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The attached instrQStions and forms have been developed to assist

N

students, cooperating practitioners and university supervisors in

o

, . ‘ . _ . ‘
planning, organizing, supervising and evaluating practica in educa- >
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ﬂn edmcauonal adm1nlstratot s profes‘swnal behawop muséconform to ‘an ethical‘

i code. ‘The code must be idealistic -and at the same time pract1ca1 so that it can
apply reasonably to all educational \adn‘nnstrators Thé administrator acknowledges
.that the' schoolsxb

provxdmg professional leadership i in the school and community. - This responsibility
requxres the administrator to maxnt‘hm»standards of exemmplary professional conduct.

- The educattonal admlngctrator'
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Makes the well-being of students the fundamental value of all deClsmn makmo

N

and actions. \A] N . \
2 Fulfills profess;onal respons ibilities w1th honesty and integrity.
- }3 Supports the pr1nc1p]e of d‘ue process and proteéts tne c1v1l and human rxghts bf

all individuals. - N . . v

& ot '

‘Obeys local, state and natxonal laws and does not knowanIy join or support
organxzatlons that advocate dxrectly or indirectly, the overthrow of the goverQ

ent r ad } ~ [ B N

-

Implements the govérning board- of educatxons pohc1es and~ administrative
rules® and regulations. ." : o

Pursues appropriate measures to crrect those laws pollcxes and reoulanons
that, are not consistent with sound educational ooals.

A\.oxds using ‘posmons for pers@gam throu0h polmcal sgcxal relxoxous
economic, or other influence.

Accepts acadegnc degrees or profeqsxonal certlﬁcatlon on]y from duIy accredited
institutions. ~ ( :

~ .
be . —

Y\I\%amtams the st/ndards and seeks to improve the effectiveness of the professnon

throu0h research and contmumo professwnal de\«elopment
N,

]O Honors all cont'racts unt11 fulﬁllmept or rclease.

~— \ Appm\ ed h) AASA Executive Cnmm}u September, 1976 e .'
\R\ ' Embraced by NCAR. May. 1976
| — , ¥ -
L : vy '
’ ) s .

elon0 to the pubhc they serve for the purpose of providing educd- .
tional opportunities to- ail. However;y the administrator ass;}mes responsibility’ for

© - It must'be recognized that thé administrator’s actions will be viewed and appralsed\u
’ b) the community, professional associates, and students. To these eprds, the adminjs- )
trator’ subscribes tq the followxno statements.,of standards.
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SUFFOLK UNIVERSITY - - ' ~
R Bt ) . l- . ) 1 .
Department @f Education . “ ' T AN
3 S .. . ¢ ) ) . - /.
"INSTRUCTIONS FOR BRACTICUM IN ADMINISTRATION - - oo ,
. m& . .
The Practicum in Adminlstrat&on is a phase of professionaL preparatidn ih
which a’student nearing a completion of his/her grogram does field work '
under the supervisi- , of a‘/‘ccoperating practicing® administrator and a b
Univer51ty superVibor SO as to develop,,compeﬁence in carrying out adminis-'
trative re:pOPSlbllLFles and putting into practice knowledge and skills . s
acquired in the coursework in the program 7 - .
‘. o o .
The following regulations govern the Practicum in Administration: LT T
R 3 Ay ?» o . "
1. The Practicum in Adminisﬁration is the culm;nating experience for
' stude_n;S in- administrative education programs. In -the ordinary .
cofise o ~events,.therefore, tudent ought to have completed 3t
least eight courses in the proégram, including stipulated pre- )
practicum courses, and  Have no unmatched grades of "C" prior to I ¢ '
beginning the pract;cmm i TN 2
2. The LndiVidual 'student is responsibIe for arranging the details of o
his/her practicum in the}course, Educa'non 8.70, Field Experience$ Eal T
and having it approved jOlntlyyby the cooperating admifistrator and . o
the Unx ersitxqsuperVisor at a jointiproposdl ' hearing. Studermts may ' ,
°  not begin the actual work of thq practicum.until their proposad has
i Y .
such approval i DL . <" D e L ",/{ ’ e
' : . AN o N . < : BN - .
. [>\ 3. The five stages”in the developmentjof,a practicum are': ' (e
Wy * : . - :
: ; v / . , » .
a submiSSion of a formaf‘proposal // ' { .
‘b, meeting of the student, cooperating administr tor (s) )
B and a faculty committee to approve the proposal
;~ c. submisSion~of a summary of agreements/modnfications <
. reached at the above” meeting, : . ) ’ -
' d. ¢action phaser including ongOing superv1s1on by the ) -~
cooperéting administrator(s) and field observation gy ”7
_ the designated linlverSity supervisor; o __b_‘_,w,,,,'A,,,,-i.,ir,, \
“Je. T submission of student's final report to cooperating - ~\r
. ("’? administrator(s) and university super¥visor; . -
F. final meeting of student, cooperating administrator(s)
- ‘and unliversity supervisor for summat ve. evaluation ‘and .
g ‘grading \ Lt . AR T &) . N
. ) ) ’
4. Students seeking approval for a practicum proposal must submit
the writfen proposal in triplicate to‘Professor McCarthy and
.are then responsible for arrarging to bring together the cooperating
administrator(s) and a faculty committee for the proposal hearing B \
5. The comoleted~proposal mpst spec1fy the competencies to be addressed "t
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2 in, the practicum (from the 1979 edition of the Massachusetts Board of

’ Education s Regulations for the Certificatlon of Educational Personnel,
Section 7.04 (47). or, .(48) as attached), specific duties to be assumed,
and ta2§s to be undertaken, the time frage, the lines of responSibility,
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6.

7.
J
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. : . i S
the expected'outcemes, and special factors to be noted in evaluation.

A copy of the proposal® ‘format is atcached; as well as copues of for-
.mative and summativ® evaluation, forms. - ~

Students must undertakessuitable administrative responsibilites in the

role and at the level of the certificate sought’ w1th1n their own system

or 1n§;1tutlon or within a di{ifferent System or 1nst1tutlon, under the

‘direction of a compet?nt and appropriate cooperating administrator.

» ; 4 ‘

The cooperating administrator Tust hold or be specificrlly exempt from

holding the appropriate. ?dmlnlstratlve certification and must be or
»have onqe been tenured. /s Great care ought, to be egercised. in the ch01ce

and brleflng of the cooperating administrator.

