
NORTH COAST 
SCHOOL Of EDUCATION 

North Coast School of Education 
Preliminary Administrative Services 

Credential 

Program Handbook 

Sonoma County Ofce of Education • North Coast School of Education 
5340 Skylane Blvd. Santa Rosa, CA 95403 • www.ncsoe.org 

Sonoma County Ofce of Education 



Acknowledgments given to 

Placer County Ofce of Education (PCOE) 

for their guidance and support in developing this program. 

Sonoma County Ofce of Education 
North Coast School of Education 

5340 Skylane Blvd, Santa Rsoa, CA  95403 
www.ncsoe.org 

http:www.ncsoe.org


 

Preliminary Administrative Services Credential Program  2018-19

Contents 
Welcome from the  Superintendent of Schools...............................................................................................................4 
Welcome from the NCSOE Executive Director ..............................................................................................................5 
North Coast School of Education’s Vision.......................................................................................................................6 
Preliminary Administrative Services Credential Program Overview..........................................................................6 
Admissions Requirements .................................................................................................................................................6 
Apply PASC Coursework Towards Earning Your Master’s Degree ..............................................................................6 
Program Content.................................................................................................................................................................7 

Saturday Courses......................................................................................................................................................... 7 
Online Professional Learning Communities (PLCs) ............................................................................................ 7 
End-of-Course Summary Essays .............................................................................................................................. 9 
Formative Assessment ............................................................................................................................................... 9 
CalAPA......................................................................................................................................................................... 9 
Course Specific and CalAPA Fieldwork .................................................................................................................. 9 
District Advisors and Faculty Advisors ................................................................................................................ 10 
End-of-Year Project ................................................................................................................................................. 11 

Project Proposal Development Summary....................................................................................................... 11 
Project Proposal Design Elements ................................................................................................................... 11 

Completion of Program Requirements.................................................................................................................. 12 
Overall Grades........................................................................................................................................................... 12 

Program Policies and Procedures ...................................................................................................................................12 
Acts of Dishonesty .................................................................................................................................................... 12 
Attendance ................................................................................................................................................................. 12 
Business Office Procedures ..................................................................................................................................... 12 
Disability .................................................................................................................................................................... 12 
Student Support ........................................................................................................................................................ 13 
District Support......................................................................................................................................................... 13 
Emergency Procedures............................................................................................................................................. 13 
Evaluation-Feedback on Program Components................................................................................................... 13 
Grievance and Appeals Process .............................................................................................................................. 13 
Probation.................................................................................................................................................................... 13 
Textbooks and Kindle............................................................................................................................................... 13 

North Coast School of Education 3 



2018-19            Preliminary Administrative Services Credential Program 
                 

March 2018 

~~ Sonoma County 
0 ~ Office of Education 

5340 Skylane Boulevard 
Santa Rosa, CA 95403-8246 
(707) 524-2600 � www.scoe .org 

Welcome to Sonoma County Preliminary Administrative Services Credential Program 

On behalf of the Sonoma County Office of Education, I would like to welcome you to the 
Preliminary Administrative Services Credential Program. One of the most rewarding and 
challenging positions in education is that of a school administrator. Research has shown 
again and again that strong leadership at schools, in districts and in county offices is vital in 
providing a high-quality education for our students. Sonoma County continues to excel and 
lead the state of California as one of the most highly innovative and effective educational 
systems in the state. This is achieved through decades of dedicated and visionary leaders in 
Sonoma County. 

The high quality of Sonoma County leaders is renowned, and instructors for this program 
have been recruited and hand selected based upon many important criteria. I am proud to 
have our outstanding district superintendents, assistant superintendents and other high
level administrators lead you through your administrative credential journey. Participating 
coaches were recommended by their district level administration based upon their expertise 
and successful service. I am confident you will learn from those most respected in their 
particular fields. 

Congratulations to you for choosing to make public education the best it can be. Sonoma 
County and I look forward to you becoming an educational leader that will serve with 
distinction. Once again, I wish you success in your future endeavors. 

Steven D. Herrington 
Superintendent of Schools 

Welcome from the  Superintendent of Schools 

The real role of 
leadership is climate 
control, creating a 

climate of possibility. 

