INDIANA UNIVERSITY NORTHWEST

School of Education

A695 (1911) PRACTICUM IN SCHOOL ADMINISTRATION

Spring Session, 2010 Hawthorn Hall Thursdays 6:00 PM – 8:45 PM

Instructor: Vernon G. Smith, Ed.D. Hawthorn Hall 460
E-Mail: vesmith@iun.edu
Office:  (219) 980-7120    Home: (219) 887-2046

1 (800) 382-9842    (317) 232-9731

I.   COURSE DESCRIPTION

Bulletin Description:  Provides for closely supervised field experience in various areas of school administration.  

**************

NOTE: STUDENTS ENROLLED IN THIS COURSE MUST HAVE COMPLETED ALL OTHER COURSES IN THE ADMINISTRATIVE PROGRAM.  EXCEPTIONS WILL BE MADE BY THE INSTRUCTOR ONLY.


The practicum provides for closely supervised field experience in various areas of the school principalship under the mentorship of a practicing administrator.


The student will be involved in administrative and supervisory activities that will give him/her a "hands-on", "on-the-job training" experience in preparation for the principalship.  In the class setting the student will be involved in activities for him/her to apply essential knowledge acquired in preliminary courses and to reflect on situations to develop technical and ethical competencies as a school principal.


Since each student brings to this program a different professional background, the plan of study will be individualized for each student enrolled and should provide experiences different from what the student 
engages in on a daily, work-related basis. Note: the student may engage in any administrative or supervisory activity the principal assigns.


It is the student's responsibility to identify and secure a principal who will serve in the mentorship role as the field supervisor. All placements must be approved by the instructor. The administrator may be the principal at 
the student's place of employment or may be a principal in another building.  The total hours completed in this practicum should approach 80; however, the breadth and depth of the experiences are more important than the time.

II.
SCHOOL MODEL

This course is a part of the IUN School of Education Educational Leader Program. The program is based on the SOE Educational Leader Conceptual Framework Outcomes.  The six outcomes are:

1.
A Vision of Learning*
2. School Culture and Instructional Program*
3. Management*
4. Collaboration with Families and the Community*

5. Integrity, Fairness and Ethical Manner*
6.   Political, Social, Economic, Legal and Cultural Context*


The program is also based upon the IUN Advanced Program Conceptual Framework Outcomes. The seven outcomes are:

1. Learning and Development

2. Knowledge and Instruction

3. Classroom Management and Assessment 

4. Reflection*

5. Collaboration and Professional Development*

6. Educational Equity*

7. Formal Inquiry*

The themes that have an asterisk in both Frameworks are those especially targeted for this course.



OBJECTIVES



Under the supervision of a principal, the student will be able to:



Apply administrative and/or organizational theory to practical



situations. (EL 3) (Outcomes 1, 2, 3, 4, 5, 6 and 7) 



Use administrative techniques that enhance an effective



teaching/learning environment. (EL 2, 3, 5 and 6) (Outcomes 2, 3, 4, 5, 6 and 7) 



Employ a working knowledge of statutory law, school board



policies, and school regulations. (EL 5 and 6) (Outcomes 4, 6 and 7)



Complete administrative tasks related to curricular and



extra-curricular activities. (EL 1, 2 and 4) (Outcomes 2, 3, 4, 6 and 7)



Observe and/or complete a variety of administrative tasks

as deemed appropriate by the principal. (EL 1, 2,3,4,5 and 6) (Outcomes 1, 2, 3, 4, 

5, 6 and 7) 
A.  The class will meet: Thursday, January 14, 2010 and the first Thursday in February and March. The April and May classes will be used for individual conferences. Logs are due, Friday, June 11, 2010.

B.  The class sessions will be organized around the following major sub-topics.



Plant Management

Teacher Evaluations



Discipline


School-Community Relations



Curriculum Development,
School Law, Policies & Regulations



Classroom Observation
 



Analysis & Use of Test



Extra-Curricular Activities


C.
The course will be conducted largely on a discussion, class



participation basis.  One or more of the following techniques



may be used from the time when, in the judgment of the 



instructor, they are deemed appropriate.




