Maggie Foran Self evaluation July 2004-July 2005

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, and have appreciated that my expanded responsibilities were recognized with a small promotion to Associate Director.  I have provided the MIT program a high level of service in managing the program efficiently and effectively. I was able to significantly (40%) increase the number of inquiries about MIT and other educational opportunities at Evergreen (as detailed in the MIT annual inquiry database report), and also increase the number of applicants to MIT over the previous year. I was able to provide input as Evergreen’s representative at several statewide Professional Certification meetings this past year, and also provided consultation on campus about the updated NSF grant proposal, and enrollment growth proposals related to growth of educational offerings at TESC. I have expanded my abilities to work with more teachers towards adding endorsements. I have continued to develop strong working relationships and served as a resource on teacher education to the TESC and Olympia community.  All required state reports were completed in a timely manner and I kept current on updates in certification. 

As always, I would like to continue to improve my computer knowledge and skills to improve my efficiency. I did update some of my statistical background by completing a course in quantitative reasoning fall quarter.

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.

I am concerned about continuing to find ways to improve outreach to, and applications from, and enrollment by prospective students of color and out-of-state students.

Accomplishments:

New:

Troubleshoot receipt of Praxis scores from ets.org. Alerted the  PESB to statewide problem in Praxis I and certain Praxis II tests scores not being received statewide, and by our institution.

Increased capacity to work with teachers wanting to add endorsements. Went from 7 to 22 new endorsements processed over past year, and 40 (19 of those special education) in process.

Increased outreach to Evergreen Tacoma campus, five workshops vs. one the year before. Also met with Tacoma campus director about the possibility of teacher education in Tacoma.

Outreach to South Puget Sound Community College, attended two quarterly advising day workshops with early childhood education students.

Assisted with drafting and finalizing Early Childhood Education articulation agreement between TESC and Centralia College.

Met twice with the Evergreen Center for Education Improvement to review updated information and regulations on adding endorsements (September and April).

Provided feedback and information for NSF grant in October.

In December publicized opportunity for MIT students to attend NIARI/ECEI Teacher workshop on Developing Curriculum on Washington State Tribes: Identity, History and Current Issues.

In December prepared materials on Washington state and national education standards and teacher certification for Stephanie Kozick to share during her Japan quarter abroad.

In January met with TESC faculty member Dharshi Bopegdra to review science EALRs, endorsement expectations and competencies.

Provided assistance in getting representative for Graduate Student Association, encouraged seeking funds from Student Affairs, attending Teacher education conference in May at GRCC.

Provided publicity and enrollment assistance to students interested in special education courses.

Presentation on teacher certification to Susan Finkel’s Food program in February.

Worked with MIT faculty on coordinating how ESL endorsement competencies might be covered both within MIT and in a summer course for a group of new MIT students.

Gave feedback on enrollment growth proposals, monitored growth targets related to education at other area publics.

Attended two statewide Professional Certification meetings at TESC representative Feb and March, 2005.

Recruitment/Advising:
08/04; 10/04; 01/05; 03/05; 04/05
MIT info sessions at TESC-Tacoma

10/04
Education fair at Green River Community College

11/04
Graduate Programs Fair, TESC

12/04
MIT workshop at Reservation Based/Community Determined Program’s Possibilities Fair

12/04
Met with two RBCDP faculty to encourage preparation, referral of prospective students

11/04, 2/04, 5/05
Quarterly Advising Festivals, Housing, TESC

12/04, 3/04, 5/05
Academic Fairs, TESC

03/05

Saint Martin’s College/TESC Career Fair

07/04-06/05

16 On-campus MIT info. Sessions (Scott did 1, Sara did 1 in addition)

11/04, 02/05
So You Want to Be a Teacher/Pathways to Certification workshop, Housing, TESC

10/04-06/05 
7 MIT info. sessions at local libraries, evenings Nov. and Dec. 04; Jan,  Feb, April, May, and June 2005 (Scott did March evening)

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 process of adding endorsements to second year MIT students.

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

Share information on Future Teachers scholarships, loan deferral/forgiveness, other benefits available to teachers.

