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Implementation Suggestions

What skill level does
a trainer need to
deliver this skill
packet?

Trainers delivering this skill packet, Leadership Development,
need moderate to high trainer skills. Some of the activities require
the ability to read a group and adapt activities based on the group’s
reactions to an activity. Other activities require trainers to be
comfortable with processing (i.e., synthesizing, analyzing) the
outcomes with participants.

How can a trainer
prepare to deliver
this skill packet?

To prepare to deliver this skill packet, a trainer should read and

become thoroughly familiar with any materials participants are

expected to read as part of activities and the documents llsted in
the bibliography at the end of the skill packet.

Additionally, the trainer should review any activities being used in
the skill packet to make sure that s/he is thoroughly familiar with
the “flow” of the parts of the activity and comfortable with
leading participants through the activity.

Next, a trainer should prepare handouts and transparencies to be
used in the skill packet.

. Finally, a trainer should prepare the training room, taking care to
provide participants with as many creature comforts as possible.

What tips are there

. . f i emen a
for working with The following stat ts about adults as learners are taken from

the article by Fred H. Wood and Steven R. Thompson,

? .
adults? “Assumptions about Staff Development Based on Research and
Best Practice.”
Adult Learner Characteristics Staff Development Implications
Adults will commit to learning when the Staff Development should address areas that
goals and objectives are considered realistic educators believe are important and have
and important to them. immediate application in the “real world.”
Adults will learn, retain, and use what they Staff development must enable teachers and
perceive is relevant to their personal and administrators to see the relationship
professional needs. between what they are learning and their day-
to-day activities and problems.
Adult learning is ego involved; asking an Staff development should be structured to
educator to learn and implement new provide support from peers and reduce the
professional behaviors may promote a more | fear of judgment during learning.
or less positive view of self.
Adults need to see the results of their efforts | Staff development should provide
' and have feedback on how well they are opportunities for educators to try out what
. doing. they are learning and receive structured,
helpful feedback.
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Adult Learner Characteristics

Staff Development Implications

Adults are much more concrete in the way
they operate than formerly thought.

Educators should have an opportunity for

directed, concrete experiences in which they
apply what they are learning in a real or
simulated work setting.

Adults who participate in small groups are
more likely to move their learning beyond
understanding to application, analysis,
synthesis, and evaluation.

Staff development ought to include learning
in small groups in which teachers and
administrators have an opportunity to share,
reflect, and generalize from their learning
and experiences.

Adults come to learning with a wide range of
previous experiences, knowledge, self-
direction, interests, and competencies.

Staff development must accommodate this
diversity in terms of needs, knowledge,
readiness to learn, etc.

Adults want to be the origin of their own
learning and will resist learning situations
that they believe are an attack on their
competence.

Staff development needs to give educators
some control over the what, who, how, why,
when, and where of their learning.

Because the transfer of learning is not
automatic for adults, it must be planned for
and facilitated.

Coaching and other kinds of follow-up
support are needed to help educators transfer
learning into daily practice.

What are some .
training tips?

Select the most comfortable site for training with comfortable
chairs, tables, good lighting, adjustable heat or air conditioning,

adjacent rest rooms, etc.
e Use the best audio-visual equipment that is available.
Have music available to use before the session, during breaks,

at lunch, etc.

Have a roll sheet for participants to sign in each day.
Have participants make name tags.
Have individually wrapped pieces of candy on each table for

snacking.

Place materials in folders.

Have as many activities as possible posted on walls prior to the
start of the session in which they will be used.

Have a bell or “popper” to use as a signal during activities.
Have supplementary materials on display for review by

participants.

¢ Have extra materials and business cards available for
participants to take as they wish.
Start each new session with a warm up activity.
Start on time; finish on time; take breaks as indicated.
Keep pace appropriate to activities. Do not pressure, but do

not lag.

Keep atmosphere friendly, helpful, open, and humorous.
Re-group table groups occasionally so that participants meet

new people.

NCDPV/SI

Leadership Development




How should this
skill packet be
delivered?

How should the
training room be
set up?

E MC NCDPI/SI

e Do energizers from time to time as energy lags—just before
lunch, after lunch, in the afternoon after a day-long session.
For example, dance the “hokey-pokey”; do sit-down exercises;
do deep breathing exercises.

e Observe constantly to gauge the level of participants’
involvement. Try to involve everyone in discussion by having
various tasks for table group participants to perform (e.g.,
reporter, recorder, time keeper facilitator).