N ’ ) [ . .

°

A minimum of 150 GIock hours (% time for 1 semester or % time for the
academic year) must e _devoted to the action phaseé of “the practicum,
not including time spent in ‘genefating reports. The student must take
“on clear adﬁinlstratlve dutiés for'at least Half that time, and £lT1
rdsponsibilities of the role for a substantial perlod. The student -is
,responsible for -keeping a detalled~log/of his/her taskb and the time
" devoted to them. ’
, -
Completmon of the practlcum entails submisSsion of a detailed. report in
triplicate.. This report must discuss the achievement of the stated
competencies, . analyze critical inkidents which arose, and review the
\entlre administration of the project crfitically. A copy of the final
‘report format ¢s attached. ” ¥ o, .

’ v

. ]
© \L - . -
A»grade of B or‘better is requlred for successful completion. of the

/student s ‘program. i

i\/ : ' a -
¢l

The unlver51ty supervisor w1ll be respon51ble for grading the
practlcum after reachlng agreement on’the grade with the cooperating
admlnlstratorkeﬁﬂthe basis of the formativeé evaluations, study of ’
the student's log.and final report Disagreement of the*hnlver51ty
supervisor and Hooperatlng admln%strator on the final evaluation will
be ?esolved by a thlrd person chosen by them.’

\ - . & '.,.. ' . ?
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Suffolk University ' L - ]
- . ~ . . .. ’ . Cw‘ .
» . . . 1 ~
. { i aPRACTICUM IN ADMINISTRATION *
4 S K ‘ . 8
R4 . . . .
Y . PROPOSAL INSTRUCTIONS . . 4 '
‘ ( S R ‘ _ ' o .
. c * ) "‘! ! 4 ’ '
v ° _ Listed Below are\the general guidelines to be used in developlng proposals

for; the Practlcum in Adm$§1stratlon Proposa&s\shouldaxnclude each item .
. listed below ' Whlle they- snould be concise, ploposals _may be of any length.
- - ! . o, ) R = : , T
1. Personal Needs to be Addressed . -/

r C N i, ® T .‘ ' /.'
The’ proposal mist address spe01f1c knowledge, skilds and attltudes
whlch will be of demons&ratable use to the 1nd1v1dual/1n\thet'
administ at1ve role at which he/she aims. The practlcum must be

. . structured to include exercise of the gombetencies listed in the 1979

. adition of the Maséachusetts Board of Educaé;on ssRegulations for. the:>

Certification of Educatlonal Personnel, Section 7.04 (47) or (48) as * &8 '°
apprbprlate. ,Wlth the,ass1stance of the Unjversyty Superv1sor, the 2 v

' ¢ student will onduct a self-evaluation to deétermine the measure in' r

whcih the exercise .of each cdmpetency mu§t bg stressed-in the practlcu'

. This sectlon will® summarlze;that~self—assessment

[ L]
.\. '. r v
) . 2. Statement of Objeptives s

Spe01flc and- welh—deflned gbjectives should flgw d;rectly from the needs °
T analysis. , particular competency may require only one objective or . "

. t

, several differentsobjectived. Each objective should describe the '

o o / antlcxpatal outcome if-the objective is" successfully\achleved this - )
outcome to, be statéd in achievemerit)of behavipral terms. -Each“objectlve, _
should be reallstlc and achlevable, not overstated or too broad in scope. e

3. Prpcticum Acti ties ! - » '

o rac icum < ivities - Y o ) ' - ~
After the objectives are formulated 3§ program of act1v1t1es—should be
- Beslgned to achieve the objectives. These activities must inclTude a .,
- broad and representative variety of tasks typical of .the superv1sor/

, . d{rector or principal role. The student must take on clear admlnlstratlve

duties for at least one-half of the time and the full respons1blllt1es of

the role for a substantial period, and the proposal must state.clearly how
this is to be done. 1If the practicum involves multiple assignments,

'more than half the practicum must be spent in one assignment..' The

proposal mist state clearly the level on which certification will be

sought, and the act1v1t1es of the practlcum must be relevant to that '’
level, . ) ) . "

. g . ‘é t o, 4
~ 4. Project Management . ; Y ’ . -

4 [}

~

-

\ Proposals must describe the llnes of respons1blllty for project management
' and indicate what provisions have\oeen made to insure sufficient time for
A% adequate management of the project. Llnes of author1t§ and responsibility
for all personnel should be specified. ~Qualifications and role descrlptlons
should be included 'for all management, .teaching and consultant personnel
. DAY \-'
\)Hfs - . . 7 oy ' ’
ERIC  °. - e o

- - -~
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.- objactive. *
_cipated butcome for each oblectlve is aghieved.

.The proposal should bear the-attached cover sheet,
Form" for signature by the partaes 1nVol$ed

; ,
, e . . -

ThlS section must explicitly certlfy that the cooperatihg- admlnlstrator
holds, or is specifically exempt from holding an hpproprlate certlflcate'”

and 1s or has once been tenured.

v 8 ~

o,
R

' Evaluation Design R

| C v ) ) i 5

. The practicum will, be eva]uated jointly by the university superv1sor and
. the "cooperating administi

‘tor with the assistance of input from the
student. The three wdll meet at the ognset of the- ‘Practicum to ‘approve.
the nroposal, explain standards and procedures ,of evaludtion, and agree
on a mediator in the event mediation should become necessary. They will
meet ’ on- site with the student for foxmatlve evaluation, at. Wthh time
each of the three will complete, a'copy of the attached Fo:matlve
Evaluatlon Form. Upon completion oft the prac um, they will convene for
a flnal«meetlng at which they widl reyiew the stu ent's act1v1ty log, the
irfal report, and other matrérials as appropria
of the Summative Evaluation Form and_agreeiligripon a grade. °ToO asslst
this processh~the proposal must contain a format For evalyation ‘of each
Criterid should be.described for measuring whether' the anti- ,
The proposal,should also

before‘completlng a copy

2

~

speC1fy evaluation measyres such as questionnaires on attltude,'performance,

/
observations, et¢., stdndardized.or spegcially developed gegts\ repprts on
partlclpaf4en, behav1or,\or performance, documentation of attendance at
meetlngs, nuinbers of .requests for information, materlal or ag istance,

and other measures. to suppIhment and assist the evaluatien efforts of the.

