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ABSTRACT

Rosemary R. Boiano, Computer Seience Curriculum in the
Community Gellege: An Evaluative Study, 1995, J. Sooy, Computer
Science Education

The purpose of this study was to assess the sufficiency of the
Computer Studies curriculum at Camden County College in meeting
the needs of its [ocal job markst.

A questionnaire was distributed to 106 computier based
businesses in southern New Jersey, northern Delaware, and the
greater Philadelphia arga. The purpose of the survey was twofold. it
was first necessary to ascertain whether or not these businesses
would hire individuals possessing an associates degree in Computer
Science and if so, how many such positions might they have
available in any given year. The survey then questionad
respondents about the individual needs of their organization with
ragard to entry level positions in the areas of software design and
implementation. Fifty-seven, 54 percant, of the surveys were
completed and returned.

The researcher also investigated several areas of rapidly
changing technology which included CASE Teocl Technology, Object-
Oriented Programming, Client/Server Systems, Hypermedia,

Dalabase Programming, and Graphical User interfaca.



The survey results coupled with the authors literary search led
to the conclusion that Camden Gounty Gollege should update their
Computer Studies program and that faculty and adminisirators must
be aware of the need to continually medify this curriculum as the

technology cvolves.



MINI-ABSTRACT

Rosemary R. Boiano, Computer Science Curriculum in the
Community College: An Evaluative Study, 1995, J. Sooy, Computer
Science Education

This study assessed the sufficiency of the Computer Studies
curricutumn at Camden County College in meeting the needs of ils
local job market. A questionnaire was developed and distributed by
the researcher to ascertain the availability and requiremenis of entry
level pasitions. The researcher concluded the curriculum should be

modified.
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Chapter 1
Introduction o the Study

Introduction

This chapter presents an introduction fo the study of the
necessity for computer science curriculum assessment in the
community college environtment. Several topics are addrossed. A,
background on the mission of community colleges with regard to
preparation of students for immediate employment upon graduation
is presented. The need lo assess the sufiiciency of the curricutum is
stated in the problem section. The significance of the preblem
discusses the importance of continual assessment and modification
of community college curricula, while considering the community
college mission statement and the ever changing computing
technolegy. The limitations and procedures sections provide the
reader with a brief introduction 1o the method of research used by the
author as well as the limitalions of that research. A separate section,
definitions, is included to define technical terms used by the author
threughoeut the paper.
Background

A major emphasis of the community college is the preparation
of its students for employment in local business and industry. As
such, it is essential that the curricula offered by these institutions be
continually evaluated and updated to meet the changing needs of

empioyers in the geographic area served by that college.



The computer industry is continually evelving. Broome (1993)
compares the developmeni and mass praduction of the
microcomputer to that of the invention and mass production of the
automohkile. Originally automobiles were hand-crafted and owned by
few. Mass production of the automobile altered the course of
civilization. In a similar faghion, early computers were massive in
size and housed in environmentally conirolled rooms. The invention
and mass production of the microcomputer have changed computing
technology forever. Computers are now found and used in every
aspact of our existence. Personal computers are tound in homes.
schools, and offices. Sociely has become irrevocably dependent on
the services provided by these machines.

The invention and mass marksting of the microcomputar has
changed the way businesses operate. According to Reddy {1994),
"A whole new generation of hardware and a panoply of software has
blossomed making the earlier technologles almost obsolete” (p. 1),
This mandates major ravisions in the community colleges curricula to
keep pace with the changing fechnology,

Problem

The purpose of this study is to assess the sufficiency of the
computer science option of the computer studies curriculum at
Camden Gounty College in meeting the needs ot its emplayment

market, and presents curnculum revision recommendations.



Significance of the Problem

"The degree to which community colleges are successful is
largely a matter of how well they adapt their curricula to changing
environments." (Dever & Templin, 1993).

Community colleges are two vear institutions. Their mission
includes preparation of students for both transfer to baccalaureate
programs, and entry level career positions (n area business and
industry.

One objective of Camden County College, as stated in the
1992-94 College Catalog is, " To provide full-time and part-time
learners with diversified programs leading to appropriately varied
educational and occupational goals, including transfer to other
institutions and entry at various career levels of employment” (p. 2).

As technology changes, so do the needs of industry. "The
fast-paced development of new technologies has forced business
and industry to invest heavily in retraining the work foree® (Jacobs,
1993). Industry is relying on the community colleges to assist them
in this retraining mission. This means that the colleges must offer
customized courses to meet the specific needs of those businesses
in the community served by the instituticn. Thus, curricula must
reflect the needs of both continuing education and professional
development as technologies and the market change.

One must also consider the need for general education in the

currictium. These requiremeants are as important to business and



incdustry as the job-specific skills allained by students. The
curriculum developed for those studenls preparing for positions in
business and industry cannot vary greatly from the first iwo years of
four year college programs.

This study focuses on changes in compuling technology as
well as the changing requirements of the employment market in
proposing an updated curriculum for Camden County College. The
author researched several evolving areas of computing technology
for poszible inclusion in a modified curriculum. These areas included
CASE tools technology, client/server technology, database
management systems, graphical user interface, hypermadia,
information systems, and object-oriented programming.

Limitations

GCamden County College is & public two vear college
sponsored largely by the county of Camden. One purpose of a
community college is to meet the needs of the community that it
serves, This paper addresses those issues relevant to the needs of
business and industry in that area. A total of 118 businesses that
might utilize entry level programmers were surveyed.

According to the Camden County College Catalog (1992-94)
the student population is quite varied. Its policy stales; "Admission
to Camden County College is available to all applicants who have
graduated from an accredited secondary or preparatory school or

present a State Equivalency Certificate or have attained the age of



18 or older” (p. 7). The proposed curriculum revisions must
accommodate this diverse student base. The associaie of science
degree program in computer science cannot differ radically from the
first two years of {four-year college programs and the proposed
curriculum must be viable for several years considering the rapid
changes in lechnology coupled with the two year lag time betwean
proposal and implementation of a new curriculum.

Definitions

ACM - Association for Computing Machinery. This association has
devoted more than 20 years to the advancement of computer

science (Kolatis, 1988).

Artificial intelligence - Programming the computer to follow simple
hurnan thought patterns (Lawlor, 1992, p, 452).

CASE tools - Software package that evaluates hardware and
software alternatives according to requirements given by the
systems analyst (O'Leary & O'Leary, 1924-1895, p, 293).

Client/Server model - An information-system style with the ohjective

of moving the data as close to the user as possible (Lawlor, 1992, p.
464).

Database Management Systems (DBMS) - A saftware package that

takes care of the physical requirements of the data so that the user

need only be aware of the data's logical requirements (Lawlor, 1992,
p. 466).



DPMA - Dala Processing Management Associalion. This is a group

of information processing professicnals.

Graphical user interface (GUI) - A part of an operating environment

that allows the: user to interact with the computer by using graphical
symbols and intuitive actions, rather than typing character
commands on the keyboard (Lawlor, 1992, p. 470).

Hvpermedia - Sephisticated software that allows users to organize

and access infarmation in creative ways. It is designed (o wark the
way people think (Lawlor, 1992, p. 299),

Information Svstem - a collection of hardware, saftware, paople, data

and procedures that work logether to provide information essential to

running an organization (O'Leary & O'Leary, 1994-1995 p. 209,

Knowledge-based system - A computer system that simulates a
human expert by using stored knowledge and rules for applying that
knowladge to make decisions (Lawlor, 1992, p. 472).

MNetwork - A communications system in which any nodes is capable of

communicating with any oiher (Lawlor, 1992, p. 474).

Object Orisnted Programiming (QOP) - A programming concept that
facilitates writing reusable programming modules. It allows the
pragrammer o encapsulate data types and the declarartions for
operators that manipulate these vartables into an indivisible whals.
These objacts can be used to implemant abstract data types and in

constructing graphical user interfaces.



Frocedures

The purpose of this study was to determing the effectiveness
of the Camden County College computer studies curriculum in
preparing students for employment in its' geographic area. A
questionnaire was developed, validated and distributed to 118
computer related businesses in the tri-state area ( southern New
Jersey, greater Philadelphia area, and northern Delaware). A covar
letter and return envelope accompanied the survey. A second copy
of the survey was mailed to those who didn't respond before the
stated deadline. The responses of the questionnaire were tabulated
and charted by the author. The findings of this study, couplad with
research on the changing technologies, led to a proposal for

curriculum revision.
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Chapter 2
Related Literature and Research
Introduction
Chapter Two presents related literature and research in the
area of comrnunity college curricula. The chapter is divided into two
sections. The first section, Related Literature, begins with an
overview of the complexity of developing a curricula for these
institutions whose mission statements are most diverse. Particular
attention is given to the development of an effective computer
studies curriculum for a community college. As the schools seek to
prepare their graduates for immediate entry into local business and
industry, the curriculum must meet the needs of these employers.
Presented is a discussion of the evolving computing technology and
its effect on the needs of business and industry. Also discussed in
this section are several areas of rapidly changing technology which
might be included in an updated community college curriculum
including; client/server compuling, object-oriented programming,
database concepts, CASE tools technolegy, hypermedia, and
graphical user interface.
The second section, Related Research, discusses several
studies and proposals for restructuring the computer studies curricula
at the community college level as formulated by various

organizations after intensive research in this area.
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Relaled Literature

Community colleges have been in existence since the turn of
the century. Throughout their hisiory, these institutions have
continually adjusted thair programs and curricula to reflect the
changing needs of both the students and the marketplace.

Cohen and Brawer (1293) emphasized the role of carser
training in the community college. It is now ranked as the number
one function of these schools. Imel (1981) observed that career
development has been recsiving increased attention due to changes
in the economy, technology, and in attitudes of both emplovers and
employeeas,

According to Jacobs (1993), "Essentially, the tachnological
base of American Industry has changed dramatically and these
changes - nearly all in the direction of greater complexity and
interdependence - require workers who possess net only higher
levels of basic skills but also new skills in critical thinking, problem
salving, initiative, and collaboration” (p. 1). With the fast-paced
development of new technologies, businesses must continuaily
retrain their workers. This has caused educators to acknowledge
that schools must change their curriculum to reflect the changes
technology is making in the workplace. Dede (1293) states,
"evolving information technologies will transform the nature of work,
and this transformation will in turn affect the design and content of

school curriculum. As jobs change, schools must shift in responsa”
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{p. 23). Industry is forcing employees to have not only job specific
skills, but also general skills which would help them to adapt to their
changing job requirements. Critical thinking and the ability to make
predictions and decisions on oftentimes incomplete data will be
required skills for workers as the 21st century approachss.

In 1985, the Commitice for Economic Development suggested
that employees would prefer to see a curriculum that stresses
literacy, mathematical skills, and problem-salving abiiities - not just
technical expertise. It is time for community colleges to seriously
consider how to integrate general education into their programs.
This is consistent with Dede (1993) who states, "More fruitiul efforts
are likely to resuit from applying liberal education models that
integrate general education goals, student experiences, and
community resources, with the aim of preparing citizens to
participate effectively in an increasingly complex, rapidly changing
society" (p. 34).

[ Building Communities (1988), the Commission on the
Future of Community Colleges indicate that most teachers in the
cornmunity college environment are overextended and feel a lack of
the support necessary to stay abreast of their profession. Teachers
today are not only trying to stay informed of changes in their own
discipline but also in teaching technolegies. They need to
incorporate the new information technologies into their classroom

lectures. This takes both time and effort because it invoives
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changing the way teachers leach and students learn by Lsing new
information fechnologies. Technology can be a big asset to the
sducational process because it can assist an instructor in tailoring
their lessons to Individual learning needs and styles (Burkes, 1994).
Community college curricula In the area of computer sludies is
an especlally difficult curriculum to develop and maintain. The
technotogy is changing so rapidly that by the fime the new courses

are ready, they are almost obsolete. According to Reddy:

the: burgeoning field of microcomputers has transformed the
computer information systems curricula of higher education In
genaral, and community colleges in particutar... . There is a
need 1o study these changing expectations of local industries
regarding the entry level computer information systems
graduates from community colleges (1994, p. 2).

It is imparative thal the faculty in the communily colleges computer
studies curriculum remain current in their discipling. Currid (1992)
voiced the criticality of managers setting aside part of their recruiting
budget to talk to prospective employses and their faculty regarding
the up-to-date needs of Industry. A curriculum which remains static
for long risks severe obsolescence. Currid reminds us that many
schools are preparing students for positions of the past. She
expresses deep concern that students are still being taught
structured programming techniques and procedural programming
languages while we are rapidly heading into an era of objsct-oriented

programming.
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Kim (1990} voices his concerns about the ever-changing
student base and points out that when the ACM Curriculum 78 was
published most students had no prior use of computers when

entering college. He reminds us:

it is certainly the case that large numbers of students have had
significant programming experience before arriving in
college....Courses must change to appeal to students who are
familiar with many more and different aspects of computing than
in the past. These changes must accur not only in the content of
the course, but in the way in which they are taught (p. 24).

As these changes in computing technology evolve, schools are
taced with the problem of integrating new courses into an already
crowded curriculum. In a paper published by Kolatis (1988) an
overview is presented of significant factors to consider when
designing a computer scisnce curriculum for community colleges.

These include;

(1) the mizsion of the college to fulfill both career preparation and
trangier functions; (2) the influence exarted by the Assoclation for
Computing Machinery (ACM), which has published guidelines for
compufer science, information systems, vocational-technical,
and health computing curricula; (3) the needs of the
business/industrial community; (4) the needs and interests of
students; and (5} state mandates.

Kolatis (1988) also refers to an interview published in the
Communications of the ACM in which Kleinrock states
the concern of the university is not to pravide training narrowly

directed toward a particular industry’s special requirements, but
rather fo educate our scientists in the basic tools, methadology,
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understanding. and approaches that will survive the sharl five-
year life of today's generation of computers (p. 254),

As the 21st century approachas, educators must address
emerging trends. In reviewing the lilerature the author observed
continual reference to topics that were tagged as "slate-of the-art
issues in computing”. Some of thess topics include CASE toals
technology, object-oriented programming, client/server systems.
hypermedia, dalabase concepts, and graphica! user interfaces. The
following sections summarize these changing technologies and
discuss their importance as components of 2 community college
computer studies curriculum.

CASE Tools Technology, As companies continually develop

new software systems, the professional programmers are always
looking for ways fo make their job easier. Computer aided software
engineering (CASE) is an emerging engineering technique which
uses the power of the computer to automate many of the design and
development processes that were previously done by humans.

Some of these functions include: designing, coding, graphing,
structuring data, generating output reperts, and controlling the project
timeline. A company can purchase individual tools to do each of
these tasks or they can purchase a complete ool set known as an
integrated set which contains the software necessary lo design and

develop an entire system.
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"In the future, CASE tools will be able to automate information
sysiems projects from design to implementation o mainignance to
dieposal and be ahle to show users every interaction and interface.
Thesa systems will aven have the ability using expert system
technology to identify flaws in propesed designs and recammend
corrective changes™ (Fuller & Manning, 1994, p. 316-318).

The literature: suggests that at some point very soon, CASE
technology will be used by most companies. Data shows that
companies are waiting for complele CASE packages to be
developed Instead of just buying indlvidual tools, McFadden &
Hofler (1294) feel that CASE integratad tocls will ba used as
standard developrnant environments for the remainder of the
decads.

Companies will have to irain their employzes in the use of
CASE technology. If taught as part of a two year curriculum, these
concepts would be spread across several community callege
courses which deal with information systems design, and
development.

Object-oriented programming{OOP). According to Schonberd,

"Object oriented programming and design has become the buzzword
of the decade. Behind the obvious enthusiasm of the software
community thare lies the carrect perception that QOP simplifies the

design and construction of software systems” (19982, p. 13).
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"The: importance of object-oriented programming is
comparable to thal of Whitney's interchangeable part innovation and
for many of the same reasons™ (Cox, 1986, p. 25).

Compuler software has grown exponentially since its use
began inthe 1950s. "For instance, one large ¢lectronics company
recently estimated that their annual output of new software, if printed,
would yield a stack of paper 28 stories high” (Love, 1003, p. 10).

As new development of software continues at an alarming
pace, errors abound In the code, Many programs today have been
expanded so often, that they are not even similar to thelr original
programs. When one expands a program thal many times, things
slip through the cracks.

Object-orientad programming is a fairly new technology that
allows us to reuse software components across programs. The
development of object-oriented programming began with the
development of a language that supported the concepts of OOP:
Smalltalk (Goldberg and Robson, 1984).

Ohject-oriented programming is a totally different approach to
programming. Most programs wera formerly written using a
procedural approach to programming. OOP focuses on data rather
than processes and their implementation via subprograms (Sebesta |
1993, p. 516 - 518). The procedural approach to programming
causes the programmer to generate many lines of code and the

programmer musl iry {o design the program in such a way that it is
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expandable for future changes. The use of "ohjects" make this task
much easier.

"Object-oriented programming is accomplished by sending a
message to an object requasting that object to perform-some action”
(Object Legsons, 1993, p. 29). The programmer does not nead 1o
know how the object accomplishes its task. The programmer sirmply
has to send the object the appropriate information for the task at
hand and then receive the respense back from the object. Objects
can be used by many programs in sither the same or different
systems without changing the code.

Client/Server Systems. Lange ceniral computars arae very

expensive compared to smaller microcomputers and workstations.
As a resull, many organizations are downgsizing present applications
to these smaller, more cost-effective computers. The computers can
then be linked together in a [ocal area network so that they may
share resources such as prinlers, storage devices and so on,

The main objective of a client/server architecture is to allow
client applications to access server/managed data (McGovern and
White, 1980). The basic concepts of client/server architecturse can
be effectively taught in a two year program. As companies downsize
and move from a mainframe environment to the client/servar
architecture, it would benefit students to underatand the principles of

this technology.
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Client/Server systems are rapidly becoming the building
blacks for enterprise-wide computing systems in many organizations
(McFadden & Fuller, 1994),

Hypermedia. Hypermedia is an application tocl which has the
capability of integrating text, graphics, voice, music, video, and
animation into a single presentation. O'Leary (1994) indicates that
multimedia (hypermedia) techniques will soon be a part of most
software applications.

Hypermedia techniques allow the user to choose the amount
of material they wish to review as well as the sequence in which they
would like to view it (Fuller & McFadden, 1994). These techniquas
are already being used in the classroom. Dede (1991) realized that
hypermedia would enable a longstanding goal: that of an integrated
curriculum. "The curriculum could shift from the subject-centered,
disciplinary emphasis to a focus on real-world problem solving using
perspectives and tools from multiple fields" (1989, p. 26).

This technology is currently bsing used in four major areas of
the business sector. They are: training, sales and information,
desktop applications, and industrial and scientific operations
{O'Leary, 1994).

Via the Internet, a massive network of computers and data,
one can use two Internet innovations which make hypermedia
possible. The first of these Is the World Wide Web which is nothing

mere than thousands of computers linked together waiting for you to
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ask questions. Mosaic is the second componsent. This is just a fancy
name for some software which allows a user to highlight a word on a
screen and quickly connect to a remote site. Once there a user may
retrieve materials needed for a presentation, listen o music, watch
an old movie, or go shopping in virtual malls. All of this is possible
via hypermedia (Sussman, 1995).

The concepts of hypermedia might be presented as an
elective course in a compuier studies curriculum. They rmight be
included as a component of a course in information systems
retrieval. Students across all curriculums would benefit from a
course describing the Internet and the power of networked
computers, as they relate to student research papers and
presentations.

Database Goncepts. Database management systems are an

integral componeant of any information system. The Association for
Computing Machinsry and the Data Processing Management
Association have long recommended thelr inclusion in computer
studies curricula.

Database processing is a core compenent of modern day
information systems. All computer studies graduates should have
experienced at least one comprehensive course in database
systems. This course may be provided for through the use of any
popular personal computers (PC) based packages (DPMA, 1994). A

second course in database concepts should be presented.



Students need to understand the many methods of data
storage and retrieval. The database methodology has changed
through the last decade and has resulted in three main databasze
modeis. A student in a course on database concepts should have a
firm understanding of each of these models. Thay include hierarchic,
network, and relational models, Normalization of relational data
should be taught. Relational models are seen most frequently in
industry today but the othar models are still deeply entrenched in
many organizations.

Database technology is continuing to evolve. According to
McFadden and Hoffer: "Database and application development are
undergoing a revolution that is based on objects. Most future
database management systems will be based on objects or at least
will incorporate object-oriented functionality” (1994, p. 167}, The
Iiterature shows that there are already at least 20 object-oriented
database management systems in place. Cnce there are soma
standards set for object-oriented lechnology, the use of these
databases will undoubtedly increase.

The basic concepts of artificial intelligence and expert systems
might also be touched uponin a course in database concepts.
Knowledge bases play an important role in expert systems.
Although most of the literature recommends these topicﬁs be left to
the four year institutions, the DPMA recommends inclusion of an

introductary course in artificial intelligence in the two year prograrm.



Once again, it is imperative that community colfeges modify
their curriculums to keep pace with the evolving technology. The
basic concepts of database management can be introduced and
reinforced throughout the curriculum.

Graphical User Interface. As software continues to evolve,

graphical user interfaces (GUI1) are gaining in popularity. A graphical
user interface allows a user to move the cursor around the screen
{with a mouse or by using a keyboard). The user simply positions
the mouse pointer over an icon {graphical representation) to activate
pull down menus or to invoke the action represented by the icon.
{O'Leary & Oeary, 1884). There is a notable fransition in progress
from character-based interfaces to graphical interfaces.

Programming with GUl is becoming increasingly popular. The
program code is divided up inte small sections to handle specific
events, rather than the linear contiguous pragrams that most
programmers are used to generating. The literatura shows that
many schoots are offering a course in Visual Basic as a required
component of their computer studies curriculum because Visual
Basic employs the use of a GUI,

The use of Graphical User Interfaces affects the data base
market also. According to McFadden & Hoffer (1984) data base
systems are being developed on object-oriented concepts. This

trend affects both user interfaces and programming principles.



Helated Research

A review of the research indicates an urgent need for ongoing
curricula evaluation by community colleges in order to effectively
prepare graduates for positions in business and industry. Burke
(1994) reminds us, "If there is one certainty in the future of
technology, it Is not just change, but change at accelerating speeds”
(p. 1). He admonishes that educators do not have a moment to

waste in meeting these changes with updated curricula.
As Caine (1891) observed:

If students are to become generally more proficient, more
capable, of dealing with complexity and change, more highly
motivated, and more capable of working autonomously and with
others, then we have no choice but to teach for meaningfulness.

Reddy (1894) reminds us of a statement made by Monroe as he

spoke about the functions of a community college:

...more and more, the community college is becoming the
educational agency which trains persons for entry into an ever
widening number of skilled jobs - jobs which are reguiring
Increasingly sophisticated technical knowledge. In addition, the
community colleges must retrain employess for new jobs as old
ones become obsolescent. Workers need to be upgraded on
their present job and made ready to transfer to better institutions

(p- 30).
Malstromn (1980) urged community colleges to explore the
personnel needs of local business and industry and then taitor their
programs to satisfy the employers needs. Malstrom indicated the

necessity of repeating the survey every five years in an attempt to
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stay abreast of the changes in computing technology. Gohen and
Brawer (1282) concur with the survey method for curricula analysis

as indicated by the following statement:

Career programs are established with the intention of serving
students by preparing them for employment and serving
industries by supplying them with trained workers. Program need
is ascerlained by pursuing employment trends in the local area
and by surveying employers there. Program coordinators are
appeinted and advisory committees of trade and employer
representatives established (p. 207).

The research shows that many studies have been conducted
by various organizations and individuals in an attempt to guide
faculty and administrators in the area of curricula development.

A study conducted by the New York City Board of Education
(1991) indicated that businesses in that area are looking for entry
level computer programmers with at least an associates degree.
Consistent with the literature, the survey showed that emplovers are
looking to hire those applicants who exhibit strong mathematical
ability and good communication skills. The technical abilities of the
applicants were not as critical to the hiring of an individual into an
entry level position.

Austin {1291) communicates the importance of keeping pace
with the rapidly changing environment :

The rewards for keeping pace are a good fit between the neead for

educated computer specialists and the graduates of computar
specialist degree programs; second, meeting the societa



expectation of computer literacy for an increasing number of job
positions and finally, the application of a powerful tool 1o the
instructional process itself (p. 12).

Oakland Community College surveyed the surrounding community in
an attempt 1o assess their employment market. The survey results
were merged with the current literature available at that time to
create a new curriculum proposal. The study was conducted in
1989. Atthat point the research was just beginning to point toward
more complex networked computer systems. This resulted in a
curriculum proposal which emphasized fourth generation languages,
communications, and a muiti level systems environmert.

Kim {1982) documents a study which captured data from
graduates of vocational prograrms and their employers. Questions
were asked of the employees in an attempt to ascerain the job-
related competencies and general education knowledge graduates
should possess in order to succeed and advance in thair careers,
Responses from the study indicated the importance of good work
habits, interpersonal skills, communication skills, and problem
solving.

