NORTHEASTERN STATE UNIVERSITY
GRADUATE COLLEGE
Master’s of Education in School Administration Degree

Dear Candidate:

Please find the enclosed documents:

· Information Sheet

· Statement of Understanding

· Degree Plan

· Professional Habits Inventory – self evaluation

· 3 copies of Candidate Reference Form

· 3 copies of Professional Habits Inventory – for use by reference


Please carefully read the Statement of Understanding. While you have been admitted into the Graduate College at Northeastern State University, you must also be admitted into the School Administration program. The Statement of Understanding is your road map to being admitted into the program.

The Degree Plan has been included in this packet to provide you with information as to what courses you will be taking during this program of study. Information on the rotation of courses can be found at http://dr-hancock.com by clicking on “Rotating Schedule.” Also at this site is the “School Administration Handbook. You will need to download this document. This handbook will provide you with much needed information to complete the degree.

We asked that you fill out the Professional Habits Inventory in which the Evaluator’s name is “SELF ASSESSMENT.” We want you to know what is going to be expected of you in the way of your professional habits and dispositions while in this program. The self evaluation will also provide you and us with information about yourself so that we can help you to become a quality professional educator and administrator.

The Candidate Reference Form and the remaining Professional Habits Inventory forms are to be given to the three (3) people you choose to write letters of recommendation on your behalf. These are the “other included informational materials” spoken of in Step Two of the Statement of Understanding.

Please keep in mind the deadline for submission of materials. The Admissions Committee will only meet one time a semester. Failure to provide all requested materials will delay your admittance into the program by a semester.

Also, we asked that you take the MAT or GRE prior to your first enrollment. One of these tests must be taken before the start of enrollment for the next semester or you will be blocked from enrolling in that semester until you have completed one of the tests. We suggest that you take the MAT or GRE ASAP. Waiting can also delay your ability to enroll in the courses of your choice.

Finally, until fully admitted into the School Administration program, you will only be allowed to take six (6) credit hours of courses a semester for two (2) semesters for a total of 12 credit hours. After that, your situation will be evaluated as to whether you will be admitted into or dropped from the program.

Ken Hancock, Ph.D.

Chair, School Administration Program
Northeastern State University

School Administration Program

Admissions Information Sheet***
(Please Print)

	Date : 
	


	Name:
	
	SS#:
	

	
	
	
	

	Advisor:
	
	
	


	Address:
	

	
	

	Email Address:
	


	
	Standard Teaching Certificate
	

	
	                     or        
	(Attach copy of certificate)

	
	Alternative Teaching Certificate
	

	
	
	

	
	Statement of Understanding
	(Attach a copy)


	
	Number of Hrs in Education / Psychology   
	(If more than 12, then 12+)

	
	Undergraduate GPA
	(Attach copy of transcripts)

	
	Entrance Exam Score: MAT/GRE
	(Attach copy of scores)

	
	Writing Test Score
	(Attach copy of scores)


	
	Reference Name
	Letter
	Evaluation
	 PHI

	1.
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	


(All parts of a reference are to be in a sealed envelope.)

	
	Goal Statement


*** Application for admission will not be processed until this sheet is completed and submitted.

	Student Name:
	
	Student #
	


NORTHEASTERN STATE UNIVERSITY
GRADUATE COLLEGE

Master’s of Education in School Administration Degree

Statement of Understanding

 

I understand that I must satisfy the following requirements as outlined in the Graduate Catalog in order to be admitted into and to pursue a master’s degree in School Administration:

STEP ONE:

Prior to first enrollment

· Meet the admission requirements for the Graduate College

· Completion of a minimum of 12 semester hours of education or psychology in order to take courses in professional education for credit

· Qualify for an Oklahoma teacher’s certificate/license

· Meet with your assigned advisor; sign a Statement of Understanding

· No more than six credit hours will be allowed to be taken during a semester, for no more than two semesters, until fully admitted into a program.

STEP TWO:

During first semester   (It is recommended that all admission requirements be met prior to enrollment.)
Meet the following Program requirements:

· Score a six (6) on the WritePlacer © or pass other assigned writing test at the discretion of the department chair. This test may only be taken three times.  After the second failure, the student must seek help from the NSU writing lab before the test can be taken a third time.

· Take and have a satisfactory score on either the MAT or GRE.

· Submit to Admissions Committee*

· Three (3) sealed letters of recommendation and other included informational materials.

· A statement of your specific immediate and long term career objectives and how a master’s degree will help you achieve your objectives. (The statement is to be between one and two pages, typed, double-spaced, 12 point font with margins of 1 inch all around.)

· All college transcripts

· GPA requirement of

· 3.00 overall, undergraduate or 

· 3.25 in the last 60 credit hours, undergraduate or 

· Have an earned Master’s degree from an accredited university

· If the GPA requirements (see above) are not met, one of the following items must be satisfied: 

· MAT – scaled score of 383,   or

· GRE – combined math and verbal score of 900

· May use scores from MAT/GRE that are less than five (5) years old

* It is recommended that you pass either exam prior to enrollment

All materials are to be received by the Admissions Committee by 5:00 pm on November 1, April 1, or July 1 of the appropriate semester. (If these dates fall on a weekend or holiday, the deadline will be the last business day prior to the holiday or weekend.)

* School Administration Program Admissions Committee,  Northeastern State University, College of Education, Department of Educational Foundations and Leadership, 717 North Grand, Tahlequah, OK 74464 
Admissions Committee

· All materials must be submitted by the applicant.

· A formal interview and/or other materials may be requested by the committee at its discretion. 

· The Admissions Committee will review all materials and will make a recommendation concerning admission to a program.
STEP THREE:

Upon acceptance into the program, meet with your assigned advisor and complete the following:

· Degree Plan, 

· Professional Habits Inventory, and 

· Any other required materials

CONDITIONAL ENROLLMENT

For those persons who wish to pursue a degree, but are not able to meet the requirements for the undergraduate GPA and/or MAT/GRE, conditional enrollment may be allowed as follows:

· A graduate program GPA of 3.5 must be maintained for twelve credit hours of course work taken at Northeastern State University, and all other admittance requirements must be completed during the first semester of enrollment. 

· Full admittance will be considered by the Admissions Committee at the completion of 12 credit hours upon the written request of the student within the semester deadlines for admissions. 

· No more than six credit hours will be allowed to be taken in any semester until fully admitted into a program.

· The second semester of enrollment will have to be authorized by the student’s advisor.