unlvers1ty supervisor -and cooperatlng administrator. Therroposed

mediator should also he indicated. . .
. S N . -
‘7 /o ; . i *

Ap%rodals. Y

2

"Practicum*PrOposal
Should proposal mOdlfl—
cations be suggested in the proposal hearing, the student is respons1ble

for preparing an addendum to the proposal stlpulatlhg 'such modifications.

v

R [y

ERIC
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’ suffolk Qniversity" Lo ) '
. O I ; e T L ~
, ~ 5 DEPARTMENT OF EDUCATION Loty ;o
, . = : .
o 4. ’ . woe 3 .
™ < SUPERVISOR/‘D\IRECTOR PROGRAM - s
/ "COMPETENCIES MANDATED FOR CERTIFICATION o\
I t

 Attached are the'Specific competencies mandated in Section 7.04 (47) oJ the ,

1979 edition of the Massachusetts Board of Education's Regulatidns for 'the \ -

e -Certification of Educational Personnel. Core and progranf requirements 4n M: s
the Supervisor/Director Program have been designed to address these -compet-

+ encies, and students must take care to design their Practicum in Administration,
to‘sddress them, 9 : '

PR . - . )
(471 Superv1sor/D1rectJ : . —_
: A " ! ’
. \ . ,
(a)Q Requlremente - r oo ot '
- // l. possession’'of a Massachus tts teacher's certif;éate
» & 2.. three years of employment 1n the role covered; by N

that certificate ‘.
3‘ completlon of pre—practlcum' onsisfing of 24 semester
- hours of course work ‘and other.experien¢ges on the gradnate7
7 -level as deflned by Stapdards I-V, beldw
v : 4.8 completlon of a half pyacticum (15Q clock hours) within
R _ orie year, Qr an internshi#p (300 ClECk hours) withim two.

%ears, judged successful on the bakis of thesstandards. 2 o,
L Thg:practicum ér internship must include respbns1b111ty.for
N L . superv1s1on or\direction within the same area of educatlon “

(e.g., spe01al education, elementary eddcation, guldance,
scrence) as the' candidate's teacher S certlflcate

—

'5 ‘ \ .
P Sy (by *Standard I. The effective*director or supe?bisor_khows: -
- _ 1. theorles of curriculum design and evaluation X
o —_ o e 2. theorles ~and technlques,of superv1s1on—and eValuat on :
T~ T 77T "R of personnel
" : 3. organizational characteristics of schools and strategles :
’ for institutional change | g ' -
o f. _ 4. theories and mqfhods o{jstaff/development.and in—service
v o , education // -
N ey 5. sociology and philosophy ngeducatlon :
6. xecent research in methods of?teaching and learnlng
TR & “ v
. » (c) standdrd II” The effective administPator comﬁunicates
-7 clearly &nd appropriately. T4 meef this standard, the candidate
. . will demonsé/ate that he or she: - o R
- : te a1, Sents' 1nstructlonal goals andeollcles effectlvely ¢
i < o to teachers, tudents, parents, and the community .. *
\ . ) 2.  presents he needs and concerns of teachers .and'
. . \ . stqgents‘;o her'adm%distrgtors and £ the communlt;- .
, . . . oo _ ' ~
- . . . . % )
~ L}
, ¢ . LN A ‘
4
4 N o )

FRIC ' ..« 9T =
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‘, (d) standard IzI. Thé«efféctive ad@inistratof’sefs goals, .
y A , establishes prioripies, allocqtgé resources and facilitates the . :
;_,L\\ ) instrucgional process ip response to ‘the needs of learners, A ‘
" ) v . teaclers, and the’ comfunity. To meet this standard, the * - ot
\\v/:)y \ - candidate will demonstrateithat he ©or she: o ) T
e ’ 1. analyzes and defines the. educational needs of students,
. N : teachers, "and the cdmmqnity Vo _ o, ‘ /’\\:>
. 2. plans and imglements.programs responsive to tthe needs
. . . 3. &llocates resources equitably and ef@}q%ently ' i : -
t\\ . 4. encourages staff_and community initiatiVeTénd.inv$10ement4-<
: . " in the, development of instrictional programs, '
— - Ty 3. eeordinates related aspects of instfuctional prégrams }
L0 ) ¥ . e o ‘ o ' :; :
. e ye) Standard IV. The effective administrator uses the results of
- various evaludtive prdcedures tp assess the effectiveness of . w
pPrograms and persornel. To meet this standard, the candidate oo,
will demonstrate that he or she: f : . n 7 -
#l. selects, 'uses, and‘inﬁerpfetglapproprigte gvaluation
. o techhiques and instruments N R
, < . ‘2. uses the resultd of &valuation to .improve pr%?ramé //,ﬁ—\
- ‘s : an&zthe performance of personnel S\ . 8
IR . 3. supervises staff In an equitable, open, and' ccfistructive, ' 3
~N - == mahner =y o .
. . 4. evaluates His or her owrf role, \eha&i?f“aod perform?pce
- -y ' " (5) Standard v. The.effective adminfistrator deals in‘an equ%tablef'
a "% . = sensitive and responsive nner with .students, teachers, parents,
. * 1 - .: and the community. To meet this standard, the candidate will. N
: . demonstrate that he or shg; . . a g
. B 1. acZ%g?ly promotes the ppinciplesdof a @emoc;atic society 4 o
. R 2. fosgters a school -enviromment  favorable to openness of R
o ) , L inqujry and'QP iﬁ;of }idicule‘.ﬁ s - _ ¢ R 4//
o N C e e 3. accepts angQiqspects individu & and group differences - @
. * in values, religion, race, languaze, and sqcial‘background \ //
O e e e N % v
B S — ¥ N - o T
L - ~ - * . . z] »
N - A}
a ‘ ¢ 4 ’ N \ \
§ A~ , . — - °
9 F “ . 4 _q—'- ’ . - ) ‘- - ' ‘
kS t’ © \ . a . - i - - ,
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L Suffolk Udiversity == ', o L .
. - T2 \ PR f > © f
DEPARTMENT 'OF EBUCATION - 5 ' e L : I
S Te s ) e
ad SCHOOL, PRINCIPAL PROCSRAML fey k‘
g ~ - A
‘ COMPETENCTES MANDATED FOR.CERTIFICATION T e .
LY 0! ) | ) ] ~ 7
é / & . 3 (3’ ) .