In & more recent study, Reddy (1994) addresses the issue of
the competencies expected of commurity college completers in the
area of computer information systemns. The study included an
analysis of the impact of microcomputer hardware and sofiware on

the computing environment. Reddy stressed the need "o



understand the job descriptions of the occupations the entry-level
graduates are expected to fill" (p. 35). He concluded that faculty and
administrators ought to study the job descriptions of the occupational
titles for which students are being trained. This will agsist instructors
in the modification of computing curricula.

Several organizalions have played an aclive role in tha
publication of guidelines for computer studies curricula davelopment.
Notable contributions have been made by the Association for
Computing Machinery (ACM}, Camputer Society of the Institute for
Electrical and Electronic Engineers (IEEE-CS) and the Data
Processing Management Association {DPMA). Following is a
summary of the curricula development specifications affered by
these organizations as the result of continual research into the ever-
changing computing discipline.

A major influence in the area of curriculum development has
been the ACM. This organization made the first attempt to
standardize computer studies curricula in 1968. At that time they
published a report containing recommendations for academic
programs in computer science. Over the years they have broadensed
the scope of curricula to include curricula guidelines for information
systems. The recommended programs have been published by the
AGM and comprise a three volume set: ACM Curricula
Recommendations for Computer Science [, ACM Curricula

Recommendations for Information Systems (I, and ACM Curricula
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Recommendations for Relaied Computer Science Programs in
Vocaticnal-Technical Schosls Community and Junior Colleges, and
Health Computing Volume Ill. Many institutions have curricuiums
based on the guidelines offered by the ACM. "The curricula offered
in these guides are well grounded in the theory of computer science,
physics, and math® (Kolatis, 1990, p. 5).

A new set of curricula models is currently under construction
by the ACM. The focus of these new guides is on the two-vear
programs in various computing disciplines including: "Computing
Sciences, Computer Support Services, Computing far Information
Processing, Computing and Engineering Technology, Computing for
Other Disciplines” (DPMA, 1284, p. 10).

A curricula model developed jointly by the ACM and the IEE
Computer Society is discussed by Kim (1981). Although the study
focused on a curricula for four year institutions, several concepis can
be applied to the community college curricula. |n this report Kim
reminds us of the importance of mathematics in the carmputer
curriculum and dictates that mathematics courses should be
integrated into the curriculum as a whole, not as isolated
requirements, The task force developing the curriculum emphasize
the importance of the students receiving a bread based computer
education. The committee also recommended that courses be
broken down into knowledge units. "The knowledge units are

intended to contain a coherent set of material ... which are likely to



be taught as a unit ..." (p. 27). These units allow a great deal of
flexibility in generating a curricula tailored to the individual needs of
the institution. This would allow the ample flexibility required for the
curricula in this discipline of rapid change. In this curricula model,
[aboratories, both open and closed, are considered essential, The
closed labaratory would have full staffing and required times during
which students would work on more complex assignments which
would be broken down into component paris.

The DPMA recognizes the close ties that community colleges
have to the needs of the local community. This professional data
processing organization has been developing curricula guides for
information systems for several years. It has recently published a
two year curriculum model for information systems professionals.
"This outcome oriented methodology provides a flexibility for
adaptation to technological advancements, as well as ensuring
quality graduates satisfactory to individuals, institutional, industrial,
and comsmunily needs and requirements” (DPMA, 1994, p. iiD).

One aspect of the modsl addresses those students seeking to
obtain an Associate of Science Degree in Information Systems. A
primary requirement of the 15'94 graduate is to be able to apply
communications... problem solving, and information technology skills
to implement information systems in an organizational context" ( p.
4).
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The 15'94 model was derived as a result of a survey of about
1000 programs of Information Systems (lLongnecker & Feinstein,
1881). Survey results and studies of recent computing literature
were merged with the [5'90 curricula to create the current model. I
is a model based on the teaching of knowledge units, while adhering
to Bloom's Taxonomy, and strict exit level competencies.

The curriculum specifies the material to be learned and the
sequence in which the individual courses should be offeraed. "Since it
is the primary goal ihat graduates of this program function in teams
for the development of information systems (Zutner, 1993}, it is
obvious that students must spend much of thair time laarning to work
and communicate in this mode" (DPMA, 1994, p.19).

This is a most aggressive curricula model. The concepts of
database as well as topics such as expert systems, quality, and
project management are covered in various courses throughout the
curricilum. Recommendations for at least one procedural language
are given. It also calls for courses to be taught in fourth generation
languages. The model suggests special consideration be given fo
the inclusion of object-oriented methodology. A programming
language which supports GOP should be faught. The curriculum
should contain units on software productivity tools, GASE tools
technology, and relational technology.

In summary, the 15'94 Two Year Model Curricula is very

ambitious. i encompasses the concepts of Total Quality



Management with the teaching of fundamental computer concepts
while integrating courses in which oral and written communications
skills are emphasized. The curriculum has depth, breadth and an

eye on the ever-changing technology.
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Chapter 3
Procedures

Introduction

Chapter three presents the procedures used by the author to
assess the computer studies curriculum at Camden County College.
The research methodology is presented in several phases. They
are: Population, Development of the quastionnaire, and Procedures.
The first phase of the research, Population, discusses the survey
selection techniques. The next section, Development of the
questicnnaire, confers the basis for the development of the
questicnnaire and the validation of this research instrument. The
chapter concludes with a section on Procedures, in which a detailed
description of the mechanics of the questionnaire distribution and
collection are given.
Population

A total of 118 subjects were selacted from a base of
approximately 850 businesses in the tri-state area (scuthern New
Jersey, greater Philadelphia area, and northern Delaware). The
sample was chosen at random and consisted of small, medium and
large businesses. The sample population was drawn from two
sources: (1) Chamber of Commerce of Scuthern New Jersey, and (2)
chient listings of computer ralated businesses obtained from various

computer consulting firms in the tri-state area. The author enterad



38

the survey basa into the computer and used a computerized random
number generator to select the 118 companies to be sampled.
Cevelopment of the questionnaire

almilar studies have been conducted by community celleges
across the United States over the last several years. The author
resedrched several of these projects and compared theilr purpose o
that of this study. The intent of this research is to assass the
sufficiency of that leg of the computer studies curriculum at Gamden
County Ceojlege which prepares students for immediate enlry inio
pusiness and industry upon graduation. Thus, it was necessary to
davelop an instrument which would ascertain tha current and
projectad needs of the business markst served by Cam:den Gounty
Callege (tri-saie area).

A much broader stucly conducted by Collin Community College
in McKinnay, Texas in 1988 closely paralleled the research being
conducted by the author. A copy of the report and accompanying
survey used in the Collin Community College study were obtained
through the ERIC Documentation Reproduction Service. A subset of
this survey was utilized in the development of this instrument.

The questionnaire (Appendix A} developed for this study used
two response modes: (1} forced-response questions (rank order and
nominal scale) and (2) open-ended questions. Respandents were
encouraged to include additional comments concerning their

ingdividual needs. The survey was validated via the jury method.
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Procedures

A cover letter (Appendix A) was drafied by the author
explaining the purpose of ihe survey and its impartance to the
advancement of computer studies curricula development at the
community college level. The letter and accompanying
questionnaire were mailed to the person within the organization who
would most likely be in possession of the information being
requesied by the survey. The personalized cover letter, survey, and
stamped, addressed return envelope were mailed on January 19,
1995. A deadline of February 15, 1985 for the return of the
completed survey was stated in the cover letter.

On February 20, 1995, a second cover letter (Appendix A) and
copy of the survey were mailed to those husinesses th&ﬁ had not yet
responded. A final deadline of March 1, 1995 was indicated in the

cover letter by which to return the completed questionnaires.
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Chapter 4
Analysis of the Data

intreduction

This chapter presents the results of an evaluative study of the
current computer studies curriculum at Camden County Coliege.
The section, Analysis of Survey Resulls, delails the responses of
local businesses in terms of job availability and necessary
qualifications for those graduates possessing an associates degree
in Computer Studies. The data gathering instrument, a
guestionnaire, was mailed to 118 companies in southern New
Jersey, northern Delaware, and the greater Philadelphia area.
Twelve surveys were refurned as undeliverable, Of the 106
remaining surveys, 57 (54%) were completed and returned. A
comprehensive analysis of the survey data is provided.
Analysis of Survey Results

The survey was comprised of ten questions (Appendix A). it
contained both farced-response and open-ended gquestions.
Following is a presentation of the findings.

Availability of eniry level positions. The purpose of the first two

questions was to determine the availahility of entry level positions in
the areas of software design and implementation. Question one
asked respondents whether or not they are likely to hire an individual
with an associate degree in Computer Science. The results,

depicted in Figure 4.1, showed that twenty-one per cent of the



respondents indicated that they would likely hire such an individuzal.
Forty-seven per cent indicated that they might consider hiring, and
thirty two per cent responded that they would be uniikely to hire such
persons. Several respondents commented that they have inrecent
years required entry level applicants to possess at lgast a bachelors
degree. They are now in the process of creating entry lsvel positions

requiring an associate degree.

not likely
32%

Figure 4.1, Likelihood of a business hiring an individual possessing
an associale degree,

Question two sought to determine if a company were inclined

to hire eniry level individuals with an associate degree, how many



positions might they fill in any given year. The survey showed that
fifty-three percent indicated that they might have available one to two
positions, and five percent indicaied three to ten positions would be
filled each year.

Job Titles and Descriptions. As new courses are beaing

developed and others modified to meet the changing needs of the
job market, it is essential that the community college know what
positions a student might be hired into upon graduation. The
curriculum developers have to know what entry level positions exist
as well as the basic requirements of these positions. Questions
three and four of the questionnaire address the issue of entry level
position titles and job descriptions. A description of these is depicted
in Table 1.

Tahble 1

A Listing of Eniry Level Job Titles and Descriptions

Job Titles Job Descriplions

Associate or Entry Development of Requiremenis

Level Programmer

Programmer Analyst | Development of Functional

Specifications

Application Application Systems Design

Programmer Trainge
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Table 1, continued

Application Support Coding fram Specificalions

Specialist

Data Analyst Application Tesling

Project Leader

Core componenis of the Computer Studies curriculum. Charts

ane. twa and three depict the rasponses of business and industry as
they relate to the importance of an entry level employee possessing
knowledge in sach of the areas currently being taught in the
curriculum. Questions five and six were closed form guestions which
required the parties 1o rank order their responses in terms of
importance of @ach subject area to their individual organizations.
Qverall, the respondents indicted a high level of interest in most
subject areas presented. Chart 1 presents the results of the rank
ordering of programming languages. COBOL is still the most
desired language, followed by C language. FORTRAN and
Agsembly are the least important language for an applicant to
pozsess In seeking employment in these companies. Chart 2
depicts the criticality of the fundamental computer science courses.
All of these courses were deemed important by the respondents.

Chart 3 shows that local industry considers mathematics and English



composition courses an important and necessary part of a Comptitar

Studies curriculum.
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Operating Environments. In questions seven through ning of the

survey, companies indicated the percentage of their organizations
software development that it allocates to various types of computers,
operating systems, and programming [anguages. Question seven
asked respondents to stale the percentage (out of 100%) of their
software development baing performed on various computer
hardware. The data, presented in Table 2, shows that 58 percent of
the software development is being performed on mainframe
computers, PC Based computers are used for 29 per cent of the
software development process. The use of minicomputers and UNIX

tor software development by these companies is minimal.

Table 2

Types of Computers used for Development Purposes

Type of Computer Percentage of Development
Mainframe 26
PC Based 24
Minicomputer g
UNEX 3]
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Quastion eight asked respondents to indicate the percentage
of their sofiware development heing conducted under the various
aperating systems. The results are depicted in Table 3. MVS is
used by these companies for an average of forty-one percent of their
development process. MS5-DOS is currently being used for ninetean

per cent of the development process.

Tahle 3

Operating Systems Used for Development Purposes

Operating System Percentage of Development
MVS 41
MS-DOS 18
Wi 13
UNIX 12
VMS 8
Other 7

Question nine required responding companies io indicate the
percentage of their software development process being completed

using various programming languages., The data shows that many
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programming languages are used in the development process.
Following is a list of those languages currently baing ulilized by
these companies {most uzed to least used):

= COBOL

s

« VISUAL BASIC

= C++

« PLA

« AGGEMBLY LANGUAGE

« FORTRAN

The organizations responding indicated that they were not

currently using either PASCAL or ADA for development purposes.

Emerding Technolagies. 1 question ten of the survey,
companies were asked to Indicate their level of need for entry-level
employees possessing knowledge and skills in several areas of
emarging lechnology, Charts seven and eight show that thera is a

high level of interest In each of the topics presented.
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The questionnaire asked respondents to indicate any special
concerns of needs of their organization, pertaining to the hiring of an
entry level individual into their organization. Following is a summary
of those responses.

+ Please teach them basic reading and wriling skills.
Many candidates have excellent technical credentials,
but completely lack basic communications skills.

. Schools should offer a course to directly address the
client/server system design.

. It is time for schools to begin the migration to fourth
generation prograrmiming languages such as NATURAL.

. You must teach a caurse in Novsll LAN engineering and
administration.

. Schools must add emphasis 1o the BASICS. This
includes EXGEL BASIC, VISUAL BASIC and ACCESS
BASIC.
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Chapter 5
Summary of the Findings, Conclusions, and Hecomrﬁjendations for
Further Study
Introduction
Chapter five concludes the Camden County College Computer

Studies curricutum assessment study. The first section, Summary of
the Findings, provides a synopsis of the study. The section,
Conclugions, state the conclusions drawn by the author as a resuit of
this study and the final section, Recommendations for Further Study.
include suggestions for broadening the scope of the study for future
analysis of curricula.

summary of the Findings

The purpose of this study was 1o assess the effectiveness of
the Computer Studies curriculum at Camden County College in
meeting the needs of local business and industry.

A survey of 118 computer based businesses in a tri-state area
was conducted. The questionnaire consisted of ten questions and
had two purposes. The first several questions of the survey
assessed the availability of entry level positions for those individuals
possaessing an associates degree in Computer Studies. The
remainder of the survey' focused on the qualifications necessary to
obtain any such positions. Core components of the Computer
Studies curriculum at Gamden County College were presented o the

respondents and they were asked to evaluate the offerings of these
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courses in terms of imporiance to their organization. Fifty-four
percent of the surveys were completed and returned.

The author conducied additional research in several areas of
evolving iechnology including: CASE Tools technology, Object-
oriented Praogramming, Client/Server Systems, Hypermedia,
Database programming, Information Systems, and Graphical User
interface. This task was performed as a means of obtaining a
comprehensive overview of the technological changes occcurring in
this field.

An analysis of the survey data relating to the current Computer
Studies curriculum was conducted. These findings coupled with the
author's research led to the conclusion that Camden County College
should update their Computer Studies curriculum. The Personal
Computer track of the Computer Studies curriculum is adequately
meeting the needs of local industry. All courses currently being
offered in this course of study were considered important by the
respondents. Survey results also indicataed that all areas of evolving
technology researched by the author were considered imporiant to
local industry. Each of these areas should be introduced in various
courses throughout the curriculum.

Conclusions

The data from the survey was tabulated and charted by the

author. The author then compared these results with the current

Computer Studies curriculum offered by Camden County Cellege.



The regearcher determined that the course of study currently offered
at Gamden County College is sound. However, both the companies
responding ta the questionnaire and the current literature suggest
that technology Is rapidly changing. I is time to address these
changes by modifying the current curriculum. Several factors must
be consideraed when modifying a curriculum based on a rapidly
advancing field. One must be sure to recognize the tims and effort
involved in creating new courses. There is a lag time between the
onset of the development of the courses and the final approval and
offering of such courses. Any new courses being constructed must
ba daveloped with these constraints in mind. The revised curriculum
must be flexible. It should be organized in such a way thal courses
may be removed fram the current curriculum and new ones inserted
without affecting the balance of the curriculurn. Both faculty and
administrators must be made aware of the continual need of the
curticulum to keep pace with the changing needs of local industry.
The researcher recommends the instruction of C++ as a
required course in the Computer Studios curriculum, This would
allow an introduction to the concepts of object-oriented programming
at the community college level. This course could take the piace of
; Programming, already a component of the curticulum. An offering
of a coursa in Visual Basic would afford students an introduction to

the concepts of Graphical User Inferface.
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Camden County College should offer a course in concepts of
database management. This course would teach the fundamental
concepis of database procassing and its importance te information
gysiems storage and retrieval. Students completing this course
would have a firm understanding of each of the database models:
hicrarchic, network, and relational. Research shows that mast
organizations use database management systems. Exposure to
these concepts is essential.

Research suggests the inclusion of a closed laboratory in
which students work on more complex assignments, broken down
intc component parts. This laboratory course would serve as the
capstone course of the curriculum. Laboratory assignments would
be more complex than those offered in individual classroom
assignments. Assignments completed in this course would provide
students with more realistic expectations of projects completed by
those occupying entry-level industry positions. The laboratory
assignments would be administered by a faculty member who would
remain in the laboratory with students. This course would provide
students the opportunity te analyze a problem, devise a solution,
implement, and test their selution. Students would also be required
to provide completed documentation for all aspects of the project.
Students would utilize skills and methodology previously developed

in other courses throughout their learning experience.



The inclusion of new courses into an already crowded
curriculurn is difficult. Faculty must have the technical depth and
breadth to develop and instruct the new courses. This means that
the computer science facully must stay abreast of the technological
changes occurring in this field. Administrators must provide faculty
the time and opportunity to remain current in this field.

Recommendaticns for Further Study

The author recommends that this study be replicated on a
greater scale and that it be repeated on a regular basis. Itis
fundamental that the community colleges have a clear understanding
of the needs of its emplayment market. Collaboration of such
studies among community colleges throughout the state would lead
to a program that is sound on a statewide basis.

The Computer Studies curriculum must be flexible to meet the
ever-changing requirements of business and industry. The field is
rapidly advancing and the courses offered by these institutions must
changse in responsse. Foliow-up studies of community college
graduates is also impaortant. Invaluable information can be obtained
as to positions obtained by the graduates and the requirements of
these positions, Graduates of Camden County Gollege can provide
much needed information about both adequacies and inadeguacies

of the program.
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Cover Letters and Quastionnalre



January 22, 1985

Mr. James S. Jones
ABC Company

123 Cherry Lane
Anytown FA 12345

Dear Mr. Jones:

Camden County College strives to offer quality educational programs {o
all students. Qur programs are carefully designed to mest both the nesds
of our students and those of the Iocal job market.

Your responses io this survey will assist ug in obtaining a maore completa
picture of the rapldly changing computsr fisld. All responsas to the survey
will be kapt in confidence,

Thank-you for your ime in completing this survey. Please routs the
survey to the appropriate individual within your organization for
completion. Input from employers is a most valuable resource in the
continual improvement of our educational offerings. Pleasse return the
completed survey in the enclosed envelopa by February 14, 1234, If you
have any questions regarding this survey, please contact Rose Bolano at
(A09) 768-9135.

Sincerely,

Rosa Boiano



February 20, 1995

Mr., James 5. Jenes
ABC Company

123 Cherry Lans
Anytown, PA 12345

Dear Mr. Jores:

You should have recently raceived a business computer pregramming
survay inthe mail, Your response to this survey will assis? us in obtaining
a more camplete empioyment picture of the campuier field. No employer
wilt be identified in the results of this survey and all responsas will be kept
in confidenca.

| have enclosed a seccnd copy of this survey. Thank-you for taking a faw
minutes to complets it. Input from employers is a valuahble resource in the
continual improvement of our educational offerings. Flease reium the
completed questionnalre in the enclosed envelops by March 1, 1895, f
you have already completed and mailed the husiness computer
programming survey, please disregard.

If you have any guestions regarding this survey, pleasa call Rose Beiano
at {(602) 768-8135.

sincerely,

Rose Bolano



CAMDEN COUNTY COLLEGE

BUSINESS SURVEY:
SOFTWARE TECHNCLOGY PERSONNEL MEEDS

Camden County College offers an Associate in Applied Sciance Dagres (AAS) In Gamputer Studies. Please answer all
guestiohs asked aboul thiz program in terma of the needs of your individual company.

Nama of company: Address:

Respondent: Job Trtle:

1. In general, gre you or your company likely to employ an individual with a two-year associate degrees in Computsr
Software development for software design and/or ag a programmer?

_ likehy ___ night _ unlikely

2. If you would empioy such graduates, how many individuals might you hire par year‘?'

MrA 1-2 3-10 _ morathan 10

3. What are the title(s) of such position(s) to be filled 7

4. Please give a brief job description for such position{s) {Use back of page if necessary).

5. Below are courses which Camden County College currently offers as ¢ora companants of its AAS Degree Program in
Computar Studies. Please rate each course from 1 to 5 according to its relative importance in the hifng of an entry [Bval
employes in your company (5 = most imporant, 1 = lsast important).

Data Structures and Algorithms
Programming Logic
Intrachietion to Management

Systems Analysis & Design
Imtroduction to Business

___ BASIC programming __ Economics

_ G and UNIX programming _Agcounting

—_. COBOL programming .. English Composition
__ PASGCAL programming __ Algebra
 FOHTHRAN programming __ Finite Math

____ ASBEMBLY LANGUAGE programming — taloulus



£. Below is a list of courses currently offered in the personal computer track of the Computer Studies AAS degree
pragram at Gamden Gounty College. This program offers a choice to individuals who wish to wark with computers but do
nat desire employment as computér programmers on a large mainframe computer. Please rate each course from 110 5
according to its relative importance to an entry level employee in your organization (5 = most important, 1 = [east
important).

____ Intro to Computer Programming ~ Programming Logic

_ Computer Concepts _Infroto Word Processing
____ Kayboarding . Advanced Basic Prograrmming
__ Database Management ___ Introduction to Business

_ leotusi23 __ System Analysis and Design
__ntroduction to Managerment _ Algabra

_ Applied Finite Math ___ Applied Caleulus

_ Accounting _ ... Econamics

English Composition

For the items in questions 7 - 9, give the parcentage (out of 100} that your company would allot to each item, as it is used
for development purposes.

7. Type of Computer(s}:

____% PG based Type:
___% mainframe Type:

% minicomputer Type:
% UNIX based sarver Type:

8. Operating systam(s):

% MS-DOS % VYMS
___mMVS S UNIX Type:
VM ___ o Other Type:

9. Operalive language(s):

% Pascal _ %G % G+ % Ada
_ %% Cobol % Fortran ___% Basic ___ % Assembly
__ % PLM % (Other

10, Please indicate your leval of naed or interest in antry level employees possessing knowledge and skills in each of the
following areas, (5 = mast important, 1 = least important):
___ Case Tools Technology programming
___ Fourth generation Languages (FOCUS, SQL)
Cliernt Server Technalogy
(Ohject Oriented Programming (Srmall Talk, C++, Acter, etc.)
__ Graphical User Interface (Visual Basic)
__ Database Management Caoncepts
__ Computer Communications Concepts

Pleassa use the back of this page to respond with any additional comments or suggestions.
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Abstract

Brown, Kathleen M. An Administrative Tatemnship in
Notre DDame Regonal School,
Newfield/Landisville, NI,
1994 - 1995
Advisor: Dr. Mario J. Tomei
Educational Adimmistrafion
Department, Rowan College of
New Jersey

An administrative internship was served al Notre Dame Resional School
from May 1994 through June 1995, The internship provided an opportumity for
the 1otern to gain a working knowledpe of the leadership and management skills
needed by elementary school administrators. The experience focused on six
major aregs: cumculum, teaching and leaming, pupil personnel and
administration, organizahion end menagement, utilization of staff, and routine
tasks.

The major progect tasks melude the development of stratepies for the
implementation of whole language; the preparation of lesson observations and
conferences with teachers; the development of a before school and after school
care program for students, the direction and preparation of a school newsletter;

the development of a master schedule for the 1994 - 1995 school year; and the

design and development of a school calendarhandbaok.



Mimi-Abstract

Brown, Kathleen M. An Admmistrative Infernshap in
MNotre Dame Regional School
Newtield/Landisville, N.I.,

1994 -1995.
Advisor: Dr. Maric J Tomei
Educational Administration
Department, Rowan Collepe of

New Jersey
The purpose of this adminisirative internship served at Notre Dame
Regional School was to provide an opportumty for the intern to gain knowledge
of the leadership and managemeni skills needed by elementary school
administrators. Recommendationts were made to contmue to revise angd update
gxisting curniculum guides; to continue to offer a before and afier school care

program; to continue the preparation of a school newsletter, and to conbimze to

desipn and develop a yearly school calendar/handboak.
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Chapter 1

Internship Settin

Purpose

The grade school principalship is a mghly complex and dynamic position
demanding skills and expertise in many areas. This internship offers the learner
opportunities to develop principal competencies in initiating and responding to
change, decision making, support for instruction and learning, human relations
and morale, evaluating school processes and products and responding to
problem situations.

The intern completed six prbjects in arcas of administrative practice:
curriculum, feaching and learning, pupil personnel administration, orgamzation
and management, utilization of staff, and routine tasks. Tﬁe:re were objectives
cited for each area and competencies attained from the experiences.

The internship took place at Notre Dame Regional School. Notre Dame
has two locations. Grades one throngh four are held on Church Street in
Newfield and grades five through eight are held on Cenfral Avenue in

Landisville, New Jersey. Both locations house a pre-school and Kindergarten.
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The intern, Kathleen M. Brown, is the current principal of Neire Dame.
Monsignor Dominic Bottino is the Administrator and the miern's mentor.