- Ken Robinson 

North Coast School of Education 4 



 

On behalf of the North Coast School of Education, I would like to welcome you 
to the Preliminary Administrative Service Credential Program. 

By choosing to become a school administrator you have decided to take your 
passion for education to another level. Administrators wear many hats on a daily 
basis, none more critical than an instructional leader. Schools with strong 
academic programs, seeing success for all students, are led by strong 
administrators. The tricky part of the job is keeping all aspects of the role in 
balance. The best part of being an administrator is that every day is different and 
with each day comes a new challenge, a new relationship, and new learning. As 
we all work together to our goal is to make sure we provide students with 
structured learning opportunities to prepare them to be leaders who are prepared 
to effectively work in educational communities which provide the best 
opportunities for all students to be college and career ready. 

Administrators of Sonoma County and the surrounding regions of Northern 
California bring a wealth of rich and diverse experiences from which you will 
learn, grow, and gain insight. As a NCSOE P ASC participant, you will be 
supported by the highly experienced faculty and online coaches who have been 
recommended by their professional colleagues based on their expertise and 
successful service of thousands of students at all grade levels. Their diverse 
experience will provide students with a variety of perspectives to help you 
develop your leadership path. With NCSOE's P ASC program guidance, you will 
build your unique style and vision for leadership as you continue your work 
making a difference in the lives of the students you serve in California's 
educational system. 

Congratulations and I wish you the best in the coming year. We look forward to 
getting to know you and being elbow partners as you work through the program. 

Execu 1ve Director 
North Coast School of Education 

Preliminary Administrative Services Credential Program  2018-19

Welcome from the NCSOE Executive Director 

If your actions 
inspire others to 

dream more, learn 
more, do more and 

become more, 
you are a leader. 

- John Quincey 
Adams 

North Coast School of Education 5 



 

 

 2018-19             Preliminary Administrative Services Credential Program 

North Coast School of Education’s Vision 
Te vision of the North Coast School of Education (NCSOE) is to develop a workforce of teachers and leaders who 
engage in research-based educational practices, understand the importance of preparing students for college and career 
readiness, and who possess 21st century skills to develop and implement innovative methods and ideas in California public 
classrooms, schools and districts. 

NCSOE exemplifes the notion that learning is creative, rigorous, relevant, relationship-driven, and incorporates inquiry and 
refection in ongoing professional growth. 

Preliminary Administrative Services Credential Program Overview 
NCSOE’s Preliminary Administrative Services Credential Program (PASC) is designed to prepare exemplary administrators by 
building each student’s capacity to be an outstanding instructional, visionary, and courageous leader. 

PASC students participate in a one-year program that consists of: 
• Support and Guidance from a Faculty Advisor and District Advisor 
• 154 hours of face-to-face instruction (22 Saturdays /7 hours each class) 
• 32 hours of guided, synchronous work in a small, online professional learning community (PLC) 
• Course-specific fieldwork performed between each Saturday class 
• An End-of-Year Project that consists of extensive fieldwork and satisfies requirements of the California 

Administrator Performance Assessment (Cal APA) 

Te combined program commitment equals approximately 235 hours.  Students who successfully complete  the program are 
eligible to be recommended for a certifcate of eligibility or a Preliminary Administrative Services Credential through the 
California Commission on Teacher Credentialing (CCTC). 

Admissions Requirements 
To be eligible to apply for the PASC, prospective students must: 

• Possess a valid California teaching or services credential 
• Have a minimum of 5 years full-time experience in their credential area prior to completing the program 
• Satisfy CTC’s Basic Skills requirements (i.e. CBEST, CSET, etc.). (CTC Leafet cl1667) 

Applicants to the PASC program must submit an application packet that includes: 
• Completed application packet 
• A Leadership Essay 
• Resume 
• Copy of Transcripts (Unofcial) 
• Copy of California Teaching Credential and/or Service Credential 
• Basic Skills Requirement Verifcation 

Te recruitment timeline is as follows:  Informational meetings are held in the Spring; applications are due in April; small 
group interviews are held in April; and acceptance announcements are sent out in early May. Applications are accepted until the 
program is at capacity.  Tere are a few payment options for those looking to self-pay on a payment schedule.  Student loans are 
also available through Community First Credit Union. 

