Maggie Foran Self evaluation July 2003-July 2004

Goals Related to Essential Duties (from job description):

1a. Provide advice and assistance to prospective and former students about teacher certification and the MIT program. 

1b. Provide advice and assistance to current MIT students to obtain certification.

2a. Keep accurate program records related to endorsements and certification.

2b. Provide endorsement information to a variety of audiences as needed.

3a Assist with the MIT program recruitment process.

3b. Assist the MIT director and faculty with managing the admissions process.

3c. Communicate regularly with MIT applicants and new students.

3d. Build a good working relationship with the MIT faculty.

3e. Build a good working relationship with the Admissions Office staff.

4.  Become knowledgeable on past, current and future endorsement and certification regulations and procedures.

5a. Provide information about financial aid to current and prospective students.

5c. Organize all processes related to awarding financial aid to MIT students.

5b. Work with Financial Aid staff and other campus offices that deal with financial aid issues.

6.  Communicate with TESC staff, faculty and the PEAB about issues related to certification and endorsements.

7.  Collaborate with the MIT Field Experience Officer on a variety of projects

8.  Collaborate with other graduate studies staff on mutual beneficial projects

9.  Supervise student assistants.

I very competently fulfilled these goals and the expectations of my position, as a review of my accomplishments listed below will attest.  I am satisfied that I provided the MIT program a high level of service in managing the program efficiently and effectively while still taking on significant consultation roles with special projects such as the Special Education endorsement pilot, the NSF grant proposal, and working with more teachers towards adding endorsements. I have also continued to develop strong working relationships and served as a resource on teacher education to the TESC community, including the Advising and Career Centers, Admissions, Registration, Housing, the Reservation Based Programs, TESC-Tacoma, The Evergreen Center for Educational Improvement, Extended Education, the Academic Grants Program, Evening and Weekend Studies, and faculty. I have also provided service to the TESC community by serving on four hiring committees.

After two years of very strong applicant pools to the MIT program, I was still able to recruit an adequate, diverse applicant pool of 80 in a year of increased teaching certification requirements. All required state reports were completed in a timely manner and I kept current on updates in certification. I am also proud of working closely with current MIT students to create Academic Preparation Pages that more accurately reflected their endorsement and relevant education coursework, resulting in improved placement files and presentation of their credentials to prospective employers. 

My two, minor areas of concern are I did not have an adequate system to track notifying all new MIT admits about scholarship opportunities, and did not keep accurate records on date of inquiries. These areas are addressed in my 2004-2005 goals. 

I have had a supportive and collegial working relationship with the MIT director, faculty and staff, and I look forward to continuing to promote the quality of the MIT program, and to be actively involved in further discussions about models of teacher education at Evergreen.

Accomplishments

On-going:

Annual meetings with Career Center staff and Advising Center staff to update them on changes in teaching certification and MIT program 

Archive MIT files 

Presentations at quarterly PEAB meetings on changes to teaching certification, MIT statistics

Attended meeting with MIT staff and Admissions Office staff to clarify roles, provide updates

Attended MIT faculty meetings

Attended Graduate Programs meetings

Annual meeting with TESC Foundation office to clarify Graduate Programs Awards amounts and process (12/18/03)

Maintain MIT inquiry database and prepare annual analysis report

Work with Graduate Programs staff to rework annual Graduate Studies Awards form, publicize to current and new students, review applications and make recommendations, prepare award letters, track awards

Monitor MIT applicants, assist with MIT Admissions Committee, and prepare award letters, track deposits

Monitor completion of endorsement requirements on current MIT students

Monitor completion of all paperwork on MIT graduating students

Assist with catalog revisions

Continue to update advising handouts as needed

Assist with monitoring MIT work-study assistant and providing projects

Create annual MIT placement report for OSPI, assist with annual Title III report

Track WEST-B and WEST-E scores and provide to Admissions Office (received in MIT office)

Provide consultation to MIT faculty on awarding of credit equivalencies to fulfill teacher education program requirements per WAC

Collect information from MIT faculty on guest speakers, syllabi, and etc. for accreditation purposes

Assist with MIT orientations and graduation.

