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FOREWORD

ith the release in 1984 of Standards for Quality Elementary Schools:

Kindergarten through Eighth Grade, the National Association of
Elementary School Principals (NAESP) sought to identify the basic character-
istics of first-rate elementary and middle level schools. At the core of that
analysis were two fundamental propositions that research has repeatedly
demonstrated:

B First, that children’s early school years are crucial to their long-term
success in education (and indeed in life), and

B Second. that as the school’s leader, the building principal is the single
most important figure in determining the effectiveness of those years.

Given those facts, it is essential that K-8 principals be among the most
able and effective of America’s education leaders—that they possess
appropriate personal characteristics and aptitudes and that their professionai
preparation be relevant and effective. This companion volume to Standard's
deals in particular with the latter, preparation.

Most principal preparation programs are designed to provide a sound
base of knowledge about school administration. They too often fail short,
however. in translating such knowledge into identifiable actions in the school.
Proficiencies for Principals addresses this discrepancy via a combination
of the findings of research and the practical experience of on-line adminis-
trators. We would expect the result to be of particuiar interest to practicing
principals, aspiring principals, and professors and others involved in the
management and conduct of professional development experiences for
school administrators.

Qur goal is to help assure the best possible leadership for our nation's_
elementary and middle schools. and in a larger sense for our nation itself. 2

Sty Zincstn _domnd ¥ dn

Shirley Lincoln Samuel G. Sava
President Executive Director




INTRODUCTION

NAESP seeks in
this discussion 1o
serve both prac-
ficing prNCIPaIS
and those re:
sponsible for ad:
mMinistrafor

' preparation

-

I n 1983, the National Association of Elementary Schoo! Principals (NAESP)
launched a two-phased analysis that resulted in the publication of Stan-
dards for Quality Elementary Schools: Kindergarten through Eighth Grade
(1985) and Proficiencies for Principals: Kindergarten through Eighth Grade
(1986). The Standards document identified those factors that exemplify
schools of exceptional quality. Proficiencies identified the skills, behaviors,
and capabilities shared by principals who prove able to develop such
glementary and middle level schools.

Recognizing that conditions that affect schools are continually undergo-
ing change, NAESP is committed to five-year reviews of these documents.
A revised Standards for Quality Elementary and Middle Schools was
published in 1990. Herewith we offer a revised version of Proficiencies.
Meanrwhile the Association has published two additional reports that bear
imoortantly on principals’ proficiency. The K-8 Principal in 1988, the most
recent in NAESP's ten-year studies of the principalship. describes the status
and challenges of current K-8 administrators and provides insight into
potential changes that would have a significant impact on their role. Princi-
pails for 21st Century Schools projects additional changes that are likely
to occur in society and in the scheols, and offers suggestions for modifying
administrator prer.  ation programs in ways that will help principals suc-
cessiully deal with these changes. Coincident with the issuance of Standards
and Proficiencies, and supported by much of the literature and research
associated with effective schooling and principals’ leadership, has been the
emergence of trends toward school-based management, shared decision
making. increasingly diverse school populations. and a more intense focus
on educational outcomes. Such developments reguire new, refined skills
from those who lead schools.

This revised Proficiencres document reflects once agaimn the critical
importance of the principal’s leadership in the establishment and mainte-
nance of a quality schoo!. Spectal emphasis is given to the principal's role in
“leading other leaders™ and to school-based management. a practice that
provides opportunities for the school principal and staif to participate directly
in decisions that affect them. Throughout this revision the reader will find
references to leadership behavior that emphasizes the changing relationships

| between the principal and the staff. parents. and members of the community.

Also evident are statements that place increased importance on the princi-
pal's effectiveness in assuring curncula and programs that are
developmentally appropnate for the increasingly diverse kinds of youngsters
attending our nation’'s schoots. Such matters are destined to be among the
most pressing issues confronting principals during this decade and into the
21st century.

NAESP's goal in this document is to provide guidance and direction
both for the practicing schoo! principal and for those who prepare principals
for the coming years. We hope that practicing school principals will find it a
useful tool for self-assessment of their administrative performance and a
valuable guide in the development of a personal improvement plan. (See
Appendices A & B.)

We would similarly hope that the individuals and institutions specializing
in the preparation of elementary and middle level principals wi!l find it of
value in assessing the strengths and reeds of their programs and in devel-

’;‘ National Association of Elementary School Principals & 4



INTRODUCTION

oping strategic plans for making these programs even stronger. Further,
NAESP would hope that local education agencies and boards of education
will find the document of assistance in identifying potential future administra-
tors, in assessing the needs of their current principals. and for planning and
providing the kind and extent of developmental activities that the principalship
today gemands.

it would be unrealistic to expect all principals to possess and practice
all of the proficiencies cited in this analysis. It is nonetheless useful {o provide
targets that every principal should aim at, for it is vital that elementary and
middie level principals be among education's finest. Theirs is the responsi-
bility for assuring that the young people who will be America’s leaders in the
21st century get off to a start that will bring continuing achievement through-
out their school experience.

NAESP is committed to a continuing exploration of the proficiencies that
distingutsh outstanding elementary and middle level school administrators.
The Association is also committed to a censcientious effort to identify and
recruit into the ranks of 21st century principals those individuals who pos-
sess outstanding leadership potential. We warmly welcome comments,
suggestions. and cooperation in this important endeavor. &

.
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EXPERIENCE AND EDUCATION

Proftcéency N
the principalship
entails four
fundamental
prerequisites.

There are at least four prerequisites to success as a school leader. Three
are a direct function of educational preparation:.

B Advanced skills in the teaching and learning processes

B A thorough understanding of practical apptications of child growth and
development

B A solid background in the liberal arts.
The fourth prerequisite. and in some ways the most important, consists of
B A sincere commitment to children’s welfare and progress.

These prerequisites are found to one degree or another in all graduate
school preparation programs for elementary and middle level teachers and
admnistrators. Even the best preparation programs, however, cannot provide
the levels of skill and the practical understanding that come from working
directly with students in the classroom on a day-to-day basis. That is why
NAESP through its official platinrm, recommends that at least five years of
successful elementary or middie levei classroom teaching experience be
required for certification as an elementary or middie level principal.

in recent years the teaching and learning processes have come under
particularly close scrutiny. One result has been the development of a body of
signif:cant new information reqarding the ways in which students learn and
teachers teach. Similarly noteworthy advances have been made in under-
standing learning readiness and other aspects of children’s growth and

- development. The dynamics and strategies involved in these areas are so

complex and so challenging that research into their intricacies must be con-
stant. and principals who fail to keep abreast of the current hiterature and
research in education will soon become distinctly less-than-proficient
principals.

Increasingly. the principal will be expected to possess expertise in the
teaching and learning processes. and a solid understanding of how children
develop. But that will not be enough. Those proficiencies must be coupled
with a sound hberal arts background—a background that provides the foun-
dation upon which the content of the curriculum rests.

As for the fourth prerequisite. commitment to children’s welfare and
progress. effective leaders believe that all children can learn. They harbor no
doubts on this score. They are therefore unceasingly engaged in sustaining
an environment in the school that produces excitement about learning among
students and staff alike.

in summary, proficiency in the principalship entails prerequisites in four
fundamental areas:

B The teaching and learning processes: School leaders must be soundly
grounded in the teaching and learning processes, in both contempaorary
and traditional patterns of instruction, and in validated instructional
techniques and strategies; they must be able to recognize effective
teaching practices and appropriately evaluate progress in learning.

B Child growth and development: School leaders must possess both expert
knowledge in the field of child growth and development and experience
in teaching children; they must be capable of assuring that the curriculum
is at the same time challenging and developmentally appropriate.

9 National Association of Elementary Schoot Principals ® 3
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Q
® Proficiencies for Principols

General knowledge: School leaders must have a liberal arts foundation
that provides a firm grasp of basic curriculum content and an under-
standing of the relationship between that body of knowledge and the
elementary/middie level curriculum.

