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COMMON STANDARDS  
Standard 1: Institutional Infrastructure to Support Educator Preparation 

Each Commission-approved institution has the infrastructure in place to operate effective 
educator preparation programs.  Within this overall infrastructure: 

• The institution and education unit create and articulate a research-based vision of 
teaching and learning that fosters coherence among, and is clearly represented in all 
educator preparation programs. This vision is consistent with preparing educators for 
California public schools and the effective implementation of California’s adopted 
standards and curricular frameworks.   

Effective Leadership 
 

The University of La Verne has been training teachers for over eighty years.  The 
institution was founded to help prepare teachers, ministers and others bound for 
professions of service.  The most recent Mission statement of the University of La 
Verne, written as a joint effort among administration, faculty and staff, reflects this 
commitment: 

 
The Mission of the University of La Verne 

 
The University of La Verne offers a distinctive and relevant educational experience to 
a diverse population of traditional-age, adult, and graduate learners, preparing them 
for successful careers and a commitment to life-long learning across the liberal arts 
and professional programs. 
 
Core Values of the University of La Verne 
 

• Ethical Reasoning: The university affirms a value system that actively supports 
peace with justice, respect of individuals and humanity, and the health of the 
planet and its people. Students are reflective about personal, professional, and 
societal values that support professional and social responsibility. 
 

• Diversity and Inclusivity: The university supports a diverse and inclusive 
environment where students recognize and benefit from the life experiences and 
viewpoints of other students, faculty, and staff. 

 

• Lifelong Learning: The university promotes intellectual curiosity and the 
importance of lifelong learning. It teaches students how to learn, to think critically, 
to be capable of original research, and to access and integrate information to 
prepare them for continued personal and professional growth. 

 

• Civic and Community Engagement: The university asserts a commitment to 
improving and enhancing local, regional, and global communities. 
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https://laverne.edu/2020-vision/vision-mission/ 
 

The Mission, Vision, Values and Goals of the LaFetra College of Education 
 

Mission:  The LaFetra College of Education champions social equity for youth, adults, 
families, and communities by equipping and empowering scholarly, highly-skilled 
practitioners, education advocates, and leaders. 

Vision:  The LaFetra College of Education will lead the national conversation on 
advancing the careers of professionals and scholars who are highly competent 
advocates for equity and justice. 

Core Dispositions & Values: 

• Intellectual & Personal Transformation 

• Cultural Agility & Inclusion 

• Social-Emotional Learning 

• Ethically Courageous Decision-Making 

• Facilitation & Collaboration 

• Critical Analysis & Inquiry 

• Innovative Thinking 

• Effective Verbal & Non-Verbal Expression 

 

Goals: 

1. Student Pathways to Success: Provide students broad access to high-impact 
learning, career readiness, and holistic support so that they become influencers 
in their communities of practice. 

2. Preeminence in Social Equity Focus: Position the LFCE as a national model in 
producing social justice advocates and agents of change by infusing culturally 
relevant pedagogy throughout the curriculum, establishing innovative and 
inclusive education policies, and disseminating relevant and accessible 
scholarship 

3. Highly-Engaged Community Partners: Become the partner of choice for like-
minded school districts, social service agencies, donors, nonprofits, and 
community activists who seek to enhance the pipeline and life-long learning of 
highly-skilled, scholarly practitioners, education advocates and leaders who 
advance social equity. 

4. Diverse, Equipped, Energized Faculty & Staff: Create a social-cultural climate 
that fosters diversity and re-invigorates the spirit of faculty and staff. 

5. Culture of Continuous Improvement: Promote academic excellence and 
cutting-edge programming by becoming a learning organization that achieves 

https://laverne.edu/2020-vision/vision-mission/
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ever-higher performance levels through ongoing assessment, reflection, 
adaptability, evidenced-based decision-making, and alignment of effort and 
resources with priorities. 

Link to:  Faculty Research Expectations 

• The institution actively involves faculty, instructional personnel, and relevant stakeholders 
in the organization, coordination, and decision making for all educator preparation 
programs.  

The Dean of the LaFetra College of Education is responsible for the ongoing academic 
oversight of all credential programs offered by the University of La Verne, at the main 
campus, regional centers and other sites across the state.  Program chairs coordinate 
each credential program offered by the University of La Verne.  All program chairs 
report to the Dean of the LaFetra College of Education.  

Faculty of the LFCE take leadership positions in state, national and international 
professional organizations where they serve as officers, board members and 
foundation members. Faculty are also known for their expertise in their fields, and are 
sought out to act as consultants in schools and districts who are looking for guidance 
in improving their programs. 

Each program has an advisory committee that provides input into the direction of 
programs, institutes, and centers. Advisory committees are comprised of leading 
practitioners and alumni of programs who advance partnerships between the College 
and the schools. These professionals have a finger on the pulse of schools and 
communities, continually providing information about the latest trends and practices. 
Feedback is offered about the performance of our graduates, and unit and program 
assessment systems are evaluated for improvement. 

Link to:  Stakeholders involved in Organization, Coordination, and Decision Making  

• The education unit ensures that faculty and instructional personnel regularly and 
systematically collaborate with colleagues in P-12 settings, college and university units and 
members of the broader educational community to improve educator preparation. 

Each member of the University of La Verne LaFetra College of Education faculty who 
regularly teaches one or more courses relating to instructional methods for teaching 
credentials, including Specialist Credentials, or administrative methods in an 
Administrative Services Credential program, actively participates in public elementary 
or secondary schools and classrooms at least once every three academic years.  Full-
time faculty members often meet this requirement in their service as fieldwork 
supervisors.  Others meet this requirement by serving in various volunteer or 
consulting capacities in local schools.  Most adjunct faculty members also work as 
teachers or administrators in California public schools. 

 
Link to:  LFCE Faculty – Public School Participation 
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Link to:  University/District MOU template 
Link to:  Signed MOUs 

• The institution provides the unit with sufficient resources for the effective operation of 
each educator preparation program, including, but not limited to, coordination, 
admission, advisement, curriculum, professional development/instruction, field based 
supervision and clinical experiences.   

No additional information is required during the Common Standards submission. 

• The Unit Leadership has the authority and institutional support required to address the 
needs of all educator preparation programs and considers the interests of each program 
within the institution. 

No additional information is required during the Common Standards submission. 

• Recruitment and faculty development efforts support hiring and retention of faculty who 
represent and support diversity and excellence.  

Number of Faculty Searches and Hires by Program and Year 

 2016-2017 2017-2018 

Administrative Services Preliminary Credential 1  

Mild to Moderate Disabilities Preliminary 
Credential 

1 1 

Multiple and Single Subject Teaching Credential 1 2 

Pupil Personnel Services, School Counseling 
Credential 

 2 

 
Link to:  University Handbook 
Link to:  LaFetra College of Education Handbook 
 
Link to:  Annual Growth Plan Process 

 

• The institution employs, assigns and retains only qualified persons to teach courses, 
provide professional development, and supervise field-based and clinical experiences.  
Qualifications of faculty and other instructional personnel must include, but are not 
limited to:  a) current knowledge of the content; b) knowledge of the current context of 
public schooling including the California adopted P-12 content standards, frameworks, and 
accountability systems; c) knowledge of diversity in society, including diverse abilities, 
culture, language, ethnicity, and gender orientation; and d) demonstration of effective 
professional practices in teaching and learning, scholarship, and service.  

All LaFetra College of Education programs pride themselves on producing students 
who possess both a solid theoretical background and high quality practical skills.  For 
this reason, all faculty, whether full time or adjunct, teaching in any of the credential 

https://education.laverne.edu/accreditation/evidence/mous/
https://drive.google.com/file/d/1IhsCyv-bj62E_0lfQh2MhQ60WCfGzNeI/view
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programs are selected on the basis of a combination of appropriate academic 
background and excellent professional experience.  

Faculty, both full time and adjunct, reflect a very diverse population in terms of 
culture, ethnic group, and gender.  They also reflect broad backgrounds in terms of 
working with diverse populations in teaching, counseling, or administrative roles, since 
virtually all faculty, full and adjunct, have their roots in the public school system.   

In additional to specific program level-evaluations, the LaFetra College of Education 
has a college-level peer observation process and evaluations forms for all full-time and 
adjunct faculty. 

Link to:  LFCE Peer Review Observation Purpose and Instructions 
Link to:  LFCE Teaching Observation and Feedback Report - long form 
Link to:  LFCE Teaching Observation and Feedback Report - Adjunct form 

 
Administrative Services Preliminary Credential, Including Internship 

• Faculty Recruitment 

• Adjunct Requirements 

• Site Supervisor Handbook 
 

Administrative Services Professional Credential, Clear Induction 

• Executive Coaching Requirements 

• Executive Coach Training:   
Executive Coaches receive participate in online, asynchronous training to ensure that 
they provide support consistent with the program mission and vision. New coaches 
are required to participate in online, asynchronous training modules with check-in 
points during the course and upon completion. Training modules can be accessed at 
the La Verne Blackboard page.  
 
In addition, Executive Coaches participate in training through face-to-face meetings 
(twice yearly), online discussions (once per year), and individual training with the 
program chair (as needed).  
 
Executive coaches are directed to meet with candidates for a minimum of 20 hours 
per semester, typically completed in eight visits of 2-3 hours. These hours are verified 
by coaching logs, which are returned to the program chairperson at the end of the 
semester for verification and payment of coaches. 

 
Mild to Moderate Disabilities Preliminary Credential, Including Internship 

• Faculty Recruitment 

• Adjunct Requirements 

• Veteran Practitioner Training Material 
 

Multiple and Single Subject Teaching Credential, Including Internship 

• Faculty Recruitment  

https://education.laverne.edu/accreditation/files/2018/10/EDLD-Faculty-Vacancy-.pdf
https://education.laverne.edu/accreditation/files/2018/10/3.3-EDLD-Adjunct-Requirements.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.3-EDLD-Mentor-Handbook.pdf
https://education.laverne.edu/accreditation/files/2018/10/3.3-Exec-Coach-Requirements.pdf
https://education.laverne.edu/accreditation/files/2018/10/3.3-Adjunct-Requirements-taylor.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.3-Veteran-Training-Materials.pdf
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• Adjunct Requirements 

• Supervisor Training 2017 

• Supervisor Training 2018 Section 1 

• Supervisor Training 2018 Section 2 
 

Pupil Personnel Services, School Counseling Credential, Including Internship 

• Faculty Recruitment 

• Adjunct Requirements 

• Veteran Practitioner Training Material 

• Summative Evaluation of the On-site Supervisor by Counselor Trainee 
 

Pupil Personnel Services, School Psychology Credential, Including Internship 

• Faculty Recruitment  

• Adjunct Requirements 

• Site Supervisor Handbook 

• Summative Evaluation of the On-site Supervisor by Counselor Trainee 
 

• The education unit monitors a credential recommendation process that ensures that 
candidates recommended for a credential have met all requirements.  

 
Administrative Services Professional Credential, Clear Induction 

 
Formative and summative assessments guide each candidate to progress toward 
mastery of the CPSEL standards. The following criteria are considered for the credential 
recommendation: 

1. Individualized Induction Plans (year one and two) - developed using self-
assessment and CPSEL Descriptions of Practice, candidate must show growth along 
DOP continuum in each area. 

2. Successful completion of Professional Learning courses 
3. Recommendation of executive coach and district mentor (based on CPSELs) 
4. End of program self-assessment 

 
Progress Monitoring Document 
 

Pupil Personnel Services, School Counseling Credential, Including Internship 
 
Students will receive an IP (in progress) at the end of the semester/term. Once finished at 
a site, paperwork should be submitted within 2 weeks of completing site 200 hours. After 
the end of the semester/term, students that have completed 200 hours and have not 
submitted paperwork may receive a NCR for the class. 

• The Credential Analyst will make sure registrations are completed during the 
current registration period; send a list of students that didn't complete required 
registrations to the Fieldwork Director by the end of the first week of each new 
term. 

https://laverne.edu/hr/teacher-education-program/
https://education.laverne.edu/accreditation/files/2018/10/Supervisor-Training-2017.pdf
https://education.laverne.edu/accreditation/files/2018/10/Supervisor-Training-2018-Section-1.pdf
https://education.laverne.edu/accreditation/files/2018/10/Supervisor-Training-2018-Section-2.pdf
https://education.laverne.edu/accreditation/files/2018/10/3.3-Adjunct-Requirements.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.3-Site-Supervisor-Handbook-.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.6.1C-Exhibit-Evaluation-by-Counselor-Trainee.pdf
https://education.laverne.edu/accreditation/files/2018/10/3.3-SPSY-Ajunct-Hiring-Qualifications.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.3-SPSY-SUPERVISION-HANDBOOK-2018.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.6.1C-SPSY-2018-FW-FORMS-3.3.pdf
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• Fieldwork Director & Program Director will be notified when students request a CE 
(continuous enrollment) to extend their enrollment beyond the original one year 
registration time frame for IP (in progress) grades. 

• Once credit for all credential coursework has posted the credential analyst may 
recommend the candidate for the PPS credential. 
 
Progress Monitoring Document 

 
Administrative Services Preliminary Credential, Including Internship 
 
The University of La Verne LaFetra College of Education has developed a system using 
trained credential analysts to verify that preliminary administrative credential candidates 
meet all legal requirements prior to receiving a recommendation for the credential. The 
Credential Analyst’s Preliminary Administrative Services Credential Evaluation form. 
 
 
Reading Program  
 
The University of La Verne LaFetra College of Education has developed a system using 
trained credential analysts to verify that Reading and Language Arts Specialist program 
candidates meet all legal requirements prior to receiving a recommendation for the 
credential. 
 
