RADFORD UNIVERSITY

Educational Leadership Field Experiences

Introduction


Radford University’s Educational Leadership Program is founded on a strong belief that professional growth in students may best be achieved with a balance of classroom instruction and actual experiences working with practicing administrators. The program is built upon the premise that the development of educational leaders is not the sole responsibility of any single agency or individual. In order to best prepare students to assume leadership roles it must be a cooperative, multi-institutional effort.


Field experiences in educational leadership provide the opportunity whereby individual school systems may share in the preparation of school leaders. A major component of the field experience for students of educational leadership is the school administrators with whom students will be working. The intent of the program is to provide students with real experiences based in actual school settings. Therefore, mentor administrators are major players in achieving this goal. It is through the mentor’s guidance and direction that students receive a rich and meaningful administrative experience.


Students wishing to receive an endorsement for provisional certification will be expected to complete the appropriate practicum. Students who are seeking endorsement for full certification must complete the appropriate internship.


For each practicum experience students are required to log a total of 120 clock hours devoted to administrative tasks. Students may complete the requirements for their practicum while maintaining a teaching position. However, hours accrued toward the completion of the practicum must be separate from their normal responsibilities as educators. Additionally, students are expected to attend seminars conducted on campus.


The internship requires that students serve under mentor principals for no less than ninety consecutive days during the regular public school year. This ninety-day period may be divided into two sections of forty-five consecutive days. Interns are required to complete 120 hours in an area other than the 90- day primary placement. (Areas incude elementary principalship, middle school principalship, secondary principalship, and central office.) In order to complete the internship, students must have no other professional responsibilities other than the internship.

Objectives of the field experience in educational leadership

· to provide students with a comprehensive view of the various roles of educational leaders

· to provide students with the opportunity to experience, as much as possible, a full array of actual leadership responsibilities within a mentor setting

· to provide students with the benefit of the expertise of both a practicing administrator and a university supervisor

· to provide students with the opportunity to apply in an actual school setting what they have learned as a part of the coursework of their program

· to provide students with the opportunity to further assess their strengths and weaknesses and thus better preparing them for the demanding role of educational leadership

· to assist students in the understanding and internalizing of the professional code of ethics of educational leaders

· to improve articulation and cooperation between local school districts and the university

Admission Requirements

· timely application (no later than four weeks prior to the desired starting time for the field experience)

· if in a Master’s Degree Program, the student must have been admitted to candidacy for the degree

· successful completion of 3 hours of program courses specifically in Educational Leadership

· permission of the sponsoring administrator

· authorization of the student’s advisor (signature on application to do a practicum or internship)

· daily, non-teaching time during which the student may assume the responsibilities of the desired field experience

Basic Requirements and Responsibilities of Students

· to assist in the initial development of the field experience

· to establish and maintain an uncompromised professional standard of conduct

· to maintain a log of all activities which are to be claimed as credit for the completion of the field experience

· to submit a full report that details each area of the field experience

· to attend all seminars as required by the University

· to fulfill the requirements as prescribed by the sponsoring administrator

· to log 120 clock hours each for an assignment with a an elementary principal, middle school principal, secondary principal, and with central office (total of 260 hours if enrolled in a practicum)

· to complete a 90-day internship of full-time administrative duty during the regular public school year (if enrolled in an internship); summer school may be used for no more than 45 days of the internship, and beginning and ending of the regular school year should be engaged in with the other 45 days in such cases. Interns are required to complete 120 hours in an area other than the 90-day primary placement. (Areas include elementary principalship, middle school principalship, secondary principalship, and central office.)

Basic Requirements and Responsibilities of the Sponsoring Administrator

· to assist in the initial development of the field experience

· to directly supervise and direct the field experience

· to counsel and guide students as necessary

· to enlist the help of the university supervisor when necessary

· to review all student materials at the conclusion of the experience and indicate to the university supervisor whether or not the student has successfully completed all requirements of the field experience

· to assist in the development of a plan of remediation in the event that the student does not satisfactorily pass the field experience

Basic Requirements and Responsibilities of the University Supervisor

· to assist in the initial development of the field experience

· to establish and maintain contact with sponsoring administrators and students throughout the field experience

· to provide requested support to sponsoring administrators and students throughout the field experience

· to organize and conduct seminars throughout the field experience

Practical Aspects of the Field Experience


It is the goal of the field experience in educational leadership at Radford University to provide students with guided experience in a school setting that permits them to assume actual administrative responsibilities. Ideally, all aspects, whether managerial or instructional in nature, will enhance the students’ training as instructional leaders.


To facilitate the attainment the attainment of this goal, a cooperative effort will be undertaken by the sponsoring administrator, the university supervisor, and the student to establish specific activities which the student is expected to complete. The following is a listing of the basic categories which may be used as a guide when developing students’ field experiences. While the breadth and depth of each category will, in part, be determined by the setting and the situation in which each student works, it is the goal of the program to ensure that students receive experience in each category (e.g., professional growth, curriculum, etc.). A checklist of the activities below is available for planning purposes.