The commumities of Newfield and Landisville, the school district of the
Diocese of Camden, Notre Dame Regional School, and the staff and students

will be discussed in thig chapter.

The Communities of Newfield_and Landisvil

Mewfield The town of Newfield was established 1o 1866 by a
cooperative effort of three major land owners. The town, with an area of 1.5
square mles, was centered around the local Tailway. In February of 1924,
Newfield was incorporated as a borough and officially separated from Franklin
Township in May of that year. According to the Census of Population and
Housing, (Newficld Borough, 1994, p.3), Newficld had a popaiation of 1,592.
They are approximately 5% white, 2% black, 1% Hispanic, 1% Am. Indian,
and 1% other. The median household income is $36,711.  The majority of
families own their home with a value range from $60,000 to $125,000. Of'the
Iabor force, which is well mixed with blue and whate collar workers, 4.32% are

unemplayed.
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The borough is governed by a Mayor, Everett E. Marshall TIT, who 1s
elected to a four year term and six Councilmen elected to three year terms. They
are currently Marjorie Miller, Joseph Curcio IIT, Bill Quigley, Bob Moynihan,
Mack Magee, and Pelix Girone. The council is divided with three Republicans,
three Democrats and an Independent Mayor. Civic organizations include the
Kiwanis Club, The Women of Today, the Jaycees, the Ambulance Corps, the
Fire Department and the American Legion. Present mdustry consists of small
manufactarers and service indusiries.

Landisville, The town of Landisville, centersd around the Vimeland/New
Jersey Southern Railway, was established in the 1860's by Charles K. Landis.
In 1867, Landisville was included with several small, neighboring towns into
Buena Vista Township, In 1949, the two towns of Landiswille and Minotola
seceded Buena Vista Township and became the Borough of Buena (Buena
Vista, 1967, p. 3).

Located on the Western tip of Atlantic County, the Borough has an area
of 7.9 square miles. It is governed by a Mayor, currently Gene A Iannette, who
is elected to a four vear term. Two council members are elected each year for

a three vear temm, with a total of six members serving on council. Those
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currently serving are Joseph Baruffi, Joseph Rosemont, Joseph Speziali, Joseph
Santagata, Gary Martinelli, and Rosalie Baker. The Mayor and five Covmcilmen
are Republican, the remaining Councilman is a Democrat. Civic organizations
include the Amencan Legion, the Ambulance Corps and the Fire Deparfment.
Present industry consists of apparel manufacturing, truck farmmg, food
processing and service industries. According to the New Jersey State Data
Center, the Borough is approximately 60% white, 20% black, and 20%
Hispanic. As of 1990, the Borough had an estimated population of 4,441. The
per capita income is approximately $23,763 with an unemployment rate of 3.9%

(Prudential Securities Incorporated, 1991, p. 6).

The Camden Digcesan School District

The Diccese of Camden. The Diocese of Camden 1s one of five dioceses
in the State of New Jersey and consists of the six southernmost counties of the
State of New Jersey. It was established in 1937 and is under the ecclesiasiical
jurisdiction of the Bishop of Camden. The Most Reverend James T. McHugh
is the current Bishop of Camden He has been in office since 1988, All offices

are located at the Camden Diocesan Center, at 1845 Haddon Avenue in



Camden, New Jersey.

In this six county area - Atlantic, Camden, Cape May, Cumberlang,
Salem and Gloucesier - are found Catholic elementary schools, diocesan lugh
schools, and private high schools sponsored by religious commumties, They are
united in possessing a Catholic phulosophy of education, they follow the same
general curriculum, and look to the Office of the Superintendent of Schools of
the Diocese of Camden for service and leadership.

Govemance. The Bishop, as chief pastor of all the parishes in the
Diocese, has full authority for the pohcies and practices of all the schools within
the Diocese. [le 1s the chief officer in the educational structure.

It is the prerogative of the Bishop alone to open or close schools. The
right of the Bishop, or his delegate, to visit any and all schools of the Diacese
flows from the responsibility of the Bishop, as chief teacher of religion in the
Diocese, as stated in Canon 1382 {Canon Law, 1983, p. 499),

The Diocesan School Board is composed of appomied members of the
diocese - not more than nine priests or religious along with not maore than fifteen
lay members - who are responsible to the Bishop in an ad*lvismy capacity. The

Board's anthority includes the entire diocesan school svsiesn. The purpose of



6

the Diocesan School Board is to develop and define the policies which, after
approval by the Bishop of the diocese, shall govern the operation of the
diocesan schools. Members represent various regions of the diocese and
therefore they bring to bear a broad spectrum of opinion upon educational
policy. Board officers consist of a President, Vice President and Secretary.
Each serves a two year term with the President’s and Vice-President's term
staggered so they complete their terms in alternate years.

The Secretary for Education is appointed by the Bishop and is responsible
for promoting mutual collaborafion and esteem among five depariments. He
coordinates, supports and presents a cohesiveness of purpose in all rehigous
education programs by analyzing needs, establishing priorities, setting goals,
and determining future direction. The five departments are: Supermtendent of
Schools (Catholic Elementary and Secondary), Confraternity of Christian
Doctrine/Adult Religious Education, Family Life Bureau, Special Education,
and Campus Ministry.

The Superintendent of Schools is appointed by the Bishop and is directly
responsible to him for the successful administration and supervision of the

schools. He represents the Bishop in educational matters and is charged with
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the duty of interpreting amd puiting into effect the educational policies approved
by the Bishep. Under the Bishop, his avthonty extends over all the elementary
and secondary schools which are within the geographic limits of the Inocese.
It 15 the fimgtion of the Superintendent of $ckools to set up and put mio
operation the means necessary for carrying out the Catholic educatiopal
program. Thig includes development of the curriculum, teacher training
programs, and the establishment of the necessary committees (o carry on this
work. Tt also includes school visitations by representatives from the Diocesan
School Office. He establishes procedures for checking on plant maintenance
ard improvement through periodic visitation. He must interpret the Catholic
educational program to the community. This includes a program of public
rclations through which the educational program 1s esplained to other
educational agencies, civic organizations, etc. The Supcrintendent must
cstablish proper methods for analysis and evaluanon of entire programs. Thus
includes research for study of the curriculum and testing program, teachers’
institttes, meetings to discuss and report on school matters, and evaluaton of
teaching personnel through competent supervision. He must report 1o the

Bishop with recommendations on the school program so that the status may be



g

appraised and evaluated and the further development of the educational program
can be planned (Diocese of Camden, 1988, p. 206).

Along with the Superntendent, Religious Supervisors are appointed by
their major religious superiors to visit and render professional counsel to the
schools staffed by their respechve communifies. They arc concerned with
evaluating the over-all situation in a school, raising the standards of teaching
and keeping the schools in conformity with diocesan policies and practices. The
religious supervisor submits a copy of his/her report to the Diocesan School
Office for each school visited.

Assistant Superintendents are accountable for supervision of the
educational progress of Diocesan Schools and are to assist and advise the efforts
of the school principals and pastors in meeting thefr administrative
accountabilities. The current Supenntendent, Dr. David T. Coghlan has three
Assistant Superintendents. Sister St. Eugene, OSF is Assistant Superintendent
in charge of Educational Services and Curricalum. Sister Stella Lutz, SS3, is
Assistant Superintendent in charge of Lay Personnel and Government
Programs. Sister Antoine Therese, THM, is Assistant Superintendent m charge

of Religious Education and Marketing.
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‘The Assistant Supenntendent in charge of Educational Services and
Curncubumn is responsible for acting as administrative advisor and consultant to
the Superintendent of Schools. Sister St. Eugene asstsls amd advises the effurts
of the eclementary school principals m meehng their administrative
acountgbiliies. She also assists, facilitates and evalnates the elementary school
principal and teachers and helps them to implement the educational services
provided by the Diocesan office. Sister 5t. Eugene assists the elementary and
secondary sachools in evaluating and improving the cutriculum and teaching-
learmmg process.  She prowvides leadership in the planning, developing,
implementing and coordination of a diocesan K-12 cﬁnﬁﬂu{:us progress, vahie-
centered curriculum.  Sister St. Kugene also performs other rasks and assumes
other accoumtabilities delegated by Dr. Coghlan, the Superintendent, from time
to time. Sister St. Eugene coordinates and administers the four regional Teacher
Centers. She also publishes the anaual school calendar mn. consideration of the
needs and local conditioms of the schools in the diocese and sels np an activilies
calendar for the secretarial staff and local principals.

Pertaining to the area of personnel, the assistant superintendent for lay

personnel and government prograrms is responsibie to screen all elementary and
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secondary applicants, secure qualified applicants and make determinations
regarding proper pay scale placement by cvaluating the number of credss
toward a degree, teaching experience, cte. Sister Stella must also see that all
diocesan policies concerning lay personnel are followed. Pertaining to the area
of government programs, Sister Stella is to inform all schools of available
programs. Sister Stella represents the Diocese of Camden on the State Advisory
Board for Title I and 1I, represents the Diocese in negotiation with school
districts dealing with Title 1, and coordinates Diocesan Title [ applications. She
endeavors to expand participation of schools in present programs. She assists
schools with the provisions of the New Jersey State Aid Bill and coordinates
reimbursement under State Aid to non-public education programs.

The Assistant Superintendent in charge of Religious Education is
responsible to act as administrative adviser and consultant to the Superintendent
of Schools, Sister Antoine assists and facilitates the elementary and secondary
schoo! principals in meeting their administrative accountabilities in the area of
religious education. She assists, facilitates and evaluates the efforts of both
¢lementary and secondary schools m developing and ﬂnpfementing sound and

effective religions education programs. Sister Aniome helps create m each
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school a Christian educational community where human culture and knowledge
enlightened and enlivened by faith is shared among teachers and students in a
spirit of responsible freedom and love (Diocese of Camden, p. 207).

Enroliment.  Nationally, the total Catholic school enroliment is
approximately 2.6 million studeats. The number has stabilized for the past five
vears and includes an increase of 17,000 in the 1992-1993 academic vear
(Aquiila, 1994, p.61).

From 1990 to 1992, enrollment in elementary schools in the Diocese of
Camden dropped from 15,799 to 15,300 students. Since 1992, there has been
a steady increase in enrollment to current levels of 15,645 (Diocese of Camden,
1994, p.10). According to the National Assessment of Education Progress Test
of the Federal Government (Coleman-Hoffer Report, 1987, p.32), Catholic
school students excelled other studenis by an average of 4.5% in math, 4.8% m
science, and 12.5% in reading. The graduation rate i3 95% with 83% of
students going on to college. According to the Coleman-Hoffer Report, parents’
patticipation, rigorous academics, comsisient value - not selectivity, and
compensation for family deficiencies make Catholic schools more effective n

academic achievement, higher test scores, and lower drop-out rates (p.10).
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Enrolliment is expected to increase as Catholic schools continue to have
favorable reports in academics and discipline.

Of the 8,500 Catholic Schools nationwide, 74 arepart of the Camden
Diocese. The Diocese includes 63 elementary schools; nme urbﬁn, 46 subwban
and eight mal. There are 11 secondary schools; three urban, five suburban and
three rural. The ethnic profile of all students is approximately 8% Black, 5%
Hispanic, 3% Asian, less than .04% Native American and 84% others. In the
elementary schools there are 742 full time feachers, of which 38 are male, 589
are fernale and 115 are female religious. There are 205 part time teachers of
which 14 are male, 148 are fermale, and 41 are female religions. In the
secondary schools there are 331 full time teachers of which 134 are male, 155
are female, 20 are male religious and 22 are female religious. There are 10 part
time teachers of which two are male, four are female, one 1s male religious, and
three are female religious (Diocese of Camden, 1994, p. 1).

Catholic Elementary Schools in the Camden Diocese require religious
education as well as all courses required by the State of New Jersey. Reading,

English, math, science, social studies, family life, physical education, health, art



and music are required subjects. The Diocese supports the concept of "Whole
Language" teaching and encourages its practice, aflowing the teachers to select
the srategies that will meet the needs of their students. The Diocese encourages
co-curricular programs, according {o the need and capabihities of each school.

The Secondary Contracted Teacher's Organization is the high school
unicon that represents full and part-time employees who work over 20 hours a
week. The SCTO was formed ten years ago, in 1984, In September of 1594,
the high school teachers went on sirike for a week due fo unresolved
negotiations over the moral wording of their contracts. The elementary teachers

are not unionized due to the parochial nature of each of the schools.

Notre Dame Regional Schyol

In September of 1994, St. Rose of Lima School, Newfield, and Our Lady
of Victories School, Landisville, merged, becoming Notre Dame Regional
School. Both schools were facing financial difficulties, and it was believed that
by joining forces a better, more financially stable school would emerge. With

diraction and advice from the Diocese, all income was centralized and fimd
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raising efforts were combined. Since the merger, the school has acheived a
superior academic program which has in tum led to an increase in enrollment.

St. Rose of Lima Elementary School in Newfield was established in 1956
m the vacant church, as a new church had been built in 1946. The school was
under the direction of the Daughters of Mercy and consisted of five classrooms,
one office, and one set of lavatories, but was later increased to seven
classrooms. In 1978, a kitchen, library and Kindergarten were opened in the old
convent. In 1988, a $400,000 addition of three classrooms and one set of
lavatories was added to the existing school 10 accomodate an mcrease in
enrollment. In 1991, a Pre-K class was established i the-old convent and the
Kindergarten and hbrary were moved to the school buildng. In 1994,
construction began on a $65,000 all-purpose room to serve as a gym angd
cafetenia.

Our Lady of Victories Regional School in Landisville was dedicated on
September 18, 1960. The onginal school was under the direction of the Sisters
of St. Joseph of Peace and consisted of five classrooms (Our Lady of Victories,

1960, p. 5). In 1967, existing rooms were divided to accommodate eight grades.
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In 1569, three rooms and office space were added to the buildmg, followed
shortly after by an all-purpose room with stage and katchen. In 1982, a full-day
Kindergarten was established in the neighboring convent. In 1993, the Sisters
of 5. Joseph of Peace moved out of the convent, ]eiav:ing room for the
establishment of a Pre-K program.

Both locations, Landisville and Newficld, remain open after the merger
and both continue to house a Pre-K and a Kindergarten program. Grades one
throngh four are held n the Newfield bmlding and grades five through eight are
held m Landisville. Along with seven classrooms, the Landisville building has
a science lab, ar art/music room and a library/computer room. The Newfield
building has nine classrooms, a library/computer room, and an art/music rocm
with a gym/cafetenia currently under construction. Each location now has a
before and after school care program. Children are supervised by one female
staff member. Improvements are being made in both budldings to enhance the
educational program offered and increase Notre Dame's appeal.

Administration. The school, being regionalized, is uﬁder the direction of

seven pastors. They are: Monsipnor Bottino from Qur Lady of Victories,
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Landisville; Fr. Chiavello from St. Michael's, Minotola; Fr. Bober from Qur
Lady of the Lakes, Collings Lakes; Fr. Tumosa from St. Rose of Lima,
Newfield; Fr. Hope from St. Mary, Malaga, Fr. Mmnmitti from St. Ann's,
Elmer; and Fr. Collins from Nativity Church, Franklmville. Father Tumosa, in
his first vear at Newfield and Monsignor Bottino, in his third year at Landisviile,
are the on-site administrators. One Principal, (the Intern) who is in her second
year, shares her time between the two locations. The pastor is the spiritual
leader and administrative head of the parish and its extension, the school. It1s
his duty to msist that the religious dimension as defined by the Congregation for
Catholic BEducation (1952, p. 44), that is the spiritual formation and sacramental
preparation of the students, be of primary concemn and that all policies and
procedures of the Office of Education be observed. He has the responsibility,
together with the people of his parish, for the finances of the school which
inctudes salaries, adequate educational supplies and equipment, custodial care
and physical maintenance, and improvement of the school buildings. Axny
matter beyond ordinary school routine is to be referred to him by the school

principal so that decisions can be made collaboratively.
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Philosophv. In an auothentic attempt to brng faith to a living
consciousness in the hearts of all people, the Catholic school seeks to fully
integrate truth and values with the rest of life.

Notre Dame School hes as its mission to prepare students for the fullness
of life through the pursuit of truth and goodness. The goals have been adopted

from those offered in the Declaration of Catholic Education; "...f0 mspire
students with the Spirit of Christ; to help develop the gifts and talents of each
student; to direct all students to become involved in transformng therr world
into the Kingdom of God" (Congregation for Catholic Education, p. 36).

The faculty and staff, with strong parental cooperafion and support,
endeavor to fulfill this mission in an atmosphere of firm but loving discipline
and mutual respect.

Finally, this faculty, with dedication to this mission provides for the total
development of each student. spiritually, intellectuatly, socially and physically
in an environment which proclaims and promotes the teachings of Jesus Chnist

(Vatigan Il Documents, 1982, paragraph No. 9). This development is achieved

through the followmg objectives:
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[a—

. To promote Christian ideals through Catholic Education in order to
sirengthen aititudes and behavior desling with Spimtual, Social and
Moral 1ssues.

2. To see that self discipline and mutual respect become a part of the

child's behavior.

3. To encourage parents to become knowledgeable about, and take a
keen interest in all phases of the school curriculum by their
mvolvement and commitment.

4. To foster an active spint of cooperation between teacher and parents,

. To guide the child in developing a responsible aftitude towards himself
and others. (Notre Dame Regional School Calendar, p.1)

L

This philosophy is the driving foree behind Notre Dame Regional School.
All decisions congerming academics, discipline, and daly operations are made

with the promotion of these 1deals in mind.

Notre Dame School Staff

The Principal. The Principal is the spiritual and instructional leader of the
school and is responsible for its effective operation as an educational institution.
Moreover, the Catholic school, being distinctive in its religious dimension calls
the principal together with his/her staff (o:

a. provide an educational climate permeated by the gospel spirit of
freedom and love.

b. guide the students in such a way that personality development goes
hand in hand with the development of the "new creature™ that each
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one has become through baptism.

¢ relate all of buman cultare to the good news of salvation so that the
light of faith will ilhnnine everything that the students will
gradually come to leamn about the world, about life, and about the
human person (Diocese of Camden, 1988, p. 302).

To accomplish this task, the vision that is Catholic schoot education must
be shared not only by the prinoipal and the school community but also by the
pastor, parish staff and parish comimunity, by parents and guardians of the
students, and by diocesan staff The mission of the school is fruly and
authentically a part of the parish mission of unity and reconcilialions.

As m adpunistrator, the Principal conducts more than 100 daily activities.
Approximately fwenty-six percent of her timme is spent in pre-srranged meetings.
Miss Brown is expected to work closely with the pastoi(s) and faculty to
achieve a climate and program that fosters Chnshan growth and formation
within the total school commumity, particularly through the study and
implementation of the Church's document on Catholic education. She
cooperates with the Diocesan Board of Education, the Superintendent of

Schools, and the pastor(s) in the administration of the school within diocesan

and stated policies and regulations. The Principal fosters good relationships
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with pastor(s), public authorities, parents, teachers, and pupils. She meets with
the pastor(s) on a regularly scheduled basis for discussing the operation of the
school and for resolving concerns relevant fo its operation. She collaborates
with the pastor(s) in inferviewing and hinng prospechve teachers who have been
approved by the Diocesan Schools Office.  She serves as a. member of the PTA
Executive Board, i1s present for all PTA meetinpgs, and mosures teacher
attendance at PTA meetings. Approximately fifteen percent of the Principal's
time is concerned with routine office duties. The Princfpal actively recruits
students for the school and is responsible to inform the pastor of new pupils who
are to be registered in school, admits all new pupils and oEtains the scholastic
and health records of all new students as soon as possible. She must keep a file
for eack stmdent which contains a permanent record card and cumulative
records. She is responsible to maintain discipline in the school and to msure
that suspensions and/cr expulsions are carried out only with approval of the
pastor(s) and in accord with diocesan guidelines. She plans monthfy fire drills
and keeps records of date and time. She assumes responsibility for early

dismissal of any pupil for illness or other reason. She accepts responsibility for
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government fimded programs and insures adhkerence to guidehnes established
for the nse of matenals purchased and all available services. She must prepare
an instructional budget anmually and maimtain an adequate supply of materials.
She is responsible to oversee the maintenance of the building in regard to
health, safety, and well being of the students and teachers. Approxmmately nine
percent of her day is spent on the telephone with parents, pastors, the Diocesan
Office, and others concerning educational and maintenance matters. Another
fifteen percent of her day is spent dealing with unexpected problems and
unannounced meetings.

In the area of supervision and instruction, the Principal is expected to
promote the professional growth of teachers by planning professional and
spiritual in-service opportumities, by helping teachers define goals for
themselves, by informal and formal observation and supervision, and by
following the diocesan policy for evaluation of teachers. Approximately twenty-
five percent of her time is spent in deliberate encounters with teachers and
students. Miss Brown makes every effort to know each teacher personally

through private chats and joining the faculty for lunch. In order {0 become
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personally involved with the students, Miss Brown initiates conversations and
patticipates in classroom and playground activities. She discusses mdividual
student progress with teachers and parents as needed. She cooperates with the
Office of Religious Education and the DRE in providing preparaticn for the
reception of sacraments. She must hold facolty meetimgs regularly in order to
insure collaboration in planning the school program. She checks and signs
lesson plams weekly. She is responsible for procuring equipment and materials
necessary for depariments to carry out their educational mandate and to
prioritize and oversee the distribution of such equipment. She attempts to foster
professional milieu which will draw the faculty and entire school community to
educational growth. She is expected ic develop and update parent and faculty
handbooks. She must develop curriculum in collaboration with staff and in
keeping with diocesan gnidelines. She utilizes the standardized testing program
of the diocese to improve mstruction and monitor student ovtcomes. She
provides leadership in guiding the faculty and school community through the
Middle States Fvaluation and Planning Process. She must msure that faculty

teach human sexuality in compliance with the Diocese of Camden’s Candelmes
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for Education in Human Sexuality. The remamming mne percent of her time 3s
spent enroute between the two bullding locations, (Newfield and Landisville)
to and from various off-site meetings, and of course, to and from home,

Notre Dame's principal was hired in 1993 for her first position as a
prmeipal. Previgusly, she taught 7th and 8th grade for five years, the most
recent two in Brigantine, NJ, the latter three in Philadelphia, PA. She praduated
with a Bachelor of Arts from Immaculata College, in Immaculata, PA. She is
currently completing her Masters i Elementary Administration at Rowan
College i Glassboro, NJ. For further information, refer to Biographical Data,
page 190.

Religion Coordinator. Each elementary school principal appoints a
rehigion curriculum coordinator from among the school faculty. This teacher
communicates on-going developments in the area of religious education {o the
faculty and serves as liaison with both parish(es) and school communify.

The religion coordinator works directly with the assistant superintendent
for religions education and is responsible for commusicating diocesan programs

and guidelines to the principal and teachers.



The coordinator meets with the principal, paston(s) and patrish DRE/CRE
to plan and meet local needs in the arcas related to religion cwrriculum. These
melude curriculnm content, sacramental programs, liturgical planning, service
areas in which the students can be involved beyond the school community,
calendar events and other local concems. In addition, the religion coordinator
mforms other religion teachers on the faculty of local resources and relevant
programs, and plans and executes programs m rehgous education for the school
community.

The relimon coorchnator has the following qualfications:

I. Ability to work with people and to initiate, plan, and implement
programs of religions education for the school in conjunction with
the faculty, pnncipal, DRE/CRE, and pastor(s).

2. Willingness to grow professionally as a religion edneator either
through formal studies, dwocesan workshops, and/or catechaist
formation offerings.

3. Avalablity o serve as coordinator for a minimuim of two years
{Diocese of Camden, 1988, p.303).

teaghers, Teachers are charged to coordmate specific areas of school
fimgtions and the curmculum, so as to assist the prncipal m texibook selechon,

scheduhng, budgetmg, smd any other mput requested. Charges mnclude rehgon,

readimg, language arts, math, science, social studies, music, art, physical



25

education, computers, sacramental preparation, contests, student council,
yearbook, safefy patrol, missions, Towa testing, and marketing. A Head Teacher
15 appointed to handle anv emergencies or discipline problems if the principal
1s not available,

In addition to teaching and celebrating Christian values m work and
sacrament, other duaties of the teacher are:

a. To share the principal's authority by observing and enforcing all school
regulations.

b. To share the principal's responsibility for the cars and appearance of
the school plant and suroundings.

¢. To share with the principal the need to communicate more effectively
by actively participating in PTA and other parent conferences; by
submitting for the principal’s approval all written information bemg
sent to parents; by attending and participating i all faculty
meetings scheduled by the principal; and by attending teacher
trammng programs scheduled by the Diocesan Schools Office.

d. To obtain the principal’s permission for the scheduling of extra-
curnicular activities, or any major deviation from the approved
program.

e. To support the mmssion of the Catholic school by fulfilling all charges
and supervisory duties conscientiously (Diocese of Camden, 1988,
p. 304).