Recruitment/Advising:

08/03
Letter and info.to Suquamish Tribe Education Coordinator about MIT

08/03
MIT info session TESC-Tacoma

11/03
Graduate Programs Fair, TESC

12/03
Letter and MIT info. to RBCD faculty encouraging cooperation

2/04
Winter Advising Festival, Housing, TESC

3/04 & 5/04
Academic Fairs, TESC

07/03-07/04
20 On-campus MIT info. sessions

05/04
So You Want to Be a Teacher workshop, Housing, TESC

10/03-06/04 
7 MIT info. sessions at local libraries, evenings, Oct. and Nov. 03; March, April, May, and June 2004

Assistance to Current MIT students:

Prepare Academic Preparation pages on second year MIT students, met with each student individually, updated endorsement worksheets as needed

Presentation on resume writing to second year MIT students, followed up with individualized assistance and critique

Brief presentation to current MIT students on Graduate Studies Awards.

Presentation on Graduation, certification and first year teacher concerns to second year MIT students

Certification:

Certification processed 8/03-7/04

4 professional certificates

5 intern substitute certificates

1 emergency substitute certificate

18 substitute certificates

36 residency certificates

2 additional endorsements in English, 1 in English/Language Arts for MIT graduates

1 additional endorsement in Middle Level for MIT grad

1 additional endorsement in Math for MIT grad

1 additional endorsement in Elementary Education for MIT grad

1 additional endorsement in Middle Level Math/Science (UW-T grad)

1 additional endorsement in Biology, and also Science (EWU grad)

In process additional endorsements (have interviewed and reviewed transcripts):

2 middle level humanities 

2 Spanish (1 MIT grad)

4 social studies (1 MIT grad)

4 Visual arts (1 MIT grad)

2 English/Language Arts (1 MIT grad)

3 Math (2 MIT grads)

10 special education

Assistance to MIT Graduates:

4 forms for Oregon Department of Education verifying completion of approved teacher education program and endorsements

1 letter to Alaska Department of Education verifying completion of approved teacher education program

2 letters to Vermont Department of Education verifying completion of approved teacher education program

1 letter to North Kitsap School School District outlining coursework for Elementary Endorsement on MIT grad

1 letter to Western Washington University’s Certification office on coursework for English Endorsement on MIT grad

1 letter to Orleans parish Schools verifying 2004 MIT graduate’s successful participation and anticipated graduation and certification

1 form verifying teacher ed program completion on MIT grad for National Board for Professional Teaching Standards

Special Projects:


All year
Special Education pilot courses: assisted with course design, publicity, provided consultation to adjunct faculty; met with students taking courses for evaluation of prior credits towards SPED endorsement; met with representatives from ESD #113

10/03
Assisted MIT director with updating the Environmental Studies, and CTL Planning units on changes in teaching certification


10/03
Met with directors of the Quantitative Reasoning Center and Writing Centers to update them on teacher education testing requirements

10/03
Worked with MIT director to create process, outline and fee structure for working with MIT graduates and teachers that want to add endorsements

10/03-11/03
Provided information and consultation on NSF grant proposal including presentation to the Academic Vice Presidents from the regional community colleges at meeting in Spokane 11/14/03

11/03
Work with TESC faculty on designing needed endorsement content preparation courses such as a grammar course



1103
Provided feedback on TESC faculty member’s CCLI proposal to NSF

11/03 and 2/04
Provided information and input at the two Teacher Education DTF meetings

1/04
Met with Evergreen Center for Educational Improvement Center’s director and assistant director to update them about changes in teaching certification

3/04
Assisted with drafting Early Childhood Education articulation agreement between TESC and SPSCC

04/04-current
Tracking developments on implementation of new Future Teachers Conditional Scholarships

05/04
Tracking implementation of new Associate of Teaching Science degrees at regional community colleges

5/04
Analysis of MIT applicants and admits and WEST-E scores

2004
Provided information and consultation on Extended Education at TESC

2004
Monitoring state’s on-going changes to process of adding endorsements

Service to Campus Community:

7/03-10/03
Financial Aid Director search committee

02/04-03/04
MIT Visiting Faculty hire search committee

03/04

Graduate Programs Secretary search committee

07/04

Financial aid Counselor search committee

04/04/04
Two workshops on teaching certification and MIT at the Reservation Based/Community Determined Program’s “Possibilities Fair”

04/21/04
Small group facilitator on teaching certification and MIT at TESC Evening and Weekend Studies Spring 2004 Liberal Arts Forum

06/04
Refer MIT students to TESC/ESD workshop on Classroom Strategies for Dispelling Stereotypes, at least 2 MIT students attended

Assisted Registrar with evaluation of two transcripts for credit equivalencies

Training:

9/03


TESC van training, acquired TESC van permit

10/06-10/07/03
Annual OSPI Certification Conference

12/03, 3/04, 7/04
Quarterly OSPI Certification videoconferences

2/06/04
Promoting a Multicultural Campus, breakfast seminar, Day of Absence, TESC

4/22/04
Assessing Educator Preparation, OSPI conference

6/25/04
Stellar contracts and Internships, TESC summer institute

How Addressed 2003-2004 Goals:

1) Improve technology skills, especially ability to utilize Banner more effectively, create labels, use File Maker Pro 6, and PageMaker 7.0, begin developing web page skills, establish regular system of backing up files. 

