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Beginning Administrator’s License

to

Professional Administrator’s License

Vicki N. Petzko, Ph.D. 

University of Tennessee at Chattanooga

615 McCallie, Dept. 4154

Chattanooga TN 37403

423-425-4542

vicki-petzko@utc.edu
Dear Directors and New Principals,
As you know, once a person is named a “new principal”, s/he has three years to advance his/her “BAL” (Beginning Administrator License) to a “PAL” (Professional Administrator License).  This requires a goal setting procedure and monitoring and evaluation by the individual’s immediate supervisor.  It also requires a “sign off” by a university person.
This document contains a sample of a completed “Verification of Eligibility” form.  Please note that the goals set are not the school’s goals, but rather professional development goals that the principal needs to accomplish to begin to move the school in the direction of its goals.  The form is narrative and descriptive in nature, and although it is nice to see data as “evidence”, it is perfectly reasonable that the evidence of accomplishment of some goals will be qualitative, not quantitative. 
New principals should begin this form in the fall of their first year, and add to it, with the approval of the director, each year after that.  This gives the director the opportunity to provide ongoing feedback and direction.  It also allows me to serve as a resource as needed.  Please do not hesitate to call if I can help along the way.

HCDE Directors have digital copies of this blank form.  Please also feel free to contact me directly and I will email one to you.   

Once the three years are completed, send or bring the form to me.  Once approved,  I will forward it to Mrs. Connie Cloud, UTC Certification Officer, and she wills end it to the State.
If you have any questions, please do not hesitate to call or email me.  

It is always a pleasure to work with you,  
Vicki Petzko

Professor, School Leadership
UTC-CHEPS

vicki-petzko@utc.edu
423-425-4542

SAMPLE

Verification of Eligibility for Advancement

Beginning Administrator’s License

to

Professional Administrator’s License

University of Tennessee at Chattanooga

615 McCallie, Dept. 4154

Chattanooga TN 37403

423-425-4542

GO HERE FOR STATE INFORMATION:  http://www.state.tn.us/education/lic_adm.htm

Date
	Principal’s Name
	SAMPLE PERSON

	Position/School
	Principal

	Address/Zip/Phone
	

	Initial year as Prin/Sup
	This is important: 2005-06 school year

	Superintendent/Director
	Or designee

	University Liaison
	Vicki N. Petzko, UTC


	Goals Established in Initial Year of BAL                                   Date: October 2005

	1.  Increase knowledge of teaching literacy across the curriculum

	2.  Increase the number of “walk through” observations so that I am in every teacher’s classroom at least once a month

	3.  Develop positive relationships with parents 

	Notes:  These are not school goals but YOUR goals:  What do you need to learn about or learn to do better to get your school to where you want it to be?


	Evidence of Progress Toward Year 1 goals                     Date: June 2006

	1. Attended NMSA session on leadership for literacy; read XYZ; participated in book study with teachers using ABC author; participated in PEF sessions on literacy and shared with teachers

	2. This goal was met 50% of the months.  In the months it was not met, I 
walked through” 60-95% of the classrooms

	3. Parent advisory has increased participation; I have held 4 “Coffee talks” for parents; newsletters have gone out monthly; newsletters ask for “Comments, Compliments and Concerns”.

	Notes:



	Additional Goals Established in Year 2                              Date:  May 2006 (for 2006-07 school year)

	4.  Continue Goal #1 above with the addition of writing skills

	5.  Continue Goal #2 above, with an emphasis on new teachers and a realistic decrease in the goal to 90% (of the classrooms) however, no teacher will be missed 2 months in a row.

	6.  Continue Goal #3 above with emphasis on increasing student attendance

	7.  To improve my ability to deliver difficult messages to people, especially teachers.

	Notes: 



	Year Three Evaluation : Evidence of Accomplishment of Goals from Year 1 and 2                                                              Date: January 2008

	1.  Attended several more workshops and a TASL series on literacy/writing across the curriculum. Lead two staff development sessions for all teachers and two especially for new teachers.  Student performance scores in reading and writing state tests have increased by XX% in the first 2 years I have been principal.

	2.  Accomplished!  I have been in 100% of the new teachers classrooms once a month since fall 2006.  I have been in at last 90% of all teachers’ classrooms during the same time period.  Teachers comment that they appreciate the visibility; I believe my “situational awareness” (Marzano) has increased, and parents have expressed positive feedback.

	3.  We have made steady but slow progress here.  Parent activities continue with increased attendance, although we still have a way to go.  Student attendance has increased from 90% to 93% and the average number of suspensions has decreased from 6 per month to 2 per month.

	4. See #1 above

	5. See #2 above.

	6.  See #3 above

	7.  As a result of my increased awareness of what is going on in classrooms, I have had many more opportunities to deliver difficult messages to teachers.  I have pledged to never see poor instruction happening without a comment, and have made progress toward that goal.  I have read Whittaker’s “Dealing with Difficult Teachers” and several articles on the topic.  I have interviewed MsX, MrY and DrZ about the techniques they use.  While I am more comfortable doing this, I will continue to work on it.

	Comments:  I will continue to work on my skills as a leader for literacy, numeracy, and improvement of teaching strategies.  I will also continue to attempt to develop more collaborative relationships with parents and increase their involvement.  I have come a long way in three years, and realize that I still have a long way to go.

	


· Recommendation for Advancement to the Professional Administrator’s License (PAL)

Signature/date  

Supt./Designee
· Or
Denial of Recommendation for Advancement to the Professional Administrator’s License (PAL)  (see attached documentation)

Signature/date 






Supt./Designee

Information from the TN SDoE is available at: http://www.state.tn.us/education/lic_adm.htm 

The State form is available at http://www.state.tn.us/education/lic_pal.pdf