Apply PASC Coursework Towards Earning Your Master’s Degree 
NCSOE’s partner universities ofer PASC students the opportunity to apply program coursework towards earning a Master’s 
Degree. Visit the NCSOE website or contact the NCSOE regional ofce (707) 524-2818 for more information. 

North Coast School of Education              6 
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Program Content 
NCSOE’s Preliminary Administrative Services Credential Program 
(PASC) is composed of interconnected components that are designed to 
move students between theory and practice.  All components function as 
parts of an integrated system to seamlessly support the objectives of each 
course and the program as a whole. Te program is designed to support students in demonstrating increased ability to apply 
knowledge and skills to situations and show the capacity and dispositions for administrative leadership. 

Saturday Courses 
Students are required to participate in face-to-face coursework that is grounded in the California Administrator Content 
Expectations and California Administrator Performance Expectations. Tese standards form the foundation of the program 
and prepare students to meet the California Professional Standards for Educational Leaders (CPSEL) during Administrator 
Induction. Each course is three to four days in length, for a total of 20 days. Courses are listed below. 

Course 
Number Title 

EDA 631 Development & Implementation of a Shared Vision 
EDA 632 Instructional Leadership 
EDA 633 Organizational & Systems Leadership 
EDA 634 Working with Diverse Families & Communities 
EDA 635 Professional Growth and Personal Ethics 
EDA 636 Political, Social and Legal Understanding 

An additional 3 days are allocated between a Program Orientation (1 day) and an end-of-year Project Symposium (2 days) for a 
total of 23 days. 

Students keep a refective journal and compile a professional portfolio as they progress through the coursework. Students are 
expected to make meaningful personal connections between leadership theory and practice. Refective journals are used to 
synthesize and apply learning and record growth. Journals are not collected or evaluated, but students are encouraged to use the 
contents to talk about their learning when they meet with their Faculty Advisor. 

Online Professional Learning Communities (PLCs) 
Online PLCs are virtual groups facilitated through an online platform, such as Zoom, that meet four to fve times per course for 
75-90 minutes, equating to 32 hours. Online PLCs are opportunities to challenge students to engage in leadership dialogue and 
activities. 

At the beginning of each of the six courses, students are assigned to a PLC made up of other PASC students and a PLC coach 
who is a practicing, or recently retired, administrator/principal.  PLCs grapple with leadership challenges in the form of scenarios 
that relate to the CAPE and CE for the current course.  Students have access to material prior to their time together and are 
expected to prepare their thoughts in advance.  In some cases they may also be asked to read a short article or watch a video clip 
in preparation.  

PLC coaches reinforce strategies and concepts learned in the Saturday courses.  During the PLC, the coach challenges students 
to “think as an administrator” and apply their knowledge and skills to solve problems. 

       North Coast School of Education 7 

https://www.ctc.ca.gov/docs/default-source/educator-prep/asc/2017-cape-and-cace.pdf?sfvrsn=f66757b1_2
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https://www.ctc.ca.gov/docs/default-source/educator-prep/standards/cpsel-booklet-2014.pdf
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NORTH COAST SCHOOL OF EDUCATION 
PRELIMINARY ADMINISTRATIVE SERVICES 