CANDIDACY

· Meet the admission requirements for the Graduate College

· Meet the program admission requirements

· File an Application for candidacy which can occur after nine (9) graduate credit hours have been earned at Northeastern State University

· A minimum graduate program GPA of 3.00 and professional habits and dispositions must be maintained.

· Regardless, 15 credit hours must be earned after candidacy has been awarded.

CAPSTONE

· Accumulate a GPA of 3.2
· Accumulate 24 credit hours toward the degree, or as approved by the program chair.
Other Requirements:

· I must complete EDUC 5933, Internship I and  EDUC 5953, Internship II as my capstone experience.

· I may earn no more than 12 hours each summer or 16 hours each semester.  Prior approval from the Graduate Dean is required for any overload.

· I may use a maximum of 3 semester hours of credit in workshops and 9 semester hours credit by extension toward graduation as approved by my advisor and Graduate Dean.

· I may transfer a maximum of 9 semester hours from other accredited universities, provided each transfer course has a grade of “B” or better.   




· A minimum of 24 hours must be earned at Northeastern State University, including the final 9 semester hours.

· No work used for graduation may be older than 6 calendar years excluding time spent in the Armed Forces.

· I must maintain a grade point average of 3.00 in all graduate course work attempted.  No grade less than a “C” may be used for graduation.

· I agree to abide by the regulations governing the graduate program as stated in the Graduate Catalog.

	Student Name:
	
	Student #
	

	
	
	
	

	Student’s Signature:
	
	Date:
	

	
	
	
	

	Advisor’s Signature:
	
	Date:
	


Revised 05/2009
NORTHEASTERN STATE UNIVERSITY

DEGREE PLAN

MASTER OF EDUCATION IN SCHOOL ADMINISTRATION

 (30 semester hours plus Capstone Experience)

	Name:
	
	SSN:
	


	Address:
	


	Phone:  (Home)  
	
	(Work)
	
	Email:
	


______________________________________________________________________________________________________

Recommended Steps for Completing Degree

	1.

		Admission to Graduate College


	2.

		File Statement of Understanding


	3.

		Admission to degree program


	4.

		File Degree Plan



	
	5.

Meet Candidacy

6.

Request Final Degree Check

7.

Apply for graduation

8.

Capstone Experience




Note: Fifteen hours MUST be completed after candidacy is met.

	                 STRUCTURE OF THE DEGREE PLAN       

  I. PROFESSIONAL EDUCATION (12 semester hours)
      Required Courses                                                                     Completed   Needed
EDUC 5103, Educational Research                             
EDUC 5403, Fundamentals of Curriculum Dev. I      
EDUC 5483, Advanced Educational Measurements

EDUC 5633, Cognitive Learning Styles or
Another 5000 level school related discipline course with approval of advisor

II. SCHOOL ADMINISTRATION (18 semester hours)

     Required Courses
EDUC 5553, Fundamentals of Public School Admin
EDUC 5593, Public School Finance
EDUC 5523, Instructional Leadership

EDUC 5573, Public School Relations

EDUC 5613, School Facilities Management

EDUC 5623, Legal Aspects of Public Sch Admin

SUMMARY I & II

Professional Education
School Administration

Totals (minimum of 30)

III. CAPSTONE EXPERIENCE
EDUC 5933, Internship I
EDUC 5953, Internship II

                 
	COMMENTS:




DEGREE PLAN APPROVED
The signed Statement of Understanding is a binding part of this degree plan. Any changes in this plan requires prior written approval.

Student’s Signature _______________________________________________________  
Date: ________________________

Advisor’s Signature: ______________________________________________________
Date: ________________________

Graduate Dean’s Signature: _________________________________________________
Date: ________________________
revised 08/2009
NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

PROFESSIONAL HABITS INVENTORY 

	Candidate : 
	SELF ASSESSMENT


Directions: Circle a number (1 - 3) indicating school administration candidate performance in each area.  Indicate if there was no opportunity to observe.

	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Punctuality/

Organization  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not demonstrate punctuality and reliability                              
	Usually demonstrates punctuality and reliability
	Always demonstrates punctuality and reliability

	(Educational Leaders ll.1)

	0    1    2    3
	Assigned tasks are frequently turned in late.                                                              
	Assigned tasks are usually turned in on time.                                                 
	Assigned tasks are always turned in on time. 

	
	0    1    2    3
	Assigned tasks frequently lack organization.
	Assigned tasks are organized but have room for improvement.
	Assigned tasks are neat, organized, and reflect professional standards.

	Attitude / Initiative
(Teaching Scholars l.10; 
	0    1    2    3
	Does not demonstrate a commitment to serving others above self
	Usually demonstrates a commitment to serving others above self
	Always demonstrates a commitment to serving others above self*

	Educational Leaders ll.1, ll.2, ll.8;

Developers of Human Potential lll.1, lll.3, lll.4, lll.7)
	0    1    2    3
	Does not make the education and well being of students the fundamental value of all decision making
	Usually makes the education and well being of students the fundamental value of all decision making
	Always makes the education and well being of students the fundamental value of all decision making*

	Flexibility
	0    1    2    3
	Unwilling to adjust to new/different work settings
	Learning to adjust to new/different work settings.
	Demonstrates flexibility and a willingness to adjust to new/different work settings.

	(Teaching Scholars l.10;

Educational Leaders ll.1, lll.2, lll.7)

	0    1    2    3
	Reacts with anger or denial to constructive criticism
	Accepts constructive criticism in a positive manner
	Actively seeks constructive criticism

	
	0    1    2    3
	Unwilling to work with others
	Learning to work with others in a cooperative and positive manner
	Works with others in a cooperative and positive manner

	Working / Teaching with diverse populations  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Learning to acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Always acknowledges that he/she serves the schools and community by providing equal educational opportunities to each and every child*

	(Teaching Scholars l.5, l.12, l.13; 
Educational Leaders ll.7, ll.8; 
Developers of Human Potential lll.4, lll.5, lll.6, lll.7)
	0    1    2    3
	Does not understand accountability and results, increased student achievement, and high expectations for each and every student
	Understands accountability and results, increased student achievement, and high expectations for each and every student
	Emphasizes accountability and results, increased student achievement, and high expectations for each and every student*

	Appropriate attire
(Educational Leaders ll.1)
	0    1    2    3
	Attire is not indicative of an educational leader.
	Attire is usually indicative of an educational leader.
	Attire is always indicative of an educational leader.

	Verbal and written communication
(Teaching Scholars l.3;

Educational Leaders ll.6, ll.10) SEQ CHAPTER \h \r 1
	0    1    2    3
	Communication skills, both verbal and written, do not reflect professional language, appropriate grammar, spelling, and/or punctuation.
	Communication skills, both verbal and written, usually reflect professional language appropriate grammar, spelling, and punctuation.
	Communication skills, both verbal and written, always reflect professional language, appropriate grammar, spelling, and punctuation.

