Maggie Foran Self evaluation July 2006-July 2007
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 state policies and rules regarding teacher education. I assisted the new MIT director with learning the scope of program administrative responsibilities and provided timely input to her on programmatic concerns. Much time was devoted to envisioning, understanding and implementing the necessary evidence collection and analysis for the approaching fall ’07 accreditation visit. I also co-taught a course on applying to teacher certification programs.
Inquiries to MIT remain steady and the number of actual applicants to MIT was the same as last year, but not at the increased number and quality the Admissions Committee desired in order to be selective in choosing candidates with graduate school potential. Recruitment remains a challenge with inadequate resources and assistance from other college departments, increased competition from other certification programs, higher state’s expectations for endorsement preparation of teacher candidates, and Evergreen’s variable ability to offer coursework covering endorsement content knowledge adequately and consistently. The development of a new MIT informational brochure and outreach to AmeriCorps participants as potential MIT applicants were positives. Number of diverse MIT students remained the same but much lower than desired.

Special education endorsement students are being steadily hired upon completion of our special education sequence of courses, and school districts are taking increased interest in our program. While the number of additional endorsements processed in areas besides special education was  down from last year,  I do not want to encourage growth in this area without further evaluation on whether this is a good expenditure of time and energy given other competing priorities, such as the instigation of the M.Ed. program. 
One disappointment was inadequate contact with prospective students from the Tacoma campus. MIT information workshops were scheduled each quarter but not publicized adequately by Tacoma staff. I had one attendee fall quarter, and when I had to reschedule the winter workshop due to illness, the Tacoma staff did not get back to me in a timely manner to set a new date before the quarter ended. I canceled the spring information workshop when only one person signed up. I believe MIT will need to work with the Tacoma director and faculty advisors more closely so that they identify prospective education students during their first quarter or two at Tacoma, and assist them with long range planning to prepare for certification. I would also like to see the Tacoma faculty and staff to encourage and educate students about teaching as a viable career where they can make a positive impact on children’s lives.
Accomplishments:

New:
Suggested open house to acquaint campus with new MIT location, helped implement joint open house with WA Center and ECEI.

Short information session on MIT during First Peoples Orientation on campus.

Visited Western Washington University’s Huxley College to do information workshop on MIT for prospective students, met with college advising staff
Visited Northwest Indian College advising staff to educate them about MIT, encourage prospective students to consider TESC

Researched federal Indian Education Grant RFP, met with appropriate college staff to discuss when and if to apply, flag for possible plan to apply in future

Contacted all Western Washington AmeriCorps grants to publicize MIT and scholarship opportunity.
Letter sent to out of state MIT inquiries about out of state tuition waiver.

Attended Washington State AmeriCorps Annual Conference Job Fair March 2007 in Wenatchee

Instigated workshop on financial aid application process and procedures for first year MIT students in winter quarter to prevent financial aid difficulties and promote timely awards for their second year. 

Met with new financial aid director to encourage better web access to graduate scholarship information, to encourage development of process for second year MIT students to be able to obtain emergency loans earlier in September, and to review MIT students concerns over lack of timely financial aid awards for MIT students and ways to avoid future problems.
Instigated workshop in May on summer contracts and classes for fist year MIT students needing to finish endorsement coursework

Met with Griffin school superintendent to discuss opportunities for MIT students and Evergreen undergraduates to develop Spanish language training to elementary students

Assisted with M.Ed. planning.

Verified electronically to ets.org Praxis data on 2006 program completers for Title II report.

Collected and analyzed WEST-B data on MIT applicants, admits, program leavers and program completers over past three years for accreditation visit. Identified trend that program leavers had higher percentage of WEST-B writing scores not meeting state average.  Recommended flagging MIT applicants and admits with writing score below state average as one warning sign about possibly needing additional assistance.

Collected and analyzed WEST-E data on MIT admits and current students in relationship to state averages for accreditation visit.

Collected information on program leavers over past five years for accreditation visit.

Assist with revising candidate review form for MIT Admissions Committee.

Met with new Alumni director and College Relations director, Writing Center director and tutors along with MIT director for program visibility.

Oriented new MIT director to certification updates and record-keeping.

Co-taught new course on applying to teacher certification with MIT director and placement staff member.

Provided information on MIT for Simon Fraser University faculty visit to MIT.

Assisted with development of new MIT brochure.

Met with new transfer admissions counselor Jerad Sorber to discuss attending some of his information meetings/fairs at community colleges, and to have him provide MIT information in his travels.

Provided data on MIT alumni for UW student on new teacher retention and mobility.

Acquaint MIT faculty with changes to endorsement competencies.