For an in-depth coverage of the information in this skill packet,
trainers should deliver the activities in brief sessions spread out
over a span of time (e.g., several weeks or months).

Also, warm-up activities, supplemental activities, and homework
assignments can be added to enrich the basic content of the
packet.

Participants may determine that some of the topics covered in the
skill packet deserve further study. In their study, they may want
to use some of the following types of activities:

e journal clubs,

e study groups,

e structured classroom observations with debriefing sessions,

e structured visitations with debriefing sessions,

¢ workshops with application in the classroom, and

e development of pacing guides, instructional materials, or
curriculum guides.

In summary, for the best effect, the activities in this skill packet
should be spread over time with provision for reflection,
application, and synthesis built into the delivery schedule.

The training room should be set up so that all participants are as
comfortable as possible and can see and hear everything that they
need to participate in the activities. The trainer needs a table for
activity sheets, transparencies, materials, and equipment; a
refreshment table; a materials display table; and a small table set up
near the entrance for agendas, name tags, and roll sheets.

4 9 , Leadership Development
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. Organization of Materials

How are the The activities in the entire skill packet are described in a Packet
materials in the Overview. Then the activities in this skill packet are arranged
skill packet sequentially and described on individual activity direction sheets.
organized? :

The Packet Overview gives a trainer a quick overview of the
entire skill packet. The Packet Overview is laid out in a matrix
similar to the one at the top of each activity direction sheet. In
this way, a trainer has a ready-reference to the entire skill
package:

How is the Packet
Overview to be
used?

e the number of each activity,

¢ the time needed to carry out all of the activities in each
section,

e the purposes of each section, and

e the content of each section.

Each activity direction sheet is formatted the same way. Centered
How are the at the top of the page, the activity number and name are listed
activity direction p page, v )

. sheets formatted? Following the activity number and name is a matrix giving

¢ the time necessary to carry out the activity,
e the purpose(s) of the activity,

e the setting for the activity (e.g., individual, small group,
triads), and

e the materials and equipment needed for the activity.

The remainder of each activity direction sheet is divided into two
columns. On the left side of the page in bold letters are listed
the actions which the trainer should do to carry out the activity.
Also listed on the left side are the equipment and materials as they
are needed sequentially in the activity. On the right side of
the page, the trainer is given a more complete explanation as to
how the activity is to be carried out.

Q .
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Packet Overview: Leadership Development

SECTION

TIME

PURPOSE

CONTENT

I Instructional
Leadership

5.50 hours

To examine instructional
leadership (characteristics,
styles,
roles/responsibilities, and
vision) and conduct self-
evaluations and develop an
action plans

To develop vision/mission
statements

Characteristics of
instructional leaders and
leadership styles

Roles and responsibilities of
instructional leaders

Develop a mission/vision and
gain faculty buy-in

I | Planning

7.75 hours

To provide appropriate
planning tools and
practices that will support
effective instruction

To discuss planning for
student achievement

Examine practices in time-
management, scheduling and
data analysis

Planning for student
achievement: high
expectations, motivation,
curriculum, instruction, and
assessment

III | Site-based
Management

7.50 hours

To examine the rationale,
types, implementation

strategies, and barriers for -

Site-based Management

Definition of Site-based
Management

Implementing Site-based
Management

Other school reform models

IV | Communication

2 hours

To provide effective
communication strategies

To identify the
stakeholders necessary to
communicate with in order
to build educational
partnerships

Effective communication
strategies with parents,
teachers, and media

Ways in which volunteers
can help at the school level

NCDPLSI
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® OUTCOMES

At the end of this skill packet participants will be able

e To identify instructional leadership styles

e To describe the characteristics of an
effective leader

e To design and communicate a vision and
mission for his/her school

e To utilize appropriate planning tools and
practices

e To provide direction in planning for
student achievement

e To implement and institutionalize an
effective site-based management program

e To effectively communicate with a
'.. variety of audiences.

