
Maggie Foran Self evaluation July 2007-July 2008
Summary of the year
This year included the five year program accreditation visit which went smoothly after being involved in thorough preparation last summer and early fall. I was pleased I was able to locate information for the accreditation site team when requested during the visit, and pleased the program received an exemplary rating for recruitment, admissions and retention which are areas I contribute to extensively.
As part of a college-wide study of exempt staff positions and salaries this year, job descriptions were updated. I participated in refining my essential job functions, and here is my assessment against each category this year:

1. Specialized Knowledge Consultant:  I remained current on ongoing changes to the state’s endorsement competencies, testing requirements, program implementation standards and reporting mandates. I distributed updated information to MIT faculty on the new endorsement competencies and new WEST-E tests and arranged for interested, prospective students to take pilot WEST-E tests in spring. I provided certification information and answers to the new M.Ed. program. I monitored state reports and proposed legislation/initiatives that might affect our program and provided feedback to MIT director, college’s governmental representative and state legislators.
2. Advising and Recruitment:  I suggested changes and implemented approved changes to endorsement requirements in response to new endorsement competencies. I facilitated several teachers in obtaining Pathway II endorsements by coordinating arrangements with appropriate faculty. I worked with MIT staff on marketing ideas and a recruitment budget proposal. I worked with interested PEAB members to conduct a panel about MIT on Evergreen’s Tacoma campus. A recruiting trip to Whitman College occurred in the spring. Ongoing recruitment activities such as information workshops, outreach to AmeriCorps participants, attendance at graduate school fairs, individual advising appointments, etc. continue. 

Inquiries to the program remain steady and the applicant pool and number of new admits was similar to last year, although it was hoped to improve the number and quality of applicants. One bright spot was an increase in the number of new admits pursuing math certification, a shortage area the state is encouraging more teachers to be trained in. Working to obtain state approval as the first teacher education college to offer the new middle level math endorsement I believe contributed to the increased number of math admits.
3. Admissions:  I continued to prepare MIT applicants’ admissions files for review by the Admissions Committee and participated in admissions decisions and tracking. Reviewed endorsement background of math M.Ed. admits.
4. Scholarship Monitoring:  I continued to update the MIT scholarship form, prepared applications for review, and notified recipients. I successfully advocated for scholarship funding allocated for the M.Ed. program to be applied to MIT students this year only. I tracked the new TEACH grant program and publicized the new Educator Retooling Scholarships, assisting several of our endorsement addition people with letters of support for their applications to PESB. I worked with the interim financial aid director to provide updated information on MIT expenses such as books and commuting to placement sites to request the cost of attendance figure be revised to more accurately reflect costs incurred by our students.
5. Program Records Management:  Continued keeping accurate certification files. Provided

Input on types of data MIT needs to access and track on applicants, current students and alumni to registration and technology staff to better utilize college’s Banner system to access and track information, and create reports. Working to decrease reliance on our Filemaker Pro databases.
6. Program Reporting:  Continued with ongoing reporting obligations, and assisted director with preparing new endorsement approval and reapproval forms. Provided program data to college administrators to demonstrate additional FTE the college captures from our special education and endorsement addition students. Examined five year endorsements awarded trends.

7. Program Publications:  Worked on revamping MIT catalog and website to incorporate new information for international students, changes to endorsement requirements and testing. 
8. Campus Collaboration:  Continued ongoing efforts to inform faculty and staff about MIT. Worked with M.Ed. staff and faculty to fine tune proposal, develop materials, and publicize program. Worked with Olympia and Tacoma Evergreen faculty to get the word out to students about an opportunity to take pilot WEST-E tests.
9. Additional Assistance to MIT Program:  Continued to assist MIT students with information workshops on financial aid, job search, etc. Assisted with decisions on graduate assistant/work-study students and projects for them.
The addition of a program assistant for the MIT/M.Ed. programs helped eased my workload, and will continue to do so as she assumes responsibilities for sending out catalogs, tracking inquiries and answering basic questions about the MIT program.
Recruitment/Advising July ’07-July ‘08:
· 17 on-campus MIT info sessions 
· 3 MIT info sessions at local library 

· 3MIT info session at TESC-Tacoma including panel of MIT alums on PEAB in Feb.