At ched are the speglfic competenc1er/mandated.1n Section’7. 04 (48) of the’
197 edltlon of the Massachusetts Board of- Education's ‘Regulatlons for the
Certh flcatlon of Educational Personnel. Core and program requirements in- .
the Pchool Principal Program have been designed td address these competenc1es,

and ktudents must take care o design their Practlcum in Admlnls fration to
address them PRI *( . e < ’ ,
. ) 3
(48) School Prinicipal (N-6) (5-9) (9-12) . o
‘ — . . - u . \/////

- (a) Requlrements . - .
R - 1. possession of a Massachusetts classroom teachifg certifigate
2.- three years of employment in the role covered by that\/

s y Arertlflca;e
A - 3. completlon of|"a pre-g;actlcum COns;stlng of 24 semester
<' hours of courses\and other experiences on the graduate level
° as deflned by sta.dards I-v, pelow -

4. ‘completlon of a half. practicum (150 clock hours) w1th1n .
A one year, or an internship (3Q0 clock hours)nw1th1n two v -
/P L yea:s” ]udged successful on the basis of_the stanﬁards
N L4 . I

4
[

¢
’ 1. theories of curriculum design ahd evaluatlon

i © 2. theorieg and technlqueﬁ Of superv1slon~and evaluatlon
A \

. &, of personnel - . S -
’ ) 3., school law, budg tlng, plant management ' .
. 4. Human relatlons and dommunity educa ; o .
‘ ) 5. <~oc1ology and phllosophy of educa fion -. - N
r»~s-'ﬂ~J~—~—»~A—6"~—organ1zatlonal~character1stlcs of schools and P
) strategies, for lnstltutlonal\change '
I - - . N N

JcY StandarddII ‘%he effectlve admlnlstrator communicates -
clearly‘and -appropriately. To meet thls standard, the candldate

will, demons;rate that he or she: - ’ . N
( . ¥ .1l. presents instructional goals .and policies effectlvely
) -+ to teacher’s, studénts, parents, and the community
e 2. pypsents the needs and concerns of teachers and- students
o " to other ad?}nistrators-and to Ehe community \
L4 e .

(d) Standard III. The effectlve admlnfstrator ,sets goals, :
establ&shes priorities, . allocates resources and fac111tates the
.. 1nstructlonal process: in response to the feeds of learnérs,
teachers, and the” community. To fie¢t this standard, the g
Candldate will demonstrate that’ he or she; {' .
15 #&nalyzes and defines the educational needs of students, {
teacbers, and the communlty oo ) . o

ﬁ’ . .o

Py 4 v ‘:\ . //- s S e

(b) sStandard I. The effectlve prlnclpal knows N -



{ . T ’ o - . : ' .
] . _ 2.& plans and imp%gmépts\?rograms responsive}to these . 4

N . needs ” 0N . . : B

. SN 3. allocates resoulces equitably and efficiently
ol . 4. encourages staff and community “initiative and

involvement in the development ,of instructional programs

. . 5. coordinates rela%eq’aspects af ingtructional programs .
. k . ~ : .

. . [y P ) :
te) Standard 1IV. - The effective-agminisgrator uses the resultsg .

. of various.evaluafive-Qrocedpres to assess thevefféétiveness,pf !
. programs and pérsonnel. \TO peet this .standard, the can%&da@e

+ Will demonstrate that he:or she: .~ . - £ o
- 2 - 1. ‘Selects, uses,- and interprets ‘appropriate evaluation . —
< ©+  techniquks and. instruments | o . -

- ) : . 2. ’uses the-resuf%s of evaluation to improve programs
\ - . and the performance of personnel ° L '
‘ 3.  supervises staff ;n,an equitable, open, andJconstructive“-
. | manner i . - - :
, - 1 4. evaluates hiigor her’ own role, behavior and performance

:Zf)k-Standard V. The. ffective administrator deals in an equitable, |
sensitive. and responsive manner with students; teachers) pafgnts,
-and the coﬁmunity. To meet this standard, the candidate ‘will.

_ demonstrate that he or she: ™' N }

\\M. . 1. .1l. actively promotes the principled Bf a democratic society

) e - 2. fosters a school environment favorable to openness of U
Y, inquiry and devoid of ridicule . L o
_— '~ 3. accepts and respects‘individdal‘and group differences

' in values, religion, race, language, and ‘'social background

’ . 4 . f <
. . . » . .

5P

>
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1. Prop9§al Title:

"

] . ¢

Suffélk University N . ~ .

PRACTICUM PROPOSAL FORM . f

-

ol

- ,
Name -

PRACTICUM IN ADMINISTRATION

2. Site: -
P T
« v T \ :
3. pPersons who will have primary responsibility for assisting in this
practicum: d :
, Name , Affiliation ' Phone Function in Practicum
;f
Vaa )
. e
b
. \
4: Practicum begins on and will end on
(date) o (date)

[N

A

S. JThe enclosed material is true andicomélete to the best of my khow}edge,
Jand represents adequately my intentions in undertaking the practicum.

C s

(signed)

6. The dttached'prqpoéal is éccegﬁed as a basis for undertaking the practibum
(subject to modifications also attached) .

(signed)

e

(university sugervisor). .
o <3

.

. (codperkting admiéistrator)

o

17
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Suffolk Universrty

' PRACTICUM IN QﬁM@NISTRATION
P . Iy {

T~

FINAL REPORT INSTRUCTIONS

. . 4
: S o !
"The final repont'oﬁ.fhe practicum should explain the goals of -the project
and ddmonstrate the way in which the objectives were/were not achieved.
* It should include the following parts: -

1. Analysis of the Role
Utlllzlng the previously prepared analysis of the organlzatlonal
structure of the practicum setting this section should draw a
synthetic picture of the unlque characterlstlcs and problems of
the setting. . : .

2. Analy51s of Activities )

- This section ‘should comprlse a brief but trenchant narrative of the
progress of the practicum, including qnaly31s of critical incidents
which arose, any modifications made in the ‘plan, and a critical
review of the administration of the project. '’ '

v '

3. Assessment of Progress

With reference to the background provided by the previous sections,
this part of the report should examine the achievement of each
, competency. . Special care should be taken in this part of the report,
. : and constant reference should be made.to the outcome &f evaluation
technlques suggested in the proposal. Items of evidence may be
attached as appendices. The log of activities should also be attached
, as an appendix. ) ' I

1

. 4. Cover Sheet i

The final report should bear the attached cover sheet, a copy of
which must be submitted to.the Bureau of Teacher Certification and
Placement of the Massachusetts Department of Education by those
applying for appropriate administratiVé certification.