	Professional involvement
(Educational Leaders ll.1)
	0    1    2    3
	Does not seek to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research and continuing professional development*


	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Professional ethics & Integrity
	0    1    2    3
	Does not fulfill professional duties with honesty and integrity
	Usually fulfills professional duties with honesty and integrity 
	Fulfills all professional duties with honesty and integrity* 

	(Educational Leaders ll.1, ll.2; 

Developers of Human Potential III.4, lll.7)

	0    1    2    3
	Does not act in a trustworthy and responsible manner
	Usually acts in a trustworthy and responsible manner
	Always acts in a trustworthy and responsible manner*

	
	0    1    2    3
	Does not accept responsibility and accountability for one’s own actions and behaviors
	Usually accepts responsibility and accountability for one’s own actions and behaviors
	Always accepts responsibility and accountability for one’s own actions and behaviors*

	
	0    1    2    3
	Inappropriately represents the work of others as one’s own (Plagiarism)
	Learning to make appropriate references to the work and/or ideas of others
	Always makes appropriate references to the work and/or ideas of others

	
	0    1    2    3
	Uses his/her position for personal gain through political, social, religious, economic or other influences
	Learning to not use his/her position for personal gain through political, social, religious, economic or  other influences
	Never uses his/her position for personal gain through political, social, religious, economic or other influences*

	Fairness
	0    1    2    3
	Does not support the principle of due process
	Usually supports the principle of due process
	Always supports the principle of due process* 

	(Educational Leaders II.3, II.7, II.8;

Developers of Human Potential III.2, III.4, III.7)

	0    1    2    3
	Does not protect the civil and human rights of all individuals
	Usually protects the civil and human rights of all individuals
	Always protects the civil and human rights of all individuals*

	
	0    1    2    3
	Does not implement local, state and national laws
	Usually implements local, state and national laws
	Always implements local, state and national laws*

	
	0    1    2    3
	Does not implement the school board’s policies and administrative rules and regulations
	Learning to implement the school board’s policies and administrative rules and regulations
	Implements the school board’s policies and administrative rules and regulations*

	
	0    1    2    3
	Does not pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Seeks assistance to pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Actively pursues appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children*


*Standards by the American Association of School Administrators (http://www.aasa.org/about/content.cfm?ItemNumber=2157)
	OVERALL RATING
	Should be counseled about other career options
1


	Making satisfactory progress

2
	Demonstrating the traits of a professional educator

3


	Candidate:
	
	Class:
	


	Evaluator:
	
	Date: 
	


COMMENTS:  

PHI
8/18/2009

NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

PROFESSIONAL HABITS INVENTORY 

	Candidate : 
	


Directions: Circle a number (1 - 3) indicating school administration candidate performance in each area.  Indicate if there was no opportunity to observe.

	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Punctuality/

Organization  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not demonstrate punctuality and reliability                              
	Usually demonstrates punctuality and reliability
	Always demonstrates punctuality and reliability

	(Educational Leaders ll.1)

	0    1    2    3
	Assigned tasks are frequently turned in late.                                                              
	Assigned tasks are usually turned in on time.                                                 
	Assigned tasks are always turned in on time. 

	
	0    1    2    3
	Assigned tasks frequently lack organization.
	Assigned tasks are organized but have room for improvement.
	Assigned tasks are neat, organized, and reflect professional standards.

	Attitude / Initiative
(Teaching Scholars l.10; 
	0    1    2    3
	Does not demonstrate a commitment to serving others above self
	Usually demonstrates a commitment to serving others above self
	Always demonstrates a commitment to serving others above self*

	Educational Leaders ll.1, ll.2, ll.8;

Developers of Human Potential lll.1, lll.3, lll.4, lll.7)
	0    1    2    3
	Does not make the education and well being of students the fundamental value of all decision making
	Usually makes the education and well being of students the fundamental value of all decision making
	Always makes the education and well being of students the fundamental value of all decision making*

	Flexibility
	0    1    2    3
	Unwilling to adjust to new/different work settings
	Learning to adjust to new/different work settings.
	Demonstrates flexibility and a willingness to adjust to new/different work settings.

	(Teaching Scholars l.10;

Educational Leaders ll.1, lll.2, lll.7)

	0    1    2    3
	Reacts with anger or denial to constructive criticism
	Accepts constructive criticism in a positive manner
	Actively seeks constructive criticism

	
	0    1    2    3
	Unwilling to work with others
	Learning to work with others in a cooperative and positive manner
	Works with others in a cooperative and positive manner

	Working / Teaching with diverse populations  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Learning to acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Always acknowledges that he/she serves the schools and community by providing equal educational opportunities to each and every child*

	(Teaching Scholars l.5, l.12, l.13; 
Educational Leaders ll.7, ll.8; 
Developers of Human Potential lll.4, lll.5, lll.6, lll.7)
	0    1    2    3
	Does not understand accountability and results, increased student achievement, and high expectations for each and every student
	Understands accountability and results, increased student achievement, and high expectations for each and every student
	Emphasizes accountability and results, increased student achievement, and high expectations for each and every student*

	Appropriate attire
(Educational Leaders ll.1)
	0    1    2    3
	Attire is not indicative of an educational leader.
	Attire is usually indicative of an educational leader.
	Attire is always indicative of an educational leader.

	Verbal and written communication
(Teaching Scholars l.3;

Educational Leaders ll.6, ll.10) SEQ CHAPTER \h \r 1
	0    1    2    3
	Communication skills, both verbal and written, do not reflect professional language, appropriate grammar, spelling, and/or punctuation.
	Communication skills, both verbal and written, usually reflect professional language appropriate grammar, spelling, and punctuation.
	Communication skills, both verbal and written, always reflect professional language, appropriate grammar, spelling, and punctuation.