Used Filemaker Pro 6 to update and create information fields to better manage data in inquiry, applicant, current and alumni databases and create labels; Began tracking applicant deposits through Banner; began using Dreamweaver to keep information on MIT information sessions current.  

2) Set up information sessions on teacher education for TESC faculty during mid-fall 2003, and meet with Planning Units.  

Assisted MIT director with providing information to three planning units.

3) Check with Dean’s areas and catalog course descriptions mentioning MIT, meet with faculty offering courses towards endorsements to familiarize them with new endorsement competencies and tests. Review need for certain types of courses, especially as summer offerings to assist students in obtaining necessary background for endorsements. 

Reviewed annual schedule to locate course offerings with geography content, contact several faculty to see if planning offerings in this area. Provided information on children’s and adolescent literature content expectation to one TESC faculty member and one community member planning summer course. Contacted a TESC faculty member about designing a language skills and structure summer course and provided course descriptions of similar courses elsewhere and appropriate EALRs references, she created a “Grammar for Teachers and Writers” course which filled summer 2004.

4) Improve Academic Preparation Page and Placement file forms. 

Created Academic Preparation template for 2003-2004.

5) Become more knowledgeable about how endorsement competencies will be evaluated and documented through the WEST-E, MIT portfolios and other assessments for initial and additional endorsements. 

Continued to update knowledge through OSPI conferences and memos, PESB discussions and recommendations.

6) Become more knowledgeable about evaluating completion of PGPs for students working towards professional certification.  Implement system of documentation. Provided several types of PGP plan formats to MIT director, downloaded appropriate tracking forms from OSPI and began utilizing.

7) Assist with the planning and implementation of the 24 credit special education coursework sequence.

Provided SPED competencies and suggestions on incorporating skill components in to practicums to adjunct SPED faculty.

8) Work with the Extended Studies Office, Evergreen Center for Educational Improvement and local ESD to clarify and coordinate procedures for awarding of clock hours.  Provided info. to Extended Education on process for obtaining approval to award clock hours, tracking requirements.

9) Perhaps assist more MIT students with initial review of Master’s Projects. No opportunity this past year as MIT faculty did all Master’s Project reviews.
10) Perhaps assist with strengthening resources in Library Curriculum room. Not done.

How Addressed 2003-2004 Areas for Improvement:

Continue to build networks with TESC faculty to act as a resource to them on teacher education. Have provided information to individuals, participated in task forces, attended trainings with faculty.

Continue to work at learning all the faces of current and new MIT students, in order to call them by name. Done
Continue to improve technology skills to more effectively manage program data and improve communication with students and staff.  Filemaker Pro and Banner skills continue to improve but always more to learn.

Continue to improve understanding on how and when financial aid can be utilized for endorsement coursework. Done.

2004-2005 Goals

Continue to work with long-term planning DTF on future of MIT and other educational offerings at TESC

Create form for tracking steps in the process of adding endorsements

Continue to improve proficiency with software applications. Learn to use Dynamo label-maker to create individual labels as needed.

Develop system for tracking notification of new MIT admits about Graduate Studies Scholarship form

Work to involve Graduate Studies support staff with co-managing MIT inquiry database (they and work-study help could do initial input, I provide monitoring and analysis). Work on dating inquiry cards so can analyze if there are any patterns to types and frequency of inquiries.

Work with Admissions Staff to encourage their use of inquiry cards to more accurately capture number and types of MIT and education related (i.e. additional endorsements) inquiries

Do outreach to education advisors and regional community colleges

Continue to learn about the TESC faculty’s areas of expertise and consult with them

Areas of Strength: 

Attention to detail, ability to prioritize and accomplish multiple responsibilities in timely manner, ability to network with campus offices and faculty, ability to work as a team member within MIT. Provided consultation for several new projects such as the special education pilot courses, NSF grant proposal, process for adding endorsements.

Areas for Improvement:

See 2004-2005 goals

Needs in Order to Accomplish My Job Well:

Continue to improve communication with Graduate Studies Support Staff and clarify ways to utilize them for support services (i.e. MIT inquiry database input)

Continue formal and informal meetings with MIT director, staff and faculty
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