Maggie Foran Self evaluation July 2005-July 2006

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.

Summary of Year:

It had been another full year recruiting, advising and managing the records for students in the process of obtaining the MIT degree, Professional Certificate, and special education and other additional endorsements.   All required state reports were completed in a timely manner and I kept current on updates in certification and issues around how teachers are determined to be highly qualified.  I assisted the director in advocating for more tuition waiver funding for out of state students. While fulfilling my duties to the MIT program with a high level of service, I have also helped facilitate more teachers obtaining individual learning contracts with faculty as they work to add endorsements.  I began to prepare myself for a fall 2007 program accreditation visit by updating my knowledge of record-keeping and evidence collection through a “Managing the Organization’s Records” course, and through attending both a state and national conference on assessment in teacher education. I was active in the selection of the new MIT director, and proposed the MIT program relocate with the Evergreen Center for Educational Improvement and the Washington Center to strengthen collaboration between our programs.  

Service to the campus community included active involvement with the Exempt Staff DTF and serving on the hiring committee for a new Financial Aid Director.  For the larger community of Olympia and the state I served on the Higher Education Coordinating Board’s selection committee for the Future Teachers Conditional Scholarships, and replaced Stephanie Kozick as Evergreen’s representative to South Puget Sound Early Childhood Education Program Advisory Committee. For OSPI I was invited to attend a training and provide feedback on their pilot electronic certification program, and I was a member of the planning committee for the annual OSPI certification conference held in October. 

I have had a supportive and collegial working relationship with the MIT director, faculty and staff, and TESC faculty and staff.

While the number of actual applicants to the MIT program was disappointing and less than expected, I facilitated more visits by potential students and applicants to actual MIT classes.  The MIT program does have a qualified class of 45 ready to start fall 2006, but did not have the numbers to grow to 60. Program inquiries were up and we expect more Evergreen undergraduates are in the process of preparing to apply to MIT in future years per the Advising Office, and given full enrollments in the daytime “So You Want to Be a Teacher” program and the two evening “Towards Becoming a Teacher” classes.

As always, I would like to become more proficient in my computer knowledge and skills. I became familiar with the state’s records retention schedules, and am in the processing of completing a records retention schedule for paper and electronic records for the MIT program that I hope to complete and implement in the coming year including assuming responsibility for backing up the graduate programs’ server records.  I kept the MIT information sessions section of the MIT website current with Dreamweaver, and plan more training in web management in order to take over the maintenance of the MIT webpage from the outgoing MIT director.

I did not devote enough time to developing and implementing an effective plan for recruiting prospective students of color and out-of-state students, and plan to work with the new MIT director more closely on this goal.

Accomplishments:

New:
Increased capacity to work with teachers wanting to add endorsements, including the addition of Pathway 2. Worked with students to connect to appropriate faculty sponsors and was able to get Stephanie Kozick and Sue Pittman involved in becoming SPED sponsors.

Joined the SPSCC ECE Advisory committee as Evergreen’s representative.

Served on the HEC Board’s selection committee for the Future Teacher’s Conditional Scholarship and Loan Forgiveness Program.

Participated in a feedback day at OSPI on pilot electronic certification program.

Visited Western Washington University’s teacher certification program for overview on their records management.

Presentation on teacher certification to Lester Krupp’s “Towards Becoming a Teacher” class.

Gave feedback on college’s strategic plan.

Worked with MIT director in advocating for tuition waiver assistance for out of state students.

Prepared summary data sheet on Evergreen’s MIT program, and provided program catalogs to 
WACTE in January for education of the PESB.

Implemented application process for new Olympia Tumwater Foundation MIT scholarship. 

Reviewed EBI data and PESB Report on Washington’s System of Preparing and Certifying Educators and shared relevant information with MIT faculty and PEAB. 
On-going:

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 and CASE scholarships, loan deferral/forgiveness, other benefits available to teachers.

Provided program statistics as needed to Evergreen’s legislative liaison.

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

Continued outreach to Evergreen Tacoma campus with workshops, and continued outreach to South Puget Sound Community College by attending two quarterly advising day sessions with early childhood education students.

Archived MIT files. 

Kept MIT students aware of need to elect students to MIT Graduate Student Association to keep organization active, encouraged planning of activities and tapping funds from Student Affairs.

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.

Ensure 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, conduct information workshops.

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

Create annual MIT placement report for OSPI, assist with annual Title II report, complete NES 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.

Work with MIT students adding endorsements.

Verify and complete all certification paperwork for MIT graduates.

Process additional certification paperwork as needed.

Assisted with MIT newsletter by writing articles, proofreading.