	Professional involvement
(Educational Leaders ll.1)
	0    1    2    3
	Does not seek to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research and continuing professional development*


	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Professional ethics & Integrity
	0    1    2    3
	Does not fulfill professional duties with honesty and integrity
	Usually fulfills professional duties with honesty and integrity 
	Fulfills all professional duties with honesty and integrity* 

	(Educational Leaders ll.1, ll.2; 

Developers of Human Potential III.4, lll.7)

	0    1    2    3
	Does not act in a trustworthy and responsible manner
	Usually acts in a trustworthy and responsible manner
	Always acts in a trustworthy and responsible manner*

	
	0    1    2    3
	Does not accept responsibility and accountability for one’s own actions and behaviors
	Usually accepts responsibility and accountability for one’s own actions and behaviors
	Always accepts responsibility and accountability for one’s own actions and behaviors*

	
	0    1    2    3
	Inappropriately represents the work of others as one’s own (Plagiarism)
	Learning to make appropriate references to the work and/or ideas of others
	Always makes appropriate references to the work and/or ideas of others

	
	0    1    2    3
	Uses his/her position for personal gain through political, social, religious, economic or other influences
	Learning to not use his/her position for personal gain through political, social, religious, economic or  other influences
	Never uses his/her position for personal gain through political, social, religious, economic or other influences*

	Fairness
	0    1    2    3
	Does not support the principle of due process
	Usually supports the principle of due process
	Always supports the principle of due process* 

	(Educational Leaders II.3, II.7, II.8;

Developers of Human Potential III.2, III.4, III.7)

	0    1    2    3
	Does not protect the civil and human rights of all individuals
	Usually protects the civil and human rights of all individuals
	Always protects the civil and human rights of all individuals*

	
	0    1    2    3
	Does not implement local, state and national laws
	Usually implements local, state and national laws
	Always implements local, state and national laws*

	
	0    1    2    3
	Does not implement the school board’s policies and administrative rules and regulations
	Learning to implement the school board’s policies and administrative rules and regulations
	Implements the school board’s policies and administrative rules and regulations*

	
	0    1    2    3
	Does not pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Seeks assistance to pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Actively pursues appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children*


*Standards by the American Association of School Administrators (http://www.aasa.org/about/content.cfm?ItemNumber=2157)
	OVERALL RATING
	Should be counseled about other career options
1


	Making satisfactory progress

2
	Demonstrating the traits of a professional educator

3


	Candidate:
	
	Class:
	


	Evaluator:
	
	Date: 
	


COMMENTS:  

PHI
8/18/2009

NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

School Administration Program

Candidate Reference Form

	Reference Name:
	
	
	


                                                           Please Print                                                                                            Signature

	Candidate Name:
	
	


                                                                          Please Print

Please rate the candidate in each of the areas according to the following scale:

N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)
	The Candidate has shown the ability or has the potential to:

	1.
	N.O.
	1
	2
	3
	IMPLEMENT VISION

	*
	motivate school communities to accomplish school goals.

	*
	develop plans and processes to accomplish school’s vision.

	2.
	N.O.
	1
	2
	3
	PROMOTE POSITIVE SCHOOL CULTURE

	*
	assess the diversity of the school culture using multiple methods.

	3.
	N.O.
	1
	2
	3
	PROVIDE EFFECTIVE INSTRUCTIONAL PROGRAM

	*
	facilitate activities that apply principles of effective instruction to improve instructional practices and curricular materials.

	*
	make recommendations regarding the design, implementation, and evaluation of a curriculum that fully accommodates learners’ diverse needs.

	*
	use and promote technology and information systems to enrich curriculum and instruction, to monitor instructional practices and provide staff the assistance needed for improvement.

	4.
	N.O.
	1
	2
	3
	APPLY BEST PRACTICE TO STUDENT LEARNING

	*
	assist school personnel in understanding and applying best practices for student learning.

	*
	apply human development theory, proven learning and motivational theories, and concern for diversity to the learning process.

	*
	demonstrate an understanding of how to use appropriate research strategies to promote an environment for improved student achievement.

	5.
	N.O.
	1
	2
	3
	DESIGN COMPREHENSIVE PROFESSIONAL GROWTH PLANS

	*
	implement well-planned, context appropriate professional development programs based on reflective practice and research on student learning consistent with the school vision and goals.

	*
	use strategies such  as observations, collaborative reflection, and adult learning strategies to form comprehensive professional growth plans with teachers and other school personnel.

	*
	develop and implement personal professional growth plans that reflect a commitment to life-long learning.

	6.
	N.O.
	1
	2
	3
	MANAGE OPERATIONS

	*
	involve staff in conducting operations and setting priorities using appropriate and effective needs assessment, research-based data, and group process skills to build consensus, communicate, and resolve conflicts in order to align resources with the organizational vision.

	*
	develop communications plans for staff that includes opportunities for staff to develop their family and community collaboration skills.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	7.
	N.O.
	1
	2
	3
	COLLABORATE WITH FAMILIES AND OTHER COMMUNITY MEMBERS

	*
	bring together the resources of family members and the community to positively affect student learning.

	*
	involve families in the education of their children based on the belief that families have the best interests of their children in mind.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	*
	use public information and research-based knowledge of issues and trends to collaborate with families and community members.

	*
	apply an understanding of community relations models, marketing strategies and processes, data-based decision making, and communications theory to create frameworks for school, family, business, community, government, and higher education partnerships.

	*
	develop various methods of outreach aimed at business, religious, political, and service organizations.

	*
	involve families and other stakeholders in school decision-making processes, reflecting an understanding that schools are an integral part of the larger community.

	*
	collaborate with community agencies to integrate health, social, and other services.

	*
	develop a comprehensive program of community relations and demonstrate the ability to work with the media.

	N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)

 The Candidate has shown the ability or has the potential to:

	8.
	N.O.
	1
	2
	3
	RESPOND TO COMMUNITY INTEREST AND NEEDS

	*
	have active involvement within the community, including interactions with individuals and groups with conflicting perspectives.

	*
	use appropriate assessment strategies and research methods to understand and accommodate diverse school and community conditions and dynamics.

	*
	provide leadership to programs serving students with special and exceptional needs.

	*
	capitalize on the diversity (cultural, ethnic, racial, economic, and special interest groups) of the school community to improve school programs and meet the diverse needs of all students.

	9.
	N.O.
	1
	2
	3
	MOBILIZE COMMUNITY RESOURCES

	*
	have an understanding of and ability to use community resources, including youth services, to support student achievement, solve school problems, and achieve school goals.

	*
	use school resources and social service agencies to serve the community.

	*
	understand ways to use public resources and funds appropriately and effectively to encourage communities to provide new resources to address emerging student problems.

	10.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	*
	make and explain decisions based upon ethical and legal principles.

	11.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	12.
	N.O.
	1
	2
	3
	ACTS FAIRLY

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	13.
	N.O.
	1
	2
	3
	ACTS ETHICALLY

	*
	make and explain decisions based upon ethical and legal principles.

	14.
	N.O.
	1
	2
	3
	UNDERSTANDS THE LARGER CONTEXT

	*
	act as informed consumers of educational theory and concepts appropriate to school context and can demonstrate the ability to apply appropriate research methods to a school context.