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, highly qualified teacher requirements 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, and other benefits available to teachers.
Provided program statistics and names of MIT alumni and current students as potential speakers to legislators as needed to Evergreen’s legislative liaison.

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 meeting with MIT director and Academic Advising staff for educating new staff and providing program information updates. Provide updated test fliers to Advising and Career Center.

Attended MIT faculty meetings.

Attended Graduate Programs meetings.

Annual meeting with TESC Foundation office to clarify Graduate Programs Awards amounts and process. 

Maintained MIT inquiry database and prepared annual analysis report.

Maintained MIT applicants’ and current students’ databases.

Worked with Graduate Programs staff and Financial Aid to rework annual Graduate Studies Awards form, publicize to current and new students, review MIT applications and make recommendations; prepare award letters, track awards.

Monitored MIT applicants reviewing all transcripts for endorsement requiremets met/unmet, assisted with MIT Admissions Committee, and prepared award letters, tracked deposits.

Monitored completion of endorsement requirements on current MIT students.

Ensured completion of all paperwork on MIT graduating students.

Assisted with catalog revisions.

Continued to update advising handouts as needed, conduct information workshops.

Assisted MIT director with presentations to planning units, and programs such as The Age of Irony and two science programs when invited

Assisted with monitoring MIT work-study assistants and provided projects.

Created annual MIT placement report for OSPI, assisted with annual Title II report, completed NES and ETS reports. Distributed WEST-B vouchers and provided accounting to PESB.

Tracked WEST-B and WEST-E scores and provided to Admissions Office (received in MIT office).

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

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

Assisted with MIT orientations and graduation.

Worked with MIT students adding endorsements.

Verified and completed all certification paperwork for MIT graduates.

Assisted with MIT newsletter by writing articles, proofreading.

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

Coordinated with MIT faculty on prospective students’ visits to MIT classes.

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

Networked with EWS, Summer School and Extended Education staff to ensure timely submission of proposed special education courses.

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

Monitored legislation affecting teacher education and certification, state education reports including Washington Learns, changes within PESB and OSPI Professional Education and Certification rules and regulations affecting teacher education programs, endorsements, testing.
Worked to publicize special education endorsement courses, advise prospective special education endorsement candidates on sped sequence of courses, verify experience and prior credits towards sped endorsement, facilitate enrollment through provision of faculty signature and development of sped contracts as needed, complete pre-endorsement paperwork for districts as needed, verify endorsement completion.

Worked with teachers wanting to add endorsements to understand process, develop educational plans, review competencies with them, complete verification process.

Recruitment/Advising:
07/06-07/07

14 on-campus MIT info sessions 
08/06-06/07 

9 MIT info sessions at local library with MPA programs

09/06
Presentation at First Peoples’ Orientation on MIT

10/06
1 MIT info session at TESC-Tacoma, winter and spring ones cancelled due to low sign up
11/06
Letters to all AmeriCorps grants within Washington about MIT and AmeriCorps scholarship

11/06

Graduate Programs Fair, TESC

11/06, 2/07, 5/07
Quarterly Advising Festivals, Housing, TESC

11/06, 02/07

Teaching Career Pathways workshops, Housing, TESC 

11/06, 2/07

SPSCC ECE advising days

11/06, 3/07, 5/07
Academic Fairs, TESC

01/07
MIT brochures sent to all education coordinators Washington tribes

03/07

Saint Martin’s College/TESC Career Fair

03/07


AmeriCorps Job Fair Wenatchee
Certification:

Certifications processed 8/06-7/07 

36
residency certificates

4
residency renewals

11
professional certificates (22 candidates still in the program)
6
intern substitute certificates

22
substitute certificates

10
additional endorsements (at least 22 in process)

4
special education pre-endorsement waivers

Assistance to MIT Graduates:

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

Verified GRE test score for doctoral candidate

Verified reading credits within MIT for ’95 grad seeking CA certification

Verified number of credits within MIT and salary placement structure in WA for MIT alum

seeking MD certification
Service to Campus Community:

10/06

Open house on MIT/Washington Center/ECEI

11/06 & 2/07
Met with MIT faculty candidates, provided feedback to hiring committee

Winter 2007
Co-taught course on Assistance with the Teacher Education Application Process

05/07

Participated in Religious Intolerance discussion sponsored by Student Affairs
On-going:
Exempt Staff DTF

Service to Outside Community:

10/06
Co-presented information and facilitated discussion on archiving certification records at annual certification conference

11/06

Future Teachers Scholarship Selection Committee thru HEC Board

02/07
Publicize new Senate Civic Education to MIT students and faculty

On-going
SPSCC ECE Advisory Committee quarterly meetings, Math/science subcommittee
On-going
OSPI annual certification conference planning committee

Training:

