive the CTC email sent in July and/or the CTC email could be screened by their SPAM filter)
· The Coach must take the completed credential application form to his/her Local Program Coordinator.  The coach signs off on the recommendation, on the form.  The LPC signs the recommendation form, after reviewing to ensure that all info. is complete.  The LPC sends the recommendation form the Jessaca at ACSA.


	COACH

	Coach To Do List
	· As noted in the candidate section above, the coach assists the candidate in completion of the following:

· Checking off the IDP/Action Plan and entering in all “attainment” dates on action plan steps/benchmarks

· Ensuring that the Candidate Portfolio is completed

· Assisting the candidate in noting bullet points that they might want to address in their End of Program narrative reflections
· Online Reflections:

· Site-Based Reflection

· DOPs-Based Reflection

· End Year One:  set a coaching date for first session late summer or early fall

· End Year Two:  
· use the Online Reflections and CPSELs to guide a discussion of next steps in the candidate’s leadership growth and development
· complete and submit to the Local Program Coordinator the CTC Credential Recommendation forms.  Make sure ALL information is complete.  Make sure the candidate signs.  Make sure YOU sign off on the recommendation.  ONLY forward the recommendation to the LPC after you have ensured that the candidate has completed ALL of the required obligations above.

· Coach goes to the online link sent to you by Jessaca Young to complete the Coach Program Survey (If you did not get the link, please call Jessaca at 916-329-3843 M-Th).  Please include some narrative comment/feedback/suggestion/reinforcement
· Coach goes to the online link sent to you by Jessaca Young to complete the Coach Input Survey regarding CNSLC content and format  (again, if no link from Jessaca, please give her a call at 916-329-3843 M-Th).  What should we keep doing?  What should we do less?  What would you like to see more of next year in CNSLC content?
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