Clear Administrative Services Program

Guidelines-based Program


While writing to the expectations is not required, including a response to these prompts will help clarify how the program meets the guideline. The purpose of the expectations is to assist the program in thinking about specific items to include in the program design as well as possible examples that would demonstrate how the program meets the guidelines.
	Guidelines
	Narrative and Links to Supporting Documentation Addressing the Guidelines

	Guideline #1: Program Design and Coordination

	The program sponsor identifies the basis upon which decisions will be made in determining developmental objectives for each candidate in the program and for assessing the advancement of each candidate toward those objectives during the course of the program.  The program is coordinated effectively, and key program personnel are identified and their responsibilities are clearly defined.
	

	Guideline 1 Expectations:

	· The program sponsor identifies general administrator performance expectations for use in identifying each candidate’s strengths and weaknesses, setting developmental objectives, and measuring progress.  These general expectations may be the California Professional Standards for Educational Leaders or a similar set of administrator performance expectations that focus on instructional leadership.
	

	· The program sponsor provides its general administrator performance expectations to each candidate at the outset of the candidate’s participation in the program and explains the performance expectations.
	

	· The program identifies the individual responsible for coordination of the program, key personnel involved in program implementation, and the reporting relationships between the identified personnel.  The program identifies the person or entity to whom the authority to certify program completion is designated.
	

	Guideline #2:  Evaluation of Program Quality

	The program sponsor conducts ongoing evaluation of the quality and effectiveness of the program for the purpose of identifying needs for program improvement and to ensure that the program is providing mentoring, support and assistance of high quality that is targeted to meet individual candidates’ needs.  The program sponsor maintains records of services provided to candidates, candidate assessments and other documentation of program and candidate activities for use in external program assessment activities to be conducted by the Commission.
	

	Guideline 2 Expectations:

	· The program evaluation process includes an opportunity for candidates to provide the program sponsor with their perceptions of the quality of the various aspects of the program, including those areas in which the program successfully provided appropriate mentoring, support and assistance, and those areas in which candidates perceived program deficiencies.
	

	· The program evaluation process includes an opportunity for mentors to provide information on their perceptions of the quality of various aspects of the program, including the appropriateness and sufficiency of mentor training requirements, the effectiveness of criteria for mentor assignment, and the quality of the mentor evaluation process.


	

	· The program sponsor uses information obtained through the program evaluation process to identify areas in need of improvement and takes appropriate actions to improve and ensure program quality
	

	· The program sponsor maintains records of program policies and procedures, services provided to candidates, candidate assessment data, number of mentors, number of participants, and other data related to the program’s value, scope and content.
	

	· The program sponsor consents to providing program information to the Commission upon request and to cooperate with program audit and reporting activities conducted by the Commission.
	

	Guideline 3:
Initial Assessment of Candidate Competence

	Within the candidate’s first 90 days of employment in a position requiring possession of an administrative services credential, the program sponsor initially assesses candidates based on the program’s general administrator performance expectations.  This initial assessment includes a candidate self-assessment component in which the candidate describes current job responsibilities and challenges, and perceived personal strengths and weaknesses. The results of this initial assessment inform decisions concerning the administrator’s needs and developmental objectives to be met during the course of the program.  Mentoring, support and assistance activities initially focus on those areas in which the initial assessment indicates additional support is needed for the candidate to be successful in his/her current assignment. 
	

	Guideline 3 Expectations:

	· The program’s initial assessment is designed to measure a candidate’s initial level of competence in each of the program’s general administrator performance expectations in a way that can be compared to future assessments of candidate competence so that the program sponsor can determine the candidate’s progress and increased administrative effectiveness over time.
	

	· The results of the initial assessment are shared with the candidate and individual(s) assigned to provide the candidate with mentoring, support and assistance to ensure that all parties have a clear understanding of the candidate’s initial strengths, weaknesses, and areas of focus for the mentoring, support and assistance to be provided to the candidate.
	

	· The program sponsor maintains a record of each candidate’s initial assessment results for comparison with subsequent assessments to determine candidate progress over the course of the program.
	

	· The assessment examines candidate competence authentically, systematically and fairly, and takes into account the highly variable nature of administrative responsibilities.
	

	Guideline 4:
Individualized Mentoring Plan

	The program sponsor establishes a process through which a mentoring plan is created for each administrator served by the program. The plan addresses the mentoring, support and assistance needs of each administrator, and may identify additional learning activities needed for the administrator’s professional development.   The plan includes developmental objectives that the individual administrator is expected to meet over the course of the program.
	

	Guideline 4 Expectations:

	· The program sponsor initially assesses each candidate’s strengths and weaknesses based on the program’s general administrator performance expectations, and uses the results of this assessment to create an appropriate individualized mentoring plan.
	

	· The candidate’s developmental needs and current work context are considered and addressed in the development of the plan.
	

	· The candidate, employer, and a program representative participate in the development of the plan and provide written approval of the initial plan.
	