Q NCDPI/S1 10 Leadership Development




Section I: Instructional Leadership
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SECTION I: ACTIVITY 1

TIME PURPOSE SETTING MATERIALS
1.5 hours e To provide an overview | Whole Group Overhead projector
of the leadership Small Group Transparencies— Quotes 1
workshop and and 2
individual session Transparency— Overview
e To discuss Transp.—Definition of
characteristics of an ?/Ianage and Lead
o - ransparency markers
instructional leader vs. Handout—Venn Diagram
a manager Chart Paper
e To provide research Markers
articles/resources on Masking Tape
strong instructional Transp.—Manager vs.
leadership and give Leader
participants an Handout—Manager vs.
opportunity to discuss Leader
them Five articles listed below
e To introduce the Handout—Standards for
homework assignment Prfncfpal and Assistant
Principal Evaluation”
of the self-assessment Handout—Individual Action
and action plan and Plan
explain how these will
be used
Introduce Open the session using transparencies of quotes concerning leadership
workshop and (Transparencies—Quotes I and 2).
session

Transparencies—
Quotes 1 and 2
Transparency—-Overview

Discuss managers
vs. instructional
leaders

Transparency—Definition
of Manage and Lead

NCDPI/SI

Give an overview of the workshop/session using the
Transparency—Overview.

Note: Group warm-up activities may be added at the beginning of the
session to introduce participants and trainers.

As a whole group, discuss the definition of "manage" vs. "lead." Give
participants an opportunity to provide a definition for each. Write one or
two definitions of each on transparency or chart paper. Note: If possible,
any work that the group produces on transparencies or chart paper should
be typed after the session and shared with the group as handouts before or
at the next session.

12 Leadership Development




Discuss managers
vs. instructional
leaders, contd.

Transparency marker
Handout—Venn
diagram

Chart paper

Markers

Masking tape
Transp.—Manager vs.
Leader
Handout-Manager vs.
Leader

Discuss articles/
resources on
strong
instructional
leaders

Five articles
Chart paper
Markers
Masking tape

Assign homework

NCDPI/SI

Using a Venn diagram, which you draw on chart paper, ask the whole
group to compare and contrast characteristics of managers and
instructional leaders. Provide an opportunity to discuss these
characteristics. Display work on the wall after it is completed.

Note: A handout of a Venn diagram is provided for individual
note-taking or if the trainer chooses to turn this into a small-group activity
before whole-group sharing.

For further discussion, show Transparency —Manager vs. Leader—and
provide participants with the Handout—AManager vs. Leader.

Ask participants to divide into groups of three or four people. Assign an
article on strong instructional leadership to each group. Five articles are
suggested below, or others may be located. Ask groups to read the
articles and then report back. Discuss main points with the whole group
and record ideas on chart paper.

~ Suggested time: 30 minutes to read the articles, discuss, and prepare

presentations; group presentations of 2-3 minutes each.

Articles:

® Instructional Leadership: An Informal Approach, Joseph F. Rogus.

e Instructional Leadership: Focus on Curriculum Responsibilities,
Joseph Murphy.

e Leadership: A Focus on Leadership for Student Achievement, Ronald
D. Williamson.

® Shared Decision Making Requires Effective Instructional Leadership,
Mae Bernd.

» The Effective Principal and Curriculum—A Focus on Leadership,
Barry Kanpol and Eva Weisz.

(See Bibliography for complete information necessary to locate articles.)

Homework assignment: Participants should (1) complete pre-assessment
using the Handout—Standards for Principal and Assistant Principal
Evaluation, (2) use Handout—I/ndividual Action Plan record (in the far
left column) areas of needed improvement, and (3) bring the completed
"Standards for Principal and Assistant Principal Evaluation" instrument
and their Individual Action Plan with them to the next session.

18
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Other resources

NCDPV/SI

Armstrong, John D. (October 1988). A change of leaders—a case study in
instructional leadership. NASSP Bulletin, 11-16.

Donmoyer, Robert, and Wagstaff, Juanita Garcia (April 1990). Principals
can be effective managers and instructional leaders. NASSP
Bulletin, 20-29.

Frase, Larry E., and Melton, R. Gerald (January 1992). Manager or
participatory leader? What does it take? NASSP Bulletin, 17-24.

Gardner, John W. (October 1988). The tasks of leadership. NASSP
Bulletin, 77. '

George, Paul S., and Grebing, Walt (Summer 1992). Seven essential
skills of middle level leadership. Schools in the Middle, 1(4),
3-11.

Terry, Paul (Winter 1996). Effective leadership. Catalyst for Change,
25(2), 10-14.