· Letters to all AmeriCorps grants within Washington about MIT and AmeriCorps scholarship

· 3 Quarterly Advising Festivals, Housing, TESC

· 2 Teaching Career Pathways workshops, Housing, TESC 

· 2 SPSCC ECE advising days

· 3 Academic Fairs, TESC

· MIT brochures sent to all education coordinators Washington tribes

· MIT brochures to admissions counselors

· MIT brochures and letters to education departments at regional universities and community colleges

· AmeriCorps Job Fair Yakima
· KPLU Graduate School Fair Washington Convention Center Seattle

· Graduate Programs Fair TESC

· Recruitment table and spoke to Intro to Ed classes at Whitman College

· Worked with WOIS and OSPI to update websites about ed offerings at TESC

· Emailed education intent students at TESC

· Emailed STEM scholarship recipients at TESC

· MIT catalogs and brochures distributed to new faculty, appropriate offices

· Visits to targeted classes such as INS, M2O, So You Want to be a Teacher

· Arranged for prospective students to take pilot WEST-E tests

· Provided input on MIT marketing plan, recruitment budget

· Extensive feedback on updating MIT catalog and website, ensure accuracy of info

Certification:

Certifications processed 8/07-7/08 

35
residency certificates

2
residency renewals

13
professional certificates (22 candidates still in the program)
13
intern substitute certificates

22
substitute certificates

13
additional endorsements (7 were special education)
2
special education pre-endorsement waivers

3
educator retooling scholarship letters

~10
institutional recommendation/verification of program completion forms for alumni applying for certification in other states

Service to Campus Community:

· M.Ed proposal – assisted with information, editing

· M.Ed Marketing discussions

· MIT/M.Ed. ESL Position Hiring Committee

· M.Ed Math Position Hiring Committee

· MIT/M.Ed. office assistant Hiring Committee

· Graduate Studies Quarterly meetings –advocated for more scholarships and recruitment $

Met with Foundation staff and negotiated using some of the new M.Ed. award funds for one time use by MIT for 2008-200, and use of Colfax Award for non-native students with interest in improving education for native students

· MIT alumni reunion planning discussions

· Met with state legislators on education issues

· On-going: Exempt Staff Compensation Advisory Committee
Service to Outside Community:

· Reader for Future Teachers Scholarship Selection Committee thru HEC Board

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

Training Completed:
· OSPI annual two day certification conference and quarterly videoconferences
· OSPI Standard V training
· OSPI middle level math and science endorsements collaborative sharing meeting

· Updated Banner and Datamart training

· EBI Data webinar

· Training on computerized submission and tracking of Independent Learning Contracts

· Data Driven Programming: Building Stronger Alumni Engagement at a Small College

· When the Civilian Warrior Comes Home and Back to School – Academic Reintergration

How Addressed 2007-2008 Goals:
1)    Assist with successful accreditation visit. - Accomplished, including able to assist site team in locating desired information on ethnicity of MIT participants, etc.

2)
Assist with the development and implementation of systematic assessment and records management plans. - Still in process but moving forward with development of MIT program files on hurricane file server accessible to MIT staff and faculty
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. - Assisted with providing program data to budget coordinator, RUMP group, etc.
4)
Assist with publicizing new M.Ed. – Accomplished by providing appropriate referrals
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. – Accomplished by working with office assistant to learn about presenting information workshops, giving her inquiry database information to input and track, etc.
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. - Accomplished by assisting director with state forms for reapproval of current endorsements and approval of new endorsements, distributing information on new competencies to MIT faculty, proposing some minor changes to MIT faculty and PEAB around  endorsement requirements given new competencies.
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.  -Partially accomplished through proposing increased recruitment activities and scholarship funding, increased distribution of MIT materials, better coordination with admissions counselors, and some new recruitment activities. The actual number of MIT applicants remained very close to the numbers from the prior year, with some improvement in quality of applicants, especially with a jump in the number of applicants pursuing math endorsements. The number of diverse applicants still is not what is desired.
8)
Assist with planning for an alumni gathering in future years. – Planning has begun, have provided some input.
9)
Assist with review of special education endorsement program offerings.  Met with local SPED directors and also reviewed evaluations from students who took our SPED courses. Met with SPED instructor and MIT staff to evaluate changes to SPED program offerings given this feedback and the new state competencies.
10)
Educate prospective MIT students and advisors about changes to state’s endorsement competencies and tests.  – Accomplished through handouts, dialogue with the testing coordinator at PESB, provision of updated test preparation materials and competencies to MIT faculty and staff.
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. – Partially accomplished by outreach to current TESC math/science students and scholarship recipients, and letters to CC advisors.
12)
As always, continue to upgrade and implement technology skills.  Worked with registration and technology staff about better utilization of Banner for information tracking and reporting needs. Worked to implement MIT catalog requests through Banner. Received updated training on Banner and Datamart and have begun using Datamart reports to track catalog requests and paid deposits by new admits to MIT. Still need to work with technology team to implement some information tracking through Banner, and to evaluate which files in Filemaker to continue utilizing
2008-2009 Goals:

1. As always, improve outreach to, and applications from people of color.
2. Continue advocating for increased financial assistance for MIT students.

3. Continue assisting director with monitoring and providing input on proposed changes to state policies affecting teachers and teacher education programs.

4. Work more closely with Evergreen-Tacoma faculty and staff to help them understand teacher certification, interest more students in becoming teachers, and better prepare prospective applicants.

5. Update adding endorsement and special education endorsement information on MIT website.

6. Work to incorporate updated videoclips on MIT website and into MIT information workshops.

7. Continue developing, refining and implementing records management and archiving plan.

8. Learn and develop some Powerpoint presentations.
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