	· The program sponsor provides an opportunity to review and amend the plan as necessary to meet the administrator’s needs or address changes in the administrator’s assignment or other aspects of the administrator’s work context.  The candidate, employer, and a program representative review and approve any changes to the individualized mentoring plan.
	

	Guideline 5: Provision of Mentoring, Support and Assistance

	The program sponsor provides mentoring, support and assistance that is designed to meet the individual administrator’s needs, and is conducted on a regular, ongoing basis throughout the course of, at minimum, the administrator’s first two years of administrative service while possessing the Preliminary Administrative Services Credential.
	

	Guideline 5 Expectations:

	· The program sponsor, an employer representative, and the administrator collaborate to identify the mentoring, support and assistance needs of the administrator and appropriate means for providing these services.
	

	· The administrator’s individual mentoring plan identifies an administrator meeting the qualifications described in Guideline 6 who will serve as the lead mentor* for the administrator. 


	

	· The administrator’s individual mentoring plan identifies the frequency of regularly scheduled meetings between the administrator and lead mentor.  Communication formats for these meetings may be varied (e.g. phone, e-mail, teleconference) but must allow reasonable access for the administrator to the individual(s) assigned to provide support.
	

	· The program sponsor ensures that the administrator has access to mentoring and support in crises or other sensitive situations that occur at times other than the regularly scheduled meetings between the administrator and lead mentor.
	

	· The program sponsor identifies other individuals, in addition to the lead mentor, who have expertise in specific areas applicable to the administrator’s current assignment and who will be available to the administrator as needed to provide additional information and guidance.
	

	· The program sponsor provides a list of additional resources that may assist the administrator in succeeding in the current administrative assignment.
	

	· The program sponsor provides opportunities for communication between administrators served by the program to allow for peer engagement and support.
	

	Guideline 6:
Mentor Qualifications and Assignment

	The program sponsor establishes specific qualifications for the selection of lead mentors* and criteria to be used in determining the appropriate assignment of lead mentors to individual administrators served by the program.  Qualifications for lead mentors include appropriate mentor training and experience.  The program sponsor establishes an evaluation process for lead mentors and uses the evaluation results to amend mentor selection qualifications and/or training requirements, and to reassign or replace mentors as needed.
	

	Guideline 6 Expectations:

	· The program sponsor creates a list of prospective lead mentors of sufficient number to serve all administrators served by the program.  All mentors listed meet the qualifications for lead mentors established by the program sponsor.  
	

	· Lead mentor qualifications address the number of years of administrative experience and other teaching and services experience; the level and quality of training in support and mentoring; special skills and/or experiences applicable to administrative responsibilities; and other characteristics conducive to successful mentoring, support and assistance.
	

	· The program sponsor’s criteria of assignment of lead mentors to individual administrators consider similarities in their current responsibilities and work contexts; geographic proximity; ease of interaction; and other characteristics likely to result in a positive mentoring relationship.
	

	· The program sponsor creates a mechanism for each administrator in the program to evaluate his/her lead mentor.  The evaluation provides information on each lead mentor’s strengths and weaknesses, identifies areas in which additional training may be required, and rates the overall performance of the mentor from the perspective of the administrator being mentored.
	

	· The program sponsor uses the results of the lead mentor evaluations to make any necessary changes to lead mentor selection qualifications, amend training requirements, and reassign or replace mentors who receive unsatisfactory evaluations.
	

	Guideline 7:  Assessment of Candidate Competence

	The program sponsor conducts ongoing assessment of the candidate’s competence based on the program’s general administrator performance expectations, and provides the results to the candidate and the candidate’s lead mentor to be used as an indicator of candidate progress, and to redirect the focus of mentoring, support and assistance, if needed.  Prior to certifying that each candidate has completed program requirements, the program sponsor conducts a culminating assessment of the candidate’s competence based on the program’s general administrator performance expectations and the developmental objectives identified in the candidate’s individualized mentoring plan.  Through this assessment the program sponsor and the lead mentor verify that the candidate has met the developmental objectives established in the individualized mentoring plan and has reached a level of administrative competence appropriate to merit recommendation for the Clear Administrative Services Credential.
	

	Guideline 7 Expectations:

	· Candidates are provided feedback on their progress at multiple points in the program.
	

	· Each candidate’s individualized mentoring plan is reviewed periodically on the basis of the assessment results and amended as necessary to respond to changes in the candidate’s needs for mentoring, support and assistance.
	

	· The assessment examines candidate competence authentically, systematically and fairly, and takes into account the highly variable nature of administrative responsibilities.
	

	· A culminating assessment forms the basis for certifying that the candidate has successfully completed the program and has reached a level of competence meriting possession of a Clear Administrative Services Credential
	


* “Lead mentor” refers to the individual who will serve in the primary mentoring role for the candidate.  These guidelines encourage the use of other qualified individuals to assist in the mentoring role, but require that the program assign a lead mentor to serve as the administrator’s primary contact and to lead in the coordination of all mentoring activities.
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