CCTC Common Standard 6: Advice and Assistance
Addendum
Qualified members of the institution’s staff are assigned and available to advise candidates about their academic, professional and personal development, as the need arises, and to assist in their professional placement. Adequate information is readily available to guide each candidate’s attainment of all program and credential requirements. The institution assists candidates who need special assistance, and retains in each program only those candidates who are suited for entry or advancement in the education profession. 

STEP takes pride in its ability to provide personalized advice and assistance to candidates prior to admission, throughout the program, and beyond the year at STEP. The ratio of two program directors and a director for clinical work to approximately 100 candidates makes possible close advisement of candidates.  In addition, the credential coordinator and liaison to SUSE’s academic services office, outreach coordinator, PACT coordinator, and other key clinical work staff provide extensive advice and assistance to candidates.  As is made clear to students from their first welcome letter, STEP staff’s primary purpose is to follow candidates’ progress through the program and to support their success (see STEP Elementary Handbook/ STEP Secondary Handbook).  
STEP holds institutional membership in the California Council on Teacher Education (CCTE) and a number of STEP faculty are members of the American Association for Colleges of Teacher Education (AACTE). Faculty and staff frequently participate in the organizations’ meetings and conferences. STEP’s credential coordinator attends the annual CCTC conference in Sacramento, CA. She, like the STEP directors, routinely consults the CCTC website and receives announcements and information about CCTC activities through publications and emails.

Admissions and credentialing support 
During the admissions process, prospective candidates can contact STEP’s outreach coordinator or credential coordinator for answers to questions about the structure of STEP, their suitability for the program, and requirements for admission.  Throughout the program, the credential coordinator continues to provide support regarding financial aid, credentialing requirements, and university policies and requirements. During orientation, candidates receive the STEP Handbook, which details standards for individual performance and requirements for program completion within the section titled “Program Requirements/Academic Planning.” 

STEP applicants and candidates can find additional information around academic requirements and university policy in publications such as the STEP brochure, SUSE Handbook, and the SUSE and STEP websites.  Additionally, the Office of the University Registrar maintains the integrity of academic policies and the student information system, both in print form and via its online presence (https://www.stanford.edu/dept/registrar/index.htm). Registrar publications include the academic calendar (available at least one year in advance), “The Bulletin” (which provides academic policies and statements, as well as course overviews), and the Axess information system, where everything from student enrollment to course grading is entered. The School of Education provides program-specific information to the Registrar through its Office of Academic Services, and STEP administrative staff are called upon to verify and update information both annually and quarterly. Furthermore, the School of Education and STEP coordinate to update and publish outreach brochures, student manuals, and handbooks.  SUSE and STEP also frequently update their websites to communicate the most accurate information to current and future students. 

The credential coordinator provides group and individual advisement around credentialing requirements. Weekly meetings with STEP directors allow the credential coordinator to share concerns regarding individual candidate progress. In the winter, the Office of Academic Services and the credential coordinator provide an information session to address concerns about financial aid that graduates might have upon leaving STEP.  In the spring, the credential coordinator outlines for the cohort the process for receiving the preliminary credential upon completing the program. Candidates in need of information about transferring the California credential to another state or applying for an additional credential meet with the credential coordinator on an individual basis. The credential coordinator also provides support to STEP alumni who have credentialing concerns after leaving the program.  As a member of the Office of Academic Services, the credential coordinator is informed when university policy changes and confers with the STEP directors to determine how best to disseminate this information to prospective candidates.  The credential coordinator also stays abreast of changes in state requirements through annual conferences and online and print communication sponsored by the CCTC.  
Candidate Advising
The program directors, who serve as the candidates’ academic advisors, are in close communication with them through individual interviews, frequent check-ins, the weekly seminars, and regular office hours. All staff members maintain open-door policies and encourage students (and others) to stop by, share their successes, or ask for assistance. Year after year, candidates report that this support provides a strong sense of professional community and contributes significantly to their growth as teachers. Conferences with the STEP directors occur on both a formal and informal basis.  In addition to maintaining regular office hours, the directors conduct routine check-ins (see November Check-In, February Check-In) with the cohort as a whole. The directors collect information about candidates’ perceptions of the strengths and challenges of the university coursework, the quality of their clinical placements, and at times about the quality of their relationships with the cooperating teacher and university supervisor. These check-ins are followed by individual meetings with each candidate to discuss strengths and any areas of concern with each candidate. 
STEP directors, clinical associates, and the credential coordinator meet weekly to discuss candidates’ progress and address potential concerns as they arise.  They review the data collected via candidate feedback and visits to the classrooms of cooperating teachers, as well as feedback from administrators and other members of the community, to address the progress of individual candidates.  Ongoing communication with the field also ensures that the program never relies exclusively on formal assessments to identify successes and concerns and is able to intervene early when issues arise.  In those rare cases where a candidate’s development falls short of the program’s standards, special care is taken to ensure fair treatment of the candidate. To that end STEP has developed a formal process to address concerns that may arise about a candidate’s suitability for teaching (see Guidelines for Reviewing Concerns Regarding Suitability for the Practice of Teaching). This process is outlined in the STEP Handbook. The implementation of this plan is monitored by the directors and an advising team that consists of the program directors, the director of clinical work, and the candidate’s supervisor. The steps of this process include personal communication with the candidate by one of the directors, an informal hearing, followed by a formal hearing. Every effort is made to resolve the issue without proceeding to a formal hearing. However, should a formal hearing be necessary, all involved parties have the opportunity to present relevant evidence. Should a candidate have concerns about the fairness or accuracy of any part of STEP’s assessment system, he or she may employ the grievance procedures available to all Stanford Graduate Students (http://www.stanford.edu/dept/DoR/GSH/Sec3h.html).
Assessment of candidates 

The program directors use numerous assessments to gauge candidates’ progress and identify candidates who may need additional support. STEP candidates are assessed throughout the program using criteria aligned with the program’s conceptual framework and with national, state, and institutional standards, including the California Standards for the Teaching Profession (CSTPs), the Teaching Performance Expectations (TPEs), and the subject-specific national and state curricular standards. In August, December, March, and June, candidates receive formal assessments of their teaching practice in the field placement. University supervisors and cooperating teachers use these standards to assess candidates’ progress in the field placement. Drawing on classroom observations, regular meetings with the candidate, and the candidate’s written reflections, the supervisors and cooperating teachers complete quarterly assessments of the candidate’s performance.