0 : 14
ERIC
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,  Commonwealth of Massachusetts  « . ) ‘ . -
Department of Education .
BUREAU OF TEACHER PREPARATION CERTIFICATION AND PLACEMENT

Pratticum (or <Internship) Report

This form is issued pursuant to regulations adopted under M.G.L. c. 71,

s. 38G, and it or a form containing the same information must be completed
and filed with the Bureau by<4all applicants for certlflcatlon except those
who gre applying under the Interstate Agreement on the CertlflcatlonLof
Educatlonal Personnel

’ PART I To bé completéd-by the applicant (and/or'collegé,supervisor)
1. Naﬁe:‘ -~ ) 2. Soc. Sec. #: &
3. Address: .
4. College: . : . ) : b
5.

Nature and length of three prepractlcum field experiences:

-

6. Practicum (or college-supervised intern%hip) course number:
Course title: * it
Number of credits:
Wwhen taken: . . 2

(If this is a report on'a locally supervised- 1nternsh1p, attach a copy
of the Bureau's 1nternsh1p approval form 1nstead ‘of answering
Question 6.) . . - : '

" 7. Practicum (or internship) site(s):
\ 8. Grade level(s) of ‘students: .

9. Approximate number of clock hours spent obserV1ng assisting:
v taking on full responsibilities of the role:

0. Other Mgssachusetts certificates or approvals held, if any:

PART II To be completed by the college supervisor

Name : ' ’ , Position:

The applﬂcant has completed a practicum or interhship which has been
. designated by the college as partial preparation for the following
certificate:

PART ITII -To be completed by the cooperating practitioner (or.local evaluator)
. J

Name : ¢ . ’ _ Position: )
School ‘system: 'Tenure status:

Massachusetts Cértificate #: Field(s) :

ERIC
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PART IV . To be initialled as indicated (If locally sponsored
internship, local evaluators should initial in place -
» of college supervisor and cooperatjng practitioner)

l. An initial meeting was held at which the standards énq the procedures
for evaluation were explained to the applicant.
. . ' 7

- .
Cooperating Practitoner:

Applicant: : College’Superv}Sor:
* 2. °A meeting was heid midway through the practicum or internship at whicn
the applicant's progress towards meeting the standards was discussed.

.l

Applicant: College Supervisor: . Cooperating Practitioner:.
- / _—

' 3. A final meeting was held at which the evaluation of the applicant was
explained and at which the applicant had ample opportunity to raise
questions or objections. = % _ . :
. . . ?\g"l}x ¢ .
. Applicant: -~ College Supervisor :. Cooperating Practitioner:

£

- .

«

- .

PART V To be completed by the c operating practitioner and/or college
supgrvisor and/or local ;valuétor(s)
’ STANDARD I The(applicant is knowledgeable in the field of certification
N o Yes: No:, ' -

W ’ . .
. - - Vo H
STANDARD IT The applicant communicates clearly, understandably, and
S appropriately

Yes: No: K

STANDARD III The applié%nt sets goals, establishesﬁprioiiﬁes, allocates g

resources and facilitates the instructional process in . .

-
response to the. needs of learﬁérsi‘teachers, and the community.

Yes: No:

* STANDARD IV The applicant uses the results of various evaluative procedures

to assess the effectiveness of programs and personnel w
Yes: No: -
STANDARD V The applicant deals in an equitable, sensitive and fesponéive

manner with students,‘teécbers, parents, and the community
\ A . ‘[ -
Y?7: : No: ' T o 8. \

k5 N

Signed: . \ . Coeperating practitoner (or lbcal evaluator)
£ ' o H .
. . ' S v ' g e

/ < . i College supervisor (or lbca% evaluator)
s e :

- Mediator (if necessary: See Regulation
7.02 (12)) - . !

o ' . . -« ~ '

ERIC
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i v ‘ Suffolk University .
s . N . . L
i ' Practicum in Administration

: ' ' SuperYisor/Director'Program,

GUIDELINES FOR COCPERATING ADMINISTRATORS .. ¢

| : ' ' o 0 . ' ‘

f . +A. Introduction ) ‘ ' ‘ C

i A e - v S

. Trainees will engage in a program of fleld ‘work and wlll

’ work under the_joint direction of a cooperatlng administrator and
a university supervisor. A detailed explanatlon of the expectatlons
of the tralnee and ghe role of the cooperating admlnlstrator are
discussed in’ the followlng sectlons )
A 3

The development/of part;cular competencies through participation fn
the program necessitates that certain opportunities and experiences
be present. Because of the differences among schools’ these opportu-
nities and experlences will sometimes vary in degree from school to
school, but every effort should be made to have trainees share as
fully in the available opportunltles as possible.

The dynamlcs of the interpersonal relatlonsh p between the trainee and
§pperv1sor are factors which determlne the riuhness, depth and breadth
of the field. work experience. As a result, the 1nterpersonal dimension
of the field work experiehce is one which must be carefully nourished
and contlnuously assessed. ’ N

v .
In order to provide for the development of competencies, the following
list of experiences will be used as a guide for trainees, and
supervisors. )

. H
B. -Competencies to be Develgped by Trainees-

. Standard I. The effective director or supervisor knows:
1. theories of cuxrriculum de51gn and evaluation

2. theories and techniques of superv151on and evaluation
of personnel i . s

3. organizational characteristics of schools and
strategies for institutional change

4. theories and methods of staff development and in-
sexvice education i :

5. sociology and philosophy of educatlon _

6. recent research in methods of teaching and learning

.

Standard II. The effective administrator communlcates clearly and -

. appropriately. To meet this standard, the candidate will demonstrate
that he or she: : '
l. presents instructional goals and pollc1es effectively to
teachers, students, parents, and/the communlty !