1.  Use of audio-visual materials




2.  Committee work




3.  Individual and group reports




4.  Debates

5. Use of resource persons

III. MATERIALS

1. No required text 

2. Binder for a log

IV. ASSIGNMENTS AND COURSE ACTIVITIES

1. 
Identify and secure a school principal who will serve as your mentor and field supervisor. This should be done with the approval of the instructor.

2. 
Be present or participate in all class sessions.  

3. 
Write summaries of three incidents that have occurred during the A695 Spring experience. The outline provided below will be used in writing the summaries.

The critical incidents may be any topic related to the work of the principal.  The writer should be very careful in protecting the identity of the school and persons involved.  Confidential situations must be avoided. Our purpose is not to expose a school's problem areas, but rather to discuss real situations facing administrators and to work toward possible solutions. Critical incidents will be used in discussion groups for this course.




Title




Description of problem (short-to the point)



Key questions




Possible solutions (must include the conclusion)



Personal reactions




Investigation and conclusion



What administrative skills were used?




What would I do differently?




What did I learn as a result of this experience?

4. 
In preparation for your supervisory task, prepare one classroom observation to share with the class.  The observation should follow the Seven Steps of Instruction (M. Hunter). The assignment will be addressed in the class.  If you are unclear on your assignment, be sure to confer with the instructor. The observation is due in March and will be shared with the class.

5. Observe and record levels of questions used in instruction in at least two classrooms. Observations are due in March and will be shared with the class. 

6.
Visit one of your classmate’s schools in a community different than your school community

(rural, suburban or urban).  Analyze and reflect on the difference.  Bring a hard copy in April during scheduled conferences. 

7.
Complete a portfolio based on Educational Leadership Outcomes and present to A670 
students on Saturday, April 24, 2010.
8.
Keep an accurate log of time spent on various activities.  The principal should verify these entries by signing each.  Students should plan to complete or discuss all activities in each of the categories listed.  The following activities are to be covered. The list is by no means inclusive.  Some are appropriate for only the elementary or secondary level. The principal may make other suggestions. All activities should be presented to the principal for approval in advance.


Format:




 Duration of


Activity  
    Activity

Signature


Reflections

(Date and Time)


(Code)



    (  ) Hr.

9.
Complete all six (6) of the outcome reflections papers with supportive artifacts.
10.  
Write a paper on the topic, “How I will use the Educational Leadership Outcomes to 
become an excellent principal”, and email to me on or before April 1, 2009.  Also bring a 
hard copy to me in April during scheduled conferences.

NOTE: ALL ASSIGNMENTS MUST BE MASTERED IN ORDER TO RECEIVE A PASSING GRADE.

CATEGORIES OF ADMINISTRATIVE EXPERIENCES:  (Based on the Gary

Community Schools Administrative Activity Checklist for Interns and the

requirements for the Administrative Practicum of Governors State University.) Additional items have been added.

a.
School organization:  program and policy-making


1.
Help design the master schedule.


2.
Schedule specials for the building.


3.
Assign pupils to classes.


4. 
Plan teacher extra-duty assignments.


5.
Assign pupils to homerooms, if applicable.


6.
Design and implement a student activity program.


7.
Organize individual teacher planning for substitutes.



8.
Plan for interdisciplinary teaching.


9. 
Plan changes in staff utilization.


10. 
Conduct staff orientation and school opening activities.


11. 
Review and plan the library services.


12. 
Review and plan nursing services.


13. 
Review and plan pupil personnel services.


14. 
Develop/review a student handbook.


15. 
Develop/review a faculty handbook.


16. 
Design a school profile for inclusion with transcripts/records.


17. 
Review curriculum documents for necessary revisions.


18. 
Attend a School Board Meeting.


19. 
Serve or/participate with a school committee.


20. 
Attend faculty meetings.


21. 
Attend Principal meetings.


22. 
Other

b.
School managerial, business and clerical functions


1.
Plan new instructional facilities, (if scheduled).


2.
Manage instructional supplies budget.


3. 
Inventory instructional equipment.


4.
Manage equipment budget.


5.
Obtain information on an available grant, write, and submit the 




grant application.