The verification is conducted through Course Program Evaluation report completed by the 
University Registrar, verification of employment, and a letter certifying program 
completion signed by the program chair. 
 
Reading Course Program Evaluation 
Reading Completion Letter 
 

  

https://education.laverne.edu/accreditation/files/2018/10/7.1.1-Credentiual-Checklist-ALL-PROG-SEPTEMBER-2018.pdf
https://education.laverne.edu/accreditation/files/2018/10/Exhibit-7.1.1a-Reading-Course-Program-Evaluation-.pdf
https://education.laverne.edu/accreditation/files/2018/10/Exhibit-7.1.1b-Reading-Completion-Letter.pdf
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Pupil Personnel Services, School Psychology Credential, Including Internship 

 

 
 
Once credit for all credential coursework has posted the credential analyst may 
recommend the candidate for the PPS credential. 
 
Candidate Progress Monitoring Document 
 
Mild to Moderate Disabilities Preliminary Credential, Including Internship 
 
The Credential Analyst secures candidates file, reviews transcript and then confers with 
the Internship coordinator for Internships, or the Student Teacher Coordinator for 
culminating Student Teaching to confirm that the analyst’s assessment is correct. Once 
they confer the program chairperson is notified that a recommendation for credentialing 
is in order or is not in order. 
 
Candidate Progress Monitoring Document 

https://education.laverne.edu/accreditation/files/2018/10/7.1.1-SPSY-Credentialing-Checklist-SCH-PSYCH-OCTOBER-2018.pdf
https://education.laverne.edu/accreditation/files/2018/10/Exhibit-7.1.1-Candidate-Progress-Monitoring-Document.pdf
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Multiple and Single Subject Teaching Credential, Including Internship 
 
The University of La Verne LaFetra College of Education has developed a system using 
trained credential analysts to verify that multiple and single subject program candidates 
meet all legal requirements prior to receiving a recommendation for the credential. 
 
Candidate Progress Monitoring Document 
 

California Teacher of English Learners (CTEL)  
 
The University of La Verne LaFetra College of Education has developed a system using 
trained credential analysts to verify that multiple and single subject program candidates 
meet all legal requirements prior to receiving a recommendation for the credential. 
 
Candidate Progress Monitoring Document 

 
Standard 2: Candidate Recruitment and Support  

Candidates are recruited and supported in all educator preparation programs to ensure their 
success. 

• The education unit accepts applicants for its educator preparation programs based on clear 
criteria that include multiple measures of candidate qualifications. 

Credential Program Handbooks and Websites 
Administrative Services Preliminary Credential, Including Internship 

Website 
Admission Requirements (Note: On the website, admission requirements appear on 
the right column's view) 

 
 Administrative Services Professional Credential, Clear Induction 

Website 
Admission Requirements (Note: On the website, admission requirements appear 
on the right column's view) 

 
 Mild to Moderate Disabilities Preliminary Credential, Including Internship 

Website 
Admission Requirements (Note: On the website, admission requirements appear 
on the right column's view) 
Clinical Practice Handbook/Manual 

 
 Multiple and Single Subject Teaching Credential, Including Internship 

Website 
Multiple Subject Admission Requirements  
Single Subject Admission Requirements 

https://education.laverne.edu/accreditation/files/2018/10/Exhibit-7.1.1-Candidate-Progress-Monitoring-Document-1.pdf
https://education.laverne.edu/accreditation/files/2018/10/Exhibit-7.1.1-Candidate-Progress-Monitoring-Document-1.pdf
https://education.laverne.edu/leadership/
https://laverne.edu/programs/educational-leadership-med/
https://education.laverne.edu/certificates/clear-administrative-services/
https://laverne.edu/programs/clear-induction-administrative-services-credential/
https://education.laverne.edu/certificates/specialist-credential/
https://laverne.edu/programs/mildmoderate-education-specialist-preliminary-credential/
https://education.laverne.edu/accreditation/files/2018/10/Exhibit-6.5-Clinical-Practice-Handbook-Manual.pdf
https://education.laverne.edu/certificates/teaching-credential/
https://laverne.edu/programs/multiple-subject-credential/
https://laverne.edu/programs/single-subject-credential/
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(Note: On the website, admission requirements appear on the right column's 
view) 

Clinical Practice Handbook/Manual 
 

 Pupil Personnel Services, School Counseling Credential, Including Internship 
Website 
Admission Requirements (Note: On the website, the admission requirements 
appear in the right column reader's view) 

 Clinical Practice Handbook/Manual 
 

Pupil Personnel Services, School Psychology Credential, Including Internship 
Website 
Admission Requirements (Note: On the website, the admission requirements 
appear in the right column reader's view) 

 Clinical Practice Handbook/Manual  
 

• The education unit purposefully recruits and admits candidates to diversify the educator 
pool in California and provides the support, advice, and assistance to promote their 
successful entry and retention in the profession.   

Advisement and assistance for each candidate are provided in a variety of ways.   

• Candidates have access to the program specific admission and completion 
requirements on the: LaFetra College of Education website 

• Candidates are supported through the admission process by Associate Director of 
Graduate Admissions.  The admission personnel are assigned specific programs 
and trained to support the candidates through the admission process. 

• Each program has a chair who meets with incoming candidates, advises and 
counsels students within their programs.   

• All full-time faculty have teaching responsibilities within that program, as well as a 
required number of office hours in order to be accessible to full time working 
professionals.  There is opportunity for candidate contact before and after classes, 
in addition to scheduled appointments during regular office hours.  Candidates can 
schedule advising appointments via an online system (Acuity).  They can also verify 
program progress and course planning via Degree Works. 

• Each program has a fieldwork specialist for supporting candidates, fieldwork 
placement, and verifying fieldwork completion.   

• Credential analyst/academic advisors provide academic counseling to candidates.   

Efforts are made by all programs to recruit candidates who reflect the diversity of the 
populations of the surrounding school districts, and to a great degree those efforts 
have been successful.   

https://education.laverne.edu/accreditation/files/2018/10/6.5-Clinical-Teaching-Handbook.pdf
https://education.laverne.edu/counseling/
https://laverne.edu/programs/educational-counseling-ms/
https://education.laverne.edu/accreditation/files/2018/10/6.5-Student-Fieldwork-Handbook.pdf
https://education.laverne.edu/psychology/
https://laverne.edu/programs/school-psychology-ms/
https://education.laverne.edu/accreditation/files/2018/10/6.5-SPSY-2018-STUDENT-HANDBOOK2.pdf
https://education.laverne.edu/accreditation/files/2018/10/6.6.1C-SPSY-2018-FW-FORMS-3.3.pdf
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Link to:  Ethnicity of Program Candidates 

• Appropriate information and personnel are clearly identified and accessible to guide each 
candidate’s attainment of program requirements. 

No additional information is required during the Common Standards submission. 

• Evidence regarding progress in meeting competency and performance expectations is 

consistently used to guide advisement and candidate support efforts. A clearly defined 

process is in place to identify and support candidates who need additional assistance to 

meet competencies. 

No additional information is required during the Common Standards submission. 

 
Standard 3: Course of Study, Fieldwork and Clinical Practice  

The unit designs and implements a planned sequence of coursework and clinical experiences for 
candidates to develop and demonstrate the knowledge and skills to educate and support P-12 
students in meeting state-adopted content standards.   

The unit and its programs offer a high-quality course of study focused on the knowledge and skills 
expected of beginning educators and grounded in current research on effective practice.  
Coursework is integrated closely with field experiences to provide candidates with a cohesive and 
comprehensive program that allows candidates to learn, practice, and demonstrate competencies 
required of the credential they seek.   

The unit and all programs collaborate with their partners regarding the criteria and selection of 
clinical personnel, site-based supervisors and school sites, as appropriate to the program.  

• Through site-based work and clinical experiences, programs offered by the unit provide 
candidates with opportunities to both experience issues of diversity that affect school 
climate and to effectively implement research-based strategies for improving teaching and 
student learning.  

No additional information is required during the Common Standards submission. 

• Site-based supervisors must be certified and experienced in teaching the specified content or 
performing the services authorized by the credential.   

No additional information is required during the Common Standards submission. 

• The process and criteria result in the selection of site-based supervisors who   provide effective 
and knowledgeable support for candidates. 

No additional information is required during the Common Standards submission. 

• Site-based supervisors are trained in supervision, oriented to the supervisory role, evaluated 
and recognized in a systematic manner. 

No additional information is required during the Common Standards submission. 
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• All programs effectively implement and evaluate fieldwork and clinical practice. 

No additional information is required during the Common Standards submission. 

• For each program the unit offers, candidates have significant experience in school settings 

where the curriculum aligns with California’s adopted content standards and frameworks, 

and the school reflects the diversity of California’s student and the opportunity to work with 

the range of students identified in the program standards. 

No additional information is required during the Common Standards submission. 

 
Standard 4 – Continuous Improvement  

The education unit develops and implements a comprehensive continuous improvement process 
at both the unit level and within each of its programs that identifies program and unit effectiveness 
and makes appropriate modifications based on findings.   

• The education unit and its programs regularly assess their effectiveness in relation to the 
course of study offered, fieldwork and clinical practice, and support services for candidates. 

Link to:  Graphic Depiction of the Unit Assessment System; Including Roles and 
Responsibilities of Personnel in the Unit and Programs 

 

• Both the unit and its programs regularly and systematically collect, analyze, and use 
candidate and program completer data as well as data reflecting the effectiveness of unit 
operations to improve programs and their services. 

Link to:  Annotated List of Unit and Program Data Sources 
Link to:  CTC Program Completer Survey:  Multiple Subject Credential 
   CTC Program Completer Survey:  Single Subject Credential 

  CTC Program Completer Survey:  Preliminary Educational Specialist Credential 

 
The continuous improvement process includes multiple sources of data including 1) the extent to 
which candidates are prepared to enter professional practice; and 2) feedback from key 
stakeholders such as employers and community partners about the quality of the preparation. 
 
Standard 5 – Program Impact 

• The institution ensures that candidates preparing to serve as professional school personnel 
know and demonstrate knowledge and skills necessary to educate and support effectively 
all students in meeting state adopted academic standards. Assessments indicate that 
candidates meet the Commission adopted competency requirements as specified in the 
program standards.   

No additional information is required during the Common Standards submission. 

 

• The unit and its programs evaluate and demonstrate that they are having a positive impact 
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on candidate learning and competence and on teaching and learning in schools that serve 
California’s students. 
 
The unit and its programs review candidate data on an annual basis focusing on both 
candidate competency and readiness for the teaching profession (based on performance 
and feedback from program completers and their employers). 
 

Link to:  CTC Program Completer Survey Results:  Program Impact 
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Standard 1.2 Stakeholders involved in Organization, Coordination, and Decision Making 
 
 

Committee/Role 
Meeting 
Schedule 

Members (Name) 
Members 
(Title/Job 
Description) 

LFCE Program Chairs Meeting:  
Policy decisions, ongoing 
operations of the Unit and 
Programs 

Twice Monthly   

Administrative Services Credential    
Preliminary Administrative Credential:  We continuously seek stakeholder input through 
various means. The program has traditionally employed an advisory council. However, this 
feedback method was not providing meaningful data to drive the continuous improvement that 
was sought. The existing council did not include participants from schools and districts that are 
currently involved in the program. Furthermore, the group affirmed information that was 
shared, but rarely provided meaningful direction for improvement. For these reasons, 
alternative methods have been sought to collect feedback. The advisory committee is being re-
envisioned to include stakeholders that accurately represent the diverse candidates within the 
program. In addition, the work site of each preliminary candidate is visited by the program 
chairperson, providing a direct line for feedback from each employing district. 

Clear Administrative Credential:  We continuously seek stakeholder input through various 
means. The program has traditionally employed an advisory council. However, this feedback 
method was not providing meaningful data to drive the continuous improvement that was 
sought. The existing council did not include participants from schools and districts that are 
currently involved in the program. Furthermore, the group affirmed information that was 
shared, but rarely provided meaningful direction for improvement. For these reasons, 
alternative methods have been sought to collect feedback. The advisory committee is being re-
envisioned to include stakeholders that accurately represent the diverse candidates within the 
program. Because coaching is job-embedded, coaches visit the candidates at their job sites and 
regularly interact with school district personnel to solicit program feedback.  