2. presents the needs and concerns of teachers and etudents

to other administrators and to the communi ty < 1

17..
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Standard III. The effective administratoi Sets goals,' establishes
priorities, allocates resources and facilitates the instructioral ¢
\ progess in response to the needs of learners, teachers,, and the -
community. T6™~meet this standard, the candidate will demonstrate
* that he or she: - “~ ,//
1. analyzes and defines the éducational needs of students, teachers,
- and the community )
2. -plans and implements programs responsive to these needs | w\
@ 3., allocates resources equitably and efficiently .
4. encourages staff and community initiative and involvement
.in the development of . inStructional pxograms " o
5. coordinates related aspects of instructional programs <
. Standard IV. The effective administrator - 1ses the results’ of various
evaluative procedures to assess the effectiveness of programs and
perscnnel To meet this standard the candidate_Will demonstraté that
he or she & .
h 1. lects, uses, and interprets appropriate evaluation techniques
and instruments o \
2, ‘'uses the.results of evaluation to improve programs and the 3t
performance of personnel
3. superVises staff in an equitable, open, and constructive manner
4. evaluates his or her own role,“behaVior and performance _ . {

N x

\,

Standaré V. The effective administrator deals in an equitable,
. sensitive and responsive manner with students, teachers,_ parents,

and the community. To meet this standard, the candidate will demon-
str@te that he or she: - &
1. "actively promotes the principles of a democratic society -
2. . fosters a school environment favorable to openness- of

- ©  inquiny and devoid of ridicule

) 3.  accepts and respects individual and group differehces in
values, religion, race, language, and soc1al background

C. The Role of the Cooperating Administrator

1. 'The challenge
The coqperating gdministrator has the major responsibillty of
. making the field work program a good learning situation for the
¢ trainee. His/her commitment to the program and- interest in the needs
of the trainee can be one of the chief factors in the effectivéness
+ Jf the experience for both the trainee "and f®r the cooperating (school.
_ ) The cooperating administrator becomes a member of the teaching team and
T shares cruCially in thetinduction of the trainee into the profession. '
The grdde awarded the :Zainee for the practicum must be determ;ped by

.

‘agreement of the coopergtive administrator and the university supervisor.
Should they fail to agrke, a mediator must be consulted.
2. Personal relations with trainee R
a. Respect the persdnal integrity of the trainee.
b. Accept the E%ainee both as a student and as a fellow
administrator.
c. Establish and mainta\h’informal frienddy working
relations with the trainee.

¢

i

=
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al Ehcourage the trainee to express le/her own oplnlons and to
feel free to come to you .thdiscuSs problems. 4

< S e! Encourage the trainee to make his/her own de01sions, based 7.
on defensible starndards rather than asking you to make -a
v déc1s1on._

f. Originate and suggest dew’ 1deasg;ithout dominating the trainee's
thought and action.
g. Take an empathlq interest in the tra1nee s personal, prob}ems
' and be’ ta;{ful and helpful in assisting hlm/her\ln the adjust-
P

ment to sonal problems, rekponslbllltles and limitations.
=~ . 3. Pprovision of opportunltles for skill development
A \ a. Make a definite arrangement for the time, place and

frequency of uperv1sory conferences.
b. Develop a system of evaluation and share your judgments w1th
your trainee to develop new ideas and, put them into practice.
g. Encourage your trainee to develop new 1deas and put them 1nto'
»practice. }}! : 4
d. Clarify the trainee's responsibilities and:privileges and
give him/her security in knowing what is expected the first v
day, the first week and periodjcally throughout the*assignment.
‘ e. Clarify, the trainee's relationship to.the administration,
5 teachers, pupils and parents, and give him/her an understandlng
of the proper channels of communication and ways of working. -
f. Make a place for ‘the trainee in the professional life of the'
" school staffﬂ ’
Develop a team relatlonshlp so that the tralnee feels he/she ’
is a-parther in a going concern. R
‘«1§&w Assist the trainee in developing a workplan ‘and ‘in arranging
experiences throughout the school and community.
i.. Assist the trainee in securing opportunities to discuss
‘professional matters with "other staff members.
j. Refer. the tralnee to sources of 1nformatlon and 1llustrat1ve
material. o . -

°

k.. Refrain from dumping your own "busy work",on the trainee.

K

;

128
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. A B
Suffolk University - )

o Practicum in Administration

Scheol Principaliprogram

GUIDELINES FOR COOPERATING ADMINISTRATQRE ;/// .
.Sy ! A :

Idtroduction T ' ) : :

. |y ' -0 N
Trainees will enigage in a year long program of field work and will work
under the joint'direction of a cooperatlng administrator and.a university
supervisor. A detalled explanation of the eéxpectations of the traffiee
and the role of the cooperatlng administrator 'are discussed. in the

follow1ng sections.

\

The daevelopment of particular cpmpetencies through part1c1patlon 1n the
program necessitates that certain opportunities and experlences be
present Because of the differences- among schools these opportunities

-and experiences will someétimes vary in degrea from school to school, ‘but

every effort should be made to have trainees- “Share as fully in the avail-

" able opportunities as possible.

The dynamlcs off the 1nterpersonal relationship between the trainee and

\‘superv1sor are factors which determine the richness, depth and breadth

i

ERIC
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of the field work experience. As a result, the interpersonal dimension.
of the field work experience is one which must be carefully nourished
and continuously assessed. . - - .

In order to prov1de for the development of competencies, the following
list of experlences will be used as a guide for trainees, and superv1sors.

Competencies to be Developed by Trainees
~

Standard I. . The effective principal knows: .

1. ‘theories of curriculum design and evaluation _

;2. theories and techniques of supervision and evaluation of
personnel

3. school law, budgetlng, plant management

. -human relations and community education fﬁm

4
5. soc1ology and philosophy of education
6. organizational characteristics of schools and
st rategies for institutional change ‘ v S e
gtandard II. The effective administrator communlcates clearly and v
abproprlately. To meet this standard, the candidate will demonstrate
that he or whe: , . -
1.\ presents instructional goals and policies effectlvely to
te chers, students, parents, and the community
presents the needs and concerns of teachers and students
to the community

7

R
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ot



Q

ERIC

Aruitoxt provided by Eic:

»

£2

- ) .- . ' :

i . /
Standard III- The affective administrator sets goalsg, establlshes
priorities, allocates resources and facilitates the 1nstructlpnal
process:ﬁn response to the needs of learners, teachers, and“%he
communlty. To meet this standard the candldate Wlll demonstrate
that ‘he or she: L '
1. analyzes and defines the educatlo?al needs of students,’ : '
teachers, and the communlty
2, plans and implements programs Yesponsive"to these needs .
3%« allocates resources equitably and efficiently