B Commitment to children: School leaders must be caring persons who
know how to create a learning climate that is based on mutual trust and
respect, produces high morale, and places strong emphasis on the
fact that all children, regardless of their cuitural/socio-economic back-
ground. can be successful students. &

0



LEADERSHIP PROFICIENCIES

Proficient princi-
pals recognize
that they must be
leaders of
leaders.

lementary and middle level schools are extremely complex entities.
Achieving and sustaining high quality thus calls for a wide range of
leadership, supervisory, and ardministrative proficiencies.

The individual in the school who must constantly demonstrate those
proficiencies is the principal, the one person who is directly involved in every
aspect of the school's operation. Teachers, parents, and the community
play vital roles in shaping the school's quality and character. In the final
analysis. however, where you find an outstanding school you will find an
outstanding principal.

Proficient principals share many traits in common. They tend to share,
for example, a determination to constantly improve. While disinterested in
change for its own sake, they are never satisfied with the status quo. They
are open to new ideas, grateful for constructive criticism, eager to learn.

Principals of quality elementary and middle level schools see themselves
as educational leaders. They are actively involved in constructive changes
within their schools, and they have acquired a range of abilities necessary to
create receptivity to change and to smoothly manage the change process.

It is important that professional development activities provide experi-
encer that instill a firm understanding of these aspects of the principal’s job.
They should also add to the reservoir of skills upon which the principal can
draw in leading the way to quality elementary and middie level programs.

Cited on the following pages are specific leadership capabilities and
character:stics that are basic to proficiency in the principalship. They are
set forth here under the headings of Leadership Behavior, Communication
Skilis, and Gsoup Processes.

11
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LEADERSHIP PROFICIENCJES | ‘ ro

Leadership
Behavior

The schools of
proficient princi-
pols are marked
by harmony and
a sense of com-
MOoN purpose.

Q
ERIC, » proficiencies tor Principals

IToxt Provided by ERI

P roficient principals—leaders of quality elementary ang middle level
schools—care about all students and staff and are eager for each to
succeed.

The leadership styles of such principals vary as sttuations and personai-
ities vary, but they tend to share certain basic traits and characteristics
Effective principals display behavior, values, beliefs, and personal attributes
that inspire others to grasp and achieve the school’'s academic. soctat,
and cultural goals—and thereby assure a meaningful and enjoyable school
experience.

Such principals feel secure about themseives. They project a positive
attitude and image. They inspire confidence, loyalty. trust. and respect. They
recognize that in any sizeable group of people within a school there will be
diversity—varying priorities, values, and interrelationships Therr expertise
in human relations s such that whatever ditferences may exist, the school is
marked by harmony and a sense of common purpose.

These principals demonstrate what effective leadership means They are
visible in their schools anc classrooms, collaboratively working with staft
and providing leadership for the implementation of creative and innovative
instruction.

Principals of quality elementary or middle level schools are mnitiators.
displaying creativity and vision. They are proponents of shared decision
making. and put the available human, material. and financial resources tc
their most productive use. Such principals encourage staff. parents. and
students to exercise leadership in developing useful learmng experiences.
and are quick to postively reinforce and give credit for therr contributions

Proficient principals are active in local, state. and natonal professional
associations. and feel an obligation to advance the principaiship They make
similar contributions to theirr community. and are active in community affars
They are recognized as “doers.”

In the exercise of leadership. the proficient principal

B Exercises vision and provides leadership that appropriately mnvolves staft
parents, students, and the community in the identification and accom:-
phshment of the school's mission . . .

Fecognizes the individuat needs of all staff and students. including those
who are at risk because of diverse cultures. backgrounds. or abtities

Apgilies effective human relations skills . . .
Encourages and develops the leadership of others

Analyzes relevant information. makes decisions. delegates responsiSility.
and provides appropriate support and follow-up .

identifies and creatively coordinates the use of avallable human. matenal.
and financial resources to achieve the school's mission and goals

Explores, assesses. develops, and 'mplements educational concepts that
enhance teaching and learning . . .

Bonds the school community through shared values and behets
Initiates and manages constructive change . .

Advances the profession through participation as a member of locatl.
state, and national professional groups.

12



LEADERSHIP PROFICIENCIES

Communication
Skills

The imaoge the
prNcIPal Projects
forms the domi
nant percepion

. Of the school by

students, staff,
parents, and the
cormmunity.

f the various proficiencies that distinguish outstanding elementary and

middle level principals, one of the most important is the ability to com-
municate effectively. The image such principals prcject—verbally, nonverbally,
and in written communication—forms the dominant perception of the school
on the part of students, staff. parents, and the community.

The crucial first step in creating a positive image is to create a high
quality educational program. But 1.:at is only a part of the job. The proficient
principal also creates commurity inderstanding of what ti-> schoot is
trying to accomplish, and what Jrogress it is making. As the person chiefly
responsible for the operation o a public institution, the principal has an
obligation to keep the public informed.

People are more likely to support a schoot if they understand its mission,
goals, and accomplishments. The proficient principal is aware of how to
work with the media and the public in ways which get the message across
that the students are receiving a qualty education. Parents and other
members of the community are not the only beneficiaries of this effort. Stu-
dents and staff are buoyed by media acknowledgment of their endeavors
and thereby inspired to achieve even more.

Proficient principals comprehend the facts and principles of effective
community relations. They are respected by the community and histened to
by its officials. They know how the media function, and make a point of
becoming acquainted with the education reporters who cover their schools.

School administrators constantly interact with diverse groups of people
in a variety of settings. Proficient principals capitalize on such encounters
to highlight student achievements, underscore the school's mission, and
honestly and openly address questions and problems.

In using cemmunication skills. the proficient principal:

@ Articulates beliefs persuasively: effectively defends decisions; explains
innovations: and behaves in ways that are congruent with these betiefs
and decisions . . .

Writes clearly and concisely so that the message 1s uncerstood by the
infended audience . . .

Utilizes basic facts and data. and recognizes values when communicat-
Ing priorities . . .

Demonstrates skills in nonverbal communication, including irpact of
personal image. to communicate a positive image of the school . . .

Uses current technologies to communicate the school's philosophy,
mission, needs. and accomplishments . . .

Makes effective use of the mass media

Uses active listening skills . . .

Expresses disagreement without being disagreeable . . .
Promotes student and staff use of higher-level thinking skills . . .
Exemplifies the behavior expected of others . . .

Keeps communication flowing to and from the school . ..

Communicates affectively with the various constituencies within the
school community.

. A
RARY )
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LEADERSHIP PROFICIENCIES | N

GI‘OUP Processes hough the principal is the school’s leader. the principal is not the school.
Many other committed and energetic people are involved, including some

o with certain talents and skills that may exceed those of the principal. Profi-

The proficient cient principals capitalize on the talents and availability of such people and

. : ¥ give them appropriate credit for their contributions.
DﬂﬂClp al involves Such principals recognize that within the school community there exist
both the staff powerful cultural norms which, left unattended, are likely to inhibit rather than
promote change. Through understanding of the dynamics of change and
aNd the COMMU- | effective apptication of group processes, the proficient principal is able to

Y ' deal with these situations and gain staff and community commitment to the
nsTy N a VOﬂeTV of school's goals.

school activities. Proficient principals involve both the staff and the community in a variety
of school activities—for example, scheduling, recruiting and selecting new
personnel, initiating innovations, and other activities directed toward achiev-
ing the school's mission.

The proficient prirzipal possesses a solid grasp of the principles of
group processes and understands how to apply these principles in manag-
ing any needed changes in the school's philosophy, operations, and goals.
Such principais also keep abreast of developments in the field of organiza-
tional and social psychology as part of their continuing professional growth.

In facilitating group processes, the proficient principat:
B Applies the principles of group dynamics and facilitation skills . . .
B (nvoives staff, parents. students and the community in setting goalis . . .
B Resolves difficult situations by use of conflict-resolution methods . . .

B Matches the appropriate decisic n-making techniques to the particular
situation . . .

B !dentities—in collaboration with staff, parents, and students—the deci-
sion-making prccedures the school will follow . . .