CREDENTIAL PROGRAM 

COURSE DESCRIPTIONS 

Development and Implementation of a Shared Vision 
The course provides an opportunity for the candidate to learn to facilitate the development, articulation, 
implementation, collaboration, and stewardship of a vision of teaching and learning that is shared and 
supported by the school community. 
Instructional Leadership 
The course provides an opportunity for the candidate to learn how to ensure the management of the 
organization, operations, and resources for a safe, efficient, and effective learning environment. The course 
includes the study and application of organizational theory that reflects effective leadership and 
management concepts and strategies that contribute to student achievement and the professional 
participation of all adults in the school community. 
Organization and Systems Leadership 
The course provides an opportunity for the candidate to learn how to advocate, nurture, and sustain a school 
culture and instructional program that is conducive to student learning and staff professional growth. 
Coursework and fieldwork focus on the implementation of state-adopted academic content standards, 
frameworks, and instructional materials, as well as assessment and accountability systems. 
Working with Diverse Families and Communities 
The course provides an opportunity for the candidate to learn how to work effectively with families, 
caregivers, and community members; recognize the goals and aspirations of diverse families; respond to 
diverse community interests and needs; and mobilize community resources in the service of student 
achievement. In this regard, the program offers the candidate an opportunity to examine and evaluate their 
attitudes toward people of different races, cultures, socio-economic status and ethnic backgrounds, and treat 
them with fairness and respect. 
Political, Social and Legal Understanding 
The course provides an opportunity for the candidate to learn about political, societal, economic, legal, and 
cultural influences on schools. By augmenting the candidate’s knowledge of these interconnections, the 
program develops the candidate’s ability to understand, respond to, and influence the larger political, social, 
economic, legal, and cultural context of schools and leadership. The course content should provide 
opportunities for the candidate to practice both team leadership and team membership so that the candidate 
can effectively generate and participate in communication with key decision-makers in the school 
community. The candidate has an opportunity to learn how to view himself or herself as a leader of a team 
and as a member of a team by engaging in coursework and fieldwork that provide opportunities to both lead 
and work collaboratively. 
Professional Growth and Personal Ethics 
The course provides an opportunity for the candidate to examine, practice, and model a personal code of 
ethics, including protecting the rights and confidentiality of students, staff, and families. The course provides 
an opportunity for the candidate to practice professional leadership capacity involving stakeholders such as 
leadership teams, unions, and other organizations, and fosters their skills in shared decision-making, 
problem solving, and conflict management. The course provides an opportunity for the candidate to examine 
site and district responsibilities with regard to students with special needs. The course develops each 
candidate’s ability to effectively act as a spokesperson for the school to the extended school community. The 
candidate has multiple opportunities to model personal and professional ethics, integrity, justice, and 
fairness and receive feedback from the course instructor and peers; reflect on personal leadership beliefs 
and practices and recognize their impact and influence on the performance of others; and develop 
mechanisms for sustaining personal motivation, commitment, energy, and health by learning to balance 
professional and personal responsibilities. 

To view the California Professional Standards for Education Leaders (CPSEL), visit CTC at 
www.ctc.ca.gov/docs/default-source/educator-prep/standards/cpsel-booklet-2014.pdf. 

Developed in cooperation with Placer County Office of Education (1/23/17) 

www.ctc.ca.gov/docs/default-source/educator-prep/standards/cpsel-booklet-2014.pdf
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End-of-Course Summary Essays 
Students complete a 5-to-7 page summary essay at the end of each course to demonstrate understanding of the performance and 
supporting content expectations.  

Each end-of-course summary essay should follow APA format (12-point font; Times Roman, Courier, or Arial font; double-
spaced; one-inch margins). In each essay, students will (1) summarize their understanding of the course, specifcally explaining 
how their learning prepares them for the Performance Expectations, and (2) apply their understanding to a fctitious setting/ 
scenario (provided by instructor) that requires competent leadership.  Each essay should include references to course content, 
articles, texts, online PLCs, etc. 

Te essays will be reviewed by the instructor and evaluated for demonstration of competency. Papers are graded Met/Not Met. 
Students who receive a Not Met will be required to submit a revised paper. 

Formative Assessment 
Formative assessments guide each student’s growth towards profciency.  Each course has embedded activities, presentations, 
projects, and writing that demonstrate the student’s understanding of key concepts and their acquisition of skills. Tese activities 
are monitored by course instructors.  Students write a summary essay (5-7 pages) at the end of each course in which they 
demonstrate understanding of the performance expectations and the supporting content expectations, by describing how they 
would implement these in a fctitious setting. Online facilitators review these summaries, looking for additional evidence of 
satisfactory knowledge, understanding and indicators of their ability to meet performance expectations. Trough self-refections 
and peer input, the End-of-Year Project serves as another opportunity for feedback and growth. 

Late Assignments 
To be eligible to submit a late assignment for full credit, the student must make a written request to the Regional Director. Late 
assignments submitted without prior approval will be marked down 1 point per day late. 

CalAPA 
At its September 2013 meeting, the CTC amended the requirements for earning a Preliminary Administrative Services Credential 
to include passage of an administrator performance assessment, the California Administrator Performance Assessment (CalAPA). 