‘4. encourages staff and community initiative and 1nvolvement K
in the development of instfructional programs , -
5. Acoordlnates related aspects of instructional programs s

bl
Standard IV. Thé effective administrator uses the results- of various
evaluative procedures to assess the effectiveness of programs and .§/
personnel®: To meet this standard, the candidate will demonstrate that \—\u\

he or she: . . -
l. selects, uses, and interprets approprlate evaluatlon technlques
and instruments

2. uses the results of evaluation to lmprove programs and the’

performance of personnel : . ¥ .
3. supervises staff in an equitable, open, and constructlve manner
4. evaluates his or her own roled behavior and performance

. . K " H
Standard V. The effective administrator deals in an equitable, X
sensitive and respons1ve manner with students, teachers, parents, and ‘./ !
the community. To meet this standard, the candidate will demonstrate
that he or she: &

1. actively promotes -the principles of a democratlc soc1ety ) : e
2. fosters a school environment favorable ‘to openness of ¥
inquiry and devoid of ‘ridicule. : ! .

3.~ accepts and respects individual and group differences in values, .
religion, race, language, and social background
ThegBolé'of the Cobperating Administrator
- 13

1. The challenge C ~ e .

-The. cooperating administrator has the major responsibility of ' /%
making the field work program a good learning situation for the
trainee.. His/her commitment’to ¢he program and interest.in the needs .
of the trainee can be one of the§bhgef factors in the effectiveness
of the experience for both the trainee and for the cooperating school.
The cooperxating administrator becomes a member of the teaching team
and shares crucially in the 1nductlon of the trainée 1nto the profession.
Thé * *grade awarded the trainee for the practicuin must be determlned by = .
agreement of the cooperative administrator and the“unlverslty supervisor.
Should they fail to agree, a mediator must be consulted. . 4 -

L]

2. Personal relations with -trainee
“a. Respect the personal integrity of the trainee.
b. - Accept the trainee both as a student and*as a fellow administrator.
. c. Establish and maintain 1nformal friendly working relations with
the trainee. <) . \\\

21 B
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d. . Encourage the trainee td express his/her own/oplnlons and ,

’ to feel free to comg to you to discuss [ ‘oblems. e .
e. Encourage- the trainee to make his/her own decisions, based on S
‘.. ... . .......defensible.standards rather than asking you to make a decision. . -

v f.‘ Orlglnatejand suggest new 1deas ‘without dom;natlng the traineg/ sQ
\ , thought and action. : 4
R g.. Takg an empathlc interest in the trainee's personal problems and
be tactful and helpful in assisting hlm/her in_the adjustment
. ! . . to personal problems, responsibilities and llmxtatlons. Lo

» .

\ " 2. provision of*'_ppg'rtunities for skill development o L
. a. Make a definite grrangehment for the time, place and frequency .
- ° of supervisory conferences. .
b. Develop a system of evaluation and share your Jjudgments with .
your tralnee to develop new ideas and put them into practice.
c. Encourage your trainee to develop new 1deas and put them into
practice. \ . R ' :
N d. Clarify the trainee's responsibilities and per1leges angd glve .
. him/her -security in knowing what is expected the first day, the
first week and periodically throughout the assignment.
e. Clarify the trainee's relationship to the admlnlstréthn,
p teachers, pupils and parents, and give hlm/her an derstandlng -
of the proper channels of communtcatlon ‘and ways of/ working.

f. Make.a place for the trainee 1n the professional fe of the _ ~
i + school staff. . A o
, 9- ' Develop a team relatlonshlp so that the trainee feels he/she ;
B * a« ‘s a partner in a going concern. : . ’ L -
h. Assist the trainee in developing a workplan and 1n arranglng ' P
~ experlences throughout the community. - & ’

i. Assist the trainee in securing opportunities to-discuss profes-f ‘
sional matters with other staff.members. Ct
j.  Refer the trainee to-sources of Minformation and illustrative
. material.
"k. Refrain from dumplng your own "busy work" on the trainee. % °

Elil(j | . o R *
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' SUFFOLK UMIVERSITY : N
o DEPARTMENT -OF EDUCATION : -
v S - SUPERVISOR/DIRECTOR PROGRAM , -

. .
- s . n

, BRACTICUM IN ADMINISTRATION EVALUATION FORM'

I . ; ‘ \ { ' \ \u ‘ -

“ g .
. 5 /
| \ ) \ v L A
Name ) T : N
} . ) g -
Practi®um Loc&Tion ;f\} ~ . L '
. N \ ‘- . . ’
AN .
" Cooperating Administrator . N ~
" . 4
University quervisor"' o ( B ’ . N
) T %4 . \ - O 4

This instrument i des1gned to assess the achigvement by the,student of the
competencies listled in Section 7.04 (47) of the 1979 edition of the
MassacRusetts Bbard of Education's "Régulations for the Certificatidh of
Educatlomgy? onnel." Students are expected to utilize this gorm for .
self-evaluation leading to professional improvement; the unlvers1ty super-
visor and cooperating adpinistratorswill ,use it to record thel; estimate of
the student's professional COmpeaence. !

Rating Sé%le: 5 - demonstrates a high degree of competence ' s
v 4 - performing ‘competently . :
‘3 - an adequate beginning N o

: o 2 - experlen01ng dlfflculty ‘
1l - not<£v1dent . - . R

e
-

Standard I: The effective director or sﬁpervisor‘knows:j

ol , ' 5 4 3 2 1
\ ' ) N )
1. theories of currlculum design and evalu—
. ation . .
2. theories and technlques of supervision
. and evaluation of personnel . )
3. organizational characteristics of schools' ‘
- T and strategies for institutional change d oo .
4. theories and methods of staff development
. and in-service education. - S .
- 5. sociology and philosophy of J7 .
« edicatiop > : ' ) i
6. recent rdsearch in methods of teachlng ' ~
. and learning . | <
7
; * .
, ) \ z
‘ , N - ! . 5 ._.5’-
o 4 .S ._
L # > - (4 \\
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. r N \
3 \
' ' . -7 \
ey } Standard II: The effective administrator communicates clearly and
v Stangard 1.l : : _
appropriately. To meet this standagrd, the candidatge will, demonstrate
ythat hejor she: ( \
»’ \

Vb, .
. | -

e v ’ Tk
-y ' .