B Applies the process of consensus building both as a leader and as a
member of a group . . .

B Achieves intendec outcomes through the use of principles of motivation.
Aa

Q
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SUPERVISORY PROFICIENCIES

o . roficient principals recognize that their highest priority is to assure that
ne Mmajor QOO[ the students receive effective instruction. As instruction supervisors, they
: focus on four basic elements: Curriculum, Instruction, Performance, and

s to develop the | gaation

leader Sh!p CQ- The first element. Curriculum. calls upon the principal to be proficient in
o ObilmGS of articulating what the students are to learn and what the teachers are to teach.

Instruction outlines proticiencies the principal uses when helping teachers

teachers sO thQt | develop more effective teaching practices. Performance identifies proficien-

. . cies used by principals when supervising and helping students and staff

instructiondl perform optimally. The fourth eiement, Evaluation, involves areas in which the
: _ principal must be proficient when assessing how well students are learning

‘eOde(Sh'p oe and teachers are teaching. Trese assessments determine whether a change

comes a shared is necessary or why a program should be continued,

il For each of the four elements, the challenge to the proficient principal is
respo ﬂS!me\/. to develop the leadership capabilities of teachers in such a way that instruc-
tional leadership becomes a shared responsibility.

P
-
e

: EMC National Association of Elementary Schoot Principals ® 9




SUPERVISORY PROFICIENCIES

Curriculum

The proficient
onNCIPal Cssures
that the curricu-
lum spells out
what the students
are to learn and
the teachers to
teach

Q
- MC # Proficiencies tor Principals

he proficient principal assures that the curriculum specifies what students

are to learn, what skills they are to master, and what values, attitudes and
habits they are to acquire. These matters have been determined in a profes-
sional, cooperative manner in corcert with the staff, the district adminis-
tration, and the board nf education—following consuitation with parents and
other members of the community—and reflect the requirements of state
laws and regulations.

The principal has similarly stimulated and directed the development of a
statement that describes what teachers are expected to teach, what students
are expected to learn. and what materials and resources are available 1o
support this effort. Further, the principal constantly seeks adequate resources
of time. money. personnel. and materials to support the implementation of a
batanced curriculum.

in collaboration with staff, the principal further assures the implementa-
tion and monitoring of developmentally appropriate curricuium materials
and learning experiences o meet the needs and abilities of all students.

As noted in NAESP's Standards for Quality Elementary and Middle
Schools, students benefit from the curriculum by:

['] Developing a strong foundation in the fundamentals of reading, writing,
and mathematics; and acquiring basic knowledge and understanding in
science, social studies, fine arts. health, and physical education . . .

L ] Becoming competent verbal and nonverbal communicators—learning to
express themselves well in speaking. reading. and writing: to be attentive
listeners: and to be comfortable with information technology . . .

t J Working in an environment of excellence marked by high expectations
and persistent striving toward mastery levels of achievement . . .

{ ] Becoming self-motivated. learning to take advantage of opportunities for
personal development. and emerging with a lasting zest for learning . . .

[ 1 Respecting and demonstrating appreciation for their peers, their teachers,
the staff. and the educational process iself; and practicing tolerance.
flexibility. empathy. and equahty . . .

. 1 Developing positive self-concepts. recognizing and valuing their own
uniqueness. and accepting both their capabilities and their limitations.

In supervising the development and implementation of the curriculum,
the proficient principal:

B Applies the community’'s values and goals . . .

B Encourages facully input and invohement in continual review and mont-
toring of the curriculum to ensure that the appropriate scope. sequence.
and content are followed . . .

@ Demonstra.2s knowiedge of curnculum materials and their relationship to
program goals and objectives . .

B Seeks appropriate resources of ime. money. personnel, and materials to
support the identified curriculum . . .

B Assures that a multicultural, nonsexist. and developmentaily appropriate
program is provided for each child .

B Encourages students and staff to participate in co-curricular activities
that enhance and complement what is learned in the classroom.

U »
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~ SUPERVISORY PROFICIENCIES

instruction

The proficient
porincipal creafes
a productive,
caring afmMmaos-
ohere in which
every student
can experience
SUCCESS.

e

P roficient principals lead the way toward creating a learning environment in
which teachers truly teach and students truly learn. The result is a
productive, caring atmosphere in which every student can expetience
success.

Further, proficient principals keep abreast of current developraents in
instructional research, reflect on what these developments imply for their
school, and provide leadership and support for the implementation of instruc-
tional practices that effectively provide for diverse student needs. Such
principals monitor their students’ academic progress, the appropriateness of
assigned tasks, and the time they spend on academic learning.

The proficient principal also applies appropriate tenets of teaching and
learning in helping teachers refine their teaching skifs. In all staff and parent
education programs, the principal takes into account adult learning
preferences.

in the supervision of instruction, the proficient principal:

B Applies the principles of child growth and development from the pre-
kindergarten through early adolescence 'evels. particularly as these
principles relate to the children's linguistic, physical, social, emotional,
and cognitive needs . . .

B Regularly assesses the teaching methods and strategies being used and
ensures that they are appropriate, varied, and effective . . .

B Applies principles of teaching and learning for both children and
adults . . .

B Articulates effective classroom management and planning processes.

Nationat Association of Elementary Schoo! Principals @ 14
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Performance

Proficient princi-
paQls are con-
cerned that stu-
dents and staff
members alike
achieve their
potential

Q
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'i'he primary purpose of education can be described as the development of
the nation’s human resources. For the principal, that means managing
matters so that students and staff members alike are helped to achieve their
potential. For this to occur, the principal's manner and approach must be
such as to inspire trust—tc instifl a willingness by all concerned to ‘risk” the
investment of commitment and hard work.

In winning such trust, the proficient principal builds consensus concern-
ing the school’s mission and steadfastly maintains high expectations for
student achievement and staff effectiveness. Such principals provide a
variety of opportunities for members of the staff to enharne their performance
and productivity. They themselves are eager to acquire new skills and set a
good example of the rewards of doing so.

Key elements in improving the pertormance of all those within the school
include:

] Developing and supporting a clearly stated mission to which there is a
high commitment throughout the school community . . .

L} Maintaining an openness toward innovations and modifications that
facilitate accomptlishment of the school's mission . . .

L] Developing a community of ‘2arners . . .
{1 Promoting a sense of caring and respect for others . . .

L) Ensuring that the physical environment and work climate are conducive to
learning.

In supervising performance. the proficient principat:
Sets high expectations for students. staff, parents, and self . . .

Helps teachers understand and apply teaching styles that complement
the varied learning ~tyles of students . . .

Implements principles of behavior management . . .

Encourages students and staff alike to set high personal goals and offers
encouragement and support in the achievement of those goals . . .

involves others in designing staff development programs that match the
goals of the schoo! with the needs of the participants . . .

Encourages staff participation in professional development activities . . .
Identifies and employs appropriate support services . . .
Engages in continuing personal and professional development.

- ry
L



: ‘ SUPERVISORY PROMCIENCIES

Evaluation

The proficient
principal gathers
information that
helps determine
whether goals
and objectives
are being met.

he proficient principal systematically monitors the daily operation of the

school to assess whether established program goals and objectives are
being met. In collaboration with staff. and perhaps drawing on such assess-
ment instruments as NAESP's Standards for Quality Elementary and Middle
Schools, the proficient principal gathers information that helps determine
which programs should be maintained. which modified, and perhaps which
abandoned.

The principal must also give high priority to evaluating student perfor-
mance and staff effectiveness, toward reinforcing individuat strengths and
developing appropriate assistance plans and remediation efforts for identified
weaknesses. The proficient principal is sensitive to the sometimes delicate
issues associated with staff evaluations and possesses the range of human
relations skills required to carry out the evaluation process effectively and
constructively.

Proficient principals are equally aware that the purposes and benefits of
evaluation extend no less to themselves than to their students and teachers.
At least annually they make appropriate self-assessments, perhaps also
seeking evaluative data from others, and participate in professional develop-
ment activities focused on reinforcing strengths and improving areas of
weakness.