	*
	explain how the legal and political systems and institutional framework of schools have shaped a school and community, as well as the opportunities available to children and families in a particular school.

	*
	analyze the complex causes of poverty and other disadvantages and their effects on families, communities, children, and learning.

	*
	Understand the policies, laws, and regulations enacted by local, state, and federal authorities that affect schools, especially those that might improve educational and social opportunities.

	*
	describe the economic factors shaping a local community and the effects economic factors have on local schools.

	*
	analyze and describe the cultural diversity in a school community.

	*
	describe community norms and values and how they relate to the role of the school in promoting social justice

	*
	explain various theories of change and conflict resolution and the appropriate application of those models to specific communities.

	15.
	N.O.
	1
	2
	3
	RESPOND TO THE LARGER CONTEXT

	*
	communicate with members of a school community concerning trends, issues, and potential changes in the environment in which the school operates, including maintenance of an ongoing dialogue with representatives of diverse community groups.

	16.
	N.O.
	1
	2
	3
	INFLUENCE THE LARGER CONTEXT

	*
	engage students, parents, and other members of the community in advocating for adoption of improved policies and laws.

	*
	apply their understanding of the larger political, social, economic, legal, and cultural context to develop activities and policies that benefit students and their families.

	*
	advocate for policies and programs that promote equitable learning opportunities and success for all students, regardless of socioeconomic background, ethnicity, gender, disability, or other individual characteristics.


NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

PROFESSIONAL HABITS INVENTORY 

	Candidate : 
	


Directions: Circle a number (1 - 3) indicating school administration candidate performance in each area.  Indicate if there was no opportunity to observe.

	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Punctuality/

Organization  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not demonstrate punctuality and reliability                              
	Usually demonstrates punctuality and reliability
	Always demonstrates punctuality and reliability

	(Educational Leaders ll.1)

	0    1    2    3
	Assigned tasks are frequently turned in late.                                                              
	Assigned tasks are usually turned in on time.                                                 
	Assigned tasks are always turned in on time. 

	
	0    1    2    3
	Assigned tasks frequently lack organization.
	Assigned tasks are organized but have room for improvement.
	Assigned tasks are neat, organized, and reflect professional standards.

	Attitude / Initiative
(Teaching Scholars l.10; 
	0    1    2    3
	Does not demonstrate a commitment to serving others above self
	Usually demonstrates a commitment to serving others above self
	Always demonstrates a commitment to serving others above self*

	Educational Leaders ll.1, ll.2, ll.8;

Developers of Human Potential lll.1, lll.3, lll.4, lll.7)
	0    1    2    3
	Does not make the education and well being of students the fundamental value of all decision making
	Usually makes the education and well being of students the fundamental value of all decision making
	Always makes the education and well being of students the fundamental value of all decision making*

	Flexibility
	0    1    2    3
	Unwilling to adjust to new/different work settings
	Learning to adjust to new/different work settings.
	Demonstrates flexibility and a willingness to adjust to new/different work settings.

	(Teaching Scholars l.10;

Educational Leaders ll.1, lll.2, lll.7)

	0    1    2    3
	Reacts with anger or denial to constructive criticism
	Accepts constructive criticism in a positive manner
	Actively seeks constructive criticism

	
	0    1    2    3
	Unwilling to work with others
	Learning to work with others in a cooperative and positive manner
	Works with others in a cooperative and positive manner

	Working / Teaching with diverse populations  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Learning to acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Always acknowledges that he/she serves the schools and community by providing equal educational opportunities to each and every child*

	(Teaching Scholars l.5, l.12, l.13; 
Educational Leaders ll.7, ll.8; 
Developers of Human Potential lll.4, lll.5, lll.6, lll.7)
	0    1    2    3
	Does not understand accountability and results, increased student achievement, and high expectations for each and every student
	Understands accountability and results, increased student achievement, and high expectations for each and every student
	Emphasizes accountability and results, increased student achievement, and high expectations for each and every student*

	Appropriate attire
(Educational Leaders ll.1)
	0    1    2    3
	Attire is not indicative of an educational leader.
	Attire is usually indicative of an educational leader.
	Attire is always indicative of an educational leader.

	Verbal and written communication
(Teaching Scholars l.3;

Educational Leaders ll.6, ll.10) SEQ CHAPTER \h \r 1
	0    1    2    3
	Communication skills, both verbal and written, do not reflect professional language, appropriate grammar, spelling, and/or punctuation.
	Communication skills, both verbal and written, usually reflect professional language appropriate grammar, spelling, and punctuation.
	Communication skills, both verbal and written, always reflect professional language, appropriate grammar, spelling, and punctuation.

	Professional involvement
(Educational Leaders ll.1)
	0    1    2    3
	Does not seek to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research and continuing professional development*


	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Professional ethics & Integrity
	0    1    2    3
	Does not fulfill professional duties with honesty and integrity
	Usually fulfills professional duties with honesty and integrity 
	Fulfills all professional duties with honesty and integrity* 

	(Educational Leaders ll.1, ll.2; 

Developers of Human Potential III.4, lll.7)

	0    1    2    3
	Does not act in a trustworthy and responsible manner
	Usually acts in a trustworthy and responsible manner
	Always acts in a trustworthy and responsible manner*

	
	0    1    2    3
	Does not accept responsibility and accountability for one’s own actions and behaviors
	Usually accepts responsibility and accountability for one’s own actions and behaviors
	Always accepts responsibility and accountability for one’s own actions and behaviors*

	
	0    1    2    3
	Inappropriately represents the work of others as one’s own (Plagiarism)
	Learning to make appropriate references to the work and/or ideas of others
	Always makes appropriate references to the work and/or ideas of others

	
	0    1    2    3
	Uses his/her position for personal gain through political, social, religious, economic or other influences
	Learning to not use his/her position for personal gain through political, social, religious, economic or  other influences
	Never uses his/her position for personal gain through political, social, religious, economic or other influences*

	Fairness
	0    1    2    3
	Does not support the principle of due process
	Usually supports the principle of due process
	Always supports the principle of due process* 

	(Educational Leaders II.3, II.7, II.8;

Developers of Human Potential III.2, III.4, III.7)

	0    1    2    3
	Does not protect the civil and human rights of all individuals
	Usually protects the civil and human rights of all individuals
	Always protects the civil and human rights of all individuals*

	
	0    1    2    3
	Does not implement local, state and national laws
	Usually implements local, state and national laws
	Always implements local, state and national laws*