In order to understand the configuration of the faculty in Notre Dame

School, this section describes specifics. Notre Dame School in its entirety has
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18 faculty members, {2 fomale, two female religious, and four male teachers.
They are distribited by grade as follows: two Pre-K, two Kindergarten, two
first grade, two second grade, two third grade, one fourth grade, one fifth
grade, one sixth grade, two seventh grade, and one eighth grade. There 1s also
a full-tme physical education/health teacher and a full-time art mstructor.
There are two foll-time female aids and two part-ime female aids. COne
hundred percent of all faculty and staff are Caucasian, mostly of Ttalian decent.
One male teacher is Hispanic. Fifty percent {nine teachers) of the faculty has
been teaching for ten years or less. Seven members of the faculty have been
teachmg for over 20 years. Two teachers hold associate degrees and are
working towards their bachelors degree. Four teachers have more than 16
credits beyond their bachelors degree. The majority of the teachers majored
in clementary education. None of the teachers hold a masters degree.
Seventy-five percent of the faculty are NJ State Teacher cerfified. Sty
percent hold their religious certification. Who's Who Among American
Teachers listed two of the faculty members in 1994, Karen Mackney and Judy

Buscham. The teacher to adminstration ratio 15 18:1, which is good as
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compared to the state average of 19:1. The averape teacher's salary is 318,000
a year, and contracts arc renewed on a vearly basis. Sinee 1989, Catholic
elementary teacher salaries have nsen about 23%. However, as Table 1 ¢learty
ndicates, Catholic school teachers continue to make considerably less than
ther public school counterparts. Catholic school {eachers are extremely
dedhcated and view their position more as a vocation than a career.

Each blding has one full-trme female secretary with each having three

Tablel
Companson of National Average Teacher Salarie holic an
Governmeni_ Conttolled School
Catholic schools Govi-controlledschools
1989 $15.578 $27 423
1991 517,597 $33.015
1993 $19.132 $35,104

Sowrce: Kealy, R. §., NCEA Nofes, Salaries in Catholic Education, 1994, p.2
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years experience in the school system. Fach Pre-K and Kinderparten has a
temale aid who assists the teacher as needed. Each building has two katchen
workers and one maintenance man. Parents are asked to take their obligation
to educate their children very seriously. One such area 1s fo vohinteer time to
the school dunmg lunch and recess, student acthivibes, class parbies, and any
other ime requested.

All staff | especially faculty, are encouraged to atiend workshops,
sermnars, etc, to take college classes and increase credits. There are two m-
service meehngs held each year, one Dipcesan and one Iocal. The goals of
staff development dictate the form of the in-service program, with the main
focus being on school need. Faculty members attend an organized retreat once
a year. Monthly faculty meetings include guest speakers covering a variety of

topics of value {o the teachers and the school.

Notre Dame Student Body

Currently, there are 356 students, between the ages of three and 14,

enrolled in Notre Dame Regional School.  The school, due to its
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regionalization, receives smdents from at least seven different parishes, three
counties, and at least 10 school districts. Most children are transported by
busses supplied by the transportation office of the district in which they reside.
The majorty of Notre Dame students reside in the school districts of Buena,
Franklin and Vineland. Of these 356 students, five are Asian, 18 Hispanic and
six African American. The remainder are white or another ethnic group.
Notre Dame has experienced a steady increase in enrollment of Hispanics and
African Americans due to the fact that 40% of Landisville's population is
Hispanic and African American. There are 154 male students and 202 female
students. Parents, who are considered active parishioners, pay $1100 per child,
shightly less for additional children, in tuition per year. An active family is one
who attends Mass regularly in one of the seven parishes regionalized with the
school. Each family is regponsible in helping three times throughout the year
at one of the bingos which subsidize the school directly. Each family is
responsible for selling or buying five year-long 50/50 raffles. This 50/50 is the
predominant PTA fund-raiser. FEach family is responsible for selling

magazines, Easter candy and "Oldies" dance tickets. Nona-active families pay
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$1600.00 in tuition vearly.

In order to set tuition pohcies, Notre Dame Regmonal School must take
mto consideration the diverse socio-economic levels of the communities in
which it 1s located. Though operating costs continue to rise, it is impractical
(o gontmue to merease fthon to meet these nsing costs. Many fanlies are
surviving on low or fixed incomes, and cannot continue to send their children
to Notre Dame if tuition is increased. Prior to the merger, tution at 5t. Rose
of Lima was $1400.00 and tuition at Qur Lady of Victories was $900.00. In
order to meet needs and at the same time strive for harmoeny between the two
sets of parents, Notre Dame met (n the middle at $1100.00. Since tuition alone
does not meet the total cost of operation, the school relies heavily on fund
raisers. Of all fund raising methods used by the school, bmgo i3 by far the
most profitable. Other avenues of fiunding are contunvally being explored and
incorporated as needed. Because of the need for such fimd rasing achivities,
parents are expecied to participate as tully as possible, Parenis who are
exceptionally cooperative m this area are rewarded with reduced tuition.

(rades one through eight complete the IOWA Tests of Basic Skills yearly
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and grades four and seven also take the Cognitive Abilittes Test. In the spring
of 1994, the students, according to the average standard scores for reading,
language, and mathematics, scored at least one full grade level above their
actual prade lew.rel. The percentile rank of average standard scores revealed
that the student body of Notre Dame Regional, as well as the school itself]
scored sigmificantly higher than other students and schools across the nation.
As Table 2 indhcates, Notre Dame Regional School also scored higher than
other Diogesan schools. Notre Dame scored 15.25% higher than Diocesan
schools in reading, 11.25% higher m language, and 8.875% higher in
mathematics.

Normally, 100%s of all students gréduate from eighth grade. The majonty
of Notre Dame graduates attend the following Catholic high schools: Sacred
Heart, Vineland; St. Joseph, Hammonton, Our Lady of Mercy Academy,

Newfield; and St. Augustine Prep, Richland.

rricul

Grades Kindergarten through four are self-contained. Grades five



Table 2

IOWA Test of Bagic Skills - Report of Building Averages

tiona nt Norm Notre 11 i
Reading 50.000 73.250
Language 50.000 73.500
Mathematics 50.000 65.875
Naticnal Camden Diocesan Notre Dame
School Norms School Norms Scheool Norms
Reading 50.000 69.625 84.875
Langunage 50.000 75.250 86.500
Mathematics 50.000 67.000 75873

Source: TOWA. Test of Basic Skills, 1994, p.4 {Our Lady of ‘;fictoﬁes and St.
Rose of Lima combined).

through eight are departmental. The curriculum guidelines set by the Diocese
of Camden are followed closely. The required courses and time Iimits for each
grade may be found in Appendix C. The curriculum is updated every five
years to keep up with advancements nationwide. The curriculum strives to
move with advancements in technology, science, and national goals according

to studies and projections. New mathematics guidelines were incorporated in
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1993. Whole Langnage (reading, Enplish, spelling, handwriting and phonics)
was incorporated in 1994, The science curniculum will be updated in 1995,
social stadies in 1996, and religion in 1997 The cycle will then begin over
agam. In addition to the required courses of the State of New Jersey and the
Diocese of Camden, children at Notre Dame recerve weekly computer training
n all grades and science lab experience in grades five through eight. Extra-
curricular programs, offered after regular school hours, melude miramurals,
karate, baskeiball, cheerleading, art club, band, drama club, vearbook staff,
Altar servers, and student council. Various Police organizations sponsor
DARE, Officer Phil, boating safety, and school safety patrol programs. Special
presentations are offered penodically to enhance the curriculum. Students are
encouraged to be imvolved with the community m all areas. The school
supports such activities as Clean Communities, Tiny Tim Caroling, collections
for the Missions, Thanksgiving food baskets and Christmas gifts to the Senior
Citizen Center and Atlantic County Social Services. Also, entrance m
competitions, such as the local Halloween Parade, newspaper contests, spelling

bees, poster contests and writing contests, has resulted in many awards for the
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school and its students.

Chapter One focused on the communities the school serves, the school
distnict of the Diocese of Camden, the school itself, and the staff and sindents
of Notte Dame. In Chapter Two, project objectives and professional
competencies will be discussed for each of the six project areas of
administrative practice. Research and literature pertaining to each project area

will be presented.
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Chapter 2

Internship Objectiv

Burpose

In a schoal, the person who holds the greatest power to effect change or
maintain excellence is the principal {Sergiovanni, 1991, p. 99). Because of this,
the elementary school principalship is a highly complex and dynamic posifion
demanding skills and expertise in many arcas. The intern envisions & spititual,
mstructional leader as the role of the Catholic elementary school principal. The
principal has the major responsibility for the effectiveness of the diocesan
educational program and its impact on the total pansh community. “Educators
have ereat moral, ethical, and legal obligations to create good schools - places
where all children can achieve their full potential and receive an equal
opporhumity to succeed in society™ (Smith & Andrews, 1989, p. v). Central to
this goal is the principal who acts as a model of Christ, & resource provider, an
instructional resource, 8 communicator, and a visible presence.

The Catholic school, bemyg distinetive in its religious dimension calls the
principal to:

Provide an educational climate permeated by the gospel spirit of freedom
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and love.

Guide the students in such a way that personality development goes hand

in hand with the development of the “new creature” that each one has

become through baptism.

Relate all of human culture to the good news of satvation so that the hight

of faith will flumine everything that the students will gradually come to

learn about the world, about life, and about the human person

(Congregation, 1994, p. 1).

The internship, scheduled at Notre Dame Regional School in Newfield
and Landisville, NJ between May 1, 1994 and Jume 30, 1995 will offer the
learner opportunities to develop principal competencies in initiating and
responding to change, decision making, support for instruction and learning,
human relations and morals, evaluating school processes and products and
responding to problem situations.

The purpose of this chapter is to present the project objectives that were
developed by the intern, review the research and literature pertaming to these
prajects, and to identify the evaluation modes of the project objectives and
professional competencies to be acquired. The following areas will be focused
on throughout the internship; cwrriculum, teaching and learning, pupil personnel

administration, organization and management, utilization of staff, and routine

tasks.
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Curriculum
Curriculum 1s defined as a “plan of action, or writter document, which
includes stratepies for achieving desired goals”(Omstemn & uskins, 1988, p. 6).
The mtemm’s objective m the area of curriculim was to develop strategies for the
implementation of whole language in grades one through eight. The need for
these siratemes surfaced m the rewntng process of the Language Arfs
Curricuium Gmde for Catholic elementary schools in the Diocese of Camden.
Whole language 1s defined by Fredencks (1991, p. 1), as a philosophy of
teaching in which readmg, writing, listening, and speaking are integrated and
taught throughout the elementary curricolam. It is not a program, but rather a
way iIn which children’s literature, witing activiies and communication
activines can be used in every subject.  Whole langnage provides a natural
lzaming environment based on the individual needs of each chuld. This concept
ot ghifd-based edvcation was imitially developed and pubhcized by John Dewey
in the early 1900's (Heald-Taylor, 1989, p 4). In the 197('s and 1980's rescarch
was conducted uysing hterature and wrifing rather than basal reading texts to
teach commumeanon skalls. The majonity of these studies showed promising

resuils for this method which became known as whole langnage (Tunnell &
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Jacobs, 1989, p. 470-1). This research demonstrates that:

Chuidren create new knowledge and express themselves mainly  through
whole language (listering, speaking, reading, and writing).

Children learn whole language in social contexts; 1.¢. flexable gronping
arrangements have a major impact on how well a student learns.

Children leamn through mteracting and talking with others.

Children learn how to read and wnite when these processes are connected
in sustained hterature-based experience.

Children leam spellmg, vocabulary and grammar when these conventions
of language are a part of an integrated language event (IDiocese, 1994

p. 2).

Since the concept of “Whole Language™ is so broad and the interpretation
varies with each limguist, 1t 1s necessary to present the position of the Diocese
of Camden on whole language  The diocese supports the undertying principle
of whole langaage but does not endorse all of the practices inherent m a punist™s
interpretation. “The whole larguage approach to leamning must be relevant,
nteresting, and meaningful to the learper. While whole language is “Child-
centered,” it should be based on the curriculum™ (Diocese, p. 3).

Curricuium guides - unfike well defined programs - are writien with the
understanding that there is a responsibility for decision malking on the part of the

teacher. Curmiculum pwides provide a framework, not a daily plan for
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instructon. Since teachers are responsible for the scope of any curriculum
content during a given school vear, they must also be the final determiners of the
sequence of content and skalls, the use of nstructional strategies, and the degree
of content detail. Given the nature of the actual classroom, certai factors will
drive these choices: student need, student developmental level, and realistic time
limitations, Teachers are encouraged to integrate cumculum n order to
maximize mstructional time and facilsate transfer of skills and snderstandings.

In the Diocese of Camden, cummculum guides are written in a spiraling
framework articulated from the earliest grades through the middie school.
Learning builds upon previous knowledge and skills, which are repeated and
remforced to ensure mastery learming. As a result, it is impossible to expect that
evervthing contained within any curmiculum guide will be taught in the same
sequence, style, and depth each year. Teachers need the flexibility to make
choices to ensure that the student needs are met and that the scope of the
curriculum is addressed (Diocese, p. i1).

“As research contimies fo support the use of whole language,
administrators face the challenge of implementing successful change. Change

itself 15 difficult, and changing educators’ philosophies and teaching methods
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requires a sequential, thorough plan of action™ (Lolli, 1992, p. 7). The essential
plan of langnage arts is to develop effective communicators of language.
Acquisition of the skills for effective commmunication 1s not a linear, sequential
process. All facets of communication are intercelated. Although specific skills
are identified for mstruction, they are not developed in 1solation since a natural
interdependence exists. Speaking skdlls are acquired in coordination with
listening skalls; reading skills are sharpened as students develop oral and written
compositions; study skills help students refine their oral and written
communication.

Additionally, communication skills are developmental. In order for this
to occur, students must become active participaints in the learting process.
Communication skills are applied in all subject areas. Students must have many
opportunities ¢ use their emerging skills in all disciplines. Application
reinforces the utility of skills acquisition. As a result, goals are necessary:

To communicate effectively with purpose

To understand and respond to fanguage

To understand and apply standard English language conventions

To develop an appreciation for the techmiques of communication

To develop and apply thinking skills

To focus on information relevant to subject materials

To pursue and expand personal interests amd talents through
commumgcation (Dhocese, p. 18).
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Since whole language instruction is based on a deeply rooted philosophy
and set of beliefs about learning, it requires the teacher to make a drastic
paradigm shift away from traditional practices (Martinson & Nowis, 1993, p. 26).
Teachers are invited on a journey that allows them to be learners and risk-takers.
They are encouraged to explore the various commurtication approaches that meet
the needs of students and fosters professional growth.

In an effort to foster this process, the interm’s objective was to develop,
describe, and define an array of instructiona! strategies that may be used across
the cumculum m conjunction with the Language Arts Curriculum Guide for the
Diocese of Camden. Some lend themselves more to reading, some to wrniting,
some may be used m both, while others are general strategies that may be
apphed across content arsas. An evaluation checkbst was completed by
participating teachers to determine the guality and effectiveness of the strateges
developed, as well as the extent to which the project objective was achieved.

The professional competency objective was to gain leadership skills in
clarifying and focusing goals, objectives, and strategies. The intern’s nientor
rated her leadership skills by completing an evaluafion questionnaire. He

critiqued the defimtions and examples provided, as well as the effectiveness of
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the strategies developed.

Teaching and Learning

Research verifies the fact that observation and supervision go hand in
hand with the teaching/learning process. Glickman (1990, p. 2) states that
“teachers are in the forefront of successfisl instruction; supervision is in the
background, providing the support, knowledge, and skills that enable teachers
to succeed.” Sergiovamm (pr, 5) adds that “successhul schools are characterized
by lively samd chverse programs of supervision that are accepted as a natural part
of the school’s way of life. Principals and teachers are clear as to the purpose
of the supervisory program and share responsibility for its implemeptation.” In
order for this to occur, the following principle should be kept in mind by the
prircipal and the teacher in preparation for the evaluation process:

A. Ewaluation of performance contributes to professional effectiveness
and productivity.

B. The pnngipal, as mstructional leader, has the respomsibility snd
obhgation to evaluate performance and prescribe advantageous and/or
necessary improvements.

C. Both the principal and the teacher must understand the process.

D. Ifthe evaluation is to be fair and objective, the teacher must be clearly
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informed as to the evaluation criferia.

E. Individual teaching styles among classroom teachers most be
recogmzed.

F. The teacher must be willing to accept and bring about the suggestions
desspned to improve performance.

(3. If the teacher is to profit from the evaluation process, the results must
be reporied specihically and thoroughly,

H. The teacher must be provided an opporimty to discnss the results and
submit a written reaction to the ratings {Archdiocese, 1992, p. 32).

Accordmg to the Dhocese of Camden, the goal of supervision is two-fold.
It provides for the improvement of instrughon and for an overall summative
evaluation of teacher performange. This goal 1s reached through both mformal
administrative momtonng and formal supervisory observations, The principal
is responsible for supervision and evaluation. Teachers with less than four vears
of teaching experience are formally observed twice a semester. Teachers with
four or more years of teaching experience arc observed once a scmester
{(Diocese, 1988, #809).

The intemn’s objective i the arca of teaching and learmmg was to prepare
and conduct lesson observations and conferences with teachers in several

subjects and grade levels. In keepmp with the philosophy of the Camden
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Diocese in regards to superviston, the mtern chose the cljnicél supervision model
to conduct observations. The following five sequential steps were followed in
each observation:

1. Preobservation conference

2. Observation of teaching

3. Analysis and strategy

4. Postobservation conference

5. Postconference analysis

In the late 1950's, Robert Goldhammer (1969), Morms Cogan (1973), and
their colleagues at Harvard University began to develop the clinical supervision
concept as they sought more effective ways to supervise graduate students
entolled m the Masters of Arls in Teachmg (Sermovanm, p. 297). Cogan (1973,
p.54} defined clinical supervision as follows:

The rationale and practice is designed to improve the teacher’s classroom
performance. It takes its principal data from the events of the classroom. The
analysis of these data and the relationships between teacher and supervisor form
the basis of the program, procedures, and strategies designed to improve the
students” learning by improving the feacher’s classroom behawvior.

This definition coincides with Costa’s (1983, p. 11) belief that “how teachers

teach, mfluences what students learn and who teaches, fluences what is
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leamed.” Content is secondary. The personal relationship between the teacher
and the student 1s the core of learming. Teachers estabhish the educational
climate and structure the learmmmg expenences. They control the process of
learning.

The purpose of classroom obzervation has come full circle from the carly
1900's. What began as inspecting classrooms and controlling teacher behavior,
developed through the mid 1900's to collecting data with newly developed
observation techmigues and instruments for research purposes. In the late 1900's,
the emphasis has shified to the professional growth of teachers and their use of
effective teaching practices (McHaney & Impey, 1992, p. 3). The purposes of
the teacher evaluation required in the elementary schools of the Camnden Thiocese
are:

A To assure support for the goals and spimt of Cathohe Educahon n
general andl the school program in particular

B. To imprave the instructional program
C. To identify professional growth needs
D. To identify effective persennel and encourage their retention

E. To provide a record of teacher performance for future reference
(Diocese, p. 17).
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The climeal supervision model embraces these poals. Accordmg to
Sergiovann, it 1s considered by many experts (Goldhammer, Anderson, &
Krajewski, 1980; Garman, 1982) to be a very effective strategy for bringing
about improvements in teachmg ¥t requnres a more miense relahonship between
supervisor and teacher than typically 1s foumd 1 supervisory sirategies. The
perspective for clinical supervision is basically formtative. Its focus is on
building teacher motivation and commitment, on the one kand, and on providing
for “on-line” staff development for teachers, on the other. Simce teachers assume
active roles in the process, they often find this a very satisfving approach. |
lends to peer and collegial relations among teachers (Sergiovanmi, p. 297).

In the area of teaching and learning, the intern’s objective was fo prepare
and conduct lesson observations and conferences with teachers. The evaluation
mstrument, designed to assess the extent to which the objective was met was an
evaluation queshonnare admmstered to teachers whose lessons were observed.

The professional competencres sought in this arca included: the
development of conferencing techmques, facihty with chnical supervision
evaluation instruments, the development of professional interpersonal

communication skills, and the general development of those leadership skills
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assocated with observarion and evaluation techmaques. The extent to which the
intern: suecesstully completed her professiomal competencies is evidenced by the
school administrator’s analysis of the observation process. The intern’s mentor
checked statements which indicated the level of demonsirated proficiency of

supervisory skalls.

Pupil Personnel Admini 100

Today’s schools face many challenges, and Catholic schools are no
exceplion to this reality. No longer is it sufficient to provide an academically
excellent education m a Christian commumity. Students need more, and parents,
community mernbers, and leprslators are demanding that schools devise ways of
meeting student needs. “One of the quiet and perhaps one of the most
significant revaluttons that has taken place in American society over the last 30
years is the increase in boih parents working, A peneration ago, children who
returned from school to an empty house were the excephon. Parents who work
myst leave home carly to travel to work and they retun home late after eight
hours of work (Shaughnessy, 1991, p. v).

What happens to the children who walk to the neighborhood school only
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a few blocks away and who finish school several hours before parents return
home? Notre Dame Regional School, along with many other schools,
recognized this need and decided to expand their day. The intern’s objective
was to develop a before-school and after-school care program for students in
pre-school through eighth grade. This response typifies how educators often
respond to the needs of the time. The increasing number of parents using these
programs shows how parents value them.

In 1987, the New Jersey Legistature found and declared:

a. That the increase in single-parent households and two-career families

has resulted m a growmg number of young children who are unsupervised

from the time scheol ends antil a parent returns from work, with one

national study estimating that 6,000,000 children, aged five to 13, are

unsupervised daily.

b. That vnsupervised children are more likely to engage in drug abuse,

alcohol abuse, or other dehnguent behavior, and are af greater nisk of

bemg the victims of criminal acts.

¢. That in many commumties, child care programs to serve these school-

age children are non-existent, too limited to accommodate the demand, or

too expensive for some families to utilize.

d. That the state can play a useful and 1mportant role in the promotion of

quahty and adequate day care services which will benefit the well-being

of children and families (New Jersey, 215, E1).

As a result of this, Senate Bill No. 1721 (OCR) created a program in the
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Department of Human Services to establish a grant program to encourage and
suppott the provision of nonsectarian child care in public and nonpublic school
buildings or another appropnate location as approved by the commissioner
bafore and after the regular school day for children.

A basic question that must be answered is “What is child care?” Not only
15 the concept somewhat difficult to define, it may also be found vnder several
titles; extended care, before and after school care, extensive programs, school-
aged child care and school-aged day care. The first two terms, extended care
and before and after school care, are most often used to describe programs
operated as an extension of the school day and administered by the principal.
The regulations of the state regarding licensing will affect the relationship of the
principal to the program. The State of New Jerscy defines “Child” as amy
person under the age of 13. “Child care center” is defined as any facility which
i3 maintained for the care, development or supervision of six or more children
who attend the facility for less than 24 hours a day (New Jersey 30: 5B-3).
While this term includes many things, “it shall not mclude a program operated
by a pnivate school which is run solely for educational purposes. This exclusion

shajl meclude kandergartens, prelandergarten programs, or child care centers that
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are an integral part of a private educational institution or system offering
elementary education in grades kindergarten through eighth” (New Jersey 30:
3B-3, {2)).

Because Notre Dame Regional School’s before and afier school program
15 an extension of the school experience, it is outside the requirements of state
law concerming child care. However, the admimstration of extended care
programs still requires expertise, careful planning, and a working knowledge of
legal responsibilities and hiabilities. The principal 15 the director of record with
the program heing part of the school and employees are school employees, With
the child care program bemg part of the school, it is also easier for teachers and
other school staff to work with child care staff in meeting students’ academic,
emotional, and social needs.

According to Shaughnessy, (p. 29), extended care admmistrators should
give careful consideration to the development and implementation of a handbook
for their program. The handbook need not be a lengthy document, but everyone
will be 1n a much better legal position if pertinent and important information has
been commutted to wnting. The following 1tems should be included i the

handbook: Philosophy/Goals; admission policies; program; communication; daily
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release; disciphne code; field trips, health and safety: emergency procedures;
nutnton; records; single parent/other relative considerations; visitors;
evalnabion; school’s right to amend; and parents” signed agreement.

Fvaluation, both informal and formal, is an integral part of any educational
prograsn. In an effort to evaluate the achievement of the project objective of
developmg a before and after school care program, an evaluation questionnaire
was developed. This instrument was administered to staffl members and parents
associated with the before and after school care programs to determine their
degree of satisfaction. Questions revolved around the sterns listed above, as well
as the care piven to their children, satsfaction with the program,
recomumendations of the program to frends, the children’s happiness and
enthusiasm about coming, re-enrollment, and suggestions for mprovement.
Students were also surveyed regarding their real feelings about the program and
how it could be improved. They were asked about what they learn, how they are
doing m school, and what would make the program better.

The ntern’s mentor answered several questions in regard to the intern’s
level of proficiency in organizational and managena! skills. These competency

objectives, along with coordinating activities and staff members, were evaluated.
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The mtemn’s mentor commented on the needs assessment conducted, the goals
and tme schedule developed, the responsibility delegated, and the professional

rmnplementation and orgamzation of the programs.