In the evaluation aspects of supervision, the proficient principat:

B Uses a variety of techniques and strategies 10 assess:
 Student performance
 Individual staff and personal performance
» Progress toward the achievement of curricutum goals
* The effectiveness of the overalt instructionatl program.

Seeks and encourages input from a variety of sources to improve the
school's program . . .

Fosters constructive suggestions from students. staff, parents, and the
community for improving the school's program . . .

Applies effective observation and conferencing skills . . .

Inspires teachers at all levels of skitl and experience to acquire new
compelencies and experiences . . .

Utilizes both formative and summative evaluation procedures . . .

Demonstrates a level of human relations skills wkch assures that the
evaluation process will be helpful rather than destructive . . .

Develops professional growth plans to improve teaching and administra-
tive performance . . .

Uses due process procedures and legal assistance in dealing with
disciplinary and dismissal cases =2

i)
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ADMINISTRATIVE/MANGEMENT PROFICIENCIES

Pt e & s An . e A

In aadition to or-
ganizational and
fiscal manage:
ment skiils, princ-
pals today must
know how fo
handle polifical
pressures.

L

Q
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To assure a quality elementary or middie level program, the range of the
principal’'s administrative skills must include proficien.ty in managing the
school's organization and fiscal resources, and in dealing with the multitude
of political pressures and considerations that have an impact on the opera-
tions of today's schools.

Many of the requisite organizational management and fiscal manage-
ment proficiencies cited in this section have historically been a part of most
preparatory and continuing development programs for principals. The
emphasis here will be on the functional application of these proficiencies.

The third area of administrative proficiency, dealing with political man-
agement, is less commonly stressed in preparation programs, though it is a
rare day that does not bring 2 number of political realities that principals
must be able to analyze and manage.



ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

Organizational
Management

The orngins of a
school's organt-
zation lie i ifs
MISSION, goals,
and obiectives.

R RS

Aschooi‘s organization has its origin in staff and community perception of
the mission to be accomplished and the goals and objectives to be
achieved. Organizational structures differ from school to schoo!, depending
on the needs and nature of the students, the skills of the staff, and the
priorities of the particular community.

Proficient principals are skillful in managing a myriad of tasks and
responsibilities. As the schools’ chief executive officers, they are responsible
for managing the schoo! plant, student services and records, personnel,
and the various programs that support instruction. They develop and imple-
ment policies and procedures that establish routine practices. They are
adept managers of their own time and protective of the time of others.

In addition, proficient principais participate i continuing professional
development programs that incorporate the implications of societal standards
and trends. demographic and scientific developments. and technological
and educationa! innovations. They must be reflective practitioners who care-
fully analyze research and state-of-the-art practice for application within
their schools. And they must be knowledgeable about practical applications
of alternative methods of school organization.

Their organizational skills are enhanced by their openness both to new
technology and to the findings of practical research, ar .d by their careful
reflection of what occurs in the classrooms, the school, and the community.
Proficient principals are constantly alert to organizational adjustments that
will contribute to increased efficiency and greater learning outcomes.

In organizing the school's day-to-day functions, the proficient principat:

B Uses collaborative strategic planning to help identify and accomplish
the school's mission. goals. and objectives . . .

B Develops and implements administrative procedures consistent with local
policies. state and federal rules and regulations. and contractual
agreements . . .

Recruits, selects. assigns. and organizes statt in such a way as to assure
the greatest potential for the accomplishment of the school's mission

Capitalizes on the findings of research in making program decisions . . .

Assures that the students are offered programs that are relevant to their
unique needs . . .

Facilitates the identification, training. and monitoring of the staff to insure
effective support in accomplishing the school’'s mission . . .

Attracts volunteers and provides them effective training and meaningful
assignments . ..

Provides a safe. orderly chmate for learning . . .

Facilitates the coordination of community service agencies so that
appropriate resources are directed to at-risk children . . .

Develops and implements eguitable and effective schedules . . .
Employs the principles of effective time management . . .
Identifies staff strengths so as to appropriately delegate tasks . ..

Facilitates a process for the review of curriculum-related issues raised by
individuals or groups outside the school . . .

n
&
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ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

® Develops policies and practices that assure appropriate and confidential
coliection and use of school and student data . . .

B Uses the latest technology for effective schoot management . . .

B Keeps abreast of developments in education law, including the implica-
tions of liability . . .

B Manages the operation and maintenance of the ohysical plant.

Q
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ADMINISTRATIVE'MANAGEMENT PROFICIENCIES

Fiscal
Management

For proficient
principals, sound
fiscal manage-
ment tegins with
the esfablishment
of program goails
and objectives.

P rincipals are responsible, in accordance with school district policies and
legal requirements, for the expenditure and accounting of ali funds
atlocated to and generated by the schoot. With proficient principals, fiscal
management begins with the establishment of program goals and objectives:
they see and understand the relationship between the various aspects of

the school's programs and the budgeting process.

In addition to exercising judicious management of district funds, the
proficient principal is able to clearly articulate the school's needs and be
creative in finding potential new resources to support the school's program.
Such principals are proficient in projecting future school needs, in identifying
opportunities and resources that changing circumstances may bring about,
in developing grant proposals, and in establishing productive school/
business partnerships. They are skillful in enlisting diverse gtoups and
individuals in ¢ roviding numerous kinds of support for the schoo! program.

in fiscal management, the proficient principal.

B Applies uncerstanding of the schoot district budget and its specific
implications for the schoo! . . .

B Involves staff and representative members of the community in the
development of school budget priorities, based upon the mission and
goals of the schoot . . .

Plans. prepares. and justifies the school budget in accordance with
schootl district budgeting procedures . . .

Employs and monitors acceptable accounting procedures in the mainte-
nance of all fiscal records . . .

Uses cost control procedures and institutes cost-effective practices in
the management of all school funds . . .

Exercises creativity in finding new resources for supporting the school's
programs.

'S B
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ADMINISTRATIVE/MANAGEMENT PROFICIENCIES g

Political P rincipals today function in an arena that extends well beyond the bounda-
ries of an individual school or a particutar community. f they are to
Management | assure their students a quality educational experience, today's principals

must increasingly be skillful in dealing with forces outside the school. They

o must aiso be effective in generating public support for the school's program,
The proficient and for education in general.
principg! today Involvernent by the principal in a variety of civic activities is important
both in gaining community understanding and acceptance of the instruc-
ungerstands the tional program, and in keeping abreast of the community's values, priorities,
~ and attitudes. Moreover, in recent years the impact of "the community” has
d\/ﬂOmiQS oflo expanded to embrace issues and policies of interest not just locally but at
cal state and the state and national levels.
N Oﬁ onal DOlm Cql Today's proficient principals have a practical understanding of the

- , dynamics and interrefationships of local, state. and national political decision-
decg SION mgkmg' making processes and their implications to the school.

In political management, the proficient principal:

Develops plans and strategies for helping to attract appropriate financial
support for public education . . .

involves influential members of the community in the development and
support of the school's program . .

involves both schoot and non-schoo! elements of the community in the
development and support of the school's programs . . .

Applies effective strategies for dealing with the political issues and forces
that impinge on the school's operation .

Applies effective strategies for dealing with the dynamics and politics of
schoot district gecision making . .

Participates in local. state. and federal legislative activities. &

Q
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]
CONCLUSION

o n this examination of the professional preparation and continuing develop-
Tfo\/ ol oficient l ment experiences that elementary and middle level principals need if they
' h are to be effective educational leaders, we have spoken primarily of “profi-
pmcspois never ciencies’ rather than “competencies” or “skilis.” The difference in terminology
STQp {eormng involves this specific rationale: That the rigors of the principal's job demand
. more than formal training in the day-to-day functions and responsibilities that
and stiving and go with this challenging position. It is essential thai those learned competen-
growang as lead- cies aiso be applied in daily practice if the principal is to be truly effective.
: . No administrator preparation program could assure lifetime proficiency.
ers of leaders. Acquired knowledge and skifls must be continually modified and refined

so as o respond 1o the ever-changing needs of students. staff, and the
community.