Fieldwork/ Supervision Monthly Jaymi Abusham Program Chair 

Pomona Induction Council/ 
Advisory 

Quarterly Jaymi Abusham Program Chair 

La Verne/ San Dimas 
Chamber- Bonita Unified 

Annually Jaymi Abusham Program Chair 

Education Law Association/ 
Professional Development 

Annually Jaymi Abusham Program Chair 

Department of Teacher 
Education Advisory Council 
(Multiple and Single Subject) 

Annually Chris Braunstein 
Israel Calderon, Teacher 
Momi Garcia, Teacher 
June Hayes, Teacher  
Joanne Jenkins 
Nancy Kelly, Superintendent 
Johnny Reyes, Teacher 
Gerardo Rosette, Teacher  
Michelle Wavering, Principal 
Sylvia Whitlock, Principal  

Mild to Moderate Disabilities 
Preliminary Credential 

   

Fieldwork/ Supervision Monthly Patricia Taylor Program Chair 
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Kern Induction Collaborative/ 
Advisory 

Monthly Jaymi Abusham Program Chair 

Pupil Personnel Services, School 
Psychology Advisory Council 

Annually Veronica Escoffery-Runnels Program Chair 

We continuously seek stakeholder input through various means. The program has traditionally 
employed an advisory council. However, this feedback method was not providing meaningful 
data to drive the continuous improvement that was sought. The advisory committee is being re-
envisioned to include stakeholders that accurately represent the diverse candidates for both PPS 
programs.  In addition, the work site of each preliminary candidate is visited by the program 
chairperson, providing a direct line for feedback from each employing district. 
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Standard 1.3a LFCE Faculty – Public School Participation 

Faculty Member Type of Public-School Participation 

Abusham, Jaymi  Professional Development, Supervision 

Allen, Jacquelyn (Jackie)  Supervision 

Bechard, Amber Professional Development, Supervision 

Beltran, Valerie  
Consulting, Professional Development, 

Supervision 

Bracho, Christian Professional Development 

Collins, Mary  Supervision 

Decker, Jessica  
Professional Development, Strategic 

Planning, Supervision 

Dieu, Kim  Supervision 

Elderson, Kathrine (Kathy)  Professional Development, Supervision 

Elliott, Niki Professional Development 

Escoffery-Runnels, Veronica  Supervision 

Flemington, Anita  Advisory, Professional Development 

George-Williams, Gyasmine Supervision 

Ibarra, Laura  Supervision 

Lovelace, Everett Supervision 

Mac, Sylvia  Professional Development, Supervision 

MacAuley, Monica  Supervision 

Madhuri, Marga  Supervision 

Marinoble, Rita  Supervision 

Matamala, Shana  Advisory, Supervision 

Mayer, Lanney  Advisory, Supervision 

Mitchell, Kimberly Supervision 

Montes, Adonay  Professional Development, Supervision 

Perry, David  Supervision 

Saldana, Justiniano (Justin)  Advisory, Supervision 

Schroeder, Laurel (Laurie)  Professional Development 

Springer, Joy  Supervision 

Stachowiak, Bettye  Advisory, Supervision 

Stiler, Gary  Advisory, Supervision 

Taylor, Patricia (Pat)  Professional Development 

Trotter, Janet  Supervision 

Walker, Nancy  Supervision 

Woessner, Michael  Advisory, Supervision 
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Standard 1.3b University/District Fieldwork Agreement 
 

University of La Verne 
LaFetra College of Education 

 
Undergraduate Level Programs 

 
Liberal Studies 

Child Development 
 

Graduate Level Programs 
 

Multiple Subject and Single Subject Credential Candidates 
Multiple and Single Subjects Intern Credential Candidates 

Educational Specialist: Mild/Moderate Preliminary Credential Candidates 
Educational Specialist: Mild/Moderate Preliminary Intern Credential Candidates 

School Counseling Credential Candidates 
School Counseling Intern Credential Candidates 

School Psychology Credential Candidates 
School Psychology Intern Credential Candidates 
Administrative Services Credential Candidates 

Administrative Services Intern Credential Candidates 

 
 
THIS AGREEMENT entered into this _____________________________ with 
__________________________________ and between the University of La Verne through the 
Provost of the University of La Verne on behalf of the Board of Trustees hereinafter called the 
University and, hereafter called the District, referred to in the collective as the Parties.   
 

WITNESSETH 
 
WHEREAS, the University is accredited by the California Commission on Teacher Credentialing 
(CCTC) and the National Council of Accreditation for Teacher Education (NCATE) as a credential 
granting institution and desires to provide fieldwork experiences through directed teaching, 
practicum experiences and/or fieldwork experiences to its students enrolled in the University’s 
undergraduate programs: Liberal Studies and Child Development programs and graduate 
programs: Multiple and Single Subject Teacher Education program, Educational Specialist 
program, School Counseling program, School Psychology program, and Administrative Services 
program curricula; and 
 
WHEREAS, District agrees to allow University’s students to gain the necessary fieldwork, 
practicum, and teaching, counseling, psychology, and administrative services experiences by 
interacting with and observing, assessing/assessment of students and teachers, counselors, 
psychologists, and administrators and teaching classes and working with students at its schools; 
and 
 
WHEREAS, the Parties agree to provide for the payment in money for multiple and single subject 
candidates and educational specialist candidates or in services for school counseling, school 
psychology, administrative services, and the liberal studies and child development undergraduate 
programs, for the services rendered by the District of an amount not to exceed the actual cost to 
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the District of the services rendered; and 
 
WHEREAS, it has been determined between the Parties hereto that the payments for multiple and 
single subject candidates and educational specialist candidates be made to the District under this 
agreement do not exceed the actual cost of the District of the services rendered by the District 
and that there is an understanding that the University does not provide stipends to the District for 
the school counseling, school psychology, administrative services, and the liberal studies and 
child development programs; 
 
NOW, THEREFORE, it is mutually agreed between the Parties hereto as follows: 
 
1. The District shall provide experiences through multiple and single subject and educational 

specialist fieldwork and directed teaching, school counseling, school psychology, and 
administrative services practicum experiences and fieldwork, and fieldwork experiences in 
liberal studies, and fieldwork and supervised teaching experiences in child development in 
schools and classes of the District for students of the University qualified for such 
assignments and assigned by the University to multiple and single subject and educational 
specialist candidates fieldwork and directed teaching, school counseling, school 
psychology, and administrative services  practicum experiences, and/or fieldwork, and field 
work in the liberal studies program, and fieldwork and supervised teaching in child 
development in schools or classes of the District, and under the direct supervision and 
instruction of such credentialed employees of the District, as the district and the University, 
through their duly authorized representatives, may agree upon. 

 
 Directed teaching for multiple and single subject credential candidates shall be deemed to 

include all supervised student teaching in the University’s two supervised teaching 
courses,  

 
 Educational Specialist Level I: Mild/Moderate credential candidates complete a minimum 

of 40 hours in a general education classroom setting and a ten-week supervised teaching 
experience over a fifteen-week semester in SPED 409: Supervised teaching in the fall and 
spring semesters. 

 
 School Counseling and School Psychology programs require practicum experiences and 

fieldwork experiences that must be completed under the supervision of a credentialed 
District employee to meet the required number of practicum hours.  Administrative 
Services program requires fieldwork experiences only.   

 
 At the undergraduate level, fieldwork experiences are required for the Liberal Studies 

program and the Child Development program. 
  
 The Child Development program also requires a supervised teaching experience in EDUC 

454: Early Childhood Student Teaching. 
  
 Fieldwork experiences are completed as part of the curricula requirements in both the 

undergraduate level for the bachelor’s degree requirements and the graduate level 
credential programs.   These fieldwork experiences are hourly based and require the 
undergraduate candidates and graduate credential candidates to complete the 
requirements in appropriate districts and school classes. 

 
  

Intern Programs  
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The University of La Verne College of Education and Organizational Leadership 
offers Internship Programs in Multiple and Single Subject Teaching, Educational 
Specialist Mild/Moderate Level I, School Counseling, School Psychology, and 
Administrative Services for qualified students. These internship programs provide a 
process whereby selected, qualified individuals may be employed as multiple and 
single subject teachers, education specialist teachers, counselors, psychologists, 
and school administrators in participating public schools and concurrently meet  the 
University of La Verne’s requirements in professional education.  These 
internship requirements are consistent with the current multiple and single subject 
teaching, educational specialist teaching, counseling, psychology, and 
administrative services credential programs. 

   
Under this contract, the District shall provide intern experiences for multiple and single 
subject credential program, educational specialist program, school counseling program, 
school psychology program, and the administrative services program. 

 
Full explanation of the University’s undergraduate and graduate programs can be found in: 
Exhibit A    
 
Intern Programs Eligibility can be found in: Exhibit B   
 
Intern Programs Agreement can be found in: Exhibit C   
 
Prior to any University student entering a District or school-site to complete fieldwork, 
practicum, or supervised teaching, he/she must have TB clearance and be cleared by the 
state with either a Certificate of Clearance or other form of DOJ clearance.   
          
The District may, in its sole discretion, refuse to accept for directed teaching, practicum, or 
fieldwork, any student of the University assigned in the district.  Upon request of the 
District, the University shall terminate the directed teaching, practicum, or fieldwork 
assignment of any student of the University in the District. 
 
Multiple and single subject and educational specialist and liberal studies and child 
development directed teaching and fieldwork students, and students completing practicum 
and fieldwork experiences in school counseling, school psychology, and administrative 
services programs as used herein and elsewhere in this agreement mean active 
participation in the duties and function of classroom teaching, school counseling, school 
psychology, and administrative services practicum, and fieldwork experiences under the 
direct supervision and instruction of employees of the District holding a valid credential, 
with a minimum of three years of exemplary experience as a classroom teacher, school 
counselor, school psychologist, or site administrator, issued by the California Commission 
on Teacher Credentialing.  
 

2. In the multiple and single subject and educational specialist programs, the University will 
pay the District directly for the performance by the District of all services required to be 
performed by the District under this agreement.  There is no payment provision for the 
University’s fieldwork assignments that must be completed in the University’s coursework 
or for the school counseling, school psychology, and administrative services programs or 
the undergraduate programs, liberal studies and child development. 
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The number of semester units of directed teaching or fieldwork to be provided for each 
student of the University assigned to directed teaching, practicum, or fieldwork under this 
agreement shall be determined by the University. 

 
3. An assignment of a student of the University to directed teaching, practicum, or fieldwork 

in schools or classes of the District shall be at the discretion of the University.  A student 
may be given more than one assignment by the University for placement in directed 
teaching, practicum or fieldwork experiences in such schools or classes.  The assignment 
of a student of the University to directed teaching, practicum, or fieldwork in the District 
shall be deemed to be effective for the purposes of this Agreement as of the date the 
student presents to the proper authorities of the District the assignment letter or other 
document given him/her by the University effecting such assignments, but not earlier than 
the date of such assignments as shown on such letter or other document. 
In the event the assignment of a multiple subject, single subject, or educational specialist 
student of the University to directed teaching, practicum or fieldwork is terminated by the 
University or the District for any reason, the District shall receive payment on account of 
such student as though there had been no termination of the assignment, except that if 
such assignment is terminated before half the term of the assignment is completed, the 
District shall receive payment for an assignment for one-half services only.  There is no 
payment for students in the school counseling, school psychology, administrative services, 
or liberal studies and child development programs. 

 
4. Within a reasonable time following the close of each semester of the University the District 

shall submit an invoice, in duplicate, to the University for payment at the rate provided 
herein, for all students who participated in directed teaching in the multiple and single 
subject programs and the education specialist program provided by the District under and 
in accordance with this Agreement during said semester or term. 

 
The District shall attach to the invoice a certificate, in duplicate, executed by a duly 
authorized representative of the District certifying that the District expended or became 
obligated to expend in providing such directed teaching an amount not less than the 
amount of the invoice. 

  
 2042 Multiple and Single Subject Credential Program 
 Educational Specialist Credential Program 

 
ED 468:  Introductory Supervised Teaching - $100.00 per student teaching assignment for 
each student in full-day introductory directed teaching.  

  
ED 478 and SPED 409:  Advanced Supervised Teaching - $200.00 per student teaching 
assignment for each student in full-day directed teaching. 
 
ED 467: Intern Teaching: Multiple and Single Subjects and SPED 459: Intern Teaching 
Educational Specialist school-site support providers receive a stipend of $200 for each 
semester they have an intern. 
 
Child Development: Liberal Studies: School Counseling: School Psychology: 
Administrative Services  
 
The university does not pay a stipend to school-site supervisors for these programs. 

 
5. The term of the agreement shall commence on the __________________. This 
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agreement may be terminated by either District or University immediately for cause upon 
giving written notice to the other party. If not terminated, this contract will remain in effect 
until either the District or the University requests to alter the existing contract or write a 
new contract. 

 
6. Notwithstanding anything herein contained to the contrary, this Agreement may be 

terminated and the provisions of this agreement may be altered, changed, or amended, by 
mutual written consent of both parties hereto. 

 
7. Notwithstanding any other provisions of this agreement, the University shall not be 

obligated by this agreement to pay the District any amount in excess of a total of Two 
Hundred ($200.00) for ED 478 and SPED 409 or One Hundred ($100.00) per student for 
ED 468, or Two Hundred ($200) per student for ED 467 and SPED 459. 

 
8.   Parties agree District is not responsible for maintaining workers’ compensation coverage 

for students of the University. 
 
INDEMNIFICATION:  The parties hereto, and each of them, do hereby mutually agree to 
indemnify, defend, save and hold harmless each other, and their respective officers, agents, 
servants and employees, of and from any and all liability, claims, demands, debts, suits, actions 
and causes of action, including wrongful death and reasonable attorneys’ fees for the defense 
thereof, arising out of or in any manner connected with the performance of any act or deed under 
or pursuant to the terms and provisions of this agreement by such indemnifying party, or its 
officers, agents, servants and employees, but only in proportion to and to the extent such liability, 
claims demands, debts, suits, actions, causes of action, or attorneys’ fees are caused by or result 
from the negligent or intentional acts of omissions of either party. 
 
UNIVERSITY shall carry and maintain at least $1,000,000 per occurrence and $3,000,000 in 
General Aggregate commercial general liability insurance and provide DISTRICT with an 
additional covered party endorsement naming the DISTRICT as an additional covered party.  
Copies of renewal notices during the term of this contract must be provided to the DISTRICT 
within thirty (30) days to keep the contract in force.  If the UNIVERSITY changes insurance 
carriers, DISTRICT must be notified thirty (30) days prior to change. 
 
For purposes of this paragraph, the student teacher shall not be deemed to be an officer, agent, 
servant, or employee of UNIVERSITY OF LA VERNE or _______________________________. 
 