1.
Professional Growth

· reading related professional journals, books, etc.; at the conclusion of the experience, the students are to submit a bibliography of the material they have consulted

· being active in professional organizations

· attending professional meetings

· attending at least one meeting of the district’s board of education

· Other: ______________________________________________________

2.
Curriculum

· assisting in the development of the school’s master schedule

· assisting in the development of the curriculum guides or courses of study

· assisting in the organization, and conducting when possible, faculty meetings that have curriculum and instruction as their primary focus

· initiating with curricular innovation (resource information on models for curriculum development: district, school, classroom)

· assisting in the curricular undertaking of addressing the multicultural needs of the school’s student body

· assist with the work of a textbook adoption committee

· Other: ______________________________________________________

3. 
Instructional Aspects of Administration

· holding conferences with teachers concerning the improvement of teaching techniques

· assisting with models of teaching, learning styles, and teaching styles

· assisting with analysis of standardized test data and other assessment measures

· demonstrating an understanding of the teaching/learning process

· developing a plan to assist teachers in need of instructional improvement

· Other: ______________________________________________________

4.
Managerial Aspects of Administration

· working with the operation and maintenance of food service (including the processing of free and reduced lunch applications where available)

· administering the transportation network serving the school

· working with pupil truancy/tardiness/drop outs

· working with administrative record keeping

· making duty assignments of teachers

· assisting in the development and maintenance of office products

· developing and disseminating appropriate communication, i.e., memoranda, announcements, etc.

· assisting in the development of plans for dealing with emergency procedures, i.e., fire, bomb threats, inclement weather, etc.

· supervising extracurricular activities

· assisting the development of the school renewal or school improvement plan

· Other: ______________________________________________________

5.
School-Community Relations

· participating in the PTA/PTO meetings

· working with parent advisory groups

· working with community groups and organizations

· developing a plan in which a positive school image is created and maintained

· developing press releases

· preparing a school newsletter

· Other: ______________________________________________________

6. 
Pupil-Personnel

· working with pupil discipline problems

· working with standardized testing

· working with the guidance process

· holding parent/teacher conferences concerning discipline, attendance, etc.

· working with student scheduling

· being involved with health program activities

· working with home bound programs

· assisting with alternative school placements

· assisting with the handling of sick children

· Other: ______________________________________________________

7. 
Special Services

· acquiring an understanding of all federal, state, and local guidelines regulating special services

· being involved in identification process of students with special needs

· being involved in the process of determining student eligibility for special services

· assisting in the coordination of the process that ensures that special services and regular services work together in order to provide the least restrictive learning environment for al children

· scheduling of special services, i.e., special education resource rooms, etc.

· Other: ______________________________________________________

8.
Staff-Personnel

· conducting a faculty/staff meeting

· assist with staff development programs

· developing staff orientation

· assisting in mentoring beginning teachers

· Other: ______________________________________________________

9.
Physical Facilities

· completing routine cleaning/maintenance checks

· assisting with ensuring compliance with state fire codes

· completing a facilities needs assessment

· understanding of heating unit

· understanding fuse/breaker box operation

· becoming acutely aware of the needs of the handicapped

· becoming aware of all safety aspects of the physical plant

· technological maintenance, network servers

· Other: ____________________________________________________________

10.
Finance and Business Management

· being cognizant of the source of school funds

· understanding fiscal responsibility

· understanding federal, state, and local laws and policies that regulate the expenditure of school funds

· issuing purchase orders

· assisting in the accounting procedures

· assisting in the expenditure procedures

· assisting with fund raising

· Other: ______________________________________________________

11.
Assessment and Evaluation

· monitoring and assessing student progress

· monitoring and assessing program progress

· completing a program needs assessment

· assisting with analysis of standardized test data and other assessment measures 

· shadow a principal’s observations and evaluation of a teacher who has agreed in advance (actual evaluation not to be done by student; observation only, and when appropriate)

· shadow an evaluation conference of the principal and/or assistant principal by central office, when desirable

· Other: ______________________________________________________

12. 
Computer/Technology Applications

· taking an active role in improving overall teaching and learning in a school by assisting with implementation of technology plans

· assist with technology, telecommunications, and information systems that enrich the school’s curriculum

· observing and when possible, gaining experience using the Columbia or SASA system of the school

· prepare PowerPoint presentation for PTA, PTO, or faculty meeting illustrating the teaching and learning accomplishments of the school

· Other: ______________________________________________________

13.
Other (to be decided by on-site supervisor in cooperation with the student and 

student’s advisor)

· ____________________________________________________________

· ____________________________________________________________

Summary Reports Checklists, and Logs


At the conclusion of the field experience all summary reports, checklists, and logs must be reviewed by sponsoring administrators. Sponsoring administrators must sign indicating that the student has successfully completed all duties, tasks, and responsibilities being claimed as credit for the field experience. Once sponsoring administrators has signed off on students’ work, the work is then to be submitted to the university supervisor.


Logs may be handwritten, but must be legible. They should consist of a brief description of all activities undertaken, including dates and times for each activity.


Checklists of all activities performed are to be submitted with the log to verify the range of experiences during the field experience. The checklist is appended to this manual.


Summary reports are to be a reflection of the overall experience. They are 6 to 8 typed and double-spaced pages with 12 point font and one-inch margins on all sides. These reports are to be representative of graduate level work.


Letters from on-site supervisors should be mailed to university supervisors upon completion of a field experience. The letter should briefly detail the activities undertaken and provide a general statement of evaluation of the intern/practicum student.


Bibliographies of materials are expected if Section 1- Professional Growth involved reading or viewing materials for the field experience. Bibliographies are to be typewritten in an APA style.

Conclusion


It is the intent of the Educational Leadership faculty at Radford University to provide a rich and varied professional experience to potential educational leaders. The program combines the theoretical and practical aspects of administration and supervision based on established research.


Through the program’s field experiences students are being provided with a rich opportunity for professional growth. During the practicum experience they will be afforded the opportunity to apply what they have learned in their coursework in an actual school setting under the cooperative guidance of an administrative mentor and a university supervisor.


It is the expectation of the program faculty that quality educational leaders will be prepared to assume the complex and demanding role of administering our nation’s schools as we begin the 21st century. It is our firm belief that Radford University faculty members, working in combination with local school district leaders, shall provide students maximum opportunity to develop excellence as professional leaders in the field of education.