6.
Determine specification for instructional supplies and equipment.


7.
Keep state attendance records and reports.


8.
Supervise district and/or state annual reports.


9.
Administer the state textbook program.


10. 
Analyze the work of the school secretary.


11. 
Review and revise the schedule of the maintenance employees.


12. 
Process new student admissions and/or withdrawals.


13. 
Review and revise the attendance/tardy policies.


14. 
Explore programs and ideas to improve student attendance.


15. 
Coordinate an in-service for secretaries, cafeteria workers, etc.


16. 
Do a study of teacher absences.


17. 
Obtain substitutes.


18. 
Other

c.
Pupil personnel activities and services


1.
Mediate teacher-student conflicts.


2.
Mediate student-student conflicts.


3.
Work with Protective Services in reporting and following



up on suspected child abuse.


4.
Work with juvenile authorities.


5.
Deal with attendance issues.


6.
Clarify and interpret attendance policies.


7.
Make home visits.


8.
Mediate parent-teacher conferences.


9.
Investigate disciplinary cases.


10. 
Investigate suspected truancies.


11. 
Conduct a study of drop-outs. 


12. 
Process a student suspension according to Public Law 218.


13. 
Arrange for consult services for exceptional children.


14. 
Supervise student transportation to and from school.


15. 
Conduct a study of pupil retention or course failures.


16. 
Arrange for homebound instruction.


17. 
Review and implement guidelines required for disabled students, 




staff and others under American With Disabilities Act (ADA).


18. 
Work with student government and other co-curricular activities.


19. 
Administer student driving and parking privileges, (if applicable).


20. 
Supervise students in the cafeteria.


21. 
Attend parent-principal conferences.


22. 
Plan and/or supervise fire drills, tornado drills, or school evacuations.


23. 
Develop, review and monitor a school safety program.


24. 
Conduct a building and grounds safety inspection.


25. 
Review and improve upon policies for field trips.


26. 
Supervise student social activities.


27. 
Supervise athletic events.


28. 
Coordinate school-community recreation.


29. 
Implement a school-community relations program.


30. 
Form a parent advisory group and hold regular meetings.


31. 
Develop and coordinate a parent volunteer program in your school.


32. 
Investigate and supervise the student course selection process, if 




applicable.


33. 
Check course titles used in your school with the approved list of



titles provided by the state and found in the Administrative Rules



handbook.


34. 
Other

d.
Supervision of instruction, professional personnel


1.
Assist teachers with daily, weekly program and instructional plans.


2.
Advise teachers regarding classroom management.


3.
Work with teachers on proper and effective documentation of events.


4.
Interpret a school policy to staff members at a meeting.


5.
Review for and conduct grade level meetings.


6.
Revise the school testing program.


7.
Interpret test results to teachers.


8.
Help teachers use test results when planning for instruction.


9.
Plan a career day.


10. 
Develop instructional guides and/or resource materials.


11. 
Evaluate texts in view of Indiana State Proficiency guidelines.


12. 
Check curriculum documents with Indiana State Proficiency guides.


13. 
Check teacher instruction against curriculum guidelines and
 documents.


14. 
Conduct a pre-conference, observation, and post-conference with a



willing teacher. (This is not to become part of the teacher's record.)


15. 
Videotape instruction and review it with the teacher.

16. Observe and record levels of questions used in instruction. (Give this information 

to the teacher.)

17. 
Observe and record teacher-student interaction during instruction. Give this information to the teacher.

18. 
Observe and record "class traffic patterns" used by the teacher during instruction. Give this information to the teacher.

19. 
Develop a weekly or monthly bulletin on effective instruction and effective schools for staff members.

20. 
Research and explain to staff members the 5 Key Behaviors of Effective Instructions. Do the same for the 5 Catalic Behaviors.



(See Borich, G.  Effective teaching methods, latest edition. New York: Merrill).


21. 
Investigate how instruction and achievement is celebrated in this



school. Improve upon it.