Certification:

Certifications processed 8/04-7/05

1 professional certificates

5 intern substitute certificates

2 emergency substitute certificate

25 substitute certificates

34 residency certificates

22 additional endorsements (16 individuals, 6 MIT grads, 10 community members)

  3 additional endorsements in English/Language Arts 

  3 additional endorsements in Social Studies

  1 additional endorsement in History

  2 additional endorsements in ESL

  1 additional endorsement in Bilingual education

  2 additional endorsements in Special education (and 1 sped grad with unendorsed cert)

  2 additional endorsements in Math

  3 additional endorsements in Middle level Math/Science

  2 additional endorsements in Middle level Humanities

  1 additional endorsement Chemistry

  1 additional endorsement Spanish

  1 additional endorsement Visual Arts

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

19 in special education (6 should be done by 8/31/05)

21 in other areas

Assistance to MIT Graduates:

Complete 12 teacher education verification forms for other states’ Departments of Education:

5-IL; 2-OR; 1-AK; 1-CO; 1-HI; 1-WI; 1-MN
Service to Campus Community:

09/04
Sat in on interviews and provided feedback on applicants for assistant director position in ECEI

02/05
Assist with reviewing and providing input on new MIT faculty hire

Training:

08/04


Situational Leadership Workshop on campus

09/04


OSPI Site Visit Training, Sea-Tac

09/04


AV training, SEM II

09-12/04

Quantitative Reasoning in the Public Interest class – 4 credits TESC

10/04


Annual OSPI Certification Conference

11/04


Group Consensus Decision Making Workshop, Student Affairs

11/04


Banner Training

12/03, 3/05, 06/05
Quarterly OSPI Certification videoconferences

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. 

Maintain MIT inquiry database and prepare annual analysis report.

Maintain MIT applicants’ and current students databases.

Work with Graduate Programs staff and Financial Aid 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.

Review quarterly classes and programs offered at TESC daytime and in evening/weekend studies and summers that might fulfill endorsement requirements, coordinate scheduling.

Continue to update advising handouts as needed.

Assist with monitoring MIT work-study assistants and providing projects.

Create annual MIT placement report for OSPI, assist with annual Title II report, PESB and ETS reports.

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.

How Addressed 2004-2005 Goals:
Continue to work with long-term planning DTF on future of MIT and other educational offerings at TESC – Attended meetings with MIT Director and faculty, ECEI, provided input

Create form for tracking steps in the process of adding endorsements - Done

Continue to improve proficiency with software applications. Learn to use Dynamo label-maker to create individual labels as needed. – Have been using Dreamweaver to update MIT website on information sessions, have utilized Filemaker Pro and Excel  for more statistical analysis.

Develop system for tracking notification of new MIT admits about Graduate Studies Scholarship form – Sent email notification to MIT applicants and inquiries in winter quarter

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. – Was pleased Lee Stellmacher agreed and was able to sent out catalogs from inquiry cards and input to inquiry database as her time permits.

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 –not much happened here although more phone calls and inquiries directly transferred by Admissions to Graduate Studies and my office for accurate information on specific questions.

Do outreach to education advisors and regional community colleges –Worked with SPSCC’s ECE advisor. More needed here.

Continue to learn about the TESC faculty’s areas of expertise and consult with them – Have met with several science faculty.

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 as needed for special projects such as the NSF grant proposal, Able to represent TESC’s educational offerings at statewide meetings.

2005-2006 Goals:

1) Improve outreach to, and applications from, and enrollment by prospective students of color and out-of-state students.  In consultation with MIT director, set target to recruit at least 6 out-ot-state students into MIT for fall 2006. Work to provide more financial aid for them. Also work to maintain/increase diversity of applicant pool.  (activities to accomplish goal might include visiingt some local community colleges, target certain graduate school fairs to attend such as UC Santa Cruz)

2) Continue to explore level and types of documentation needed by the state for verifying endorsement competencies for current MIT students and for teachers adding endorsements. (activities include OSPI conferences, and also attending appropriated trainings such as Electron Records Management workshop Dec. 9 and possibly and ESL portfolio workshop at PSU).

3) Continue to learn about the TESC faculty’s areas of expertise and consult with them to assist in assessing students’ endorsement knowledge, and build networks for course/program planning that provides content knowledge needed by potential MIT students.

7/26/05 M. Foran