10/06
One day updated Banner training

10/06
OSPI annual two day certification conference

10/06
OSPI certification site visit training

12/06
Quarterly OSPI Certification videoconference

01/07
Datamart training
02/07
Access 101 training

03/07
Quarterly OSPI Certification videoconference

03/07
Highly Qualified Teachers training by OSPI

06/07
Quarterly OSPI Certification videoconference
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.
How Addressed 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. While actual dollars for aid has not increased, I worked closely with financial aid to resolve concerns about timely awarding of aid, obtain clarification about MIT students’ ability to have awards adjusted due to expenses above and beyond the COA budget used (e.g. gas for commuting to student teaching locations), and was able to secure from Financial Aid an agreement the MIT second year students to apply for and receive emergency loans earlier in September than first week of school.
I also continue to work with the MIT Director to advocated to administration the need for additional funding, especially waivers, for MIT students.
2)  Work with MIT director to create Marketing plan, including assessment of downturn in applications, needs for outreach, etc. I worked with the MIT Director on the development of a new MIT brochure, and contacts were made with College Relations and Enrollment Services. There was outreach to Native American students at Northwest Indian College, and to AmeriCorps participants to encourage them to apply to MIT. Further assistance, expertise  and resources are needed to distribute the MIT  brochures and create an effective marketing plan.
3)  Prepare for fall ’07 accreditation visit by collecting evidence and developing assessment charts, etc. Have collected evidence on entrance testing and program leavers, and assisted director with analysis. Will continue efforts through the October accreditation visit.
4)  Complete and implement MIT records management plan, including assume responsibility for backing up Graduate Server’s records.  Explore use of electronic portfolios. The computer backing up Graduate Server’s records was moved to my office. Have done some minimal back-up, but have turned this responsibility over to technologically savvy graduate assistant. While I have worked on drafting a MIT records management plan, this plan needs further refinement, informed by accreditation guidelines. Have not implemented electronic portfolios, although the MIT cohorts tried using an electronic portfolio template designed by Barbara Leigh Smith  for a project. MIT also implemented capturing master’s projects in electronic format for archiving by the library.
5)  Obtain more web management training to keep MIT website current. Have kept MIT information sessions section of MIT website current with my minimal Dreamweaver skills. Have provided feedback on redesign of MIT website by the institution. Could benefit from additional training.
6)  Work with career center, admissions and academic advising offices to update on teacher certification and ensure accurate information is distributed. Have met with the staff of these offices and provided information updates as necessary. Have identified need to work with EWS advisor and KEY advisors to ensure accurate program information is provided,
7)  Work with library on curriculum room and ECEI resource room to coordinate information on materials.  Made arrangements with ECEI program coordinator for process for MIT students to check out materials from ECEI library. Talked with library about status of curriculum room, encouraged MIT work-study project to update listing of resources, identify new resources to add.
8)  Obtain more training on Banner, work to be able to use query functions to create reports. Attended a Banner/Datamart training with Admissions supervisor Leona Walker, and a Banner/Datamart training for graduate assistant directors with Fletcher Ward. Attended a one day training on ACCESS. Need to practice and implement list making features of these programs that would benefit MIT. Obtained access to Gateway in order to provide faculty signatures for special education courses.

9)  Revise MIT information sessions, incorporate use of video-clips from the programs. Have updated information for MIT information sessions, and utilized program video-clips occasionally (but have not always had computer access to show the clips). Plan to meet with Academic Advising staff member Jeanne Eberhardt to further evaluate information session format.
2007-2008 Goals
1)    Assist with successful accreditation visit.

2)
Assist with the development and implementation of systematic assessment and records management plans.

3)
Assist director with educating college administrators about the FTE generated by MIT, special education courses and professional certificate courses, and additional resources needed to keep these programs viable.
4)
Assist with publicizing new M.Ed.

5)
Assist with training of new office support person for MIT/M.Ed.  programs and turn over some clerical duties not requiring a high degree of professional judgment to him/her.

6)
Assist director with review of endorsement offerings at TESC, implementation of new endorsement competencies, and re-establishing committee of endorsement subject content consultants from the faculty.
7)
Improve number and quality of MIT applicants through working to improve funding and resources for recruitment, improved outreach to diverse candidates, improved distribution of program materials, and collaboration and coordinated efforts with other college offices.
8)
Assist with planning for an alumni gathering in future years.
9)
Assist with review of special education endorsement program offerings.

10)
Educate prospective MIT students and advisors about changes to state’s endorsement competencies and tests.

11)
Do outreach to community college math and science transfer students, and math and science scholarship students, and math and science students at TESC to increase applicants to MIT from these disciplines.

12)
As always, continue to upgrade and implement technology skills.

8/14/07