The standards are also integrated into coursework. STEP candidates complete case studies and performance tasks that build sequentially upon one another, which requires candidates to use key concepts and theories to analyze their clinical experiences.  Throughout the year candidates write reflections in which they consider their progress relative to the standards.  (See, for example, candidates’ post-observation reflections and summary reflections included in the graduation portfolio.) At the end of every quarter, the program directors review course grades as one measure of candidates’ progress.
Many university supervisors have developed close working relationships with cooperating teachers with whom they have interacted over the years. These relationships contribute to the support the two professionals provide to candidates. Three-way meetings that occur at the end of each quarter are one example of how the university supervisor and cooperating teacher come together to discuss candidates’ clinical experience and performance and provide suggestions around goal-setting. The university supervisors often convey feedback from the field to the STEP directors, with whom the candidates also discuss their progress in the field.
The Performance Assessment for California Teachers (PACT) provides an additional measure of a candidate’s ability to address the four dimensions of teaching: planning, instruction, assessment, and reflection. Candidates submit a portfolio of instructional plans from a multi-day learning sequence, videotaped segments from that learning sequence, analyses of student work, and candidates’ reflections on their teaching practice. STEP directors and STEP’s PACT Coordinator inform candidates of the PACT requirements and provide clarifications when questions arise. Trained and calibrated scorers assess the PACT Teaching Event, and these data inform the recommendations for credentialing submitted by the STEP directors. In addition, candidates make formal presentations of their work, which is assessed by a committee comprised of members of the STEP faculty and staff, supervisors, and peers (see STEP Exhibition document).  
Using the formal and informal assessments, STEP directors gauge candidates’ development as teachers throughout the year. Satisfactory progress and completion of program requirements lead to the recommendation for the teaching credential and the conferral of the MA degree. Virtually all candidates complete the program successfully each year, and evaluations of their preparedness for teaching by faculty, supervisors, and cooperating teachers range from favorable to enthusiastic. A small number of candidates each year (typically three or four) do not complete the program, either because they discover that teaching is not the best fit for their interests and abilities, or because they struggle with issues of mental or physical health. Often these candidates transfer to another Masters program within the School of Education. On rare occasions, candidates are advised to withdraw from the program because of inadequate progress. STEP directors address these concerns on a case-by-case basis, conferring with the Associate Dean for Student Affairs when necessary.  

Special Assistance 

In addition to highly personalized advising and support by program faculty and staff, candidates have access to school-specific and university-wide student services, from individuals such as the Associate Dean for Student Affairs to organizations such as the Counseling and Psychological Services (CAPS) at Vaden Health Center (http://vaden.stanford.edu) and the Disability Resource Center (http://www.stanford.edu/group/DRC/).  When these services make recommendations for addressing a candidate’s needs, a letter is placed in the candidate’s file and STEP faculty, staff, and clinical partners are notified of any special accommodations. 
Career Counseling 
STEP offers a wide range of career counseling resources to teacher candidates to support candidates’ transition into the profession. In the winter quarter the director of clinical work conducts a series of workshops on resumé-writing, cover-letter writing, and interviewing techniques. A workshop on interviewing techniques is by the Assistant Superintendent at Santa Clara Unified School District and provides unique access to a district’s perspective on the hiring process. The job search series concludes with an annual Mock Interview event in which administrators from STEP’s clinical partner schools are invited to interview candidates in a small-group format. These round-table interviews are conducted by content area and give candidates the opportunity to practice their interviewing skills and get constructive feedback from the administrators and their peers. Clinical partners benefit in that they have the opportunity to see which candidates might meet their hiring needs for the upcoming year.  The mock interviews are an important event in the STEP year as administrators from both STEP and its school site partners come together to prepare candidates for their entry into the profession. STEP administrators supplement the group workshops by providing individual advising to candidates who need further support writing resumés and cover letters, preparing for interviews, articulating career goals, and weighing job offers.

Throughout the winter and spring, many schools and districts around California contact STEP to announce their job openings and recruit applicants. STEP shares these announcements with the cohort and directs candidates towards positions that match their individual professional goals. STEP alumni also actively recruit STEP graduates for their schools. STEP provides guidance to candidates in preparing for job fairs and other recruitment events. Candidates further benefit from the resources of the Stanford University Career Development Center.
STEP continually seeks to improve the support provided to candidates.  In addition to adjusting this support based on the informal and formal feedback received from candidates throughout the year, STEP directors and staff also refine mechanisms for providing advice and assistance based on the results of surveys of candidates and alumni. For example, the annual STEPpin’ Out Exit Survey gives graduating candidates the opportunity to offer feedback on the academic, professional, and personal advisement they received throughout the program. Surveys of employers and graduates also provide additional information around graduates’ competencies, satisfaction with preparation, and the program design and activities. These responses inform programmatic decisions and improvements regarding the advice and assistance provided to candidates. 
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