The following signature hereby indicates approval of this contract:  
 
University of La Verne     __________________________  
UNIVERSITY      DISTRICT  
 
By___________________________   By________________________  
 
Dr. Jonathan Reed      __________________________  
Provost       TITLE  

 
 

CERTIFICATION 
 
I, the duly appointed and acting Secretary to the Governing Board of the School District listed 
below, do hereby certify that the following is a true and exact copy of a portion of the Minutes of 
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the regular meeting of said Board held on ______________________________________, 2018. 
 
It was moved, seconded and carried that the attached contract with ________________________ 
whereby the University may assign students to the schools in the School District for multiple and 
single subject and educational specialist   internship, directed teaching and/or fieldwork, school 
counseling and school psychology internship, practicum and/or fieldwork, and administrative 
services internship and fieldwork be approved; and the Secretary to the Board is hereby 
authorized to execute the same. 
 

 
_________________________________ 

DISTRICT 
 

_________________________________ 
COUNTY 

 
    __________________________________ 

BY 
 

                       __________________________________ 
TITLE 
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EXHIBIT A 
 

Program Descriptions 
 

Fieldwork Experiences 
 
The University of La Verne requires fieldwork experiences for students at both the undergraduate 
and graduate levels. 
 
UNDERGRADUATE LEVEL PROGRAMS 
 

Liberal Studies Program 
Child Development Program 

 
Fieldwork Experiences 
 
At the undergraduate level, the University seeks to place students in fieldwork experiences where 
each student can observe and interact with regularly certified or credentialed teachers.   
 
These fieldwork experiences may or may not be observed by the University’s instructors and may 
involve observations and small group instruction with limited whole class involvement. 
 
These fieldwork experiences are totally different from the fieldwork experiences required for the 
graduate programs.  These experiences are not graduate level supervised teaching assignments 
and undergraduate students do not have to meet the same requirements as the graduate 
students.   
 
Each undergraduate student must hold a State of California Certificate of Clearance (Liberal 
Studies) or State of California Department of Justice Bureau of Criminal Information and Analysis 
(Child Development Program) allowing him/her to engage with children in a public or private 
school setting and a verification of negative TB screening.  
 
Each undergraduate candidate will be issued a letter of introduction listing the requirements of the 
fieldwork experience to be presented to the school-site and/or the District to request fieldwork 
placement. 
 
These undergraduate experiences are designated as “Field Study Candidates.” 
 
At the undergraduate level, the University seeks to place two classifications of field- work 
students: 1) Field Study Candidates and 2) Undergraduate Student Teaching Candidates. 
 
 
Field Study Candidates 
 
Field Study Candidates can observe and interact with regularly certified or credentialed teachers.  
At this level, students may or may not be supervised by the University’s instructors and the 
experience may involve observations and small group instruction with limited whole class 
involvement.   
 
 
 
Undergraduate Student Teaching Candidates 
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Undergraduate Student Teaching is a requirement of the Child Development Program.  
Requirements for this program are completely different from the supervised teaching assignments 
that must be completed at the graduate and credential level.  At this level, students are supervised 
by the University on a weekly basis.  The University works solely with the cooperating school or 
school district to request placement with a certified or credentialed school-site supervisor for each 
supervised student teacher.  
 

GRADUATE LEVEL PROGRAMS 
 
 Teacher Education: Multiple and Single Subject Credential Program 
 Educational Specialist Credential Program 
 School Counseling Credential Program 
 School Psychology Credential Program 
 School Administration Credentials Program 
  Level I Administrative Credential Program 
  Level II Administrative Credential Program 
 
Graduate level students are placed in participating districts and schools for the purpose of 
meeting individual course work requirements for field experiences relating to the individual course 
or for supervised teaching or practicum experiences. 
 
Supervised teaching is a requirement of the Teacher Education and Educational Specialist 
Credential programs. 
 
Practicum and fieldwork experiences are requirements of the School Counseling and School 
Psychology programs. 
 
The Administrative Credential program requires fieldwork experiences only. 
 
TEACHER EDUCATION: MULTIPLE AND SINGLE SUBJECT CREDENTIAL PROGRAMS 
 
Fieldwork Requirements 
 
Teacher education programs require fieldwork experiences in classrooms that are not supervised 
by the University, but are approved by the course instructor, and the placements must be 
approved by the individual school-sites and districts. 
Each individual candidate will arrange cooperatively with the school-site administrator and/or the 
district for his/her own fieldwork placement and will present a letter of introduction from the course 
instructor, in which the fieldwork experience is required, outlining the requirements for the 
fieldwork assignment.    
 
Each candidate seeking a fieldwork placement holds a Certificate of Clearance and a clear TB 
verification, has passed, or is completing, the University’s writing requirement, and has passed or 
is completing the CBEST and CSET requirements.  
 
Supervised Teaching 
 
Teacher Education supervised teaching assignments are set up by the University with the 
cooperating partner districts and are supervised by the University’s supervisors on a weekly 
schedule. 
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The University works solely with the cooperating partner school districts to request placements for 
supervised teaching.  Candidates are never permitted to seek to placement for themselves. 
 
Placement requests for multiple subject candidates are any two assignments either K-2: 3-5: or 6-
8 core middle school. 
 
Placement requirements for single subject candidates are grades 7-12 in the credential area.  
Students may be placed in a middle school/junior high school assignment for one of the 
supervised teaching assignments or they can complete the two assignments in a comprehensive 
high school.   
 
ED 468: Introductory Supervised Teaching: five-week supervised teaching experience. 
 
ED 478: Advanced Supervised Teaching: ten-week supervised teaching experience. 
 
Either the District or the University may remove the supervised teaching candidate for 
unsatisfactory performance.   
 
 
Intern Teaching: Multiple and Single Subject 
 
Intern teacher candidates have been accepted into the University of La Verne’s Intern Program 
having successfully completed the pre-requisite requirements. 
Completed:  ED 460: Diversity, Interaction, and the Learning Process 

ED 470: Theories and methods of Education for Linguistically Diverse   Students 
Passed: CBEST: CSET or subject matter competency: University’s writing requirement 
Verified: Certificate of Clearance: TB clearance: U.S. Constitution 
 
The maximum amount of time for a candidate to remain as an intern is two years. 
 
University of La Verne’s interns are supervised on a weekly basis by the University supervisor and 
by a qualified District employee until the intern has completed all of the state and University’s 
credential requirements. The school-site support provider must be teaching at the same school-
site within the same subject area as the intern, and must hold the appropriate credential, has 
taught in the subject area for a minimum of three years, is EL proficient, and would be an 
exemplary teacher who can successfully mentor and monitor the supervised teacher.  
 
Either the District or the University may remove the intern candidate for unsatisfactory 
performance.   
 
 
EDUCATION SPECIALIST CREDENTIAL PROGRAM 
 
Fieldwork Requirements  
 
Education Specialist Credential program requires fieldwork experiences in appropriate special 
education classrooms, or mainstreamed classrooms, or included classrooms that are not 
supervised by the university, but are approved by the course instructor and the placements must 
be approved by the individual school-sites and districts. 
 
Each individual candidate will arrange cooperatively with the school-site administrator and/or the 
District for his/her own fieldwork placement and will present a letter of introduction from the course 
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instructor, in which the fieldwork experience is required, outlining the requirements for the 
fieldwork assignment.    
 
Each candidate seeking a fieldwork placement holds a Certificate of Clearance and a clear TB 
verification, has passed, or is completing, the University’s writing requirement, and has passed or 
is completing the CBEST and CSET requirements.  
 
Supervised Teaching 
 
Education Specialist supervised teaching assignments are set up by the university with the 
cooperating partner districts and are supervised by the university’s supervisors every two weeks. 
The university works solely with the cooperating partner school Districts to request placements for 
supervised teaching.  Candidates are never permitted to seek to place themselves. 
 
Placement assignment requests are for RSP, SDC classrooms, an included classroom, or a 
mainstream classroom. 
 
SPED 409: Education specialist Mild-Moderate Supervised Teaching: ten-week supervised 
teaching experience.  
 
Either the District or the University may remove the supervised teaching candidate for 
unsatisfactory performance.   
 
Intern Teaching: Education Specialist Credential Program 
 
Intern special education teacher candidates have been accepted into the University of La Verne’s 
Intern Program having successfully completed the pre-requisite requirements. 
 
The maximum amount of time for a candidate to remain as an intern is two years. 
University of La Verne’s educational specialist interns are supervised on a bi-weekly basis until 
they have completed all of the state and university’s credential requirements. 
 
Either the District or the University may remove the intern candidate for unsatisfactory 
performance.   
 
 
PRACTICUM REQUIREMENTS 
 
SCHOOL COUNSELING CREDENTIAL PROGRAM 
 
School Counseling unsupervised fieldwork assignments and supervised practicum assignments 
are arranged by the University with the cooperating Districts.  Supervised practicum assignments 
are supervised by the University on a regularly scheduled calendar. 
 
All School Counseling candidates hold a Certificate of Clearance and a clear TB verification.  
 
Graduate Level School Counselor Trainee 
 
Graduate Level School Counselor Trainees are University recommended master’s degree 
candidates who have been approved to engage in unpaid educational observation or service for 
the purpose of gaining professional experience under the supervision of an appropriately trained 
or credentialed professional of the district.  Arrangements for this experience will be made 
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cooperatively between the counselor trainee and the principal of the participating school.  
 
School Counseling Fieldwork Candidate 
 
School Counseling Fieldwork candidates are University recommended master’s degree 
candidates who have been approved to engage in unpaid counseling experiences under the 
supervision of a fully credentialed school counselor from the district and a University supervisor.  
Assignment of a University candidate to placement in a district school shall be at the discretion of 
the University working cooperatively with the District.  The school-site supervisor and the school 
counseling fieldwork candidate will decide on the number of hours to be completed at the site in 
fulfillment of the requirements of the California Commission on Teacher Credentialing and the 
American School Counselor Association standards.  This information will be noted in writing prior 
to beginning the fieldwork experience.  The University reserves the right to issue or deny the PPS 
credential at the end of the fieldwork experience.  Either the District or the University may remove 
the school counseling candidate for unsatisfactory performance.   
 
School Counseling Intern 
 
School counseling interns are University recommended master’s degree candidates who possess 
a Pupil Personnel Service (PPS) Internship Credential.  School counseling interns have been 
approved to engage in paid counseling services under the supervision of a fully credentialed 
school counselor from the district and a university supervisor.  The district supervisor and the 
school counseling fieldwork candidate will decide on the number of hours to be completed at the 
site in fulfillment of the requirements of the California Commission on Teacher Credentialing.  This 
information will be noted in writing prior to beginning the internship.  The University reserves the 
right to issue or deny the PPS credential at the end of the internship experience.  Either the 
District or the University may remove the school counseling intern for unsatisfactory performance. 
 
SCHOOL PSYCHOLOGY CREDENTIAL PROGRAM 
 
School Psychology Practicum Trainees 
 
School Psychology Practicum Trainees are candidates recommended by the University 
possessing a Certificate of Clearance or other appropriate certificate who have been approved to 
participate in unpaid school psychology experiences that occur prior to the field experience.   
These experiences are conducted in laboratory field-based settings under the supervision of a 
credentialed school psychologist, with three years full-time experience, and a University 
supervisor.  The District supervisor or the on-site supervisor and the school psychology practicum 
trainee will decide how the 450 prescribed clock hours (spread over two years) will be 
accomplished in fulfillment of the National Association of School Psychology domains, to be 
completed at the site.  These hours are prescribed by the School Psychology curriculum: the 
district supervisor is not necessarily involved.  This information will be noted in writing, in the 
Planning Document, prior to beginning the practicum experience.  Either the district or the 
university may remove the school psychology practicum trainee for unsatisfactory performance. 
 
School Psychology Fieldwork Candidates 
 
School Psychology Fieldwork Candidates are candidates recommended by the University 
possessing a Certificate of Clearance or other appropriate certificate who have been approved to 
engage in unpaid school psychology experiences under supervision of a credentialed school 
psychologist, with three years full-time experience, and a University supervisor.  An assignment of 
a candidate of the University to a placement in schools of the District shall be at the discretion of 
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the University, working cooperatively with the District.  The District supervisor and the school 
psychology candidate will decide how the 1,200 fieldwork hours will be accomplished in fulfillment 
of the National Association of School Psychology domains to be completed at the site.  This 
information will be noted in writing, in the Planning Document, prior to beginning the fieldwork 
experience.  The University reserves the right to issue or deny the Pupil Personnel Service 
Credential at the end of the fieldwork experience, based on passing the PRAXIS at the University 
of La Verne required level.  Either the District or the University may remove the school psychology 
candidate for unsatisfactory performance. 
 
School Psychology Interns 
 
School Psychology Interns are candidates recommended by the University, possessing a 
Certificate of Clearance and an Intern Credential, who have been approved to engage in paid 
school psychology services under the supervision of a credentialed school psychologist, with 
three years full-time experience, and a University supervisor.  The district supervisor and the 
school psychology candidate will decide how the 1,200 fieldwork hours will be accomplished, in 
fulfillment of the National Association of School Psychology domains, to be completed at the site.  
This information will be noted in writing, in the Planning Document, prior to beginning the fieldwork 
experience.  The University reserves the right to issue or deny the Pupil Personnel Service 
Credential at the end of the internship experience.  Either the District or the University may 
remove the school psychology intern for unsatisfactory performance. 
 
 
ADMINISTRATIVE SERVICES CREDENTIAL PROGRAM 
 
Administrative Services Credentials  
 
The Administrative Services Preliminary and Professional Credential Programs require fieldwork 
experiences supervised by the University staff at the beginning of the placement.  All 
administrative services placements must be approved by the individual school-sites and Districts 
prior to starting the program. 
 