NAESP's Standards for Quality Elementary and Middle Schools notes
that nutstanding schools are never satisfied that all is well; they are contin-
ually seeking to improve The same is true for the administrators of those
schools. As leaders of leaders. truly proficient principals never stop learning
and striving and growing. &

£y ™
_} )
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A/'PENDIX A

Guide for Self- htis r?;idge lstge&gaf;:eﬁd tfot ;ass:st prin;:ipatts in assgs{zggﬂt:v:;r current
standing within each of the areas of proficiency cited in the previous
Assessment and pages. Space is provided at the end of each proficiency area to a) make
Professional specific comments relative to the ratings assigned and bj) ist related profes-
ional growth activities.
Growth siona
DOVO'OPMOI‘“ tn checking the appropriate responses, the prncipat will

1. Indicate the leve! to which each profictency 1s important to his her
current position

2. Assess the level to which the principal believes himself or herself to
be proficient in that particular area

3. Compare the resui's of 1 and 2 to determine the current need for
professional growth in that proficiency.

Leadership theory clearly acknowledges that self-assessment s not
without limitations. We would therefore note that the value of this guide can
be significantly enhanced by seeking mnput from supervisors, peers. staff.
and others familiar with the principal's performance Such additional data
can provide a more comprehensive assessment of proficien~y and thus iead
to more accurately focused professional growth planning.

The guide is not intended to be used in the formal evaluation of £ o0l
principals by their supervisors Such evaluation should be consonant vith
specitic written performance expectations and standards adopled by a par-
ticular schoo! district.

Upon completion of this guide the principal should proceed to Appendix
B for the creation of a Personal Professiona!l Growth Plan

20
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LEADERSHIP PROFICIENCIES

4. Leadership Behavior LOW MODERATE HIGH
The principal must: 1. IMPORTANCE TO
1.01 Exercise vision and provide THIS POSITION | | | | | |
leadership that appropriately 2. LEVEL OF
involves staff. parents, students. PROFICIENCY
and the community in the 1 b i | !
identification and 3. NEED FOR
accomplishment of the school's GROWTH | | f | | |
mission,

1 02 Recogmize the individual needs | 4. IMPORTANCE TO

of all staff and students, THIS POSITION ; | | I 1
including those who are at risk
because of diverse cultures. 2 %gfmﬂ
backgrounds, and abilities Lo i i f |
3. NEED FOR
| SROWW bbb
1 03 Apply effective human relations r‘l. IMPORTANCE TO t
, skills THIS POSITION | | | | | |
2. LEVEL OF
PROFICIENCY : i 1 1 1
i 3. NEED FOR
| GROWTH SN N N R

104 Encourége and develop the 4. IMPORTANCE 1O

| |
leadership of others . THIS POSITION | g | | | | |
2. LEVELOF |
, _PROMCINCGY ol L 11|
| | 3. NEED FOR |
z | SROWM bbb
|
E 1 05 Analyze relevant information. 1. IMPORTANCE 1O ‘
! make decisions, delegate THIS POSITION | ; | t |
| responsibiiity. and provide ‘f"""“ o B )
] appropriate support and foliow- | 2 é%vofﬂ,g&mv ; ,
: up S | l ! ! f
z 3. NEED FOR |
g GROWTH L
| —_ d i
|
; 03
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APPENDIX A

4. Leadership Behavior Low MODERATE HIGH
The principal must: . IMPORTANCE TO
1.06 Identify and creatively coordinate THIS POSITION | | |
the use of available human, LEVEL OF
material, and financial resources PROFICIENCY
to achieve the school’'s mission [ | |
and goals. . NEED FOR
GROWTH l | |
1.07 Explore, assess, develop. and . IMPORTANCE TO
implement educational concepts THIS POSITION | { |
that enhance teaching and
learning J - LEVEL OF
' PROFICIENCY i 1 |
. NEED FOR |
| GROWTH i | | |
1.08 Bond the school commumty . IMPORTANCE 1O
through shared vaiues and THIS POSITION | | |
belizfs.
. LEVEL OF
PROFICIENCY | | i
. NEED FOR
GROWTH ; | |
1.09 Initilate and manage const;ﬂéii‘ve . IMPORTANCE TO
change. THIS POSITION P | |
. LEVEL OF
PROFICIENCY | | |
. NEED FOR
GROWTH ii i | f
1.10" ﬁamcipate actively as a member . IMPORTANCE 10 -
of local. state. and national THIS POSITION | ; |
rofessional groups. -
professional groups 2 LEVEL OF
PROFICIENCY | l |
3. NEED FOR
GROWTH | } 13
f_) 0
[P
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APPENDIX A

LEADERSHIP PROFICIENCIES

1. Leadership Behavior

Overall Assessment of Leadership Behavior Proficiencies:

Comments Related to Assessments:

Related Professional Growth Activities: Leadership Behavior

O Proficiencies for Principals

ERIC
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APPENDIX A

2. Communication Skills Low MODERATE HIGH
The principal must: 1. IMPORTANCE TO
2.01 Articulate beliefs persuasively, THIS POSITION | | B
effectively defend decisions.
Y : 2. LEVEL OF
explain innovations, and behave PROFICIENCY
in ways that are congruent with 3. NEED FOR } | |
these beliefs and decisions. - N
GROWTH | | |
2.02 Write clearly and concisely so 4. IMPORTANCE TO o
that the message is understood THIS POSITION Pt |
by the intended audience.
2. LEVEL OF
PROFICIENCY | | |
3. NEED FOR .
GROWTH [ | |
2.03 Utilize basic facts and data. and | 4. IMPORTANCE 1O
recognize values when THIS POSITION | | |
communicating priornties.
unicating priorities 2. LEVEL OF
PROFICIENCY | | |
3. NEED FOR
GROWTH IR | ] |
2.04 Demonstrate skills in non verbal | 4. IMPORTANCE TO 7
commumnication, including THIS POSITION | | |
personal impact. 1o communicate -
a positive image of the school 2 F‘g‘gg‘g&m | | |
3. NEED FOR
GROWTH | | |
2.05 Use current {échnotogies to 1. IMPORTANCE TO
communicate the school's THIS POSITION | } |
philosophy, mission. needs. and 2 LEVEL OF o
3. NEED FOR
i GROWTH | |

g
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2. Communication Skills

LOwW

The principal must:
2.06 Make effective use of the mass

IMPORTANCE TO
THIS POSITION

media.

. LEVEL OF

PROFICIENCY

. NEED FOR

GROWTH

2.07 Use active listening skilis.

. IMPORTANCE 10

THIS POSITION

. LEVEL OF

PROFICIENCY

. NEED FOR

GROWTH

208 Express disagreement without
being disagreeabie.

. IMPORTANCE TO

THIS POSITION

. LEVEL OF

PROFICIENCY

. NEED FOR

GROWTH

k—..—

2.09 Promote student and staff use of
higher-level thinking sk.iis

IMPORTANCE TO
THIS POSITION

. LEVEL OF

PROFCIENCY

. NEED FOR

GROWTH

2.10 Exemphty the behavior expecten ]
of others.

==

IMPORTANCE TO
THIS POSITION

. LEVEL OF

PROFICIENCY

. NEED FOR

GROWTH

\‘l
MCI Proficiencies for Principals

IToxt Provided by ERI




| | . APPENDIX A

2. Communication Skills Low MODERATE HIGH
The principal must: 4. IMPORTANCE TO
2.11 Keep communication flowing to THIS POSITION [ | | | | !
and {rom the school. 2 LEVEL OF
PROFICIENCY | | | | | |
3. NEED\;T%R
GRO I N S N N

2.12 Communicate effectively with the | 4. IMPORTANCE TO
various constituencies within the THIS POSITION b | | | |
school community.

