Central Office Administrators Portfolio 1

Central Office Administrator’s

Portfolio Analysis Sheet

1.   Communication (3)

Evaluate skills in written communication

____  communications may be to a group or to individuals

____  communications may be lengthy (report), or brief (letter of memorandum of several paragraphs)

         *   ____  one sample must represent an attempt to communicate complex data or information (student test results) such that information is understandable to intended audience(s)

____  samples should be valid: written communications that were actually sent/distributed over the past year

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.   Collaboration (3)

Show who and how collaboration has been established with stakeholder groups and/or individuals

____  shows those involved in the attempted collaboration (groups, individuals)

____  shows the focus of the collaboration (work-based learning experiences for students, program/services planning 

           evaluation programs

____  shows the involvement of the collaborators

____  3rd year administrators:  collaborations should have produced results:  what are the results?

Comments: __________________________________________________________________________________  _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.   Assessment/Evaluation (3)

____  1 personnel evaluation file


(Is the file complete?  Does it contain elements needed for defense if evaluations results are questioned, such as raw data (scripts for interview, etc. ), analysis/summary sheets with rationales, summary report, professional development plan?  Do the data support the scores?  Is there evidence that the scores are consistent with the raw data; that score patterns support scores awarded?  Are rationales for scores provided?  Are those rationales consistent with supporting data?  (Use spot check)  Are scores and rationale free from judgmental language?  Is there a professional development plan that specifies objectives and activities consistent with score patterns—plan addresses indicators, competencies, or areas that received “lower” scores?  Does the PDP address improvement in at least one area of student performance or program development/improvement? (if student achievement is not related in any way to the central office administrator’s role and responsibilities).  Are the activities specified in the PDP reasonable ie., Can they be completed by the central office administrator in the time specified; do they have a reasonable chance of accomplishing the objectives(s), if completed.  Would this file and the evaluation results withstand scrutiny if there were a legal challenge?  Could a reviewer follow it, reconstruct what took place, and arrive at the same conclusions; ie., scores, professional development plan?  

____  1 document/disk synthesizing and presenting student achievement results (where appropriate)

____  1 document directly related to program evaluation (two or three where categories above are not applicable)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.   Organizing for Results (2)

The artifacts should demonstrate two of the following:

_____  administrator’s efforts to analyze organization of programs and services and identify needed changes in relationship to school system vision

____  administrator’s efforts to market (sell) change to those involved in a change process

____  administrator’s efforts to lead reorganization of programs and services to facilitate improvement in teaching and learning, the mission of the system

____  administrator’s efforts to stimulate thinking about organizational change

Expectations:
1st year administrator:  
__assessment of needs 




__marketing change




__making decisions (with help of stakeholders)

2nd year administrator
__program leadership




__organizational change and operating changes are underway

3rd year administrator
__results

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.   Planning (2)

The artifacts should provide the following:

____  evidence of long range planning efforts (most recent Program Improvement Plan if applicable)

____  one other artifact that represents planning for daily operations of programs and services, or a special event, or use of resources
Expectations:
Planning should reflect the school system’s vision, mission, and goal statements.  Enclosures for this area of knowledge/skills should reference these statements by:

____  including copies of statements with planning entries, or

____  discussing the statements in item 6b of the portfolio entry form, or

____  including them with entries referenced in another part of the portfolio

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.   Laws and Policies (2)

Provide two artifacts/documents that demonstrate:

a. understanding of federal, state, and/or local laws, policies, and procedures

b. efforts to interpret/communicate them to faculty, staff, students, or parents.