	
	0    1    2    3
	Does not implement the school board’s policies and administrative rules and regulations
	Learning to implement the school board’s policies and administrative rules and regulations
	Implements the school board’s policies and administrative rules and regulations*

	
	0    1    2    3
	Does not pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Seeks assistance to pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Actively pursues appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children*


*Standards by the American Association of School Administrators (http://www.aasa.org/about/content.cfm?ItemNumber=2157)
	OVERALL RATING
	Should be counseled about other career options
1


	Making satisfactory progress

2
	Demonstrating the traits of a professional educator

3


	Candidate:
	
	Class:
	


	Evaluator:
	
	Date: 
	


COMMENTS:  

PHI
8/18/2009

NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

School Administration Program

Candidate Reference Form

	Reference Name:
	
	
	


                                                           Please Print                                                                                            Signature

	Candidate Name:
	
	


                                                                          Please Print

Please rate the candidate in each of the areas according to the following scale:

N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)
	The Candidate has shown the ability or has the potential to:

	1.
	N.O.
	1
	2
	3
	IMPLEMENT VISION

	*
	motivate school communities to accomplish school goals.

	*
	develop plans and processes to accomplish school’s vision.

	2.
	N.O.
	1
	2
	3
	PROMOTE POSITIVE SCHOOL CULTURE

	*
	assess the diversity of the school culture using multiple methods.

	3.
	N.O.
	1
	2
	3
	PROVIDE EFFECTIVE INSTRUCTIONAL PROGRAM

	*
	facilitate activities that apply principles of effective instruction to improve instructional practices and curricular materials.

	*
	make recommendations regarding the design, implementation, and evaluation of a curriculum that fully accommodates learners’ diverse needs.

	*
	use and promote technology and information systems to enrich curriculum and instruction, to monitor instructional practices and provide staff the assistance needed for improvement.

	4.
	N.O.
	1
	2
	3
	APPLY BEST PRACTICE TO STUDENT LEARNING

	*
	assist school personnel in understanding and applying best practices for student learning.

	*
	apply human development theory, proven learning and motivational theories, and concern for diversity to the learning process.

	*
	demonstrate an understanding of how to use appropriate research strategies to promote an environment for improved student achievement.

	5.
	N.O.
	1
	2
	3
	DESIGN COMPREHENSIVE PROFESSIONAL GROWTH PLANS

	*
	implement well-planned, context appropriate professional development programs based on reflective practice and research on student learning consistent with the school vision and goals.

	*
	use strategies such  as observations, collaborative reflection, and adult learning strategies to form comprehensive professional growth plans with teachers and other school personnel.

	*
	develop and implement personal professional growth plans that reflect a commitment to life-long learning.

	6.
	N.O.
	1
	2
	3
	MANAGE OPERATIONS

	*
	involve staff in conducting operations and setting priorities using appropriate and effective needs assessment, research-based data, and group process skills to build consensus, communicate, and resolve conflicts in order to align resources with the organizational vision.

	*
	develop communications plans for staff that includes opportunities for staff to develop their family and community collaboration skills.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	7.
	N.O.
	1
	2
	3
	COLLABORATE WITH FAMILIES AND OTHER COMMUNITY MEMBERS

	*
	bring together the resources of family members and the community to positively affect student learning.

	*
	involve families in the education of their children based on the belief that families have the best interests of their children in mind.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	*
	use public information and research-based knowledge of issues and trends to collaborate with families and community members.

	*
	apply an understanding of community relations models, marketing strategies and processes, data-based decision making, and communications theory to create frameworks for school, family, business, community, government, and higher education partnerships.

	*
	develop various methods of outreach aimed at business, religious, political, and service organizations.

	*
	involve families and other stakeholders in school decision-making processes, reflecting an understanding that schools are an integral part of the larger community.

	*
	collaborate with community agencies to integrate health, social, and other services.

	*
	develop a comprehensive program of community relations and demonstrate the ability to work with the media.

	N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)

 The Candidate has shown the ability or has the potential to:

	8.
	N.O.
	1
	2
	3
	RESPOND TO COMMUNITY INTEREST AND NEEDS

	*
	have active involvement within the community, including interactions with individuals and groups with conflicting perspectives.

	*
	use appropriate assessment strategies and research methods to understand and accommodate diverse school and community conditions and dynamics.

	*
	provide leadership to programs serving students with special and exceptional needs.

	*
	capitalize on the diversity (cultural, ethnic, racial, economic, and special interest groups) of the school community to improve school programs and meet the diverse needs of all students.

	9.
	N.O.
	1
	2
	3
	MOBILIZE COMMUNITY RESOURCES

	*
	have an understanding of and ability to use community resources, including youth services, to support student achievement, solve school problems, and achieve school goals.

	*
	use school resources and social service agencies to serve the community.

	*
	understand ways to use public resources and funds appropriately and effectively to encourage communities to provide new resources to address emerging student problems.

	10.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	*
	make and explain decisions based upon ethical and legal principles.

	11.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	12.
	N.O.
	1
	2
	3
	ACTS FAIRLY

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	13.
	N.O.
	1
	2
	3
	ACTS ETHICALLY

	*
	make and explain decisions based upon ethical and legal principles.

	14.
	N.O.
	1
	2
	3
	UNDERSTANDS THE LARGER CONTEXT

	*
	act as informed consumers of educational theory and concepts appropriate to school context and can demonstrate the ability to apply appropriate research methods to a school context.

	*
	explain how the legal and political systems and institutional framework of schools have shaped a school and community, as well as the opportunities available to children and families in a particular school.

	*
	analyze the complex causes of poverty and other disadvantages and their effects on families, communities, children, and learning.

	*
	Understand the policies, laws, and regulations enacted by local, state, and federal authorities that affect schools, especially those that might improve educational and social opportunities.

	*
	describe the economic factors shaping a local community and the effects economic factors have on local schools.

	*
	analyze and describe the cultural diversity in a school community.

	*
	describe community norms and values and how they relate to the role of the school in promoting social justice

	*
	explain various theories of change and conflict resolution and the appropriate application of those models to specific communities.

	15.
	N.O.
	1
	2
	3
	RESPOND TO THE LARGER CONTEXT

	*
	communicate with members of a school community concerning trends, issues, and potential changes in the environment in which the school operates, including maintenance of an ongoing dialogue with representatives of diverse community groups.

	16.
	N.O.
	1
	2
	3
	INFLUENCE THE LARGER CONTEXT

	*
	engage students, parents, and other members of the community in advocating for adoption of improved policies and laws.

	*
	apply their understanding of the larger political, social, economic, legal, and cultural context to develop activities and policies that benefit students and their families.