2. LEVEL OF

PROFICIENCY L J | { | l
3. NEED FOR

GROWTH 1 | | l |

Overall Assessment of Communication Proficiencies:

Wm
Comments Related to Assessments:

Related Professional Growth Activities: Communication

ER
‘Q

L
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LEADERSHIP PROFICIENCIES

3. Group Processes Low MODERATE HIGH
The principal must: 1. IMPORTANCE TO
THIS POSITION
3.01 Apply the principles of group [ [ i P |
dynamics ana facilitation skills. 2 P'%VOFLCO:IENCY
H N N TR N
3. NEED FOR
GROWTH S B S
3.02 Involve statt, parents. students - 1. fﬂqponwcsrc
and the community In setting THIS POSITION | | e | | f
goals. 2. LEVEL OF
PROFICIENCY I S N B B
3. NEED FOR
GROWTH N R e e e
3.03 Resolve difficult situations by use | 4. IMPORTANCE TO
of conflict-resolution methods THIS POSITION { |1 | | |
2. LEVEL OF
PROFICIENCY | | | | |
3. NEED FOR
GROWIH SN SRS N N D

3.04 Match the app?obriate decision- | 4. IMPORTANCE To,._
making techniques to the THIS POSITION | i 1 ! | |
particular situation. > LEVEL OF -

PROFICIENCY i | | ” | | |

3. NEED FOR
GROWTH ! | | | | |

3.05 Identify—in collaboration with 1. IMPORTANCE 10
staff. parents. and students—the THIS POSITION | | | s l |
decision-making procedures the

2. LEVEL OF
schoot will follow. PROFICIENCY | l _i L | l

3. NEED FOR
GROWTH S D SR B B

Q
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" APPENDIX A

3. Group Processes Low MODERATE HIOH
The principal must: 1. IMPORTANCE TO
THIS POSITION
3.06 Apply the process o consensus- 1 | | |1
buiiding both as a leader and as | 2. LEVEL OF
a member of a group. PROFICIENCY Lo
RN A NN NN N |
3.07 Achieve intended outcomes 1. IMPORTANCE TO
through the use of principles of THIS POSITION N | | 1 | |
motivation.
2. LEVEL OF
PROFICIENCY | | | | B |
3. NEED FOR
GROWTH | IS I R N N

Overall Assessment of Group Processes Proficiencies:

Comments Related to Assessments:;

Related Professional Growth Activities: Group Processes

2.,
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SUPERVISORY PROFICIENCIES }

4. Curriculum LOW MODERATE HIOH
The principal must: T4 IMPORTANCE 10
4.01 Apply the community's values THIS ON ] | f [ | |
and goais in curriculum 2. LEVEL OF
development. PROFICIENCY | | | | | |
t i I R S
4.02 Encourage facuity inp-Jt and 4. IMPORTANCE TO
involvement in continual review THIS POSITION | 1 | l | |
and monitoring of of the 2. LEVEL OF
curnculum to ensure that the .
appropriate scope. sequence. PROFICIENCY . | P 1 1 f
and content are followed. 3. NEED FOR
GROWTH N N N B B
4 .03 Demonstrate knowledge of 1. IMPORTANCE TO i
curriculum materials and their THIS POSITION | T A D
relationship to program goals 2 LEVEL OF ) T
and objectives " PROFICIENCY [ | | | | |
3. NEED FOR
| GRowwm | I T N R SR
404 Seek appropriate resources of | 1. IMPORIANCETO |
time. money, personnel. and THIS POSITION | | | | ; |
materials to support the dentified T '
curncuium SHep 2. LEVEL OF
' PROFICIENCY | i j j _l [
3. NEED FOR i
| GROWWM Lo
4.05 Assure that a multicultural, 4. IMPORTANCE TO T
nonsexist, and developmentally THIS POSITION | i | | ; |
appropriate program is provided '
2. LEVEL OF |
for each child. PROFICIENCY | | | | | |
3. NEED FOR
GROWTH o | | [ | |
o

Q
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4. Curriculum Low MODERATE HIGH
The principal must: T4 IMPORTANCE TO -
4.06 Encourage students and staff to THIS POSITION | l i | |
participate in supplementary 2. LEVEL OF
activities that enhance and PROFICIENCY ] | | | {
complement what is learned in — *
the classroom. 3. gﬁﬁ?w?ﬁ“ ‘
I AN R TN TN U NN N

Overall Assessment of Curriculum Proficiencies:

R IV A T S N T S A A SO NN, PR AR T el A L S N A T A TR 7 T ST IR AR S G A N W W F RTINS

Comments Related to Assessments

R S L R R O . A A S S A A I B SN i i R+ T Tl SR — R SR SRR o e SRR A e e e R RS R

Related Professional Growth Activities Curniculum

26
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SUPERVISORY PROFICIENCIES

5. Instruction LOW MODERATE HIGH
The principal must: 1. IMPORTANCE 10
5.01 Apply the principles of child THIS POSITION | | | |

growth and development. from 2 LEVEL OF

the prekindergarten through early PROFICIENCY | | | 1 [
adolescence levels, particularly

as they relate to the children's 3. NEED FOR
linguistic, physical. socal, GROWTH | | | i P |
emotional, and cognitive needs.

502 Rneg:;tariy assess the teaching 4. IMPORIANCE TO
methcds and strategies being THIS POSITION | | | |
used and ensure that they are 2 LEVEL OF R
appropriate. varied. and :
effective. PROFICIENCY i f | | 1 f
3. NEED FOR
| GROWM bbb

5.03 Apply principles of teaching and | 4, IMPORTANCE TO 1.

learning for both children and THiS POSITION ; j | i | i |
: }
adults 2. LEVEL OF |
PROFICIENCY ; : | | f |
3. NEED FOR i
GROWWM i i bt
504 Articulate effective classroom T1 IMPORTANCE 10 -
management and planning THIS POSITION | i | | i |
processes 2 LEVEL OF ‘
PROFICIENCY L i | L
| 3. NEED FOR | |
L___G.E.o_wll_.'ﬁ___.__,._. ; S R S | I |
37
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APPENDIX A

5. Insttuction
W

Overall Assessment of Instruction Proficiencies:

Comments Related to Assessments

TR A TR FRNLA. ARG IR SR A A L R Ry SIS TNRIE T i < a1 TR TR RN R T - AU R TN T RSN T IR TR I AU e e e e 1 Y ek

Related Professional Growth Activities Instruction

'“‘
Lr-
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SUPERVISORY PROFICIENCIES

Q
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6. Performance Low MODERATE HIGH
The principal must: 1. IMPORTANCE TO
6.01 Set high expectations for THIS POSITION | } [ b b
students. staff. parents. and seil. | o (evEL OF
PROFICIENCY | | | 1
I IO SR N SR N
6.02 Help teachers understand and 4. IMPORTANCE TO o
apply teaching styles that THIS POSITION i | | | | |
complement the varied learning > OF
styles of students. - LEVEL
PROFICIENCY !
A N R S B |
3. NEED FOR
GROWTH R U A S N
6.03 Implement principles of'géhawor 4. IMPORTANCE 10 ‘
management. THIS POSITION { 1 | | | !
2. LEVEL OF
3. NEED FOR ;
GROWTH N N SR N S N |
6.04 Encourage students and staff | 4. IMPORTANCE TO T
alixe 1o set high personal goals THIS POSITION | i | Pl |
and offer encouragement and .
support in the achievement of 2, l';%\gélgl;ch | | |
those goals L i ] z ! | | |
3. NEED FOR
CROWTH S N S B
6 05 Involve others in designing staff 4. IMPORTANCE TO o S
development programs that THIS POSITION i i | | i i
match the goals of the school - 2 LEVEL OF -
with the needs of participants " PROFICIENCY | ; | L |
3. NEED FOR ;
GROWTH S N N N N SRR SN R
ISYA