Administrative Fieldwork Candidates 
 
Administrative Fieldwork Candidates are candidates recommended by the University, who 
possess appropriate certification, and have been approved to engage in unpaid administrative 
services under the supervision of a fully credentialed administrative employee of the district.  An 
assignment of a candidate of the University to a placement in schools of the District shall be at the 
discretion of the University, working cooperatively with the District.  Either the District or the 
University may remove the administrative fieldwork candidate for unsatisfactory performance. 
 
Administrative Interns  
 
Administrative Interns are candidates recommended by the University, possess an Intern 
Credential issued by the California Teacher Credentialing Commission, who have been approved 
to engage in paid administrative duties under the supervision of a fully credentialed employee of 
the District, and a University supervisor.  The University reserves the right to issue or deny the 
Preliminary Administrative Credential upon completion of the University program.  Either the 
District or the University may remove the administrative Intern for unsatisfactory performance.   
 
Professional Administrative Fieldwork Candidates 
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Professional Fieldwork Candidates are candidates who hold a valid Preliminary Administrative 
Credential, have been hired by a District for a full time, paid administrative position, and are under 
the supervision of a fully credentialed administrative employee of the District and a University 
supervisor.  Recommendation for the Professional Credential shall be at the discretion of the 
University, working cooperatively with the District.     
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EXHIBIT B 

 
Intern Credential Program Eligibility 

 
These programs permit the students to become eligible for the intern credential if the 
student has: 
 
Multiple and Single Subject Intern Eligibility 

 
 1.  Bachelor’s degree 
 2.  Admitted into program and completed the program’s prerequisite course 

requirements 
 3.  Certificate of Clearance 
 4.  TB Clearance 
 5.  Subject matter competence: CSET 
 6.  Passed CBEST  
 7.  Been offered employment as a classroom teacher in the credential subject area. 
 8.  U.S. Constitution 
 9.  Speech 
 
Internship must be completed within two years. 
 
Interns are observed by the University weekly. 
 
Education Specialist Intern Eligibility 

 
 1.  Bachelor’s degree 
 2.  Admitted into program and completed program’s prerequisite course 

requirements 
 3.  Certificate of Clearance 
 4.  TB Clearance 
 5.  Subject matter competence: CSET 
 6.  Passed CBEST  
 7.  Been offered employment as an educational specialist-mild-moderate teacher 
 8.  Complete previous experience in a special education classroom.  
 
Internship must be completed within two years. 
 
Interns are observed by the University bi-weekly. 
  
 
School Counseling Intern Eligibility 

 
 1.  Bachelor’s degree 
 2.  Admitted into program and completed program’s prerequisite course 

requirements 
 3.  Certificate of Clearance 
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 4.  TB Clearance 
 5.  Passed CBEST 
 6.  Letters of recommendation  
 7.  Personal statement 
 8.  Been offered employment as a school counselor 
 
Internship must be completed within two years. 
 
Interns are supervised by the University.  
 
School Psychology Intern Eligibility 

 
 1.  Bachelor’s degree 
 2.  Admitted into program and completed program’s prerequisite course 

requirements 
 3.  Certificate of Clearance 
 4.  TB Clearance 
 5.  Passed CBEST 
 6.  Letters of recommendation  
 7.  Personal statement 
 8. Been offered employment as a school psychologist 
 
Internship must be completed within two years. 
 
Interns are supervised by the University. 
 
Administrative Services Intern Eligibility 

 
1. Preliminary or clear teaching credential or other appropriate credential 
2. Admitted into program and completed program’s prerequisite course 

requirements 
3. Minimum three years teaching or other appropriate experience 

  4.  Letters of recommendation  
 5.  Personal statement 
 6.  Been offered employment as a school administrator 
 
Internship must be completed within two years. 
 
Interns are supervised by the University. 
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EXHIBIT C 

 

INTERNSHIP PROGRAMS AGREEMENT 

 
RESPONSIBILITIES OF PARTICIPATING PUBLIC SCHOOL DISTRICTS 

 
The participating public school district has the following responsibilities: 
 
 1. To assist in the screening of interns; 
 
 2. To screen and employ qualified interns; 
 
 3. To determine the salary of each intern in accordance with 
  district policies; 
 
 4. To identify and assign an individual who holds a valid California 
  teaching credential to provide on-site supervision of the internship 
  teacher, counselor, psychologist, administrative services candidate   
 throughout the internship experience 
 
 5. To assume appropriate responsibilities for preparing the intern for 
  full credentialing, including advising, supervising, evaluating and 
  recommending the intern for the credential. 
 
 6.        District shall assign each intern a site supervisor who, along with   
 the University, shall supervise the intern on a regular basis.  
 

   
EVALUATION 

 
The Multiple and Single Subject Teacher Internship Program, Special Education Level I - 
Mild/Moderate Internship Program, School Counseling Intern Program, School 
Psychology Intern Program, and the Administrative Services Intern Program Evaluation 
Plan will be conducted by the individual Departments of the College of Education and 
Organizational Leadership of the University in cooperation with approved participating 
public school districts.  The evaluation plan will include the following components: 
 
 1. evaluation of candidates prior to admission to the program; 
 2. continuing evaluation during the period of internship counseling; 
 3. final evaluation prior to recommendation to CCTC; 
 4. follow-up of graduates; and 
 5. evaluation of the program. 
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Introduction 
 

This document provides guidelines and definitions for the processes of tenure and promotion, within the 

La Fetra College of Education at the University of La Verne. These guidelines apply to faculty with 

tenure-track appointments who are working to document their achievements for purposes of 

seeking tenure and/or promotion. Following these guidelines may lead to a successful application 

for tenure and/or promotion. 

 
Faculty working toward tenure and/or promotion should be in regular contact with the Dean and the 

LaFetra College of Education Tenure and Promotion Committee for mentoring and support. It is the 

responsibility of each faculty member to familiarize themselves with the guidelines presented in this 

document, along with the supporting materials referenced herein. These guidelines do not 

represent definitive criteria for tenure, nor are the guidelines exhaustive. Individual faculty 

members will make their own case for excellence in each area. 

 
Faculty members are encouraged to use their portfolio to develop a comprehensive narrative describing 

how they integrate the missions of the University, the LaFetra College of Education, and their 

individual programs into their role as a faculty member. 

 
The guidelines presented in this document were developed based on the most recent version of the 

Faculty Handbook. These documents provide guidance regarding tenure and promotion 

processes, as well as a broad definition of scholarship based on a unified framework shared across the 

University of La Verne. 

 

 

Annual Growth Plan Process 
 
Purposes and Responsibility 

 
The Annual Growth Plan Process (AGP) is intended to guide faculty professional development. The AGP 

serves as a means to support faculty members in improving their performance through a 

structured, deliberate process which allows them to reflect on past performance while planning 

for future growth opportunities and timely completion of their goals. 

 
The AGP is primarily a formative evaluation which provides a foundation and link to the tenure and 

promotion process which is a summative evaluation. Together, they provide faculty with a vehicle 

to assess, purposefully plan, execute, and progress toward professional advancement. 

 
Primary responsibility for performance evaluation rests with the individual faculty member who is 

responsible for assessing their own growth needs. 

 
The Annual Growth Plan (AGP) is intended to serve four purposes. 

 

1. First, for all non-tenured faculty, results from AGP are to provide information that can be 

used to make decisions concerning retention, non-retention and reclassification to 
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tenure track. 

2. Second, for all assistant or associate tenure track or tenured associate professors, results 

from AGP are intended to provide feedback as to their progress toward tenure, 

promotion, or both. 

3. Third, for full professors, results of AGP are intended to provide information to assist 

them in their efforts to continually improve their job performance. 

4. Fourth, for all faculty, the AGP is intended to provide supporting documentation for faculty 

requests for professional development opportunities and funding for travel. 

 
The AGP will support faculty in developing their plans for academic and professional growth 

Additionally, it provides the platform for faculty to establish their professional 

development goals and request the necessary funding to access those opportunities. The AGP must 

be completed by all faculty requesting travel funds. 

 
The AGP provides information for a comparison of each faculty member’s annual individual 

goals within the framework of the general performance criteria required for all tenure track 

University of La Verne faculty (i.e., teaching, scholarly activity, and service). Therefore, faculty 

evaluation in the LaFetra College of Education at the University of La Verne is essentially 

criterion-referenced. 

 

Procedures for the Annual Growth Plan (AGP) 
 

The procedures used during AGP are a series of discrete steps designed to guide faculty professional 

development and ensure they are progressing toward the timely accomplishment of goals. The 

format for completing the AGP is an online process. 

Direction and information to complete this process are noted below. 
 

At the beginning of the academic year, each faculty member must set professional goals related 

to teaching, scholarship, and service. Junior faculty in their first two years are encouraged to 

focus their efforts primarily on teaching and research, although goals should be written for all 

areas. 

 
To access the AGP form, each faculty member should contact their respective program chair to 

receive the document with the necessary links to begin the form or use links #1 and #2 below 

to access the needed documents.  Once the form is completed, faculty will receive their plan 

as an email. This email should then be forwarded to the appropriate Program Chair and the 

Dean’s Office (LFCE_Dean@laverne.edu) on or before September 30. 

 
At the end of the fall semester, faculty should review progress toward accomplishing the goals. If 

concerned that progress is not commensurate with expectations outlined in the Faculty 

Handbook, a meeting should be scheduled with the program chair on or before February 28. 

 
Near the end of the academic year, the Reflection and Report for Annual Growth Plan (see links #3 

and #4 below) should be completed. Once completed, faculty will receive their plan as an 

mailto:LFCE_Dean@laverne.edu
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email attachment. This email should then be forwarded to the appropriate Program Chair and 

the Dean’s office (LFCE_Dean@laverne.edu) no later than April 30. 

 
A meeting between the faculty member and his or her Program Chair should be scheduled to 

review the reflection/report and discuss feedback related to the faculty member’s goals. This 

meeting should be held by May 31. 

 
Links to each of the AGP forms are as follows: 

 

1. https://goo.gl/forms/XKBGWnMA1bnk9cKD3 

2. https://drive.google.com/open?id=1K_SuUVZRptJdb4yZk81kL-NOSggBHj1R 

3. https://goo.gl/forms/UkokCYHN20xDXFti1 

4. https://drive.google.com/file/d/1INoTSqfmo2c3ga43jt3qd6lzLvLPoDCS/view?usp= 

sharing 

 

Throughout the year, faculty should collect items that will serve as evidence of their 

accomplishments and add them to the portfolio. 

 
Peer Observation Process 

 
While student course evaluations can be used to identify patterns related to teaching effectiveness, the 

LaFetra College of Education advocates for the importance of multiple data points. To that end, 

faculty members who are developing their binders are strongly encouraged to invite colleagues to 

observe them in order to provide additional evidence of high quality teaching. 

 
Suggested forms for this process are in the appendix. 

 
Faculty Mentoring 

 
The LaFetra College of Education provides opportunities for faculty mentoring across the continuum of 

faculty development. There are three general phases of mentoring opportunities for faculty: 

 

1. Hiring through Third Year Review 

2. Third Year Review through Promotion to Associate & Tenure 

3. Promotion to Associate & Tenure through Promotion to Full Professor 

Mentoring in each phase will follow according to the following priorities: 

Hiring - Third Year Review 

New Tenure-Track faculty will be mentored by the Program Chair, Associate Dean, and the LFCE Tenure 

and Promotion Committee. Mentoring from the Program Chair and Associate Dean (as needed) will 

address the Annual Growth Plan Review and Tenure and Promotion Process. 

Mentoring from the Tenure and Promotion Committee will address guidance related to the portfolio and 

review process. Any concerns should be immediately addressed. 

 

mailto:LFCE_Dean@laverne.edu
https://goo.gl/forms/XKBGWnMA1bnk9cKD3
https://drive.google.com/open?id=1K_SuUVZRptJdb4yZk81kL-NOSggBHj1R
https://goo.gl/forms/UkokCYHN20xDXFti1
https://drive.google.com/file/d/1INoTSqfmo2c3ga43jt3qd6lzLvLPoDCS/view?usp=sharing
https://drive.google.com/file/d/1INoTSqfmo2c3ga43jt3qd6lzLvLPoDCS/view?usp=sharing
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General Topics of Interest 

The following list helps to guide the new tenure-track faculty member conversations and discovery of 

the tenure process and expectations. These topics are not intended to be used as a checklist. 

Professors new to LFCE and the University of La Verne will arrive with various levels of experience 

with and in the professoriate. Some of these topics may not apply to all professors 

in the LFCE tenure-track process. 
 

1. Tenure and promotion process and timelines 

2. Developing a strong portfolio 

3. Professional networking 

4. Guidance and coaching for scholarship, service, and/or teaching 

5. Learning the ULV Employee Handbook and Faculty Handbook 

 

Third Year Review - Promotion to Associate/Tenure 
 

To be developed 

 

Promotion to Associate/Tenure - Promotion to Full Professor 
 

The new associate professor with tenure enters into a new phase of professional development and 

career progression. The rank of full professor is a professional accomplishment that highlights the 

associate professor’s continued contributions to the craft of teaching/advising, scholarship, and 

service. The associate professor can seek mentoring opportunities from LFCE full professors, other 

ULV full professors, the LFCE Dean, and the LFCE Associate Dean for Faculty Engagement. The 

Program Chair is another resource for the associate professor. 

 

General Topics of Interest 

The following list helps to guide the experienced tenure-track faculty member through a process of 

preparing for promotion. These topics are not intended to be used as a checklist. Faculty will have 

various levels of experience with and in the professoriate. Some of these topics may not apply to all 

professors in the LFCE tenure-track process. 