	*
	advocate for policies and programs that promote equitable learning opportunities and success for all students, regardless of socioeconomic background, ethnicity, gender, disability, or other individual characteristics.


NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

PROFESSIONAL HABITS INVENTORY 

	Candidate : 
	


Directions: Circle a number (1 - 3) indicating school administration candidate performance in each area.  Indicate if there was no opportunity to observe.

	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Punctuality/

Organization  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not demonstrate punctuality and reliability                              
	Usually demonstrates punctuality and reliability
	Always demonstrates punctuality and reliability

	(Educational Leaders ll.1)

	0    1    2    3
	Assigned tasks are frequently turned in late.                                                              
	Assigned tasks are usually turned in on time.                                                 
	Assigned tasks are always turned in on time. 

	
	0    1    2    3
	Assigned tasks frequently lack organization.
	Assigned tasks are organized but have room for improvement.
	Assigned tasks are neat, organized, and reflect professional standards.

	Attitude / Initiative
(Teaching Scholars l.10; 
	0    1    2    3
	Does not demonstrate a commitment to serving others above self
	Usually demonstrates a commitment to serving others above self
	Always demonstrates a commitment to serving others above self*

	Educational Leaders ll.1, ll.2, ll.8;

Developers of Human Potential lll.1, lll.3, lll.4, lll.7)
	0    1    2    3
	Does not make the education and well being of students the fundamental value of all decision making
	Usually makes the education and well being of students the fundamental value of all decision making
	Always makes the education and well being of students the fundamental value of all decision making*

	Flexibility
	0    1    2    3
	Unwilling to adjust to new/different work settings
	Learning to adjust to new/different work settings.
	Demonstrates flexibility and a willingness to adjust to new/different work settings.

	(Teaching Scholars l.10;

Educational Leaders ll.1, lll.2, lll.7)

	0    1    2    3
	Reacts with anger or denial to constructive criticism
	Accepts constructive criticism in a positive manner
	Actively seeks constructive criticism

	
	0    1    2    3
	Unwilling to work with others
	Learning to work with others in a cooperative and positive manner
	Works with others in a cooperative and positive manner

	Working / Teaching with diverse populations  SEQ CHAPTER \h \r 1
	0    1    2    3
	Does not acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Learning to acknowledge that he/she serves the schools and community by providing equal educational opportunities to each and every child
	Always acknowledges that he/she serves the schools and community by providing equal educational opportunities to each and every child*

	(Teaching Scholars l.5, l.12, l.13; 
Educational Leaders ll.7, ll.8; 
Developers of Human Potential lll.4, lll.5, lll.6, lll.7)
	0    1    2    3
	Does not understand accountability and results, increased student achievement, and high expectations for each and every student
	Understands accountability and results, increased student achievement, and high expectations for each and every student
	Emphasizes accountability and results, increased student achievement, and high expectations for each and every student*

	Appropriate attire
(Educational Leaders ll.1)
	0    1    2    3
	Attire is not indicative of an educational leader.
	Attire is usually indicative of an educational leader.
	Attire is always indicative of an educational leader.

	Verbal and written communication
(Teaching Scholars l.3;

Educational Leaders ll.6, ll.10) SEQ CHAPTER \h \r 1
	0    1    2    3
	Communication skills, both verbal and written, do not reflect professional language, appropriate grammar, spelling, and/or punctuation.
	Communication skills, both verbal and written, usually reflect professional language appropriate grammar, spelling, and punctuation.
	Communication skills, both verbal and written, always reflect professional language, appropriate grammar, spelling, and punctuation.

	Professional involvement
(Educational Leaders ll.1)
	0    1    2    3
	Does not seek to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research or continuing professional development
	Seeks to improve the effectiveness of the profession through research and continuing professional development*


	 SEQ CHAPTER \h \r 1WITH REGARD TO NSU
	No opportunity to observe
0
	 SEQ CHAPTER \h \r 1UNACCEPTABLE
1
	ACCEPTABLE
2 SEQ CHAPTER \h \r 1
	TARGET
3

	Professional ethics & Integrity
	0    1    2    3
	Does not fulfill professional duties with honesty and integrity
	Usually fulfills professional duties with honesty and integrity 
	Fulfills all professional duties with honesty and integrity* 

	(Educational Leaders ll.1, ll.2; 

Developers of Human Potential III.4, lll.7)

	0    1    2    3
	Does not act in a trustworthy and responsible manner
	Usually acts in a trustworthy and responsible manner
	Always acts in a trustworthy and responsible manner*

	
	0    1    2    3
	Does not accept responsibility and accountability for one’s own actions and behaviors
	Usually accepts responsibility and accountability for one’s own actions and behaviors
	Always accepts responsibility and accountability for one’s own actions and behaviors*

	
	0    1    2    3
	Inappropriately represents the work of others as one’s own (Plagiarism)
	Learning to make appropriate references to the work and/or ideas of others
	Always makes appropriate references to the work and/or ideas of others

	
	0    1    2    3
	Uses his/her position for personal gain through political, social, religious, economic or other influences
	Learning to not use his/her position for personal gain through political, social, religious, economic or  other influences
	Never uses his/her position for personal gain through political, social, religious, economic or other influences*

	Fairness
	0    1    2    3
	Does not support the principle of due process
	Usually supports the principle of due process
	Always supports the principle of due process* 

	(Educational Leaders II.3, II.7, II.8;

Developers of Human Potential III.2, III.4, III.7)

	0    1    2    3
	Does not protect the civil and human rights of all individuals
	Usually protects the civil and human rights of all individuals
	Always protects the civil and human rights of all individuals*

	
	0    1    2    3
	Does not implement local, state and national laws
	Usually implements local, state and national laws
	Always implements local, state and national laws*

	
	0    1    2    3
	Does not implement the school board’s policies and administrative rules and regulations
	Learning to implement the school board’s policies and administrative rules and regulations
	Implements the school board’s policies and administrative rules and regulations*

	
	0    1    2    3
	Does not pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Seeks assistance to pursue appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children
	Actively pursues appropriate measures to correct those laws, policies, and regulations that are not in the best interest of children*


*Standards by the American Association of School Administrators (http://www.aasa.org/about/content.cfm?ItemNumber=2157)
	OVERALL RATING
	Should be counseled about other career options
1


	Making satisfactory progress

2
	Demonstrating the traits of a professional educator

3


	Candidate:
	
	Class:
	


	Evaluator:
	
	Date: 
	


COMMENTS:  

PHI
8/18/2009

NORTHEASTERN STATE UNIVERSITY

COLLEGE OF EDUCATION

School Administration Program

Candidate Reference Form

	Reference Name:
	
	
	


                                                           Please Print                                                                                            Signature

	Candidate Name:
	
	


                                                                          Please Print

Please rate the candidate in each of the areas according to the following scale:

N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)
	The Candidate has shown the ability or has the potential to:

	1.
	N.O.
	1
	2
	3
	IMPLEMENT VISION

	*
	motivate school communities to accomplish school goals.