Recruitment/Advising:
07/05-07/06

20 on-campus MIT info sessions (I did 19, Scott did 1)

08/05-06/06 

11 MIT info. sessions at local library with other grad programs

10/05; 02/06; 05/06
3 MIT info sessions at TESC-Tacoma

11/05

Graduate Programs Fair, TESC

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

11/05, 02/06

So You Want to Be a Teacher workshop, Housing, TESC 

11/05, 2/06

SPSCC ECE advising days

12/05, 3/06, 5/06
Academic Fairs, TESC

01/06
MIT posters & letters sent to all education coordinators Washington tribes

04/06

Saint Martin’s College/TESC Career Fair

Certification:

Certifications processed 8/05-7/06 

39
residency certificates

3
residency renewals

4
professional certificates

11
intern substitute certificates

1
emergency substitute certificate

32
substitute certificates

30
additional endorsements (28 individuals, 8 of these were special education)

Assistance to MIT Graduates:

Completed teacher education verification forms for other states’ Departments of Education

Verified GRE test score for doctoral candidate
Service to Campus Community:

09/05
Presentation at Symposiums on Exempt Staff Salaries

01/06
Presentation to Lester Krupp’s “Towards Becoming a Teacher” class

02/06
MIT director search committee

03/06
Assisted with Pancake Breakfast fundraiser for food pantry

Sp 06
Exempt Staff DTF

07/06
Financial aid director search committee

Service to Outside Community:

09/05
One day feedback on pilot electronic certification program at OSPI

11/05
Future Teachers Scholarship Selection Committee thru HEC Board

06/06
SPSCC ECE Advisory Committee

all yr
OSPI annual certification conference planning committee

Training:

09/05
Training to be contract sponsor

10/05
computer workshops on Photoshop and Dreamweaver

10/05
OSPI annual two day certification conference

12/05
Quarterly OSPI Certification videoconference

12/05
Introduction to Electronic Records Management, WSD Personnel 

01/06
AV training, SEM II

01/06
AACTE national conference
03/06
Quarterly OSPI Certification videoconference

03/06
Anti-oppression training workshop, Day of Absence, M. Vavrus & P. Bohmer

03/06
Beyond Inclusion, one day training by Dr. Leticia Nieto

03/06
Nondiscrimination, Sexual Harassment Prevention, ADA, Ethics training

04/06
OSPI Assessment two day workshop

05/06
Highly Qualified Teachers training by OSPI

06/06
Quarterly OSPI Certification videoconference
Sp06
Managing the Organization’s record, spring class 4 credits
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.  Consultant to MIT director on emerging issues, programmatic concerns.  Able to represent Evergreen at statewide meetings. Took initiative to keep updated on certification issues, especially status of what it means to be highly qualified as a teacher.

How Addressed 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-of-state students into MIT for fall 2006. Work to provide more financial aid for them. Also work to maintain/increase diversity of applicant pool. Goal of 5 out-of-state applicants not achieved. Did take steps towards goal by working with the college to obtain $30,000 in funds to provide tuition waiver assistance to out-of-state students, but came too late in the year to influence recruitment in any significant manner. Did mailing of posters and program information to state’s tribes. More needed in this area.
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. 

Ask at every state meeting attended this year for clarification on evidence needed to verify completion of endorsement competencies not covered by WEST-E, and should receive update from OSPI committee on this issue at Oct. ’06 certification conference. Attended state assessment conference in April.
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. Worked with Martha Henderson to update her on geography competencies. Worked with Dharshi B. on development of summer science course that incorporated competencies. Worked with Vaughn Foster-Grahler, Stephanie Kozick, and Sue Pittman on planning Independent learning contracts for students working on endorsements.  Encountered some difficulty with Evergreen faculty developing competing summer courses/contract work for MIT students.
2006-2007 Goals:

1)  Work with Financial Aid to improve funding for MIT students, and if possible, for completion of endorsement requirements as it is very limited currently.

2)  Work with MIT director to create Marketing plan, including assessment of downturn in applications, needs for outreach, etc.

3)  Prepare for fall ’07 accreditation visit by collecting evidence and developing assessment charts, etc.

4)  Complete and implement MIT records management plan, including assume responsibility for backing up Graduate Server’s records.  Explore use of electronic portfolios.

5)  Obtain more web management training to keep MIT website current.

6)  Work with career center, admissions and academic advising offices to update on teacher certification and ensure accurate information is distributed.

7)  Work with library on curriculum room and ECEI resource room to coordinate information on materials.

8)  Obtain more training on Banner, work to be able to use query functions to create reports.

9)  Revise MIT information sessions, incorporate use of video-clips from the programs.
8/17/06