 

1. Promotion process and timelines 

2. Continuing professional growth 

3. Understanding the role of full professorship 

4. Guidance and coaching for scholarship, service, and/or teaching 
 
 

Portfolio Organization 
 

It is the responsibility of each faculty member to familiarize themselves with the guidelines presented 

in this document, along with the supporting materials referenced herein. These guidelines do not 

represent definitive criteria for tenure, nor are the guidelines exhaustive. Individual faculty members 

will make their own case for excellence in each area. 
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The guide below can be utilized as a tool for organizing the portfolio. 

 

Faculty Member’s Name  

Program  

Program Chair  

Academic Year of Review  

T&P Purpose ( ) Third Year Review 

( ) Tenure & Promotion to Associate Professor 

( ) Promotion to Full Professor 

*This inventory and checklist is meant to facilitate the faculty member process of collecting evidence 

and organizing it for their binder. Checking the boxes means the item has been included in the binder 

for the evaluation of the LFCE Tenure & Promotion Committee, LFCE Faculty, LFCE Dean, and the 

university-wide committee. 

 

 

 

Documentation 

Included 

Item to Include 

 Curriculum Vitae 

THIRD YEAR REVIEW 

 Annual Growth Plan and Reflection (Year 1 and 2) 

 Annual Evaluation Report from Program Chairperson 

 Other: Documents from Provost or Dean outlining exceptions (i.e. extending 

probation, years of credit toward tenure and/or promotion, rank) 

TENURE AND/OR PROMOTION TO ASSOCIATE PROFESSOR 

 Annual Growth Plan and Reflection (all years) 

 Annual Evaluation Report from Program Chairperson 

 Third Year Review Evaluation Letter (Year 3) from Provost 
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 Other: Documents from Provost or Dean outlining exceptions (i.e. extending 

probation, years of credit toward tenure and/or promotion, rank) 

PROMOTION TO FULL PROFESSOR 

 Annual Growth Plan and Reflection (all years post-tenure) 

 Annual Evaluation Reports from Program Chairperson (post-tenure) 

 Tenure & Promotion to Associate Professor Evaluation Letter from Provost 

 Other: Previous letters from Program Chairperson, Dean, and/or Provost; OR 

other supporting materials 

ATTENTION: 

For the following, you will include tabs in the portfolio to designate sections for: (1) Teaching, (2) 

Scholarly Activity, and (3) Service. Within sections create sub-sections designated for specific examples 

and evidence for each area. 

EVIDENCE OF ACHIEVEMENTS IN TEACHING EFFECTIVENESS 

 

 An introduction to the section consisting of a (2-4 page) narrative synthesizing 

your teaching philosophy, evaluations, reflection, advising load, approach to 

advising, and future goals related to this area. 

 A matrix summary of course evaluation data since faculty appointment or 

last promotion, comparing your scores to the overall university scores. 

 All course evaluation documents and classroom observations since 

faculty appointment or last promotion. 

 Any course development and/or revision documentation, which may 

include sample course syllabi, pedagogy grant proposals, online course 

development, undergraduate/graduate program development, etc. 

 Evidence of student advising, senior projects/theses/dissertation, and other 

advising activities 

 Other: Evidence of teaching effectiveness beyond the classroom (e.g., 

student awards or internships, teaching excellence awards, student 

recruitment activity, etc.) 

EVIDENCE OF ACHIEVEMENTS IN SCHOLARLY AND CREATIVE ACTIVITY 
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 An introduction to the section consisting of a (2 page) narrative synthesizing 

your scholarly agenda, productivity, and future goals related to this area. 

 A summarized list of scholarly work included since faculty appointment or 

last promotion. 

 For each co-authored piece, include a brief statement describing your 

specific role in authorship. 

 Selected copies of published work in the following order: books, 

monographs, journal articles (refereed articles marked with an asterisk), 

refereed proceedings, book chapters, other papers. 

 Selected manuscripts (book-length or articles) accepted for publication, 

including works in press as well as works accepted for publication; provide 

letters from publisher(s) where appropriate. 

 Selected published reviews of candidate’s scholarly/creative activity. 

 

 Copies of funded grants and contracts, including evidence of grant or contract 

award letters with dollar amounts and dates. 

 Selected major works in progress but not yet accepted for publication; identify 

anticipated date of completion, publisher(s), or date of public release. 

 Other: Evidence of scholarship/creative activity (e.g., listing of international, 

national, regional and local scholarly presentations, other publications, 

editorial work, published courseware, citations, technical reports, etc.) 

EVIDENCE OF ACHIEVEMENTS IN SERVICE 

 An introduction to the section consisting of a (2 page) narrative 

synthesizing your service philosophy, accomplishments, and future goals 

related to this area. 

 A summarized list of service to the Program, College, and University; list 

committee memberships, administrative roles, and other contributions. 

 A summarized list of service to the profession/academic discipline; 

describe activities that strengthen the profession, including leadership in 

professional organizations. 
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 A summarized list of service to the community/public; document public 

involvement that is related to expertise, including speeches, expert advice 

to community organizations, donations of creative or scholarly efforts to 

public organizations, and consultations. 

 Other: Evidence of service activity 

 

Faculty and Program Chairs should review this document very closely as they prepare and organize 

submission of the portfolio for review by the LFCE tenured faculty, the LFCE Tenure & Promotion 

Committee, LFCE Dean, and university-wide Tenure and Promotion Committee. 

 

Evidence Introduction 

Certain evidence must be provided by faculty members and specific judgments must be rendered by 

Tenure and Promotion committee members and Program Chairpersons. The guidelines below will 

be used to render any and all recommendations made by the committee in a fair and impartial 

manner. 

 
Faculty members must relate the evidence they present to one or more of their goals. A clear, concise 

statement by faculty members linking the evidence to the goal statements is required. The evidence 

presented should be in accordance with the types of evidence suggested in this document. 

 
All evidence submitted by a faculty member must fit into a single three-inch three-ring binder. 

Supplementary material that cannot be fitted into the binder (e.g., books, articles, grant 

proposals) is not to be submitted. If such material is needed, the faculty member may be asked to 

provide it at a later time. 

 

 

Teaching Guidelines 
 

LaFetra College of Education Teaching Requirements 
 

In the La Fetra College of Education, teaching refers to all forms of university-level instructional 

activities on and off campus, including teaching assigned courses, conducting doctoral and peer 

seminars, engaging in course and program development, and training educators and community 

groups. Further, clinical teaching and supervision are recognized and valued for contributing to 

effective instruction. Instructional activities also include academic advising, grants and awards that 

enhance teaching, directing and/or membership on doctoral research committees, and the 

development and implementation of course materials. 

 
Evaluations by students will be examined to determine the degree to which students perceive faculty 

effectiveness in instruction. LFCE acknowledges that student evaluations may help identify patterns 

related to teaching effectiveness. However, assessment of teaching effectiveness must include 
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multiple data points and multiple perspectives. It requires a deliberate consideration of all factors 

involved including supportive remediation. Additional evidence may include peer observations and 

supplemental documentation 

 
A summary of assessment of all teaching at University of La Verne prior to the awarding of tenure or 

since the last promotion will be prepared and placed by the candidate in the file. The summary 

assessment of teaching is based on the required sources (student evaluations of courses taught prior 

to tenure or since the last promotion, peer evaluations prior to tenure or since the last promotion, 

and on other reliable sources (e.g., annual evaluations by the Program Chair). 

 

Other instructional activities and products include the following: 
 

● Chairing and/or serving on master’s thesis and/or doctoral committees 

● Conducting seminars for academic or professional associations 

● Developing and teaching courses, workshops, in-services, and seminars 

● Developing and/or revising new courses or programs 

● Developing course materials 

● Preparing instructional materials in print or for computer-based instruction 

● Providing instruction that leads to the receipt of teaching awards 

● Receiving faculty development grants to support teaching innovations 

● Receiving leadership roles in teaching-related activities of professional 

associations 

● Receiving visiting teaching appointments and lectureships at post-secondary 

institutions 

● Serving as a faculty and/or student mentor 

● Advising Part-Time Faculty 

● Student Advising 

 

Student Advising 
 

Student advising is assigned to faculty members by program chairs. Faculty members are expected to be 

available for office hours and other appropriate times in order to provide personal assistance to 

students. In the event that the faculty member is assigned to advise students of major and/or 

general education requirements, the faculty member is expected to carry an advising load 

commensurate with the program needs. 

 

Definition of Teaching Rating 
 

Effective Teaching is determined by two evaluative measures: the standardized student course 

evaluation scale, or other measures as determined by faculty and approved by the Dean, and faculty 

review of other instructional activities as listed above. On the 4-point standardized student 

evaluation scale (1=poor; 4=excellent), candidates must receive a majority of ratings at 3.1 or higher 

during the past three years. Other instructional activities documented in the candidate’s T&P file 

(e.g., peer reviews, sample course materials, etc.) must receive an evaluation of effective or higher 
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by members of the Tenure and Promotion committee. 

 

Scholarly Activity Guidelines 
 

LaFetra College of Education Scholarship Requirements 
 

Faculty members are responsible to establish and maintain a consistent and engaged scholarship 

agenda delineating how their research and scholarly activities contribute to the growth and 

advancement of their discipline. The nature and direction of their scholarly work/activities must 

reflect clear objectives and evidence of how their scholarship contributes to the larger community, 

professional society, or organization. Faculty members are expected to sustain a grounded and 

consistent record of publications in peer-reviewed journals, texts, or book chapters. The record of 

their research must reflect participation in quality publications, particularly peer-reviewed journals 

in their field. High impact journals are heavily considered in the tenure and promotion decision 

process. 

 
Scholarly activity should follow a continuum of development across the faculty career trajectory, 

moving from emerging research interests to a fully developed and grounded research agenda. At 

each stage of the faculty career, there are specific expectations for scholarly production related to 

the quantity and quality of work produced. Please note that there are also specific expectations 

related to teaching and service, which are described in other sections of this document. 

 
Third Year Review 

A faculty member is expected to show evidence of progress toward tenure in the form of at least one 

publication of sufficient quality during the most recent three-year period. This publication must be 

from Category A (described below). Faculty at this stage are also strongly encouraged to have 

made progress toward additional publications for tenure. 

 
Promotion to Associate Professor & Tenure 

For promotion to associate professor and tenure, a faculty member is expected to show evidence of 

continuous scholarly activity in the form of at least two publications of sufficient quality during the 

most recent six-year period. At least one of these publications must be from Category A, with the 

second being from Category A or B. 

 
Full Professor 

For promotion to full professor, a faculty member is expected to show evidence of continuous scholarly 

activity and in the form of at least two (2) publications of sufficient quality during the most recent 

six-year period. At least one of these publications must be from Category A, with the second being 

from Category A or B. 

 

Categories of Acceptable Scholarly Activity 
 

Acceptable scholarly activity spans several categories. Faculty are encouraged to engage in a range of 

scholarly work across all categories. In addition, the LaFetra College of Education recognizes the 

benefits of collaborative research among faculty and between faculty and students. In all cases 
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where collaborative research has occurred, faculty are required to document the roles of the various 

collaborators and outline their individual contributions to the work. 

 
Category A:  Scholarly Contributions Books, Journal Articles, and Book Chapters 

 
Publications in this category have been submitted to a peer review process, and evidence of this process 

has been included by the faculty member. This category includes journal articles, books, book 

chapters, or other peer-reviewed work in scholarly publications. Publications from refereed 

journals are considered in higher regard than other kinds of publications; however, this category 

also includes articles in practitioner or professional publications. 

 
Category B:   Practitioner & Community Engaged Scholarship 

 
Publications in this category includes grant proposals (state, federal, or private foundation grants), 

program assessment and review activities related to state and national accreditation, and 

community engaged scholarship or participatory action research. Community engaged scholarship 

refers to efforts conducted as part of a mutually beneficial relationship between the faculty and 

members of the community, with enhancement of the shared community as the goal. Contributions 

in this category allow for application of faculty expertise, enhance the reputation of the LaFetra 

College of Education, and benefit the local communities served. 

 
Category C:  Papers & Presentations 

 
Participation in national, professional organizations and conferences presents an important opportunity 

to engage faculty in refining their research agenda, sharing it with others, and furthering the 

reputation of the LaFetra College of Education. Refereed paper presentations, whether published or 

unpublished, serve as evidence of a cohesive scholarly agenda, but do not carry the same weight as 

peer-reviewed publications in scholarly journals. Participation in such conferences should be clearly 

tied to the faculty member’s annual goals and pre-approved by the Dean’s office. 

 
Other activities not included here may be considered under the category of service. For more 

information, please reference the service chapter of the LaFetra College of Education Tenure & 

Promotion Document. 

 
Faculty are encouraged to clearly describe their scholarly activity and their interpretation of how it has 

contributed to the discovery, integration, application, and teaching of knowledge. 

 

Support for Faculty Engaging in Scholarly Activity 
 

Faculty in the LaFetra College of Education are supported through the development of a fully developed 

and grounded research agenda in several ways. Mentoring is provided at each stage of the faculty 

development process through the Dean’s Office, the LaFetra College of Education Tenure & 

Promotion Committee, and individual faculty mentors. This mentoring is differentiated for pre-

tenured faculty seeking tenure and post-tenure faculty seeking full professorship. 
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Service Activity Guidelines 

LaFetra College of Education Service Requirements Definition of 

Service 
 

Faculty in the La Fetra College of Education recognize the responsibility to provide service to the 

University (including the College and Programs) and the profession. As an academic unit within the 

University, faculty members participate in a broad range of intellectual and governance activities on 

campus. In addition, faculty members extend their expertise to service activities that support their 

profession and professional development. 