Te CalAPA consists of 3 cycles: 
• Cycle 1 - Analyze Data and Promote Equity 
• Cycle 2 - Communities of Practice 
• Cycle 3 - Coaching a Teacher 

Within each cycle, the student will investigate, plan, act, and refect on an identifed problem of practice. Students will be provided 
with information and guidance to complete each cycle. 
Students are not required to pass the CalAPA in 2018-19. However, they must take all cycles in order to be recommended for 
their Certifcate of Eligibility or Preliminary Administrative Services Credential. Beginning 2019-2020, students must pass each 
cycle in order to be recommended. Taking the CalAPA is the responsibility of the student.  

Course Specific and CalAPA Fieldwork 
Course Specifc Fieldwork - Each course is designed with accompanying feldwork assignments that help students extend and apply 
their learning to the real world of school administration. Fieldwork assignments are listed in the syllabi and include shadowing 
and interviewing active administrators, attending school/district meetings or events, examining school/district specifc data and 
documents, and observing and critiquing instruction. Fieldwork may also be aligned with and support preparing the student to 
complete diferent steps within a cycle of the CalAPA. Fieldwork is completed by each student, and artifacts or refections are 
brought to class to be shared and discussed in light of the course concepts. 

CalAPA Fieldwork - PASC students also have an extensive feldwork assignment in the form of the End-of-Year Project. Te 
purpose of the Project is to require students to apply theoretical learning to practice over an extended period of time. In the fall, 
each student begins by researching issues and talking to their site, district, or other local administrators about problems or needs 
that might form the basis of a year-long project or study in which the student can take a leadership role - this activity will prepare 
the student for completing the CalAPA. 

Students ask an experienced and current district administrator to serve as their District Advisor (role defned below) and identify 
        North Coast School of Education 9 
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 2018-19            Preliminary Administrative Services Credential Program 

one or two potential subjects for their project. Each student writes a project proposal that is reviewed and approved by the 
District Advisor and by the PASC Regional Director. 

Project proposals must include: 
• Description of the “problem of practice” on the need for the project 
• CAPE that will be demonstrated during implementation 
• Student’s specifc leadership role 
• Data and artifacts that will be collected 
• Anticipated outcomes 
• Detailed refection and self-assessment of the leadership strategies utilized and lessons learned 

Projects must place the student in a signifcant and active leadership role with other adults.  T e District Ad visor provides 
feedback throughout the project planning and implementation, and facilitates access to the groups, data, resources, etc. needed to 
successfully complete the project.  At the end of the year, each Student prepares and presents a 30-minute professional presentation 
on their project to a panel of veteran administrators.  Panel members score the projects with a rubric and provide feedback to 
Students. (See page 11 for more information.) 

District Advisors and Faculty Mentors  
One of the strengths of NCSOE Preliminary Administrative Services Credential Program (PASC) is the coordinated 
professional guidance that comes from instructors, Faculty Advisors, District Advisors and online PLC coaches. NCSOE’s 
PASC provides support and coaching to students throughout the year. 

District Advisors – District Advisors are selected by each student for their expertise related to the student’s Project.  District 
Advisors provide access to leadership opportunities at the site or district and support the student throughout their project 
implementation.  Te District Advisor also supports the student in their course specifc feldwork by ofering access to district 
documents, suggesting contacts for further information, and generally helping with 
information needed to complete the feldwork. 

Faculty Advisors - The program will assign a Faculty Advisor. Advisors will support 
6-8 students throughout the year and will meet with them at least 6 times, 
following the conclusion of each course. Meetings may be individual or small group 
and are a time to check on progress and review student’s professional portfolios.  
Faculty Advisors also have discussions around the student’s learning and 
experiences and may suggest areas for further development or advise students on 
preparing for administrative openings. 

North Coast School of Education            10 
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End-of-Year Project 
In collaboration with their district and the NCSOE PASC program, students outline a personal learning and implementation 
plan for their End-of-Year Project. The Faculty Advisor and District Advisor will provide ongoing support for the Project. 

Project Proposal Development Summary 

Te purpose of the End-of-Year Project is to put the concepts and standards from the coursework into action. Te project should focus 
on a school or district need and allow the student to continue to develop and apply his/her leadership.  