Organization and Management

Good commmmicanon s 4 means of strengthenmg the relationship between
the school and the community. 1t i3 key to building gpood public relations.
Research tells us that people form attitudes on the basis of personal experiences.
Personal expetiences that people have with schools and school employees will
influence their attitude towards that school (Wheery, 1977, p. 149). There are
at least three good reasons for school administrators and teachers to forge strong
communication links with the communities they serve.

“First, educators must understand the needs and expectations of students
and parenis if they are to develop appropriate school programs to mest
those needs. Second, parents and other crhizens need acoyrate and up-to-
date informnation about the schools, 1f they are to make sound judgements
about how well the schools are meeting the needs of the student and of
their commmunity. Finally, close communication between schools and their
communities establishes shared goals and thus builds public support for
the commitment to the schools and their educational objechves”
(Cattermole & Robingon, 1985, p. 48).

Gotts and Pamell {1985, p. 11) state that “studies show that a quality
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newsletter is the single most effective way of reaching parents whose children

attend a particular school building.” The Independent School Management

Corporation. agrees. “Our pareni newsletter 15, .our most important, consistent,

controllable commumication with our most important marketing group - current

parents - because it provides...a consistent opportumty to reinforce the benefits

our school offers to both students and parents amd that makes i1...1the schoaol’s

key retention and bonding tool” (1993, p. 23). The School Management

Corparation ouilings the following objectives for any newsletter:

S LR N
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. Reinforee parents’ decision to chroll
. Keep constituents up-to-date
. Giive everyone the “good news”™ to generate positive word-of-mouth

. Validate quality of programs and services

a. Provide balanced coverape of all levels

b. Show ewvidence of student success mn academtics and personal
growth

c. Keep parents and stndents looking forward to upper grades

. Stress benefits to child and family, not features
. Emphasize your competitive advantages
. Develop ownership in your school and a feelng of “family” among

parents. students, adtministrators, staff, alumni

. Continually improve quality:

writing

desipn

graphics and photos
procting, proofing, proofing

9. Keep articles short and readable
10 Mamim admmstranive contral over content
11. Include every child’s name every vear (1993, p. 24)
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These objectives are very mmportant when examining what parents want
to se¢ in the school newsletter. Their own child’s name 15 defimtely at the top
of the list. Other concerns include; what their child is learning, what ¢lse their
chuld 15 doing in school, what you're doing to make their lives easier, why it
¢osts so much, success stories, and a lively, easy-to-read, attractive publication.
These items will validate the school’s acadeinic quality, which is the parvents’
first concermn, as well as validating character building, which is the most
important to siudents. Success stones gve the parents “bragemg nghts™ and
“asiumtion”™ to spread good word-of-mouth.

Arquilla, who researched and wrote the Nanional Marketing Campagn For
Cathohie Schools Handbook, desenbes four special strengths that a2 school’s
newsletter can offer.

1. Because newsletters in peneral take on an “informal™ appearance,
news mn this medmm is often perceived as bemng up-to-date.

2. Becayse newsletters are targeted o specific audiences and the writing
18 50 personal, this can be a better sowrce of news about your school than
more general mecha '

3. Because newsletters generally exclude adverising and are opimonated,
readers trust this type of publication.

4. This may be the primary source of information about your schaot for
many of your readers (1994, p. 33).
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Because of these powerful advantages, a newsletter can play an inteeral
role in any marketing communications program. It is important to set goals by
reflecting upon the purposes and audience, to plan an evaluation, {o allocate a
budget, and to encourage cooperation and freedom to manage issue-by-issue
decisions relating to content, format and art. Bearing in mind that any newsletter
“should be well written, readable, informative, and brief” (King-Stoops, Mark
& Stoops, 1985, p. 433).

The objective of the mtern was to direct the preparation of a school
newsletter as a public relations instrument. The quality of the newsletter was
evaluated by parents, faculty, and staff who completed a questionnaire. They
were asked to comment on several aspects of the school newsleiter, including:
articles, colunns, gurdelmes. expectations, tome tables, design, quality,
publication and distribution.

Professional competency objectives included: the development of good
communication skills, the acquisition of leadership, management, and
orgamzational skills, and the ability to coordinate information and staff members.
The intem’s mentor and director of the school’s Marketing Team evaluated the

extent to which the competency objectives were fulfilled by completing an
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evaluation questionnaire regarding the intern’s acquisition of the basic skills in
group planning, the abhty to manage and design student/staff projects in a

highly effective manner, and facility in guiding and monitoring public relations

objechives,

Utilization of Staff

“Developmg the school schedule has long been the principal’s most
arduous task. The schedule brings order out of chaos and hopefully, plan out of
purpose” (Davis and Bechard, 1963, p. 1). No matter what type of scheduling
arrangement a school selects, the task is a difficult one for the admimstrator of
any school who tries to revise and adjust a schedule to match school goals,
changmg needs, resources of plant and staff, and student capabilities and wishes
(Murphy, 1966, p. 3).

Camden diocesan regnlations reparding the length of the school day call
for five hours and fifteen manutes which extends each dav to five hours and
twenty-five minutes. The time allotments i the weekly time schedule (see
Appendix A) incheate the mimmum of actual mstnictional time for each subject.

They do not inchude: prayer iime, achwity penods, recess, lunch and change of
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class. These specified times must be set beyond the instructional time according
to local circumstances. Religion, mathematics, English and reading are to be
scheduled daily. Other subjects allow for a greater flexibility and can be altered
with both time and/or number of days. Primary grades may choose to teach
science 1n one semester and social studies the other semester. The need for
flexibility is recognized due to bus schedules and other local circumstances.
Therefore, ime allotments can be lengthened bevond the minimum schedule to
fill the block of ttme each school has available to them. This should be done in
proportion to the amount of time hsted on the weekly schedule.

Most elementary schools have not changed their basic organization over
the last twenty-five years, even though their staffs may have doubled in that
time. The classroom teacher is still randomly assigned a heterogeneous group
of twenty-five or more students and remains responsible for them throughout the
school day (Canady, 1990, p. 34). At the clementary level, the schedule
determines the amount of time that is actually available for instruction.
Characteristic of this level, are classroom teachers trying to fit the mstruction
they provide into the miches left by teachers of music, art, and physical

education; by the school mecha specialist; by the school counselor, by Chapter
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I pull-out programs and programs for children with learning disabilities; and by
other school support services. A teacher may seldom have his/her entire class
together in one place for teacher-directed instruction (Canady & Hotchkdss,
1984, p. 184).

A lot has been writien on high school scheduling because of the nature of
the school day, yet very little research has been done on the clementary
scheduling procedure. In Noire Dame Regional, as in most elementary schools,
the administrator 15 concemed with. the scheduling of “specials™ which include
art, music, libvary, health, physical education, computers and fuach schedules.

The mtem’s objective was to develop the master schedule for the school
vear 1994-%5 for all programs grades kindergarten through eight. The infem
sought to leamn the structure of the scheduling process for all monthly activities,
meetings, special events, and the use of the facility before, during, and after
school hours. The extent to which the intern successfully compieted these
objectives is evidenced by the evaluation forms completed by faculty members.
Do the individual schedules of the teachers and the students meet their
instructional needs?

The professional competencies to be achieved were the abilities to:
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effectively organize and manage the time and scheduling of events that involved
the staff and/or the school facitity; identify individual teacher, students, and
program needs; make decisions in order to develop a schedule which provides
for maximum instructional efficiency; and resolve difficult situations through the
use of conflict-resolution strategies. The quality of the intern’s professional
competencies was determined by the completion of an administrative proficiency
review. Areas of demonstrated professional competency included the ability to:
effectively employ conflict resolution strategies, identify and imcorporate
individual teacher needs, student needs, and program needs in struchuring the
master schedule and dermenstrate expertise in organizational processes involved

in scheduling.

Routine Tasks

“One of the more formidable tasks facing any Catholic school
admimstrator is developing and writing school handbooks, those definitive
references containing policies and procedures for which school commumity
members are responsible.  Since school admimistrators are forced 1o be

concerned with the legality of their actions and of their schools” policies, the
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importance of handbooks is paramount’™ (Shaughnessy, 1989, p. vi).

Admmistrators generally know that handbooks are significant. Cathelic
school admrmnistrators are aceountable, In certain areas, fo state educational
anthorities who are themselves governed by - and who govern by - state statutes
and regulations. In addition, administrators in Catholic schools must answer to
pastors in parish schools, to govermng bodies of religious congregations if the
school is sponsored by a religious congregation, and often to boards of directors
and trustees. Admumstrators are accountable to parents for the educational
experiences given their childten and for the competence of the school personnel
affording those experiences. Admimstrators are expected to give faculty and
staff clear directions and to provide personnel policies that are just.  Finally,
administrators nmust always be concemed with both the legahity and the morality
of their actions (Diocese, #302).

The last twenty years have witnessed a dramatic increase i the numbers
and kinds of lawsuits brought against schools in general. Prior to the 1960's,
very few cases involving parents, students, and/or teachers resulted mn findings
against the school. The few cases that were brought were usually decided in

favor of the school since judges practiced the doctrine of judicial restramt, a
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belief that basically means the courts will not interfere with decisions made by
professionals, mnless biatamtly unfair action has been taken. While this doctrine
is siill practiced today, judges secem to be somewhat more willing to decide
against the school, particularly in the area of discipline (Shaughnessy, p. vii).

Between 1969 and 1974 there were three significant cases involving
clementary and secondary schools. In 1969, Tinker v. Des Moines Independent
Commuonity School District (LaMorte, 1993, p.88) produced the now famous
statement, “It can hardly be argued that either students or teachers shed their
consifuitonal rights to freedom of speech or expression at the schoolhouse gate™
(p. 506). Although this case is rightfully associated with First Amendment
freedom of speech rights, it is very significant in Fourteenth Amendment dne
process considerations as well. In the public sector, First Ameadment rights
cannot be restnicted without due process (notice and a hearing before an
mpartial tribunal) of law,

A second landmark pubhic school case, Goss v. Lopez (LaMorte, p. 113)
imvolved Ohio public school students who, without a hearing, had been
suspended from school for up to ten days. In 1974, the Supreme Court rulad that

suspended public school students do have rights to at least minimal due process
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protections. In an opinion that provides food for thought for any administrator,
the court stated: “In holding as we do, we do not believe that we have imposed
procedures on school disciplinarians which are inappropriate 1 a classroom
setting. Instead we have imposed requirements which are, if anything, less than
a farr-minded principal would impose upon himself 1 order to avoid unfarr
suspensions” (p. 583).

In a second case heard the same day as Goss, Wood v. Suickland,
{.aMorte, p. 393), the court ruled that school officials could be held Lable for
darnages if therr actions violated the nghts of students. By 1974, then, the rights
of the public school students and teachers appeared to he firmly established.
Fven though some Supreme Court cases in the last three years show a somewhat
more conservative interpretation of the rights of public school students, the right
to due process has remained largely unchallerged (Shaughnessy, p. viil).

Private schools are expected to be fair m their dealings with sfudents and
teachers, but that farmess is judged by the provisions of the contract existing
between the school and the student or the teacher. No constifitional due process
protections exist in Catholic schools. Because the Catholic school is not an

extension of the state, sindents and teachers cannot generally claim constitutional
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protections. This lack of safegnards does not mean the Catholic schools may be
arbitrary in their dealings with parents, students, and teachers, but it does mean
that the Catholic school does not have to accept all the behaviors that the public
school has no choice but to accept (Shaughnessy, p. ix).

The fast fifteen years have seen a rise in the number of cases brought by
Catholic school students, parents, and teachers. The reticence that once seemed
to preclude a church member’s suing a church authority has largely disappeared.
In the past, the doctrine of separation of church and state has protected church
sponsored schools from being snccessfidly sued. Recent decisions suggest that
doctrine does not offer a church-related mstitution absolute protection from
successful lawsuts (Shaughnessy, p. x).

The menticned court decisions offer guidance for school administrators
seeking to develop legally sound and morally just policies and procedures. Notre
Dame Regional School, like ali other schools, needs to insure that both parents
and students understand the rules and policies of the school and agree to be
governed by those tules and policies. When administrators consider handbools,
rules and regulations come to mind. Most school officials and lawyvers would

agree that the best law is, like medicine, preventive. The best defense is baving
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tried to follow the right course in the first place. Communication is the kev.
Since communication Is seen as the basic foundation for learning and a means
for developing parent involvement in schools, the schools need to identify
several methods of improving their public relations with home and community
(Chrispeels, 1988, p. xan). The school handbook is one such method. However,
whichever method used, creating lines of communication between school and
home are important in improving student motivation, discipline and achievement
(Dulaney, 1987, p. 49).

The school handbook is used to commmmicate peneral information
regarding all areas of school life. In an effort to avoid lawsaits, all schools must
lock carefully at their rules and procedures to be confident that they are
reasonable, fair, and consistent. E. Edmund Reuiter, Jr. (1973, p. 68) afier
analyzmg hundreds of school cases, offers six minimum essentials for developing
enforceable rules of conduct, These essentials are:

1. The rule must be published to students;

2. The rule must have a legitimate edncational purpose;

3. The rule must have a rational relationship to the achievement of the

stated educational purpose;

4. The mearnng of the rule must be reasonably clear;

5. The rule must be sufficiently narrow in scope so as not to encompass

constitutionally-protected activities along with those which may be
constitutionally prohibited in the school setting; and
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6. I ihe rule mitinges upon a findamental constitutional right of students,

a compelling interest of the school (which 15 a goverrmment agent) in the
enforcement of the mile must be shown.
While the fifth and sixth rules do not apply to nonpublic schunl;ﬂ., all the rules are
worth considering when drawing up a school disciplinary code. “Catholic
educators must be concerned with bemg models of mature, responsible,
Christian behavior. Dhisciplinary policies amd procedures must be examined in
the Light of responsible behavior™ (Shanghnessy, p. 33).

Chrispeels (p. 25) states that the beginming point for rules development
should be in the school’s philosophy. The content of the handbook should
coniain the following: “philosophy/coals; admission policies; academic policies;
commmication - parent/teacher, teacher/parent, administration; disciphne code;
extracumncular activities; held trip policies/forms; patent service requirements;
parents’/student’s signed apgreement; principal’s right to amend; and use of
school grounds™ (Shaughnessy, p. 56).

Parent involvement and attiudes toward education are a good predictor
of student achievement (Boose, 1991, p. 6). The handbook/calendar is an

attempt to keep the lines of commymication open and keep the parents informed

and involved. *Prjected dates of school funchions as well as the days school
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15 not in session are vital pieces of information for many families™ (S, John,
1983, p 25).

the development of the Notre Dame parent handbook/calendar was a
major project objective in the area of routine tasks. Evaluation of the objective
was completed through the use of an evaluative survey distributed to all parents
and school personnel. The format amd mformation conveyed were the two main
aspects evaluated.

The competency objectives were (o develop writig and communication
skills and to develop policy wnting skills, In essay form, the mntern’s mentor
rated and discussed the intern’s ability to utihze computer technology, promote
communications between the school and home, and develop policy writing skills
- specifically through the 1994-1995 School Calendar/Handbook.

This chapter served to review the literature available on topics
meorporated into the internship projects. Project objectives and professional
compefencies were identified and discussed, along with evaluation
methodologes. Chapter Three describes the intern’s activities in reaching cach
stated project and professional objective. It will detail the intern’s experience

at Notre Dame Remonal School.
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Chapter 3

Internship Experiences

Purpese

The purpose of this chapter is o describe the intern's experiences at Notre
Dame Regional School during the 1994-1985 internship year. The intern is
currently serving in her second year as principal of Notre Dame School. In this
capacity, the intern is responsible for the administration of the school,
maintaining records, marketing and Tecruiting, budgeting, discipline, and
coflaborating with Diocesan Administrators, Pastors, teachers and parents.
However, for the purpose of this report, the focus will be in the areas of
curriculum, teaching and learning, pupil personnel administration, organization
and management, utilizatton of staff, and routine tasks. The experiences reflect
the completion of the stated objectives and practical training in administrative

techniques.

Curricaium

The intern's objective in the arca of curriculum was to develop strategies

for the implementation of whole language. In conjunction with. this objecitve,
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the mtern volunteered to serve as a member of a cumcnlum revision committee
to review and/or update the reading/language arts carriculum gmde to mnclude
the Diccese of Carmnden's newly adopted philosophy pertaining to whole
language.

Curriculum evaluation and revision n the Camden Diocese is reviewed
every five vears for each area of the curriculum. The reading/language arts
curricnbum puides were scheduled for revision during the 1993-1994 school
year. Since the Diocese had recently adopted the underlying principle of whole
langnage, a comprehensive recension edition of the reading and language arts
wstruction process was mmperative. A commitiee of twelve expenenced
administrators and teachers representing vanous grade levels and elementary
schools throughout the Diocese were asked fo assist the Assistant
Supermtendent in charge of Educational Services and Curriculum in revising the
curriculum guide. The intern was one of two administrators assigned to this
comntittee.

The proup participated in six two-hour workshops dealing with the topic
of whole languape. These sessions were presented by various educational book

publishers during the spring of 1994. The committee was given current
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literature concerning whole language and asked to thoroughly examine and
criique it The committee met ten times during the months of July and August
1994 in three-hour work sessions.

The Diocese of Camden's Assistant Superintendent outhred what the
goais and ohjectives would be for all grade levels and gave some guidelines to
follow. The committee began by examining curriculum guides from a varzety
of school districts and Dioceses throughout the Northeastern United States and
used them to establish a format to follow. Adter completing the content section
of the curmculum guides, instructional strategies for the immplementation of the
whole langnage approach were required. The intern directed this aspect of the
revision process. MNumerous books and professional journals on the subject
were reviewed to gather practical ideas for wse by classroom teachers.
Activities advocated by more than one writer or publisher as well as those with
unique appeal were selected. Teachers who were experienced in whole
lanpuage were also interviewed for their mput and suggestions concerning their
own most successful projects.

The mtemn contributed to the development of general reading, writing,

listeping, and speaking strategies for the implementation of whole language.
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Defintions and examples for each were also developed and listed m the back
of the curriculum guide (sce Appendix B).

'the committee concluded the revision process by describing numerous
assessment strategies for each goal and objective. The new guide was writien
in a spiraling framework arbiculated from the earliest grades through middie
school. It was presented to the elementary school principals in the Diocese
where it received an overwhelnmg positive response. The intern then presented
the mstructiopal strategics portion of the curriculum guide at the Principal's
meetng.  She also shared the complete gmdebnes with the Notre Dame
Regional School faculty during their September staff meeting. The intern
continued to develop and clarify the whole language goals, objectives, and
strategies during the first trimester of the cugrent school year.

The mtern conducted formal observations on the implementation of the

strategres dunng the month of November.

Teaching and Learning

The intern's objective in the area of teaching and leaming was to prepare

and conduet lesson observations and conferences with teachers. After analyzing
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several mstructional and observational instruments, the intern chose the clinical
supervision model in comjunction with the Diocesan approved forms of
evaluation fo conduct classroom observatons. Fourteen teachers from
Kindergarten through grade eight participated in this project. All teachers were
using a whale language reading program and were asked by the intern to
conduct a lesson involving the implementation of the wholé language stratepies
developed during the first project objective.

For the step one pre-conference, the mtem met with each teacher
individually the day before their mutnally agreed upon scheduled observanon,
During this meeting, the mtern outlined the climical supervision model and
reviewed the purpose and focus of cach observation. Teachers summarized
therr objectives and expressed particular areas of concem or interest regarding
students, content, or classroom management technigues. The intern made note
of the objective for the lesson, how it will be determined if the objective was
achieved, and what methods and/or materials will be used to achieve the
objective.

The second portion of the observation experience saw the intern

conducting fourteen separate classroom observations. These reflected a vanety
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of prade levels and gave the intern the opportunity to record the elements of 2
lesson while developing leaderstup skills associated with amalvzing, interpreting,
observing, and evaluating. At the conclusion of the observation, the ntemn
confirmed the ame of the post-observation conference with the interm and
commended the teacher about the strong points i the lesson.

The next stage of the process had the intern using the seript of the lesson
to write the formal evaluation. What was observed during the lesson, was the
lesson objective achieved, how did the teacher demonstrate a working
knowledge of subject matter and evidence of preparation, and what is the
prevailing leaming atmosphere were all answered by the intem.  These
evaluations were submitted to the teachers within three days following the date
of the obhservation. The format of the written evaluation report followed the two
models approved and required by the Diocese of Camden. The Professional and
Attitudinal Assessment Form allows both the principal and teachers to evaluate
the teacher's Chnstian influence, professional characteristics, and overall
contribution for the good of the school  The Professional Growth Report asks
for pre-observation information, completed by ithe teacher being observed,

classroom observation informatzon, completed by the adminisirator; and post-
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observation information, containing commendations, recommendations, and
teacher's comments (see appendix C). The intern's mentor/administrator
previewed the evaluation forms before copies were furnished each teacher prior
to post-observation conferences.

The intern met individually with each teacher during the post-observation
conference. The analysis of the lesson was thoroughly discussed with both the
teacher and the intern recognizing the strengths of the lesson and identifying
those areas that mught be strengthened with change. The intem provided
positive feedback and some recommendations for areas of possible refinement
and/or alternative methods. The intern and the teacher concluded each session
by criiquung the format and procedures of the chinical supervision model as well
as the miern's ability to ntlize the instrument properly and efficiently.

For the final step, the intern conducted post conference analyses and
discussed these with her mentor/administrator. They discussed the role of the
observer, how a teacher performs while under observation; the influence of the
observer on the classroom dynamics, and administrative purposes for the
observaticn process. While the intern successfully prepared and conducted

fourteen fesson observations and conferences, she wishes to continue cbserving
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teachers in order to refine her seripting and evatuation skills.

Pupil Personnel Adminisiration

The intern's objective in the area of pupil personnel administration was
to develop a before and after-school care program for students. The need for
such a program became apparent during the registration/reregistration process
for the 1994-1995 school vear held in February. As information about the
merger was announced, many parents inquired about and expressed an interest
in extended care for their children. A number of students were already being
bussed after dismissal to the public school latch-key program and parents
preferred to have them remain in the same school they attended.

The intern viewed the establishment of a before and after-schonl care
program as both a challenge and an asset to Notre Dame Regional School. The
administration agreed After a thorough review of the literature and the New
Jersey State laws goverming extended day care programs, the intern consulted
the Camden Diocesan Superintendent of Schools regarding Diocesan policies
for such programs. The intem compiled all the pertinent information and

submitted a report to the school's administrators. Bearing in mind the logistics
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and economics of a before and after school program, the administrators granted
permission for the intern to continue with the project objective.

The intern prepared and conducted a survey of the parents' degree of
interest in a before and after-school care program for their children. A
significant nurnber of parents expressed an interest in having such 2 program on
a regular basis, while other parents responded favorably for an as needed option.
The next step of the process mvolved forming a committee of staff members
willing to become involved in the program. The itern conferred with the
committes comprised entirely of cerfified teachers and teacher aids several times
dunng the monthks of July and August in an cffort to finalize details for the
program and delepate responsibilitics. The topics discussed included:
philosophy/goals; admission policies; cost; program; communication; daily
release; discipline code; field trips; health and safety; emergency procedures;
nutrition; records; smgle parent/other relative considerations; visitors;
evaluation; handbools; school's nght to amend; and parents' signed agreements.
Decisions regarding personnel and salanes were approved by the school's
administration prior to the issuance of a program handbook contaming all

pertment and important guidelines, plans and procedures.
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During the first week of school in September of 1994, parents were
advised of the mitiation of the program and given forms to complete for
enrolling their child(ren). Although some minor adjustments were necessary,
the before and after-school program commenced in both buildings during the
second full week of school. 1f took a few weeks to iron out the kinks, but both
programs are operating smoothly now. Staff members are actively involved in
the daily activities while the mter continues to act as the director; organizing,

managing and coordinating the program.

anization and Management

The intern’s objective 1n the area of organization and management was
te direet the development and preparation of a school newsletter. The goal of
the newsletter was to inform parents as to activities and accomplishments in the
school, with the overriding agenda being that of acting as a marketing ool to
provide parents with an msight of the improvements and changes made since the
two schools merged.

The process began with a meeting involving the intern, the intern’s

mentor/administrator, and two staff members (a Marketing Team member and
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a PTA officer) who volunteered to assist in the production of a aewsletter. The
general scheme and purpose was formulated with the focus being on the public
refations perspective of the positive aspects of the merger. The intemn reviewed
past newsletters from a variety of schools as well as copies of the Diocesan
superintendent’s informative letter sent to school administrators quarterly. The
intern also conducted research on marketing, networks of cormmunication, print
media and public relations as they perfain to schools, specifically Catholic
schools. From this research, goals for Notre Dame school newsletter were
formulated.

The intern then set up a meeang with students and faculty members
mterested in producing the newsletter. An apenda was arranged at the first full
meeting of participating students and advisors, as well as the expectations for
individual sttdents and the responsibilities for articles and research . Columns,
guidelines, and design patterns were discussed. A final time-table for
submission of articles was adopted, as well as a firm deadline for publication of
the newsleiter.

