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	NADE Certification

Review Team Procedure for Conducting an Application Review




Assigning and Organizing the Review

1. The Certification Review Coordinator will assign a two-member review team to conduct the review of an application for program certification.  Whenever possible, the review will be assigned to a team of reviewers with expertise in the type of program applying for certification. 

2. One member of the team will be appointed team leader.  The team leader, in consultation with the other member of the team, is responsible for:

· Establishing goals and a timeline for completing the review within the recommended three-month deadline 

· Providing monthly progress reports to the Review Coordinator

· Consulting with the Review Coordinator for guidance and assistance with concerns, procedure, policy, and decision-making

· Communicating with the applicant once a month (through the Review Coordinator if uncomfortable going directly to the applicant) for clarification, requesting further information, and, in general, letting the applicant know the review is in progress. 
· Assuring compliance with recommended procedures for finalizing the review, forwarding the review decision and suggestions for the notification letter, and preparing the return of the completed review and application binders to the applicant and the NADE Certification Archives.

Conducting the Review

1. Both members of the team will read and review the application binder.

2. The applicants should have organized their materials in a manner that corresponds with the reviewer checklist.  Reviewers should be able to go through the checklist and read through the application.  Reviewers may use the rubric, below, to guide their responses regarding whether each requirement has been met.  
	 FORMCHECKBOX 
 n/a
	Not applicable
	An “X” in this box means that the statement does not apply to this application because the component is applying for General-Level Certification only.  The requirement addressed by this statement is an Advanced-Level requirement.

	 FORMCHECKBOX 
 yes
	Requirement fully satisfied
	An “X” in this box means the requirement is fully satisfied.  When “yes” is selected, the reviewer should make a positive comment sporadically.  However, a comment is not required for each and every item.

	 FORMCHECKBOX 
 no
	Requirement not satisfied
	An “X” in this box means the requirement is not satisfied.  When “no” is selected, the reviewer should provide a rationale and perhaps suggestions.


3. Team members should email each other their completed review form for each section of the application narrative as it is completed. The team will discuss and reach agreement in resolving differences in reviewer rating and observations. Teams may find it easier to work collaboratively via telephone, rather than completing each section of the review individually.  This may be left to the discretion of the reviewers.

4. One team member is responsible for consolidating the two reviews onto one review form.  The second team member is responsible for preparing the information that needs to go into the notification letter.

· If the decision is a “pending,” the information needed for the letter will include a list of information and documentation required to complete the application.

· If the decision is to award certification, the notification letter will confirm the level of certification to be awarded.

5. The final checklist, summary, comments and recommendations are to reflect input from both reviewers. 

Action to Be Taken Upon Completion of a Review 

1.
Reviewers notify the Review Coordinator and the Review Operations Coordinator by sending electronically:  
a)  The completed Reviewer Checklist and b) a draft of the notification letter, or at least, several positive comments to include in the letter.

2.
The Review Coordinator and the Review Operations Coordinator will review the materials, finalize the notification letter, alert the Certification Chair, affix electronic signatures, and send the notification letter back to the reviewers via email.  

3.
Reviewers will prepare materials for distribution by U. S. mail.  Shipping procedures will 
be arranged on a case-by-case basis.

a. Hard-copy originals of the completed Reviewer Checklist and the notification letter, electronically signed by the Chair and the Review Coordinator, will be sent to the applicant.


b. Copies of these documents will be sent to reviewers, the Chair, the Review Coordinator, and the Review Operations Coordinator.  
4.   The Database Manager will receive all electronic completed forms and notification 

 letters, supporting materials, or notification of same.
Procedure for Finalizing Approved Applications

The following is the procedure to be used for processing a certification review after the review team has reached a decision on awarding certification.

1. Inform the NADE Certification Review Coordinator and the Review Operations Coordinator of the certification decision; the name and address of the applicant; the level of certification; the type of program certification, i.e., developmental coursework, tutoring service, or adjunct instruction program, and the exact name of the component (e.g., The Language Skills Division of *** College, West Campus).   This information should be available on the application form, frequently found at the beginning of an applicant binder.   
2. The Review Coordinator or Review Operations Coordinator either calls or emails the applicant to informally announce the certification decision and finds out who should be copied on the formal letter.

3. The NADE Certification Review Coordinator Review Operations Coordinator will edit a draft of the official notification letter begun by the reviewers and submit it to the NADE Certification Council Chairperson.

4. The NADE Certification Council Chairperson will prepare the official certification decision letter to send to the applicant.  Copies of the official letter should be prepared and sent to the Certification Database Manager:
Kim Kelley
Director of Testing Services
Heartland Community College

1500 West Raab Road

Normal IL 61761

(309) 268-8057
kimberly.kelley@heartland.edu
The database manager updates the database accordingly.

· The NADE Executive Board liaison (President-elect, traditionally) and President

· The Certification Review Coordinator

· The Certification Review Team 

5. The two application binders reviewed by the team are prepared for final processing.  One copy is to be returned to the applicant.  The second is to be shipped for archiving to the NADE Certification Archives.  The two binders (or three) must be prepared identically. Insert the following documents in the order listed in the front of the binder: 

· A copy of the official certification letter

· A copy of the rating form that combines the two reviewers’ reviews, including the review team’s summary evaluation, comments and recommendations.

6. Reviewers notify the Review Coordinator that binders have been shipped to the NADE Certification Archives and to the applicant.
Archivist:

Prof. Linda Thompson

Director, McNair Program

Harding University, Box 12235

915 E. Market Street

Searcy, AR 72149-2235

Phone: (501) 279-4416

lthompson@harding.edu
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