	*
	develop plans and processes to accomplish school’s vision.

	2.
	N.O.
	1
	2
	3
	PROMOTE POSITIVE SCHOOL CULTURE

	*
	assess the diversity of the school culture using multiple methods.

	3.
	N.O.
	1
	2
	3
	PROVIDE EFFECTIVE INSTRUCTIONAL PROGRAM

	*
	facilitate activities that apply principles of effective instruction to improve instructional practices and curricular materials.

	*
	make recommendations regarding the design, implementation, and evaluation of a curriculum that fully accommodates learners’ diverse needs.

	*
	use and promote technology and information systems to enrich curriculum and instruction, to monitor instructional practices and provide staff the assistance needed for improvement.

	4.
	N.O.
	1
	2
	3
	APPLY BEST PRACTICE TO STUDENT LEARNING

	*
	assist school personnel in understanding and applying best practices for student learning.

	*
	apply human development theory, proven learning and motivational theories, and concern for diversity to the learning process.

	*
	demonstrate an understanding of how to use appropriate research strategies to promote an environment for improved student achievement.

	5.
	N.O.
	1
	2
	3
	DESIGN COMPREHENSIVE PROFESSIONAL GROWTH PLANS

	*
	implement well-planned, context appropriate professional development programs based on reflective practice and research on student learning consistent with the school vision and goals.

	*
	use strategies such  as observations, collaborative reflection, and adult learning strategies to form comprehensive professional growth plans with teachers and other school personnel.

	*
	develop and implement personal professional growth plans that reflect a commitment to life-long learning.

	6.
	N.O.
	1
	2
	3
	MANAGE OPERATIONS

	*
	involve staff in conducting operations and setting priorities using appropriate and effective needs assessment, research-based data, and group process skills to build consensus, communicate, and resolve conflicts in order to align resources with the organizational vision.

	*
	develop communications plans for staff that includes opportunities for staff to develop their family and community collaboration skills.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	7.
	N.O.
	1
	2
	3
	COLLABORATE WITH FAMILIES AND OTHER COMMUNITY MEMBERS

	*
	bring together the resources of family members and the community to positively affect student learning.

	*
	involve families in the education of their children based on the belief that families have the best interests of their children in mind.

	*
	apply legal principles to promote educational equity and provide a safe, effective, and efficient facilities.

	*
	use public information and research-based knowledge of issues and trends to collaborate with families and community members.

	*
	apply an understanding of community relations models, marketing strategies and processes, data-based decision making, and communications theory to create frameworks for school, family, business, community, government, and higher education partnerships.

	*
	develop various methods of outreach aimed at business, religious, political, and service organizations.

	*
	involve families and other stakeholders in school decision-making processes, reflecting an understanding that schools are an integral part of the larger community.

	*
	collaborate with community agencies to integrate health, social, and other services.

	*
	develop a comprehensive program of community relations and demonstrate the ability to work with the media.

	N.O. = Not Observed,  1 = Unsatisfactory,   2 = Acceptable ( a majority of sub-elements),   3 = Target (all sub-elements)

 The Candidate has shown the ability or has the potential to:

	8.
	N.O.
	1
	2
	3
	RESPOND TO COMMUNITY INTEREST AND NEEDS

	*
	have active involvement within the community, including interactions with individuals and groups with conflicting perspectives.

	*
	use appropriate assessment strategies and research methods to understand and accommodate diverse school and community conditions and dynamics.

	*
	provide leadership to programs serving students with special and exceptional needs.

	*
	capitalize on the diversity (cultural, ethnic, racial, economic, and special interest groups) of the school community to improve school programs and meet the diverse needs of all students.

	9.
	N.O.
	1
	2
	3
	MOBILIZE COMMUNITY RESOURCES

	*
	have an understanding of and ability to use community resources, including youth services, to support student achievement, solve school problems, and achieve school goals.

	*
	use school resources and social service agencies to serve the community.

	*
	understand ways to use public resources and funds appropriately and effectively to encourage communities to provide new resources to address emerging student problems.

	10.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	*
	make and explain decisions based upon ethical and legal principles.

	11.
	N.O.
	1
	2
	3
	ACTS WITH INTEGRITY

	*
	respect the rights of others with regard to confidentiality and dignity and engage in honest interactions.

	12.
	N.O.
	1
	2
	3
	ACTS FAIRLY

	*
	combine impartiality, sensitivity to student diversity, and ethical considerations in their interactions with others.

	13.
	N.O.
	1
	2
	3
	ACTS ETHICALLY

	*
	make and explain decisions based upon ethical and legal principles.

	14.
	N.O.
	1
	2
	3
	UNDERSTANDS THE LARGER CONTEXT

	*
	act as informed consumers of educational theory and concepts appropriate to school context and can demonstrate the ability to apply appropriate research methods to a school context.

	*
	explain how the legal and political systems and institutional framework of schools have shaped a school and community, as well as the opportunities available to children and families in a particular school.

	*
	analyze the complex causes of poverty and other disadvantages and their effects on families, communities, children, and learning.

	*
	Understand the policies, laws, and regulations enacted by local, state, and federal authorities that affect schools, especially those that might improve educational and social opportunities.

	*
	describe the economic factors shaping a local community and the effects economic factors have on local schools.

	*
	analyze and describe the cultural diversity in a school community.

	*
	describe community norms and values and how they relate to the role of the school in promoting social justice

	*
	explain various theories of change and conflict resolution and the appropriate application of those models to specific communities.

	15.
	N.O.
	1
	2
	3
	RESPOND TO THE LARGER CONTEXT

	*
	communicate with members of a school community concerning trends, issues, and potential changes in the environment in which the school operates, including maintenance of an ongoing dialogue with representatives of diverse community groups.

	16.
	N.O.
	1
	2
	3
	INFLUENCE THE LARGER CONTEXT

	*
	engage students, parents, and other members of the community in advocating for adoption of improved policies and laws.

	*
	apply their understanding of the larger political, social, economic, legal, and cultural context to develop activities and policies that benefit students and their families.

	*
	advocate for policies and programs that promote equitable learning opportunities and success for all students, regardless of socioeconomic background, ethnicity, gender, disability, or other individual characteristics.