Several meetings followed throughout the fall months of September and

October, during which arficles were gathered, discussed, and critiqued. Article
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content was revised and additions/deletions were considered. School secretaries
were recruited to design and refine the computer Jayout of the school newsletter.
The final production and mass printing would take place at the rectory on the
Copy-Fax printer.

All arficles were submitted by October 27, 1994, The intern began final
teviewing ang proofreading of the material submitted. Al approved articles
were put on computer disks in preparation for design and layout. The intern
worlked with the school secretaries in evaluating and modifying the tayout. The
newsletfer was then sent to the rectory for printing. Upon receipt of the finished
product, the intern worked with the committes to organize the distribution
process. The intern will continue to direct the development and preparation of

futare school newsletters.

Itilization taff
The intern’s objective 1n the area of ubhzaton of staff was to develop the
master schedule for the 1994.1995 school year, Due to the merper, this
objective was imperative and timely. The Kmndergarten through ewghth grade

schedules meorporated all Diocesan and school board approved curricular and
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extra-curricular activities.

The intern started by researching all available current literature and trends
mvolved in school scheduling. Diocesan time allotments were reviewed in
conjunction with the types of schedules characteristic of both elementary and
middle school levels. The intern discovered that at the elementary level
instructional time is easier to schedule primarily due to the self-contained nature
of the classrooms . At the middle school level, a more crowded and complex
school schedule is indicative of the departmentalization character of the
classrooms. Instruction time steers the elementary schedule while the schedule
at the middle school level dictates the instructional Hime.

A variety of scheduling alternatives do exist that may be adapted to mest
the needs of a particular school whether at the elementary, middle, or high
school level. However, no matter what type of scheduling arrangement a school
selects, the task of adjusting a schedule to match school goals, changing needs,
respurces of plant and staff, and student capabilities and wishes is a difficult one
(Murphy, 1966, p_3).

The intern condncted a needs assessment based on the current operating

schedules and scheduling process before initiating the merger and need for
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developing a new schedule. Information obtained from the survey as well as
from conferences with the school’s administrators and individeal teachers was
compifed in order to sirategically plan the academic program. The best available
models for change were reviewed and a conflict matrix was constructed from
which problems could be identified and resolved. A criteria checklist was also
devised to facilitate the scheduling process. The checklist included such items
as special needs groups, special program needs, individual teacher and student
needs, as well as time and program constraints.

From this information, a scheduling framework was established and
agreed upon by the school’s administrators to strategically schedule classes
within specitied ime blocks. The intemn utilized the Diocesan provided matrix
consisting of a series of vertical and horizonial lines that form forty-five minute
time blocks, homeroom and prayer blocks, and three lunch period blocks. The
matrix is divided into five days and allows room for mobility. It served as a
visual schematic of the master schedule from which individual teacher and
student schedules were constructed.

The intern began plotting the matrix by scheduling the major curricudum

subject areas first. Religion class takes priosity and is always scheduled during
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the first thurty-five minutes of each day. Due to the Diocesan wide transition to
the whole language philosophy, reading and language arts were scheduled back-
to-back and fellowing religion class. Mathematics was also scheduled during
the morning hours. The other subjects were scheduled: throughout the day
according to Dhocesan regulations.

In addition to the major curriculum courses, the intern created a schedule
to accommodate areas delivered by specialists. This scheduling was also done
by hand due to varying time parameters for each of the elements. The schedule
included physical education, health, family life, art, music, and computer
education. The time allotments varied from thirty minutes to one hour dictated
by the grade level and subject tanght. Other considerations in this project were
making certain that cach class had no more than one special course per day, if
possible, and that each classroom teacher was provided with at least 150
minutes of preparation time per week.

When final changes were in place, the intern was able to prepare
individual teacber and students schedules for all grades, Kindergarten through
eighth. Teacher schedules were distributed during the inttial faculty meeting in

September. Studemt schedules were distributed during the first day of school.
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The intern quckly leamed that the scheduling process does not end when
the schedule is finalized. As conflicts arose, the intem made necessary
adjustments and informed all personnel of the respective changes. It took a few
weeks before the program ran smoothly. This project certainly afforded the
utern ample ability to develop scheduling skills and the ability to coordinate
activities of departments, areas, and groups in order to promote instructional

efficiency.

Routine Tasks

The intern’s objective in the area of routine tasks was to design and
develop a school calendar/handbook. Recognizing that effective
communications is a vehicle in butlding positive school public refations, the
intern approached the schoof’s administration with a proposal to design and
develop a school calendar/handbook. The intern’s mentor readily recopnized
that the calendarhandbook would be a preat marketing tool that would enhance
the relationship between the school and home. In light of the school merger, the
revision of the handbook and publication of a yearly calendar was an extremely

essental project.
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The mtem conducted a thorough study of the current research and
literatute concerning schoc! handbooks. Camden Diocesan policics and New
Jersey State laws governing education were also strictly scrutinized. The intern
communicated with the administration, the teachers, the school staff, the Pareat
Teacher Association officers, the Marketing Team, and ‘the school board to
de{ermine the types of information, dates, and style o be incorporated in the
calendar/handbook. The staff surveved identificd areas they felt were in need
of revision or additions. These areas included school philosophy, curricutum,
schedules, dress code, discipline, academic policies and routing maintenance.
The school’s administration decided that funding for the printing of the
cilendar/handbook would be incorporated into the school™s annual budget.

The mtern compiled all information and school fimection dates that shoald
be placed on the calendar. The Diocese and school’s administration indicated
which pohicies should be included. The State of New Jeréey mandates that
school policies be disseminated to parents cach year. The school secretaries
shared the types of queshions they receive mast often from parents, and asked
that specific infirmation be provided on the calendar which reflected responses

to the most commonly asked questions.
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After all inforination had been solicited, the intern laid out the
calendarthandbook utilizing computer technology. This was a very laborious
task and consumed many howrs of work. The calendarhandbook was proofread
and revised nme times before it was rendered to the administrators for approval.
Following a few more minor changes, the calendarrhandbook was presented (o
the printer for publicahon {see Appendix ). The intern sugpested that the
cover be printed on goldenrod paper in blue ink. Blue and gold are the school’s
colors. It had also been determined that only one catendar/handbook per fanily
would be disttibuted, vtilizing the most recent data commled by the school
secretaries. The intem placed the calendars into the opening day information
packets reserved for each family. The calendars were distributed fo al} schoal
staff members during the first week of school. While this report focuses only
on the areas presented in this chapter, the intern continued to perform her other
dutes to ensure the proper adminmistration of the school.

Chapter Four will present the evaluation of the six major projects reparted
in this chapter It will include the quantitative and quahtative evaluaton of the

project and professional competency objectives presented in Chapter Two.



Chapter 4

Internship Evaluation

Purpose

The purpose of this chapter is to evaluate each project ohjective and
professional competency objective proposed in Chapter Two and described in
Chapter Three. The objectives were chosen to provide experiences in six major
areas: cwnculum, teaching and learning, pupil personnel administration,
organization and management, utilization of staff, and routine tasks. FEach

section will restate the objectives and evaluate the intern’s performance.

urri
The intern’s ohjechve in the area of curriculum was to develop stratepies
for the implementation of whole language. In conjunction with this, the intem
served as a member of the curriculum revision committee to review and update
the reading/langnage arts curriculum guide to include the Diocese of Camden’s
newly adopted philosophy pertaining to whole Ianguage.
Whole language is a philosophy of teaching in which reading, writing,

listening, and speaking are integrated and taught throughout the elementary
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curmicuum. It is not a program, but rather a way in which children’s bteratuse,
writing activitics and cormumunication activitics caa be used in every subject
(Fredericks, 1991, p.1). The intern reviewed litersture on whole language,
attended several worleshops presented by educational consultants and textbook
publishers, interviewed the Camden Diocesan Assistant Superiniendent in
charge of Educational Services and Curriculum, and conferred with severni
experienced teachers in the field of reading and language arts to compile a list
of successful ideas and activitics for the implementation of whole langnage. The
intern comiributed to the development of over fifty general reading, writing,
tistening, amd speaking strategies. Definitions and examples for each were also
provided (see Appendix B).

The intern presented these strategies to the faculty during their September
staff meeting and conducted formal observations on the implementation of them
during the month of November. All participating teachers were asked to
complete the “Whole Langnage Strategies Checklist™ (see Appendix E). The
effectrveness of the strategics developed was rated on a scale from one to five;
one being the most usefil and five being least useful  Due fo the large number

of stratemes developed and the small amount of time available for
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mplementation, a dormant columit was added as an option on the checklist,

Fourteen teachers from Kindergarten throngh grade eight participated in
this project. All teachers were using a whole language reading program and
were in their first full year of implementation. Of the strategies implemented,
the majority were given the highest rating in usefulness. A significant amount
still hadn’t been utilized at the time of this survey. The teachers involved
attended several inservices on the topic of whole language and commented that
while the activities were not necessanly new to them, they were very effective,
appropriate, and practical. They found the strategies developed, as well as the
defmitions and examples provided, to be numerous and easily adaptable to a
variety of mstructional situations. The intern concludes that her objective was
fully compleied and her ability to gather, compile, and convey pertinent
educational information to faculty members for staff development is of high
quality.

Through the pursuit of this project, the intern sought to gain leadership
skills in clarifying and focusing goals, objectives, and strategies. She also
sought to gain experience as an instructional leader and to gain lmowledge of

the whole langnage approach to reading and writing. The intern met with the
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school’s administrator for the purpose of cvaluating her effectivencss in
providing instructional leadership in the arca of whole langnage using the
“Curriculuzn Competercy Evaluation Form™ (see Appendix E). He commented
on the completeness of the strategics developed and mdicated that the infem has
a clear understamding of the whole language philosophy. He also indicated that
the intern’s level of competence in focusing goals, objectives, and strateyies was
high,

Based upon the resnlts of the evaluation process, the intern concludes that
the professional competency objectives were achieved  Skills and competence
m plinning, compiling, and clanfying curricutum were attained to a high degree.
The intern developed effective communication skills by presenting the strategics
to the Diocesan principals and school faculty during a staff meeting. The intern
was sucoessful in her attempt to arhculate goals, objectives, and stratemes and

acted as an efficient instructional leader through the completion of this project.

Teaching and Leavning

The intern’s objective in the area of teaching and learning was 1o prepare

and conduct lesson observations and conferences with teachers. Fourleen
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teachers from Kindergarten through grade eight participated in this project. All
of the teachers conducted lessons invelving the implementation of the whole
language strategies developed during the first project objective.

In completing this goal, the intern reviewed several instructional and
observational instruments. She conducted an in-depth study of the clinical
supervision model and discussed observational techniques and skills with a
number of experienced principals. The intern conducted preobservation
conferences, observed lessons, analyzed the teaching and built 2 Supervisory
sirategy, conducted postobservation conferences, and conducted post
conference analyses.

Evaluation of this project was performed by a (yes/no/not applicable)
twelve 1tem, “Evaluation of Observation and Observation Process™
questionnatre completed by fourteen participating teachers (see Appendix E).
Each teacher was requested to critique the intem’s performance as an observer
and evalvator. Each teacher stated that the intern successfully outlined the
clinical supervision mode! and reviewed the purpose and focus of the
observation. Each also stated that the intern gathered and recorded pertinent,

objective data and provided meaningful direction for instructional development.
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The posttive evaluation responses served as an indicator of successful
accomphshment of this objective.

The professional competency ohjectives were the development of sidlls
in utilizmg the clinical supervision evaluation instryment, the development of
leadership skills associated with analyzing and interpreting, observing and
evaluating, and the development of professional interpersonal communication
skills.

The first objective of developmg competency in utilizing the clinical
supervision steps was evalvated using the “Analysis of Observation Process
Form”™ by each of the fourteen teachers observed, as well as the intern’s mentor
(see Appendix F) Each teacher stated that the intern clearly articulated each
area of the instrument with 2 thoroughness that demonstrated an awareness and
understanding of all that occurred in the classroom. The comments indicated
that srrangements for preconferences and classroom visitations were scheduled
with and accommodating to each teacher, that the intern reviewed the lesson
plan to be observed and used an observation instrument to gather objective data,
and that the written transcript for each lesson observed was clearly understood

and concise,
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The second ohyective of developing leadership skills associated with
analyzing and interpretimg, observing and evaluating was also evalnated by the
mtern’s mentor and the teachers obaerved (Analysis of Observation Process
Form, see Appendix F). Each stated that the infern matched teaching objectives
with teaching strategies, offered sound, concrete suggestions for Improveinent
of instruction, commended the teacher’s strong teaching poinis, and built new
comcepts onto the teacher’s existing framework to improve instruction. All
mvoelved indicated that: the intern acenrately described and analyzed in the
summary portien of their evaluations what took place in their ¢lassrooms, they
received an mnbiased rating of their teaching performance that accurately
described their strengths and weaknesses; they received an accurate diagnosis
of the canse of any teaching difficulty; and the intern submitted reasonable
selutions tor any classroom problems.

The third objective of developing professional interpersonal
comiitsnicabion skills was evaluated by the participating teachers and the
intern’s mentor (Analysis of Observation Process, see Appendix .). Each was
requested fo evaluate the intern’s communication skills derng both the

preconference and the posiconference. Each stated that the intermn had
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demonstrated a professional manner at all times and understood and effectively
utilized the clinical supetrvision evaluation instrument.

The mtemn’s skills in observation, evalnation and commumication were
applied and tested, receiving a high grade in competency in all areas. The intern

concludes she has successfully completed her goal for teaching and leamning.

Pupil Personnel Administration

"The intern’s objective in the area of pupil personnel adrmimgtration was
tn develop a before and after-school care program for students. The need for
such a program became apparent after a number of parents inquired about and
expressed an interest in extended care for their children.

In preparation for this project, the intern reviewed.the current research
and liferaiure on extended day care and ¢onsulted the Superintendent of Schools
regarding Diocesan policies conceriing this matter. The intern conducted a
survey of parent mterest, conferred with interested staff members, establishe
plans for the program, and enrolled students.

All staff members and parents associated with either the before or after-

school program were asked to complete the “Evaluation of Before and After



]

5chool Program™ questionnaire consisting of six essay questions regarding the
effectiveness of the programs (see Appendix F). Four staff members and
thirleen parents rated their degree of satisfaction with the programs. All of the
respondents fell that they were well informed about the initiation of the
programs and that so far, the programs satisfactorily meet their neads in regard
to times, ¢osts, programs, ete. Those involved commented that the programs are
well organized and well managed :m¢ that the guidetines, procedures and plans
for the proprams are pertinent and efficient. Most of the parents added that their
children are happy with the procedurcs of the programs, and thanked Notre
Dame for providing extended care. Two parents inquired about the possibility
of the after-school program being extended to 6:00 PM instead of 5:30 PM.
While the mtern investigates this request, she concludes from the evaluation
responscs that the project objective was satisfactorily completed.

Through the establishment of the before and after-school programs, the
mtern sought o develop organizational and managerial skills, as well as to gain
praciice and confidence m ¢coordinating activities and staff members. The intern
met with her mentor m order to determine the levels of proficiency of

organizahonal skills attamed. The intern utilized the “Orgamizational
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Competency Objective Questionnaire” composed of five essay questions and
completed by three of the school’s administrators o assess her orgarizational
and managerial skills, scheduling experience, and coardinating aiity {see
Appendix E)}. The intern’s mentor believes that in the developmentat stages of
the before and after-school program, the intern organized all parties involved
and delegated responsibilities effectively. The school’s administrator
commented that the intern was systematic, neat, and harmonious in following
admimistrative procedures.

The intern’s ability to organize and manage was greatly enhanced
throughout the process of developing a before and after-sghool care program.
It is concluded that the intern was able to demonstrate good leadership skitls and

become proficient in organizational skills.

Organization and Management

The intern’s objective in the area of organization and management was
to direct the development and preparation of a school newsletter. This project
afforded the intern the opportunity to develop skills in student and staff

management while broadening her knowledge base m public relations as it
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pertains to Catholic schools.

The miern fulfilled the project objective with the completion and
publication of the Notre Dame Regional School newsletter in November of
1994. Informal surveys of 14 students, 17 staff members, two administrators,
and 20 parents indicated that the goals of the newsletter commiittee had been
accomplished (“School Newsletter Questionnaire”, see Appendix F). These
goals included the pubhication of an interesting and attractive letter which would
inform parents as to activities and accomplishments in the school. Interview
respondents found the newsletter easy to read and several individnals were
mpressed with the quality of the design and layout. The administration found
the content to be well balanced, addressing a wide variety of interests, and
serving as a positive marketing tool.  Several parents commented on how
mlormative the newsletter was and how it provided them with an msight of the
mmprovements and changes made since Our Lady of Victories and St. Rose of
Lima merged. Three respondents indicated that some form: of a financial report
should be included in future newsletters. The students interviewed were
impressed that a number of the articles were written by or about their peers.

In separate mterviews, the intern’s mentor and newsletter staff members
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mdicated that the intern successfully developed the basic skills necessary for
group planming as well as the ability to manage and design student and staff
projects in a highly effective manner (“Newsletter Proficiency Evaluation, see
Appendix E). The mterviewers commented that the intern had efficiently and
cooperatively developed goals and objectives, as well as deiegaﬁng assignments
and assisting staff members with editing. The intern was found to be influential
in establishing a sense of direction and purpose for the project.

The intern’s mentor was satisfied with the final product. He indicated in
interviews that the intern gained valuable experience in coordinating information
and staff members through the development and preparation of the school
newsletter. He was confident that the intern effectively demonstrated the sklls
deemed essential in guiding and manitoring public relations objechives.

In conclusion, the overwhelmingly positive responses indicated that the
mitern had not only accomplished her goal but had done so0 in a highly effective

AnRNar.

tili

The mtem’s objective in the area of nilization of staff was to develop the
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master schedule for the 1994-1995 school year. This Kindergarten throngh
eighth grade schedule incorporated all Camden Diocesan and school board
approved curncular and extra-curricular activities.

The extent to which the intern successfully completed the project
objective was determnined by the existence of an operating schedule within the
schaol as well as feedback from staff members in the form of an evaluation of
performance.

The functioning master schedule incorporated all state and Diocesan
mandated curriculum courses, special needs students and special area classes.
The upper grade schedule was departmentalized, while the lower grade schedule
was self-contained. All students were scheduled for physical education, health,
family life, art, musie, and computer education on a weekly basis.

In addition fo providing maximun instructional proficiency for individual
student learning, the master schedule provided each classroom teacher with at
least 150 minutes of preparation time per week.

The qualsty of the master schedule was determined by the positive scales
completed by seventeen staff members to determine the efficiency, economy,

feasibility and legality of the schedule (“Evaluation of Master Schedule,” see
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Appendix E). Also positively evaluated was the development of guidelines for
use of special services, the balancing of staff loads, and the use of conflict
resolution strategies. The staff unamimously rated every area of scheduling
development as satisfactory based on a scale of satisfactory, needs improvement
and unsatisfactory.

Successful development of a master schedule provided the intern the
opportunity to develop two professional competencies. The intern developed
scheduling skills and the ability to coordinate activities of departinents, areas,
and groups to promote instructional efficiency.

The effectiveness of individual teacher, student, and program schedules
served as an assessment instment of the extent to which the intern achieved
her professional competencies. Individual teacher schedules reflecied personal
professional, and program needs identified through a scheduling needs
assessment. Student schedules reflecied individual instructional and emotional
needs as well as mandated courses and time allotments. Program schedules
reflected facility, feasibility, and functional needs.

The quality of the intern’s development of her professional competencies

was also assessed through a five question “Scheduling Competencies
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Proficiency Checklist” completed by two of the school’s administrators (see
Appendix E). The school’s admimistrators reported that the intern demonstrated
an ability to identify and incorporate individual teacher, student, and program
needs in structaring the master schedule. It was also reported that the intern
effectively resolved conflicts as they arose and demonstrated expertise in
organizational processes involved in scheduling.

Overall, the intern was highly successful in developing the ability to

coordinate activities to promote instructional efficiency.

Routine Tasks

The intern’s objective in the area of routine tasks was to design and
develop a school calendarhandbook. This tagk began in May and was
completed on September 7, 1994,

In an effort to evaluate this task, the intern developed and distributed the
“Calendar/Handbook Evaluative Survey” to three of the school’s administrators,
17 faculty members, five staff members, and 11 parents for input into the format
and mformation provided in the 1994-1995 Notre Dame calendarhandbook.

The survey was comprised of eight statements and asked participants to strongly
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agree, agree, disagree, or strongly disagree with each (see Appendix E). Thirty-
six surveys were retumed to the intern.

in regard to the format, all agreed or strongly agreed that the print font
was easy to read, half day dismissals and school ¢losings should be highlighted,
the graphics enhanced the look of the calendar, the spirit dress down days
should be boxed boldly, and the overall layout was good. The majority of
respondents agreed that the information given was the proper amount. Two
responses indicated that the policies were not detailed enough.

Analysis of the evaluation of this task mdicates that the intern was highly
suceessful in designing, developing, publishing, and distributing a school
calendar/handbook thereby meeting the project ohjective for this task (sec
Appendix ).

The professional competency objectives for this task were for the intern
to gain skills 1n promoting commumications between the school and home, to
develop policy writing skills, and to utilize computer technology in developing
the calendar/handbook.

An essay form evaluative mstrument, the “Calendar/Handbook

Competency Evaluation Form,” was developed and distributed to three of the
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school’s administrators in an effort to judge the intern’s success in promoting
communication, writing policies, and utiizing computer technology (sce
Appendix E). Four of the seven adminmistrators completed the evaluation in
essay form. They rated the intern’s professional competencies as excellent or
very good. All agreed that the calendar/handbook promoted good
communication between the school and home and were appreciative of its
usefuiness and the intern’s hard work.

In conclasion, the intern successfully achieved her goal to improve
communication, writing, and computer skills. The resulting positive responses
to the calendar/bandbook indicated a high degree of success.

Chapter four has provided an evaluation of the project and professional
competency objectives. Chapter five will swnmarize the internship expenences

and make final recommendations.



Chapter 5

Internship Summary and Recomm 10n%

Purpose

The purpose of this chapter is to summarize, in oufline form, the
internship experiences in each of the six developmental areas: curriculum,
teaching and learning, pupil personnel administration, organization and
management, utilization of staff, and routine tasks. An evaluation of the 1ntern's
experiences and actvities, along with project and professional recommendations

are also presenied,

Summarv
I. Comeylym
A. Project Objective
The curriculun project objective was to assist in the development
of strategies for the implementation of whole language.
B. Professional Competency Objectives
1. The mtermn sought fo gam leadership skills m clarifving

and focusing goals, objectives, and sirafegies.
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2. The intern sought to gain experience as an instruchongt
leader.

3. The mtern sought to gain a knowledge of the whole langnage
approach to reading and writing,

C. Expenengces

1. Current research and literatre concerning whole language was
reviewed,

2. Several workshops and seminars dealing with the topic
of whole langnage were attended.

3. The Camden Diocesan Whole Laaguage guidelines m all
grade levels were reviewed.

4. The Camden Diocesan Assistant Superintendent in charge of
Educational Services and Curriculum was interviewed in order
to understand the Diocesan philosophy conceming the
implementation of whole lTanguage.

3. In an effort to compife a list of successful whole langnage
ideas and activitics, the intern comferred with several

expericnced teachers in the field of reading and language arts.
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6. The mtern developed general reading, writmg, listening,
and speaking strategies for the implementation of whole
language.

7. The stratemes were presented to the faculty during a faculty
meeting,

8. Formal obszervations on the implementation of the strategies
were conducted by the intern.

D. Evaluaiion

1. Project Objective
a. Fvaluation Design

I. All partcipatmg teachers were asked to complete
an evaluation checklist.

2. The effectiveness of each strategy developed was
rated on a scale from one to five; one bemg the most
useful and five being least useful.

3. Due to the large number of strategies developed
and the small amount of time available for

mmplementation, a dormant column was added as
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an option cn the checklist.
b. Findings
1. Fourteen teachers from Kindergarten through grade eight
participated i this project.
2. Of the strategies implemented, the majority were
grven the highest rating in usefulness.
3. A significant amount still hadn’t been utilized at
the time of this survey.
c. Conclysion
1. The strategies developed were found to be effective,
appropriate, and practical.
2. The strategies developed were found to be mumerous and
¢asily adaptable to a variety of insﬁ‘ucﬁonal situations.
3. The intern has the ability fo gather, compile, and
convey pertinent educational information to faculty
members for staff development.
2. Professional Competency Objectives

a. Evaluafion Design
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I. The mtern met with the school’s administrator for
the purpose of evaluating her effectiveness in providing
mstructional leadership in the area of whole langnage,

2. He commented on the completeness of the strateges
developed and critiqued the level of competence achieved
by the intern m focusing poals, objectives, and sirategies.

. Findings

L. The school’s admmistrator indicated in writing that
the mfem has a clear understanding of the whole
language philosophy,

2. He also favorably c¢nbiqued the intern’s ability to
focus goals, objectives, and strategies.

. Conclusion

1. Skills and competence in planming, compiling, and
clarifying curniculun were attained to a high degree,

2. The mtern developed effective commmnication skills.

3. The intern was successful in her attempt fo articulaie

goals, objectives, and strategics an acted as an efficient
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instructional leader through the completion of this
project.
4. The intern gained knowledge of the whole language

appraach to reading and writing.