C
yc

le
 1 Review course descriptions and the California Performance and Content Expectations and begin to formulate ideas for a project 

focus.  Te focus should be on an area of interest and growth for the student, and must put the student in a signifcant leadership 
role as they implement the project. 

C
yc

le
 2 Provide NCSOE with the name and position of the selected District Advisor. Te District Advisor will assist with project ideas 

and provide feedback and support on the development of the project. 

C
yc

le
 3

 

Conceptualize the project by discussing its components with the District Advisor, instructors, and site administrators. 
Meet with the District Advisor in order to narrow conceptual ideas for the project and develop a clear idea or direction. 

Using the headings listed in the Project Proposal Design Elements table below, develop and then submit your Project Proposal 
for approval to the Regional Director. Te Proposal should include the approval of the District Advisor and the Faculty Advisor, 
indicating that they are aware of and approve of the project and its components. Te Proposal should be no longer than 3 pages 
and submitted to the Regional Director between December 15th and January 30th. 

Project Proposal Design Elements 

Project Summary Tis section should clearly outline the intended focus of the project. Provide a detailed explanation that 
clarifes your vision for the project. 

Explanation of Need Tis section should highlight supporting data that indicates the need for the project and/or an explanation for 
the need. Not every need will be supported by quantitative data. 

California Performance 
Expectations Describe how the project will help you demonstrate the skills and capacity of all of the CAPE you selected. 

Your Leadership Role Tis section clearly describes your specifc responsibilities and actions in the project and must include 
signifcant work leading other adults. 

Stakeholders 
Involvement 

Tis section describes how various stakeholders will be involved in the project from conception through 
ongoing development and fnal outcome. Stakeholders are those directly involved and directly benefting 
from the project. Consider these stakeholders as sources of evaluation data and feedback. 

Anticipated Outcomes 
Tis section describes what you expect to achieve by the end of the spring semester. Many projects are not 
complete at the point of presentations in June, however, a signifcant amount of work should be accomplished 
by the end of the year. 

Strategies for 
Implementation 

Tis section describes the variety of leadership strategies that will be used to engage stakeholders in the 
project and accomplish your intended outcomes. You may need to research additional strategies that have 
yet to be discussed in your courses. Refection on your leadership strategies will be a signifcant part of the 
fnal presentation. Refect on learning from the coursework, standards, guest speakers, chats, feldwork, etc. 

Timeline Tis section clearly outlines the implementation steps and the anticipated time needed for the various 
components of the project. Identify months and blocks of time during which activities will occur. 

Success Indicators 
(Evaluation) 

Tis section will clearly outline the expected or intended results that will be indicators of success, and how 
these results will be measured. Tese should include measures of leadership and implementation, and not be 
limited to student outcomes. 

        North Coast School of Education 11 
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 2018-19            Preliminary Administrative Services Credential Program 

Completion of Program Requirements 
To successfully complete PASC, students are expected to: 

• Attend orientation and all Saturday classes, and successfully complete all feldwork and end-of-
course summary essays 

• Actively participate in all online PLCs and successfully complete refections 
• Engage in an extensive End-of Year Project; apply knowledge and skills to a specifc area of 

leadership and present results and refections at an end-of-year formal presentation 
• Take all cycles of th CalAPA. 

Overall Grades 
Students receive a Met/Not Met grade for all coursework (e.g., feldwork activities, online fnal statements, and end-of-course 
papers). 

Program Policies and Procedures 
Acts of Dishonesty 
Students are expected to demonstrate honesty and integrity in all aspects of their academic work. Academic dishonesty, including 
plagiarism, falsifcation of records or documents, personal misrepresentations, thef, and evasion of NCSOE Preliminary 
Administrative Services Credential Program fnancial obligations will not be tolerated. 

Attendance 
Regular attendance is required for successful program completion and recommendation for a Preliminary Administrative 
Credential. Attendance is critical for successful personal and collaborative learning. Instructor facilitation, presentations, group 
activities, and discussions are essential parts of the educational experience for each class and cannot be duplicated in make-up 
work. Terefore, students must attend all meetings of the class from 8:30 a.m. to 4:00 p.m.  Prompt attendance will have a direct 
impact on learning, performance and grades. 