Entries may cover laws, policies, and procedures in any two areas:

____  personnel matters

____  school/school system operations

____  safety and security

____  student conduct, drugs, and alcohol, weapons, fiscal matters

____  special needs students/programs

____  fiscal responsibilities and/or procedures

____  transportation

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.  Problem Solving (2)

Provide two artifacts/documents that demonstrate knowledge/skill performance in identifying and solving problems and/or in leading problem solving process.  Evidence might focus on any of the following areas:

____  identifying and overcoming barriers to improvement of student achievement

____  leading others in identifying and solving problems

____  equal access to curriculum/programs for all students

____  school/school system safety and security

____  identifying and overcoming barriers to achievement of school system vision, mission, and goals

Expectations

1st year administrator:
__identification of any major problems




__attention to safety and security




__establishing groups to assist in problem solving




__identifying and solving day-to-day problems

2nd year administrator
__process for solving major problem(s) identified is underway




__barriers being removed




__identifying and solving day-to-day problems

3rd year administrator
__ results




__identification of new (major) problems

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.  Innovation (2)

Provide two artifacts/documents that demonstrate:

____  knowledge/skill/performance in leading and facilitating innovations

____  innovations that lead to improved student learning, achievement, and/or improved programs/services

____  innovative collaborations with parents, businesses, community agencies, or other stakeholders

____  support for innovative ideas of others

Expectations

If major program innovations are undertaken at any point in time, evidence of program results should be available within 3 years

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. Technology Management (2)    

Provide two artifacts/documents that demonstrate:

____  personal use of technology in daily work

____  support of the use of technology in the local system, schools, and programs under his/her supervision and others (e.g., training, workshops, incentives, technical assistance)

____  major role in ensuring that technology is integrated into curriculum and instruction

____  major role in acquiring technology for the school system, and/or schools     

Comments:_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10.  Program Operations and Management (2)

Provide two artifacts/documents that demonstrate knowledge/skill/performance in two of the following areas:

____   creating policies, procedures, routines, and schedules that protect instructional and learning time and/or staff work time

____  planning best use of facilities

____  recognition of academic accomplishments by schools, school system, individuals (students, staff)

____  minimizing student discipline problems

____  creating consistency of programs, services, and activities with the school system vision, mission, and goals

____  establishing a positive educational climate

____  creating a safe, secure work environment

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11.  Fiscal Leadership and Management (2)

Provide two of the following artifacts/documents:

____  a copy of the most recent budget and expenditure report for his/her operations that clearly shows how the administrator has attempted to meet high priority needs

____  a proposal written by the administrator and submitted as a potential funding source

____  a report submitted to the Superintendent or Board that forecasts people, facilities, equipment, and/or operating needs over several years

____  an audiotape, videotape, or printed materials developed by the administrator and used in efforts to gain additional resources from the Superintendent and Board, community, or others

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12.  Leadership of Human Resources (2)

Provide two artifacts/documents that demonstrate knowledge/skill/performance in leading recruitment, retention, supervision, and development of human resources in their program/service areas.  Beginning with the second full evaluation, central office administrators will also include his/her completed Professional Development Plan as an additional artifact.  These may include:

____  plan(s) for developing comprehensive staff development program for persons in the administrator’s area (s) of responsibility

____  evidence of efforts to promote and develop leadership in others

____  recruitment plan (s) for operations under his/her oversight

Expectations

By the second year in a central office position, it is expected that the administrator will have plans in place for staff recruitment and staff development that will lead to improved student, school, and/or program performance.

It is expected that staff development and professional development plans will be directly related to weaknesses identified in programs or services for which administrator is responsible.

Comments:_________________________________________________________________________________________________________________________________________________________________________________

The PDP

Beginning with the second full evaluation, the administrator will include his/her completed PDP form(s) and any related attachments in this section as evidence of leading and modeling professional development.  (These materials may be used in one or two other areas, if appropriate.)  Wherever the PDP is used as evidential material, a portfolio entry form should be provided as is true for other entries.

Comments:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Survey Report must include the following:

· number of respondents by group

· percent of return

· any problems with data and how they were addressed in the analysis (e.g. disproportionate return rate, how outliers were handled)

(if no problems with data, say there were no problems with the data)

· data tables that show at least the following—distribution of responses for each question, means for each question (except grades 4-6), and distribution and means for each knowledge/skill area by respondent group and across respondent groups

· interpretation, including similarities/differences among/within stakeholder groups, possible reasons for results
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