1. Teaching and Learning

A, Project Objective
The teaching and leaming objective was to prepare and conduct
lesson observations and conferences with teachers.
B. Professional Competency Objectives
1. The intern sought to develop competency in utilizing the
chmeal supervision evaluation instrument.
2. The intern sought to develop leadership skills associated
with analyzing and interpreting, observing and evaluating.
3. The intern sought to develop professional interpersonal
communication skills.
C. Experiences

1. Current research and literature on instructional and
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observational instruments was reviewed.

2. The clinical supervision steps were reviewed in depth.

3. Observational techniques and skills were discussed with
several administrators within the Diocese.

4. Professioqal Growth Reports and Professional and Attitudinal
Assessment forms were distnbuted to all faculty members.

5. Conferences and observations were scheduled with fourteen
teachers. The intern asked to specifically observe the
implementation of the whole language strategies developed.

6. Preobservation conferences were conducted.

7. The intern observed lessons.

8. The teaching was analyzed and the ntern built a supervisory
stratecy.

9. Postobservation conferences were conducted.

10. Postconference analyses were conducted and discussed
with the school's administrators.
D. Evalyation

1. Project Objective
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a. Evaluation Design

1.

Evaluation of this project was performed by a (yes/no/not
applicable) questionnaire completed by participating

teachers.

. Each teacher was requested to critique the intern’s

performance as an observer and evaluator.

b. Findings

1.

The intern successfully completed fourteen formal
classroom observations using the clmical supervision

mstrument and process.

. Each teacher stated that the intern successfully outlined

the clinical supervision model and reviewed the purpose

and focns of the observation.

. Each teacher also stated that the intern gathered

and regarded pertinent, objective data and provided

meaningtul direction for instructional development.

¢. Conclusion

The positive evaluation responses indicated that the
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intern has the abihiy 1o prepare and conduct lesson
observations and conferences with teachers.
2. Professional Competency Objectives
2. Fvaluation Design

1. The first objective of developmp competency in utilizing
the climical supervision steps was évaluated by each of
the fourteen teacher’s nbserved, as well as the intern’s
mentor.

2. The second objective of developing leadership skills
associated with analyzing and interpreting, ohserving and
cvaluating was also evahiated by the intern’s mentor and
the teachers observed.

3. The third objective of developing professional
interpersonal communication sldlls was evaluated
by the participating teachers and the mten’s mentor.

4. Each teacher was requested to evaluate the intern’s
coromunicaton skills during both the preconterence and

the posteonference.
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b. Findings

1. Each teacher stated that the intern clearly articalated each
areca of the instrument with a thoroughness that
demonstrated an awareness and understanding of all that
occurred in the classroom.

2. The comments indicated that amrangements for
preconierences and classroom visitations were scheduled
with and accommodating to each teacher, that the mtem
reviewed the lesson plan to be observed and used an
observation instrument to gather objective data, and that
the wntten transcript for each lesson observed was clearly
understood and concise.

3. Each teacher stated that the intern matched teaching
objectives with teaching strategics, offered sound,
concrete suggestions for improvement of instruction,
commegrded the teacher’s strong teaching points, and
built new concepts on to the teacher’s exasting framework

to improve mstruction.
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4. All mvolved indicated that: the mnfern accurately
described and analyzed in the summary portion of |
their evaluations what took place m their classrooms, they
received an unbiased rating of their teaching perforznance
that accurately described their strengths and weaknesses;
thev received an accurate diagnosis of the cause of any
teaching difficulty; and the mtemn submitied reasonable
solutions for any classroom problems.

¢. Conclusion

The intern suceessfully developed: competency in utilizing

the clinical supervision steps; leadership skills assoclated

with analyzing and interpreting, observing and evaluating;

and professional interpersonal communication skilis.

I, Puml Personnet Administration

A. Project Objective
The pupil personnel adminisiration cbjective was to develop

a before and after school care program for students.
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B. Professional Competency Objectives

1.

The intern spought to develop orgapizational and managerial

slalls.

. The intern sought to gain practice and confidence i

cootdinating activities and sfaff members.

C. Expericnces

1.

Current research and iterature on extended day care programs

was reviewed.

. The Superintendent was consulted regarding Diocesan

policies for extended day care programs.

. A survey of the parents’ depree of interest in a before and

after-school care program for their children was conducted.
The intemm conferred with sfaff members willing to become

wvolved in the program.

. (uidelines, procedures, and plans for the program were

established.

. Students were earolled and the program initiated.

. The intern evaluated the effectiveness of the procedures,
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D. Evaluation
1. Praoject Objective
a. Bvalnation Desizn

The intern uvtlized an evaluation questionnaire consishng of

S1% essay questions that was administered to four stafl

members and thirteen parents associated with cithier the

before or after-school program to assess the effectiveness of
the programs,
b. Findings

L. Al of the respondents felt that they were well informed
about the mihation of the programs and that so far, the
programs safnsfactorily meet their needs i regard to
tmes, costs, programs, etc.

2. Those nvolved commented that the programs are
well organized and well managed and that the guidelines,
procedures and plans for the programs are pertment and
ethicient.

3 Most of the parents added that their children are
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happy with the procedures of the programs, and
thanked Notre Dame for providing extended care.

4. Two parents inquired about the possibility of the
after-school program being extended to 6:00 PM
instead of 5:30 PM.

¢. Concluston
The intern was able to successfully develop and maintain an
effective before and after-schoo! care program.
2. Professional Competency Objectives
a. Ewvaluation Design

The intern utilized an evaluafion instrument composed

of five essay questioms and Gumpléted by three of the

school's administrators to assess her organizahional
and managenal skills, scheduling experience, and
coordinating ability.

b. Findings
1. The intern's mentor believes that in the developmental

stages of the before and after-school program, the intern
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organized all pares involved and delegated
respansibnlities effectively,

2. The school’s admmistrator commented that the intem
was gystainatic, neai, and harmonions m following
administrative procedurcs.

c. Conglusion
The mtern was able to demonstrate good leadership

skalls and becomne proficient in organizational skills,

IV. Qeganization and Management

A. Project Objective
The organization and management objective was to direct
the development and preparation of a school newsletter.
B. Professional Competency Objectives
1. The development of the basic skills necessary for proup
planning were sought.
2. The ability to manage and design siudent and siafT projects m

a highly effective manner was desired.
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3. Experience in coordinating information and staff members was
sought.

4. The ability to effectively demonstrate the skills deemed
essential m guiding and monitoring public relations objectives
was sought.

. Expenences

1. Current research and literature on school newsletters and
communication was reviewed.

2. Along with school personnel, the intern developed goals for the
school newsletter.

3. The mtern worked with students and staff fo create an
ovtline of the desired aspects of the newsletter, incliding
columms, guidelines, expectations, time tables, and design
patterns,

4. Information to be placed in the school newsletter was collected.

5. All aspects of the preparation of the school newsletter
were directed by the intern.

6. The school secretaries were recruited to design and refine the
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computer layout of the newsletter.
7. In cooperation with school staff, the intem worked in
proofreading, printing, and disiributing the school newsletter.
D. Evaluation
1. Project Objective
a. Evaluation Design
The intern informally interviewed 14 students, 20 parents,
17 staff members, and two of the school's administrators as
to the qualify and successful preparation of the school
newsletter.
b. Findings
1. Informal surveys of students, staff, administrators,
and parents indicated that the goals of the newsletter
committee had been accomplished.
2. These goals included the publication of an mieresting and
attractive letter which would mform parents as to
activities and accomplishments in the school,

3. Interview respondents found the newsletter easy



124

to read and several individuals were impressed with the
quality of the design and layout.

4. The administration found the content to be well
balanced, addressing a wide varety of interests,
and serving as a positive marketing tool.

5. Several parents commented on how informative
the newsletter was and how it provided them with
an insight of the improvements and changes made
since Our Lady of Victories and St Ropse of Lima
merged.

6. Three respondents indicated that some form of a
finaneial report should be included in future newsletters.

7. The students interviewed were impressed with the
fact that a number of the articles were written by
or about their peers.

c. Conclusion
Tke overwhelmingly positive responses indicated that

the intern had not only accomplished her goal but had
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done 50 in a highly effective manner.
2 Professional Competency Objectives
a. Lvaluation Design
The mtern interviswed the school administrators and
newsletter staff members regarding her performance.
b. Findings

1. In separafe interviews, the mtern’s mentor and newsletter
staff members indicated that the mntern sweecessfully
developed the basic skalls necessary for group planmng
as well as the ability to manape and design stedent and
staff projects in a highly effective manner.

2. The mterviewers commented that the intern had
efficiently and cooperatvely developed goals and
objectives, as well as delegating assignments and
assistmg statt members with editing.

. The mtermn was found to be influenhal m estabhshimg a

L

sense of direction and purpose for the project.

4. The intern’s mentor was satisfied with the final product.
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5. The mentor indicated in interviews that the intern
gained valuable experience in coordinating information
and staff members through the development and
preparation of the school newsletter.

6. The mentor was confident that the intern effectively
demonstrated the skills deemed essential in guiding and
monitoring public relations objectives.

c. Conclusion

The intemn successfully developed good communication,

management, and organizational skills through the

completion of this project.

V. Utilization of Staff
A Project Objective
The utilization of staff objective was to develop the master
schedule for the 1994-95 school year.
B. Professional Competency Objectives

1. The intem sought to develop scheduling skalis.
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2. Thentern sought to develop the ability to coordinate activities
of departments, areas, and groups to promote instreetionzl
efficiency.

. Experiences

1. Current research and Iiterature on school schedubing procedures
was reviewed.

2. A peeds assessments of all classes and activitics was conducted
as scheduled.

3. The previous schedules and Diocesan time allotments were
reviewed.

4. A conference with the school admimistrators and staff members
was held to gather specific mformation for strategic planning of
the school's academic and extracurricular activities.

5. All classes, assignments, activities, facility uses, etc., were
mcorporated inio a master schedule.

0. Separate teacher, student, and facility schedules were
developed.

7. Individual conflicts were addressed as they arose.
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D. Evaluation
1. Project Objective
a. Evaluation Design

1. An operatonal kindergarten throush eighth grade
schedule was used to confirm the extent to which
the project objective was met.

2. Seventeen staff members were asked to rate five
competencies using a satisfactory, needs fmprovement,
and unsatisfactory scale.

b. Findings

1. The gmality of the master schedule was determined
by the positive scales complated by the staff members to
determine the efficiency, economy, feasibility and legality
of the schedule.

2. Also positively evaluated was the development of
guidelines for use of special services, the balancing
of staff loads, and the use of conflict resolution strateges.

3. The seventeen staff members unammously rated
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every area of scheduling as satistactory.
c. Conclusion

The mtern was sueccessful in developing an effectve

master schedule.

2. Professional Competency Objectives
a. Lvaluation Dhesign

1. The effectiveness of individual teacher, student,
and program schedules served as an assessment
mstrument of the extent to which the intern achieved her
professional competencies.

2. The quality of the mtem’s development of her
professional competencies was also assessed through a
five question schednlmg proficiency checklist completed
by iwo of the school’s admmstrators.

b. Findings

1. The school’s administrators reported that the intern

demonstrated an ability to identify and incorporate

mndividual teacher, student, and program npeeds m



T30

structuring the master schedule.

2. It was also reported that the intern effectvely resolved
contlicts as they arose and demonsirated expertise m
organizational processes involved in scheduling.

¢. Conclusion

Overall, the mtern was successfil in developing the

ability to coordinate acfivities to promote instructional

efhoengy,

V1. Routing Tasks

A, Project Objective
The routine tasks objective was to design and develop a school
catendar/handbook.

1. Professicnal Competency Objectives
1. The intern sought to gain ecxpericnce in  promoting

communications between school and home.

2. The mtem sought to develop policy writing skdlls.

3. "The intern sought to utilize computer technology in developing
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the calendar’handbook.

C. Expeniences

1.

Current research and liferainre on school handbooks was
reviewed.
A thorough review of Camden Diogesan policies was

conducted.

. Information and dates to be placed on the calendar for

1994-95 school year was gathered.

. By conferring with the school's administrators, the intern

determnined the type of policies to be placed in the handbook.

. The calendar/handbook was drafied.

The calendar/handbook was proofread and submitted to

the administrators for approval.

. Computer technology was utilized to design and develop the

calendar/handbook.
Arrangements weire made for the calendar/handbook to
be prnted.

The calendar/handbook was distributed to the school’s



132

administration, faculty, staff, and parents.
D. Evaluation
1. Project Objective
a. Evahiation Design

An evaluative survey containing a scale of strongly

agree, agree, disagree, and strongly disagree was distributed

to three of the school's administrators, seventeen faculty
members, five staff members, and eleven parents for input
into the format and information comtained in the
calendar/handbook.

b. Findings

1. Thirty-six surveys were returned o the intern.

2. Inregard to the format, alfl agreed or strongly agreed that
the print font was easy fo read, half day dismissals and
school closings should be hipghlighted, the graphics
enhanced the look of the calendar, the spirit dress down
days should be boxed boldly, and the overall lavout was

good.
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3. The majority of respondents agreed that the information
Fiven was the proper amount.
4. Two responses indicated that the policies were not
detmled enough.
¢ Conglusion
Analysis of the evaluation of this task indicates that
the intern successfully designed, developed, published,
and distributed a school calendartandbook meetmg
the project objective for this task.
2. Professional Competency Objectives
a. Evaluadon Design
An essay form evaluative instrument was developed
an¢] distmbuted to three of the school’s administrators
m an effort to judge the infern’s success in promoting
communcation, writmg policies, and to utlize computer
technology m developing the calendar/handbock.
b. Findings

1. Four of the seven admumstrators comipleted the evaluation
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mm essay form.

2. They rated the intern’s professional competencies
as excellent or very pood.

3. All agreed that the calendar/handboock promoted
good communication between the school and home and
were appreciative of its usefulness and the intern’s hard
work,

¢. Conclusion
The intern was successful in developing good writing

and communication skills.

Recommendations

The first part of Chapter Five outlined the project objectives, professional
competency objectives, experiences, and evaluations of the internship. The
following section wili outline the intern's recommendations based upon the
mtern's experiences. The recommendations will be listed in two categones:

project objectives and professional competencies.
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1. Project Objectives

A The Diocese should continue to revise and update existing
curricalum guides in order to 1mplement suceesstul change.

B. The Diocese should continue to encourage teachers to attend
whole language workshops and to utilize strategies for the
implementation of whole language so that they can help develop
effective communicators of the language.

C. The school should continue to provide release time to allow
teachers the opportunity to observe each other using the whole
}anguage approach and to exchange ideas on utilizing new teaching
methods.

). The ocese should revise the format of their grading system
and report cards to better reflect the whole language approach and
to exchange ideas.

E. The Diocesan evaluation mstrument should reflect the established
models of climcal supervision presently bemng used throughout the
state of New Jersey.

F. The school should continue to offer a before and after-school care
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program io meet the needs of working parents.

G. The school should continue to prepare monthly newsletters
as both a communication and marketing tool in order to enhance
public relations.

H. The school should reconsider the use of the gym facilities to
better enhance the physical education program.

I. The school should continue to design and develop a vearly
school calendar/handbook (o keep the parents well informed.

J. The school should periadically review the bandbook carefully and
update policies in order to meet changing needs,

Professional Competencies

A. The intemn should continue to pursue an understanding of
whole language implementation and interdisciplinary teaching
methods try attendmg workshops or scminars in these areas.

B. The intern shonld conbinue to serve on Diocesan curriculum
committees n orcer to further her knowledge in the areas of
curricutum development and rewvigion,

C. The intern should conhmye to observe teachers to cnhance
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the itern's ability to conduct observations and evaluations.

. The intern should continue to read current publications and
research in an effort to keep abreast of the current 1ssues
the areas of supervision and curriculum.

. The intern should continue to practice delegating responsibilities
for activities so that she can develop organizational skills.

. The intern should continne to serve as 2 member of the school's
marketing team so she can develop public relations skills.

. The intern should continue to develop the Master Schedule
for the school from year to year in order to develop scheduling
skills.

. The intern should contitue to design and develop the yearly
school calendar’handbook so she can develop writing and

communication skills.
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Tabie 3

Camden Diocesan Weekly Time Schedule
SUBJECT | 2 3 4 5 | & 7 8
Religion 150 150 150 175 175 175 175 175
Mathematics 200 200 200 225 225 225 225 225
Reading 600 600 600 375 375 375 225 225 N
Phonics 100 100
English 60 60 100 225 225 225 225 225
Handwriting 125 125 100 56 50 50 50 50
Speiling 100 100 100 75 75 75 75 75 B
Social Studies 30 30 75 150 150 150 225 223
Science 30 30 75150 150 150 225 225
Art 60 60 60 30 30 50 50 50
Music 50 50 45 45 45 45 45 43
Physical Education 60 60 60 45 45 45 45 45
TOTAL 1565 1365 1565 1565 1565 1565 1565 15"6":;

Source: Diocese of Camden. (1988). Elementary School Policy Manual, p.405.
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Instructionai Strateqies

The following pages describe an array of instructional strategies that may be used across the curriculum. Some lend themselves
more to reading, some to writing, some rmay be used in both, while others are generai strategies that may be applied across content
areas. Hopefuily, teachers will become more familiar with the variety of instructional choices available and be willing to experiment with

thess strategias and implement them into their teaching.

General Strategies Reading Strategies Writing Strategies
Graphic Organizers Sustained Silent Reading (SSA) . Framed Paragraphs
Creative Dramatics Reading To Students v Collaborative Writing
Structured Overviews Jigsawing Inventive Speliing

FWNL Collaborative Heading Dictation

Interviewing Literatura Extension Personal Journal

Debale Literature Responss Log (Journai) Writer's Notebook (Jaournal)
Effective Questioning The ReQuest Pubylication

Carouseling The PReP

Modeling Heading with Purpose

Mini-Lessons _ Library Center

Thematic Units

Flexikzle Grouping

Learning Logs (Journal)

Peer Practice

Conferencing

Chanting, Rapping, Songs, Choral Aeading
LibrarnyfAudio-Visual Center

o1



Reading/Wrlting Strategies Listening/Speaking Strategies

Changing Point of View Give/follow Direction
Experienca Charts Rhymes

Big Books Express Qpinions

Picture Books Use Telephone
Predictabla Books Identily Feelings/Purpose
Library/Audio-Visual Center Auditory Discrimination

Listening Lesson

Oral Presentations

Choral Reading
Retell Story

Dramatic Plays

Share Parsonal Knowledge
Listen for Correct Usage
Library/Audio-Visual Center

Each of these is defined with an example of each. They will be found at the end of the bock behind the guidelines.

Lyl



Strategy

Graphic Organizers

Creative Dramatics

Structured Overvlew

K-W-L :

Hooaling whial foaener s
Know

Determining whal thoy
Want to know

Identifying whal (hey
Loarn as they read

~ General -
Instructional Strategies

Description

Visual lluslralions ol verbal slalements,

lhey kel the laarner organize, compiehend,
summarize, and synthesize miormalion.,
Cxamgples include Ihe lollowing: spidar ma,
conlinuumyfscale, series of events cham,
problem/sciving oulling, network tree,
fishbone map, cycle, pie chart, Venn diagram,
mind map, web, ranking fadder, story

map, ele.

Original respanses 1o lilerature invalving
ariginal deamalic forms - puppetry,
paniomime, rale-playing, improwvisalions,
plays, musicals, radio shows, elc.

Framework of ideas in the selection
present before reading; it gives learners
an cverview - a graphic organizer - of
the new [Herature; a graphic organizer
presenied belore the reading.

Aclive thinking needed when reading
exposiory text, ihe lellers stand for
the thres aclivities the learner engages
in when reading W learn.

oG

Application

s Afler reading a sslection, 1he learner ranks the character, evenls,
etc. on a rarking ladder graphic.

e Teacher slarls a web with a key idea ar characler from Fteratwre:
learners brainslorm words/phrasas to build web of inlerrelated
idcas Irom Lhe litevalure,

e A fishbone map lo visualize cause and affsct in a selection of
literature could be construsied by a teacher and loarners,

o The cycle graphic could ko used to sae how a series of even's
inleracts to produco an clect in a plece of literalure.

e Learners plan and present a play wilh the opposite cutcome al
a seleciion read,

s carncrs role play the main characters in 2 seleclion changing
lhe time, place, or situation.

# A structured overview of a nonfiction seleclion could be presented
onthe cverhead projector Lo clatify tha main ideas belore reading.

«/ completed idea map could be used as an overview belore
learners read a biography to help organize learners' thoughls

sLeamers can create a 3-column K-W-L strategy sheet tilling it
in hefore, duing, and aller thay read o nonliction seleclion.

ol _eaincrs can use tha 3-column K-W-L sirategy sheet belore,
during, and after a research project.

«| carners could use their journal to record what they know,
questions they nesd answered, and finalty the informalion
{hey gained,

4 4



Strategy

Intervlewing

Debote

Effect/ws Question/ng

- Geneoral -
Instrectional Strateqies

Description

Oper-asnded gueslions presented lo the
learner Lo gain information aboul the
kerarner; guastions should be askad in an
intormal selling.

Formal argument conducted as & conlest
bobween opposing sides on a specilic
queslian,

Purpasetul questions require sludenls ¢ use

thinking skills; questions can e organized

according to Bloom's Taxonomy, higher and

lawer level, open and Gosed,

Suggestons:

sknow noal; select canlex

spian questions

sphrase queslions clearky

= allaw lNeabilty

savoid yosine queslions

= zilow wad lime [af feas! 3 seconcs)

szvoid saying lzarner's name belore the question

ssclect earners randomily

syse posilive [ecling lone

srespond posilively 10 alt apswers

suse the probing lechniques (o elcit mare
thorough responses

wiedirect and rephrase

syuse learner's quastions for inslrection

Application

e The lzarner could be rlerviowed o gather irformalicn on tho
kinds ol lteralure one prefers

s The learnar could be inlerviewad 2 ravaalwhal one knows about
lhe wriling process.

o The learners could inlerview each other 12 compile a graphic
represenialion of likes and dislikas, number aof pels, lavorile
lelevision shows, elc,

sTha Iearners debale the sides ol a current news slary causing
cantroversy.

o The lzarners debale the issuves prasenled in nonfiction litetature
lhay read.

#The kearners debale ina rial lormal the prosesulion and delense
ol a slory charagler,

Samplz queslions:
Prehing
T: Wihat are some characleristics of the main characler
in lhe seleclion?
L: He was loncly
T. wWhat evidence do you have thal he was langiy?
Fedirecting:
T Debbic, de you agree wilh Sue's comment, wihy or
why nol?
Rephrasing
T. What was lha linal aclion our main characler 100k?
L. [Mo response) ‘
T: wWhat was lha lasl evenl in 1he final chapler?...
what parl did 1he main characler play in A7

|



Strateqgy

Carousefing

Modeling

Mini-lessons

Thematic Unils

Flexible Grouping

Peer Practice

- General -
Instructional Strategies

Description

A round-robin brainstorming actity
where lnarners Iravel from one stalion
lo anolher wiiting ideas.

The act of demanstrating the behavior
or activity which is lo be elisited from
the learner.

Lessons conducled lo address the needs
cf ang or a smail group of [2arners in any
subject area, they are usually of

relatively short duration (10-15 minutes).

Unfts of study constructed arcund a
a central theme; they incorparale many
skills and integrale curriculum areas.

Grouping bascd upon {aclors other than
ability; helerogeneous grouping; giouping
based upon inleresi, topic studied, clc.
This grouping method helps to avoid the
stigma of "low" groups.

A cooperative kearning lechniqua in
which groups (pairs, lriads, elc) ol
learners practice lhe learning
together, "Buddy Study."

Applicatlon

sAfler roading a selaclion in lilerature, each charactar's namn
15 willen al lhe lop ol & pieco of chart paper  Pra-selaciad
group rolate al leacher's signails {dacressmg M e ko and
brainslorm personalily Irails of sach character. Later, kists are
discussedfevaluated.

= The feacher models the lrsl low steps of nola faking.

s A dearner models appropriata handwriling positions and skills for
a8 pPEer.

*The teacher models the comments and questions asked of a learner
al Ihe end ol an oral prasenlation

e The leachar instructs five fearners having difficully with run-on
senlences,

*Thw: [racher reviows tho rules of capilalization with a learner for
15 minules.

*The teacher may group In lHaraturo based upon inleresl in Lha
books availabie,

#The teacher mighl group learners in study groups according to
lopic

#Thi leacher may gioup in lileraturo hased upon #leresls in
-the books avalable,

*The leacher mighl group learners In siudy groups according 1o
lopic.

»A small group ol leainers guizzes each olher on spelling words
»A pan of kearners sils besides each other, ahairs louching, bul

facing 1 coposie directions lo "huddy™ read aloud o each
olhier.

0%t



strategy

sonferenclng

Chanting, Rapping,
Songs, Choral
Hesponze

Learning Logs

- General -
Instructional Strategies

Description

Meetings between teacher and learnerfs
as a follow-up lo inslruclion; these
meelings re-enforce the learning and help
the teacher check for understanding.