When absolutely necessary, students who miss a class session will be given make-up assignments to compensate for the missed 
hours of instruction. Make-up assignments will not be given prior to the scheduled class date and are due before the next 
scheduled class begins. In the case of an emergency, please contact the course instructor to explain the nature of the emergency, 
to obtain any resources from the class, and to prepare your make-up assignment.  Students who miss more than 50% of a course 
will need to take/retake the course the following year. Teir credential recommendation will be postponed until the course has 
been completed and the Student will be resonsible for taking and passing all cycles of the CalAPA. 

Online PLC attendance is equally important.  Students who miss an online chat session must make this work up through their 
online PLC coach. 

Business Office Procedures 
Refunds will only be given for those courses not attended (e.g., attending at least one class in a course prevents eligibility for a 
refund). Program deposit of $500 is non-refundable. 

Students who are not able to participate in a particular course due to personal or family illness, maternity or paternity leave, death 
in the immediate family, relocation due to job transfer, or other family or personal crisis that prevents them from successfully 
participating in the program, may receive credit for participation in a future class with a diferent cohort. It is the responsibility 
of the student to communicate with the Program Director if an issue is preventing him/her from completing course assignments 
or attending classes. 

Disability 
Students with disabilities are eligible for reasonable accommodations in their academic work in this program. In order to receive 
assistance, the student must provide SCOE’s Human Resources with documentation that describes the specifc disability (i.e., 
psychologist, physician, or educational diagnostician). Students with disabilities should contact the Program Director to discuss 
academic and other needs as soon as they are diagnosed with a disability. Once documentation is on fle, arrangements for 
reasonable accommodations can be made. 

North Coast School of Education            12 
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Student Support 
Students identifed as needing support will: 

• Participate in an individualized assistance meeting with their Faculty Advisor, to develop an individualized assistance plan 
and timeline for completion. 

• Receive focused monitoring by the Instructors, Faculty Advisor, and/or the NCSOE Director. 
• Rewrite end of course essays to show additional evidence of meeting standards. 

If on-line coaches have concerns about individual participants, they will discuss their concerns with the student and also share 
them with the course instructor and the Regional Director. Te team will then defne ways to increase support and learning 
opportunities for the student. 

District Support 
Districts provide support by identifying students for participation, supporting their participation, guiding the feldwork 
experiences, and arranging time for the District Advisors and students to meet. 

Te Regional Director and course instructors work throughout the program to ensure that there is a match between course 
requirements and feld experience. 

Emergency Procedures 
All students are required to complete an emergency procedure form and submit it to the Regional Director on orientation day. 

Evaluation-Feedback on Program Components 
Surveys are administered to students, faculty, and participating districts to collect data on program quality and efectiveness. 
Students are required to complete evaluations. Te evaluation forms and surveys are reviewed by NCSOE PASC staf and 
compiled results are shared with the Program Advisory Team.  Based upon student feedback, revisions and updates will be made 
accordingly. 

Grievance and Appeals Process 
Should a student question program prerequisites and/or requirements, participation hours, special needs provision, discrimination 
policy, program extension request rationale, satisfactory progress requirements, and/or denial of Preliminary Administrative 
Services credential, a meeting will be held with the Regional  Director and the concern put in writing. Te Regional Director 
will review concerns and discuss them with involved students, including the program student and the representative of the 
participating district. Following discussion and review of the concern, a fnal decision will be made regarding the grievance. 

Probation 
In addition to attending assigned class sessions, students are expected to complete all feldwork assignments, online PLC work, 
and end-of-course essays for each course. If a student has not met program requirements at the conclusion of the second course, 
the Regional Director will schedule a meeting with the student to review the expectations of the program and place the student 
on probation. At the conclusion of the third course, a review of the student’s progress will be evaluated and probation will be lifed 
or the student will be asked to withdraw from the program. 

Textbooks and Kindle 
Students will receive either a set of books or Kindle readers with electronic textbooks pre-loaded onto the device prior to the start 
of the program. Textbooks that are not available in electronic format will be provided in book format. Students are expected to 
bring their Kindles and/or traditional textbooks, to each class. 
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