‘ ,\ : - : APPENDIX A

6. Performance Low MODERATE HION
The principal must: 1. IMPORTANCE TO S
6.06 Encourage staff participation in THIS POSITION | Lo | !
profes'sionai deveiopment 2 LEVEL OF - Tt/ T T o
activities. PROFICIENCY , , ,
| N SN SR SR B
3. NEED FOR
6.07 Identity and employ appropriate | 4, IMPORTANCE TO T
support services. THIS POSITION l L : i
2. LEVEL OF
PROFICIENCY L | SS B B
3. NEED FOR t(
GROWTH U DUV R N SR SR
6.08 Engage in continuing personal | 4. IMPORTANCE TO o o
and professional development THIS POSITION | | | ; :
2. LEVEL OF
PROFICIENCY T
3. NEED FOR
GROWMH N I T
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SUPERVISORY PROFICIENCIES

6. Performance

Overall Assessment of Performance Proficiencies:

m

Comments Related to Assessments:

Related Professional Growth Activities: Performance

Q
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7. Evaluation

Low MODERATE HIGH
The principal must: B . IMPORTANCE 1O
7.01 Use a variety of techniques and THIS POSION | | | 1 |
strategies to assess: . LEVEL OF
« Student performance PROFICIENCY | P l |
* Individual staff and personal NEED FOR
performance .
« Progress toward achievement GROWTH i | I | |
of curriculum goals
« Effectiveness of the overall
instructionatl program.
7.02 Seek and encourage input from _ IMPORTANCE 10
a variety of sources to improve THIS POSITION | | | [ 1
the school's program. LEVEL OF
" PROFICIENCY | Ll
. NEED FOR
GROWM | N D R
7.03 Foster constructive suggestions . IMPORTANCE 10
from students. staff, parents and THIS POSITION | B | | |
the community for improving the
school's program. y PLEVOElﬂglFENCY N | | | ;
. NEED FOR
GROWTH | | S N
7.04 Appiy.éffective observation and . IMPORTANCE TO
conferencing skills. THIS POSITION | | | | i
. LEVEL OF
PROFICIENCY | L]
. NEED FOR
GROWTH | I N B
7.05 Inspire teachers at all ievels of . IMPORTANCE 1O
skill and experience o acquire THIS POSITION ; f | ! |
new competencies and
expenenc%s. - LEVEL OF
PROFICIENCY 1 Pl L
. NEED FOR
GROWTH l I S N
3
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APPENDIX A ]

SUPERVISORY PROFICIENCIES

A ruiToxt provided by ER

7. Evaluation LOW MODERATE HIGN
The principal must: . IMPORTANCE TO
7.06 Utilize both formative and THIS POSITION ] | 1 | |
summative evaluation . LEVEL OF
procedures. PROFICIENCY | IR | | | i
. NEED FOR
GROWTH NN NS N R R S
7.07 Demonstrate a leve! of human . IMPORTANCE TO T o
relations skills which assures that THIS POSITION [ i ) ] | | |
the evaluation process will _be LEVEL OF ]
helpful rather than destructive " PROFICIENCY | I | | i |
. NEED FOR
GROWTH | I N S 1
7.08 Develop professioné!-gvrowi“r.{” . IMPORTANCE TO
plans to improve teaching and THIS POSITION | | | | { |
> - ; o L e
administrative performance " LEVEL OF
PROFICIENCY i | | 1 | |
. NEED FOR
GROWTH S MO R R B
7.09 Use due process procedures | 4. IMPORTANCETO
and legal assistance in dealing THIS POSITION | | | i | |
with disciphnary and dismissal —
cases . LEVEL OF
' PROFICIENCY ! | ! | i |
. NEED FOR
GROWTH D A TR SO N B
35
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< | _‘ | APPENDIX A

7. Evaluation

m

Overall Assessment of Evaluation Proficiencies:

M

Comments Related to Assessments:

M

Related Professional Growth Activities: Evaluation

1 ] ;t;\
r

L
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APPENDIX A .

ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

s l{llC' Proficiencies for Principals

A ruiToxt provided by ER

8. Organizational Management Low MODERATE NIGH
The principal must: 1. IMPORTANCE TO
8.01 Use collaborative strategic THIS POSITION | I | | |
planning to help identity and 2. LEVEL OF
accomptish the school's mission, PROFICIENCY
goals. and objectives S NS S NN B
| S S N B
8.02 Develop and implement T 4. IMPORTANCE TO
administrative procedures THIS POSITION | ! | | | |
corsistent with local policies, 2. LEVEL OF '
state and federal rules and :
regulations. and contractual PROFICIENCY S S S
agreements. 3. NEED FOR
GROWTH | l A S B
8.03 Recruit, select. assign. and 1. IMPORTANCE 10
organize staff in such a way as THIS POSITION | | | | | |
to assure the greatest potential 2 LEVEL OF ’”
for the accomplishment of the g
school's mission. PROFICIENCY i | | L |
3. NEED FOR
GROWTH S NN R N S R
8.04 Capitaiiée on the findings of 4. IMPORTANCE TO )
research in making program THIS POSITION | | { | | |
decisions.
2. LEVEL OF
PROFICIENCY | 1 | | i |
3. NEED FOR
GROWTH SR R N N R
8.05 Assure that the students are 1. IMPORIANCE TO
offered programs that are THIS POSITION I} 1 | | | |
relevant to their unique needs.
2. LEVEL OF
PROFICIENCY | [ } | | |
3. NEED FOR
GROWTH | S S N B S
4o
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8. Organizational Management LOW MODERATE HIGH
The principal must: ' 1. IMPORTANCE TO
8.06 Facilitate the identification, THIS POSITION I
training, and monitoring of 2. LEVEL OF
professionals to insure effective PROFICIENCY
support in accomplishing the 1 | L L | i
school's mission. 3. Z%WF%R
RS S RN R S
8.07 Attract volunteers and provide 4. IMPORTANCE TO T B
them effective training and THIS POSITION | | | | | |
meaningful assignments. :
2. LEVEL OF
PROFICIENCY ; | | | | |
3. NEED FOR
GROWTH | i | i | |
8.08 Provide a safe. orderly cimate for | 4. IMPORTANCE TO
learning. THIS POSITION i | | | | |
2. LEVEL OF
PROFICIENCY | | L] | |
3. NEED FOR
GROWTH IS R R N B
8.09 Facilitate coordination of ] 4. IMPORTANCE 10O -
community service agencies so THIS POSITION 1 | | | | |
that appropriate resources are 2. LEVEL OF 1
directed to at-rnisk children. " PROFIGIENCY | | | : i l
3. NEED FOR
GROWTH I NS R S N
8.10 Develop and implement equitable | 4, IMPORTANCE TO
and effective schedules. THIS POSITION | 1B | | | |
2. LEVEL OF
PROFICIENCY | l | | | |
3. NEED FOR
GROWTH I N A N N R S
4 {)
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ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

8. Organizational Management LOW MODERATE HIGH
The principal must: 4. IMPORTANCE TO
8.11 Employ principles of of effective THIS POSITION [
time management. 2 LEVEL OF
PROFICIENCY | 1 | | § |
3. NEE‘P FOR
GROWTH AN N NN N N
8.12 ldentily staff strengths so as o 4. IMPORTANCE TO
appropriately delegate tasks THIS POSITION | | | | | |
2. LEVEL OF
PROFICIENCY oL
3. NEED FOR
GROWTH A S N N
8.13 Facilitate a process for review of | 4. IMPORTANCE TO
curriculum-related issues raised THIS POSITION | | | | | l
by individuals or groups outside
the school. 2. LEVEL OF
PROFICIENCY T
3. NEED FOR
GROWTH | L1 |
8.14 Develop policies and practices 4. IMPORTANCE TO
that assure appropriate and THIS POSITION | | [ | | i
conlidential collection and use of 2 LEVEL OF
school and student data. " PROFICIENCY | | [ i i !
3. NEED FOR
GROWTH 1 | I S |
8.15 Use the latest technology for 4. IMPORTANCE TO
effective school management. THIS POSITION i | | | | !
2. LEVEL OF
PROFICIENCY oo L]
3. NEED FOR
GROWTH | | I T )
.’l )
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8. Organizational Management Low MODERATE HIGH
The principal must: 1. IMPORTANCE TO o
8.16 Keep abreast of developments in THIS POSITION l | | L] |
education law, including the 2. LEVEL OF
implications of Labiiity. PROFICIENCY j ! | 1 |
I TSN SR SR N |
8.17 Manage the operation and 1. IMPORTANCE 1O
maintenance of the physical THIS POSITION | | [ | |
plant.
2. LEVEL OF
PROFICIENCY I
3. NEET FOR
GROW:H I DR B L