22. 
Other

e.
Community relations functions


1.
Plan a parent visitation program or open house.


2.
Prepare special written reports to parents.


3.
Prepare news material of pupil and staff accomplishments.


4.
Participate in a PTA meeting.


5.
Participate in the observance of pupil special occasions.


6.
Assist in making a community survey.


7.
Develop a program of community volunteers for classrooms.


8.
Other

f.
Evaluation of school operation activities


1.
Inspect and evaluate the maintenance of the building grounds.


2.
Investigate and evaluate the work of classified employees.

3.
Develop a means to communicate to all employees how every school employee supports instruction.


4.
Evaluate the discipline process.


5.
Evaluate how attendance records are maintained.


6.
Review the permanent record and make suggestions for improvement.


7.
Conduct a school climate audit.

8. Review the program of athletics and student activities and make suggestions 

for improvement.

9. Other

NOTE:  YOUR LOG MUST COVER ALL AREAS AND REFLECT 80% OF THE ABOVE   ACTIVITIES AND MUST INCLUDE THE FOLLOWING SPECIFIC EXPERIENCES:


Attendance at a school board meeting


Attendance at a principal’s meeting


Conference with the social worker (re: duties)


Conference with secretary (re: duties)


Conference with head custodian (re: duties)


Conduct all or part of a staff meeting


Conduct a disciplinary conference


Complete classroom observations 


Review and utilize test results 


Provide hall, bus, lunch and extra-curricular activities supervision


Prepare school bulletins and newsletters


Conduct or attend a special education case conference


Make a home visit


Attend a PTA/PTO meeting


Request and supervising substitute teachers


Conducting a safety inspection (IOSHA)


Conducting a conference with a parent as an administrator


Opening School Activities



Class assignments



Staff assignments



Providing supplies



Schedules



Budgeting



Building inspection



Bulletins and notices



Opening meeting – faculty 



Etc.


Closing School Activities



Class assignments



Staff assignments



Collecting records



Summer school plans



Graduation or promotions plans



Awards Day



End of school parties



Collecting books



Etc.


NOTE: See list of Must Do Experiences.

V. GRADING/EVALUATION SYSTEM

The instructor assumes the maturity of the students in the class will cause them to do background reading in areas of classroom discussion.


Grades will be determined via the following:



1.
Class assignments




Critical incidents (3)


50 points each




Observations (3)


100 points each




School visitation


100 points




Log




100 points



2.  
Mentor (principal) appraisal




3.
Instructor's appraisal


50 points




 - Based upon participation, attitude, attendance, professional growth,



and level of responsibility.





700-630 points
A





629-560

B





559-490

C





489-420

D





419-0


F





Points will be deducted for class assignments that are late and for





those that have to be revised.


Note:   All students are expected to be prompt (No more than 10 minutes late) and attend all sessions.  Attendance will be recorded on a regular basis.  No unexcused absences are permitted in this class; UNEXCUSED ABSENCES WILL LEAD TO A FAIL GRADE.
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VII. SCHEDULE


January 14

Introduction and Overview of Program


February 4       
Critical Incidents Due



March
4

Classroom Observations/Levels of Questions Due

April 1


Individual Conferences





E-mail me on or before April 1st. (TBD)


May


Conferences - Arranged

June 10

Wrap Up - Logs Due




NOTE:  All administration and supervision course work must be completed before enrolling in A695 Practicum. You should have a standard or professionalized teaching license. Limited teaching licenses are not acceptable.



You must show me a signed advising receipt to receive a grade from this course.





Graduation:  Students must file for graduation at least one semester before they are to be completed.  





May graduates should file by January 1st


August graduates should file by the start of Summer I session and


December graduates should file by September 1st.





Applications can be obtained in the Education Student Services office Hawthorn 354.  Please return your completed application to the School of Education recorder.





Graduating with Distinction – to graduate with academic distinction, baccalaureate students must have a GPA of 3.3 to 3.49, for high distinction 3.5 to 3.749, and for highest distinction 3.75 – 4.0.








If you are a student with a verified disability, please give to your professor, the letter of accommodation provided by the Disability Services Coordinator.  Students who have a disability, or think they have a disability (e.g., psychiatric, attention, learning, vision, hearing, physical or systemic), are invited to contact the Vice Chancellor for Student Services at 219-980-6824 (M – F  8:00am to 5:00pm).