Highly motivating melhods to practice,
reinforce, and provide opporlunities

for the learner ta hear, see, say, sing,
and mova rhythmically wilh the |earning;
laarning becomes more vivid, repelilious,
and memorahle,

The learner cormnmunicates how and what
he has understoad about a concept or
unit of study. They may dascribe their
learning process, dellne a torm, or
indicate what hefshe has learned,

Application

eThe toacher meets wilh tha laarner to redefine a personal narrativo
writlen by the [earner.

#The learner and teacher mest {o check for improvement in
elimination of run-on sentences in an essay on a conlroversial
news lopic.

sTha intermadiata [sarner could write and perlorm a rap to
remember prepositions.

#Tha primary learners might cherally recito parts of lterature read
lo them,

o The [aarners might wrile and perform a song about a main
character in a picce of lterature,

oThe learner could summarfze an activity.

o The learner might assess an object,

#The learner could reflect upen an activity In the fog.

sThe learnar might list 2 or 3 Interesting Ideas In responsa lo
leacher and peer questions,

161



strategy

he FReP

e RelQuest

Jltarzlure Aeaponaa Lag

Jdteralure Externslon

- Reading -
Instructional Strategies

Descriptlon

A type of "advanced organizer” or
prereading plan where the lcamers brain-
storm what they knew aboul the logic,
recognize relalionships botween their
idaas, and finally retorm their knowledge
upon discussion and reading.

A queslioning session lirst bekween

lcacher and Izarneds lo modet, and then
betweon laaraers; queslioners allernats
a varioty of tvpo and kevels ol questions.

A journal ler racording reaclions 1o
Heratura,

Activilies iRat can be used o 2xiend ang
enhance {he undersltanding and enjoyment
of literalure in the clagsrecom, A worth-
while [teralura exlansion grows

naturally owt of the lleralure and
demonstrates something tha reades has
geined from |he texibook.

110

Application

Hefore reading a salection, fearners are askod whalt they know,
The 1leacher lists ideas than alempts lo ratale idezs. Sluden!s
add lo, eliminate, or enhance he knowladge delerminad aller
discussion and reading.

sAfler reading a seleclion, paired group l2armers, paired ingroups,
aflernato questioning aboul tha selectian,

sAller reading a sclection, pairad fearnars atempt la incorporate
nigher level quaslions in the SaCues! aclivity,

May ke used io do lha following:

#Hespand in writing 12 a quaslion,impression, mood or reaction

#Hespand to open-ended quastiong, lreawriting, vocabulary, or
iflusiralions.

e Slimulala group discussinns

+Hefllzct on personal reaclions whils reading

#Recoqd new vocabulary

sExaming the aulhor’s style and maolives

wirle quesians for discussion

May De used o do Ihe folowing.
® Hewyite ar refell the book and story as a piay, Izlklale, soap cpara
»Design a bookmark, bock [acket, or a new gover for a book
s hake a posler lo adverlise lha book
=Write an criginal dizlogua betwaen tevo characiars
#irile a letler o the aulhor or a character with quaslicns ancior
suUggestons —
. R L
s hzke a Big Book o piclwie =



strategy

Justained Sllent
Aeading - S5R

Headlng to Studenta

Jigsawing

- Reading -
Instructional Strategies

Description

Students independently select a bock to
read for a specilic pericd of time in
class. Teachers must model the reading
behavior.

Reading aloud is seen as the single most
influenlial factor in young children’s
success in learning. 1L has a positive
impact on students’ attiluda 1oward
reading.

Each studant ¢n a turn becomoes the
"axpert” on one subject by working
with membar from other teams. Upon
raturning to their team, each one in
turn, taaches tha rest of the groun.

Application’

May be used at tha lollowing times:
«Ten minutes a day reading afler lunch
+Al the end of a class period

#Al home on a daily basis

e UUpan finishing seatwork

sWhile wailing lor the bus

May be used lo do the following:

s |mprove listening skills

o Huild vocabulary

s Aid reading comprehenslon

s|mprove appreclation of poetry
*Enjoy hearing a short story or excarpt

May be used for the following:
® Acquiring new material

s Raviaw of infarmation learnsed
sHaving a debata

€5t



Strategy

Framed Paragraphs

Collaborative Whriting

Oictation

Inventive Spelling

Personal Journals

Writer's Notebook

- Writing -
Instructional Strategies

Description

A santonca or paragraph with words,
nhrases, or sentences lelt oul.

An activity that allows studenls to
interact on a writing assignment,

A tool to teach the concept of word,
word spacing, sentences, and
paragraphs, and to encourage the use
of standard spelling.

A strategy that encourages sludents
Lo write down wards in aecoordance with
how they hear a word.

A convenient, familiar and {lexible
method for students to record and
reflect on their persomal thoughts,
leelings, ideas, or experience,

A sourcebeok of ideas for writing.

Application

®iMay be Lsed as a format for a book repert, narrative report, or
the correct uze of adjactives, or advarb phrases.

*As a class, students devalop a story togather whila the teacher
writes it down. Peer writing, cooperative learning, and quiet
talking fol!nwh

sHave students dictate group stories or poams

e 5tudents dictata short descriptive phrases for photographs,
drawings, and science displays

&|n small groups orindividually, hava studant dictata small bagks
of stories, rhymes, or poems

May be used in tha following ways:
® Journal writing

®First drafts of a compaosition

® Student dictation

®*Upon reading an open-andad quastion

» After independent reading

#* Alter small group discussion

=Yhen viewing a lilm

a5 o personal dialog'ué with taachear or pears

May bo used in rhe lollowing ways:

*Record interviews of wvisitors, take opinions, surveys
#Discuss and describe charactars from a story

*Lead tha class on a brainstorming session on an announced topic

Pl



trrategy
n Gooks

cperlence Shart

cture Books

Tanging Paoint

i View

ediclable Boohs

- Reading/Wriling -
Instructional Strategies

Descriptian

A commercially publshed or a
chikd/teacher authored book wilh large
pictures and prink

A paragraph, list, or lefter written by the
ieacher in large print incorperating words,
phrases ar senlences from inanidual
studants,

A commercially published or child-
lIuslrated Dook withoul texd,

An exercise used to exlend andfor
anbhance 1he urderstanding of lileralure
oy changlhg the ouliock, viewooinls or
atliluces ol 2 character or characiors.

A commercially published ar a childflzacher

authared haock containdng ary ar all of the
{allowing: o rhythm

orhyme

srepetilion of wocabulary

srapeliion of slovy slruclures

*common patieins

e o . 2113

Application

May be used lo.

sAcguaint sludents with a sanse of story and spocific fealwres
of print

»Enhanca student writing

»Publish sludent wriling ‘

s Teach language comvenltions throwgh a highty malivating shared
group experence

May be used lo:

» Carrelale the spoken word whh The writtan word

sModel a speciiic form of wriing - descriplive, personal, narrative,
letlers

s Help sludents locus en a single |daa, tapie, subject

»Expose siudanl 1o high frequency sight words

May be used lo:

s Maotivale studeant writing

»Encourage a varisty of inlerpretations

sZumulale vocabulary

»Provide a concrele visual stimulus lor discussions
sAssociate leelings with axoressions

May be used lo:

e Motivale writing

»Describe characler Irails

sStimulale vocabulary

s figsociate allludes and feebngs wih behaviar
= Cmpnasize wilh mora than cne characiar

May be used Lo:

sFredict oulcomes

» Use vocabulary in eral and writlen cloze

s Stimulale crealwity by crealing a predictacle book
bazed on the story line.

L |



Strateqy

GivefFollow Directiona

Rhymes

Express Oplhions

Use of Telephone

ldentify Feelings/Furpoaae

Auditory Olscrimination

Listening Lesson

Ora! Prasentations

- Lisrenfng?Speakfng -
Instructional Strategies

Description/Application

oVorbally describe how 1o proceed wilh an activily or assignmant and the correct follow-through of those
procedures.

s*Hava sludent repeat directions to insure accuracy.

= Olfer students opportunities to design a variety of direclions while other siudents follow them; c.g., How lo make
& peanut buller and jelly sandwich.

¢Have sludents put a serios of directions in the best sequence for a successiul completion al Lha lask(s).

*Recile rhymes, poems and longue hwisters.
*#Have sludenis create rhyming patterns eilher by lollowing the leader or Indepsndently.
s Head rhymes in groups; choral reading

= Ofter sludents frequent opportunilies o verbalize \heir oninions. Identity a positive value in each answer.

#Teach and have siudents practice proper telephone manners,
#Role play telephone conversations,

s/cknowledge tone of voice, phrasing patierns, pilch, and speed of speech as a tool in recognizing
Iselings and purpose within (he spoken words.

*Recognize thal each lefter/sound groping has a specific and correct sound (deaF vs, deaTH).

»Utilize a variely of sound sources lo analyze similar and dissimilar scunds.

»lay games where success depends on careful listening and enuncialion: e.g., think of a word that begins wilh
the last lelter of beD...DoG.. . GirL...LamP, efg,

®llan an activity and lesson whose aim is 1o develop, strenglhen or practice strong listening skills,

#Assign presentations to lhe whole glass by individual studenls.

*Cstablish expecled stralegies for oral presentalions; e.g , 20 audible tone of voice, inflection o hold interost
ralher than monotone,

#Esfablish acceplable audience participation and atlention rules.

s ~ollow up with a pericd for questions and answers,

sUse book reports and characler portrayals as choices or oral presentations.

*Parlicipale in dramas, plays, skits, el

ocl
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frategy

1oral Reading

etell the Story

ramatlc Playa

1red Personal Knowledge

sten for Correct Usage

- Listening/Speaking -
Instructional Strategies

Descripton/Application

eSelact a piece of lilerature lo read in unison.
»Jse oxciting and well-patterned passages or poema.
*Afternate paragraphs or slanzas from group to group.

®Have sludents repeat the story in their own words.
*Ask students 1o supply missing details when you or another retells the story,
sEmphasize sequencing over detailing. X

sAfford opportunities at every grade level for dramatic experienca,

=Allow stucants 1o offer whal they have learned from out ol school or previous knowladge experiences.
slse Show & Tell, vacalion storics, tavorie birthday gill. .
s Affirm thal students have the right to withhold personal information and emational experiancos.

*Develop skills 1o recognize correct grammatical farms and constructions In spoken communication,
sRepaal correct patierns in placs of commenty misusad oneas.

=Davelop a recognition of colloquialisms, reglonal acconts and phrasing and thair correct counterparts.

# Critique samples of specches, commerclals, movies, and TV didlogues for unusual or incorrect usage of wards.
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CIOCESE OF CaMDEN — Proleszional & Autud.nal Assnssmanl Sarm

Name | . ——— . Years ' Teaching Exaer fnes

School ———— = Tolal et v mew. i PreEanL Sehogl

(Grade Lewnl - —_— e 159
a. PROGCEQURC:

3 The pringipa’ should censider cech fem as i pemaing 0 (e dcaehes, ang put the asprapnaté syeluabion in the
principal’s column Deslge aach StAEMan

b Congiger thaughliplly ggehiiem g5 il perfaing lo yoursell and aol gpprogniale sell-évalualidnin IhE teacher’s ealumn
Bosiae sach s1alement,

¢ Ferm will Be reqardad As canlidantal And will B8 Seen anly by AoIREN2ed Aersannel (Senool aominisiraiors, Jiogggan
Sducalion Ofce),

4. ALING Anad of IN8 caniaencs, INe faim s o e Sigamd By BOLR Bacher and prncigal One caay rawgined Dy {eacher,
gna by prindpal and ete 543l W Diccesan Dilice of Edudabicn

CORIMNG: (5} Sausfacny
{N} MNagads 'mprovamen

CHRISTIAM INFLUEKCE (Faith Commuiman:
Teaecher perincigzsl

o Cuves winass by actiens speech. and amwdes (o the moral standards and
doctnnas of the Calnohg Chuech;

£ s conscoys of Ing sigmilcan rple Helgion plays v the covalgpment ol ine

wialE [EMAGN AAC SaAKS wavs 10 1Al2G Al Shnshian vatons 0 INa S Bo1s iEught

2nd respansiDdines assumed,

25 5 pozitve ziilbde 17 warwng wik 1he Adminisiration ard facubyon 2engl

of edusalpnzl, somlugal end socizl iormalpn o thg sledenls,

11

4

IS

gcher's Dommens Brngypai's Commenfs -

PROFESSIONAL CHARACTERISTICS:

Teacher Peincipal
1 SLppactve al Sehasl HoIces an0 fh3cll e

Shows rgspest 1or paments and deals with tham in g arg'essignal manAs:

%

2 Tagzne- disoiphnes 0 e cormslent aad pasiva manier
e 4 Futug and s@uslacisriy perlerme the o lowing dutles .
a _—__ Homamam it Exira-Curnsular Dahiss
b Caelena & Qher
[ P T A Mezaung

5. 1z zurewel 2r homermom, clags gnd assigned dulies,
G kasps racords and repons op ko daie aod wreed inoon pme,

feacner's Cammonrs r—.  Prrcmale Commenis

OvERALL CONTRIEUTION FOR GOOD OF SCHOQL:

Teachar's Commerts - .. Pringipels Commen's

Fracipal’s appraisal is based on Wimal clasLiaom GhsMvaLONE 303 iormMa. Feclicgs i Jayomd 3y aperalon 2f schog!

Sagrung T e m agahes Gnly 181 EAZR SE7E0N pETLC/Patad (1 8 ooAiEMEncE, INAY E2Cn rela: res @ Sopy DUL ol MECESSAn'Y
tha! ezeh agreed

Teacher's Srgndived L _ . . e Prncipsls Signature

Carg



DIOCESE OF CAMDEN
PROFESSIONAL CROWTIH REFOET

schoal City 160

Teachar Grade

Ere-Ohservaton Intervizcw  Date

Classroom Observation Date Tiroe Clags Grade

Post Oheervauon Interview  Date

Pre-Observation Information (Teacher being obscrved, please completa the followiag!)

1. Whztis the ahjective for the lasson?

2. Howwill you determine if the objecive was achieved?

3 What methods end/or materizls will you use @ achieve the ohjective?

4 Is there anything 1bat [ snould be aware of (0 obsarang this ciass?

Masernam Observation [nformation {Administrator, pledse compicre the olowidg.)
1. Was the lesson objemive achieved?

A How did the teacher demonsirate 2 working knowledes of subject manet and
evideoce of preparaiion?

B. Wha" s the prevailiog learning aimosphare?

2. Wha: was ohserved during the lessan?

Ppst Obrervation Infarmation

1. Comrnendanons

7. Recormunendalions

3. Teachers Comments

Frincipal's Slgnalure Teacher's Signature

Eonae - Dhscesan Office ¢ Telow - “rnapal # Pk - Taacher
gy e
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FPROJECT OBJECTIVES -

EVALUATION MODE -

CURRICLULUM
To develop strategies for the implementation of
whaole langnage.
An evalation checklist will be completed by the
participating teachers to determing the effectiveness
of the strategies developed.

Whole Langnage Straiegies Cheeklist
Plense rate the usefulness of the following strategics

1 being most useful, 5 being least useiul

General Strategies
Graphic Oreanizers

HU for haven't used.
HU 35 4

L
k2

[
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Creative Dramatigs

Structured Qverviews

RWl,

Intervigwing,

Lebate

Effective Queshomng

Carouseling

Maodeling

Mini-I ess0n%

Thematic Units

Flexible Groupine

Leaming Loes (Journal)

Peer Practice

Conferencing

Chanting, Rapping, Songs,

Choral Reading

Library/Audio-Visual Center

Reading Strategics

Sustained Silent Readips (SSR)

Reading to Students

Jiegawins

Collaborative Reading

Literanure Txtension

Literature Response L.

o {Iournal)

The BeQuest

The PreP

Reading with Purposs

Eibrary Center
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Writing Strategies
Framed Paragraphs
Collaborative Writing

Inventive Spelhne

Dhctatign

Persgnal Journal

Writer’s Notebook_(Toumal)
Publication

Reading/Writing Strategies
Changing Point of View

Experience Charts

Big Books

Picture Books

Predictable Books
Library/Audio-Visual Center

Listening/Speaking Strategies
Give/Follow Direction
Rhymes
Express Opinions
Use Telephone

[dentifv Feelings/Purpose

Auditory Disenimination
Listening Lesson

Oral Presentations
Choral Readinrm

Retell Story

Dramatic Play

Share Personal Knowledge
Listen for Correct [Jsage
Library/Audio-Visual Center
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CURRICULIM

PROFESSIONAL COMPETENCY OBJECTIVES - To gain leadership skilly m
chanifving and focusing goals, objectives, and strategies.

EVALUATION MORE - An evaluation instrument to be completed by Intern’s mentor
in order to determine the level of competence in focusing gosats, objectives, and
strategies.

Curricnlwm Competency Evalnation

Please critigue the level of competence achieved by the Intern in focusing goals and
ohjectives through the developrment of stratepaes for the implementatuon of whole language.
Comment on the definitions and examples provided, as well as the affectivencss of the
sirategies.
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TEACHING AND LEARNING

FRILMECT OBJECTIVE - To prepare and conduct lesson observations and

conferences with teachers.

EVALUATION MODE - An evaluation questionnaire will be adruimstored to
teachers whose lessons were abserved.

Evalpation of Ohservation and Dhseyvation Process

- Arrangements for classroom visitation wera
schadnied with leachier and supervisor.

. Supervisor and teacher pre-conference prioc 1o
clossroom visitation.

- Classioons visilation arrangements wers
woommodsting to the teacher.

. The purpose of the pre-observation confensue:
wa cigar to the teacher.

- supervisod and teacher reviewad the lesson plan
to be observed

. Supervisor pathered abjuctive data vsing an
abservalion meirument

. Teacher was made Fanriliar with chservation
instrument,

. Supervisor recorded pertinent data regarding
structional development

. Supervisor's eomments/responses provided

mezmineful direction for instruotionsl development.

10, Purporc and direction wewe obviows during post
conleremce,

11, Teachst’s comuments/Tesponses were an inltepral
pait of e post conference.

12. The cbservation and ohservahion process provided

the teacher with frmre diraction

Lomments:
Eeconunendations:

JES NO  MNA
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T HING AND LEARNING

PROFESSIONAL COMPETENCY OBJECTIVES - To develop competency in
utilizing clinical supervision evaluation instrument. To develop leadership skills
associated with analyzing and imerpreting, observing and evaluating. To  develop
professional interpersonal communication skills.

EVALUATION MODE - An evaluation instryment to be completed by Intern®s  mentor
in order to determine levels of proficiency of supervisory skiils.

Anglysis of Observation Process

Checked statements indicated area of demonstrated proficiency.
1. Gatherg objective data using an observation instrument.
2. Records pertinent data regarding instructional development.

3. Comments and responses provide meaningfil direction for teacher to
improve mstruction.

4. Matches teaching objectives with teaching strategies.
3. Oflers sound, conecrete suggestiona for improvement of instruction.
6. Commends the teacher’s stuong teaching points.

7. Builds new concepts on to the teacher’s existing framework to improve
instruction,

8. Encourages the teacher to he an active participant in the evaluation
PIOGEES.

9 Written transeript is clearly understood and concise.

10. Understands and effectively utilizes obgervation instrurnent.
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E L ADMINISTRATION

FROJECT OBJECTIVE - To develop a before school and after schoal care
proeram for students.

EVALUATION MODE - Ay evaluation questionnaire will be administered to
staff members and parents agsociated wirh the prograrn
to determine degree of satisfaction.

Evaluatign of Before and After School Program

Please answer the following question in regards ta the effectiveness of the bafare and after
school care program.

1. Were you well informed about the indtiation of the program?

2. Do the programs satisfactorily meet your needs in repand to times, cosis,
programs, efc.?

3. Are the programs well oreanized and well managed?

4. Are the guidelines, procedures, and plans for the programs pertinent anc
efficrent?

5 Is your child happy with the procedurcs of the programs?

6. In your opinion, how can the programs be improved?
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PUPIL PERSONNEL ADMINISTRATION

PROFESSTONAL COMPETENCY ORJECTIVES - To develop organizational
and managerial skills. To gain practice in coordinating activities and staff members.

EVALUATION MODE - An evaluation instrument to be completed by intem’s mentor
in order to determmoe levels of proficiency of organizational skills,

Organizational Competency Ohjeciive Queslipnnaire
Please answer the questions below in rezerds to the intern’s level of proficiency.

1. In the developmental stages of the before mnd after school prosram, did
the intern organize all parties invalved and delegate responsibility? Be specifie.

2. Was the program well orgameed? Ifnot, please indicate why?
3. Infollowing administrative procedure, was the infern oreanized in ber processes?

4. Becoming proficient in organizational skills requires one to be systemaric,
neat, angd hacmorndous, Did the intern meet these criteria?

5. Inyour opinion, did the imtern become proficient in organizations! skillg?
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FRUOMECT OBJECTIVE - To direct the preparation of a school newsletier.

EVALUATION MODE - An evaliation questionnaire will be administered to parenrs,
faculty, and staff to assess quality of school newsletter,

Schingl Newsleiter Chigstionnairs

Please provide feedback on the school newsletter by answering
the following quesiions in an informal interview situation.

1. ‘What da you think about the school newsletien?
2. 'What do you like best about the school newsletier?
3. What is misging from the school newsletter? ‘What would you add? Why?
4. Comment on the following aspects of the school newsletter.
A Articles -
B Cohimng -
C. General Guidelines -
D. Expectations -
E. Time Table -
F. Design -
G. Quality -

H. Publication and Distribufion -



185

RGANIZA A ANAGEMENT

PROFESSIONAL COMPETENCY OBJECTIVE -
To develop commurication skills .
To acquire leadership, management, and orpanization gkills,
To coardinate information and staff members.

EVALUATION MODE - An evalualion msttument to be completed by intern’s
mentor in arder 10 determing levels of proficiency in
directing the preparation of school newsletiers.

Newslelier figi i

Interview administrators and staff regarding the performance of the intern. Did the
intern demonstrate the acquigition of basgic skills in group planning, the ability to manase and
design student/staft projects in a highly effective manner, and facility in guiding and

monitoring piblic relations objectives?
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1 FF

PROJECT OBJECTIVE - To develop the Master Schedule for the school year
169495,

EVALUATION MODE - An evaluation questionnaire will be administered to faculty
members to determine the efficiency of the schedules.

valuatipn
Please rate the following competencies using the scale below

S-Satisfactory  NI-Needs Improvement U-Unsatisfactory
s NI U

1. Proposes a set of schedules to distribute services
available within the school, taking into
consideration efficiency, economy, and legality,

2.  Develops guidelines for use of services such as
rESOUTCE TOOMS,

3. Rearranges current schedules to see that students
receive required services while maintaining
maximum invelvement in their school proprams,

4. Rearranges present schedules to balance the loads
of staff members.

3. Designs an alternaiive set of procedures to make
best use of services.
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UTTLIZATION OF STAEK

PROFESSIONAL COMPETENCY OBJECTIVES -
To develop scheduling skills.
To develop the ability to coordinate aciivities of departments,
areas, and groups to promote efficiency.

EVALUATION MODE - An evaluation instument to be completed by the intern’s
mentor in order to determine the level of proficiency in scheduling skills.

chedulin mpetencies Peoficien chklist
Checked areas indicate an area of demonstrated professional competency.
Effectively employs conflict resolution strategies.

Demonstrates an ability to identify and incorporate individual teacher
needs in structuring the master schedule.

Demonstrates an ability to identify and incorporate individual student
needs in structuring the master schedule.

Demonstrates an ability to identify and incorporate individual program
needs in structuring the master schedule.

Demonstrates expertise in organizational processes involved in scheduling
(1.e. completion and distribution of schedules).



138

TINE TASK
PROJECT OBJECTIVE - To design and develop 2 school calendar/handhook.

EVALUATION MODE - An evaluative smrvey will be distributed to the school’s administration,
faculty, staff, and parents for input inio the format and information provided
in the ealendar/handbook

dar/Handbook Fvalpatr rvey

Please evaluaie the following aspects of the School Calendar/Handhook by placing a check mark nexi to:
Strongly Agree (SA), Agree (A}, Disagree (D), Strongly Disagree (SD).

FORMAT SA A D SD
1. Fhe print font was easy to read.

2. Half day dismissals and school closings
should be shaded.

3. The graphics enhanced the look of the
calendar.

4. The spirit dress down days should be
boxed boldly,

3. The overall layout was good.

INFORMATION
8. The information given was useful.

7. 1t was the proper amount of information
to give.

8. The design, development, and
distribution was good.
COMMENTS:
RECOMMENDATIONS:
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ROUTINE TASKS

PROFESSIONAL COMPETENCY OBJECTIVES - To develop writing and
comimumncation skills. To develop policy writing slalls.

EVALUATION MODE - An evaluation instrument to be completed by the intern’s
mentor in order to determine competence in writmg and
communicating skills.

Calendar/Handbook Competency Evalnation

In essay form, please rate and diecuss the intern’s ability to utilize computer technolopgy,
promaote comimunicaiions between the school and home, and develop policy wittog skdlls -
specifically through the 1994-25 School Calendar/Tlandbook. Tmphasize competencies, as

well as areas where improvement i3 needed.
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