Overall Assessment ¢t Organizational Management Proficiencies

W

Comments Related to Assessments:

M

Relatled Professional Growth Activities. Organizational Management
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ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

9. Fiscal Management low MODERATE HIGH
The principal must: 1. IMPORTANCE 1O
9.01 Apply understanding of the THIS POSITON | f | [ | {
school district budget and its 2 LEVEL OF
specific implications for the PROFICIENCY ;
chool. S IS U U S
3. NEED FOR ]
GROWH ) I N S B

9.02 Involve staff and representative 1. IMPORTANCE 1O
members of the community in THIS POSITION | i 1 1 | !
the development of school
budget priorities, based upon 2. LEVEL OF

the mission and goals of the PROFICIENCY B l | 1 |
school. 3. NEED FOR
GROWTH N S N R R
9.03 Plan, prepare, and justify the 4. IMPORTANCE TO
schoo! budget in accordance THIS POSITION | | | | | |
with school district budgeting
proceqgures 2. LEVEL OF
' PROFICIENCY | | | | | |
3. NEED FOR
GROWTH I N S B N

9.04 Employ and monitor acceptable | 4, IMPORTANCE TO
accounting procedures in the THIS POSITION B | A l

' f all fiscal ds.
maintenance of all iiscal recor 2. LEVEL OF

PROFICIENCY | | | | | |

3. NEED FOR
GROWTH I S R I B

9.05 Use cost control procedures and | 4, IMPORTANCE TO

institute cost-effective practices THIS POSITION N [ | 1 | |
in the management of all schoo!
funds. 2. LEVEL OF
PROFICIENCY B I | | |
3. NEED FOR
GROWTH B R R R |

)
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9. Fiscal Management

Comments Related to Assessments:

LOW MODERATE HIGH
The principal must: 1. IMPORTANCE 10
2.06 Exercise creativity in finding new THIS POSITION | i | | | E
rescurces for supporting the 2 LEVEL OF
school's program. PROFICIENCY P | I |
3. NEED FOR
GROWTH

Overall Assessment of Fiscal Management Proficiencies:

A

S e

Related Piciessional Growth Activities: Fiscal Management
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ADMINISTRATIVE/MANAGEMENT PROFICIENCIES

10. Political Management Low MODERATE HIGH
The principal must: . IMPORTANCE TO
10.01 Develop plans and strategies THIS POSITION | | | 1 |
for helping to attract . LEVEL OF
appropriate financiat support for PROFICIENCY | 1 | |
public education. —t
. NEED FOR
GROWTH | | | |
10.02 Involve influential members of . IMPORTANCE 10
the community in the THIS POSITION | | | 1 |
development and support of the VEL OF
school's program. " PROFICIENCY | i | |
. NEED FOR
CROWTH S GO O S S
10 03 involve both schoo! and non- . IMPORTANCE TO - i
school elements of the THIS POSITION | { 1 |
community in the development LEVEL OF
and support of the schoot's .
programs. PROFICIENCY l | i | 1
. NEED FOR
GROWIH ISR IR N IR W |
10.04 Apply effective strateges for . IMPORTANCE 10
dealing with political issues and THIS POSITION 1 I | | |
forces that impinge on the \EVEL OF B
school's operation " PROFICIENCY | | P |
. NEED FOR
GROWTH | b1 |
10.04 Apply effective strategies for . IMPORTANCE TO
dealng with the dynamics and THIS POSITION | | 1 |
politics of school district LEVEL OF
decision makmg ' PROFICIENCY EL i l J l
. NEED FOR
GROWIH I R S S
i

Q
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10. Political Management

Comments Related to Assessments.

LOW MODERATE NIGH
The principal must: 4. IMPORTANCE TO
10.04 Participate in local. state. and THIS POSITION | 1 | 1 i |
federal legisiative activities. 2. LEVEL OF M
PROFICIENCY | 1 l | | [
| S N i

Overall Assessment of Political Management Proficiencies:

o |
€5

(s e 4 ¥ S s

W

Related Professional Growth Activities: Political Management

Nationat Association of Elementary School Principals & 47



N
APPENDIX B

Personal Aftgr ctgmpietmg the self-assessment guide in Appendix A, the principal
Professional should: | | |
Growth Plan 1. Prioritize each of the proficiency categories based on the overall rating

assigned to each. Prioritize from 1 to 10, with 1 being the category with
the highest need for growth.

— lLeadership Behavior _. Performance
~ommunication — Evaluation
—— Group Processes —— Organizational Management

__ Curriculum Fiscal Management
— Instruction — Political Management

2. In the appropriate spaces in the plan write the three to five proficiency
categories currently needing the highest level of professional growth. An
alternative might be to choose only one or two categories but select
two or three specific proficiencies within these categories on which to
focus. However, the number of priorities should not exceed five at any one
time.

3. Choose a specitic proficiency within each of the selected proficiency
categories that meets one of the following criteria:
a) Will have the greatest impact on a number of related proficiencies. or
b} Is the easiest to improve. given time, energy. and resources, of
c) Is a current strength that, when further improved, will affect the overall
category.

After determining the specific proficiency, enter it on the pian.

4 List specific professional growth activities that will have a significant

{ impact on the identified proficiency. The activities might include such
things as focused reading. attendance at workshops and conferences,
taking courses at a local college or university, or working cooperatively
with a colleague already skilled in the proficiency.

5 Identify a way by which evicience of growth will be determined. This
should include a target date: for completion.

6. Foliow the same procedures for each of the priorities listed on your plan.

Professiona! growth planning is a continuous process. Such plans should
be reviewed and revised at least annually. t can be expected that
some priorities will need to be carried into the revised plan.

Effective leaders of ieaders maintain a current and relevant personal
professional growth plan.

National Association of Elementory School Principals B 49



PERSONAL PROFESSIONAL GROWTH PLAN |

FOR _ -

FROM ___. _ 10

Priority 1

Proficiency Category . —

Specific Proficiency

Professional Growth Activities

Evidence of Growth (including target date):

PS
LN
M o

Q
,ECSO @ Proficiencies for Principals
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PERSONAL PROFESSIONAL GROWTH PLAN

FOR __

FROM : TO

Priority 2

Proficiency Category o

Specific Proficiency

Professional Growth Activities

Evidence of Growth (including target date).

Q
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APPENDIX B

FOR

FROM .. ... TO —

Priority 3

Proficiency Category

Specific Proficiency

Professional Growth Activities

Evidence of Growth (including target date):

Q
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: APPENDIX B

FOR

FROM TO

Priority 4

Proficiency Category

Specific Proficiency

Professional Growth Activities

Evidence of Growth (including target date).
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APPENDIX B .

FOR
FROM 1O

Priority §

Proficiency Category

Specific Proficiency

Professional Growth Activities

Evidence of Growth (including target date):

rm
Nt
D

Q
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NAESP is the professionat organization of more than 26,000 ele-
mentary and middie schoo! principals throughout the nation. In
striving to enhance the effectiveness of K-8 leadership, the asso-
ciation issues many publications. This revised Proficiencies for
Principals is one in a series written by on-ling principals for o~.-
line principals
Others in the series include:

Standards for Quality Elemer.ary and Middle Schools

(Revised)

Early Chitdhood Education and the Elementary School Prin-

cipal

Effective Teachers: Effective Evaluation
Note: The Proficiencies document is basic to NAESP's Certificate
of Advanced Proficiency program, designed to assist principals
in strengthening skills in ten leadership categories and in applying
new concepts (o personal school improvement pians.
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