 

Categories of Service 
 

● Assuming leadership roles of professional organizations; including local, state, regional, 

national, and international; excluding editorship and scholarly editorial review boards which 

are defined as scholarship. 

● Participating in discipline focused local, state or national organizations. 

● Attaining grant monies for service activities. 

● Serving institutions or organizations through collaborative projects, community 

engaged projects, staff development activities, etc. 

● Participating on university committees (at the program, college, and university 

levels). 

● Serving in elected or appointed governmental offices, committees or task forces. 
 
 

Definition of Service Rating 
 

Effectiveness in service is defined as productive, sustained, and positive involvement in two of the 

categories of service activities. 

 

 

Tenure & Promotion Decision Making  
Introduction 

The LaFetra College of Education adheres to the tenure and promotion procedures delineated in the 

University of La Verne Faculty Handbook, which is located on the University of La Verne web page. 

Candidates for promotion or tenure should note specifically Chapter 3 of the Faculty Handbook, 

titled, “Appointment, Promotion, and Tenure.” 

 
The outline of a candidate’s application file for tenure and/or promotion must follow the guidelines 

established by this document. The candidate bears primary responsibility for preparation of the file 

on which decisions will be based. In addition to the procedures outlined above in the Faculty 

Handbook, the LaFetra College of Education adheres to the following timelines. 
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Timelines 
 

Candidates for tenure and/or promotion will be notified of their eligibility to be considered before the 

end of the spring semester preceding the academic year in which they will be eligible to apply for 

consideration. The Dean’s Office of the College, with the support of the Tenure and Promotion 

Committee, will conduct an orientation session to assist candidates with the preparation and 

submission of their files. 

 
The schedules for the portfolio submission and review process can be found in the Faculty Handbook. 

The LaFetra College of Education deadlines are as follows: 

 

Letters of support requested by Dean’s Office April 15 

Faculty portfolios due to Dean’s Office July 1 

Portfolios available for review in Dean’s Office August 15 

LFCE Tenured Faculty meeting September 10 

LFCE Tenure & Promotion Committee meeting September 20 

Associate Dean letter (from LFCE Tenured Faculty voting) September 25 

LFCE Tenure & Promotion Committee letter (from committee voting) September 25 

Dean’s letter October 1 

 
 
 

Step 1: LaFetra College of Education Tenured Faculty Meeting 
 

Meeting Composition 
 

The LFCE Tenure and Promotion Chair will organize a meeting open to College faculty to review 

Tenure and Promotion portfolios. An LFCE Faculty Representative to the University Faculty 

Personnel Committee will be an ex-officio participant at this LFCE Tenured Faculty meeting and 

will facilitate the meeting. 

 
The appropriate faculty to include in the LFCE Tenured Faculty meeting will be determined based on 

the decisions being considered. Review of files will be conducted by a committee that includes all 

LFCE faculty of the appropriate rank. In some cases, faculty may request participation of both 

tenured and non-tenured faculty to review files. 

 
In the matter of tenure, voting members are all those tenured LFCE members of equal or higher rank. 

In matters of promotion, voting members are all those tenured LFCE faculty members of higher 
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rank. In no case will the review of an individual candidate be conducted by fewer than five faculty 

members. 

 
Members of the Dean’s Office are not eligible to participate in the LFCE Tenured Faculty meeting or to 

vote since they are required to render independent evaluations of the candidates. However, a 

representative of the Dean’s Office will present the files at the LFCE Tenured Faculty Meeting and 

be available to provide information, answer questions and participate in discussions. 

 
Faculty who would otherwise be eligible to attend the LFCE Tenured Faculty Meeting who are on 

official leave from the university (e.g., sabbatical, leave without pay, etc.) retain the right to vote 

during their absence, provided that they have notified the LFCE Tenure and Promotion Committee 

Chair in writing of a desire to do so. Such faculty members are also required to review the file 

before voting. The LFCE Tenure and Promotion Committee Chair will make every reasonable effort 

to provide tenure and promotion information to eligible members of the LFCE tenured faculty on 

official leave status. In the event of a conflict of interest, a faculty member may recuse him or 

herself from the voting process. The faculty member is expected to notify the Dean of this decision 

prior to July 1st. 

 
There are three potential levels of voting: college tenured faculty, college tenure and promotion 

committee, and university. Those faculty members who serve on more than one level will vote at 

the highest level, and thus only vote one time during the process. 

 

Voting Process 
 

Those faculty participating in the voting process are expected to review submitted portfolios 

prior to the LFCE Tenured Faculty Meeting. Documentation of such review will be 

recorded using a log. 

 
Each LFCE tenured faculty member reviews a candidate’s portfolio for evidence of the candidate’s 

conformity to the Faculty Handbook requirements and the College tenure and promotion criteria in 

the areas of scholarship, teaching, advising, and service. The College’s criteria outlined in this 

document do not supersede the University of La Verne Faculty Handbook. The criteria in the Faculty 

Handbook are minimums and cannot be ignored. All faculty members are responsible to know the 

criteria in the Faculty Handbook, as well as LFCE criteria. 

 
During the review, reviewers must focus their attention on the following questions as appropriate: 

 

a. Should the faculty member be reappointed? 
 

b. Is the faculty member making progress toward tenure and/or promotion? 
 

c. What is the overall evaluation of the faculty member's performance relative to the three general 

performance criteria (teaching, scholarship, and service) for all University of La Verne faculty 

members? 
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During the LFCE Tenured Faculty Meeting, each candidate under review will be discussed for purposes 

of clarification prior to the vote. Upon the conclusion of discussion, the tenured faculty in 

attendance receive ballots from the Chair and instructions for voting are given. The Chair will then 

collect the ballots. Each faculty member present in the meeting will cast his or her vote of “Yes” or 

“No” in each applicable category using the standard ballot (see Appendix A). Written justification 

for the vote related to the published criteria must also be provided. The ballot may be signed or 

unsigned. 

 
An affirmative recommendation on application for tenure and/or promotion is achieved when more 

than fifty percent of those eligible meeting participants have cast a “yes” ballot on the candidate’s 

application. Abstention votes are not allowed. Absentee ballots from faculty who have reviewed 

each candidate’s file will be included in the vote. 

 

Resulting Documentation 
 

The Chair will count the ballots cast during the Tenured Faculty meeting within 24 hours and report 

results of the meeting and voting in writing to the Dean’s Office. No voting results will be reported 

at any tenure and promotion meeting. 

 
Based on the results of the LFCE Tenure and Promotion Meeting, a letter will be prepared for each 

faculty member. The letter, to be written by the Associate Dean, should describe the progress the 

faculty member is making toward promotion and/or tenure. The letter should also provide the 

faculty member with an overall evaluation of his or her performance and offer recommendations for 

improvement in any identified areas of need. A summary of the results from the LFCE Tenure and 

Promotion Meeting will be completed and included with the letter from the Associate Dean. 

 
Issues raised or recommendations made may necessitate a revision in the goals established by faculty 

members for the forthcoming calendar year. All copies of the Tenure and Promotion letters will be 

placed in individual faculty files maintained in the Dean’s Office. 

 

Step 2: LaFetra College of Education Tenure & Promotion Committee Meeting 
 

The LFCE Tenure and Promotion Committee will meet to discuss the Tenured Faculty Meeting 

results, review the portfolio evidence, and conduct voting to determine their recommendation 

on behalf of the college. Each committee member present in the meeting 

will cast his or her vote of “Yes” or “No” in each applicable category using the standard ballot (see 

Appendix A). Written justification for the vote related to the published criteria must 

also be provided. The ballot may be signed or unsigned. 
 

An affirmative recommendation on application for tenure and/or promotion is achieved when more 

than fifty percent of committee members have cast a “yes” ballot on the candidate’s application. 

Abstention votes are not allowed. 

 
The Chair of the Tenure and Promotion Committee will summarize the Committee’s feedback and voting 

in a letter to be forwarded to the Dean. 
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Step 3: LaFetra College of Education Dean’s Review 
 

The LFCE Dean will review each portfolio and the corresponding letters and will write his or her 

recommendation letter to be added. The binder is then ready to be reviewed by the Faculty 

Personnel Committee. 

 

Step 4: Review of Recommendations 
 

Following the Personnel Committee Meeting, the Dean will review all recommendations with the 

candidate. 

 
In case of a negative review, the candidate may request an oral explanation. The candidate may 

respond in writing to be included in the file that moves forward to the Provost’s Office. 
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Appendix A 

 
Voting Documents 

 

LaFetra College of Education Ballot 
 
 

Candidate:    

 

Reviewing for: 

( ) Removal of Probation ( ) Tenure & Promotion to Associate  ( ) Promotion to Full Professor 

 
 
 

Teaching Meets Expectations Does Not Meet Expectations 

Scholarship Meets Expectations Does Not Meet Expectations 

Service Meets Expectations Does Not Meet Expectations 

 

Justification Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE: Ballot justifications are mandatory and should be based on the published LFCE and University 

criteria. Without justifications, later reviewers of the file will be unable to relate your vote to the 

published criteria. You may also send an additional letter of justification to the Dean if you wish to do so. 
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Appendix B 
 

Growth Plan Documents 

 

Growth Plan Documents to be inserted here 
 

Peer Observation Documents to be inserted here 
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Appendix C 
 

College Tenure & Promotion Committee 

 

Committee Composition 
 

The LaFetra College of Education Tenure and Promotion Committee is made up of five members 

elected by the college faculty. The members of the committee should represent the range of 

programs in the college and should all have successfully obtained tenure. 

 
At the start of each academic year, the committee members will elect a chair. The LaFetra College of 

Education Tenure and Promotion Committee Chair must be a tenured associate or full professor in 

the LFCE. 

 

Terms & Term Limits 
 

Committee members shall serve terms of 3 years, not to exceed 2 consecutive terms. 
 

Committee Responsibilities 
 

The committee will meet regularly as required to accomplish the responsibilities outlined below. For 

more information on key activities, please see the referenced sections. 

 

Faculty Mentoring 
 

The Tenure and Promotion Committee is responsible, in part, for mentoring of new college faculty. 

 
The committee shall maintain a current list of experienced faculty who are willing to engage in cross-

program mentoring and work to assist new faculty in connecting with these mentors. 

 
The committee shall also engage in directly mentoring new faculty related to the processes of Third Year 

Review, Tenure, and Promotion and assembly of the portfolio. 

 

Facilitation of Decision Making Process 
 

The Tenure and Promotion Committee, under the direction of the committee chair, assists with the 

college and committee levels of the voting process for those seeking removal from probation, 

tenure, or promotion. 

 

Maintenance of College Document 
 

The Tenure and Promotion Committee is responsible for maintaining and updating, as needed, the 

LaFetra College of Education Tenure and Promotion Document. Final approval of the document and 

all changes to the contents rests with the college faculty as a whole. 
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Monitoring of External Opportunities 
 

The Tenure and Promotion Committee will also assume responsibility for disseminating information to 

college faculty regarding external opportunities such as University-level awards for teaching and 

service, external awards or recognition, etc. 
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  Standard 1.7a LaFetra College of Education Teaching Observation and Feedback 
 

 

LaFetra College of Education Teaching 

Observation and Feedback 

 

Purpose 
We are privileged in the LFCE to have excellent, even gifted, teachers among our faculty.  We need a 
mechanism to share this wealth and, at the same time, document that our “faculty and staff model 
(expect, promote, and support) high quality instruction in areas of specialization and courses.”  The 
following procedure will involve all faculty and staff in observing other faculty and discussing instructions 
approaches, strategies, and results.  In this way, faculty can continually update their own teaching 
practices by learning from LFCE colleagues. 
 

Schedule 
Non-tenured faculty should arrange for a teaching observation and feedback every year.  Tenured faculty 
should arrange for an observation and feedback every other year.  Program chairs ensure part-time faculty 
experience an observation and feedback the first time they teach and then at a minimum every third time 
they teach for LFCE. 
At the beginning of each year, LFCE staff will send out a reminder email to all LFCE faculty who are 
scheduled for a review during that academic year.  Each scheduled faculty member will arrange for their 
own review.  Staff will also identify part-time faculty scheduled for a review and report these names to the 
appropriate program chair or designated faculty person who will arrange for the part-time faculty 
member’s review. 
 

Procedure 
Step 1:  Connect with Peer & Schedule Classroom Visits 
Once notified of a peer/support assignment, faculty will communicate their teaching assignments and 
schedules for both semesters (if known).  The faculty persons should meet to share syllabi, and provide an 
overview of the class, teaching strategies, and any highlights or questions regarding the upcoming 
observation.  Discuss what the intended goals are and what opportunities for growth will be the focus of 
the feedback.  Additional guidelines and suggestions can be found in Appendix A of this document. 
At this time, specific dates for observation in each other’s classes could also be established.  Each faculty 
person will schedule to visit the other’s class at least once during the year. 
 
Step 2:  Complete Visits 
Faculty/staff should plan to attend an entire class rather than just a small portion.  Of course, this will 
depend to some extent on the class agenda and faculty can negotiate the time.  The purpose is to observe 
not only a teacher’s strategies, but the structure and pacing of a class.  The observer should participate as 
appropriate and as agreed upon with the instructor. 
During the observation:  The purpose is to collect evidence that provides information for the person being 
observed.  Evidence can be observed, is not influenced by the observer’s perspective, is free of evaluative 
words, and draws no conclusions.  Types of observation evidence: 

1. Verbatim scripting 

2. Non-evaluative statement of observed teacher or student behavior 

3. Numeric information 

4. An observed aspect of the environment 
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Step 3:  Follow-up Meeting 
If you can’t meet directly after the observation, the follow up meeting should be scheduled within a week 
of the observation.  As necessary, review your notes so you can refresh your memory and debrief with the 
faculty you observed.  This is the opportunity for faculty to share ideas, exchange teaching tools they have 
found useful, ask questions and problem solve.  If the observing faculty member has feedback, 
suggestions, or questions, they should be shared.  If the observed faculty member has questions, 
reflections. Or further information, this can also be shared.  In this way, even as little as one class shared 
might result in a productive exchange for both faculty/staff members. 
 