. , , o 5 4 3 2 1

r .l."presentsé}nstructional goals and policies
' “effectivély to teacheérs, students, par-
ents, and the community R
2. presents the needs and concerns of
teachers and students to other adminis- .
), - trators and to the community -

Standard III: The effective admlnlstrator sets goals, establishes priorities,
allocates resources and fa01;\;ate§ the instructional _process in response to
the needé of Iearners, teacherk,. and the community. To meet thlS stahdard,
the candidate will demonstrate that- he or she: : '

LY .~

: N
' ? 1. analyzes and defines the educatlonal needs ! N
» : of students, .teachers, and the communlty . .

2. plans and implements programs respOns1ve

to those- needs ) s
. 3. allocates resources equ1tably and effi-
2 ¢ ciently . ) : ﬁ
...4. ’‘encourages staff and communlty initiative and .
" involvement in the development of instructional o »
programs 4 ' ' )

E tgnda rd IV: The effective administr@itor uses the results of various
evaldative procedures to assess the effectlveness of prografs and personnelr
To meet thlS standard, the candldate will demonstrate that he or she:.

-

. o)
1 . - 3

> 5 4 3 2 1

1. selects, uSes, and 1nterprets approprlate . ) ' ' -
evaluatidn Bechniques and 1nstruments *
2. "uses the results of evaluation to improve '
programs and the'pefformance of persohhel\ . -
3. supervises staff in an equitable, dpen, o AT
p and constructive manner , Jo ’
: + 4. evaluates his or her own role, behaviox
e and performance’
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N . Standard V: The effobtive adminigtrator deals irf an equitable, sensitive \
- and, responsive manner with students, teachers,” parents, and the community, Co

To meet thi§\§tandafd, the candidate will demonstrate. that he or she:

\ o ! , ‘ . R
. , . . .

. ‘ . A f S5 4 3 2 1
el ‘. ° . L. [
. ’ ’ . ’ -’ ‘ (“'
~L1. activély promotes the principles of a , , K N
. .democratic society Ce, s, . ' .
2. fosters a school environment” favorable ' e
to, openness of infuiry and devoid of \ :
ridicule ' . ) T : S
"3, ccepts and respects individdal and .
. ) group .differences in values, religion,
. . * . v ' -
race, language, and spcial background .
, . i —
v 3 .
> , ' - . : : ) ‘ ¢
"¢ 'Spegial strengths of student: : - :
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Suggestions ‘for improvement : ) -
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Grade for Practicum:® R ,
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University Supervisor ' " Cooperating Administrator
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Date - Date
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Suffolk University
Department of Education

SCHOOL PRINCIPAL PROGRAM
PRACTICUM IN ADMINISTRATION EVALUATION 'FORM

Name

Practicum Location

'Cooperating Administrator

University Supervisor

This instrument is designed to assess the. achievement by the student of the
competencies listed in Section 7%.04 (48) of the 1979 edition of the Massachu-
setts Board of Education's "Regulations for the Certlflcatlon of Educational

- Personnel." Students are expected to utilize this form for self-evaluatlon

leading to professional improvement; the university supervisor and co-
operating administrator will use it to record their estimate of the student's
professional competence. .
Rating scale: 5 - demonstrates a-high degree of competence V }
4 - performing competently
-3 - an. adequate beglnnlng
2 - experiencing dlfflculty
1 - not evident
Standard I: The effective‘principal knows: .

s

. theorles of currlculum design and
evaluation v 3 .
2. theories and techniques of supervision

and evaluation of personnel ’
3. school law, budgetlng, .plant

- management
4. human relations and community
education / ' .
5. sotiology and philosophy of
."education } y

6. ‘ganizational characterlstlcs of schools
%ﬁd strategies for 1nst1tutlonal change

>
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24

Standard II: The effective administrator communicates clearly and

appropriately. To meet this standard, the candidate will demonstrate that

he or she:

- _ ‘ 5 4 3 2 1

1. présents instructional goals and policies
effectively- to teachers, students, par-
ents, and the community '

2. presents the needs and concerns of
teachers and students to other adminis-
trators “and to the community .

Standard III: The effective administrator sets goaz’s, establishes -
priorities, allocates resources and facilitates the instructional’processf
in response to the needs of learners, teachers, and the community. To
meet this standard, the candidate will demonstrate that he or she:

e B e ; o5 4. 3 . 2 ... ﬂ»),

1. analyzes and defines the educational
needs of students,; teachers, and the
community - .

2. plans and implements programs responsive
to those needs

3. allocates resources equitably and
efficiently _

4. encourages staff and community initiative
and involvement .in the development of
instructional programs

5. coordinates related aspects of instruc-
tional. programs

Standard IV: The effective administrator uses the results of various
evaluative procedures to assess the effectiveness of programs and personnel.
To meet this standard, the candidate will demonstrate that he or she:

5 4 3 2 1

1. selects, uses, and interprets appropriate
evaluation techniques and instruments

2. uses the results of evaluation to improve
programs and, the performance of personnel

3. supervises staff in an equitable, open
and constructive manper ' '

4. evaluates his or her‘own role, behavior
and performance

28
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\ .
Standard V: The effective administrator deals in an equitable, sensitive
and responsive manner with students, teachers, parents, and the community.
To meet this standard the candidate will demonstrate that he or she:; -

5 4 3 2 1

’

1. actively promotes the principles of a .

democratic society

2. fosters a school environment favorable
to. openness of inquiry and devoid of ‘
ridicule )

3. accepts and respects' individual and
group differences in values, religion,
race, language, and social background

Special strengths of student:

v x | : : 23£) 
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SUFFOLK UNIVERSITY

! ADMINISTRATION AND SUPERVISION PROGRAMS
: i ¢
QUESTIONNAIRE FOR COOPERATING ADMINISTRATORS

s

., Name:

School-} =

Please identify the areas in which you think your Suffolk Unlver51ty
administration trainee was well prepared:-

Please 1dent1fy the area%s in which you, think your Suffolk Unlver51ty
administration trainee was not well prepared:

Please make additional comments and suggestions as appropriate:

Please return to: Dr: Joseph M. McCarthy, Director

Administration & Supervision Programs
Suffolk University .
Beacon Hill, Boston, MA 02114 . .

31