Step 4:  Prepare and Submit Teaching Observation and Feedback Report 
As soon as practicable after the visit and follow up meeting, the observing faculty member should prepare 
the Teaching Observation and Feedback Report (template attached) or a memo to the observed faculty 
member.  Once drafted, it can be shared with the other faculty member for editing.  Once both feel that it 
adequately reflects the peer teaching exchange, it should be submitted to the Dean’s office. 
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    Standard 1.7b LaFetra College of Education Teaching Observation and Feedback – Long Form 
 

 

LaFetra College of Education Teaching 

Observation and Feedback 

 

Teaching Observation and Feedback Report 
(Non-Tenured & Tenured) 

Academic Year: 
Faculty Members: 
 
Briefly describe the classes observed, how they were chosen, and a little about the specific focus and 
content of the classes observed. 
 
 
Briefly describe the teaching structures, strategies, materials, placing and other things of interest 
observed. 
 
 
Briefly summarize the highlights of the faculty discussion after the observation. 
 
 
Briefly summarize any reactions or reflections you had to the peer faculty exchange on teaching practice 
that might be helpful to others seeking to improve their own practice. 
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Appendix A 
Pre-Observation Conference – topics: 
A pre-observation conference is necessary to provide important contextual information.  It is best to do 
this face to face buy scheduling a meeting time just prior to the actual observation.  If this is an off-campus 
observation, a phone or virtual conversation as acceptable.  Information that should be discussed: 

• What are the objective for the upcoming session?  What will the students be able to do at the end 

of the learning experience that could not do, or not do as effectively, before the learning 

activities? 

• How do these objectives/activities connect or build upon prior class content or coursework? 

• Generally, what activities and in what sequence will you be using to achieve these objectives? 

• How will you assess achievement?  How will you know if each student has attained the 

objective(s)? 

• As you review the Peer Observation Criteria form with the observe, ask, “Is there any particular 

area you would like me to focus on?”  Also, encourage faculty members to ass areas of personal 

interest that aren’t addressed in the form. 

• To allow for flexible partnership collaboration the observer should elicit a climate of “sitting 

together”, two colleagues working in a mutually supportive capacity for a common goal.  For 

example, “Is there any particular way you would like to structure the observation? Are there other 

things that I should be aware of prior to the observation?  How could this observation be most 

helpful to you?” 

 
Post-Observation Conference – Guidelines: 
Prompt feedback is important.  It is best to meet immediately after the observation session when recall of 
details is fresh and motivation is high.  It’s advisable to schedule the post-observation conference at the 
same time the initial peer review observation is scheduled and to allow sufficient time for quality dialogue. 
Peer review can be threatening and can touch on sensitive issues.  Authentic constructive feedback is built 
on a relationship of trust, honesty, and genuine concern for the individual.  Although praise is certainly 
appropriate, you want to avoid flattery, condescension or blaming judgement and simply try to provide 
concrete behaviorally descriptive information and helpful suggestions.  Feedback should be about what 
the observed faculty person has the most power to change with less time spent on areas they have little 
control of, ex. the physical structure of the classroom. 
 
It is often helpful to start by pointing out strengths.  Another approach is addressing the self-identified 
questions or areas of concern the observed faculty presented during the pre-conference session, or by 
asking if they wanted feedback on any specific event or activity.  As an observer, you also have opportunity 
to grow by keeping an open mind to practices that are different from your own.  
 
Faculty Self-Reflection Suggestions: 
The Peer Observation procedure is designed to provide confidential information that can be used by the 
observed faculty member to improve their teaching effectiveness and the reflective self-analysis is one 
important component of that process.  The following are some suggested areas that faculty member might 
want to wish to address in their self-reflections: 

• What were the strengths of the lesson? 

o Introduction 

o Student-instructor engagement 

o Assessment of achievement 

o Use of classroom time 
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o Other perceived strengths 

• What seemed most significant to you and/or the students? 

• What did you notice about the classroom atmosphere at various points during the lesson? 

• What would you like to change - and why? 

o Introduction 

o Student-instructor engagement 

o Assessment of achievement 

o Use of classroom time 

o Other desired changes 
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Appendix B:  Additional Sample Templates 
 

LFCE Peer Observation Criteria 
 
Observed faculty member:   
Dates:       
Course name:              
Observer:       
 
I.  Observation  
 
CLASS INTRODUCTION: 
Instructor demonstrated depth and breadth of knowledge specific to the content and provided a clear 
overview of the purpose/objective(s) for upcoming activities that was meaningfully connected to program 
curriculum and student’s career goals. “What we are going to be learning and why it is important.” 
Comments: 
 
STUDENT-INSTRUCTOR ENGAGEMENT: 
Instructor expressed interest/ enthusiasm for content, conveyed high expectations, communicated clearly 
and modeled and/or illustrated ideas with a variety of meaningful examples. 
Comments: 
 
 
Students were intellectually engaged through analysis, evaluation or synthesis questions, actively solving 
real-life problems and/or collaboratively sharing or investigating ideas about objective-related content.  
Comments: 
 
Instructor was receptive and encouraging with all students; responded constructively to student questions 
and concerns; encouraged exploration of multiple perspectives and respected diverse points of view. 
Comments: 
 
 
Activities were logically organized and ensured equitable participation; instructions and procedures were 
clear and transitions were smooth; adequate time/resources were allowed for successful completion and 
the class remained focused on lesson objectives throughout the period. 
Comments: 
 
 
Materials and technology used were appropriate for intended objective(s) and clearly enhanced content 
representation and engagement. [With on-line instruction] The materials/ technology permitted 
asynchronous and synchronous interactivity, self-pacing, branching options and prompt user feedback. 
Comments: 
 
 
ASSESSMENT OF ACHIEVEMENT 
 
Frequent formative assessment, appropriate to the lesson objectives, and including constructive 
supportive feedback and re-teaching were provided as needed. Fresh examples were generated if 
additional explanation was needed. 
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Comments: 
 
 
Provided clear direction on how class assignments/ exercises would be assessed. Assessment activities 
and/or products were congruent with objectives and instructional activities and clearly demonstrated 
class-wide evidence of achievement of lesson objectives. 
Comments: 
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    Standard 1.7c LaFetra College of Education Teaching Observation and Feedback – Adjunct 
Form 

 

 

LaFetra College of Education Teaching 

Observation and Feedback 

 
University of La Verne 

Adjunct Instructor Observation Form 
 
Instructor Name:   Date of Observation:  Cluster:   
 
Observer Name:   Course Observed: 
 
Scoring 1 = Beginning, 2 = Developing, 3 = Achieved, 4 = Excellent 
 
1.  Knowledgeable in the subject.      1   2   3   4   NA 
     Comments: 
 
 
2. Ability to help students understand content  
    (oral and visual presentations).      1   2   3   4   NA 
    Comments: 
 
 
3. Provided appropriate feedback to students including clarification and   
    elaboration.          1   2   3   4   NA 
    Comments: 
 
 
4. Varied teaching strategies to promote students involvement (group   
    work, videos, exercises, strategic questioning).    1   2   3   4   NA 
    Comments: 
 
 
5.  Offered opportunities for students to ask questions.     1   2   3   4   NA 
     Comments: 
 
 
6.  Demonstrated rapport with students.     1   2   3   4   NA 
     Comments: 
 
 
7.  Promoted climate of mutual respect (handled student questions            1   2   3   4   NA 
     and concerns, acknowledged all students, and handled problem  
     behaviors).          
     Comments: 
 
8.  Well-prepared class session based on course objectives (timing,  
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      handouts, lecture).        1   2   3   4   NA 
      Comments: 
 
9.  Appropriate and flexibly-paced to meet students’ needs.   1   2   3   4   NA 
     Comments:   
 
10.  Engaged students actively in class activities.     1   2   3   4   NA 
       Comments: 
 
11.  Promoted interactions that were professional and respectful 
       between self and students, as well as among students.   1   2   3   4   NA 
       Comments: 
 
12.  Syllabus posted on Blackboard.         Yes       No     
       Comments? 
 
Additional comments: 
 
 
 
Instructor Comments: 
 
 
 
Instructor Signature:  ________________________           Date: ___ _____________________ 
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  Standard 1.7d Faculty Recruitment:  Mild to Moderate Disabilities Preliminary Credential  
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  Standard 1.7e Faculty Recruitment:  Multiple & Single Subject Teaching Credential 
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  Standard 1.7f Faculty Recruitment:  Pupil Personnel Services, School Counseling Credential 
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  Standard 1.7g Faculty Recruitment:  Pupil Personnel Services, School Psychology Credential 
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  Standard 1.8a Progress Monitoring Document:  Administrative Services Professional 
Credential, Clear 

 
University of La Verne 

Individual Induction Plan, Year Two 
 

Candidate:            Coach:       Date:  
   
 
District Mentor:        
 
1. CPSEL STRENGTHS—Based upon feedback from my district mentor and my university coach, and the 

results of my Professional Leadership Assessments, the Kiersey Temperament Sort, the Personal 

Values Statement, and my assessment against the CPSEL Rubrics, my strengths as an educational 

leader are: 

 
 
 
 
 
 
 
 

2. CPSEL Growth Needs—I will focus on the following areas of growth to improve my skills as a leader: 

 
 
 
 
 
 
 
 
3. Professional Growth Goals and Objectives for this year: 

 
 
 
 
 
 
 
4. If I am able to implement my goals and objectives, I will see the following changes in my leadership 

practices with staff and students: 
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Implementation Plan for my Goals and Objectives 
 

 

Start 

Date 

 

Activities 

Evidence of 

Completion 

Resources 

Needed 
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  Standard 1.8b Progress Monitoring Document:  Administrative Services Preliminary 
Credential 
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  Standard 2.2 Ethnicity of Program Candidates 
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Standard 4.1 Graphic Depiction of the Unit Assessment System; Including Roles and 
Responsibilities of Personnel in the Unit and Programs 

 

 
  

•Program Chairs, Program Faculty, 
Assistant Director Assessment & 
Accreditation:  Identify Program 
and Unit improvement objectives, 
determine any program or unit 
level changes needed,  examine, 
evaluate and redefine data 
sources,  determine  
implementation schedule

•Associate Dean: Oversees and 
Directs Process

•Program Chairs:   Ensure all 
changes are communicated to 
program

•Assistant Director Assessment 
& Accreditation:  Supports 
Program/Faculty efforts

• Program Chairs, Program Faculty, 
Stakeholders: Analyze data, 
evaluate whether objectives were 
met, compare with historical 
trends, meet with program 
stakeholders to provide input on 
data sources assessment process

•Associate Dean: Oversees and 
Directs Process

•Program Chairs:   Ensure all program 
level dara is collected

•Program Faculty:  Complete course 
and field experince data in 
approporate data system

•Assistant Director Assessment & 
Accreditation:  Supports 
Program/Faculty efforts, manages 
collection/archiving survey data, 
archive data Collect and 

Analyze  Program 
and Unit Data

Collaborate to 
Interpret and 

Determine 
Meaning of Data

Determine Areas 
for Improvement 

Among all 
Stakeholders

Implement 
Improvments and 
Evaluation of the 
Unit Assessment 

System
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Standard 4.2a Annotated List of Unit and Program Data Sources 
 

Program Data Sources 

Credential Program/Assessment Submitted/Collected Level/Contact 
Accreditation Data System (ADS) Annually Credential Analyst 

Admissions Criteria Every Term/Semester Program Level 

CalTPA Results Every Term/Semester TPA Coordinator 

CBEST Exams Every Term/Semester Credential Analyst 

CSET Exams Every Term/Semester Credential Analyst 

Enrollment History Annually Assessment & 
Accreditation Office 

Faculty Growth Report Plans Annually Program Level 

Faculty Participation in Schools Annually Program Level 

Faculty Presentations Annually Program Level 

Faculty Publications Annually Program Level 

Faculty Teaching Observations and Feedback  Program Level 

Fieldwork Evaluation Every Term/Semester Program Level 

Gender and Ethnicity: Unit Faculty Annually Assessment & 
Accreditation Office 

Gender and Ethnicity: Unit Candidates Annually Assessment & 
Accreditation Office 

Internship Evaluations and Feedback Every Term/Semester Program Level 

Key Assessments Every Term/Semester Course Instructor 

PRAXIS Exams Every Term/Semester Credential Analyst 

RICA Exams Every Term/Semester Credential Analyst 

Surveys: Commission on Teacher Credentialing (CTC)  Annually Program Level 

Surveys: CSU Center for Teacher Quality (CTQ) Annually Unit Level 

Surveys: End of Program Every Term/Semester Program Level 

Surveys: Focus Group Interviews/Surveys Every Term/Semester Program Level 

   

   

   

 
Note: This list includes those sources that yield data that is aggregated and used as part of the 

Unit Assessment System for continuous improvement. It does not include all assignments which 

are used to determine the grades individual candidates receive in program course 
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Standard 4.2b CTC Program Completer Survey:  Multiple Subject Credential 
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86 
 

Standard 4.2c CTC Program Completer Survey:  Single Subject Credential 
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Standard 4.2d CTC Program Completer Survey:  Preliminary Educational Specialist Credential 
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Standard 5.1 CTC Program Completer Survey Results:  Program Impact 
 

 
 

 
 

 