Every Child Can Succeed Video Series—
Part III. Program 2. Instructional Leadership, @ 20 minutes
Part ITI. Program 3. School Leadership, @ 20 minutes

The Video Journal of Education Series—
Principals: Leaders of Change. Featuring Terrence E. Deal and Kent D.
Peterson.
e Program One-Innovative Leadership for School Improvement, 31
minutes
e Program Two—Culture-Building Leadership, 37 minutes

14 1 9 Leadership Development
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. Section I: Activity 1
Handout—Manager vs. Leader

¢ The manager administers; the leader innovates.

e The manager is a copy; the leader is an original.

e The manager focuses on systems and structure; the leader focuses on people.

e The manager felies on control; the leader inspires trust.

e The manager has a short-range view; the leader has a long-range perspective.

e The manager asks how and when; the leader asks what and why.

e The manager has his eye always on the bottom line; the leader has his eye on the
‘ horizon.

e The managér imitates; the leader originates.

e The manager accepts the status quo; the leader challenges it.

e The manager is the classic good soldier; the leader is his own person.

e The manager does things right; the leader does the right thing.

(Bennis, 1989, p. 45)

NCDPU/SI 21 Leadership Development




Section I: Activity 1
Handout—Standards for Principal
and Assistant Principal Evaluation

Directions: Use the ten-point scale at the left column (1 as the lowest and 10 as the highest) to mark
where you believe you are performing on each one of the standards. Later, a different color or
mark can be used to re-assess where you believe you are after having time and opportunities for
growth/implementation of your individual action plan.

Pre-/Post-Assessment Standards

I. Area One - Vision
The principal is an educational leader who facilitates the development, implementation, and communication of a shared
vision of learning that reflects excellence and equity for all students.

Low High 1.1 Involves stakeholders in the development of a broad vision of what the school should
12345678910 be and a plan for how to get there.
|
12345678910 1.2 Works with stakeholders to establish goals and to set priorities for implementing the
J Pl school's vision via the School Improvement Plan.
12345678910 1.3 Communicates the school's vision, goals, and priorities to appropriate constituencies.
Ly ]| '
. 12345678910 1.4 Uses organizational skills, including problem solving and decision-making, to
[ I | implement and refine the school's vision.
12345678910 1.5  Evaluates progress toward achieving the school's vision.
I I R

II. Area Two - High Student Performance
The principal is an educational leader who promotes the development of organizational, instructional, and assessment
strategies to enhance teaching and learning.

Low High 2.1  Ensures that the school meets the growth standards established by the North Carolina
12345678910 ABC:s of Public Education accountability model. .
el

12345678910 2.2 Ensures that the instructional staff adheres to the North Carolina Standard Course of
I Study.

12345678910 2.3 Guides development and implementation of programs and practices that ensure mastery
LAty 1 of essential knowledge and skills by every student.

12345678910 24 Recognizes, honors, and celebrates success.

I I O e R

12345678910 2.5 Monitors and evaluates the effectiveness of school programs and makes modifications
I N where necessary to prepare all students for lifelong learning and career readiness.
12345678910 2.6 Monitors student progress and determines whether students have achieved high

J el standards.

12345678910 2.7  Develops a master schedule to maximize learning for all students.

A

12345678910 2.8  Ensures that teachers use assessment results to facilitate educational excellence and
ALt support high student achievement.

III. Area Three - Safe and Orderly Schools
The principal is an educational leader who works with others to ensure a working and learning climate that is safe, secure,
' @ respectful of diversity.

NCDPI/SI 22 Leadership Development
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[Low High 3.1 Helps develop the shared understandings and values which lead to a climate of openness,
12345678910 fairness, mutual respect, support, and inquiry.
I I T
12345678910 3.2 Monitors and maintains a safe, secure, and caring school environment.
IR
12345678910 3.3 Deals with student misconduct in a prompt and effective manner and maintains a school
RN free of controlled and illegal substances and all harmful behavior.
12345678910 3.4 Manages and resolves conflict and crises effectively.
LA Lt b
12345678910 3.5 Manages the diverse social and intellectual needs of all constituents to demonstrate respect
I I I I for diversity.
12345678910 3.6 Models and supports self-discipline and responsibility.
Ll | [ | |

V. Area Four - Quality Teachers, Administrators, and Staff
The principal is an educational leader who fosters a culture of continuous improvement focused upon teaching and learning.

1

L1l

]Low High .1 Aligns the school’s professional development plan with its school improvement plan and
12345678910 state priorities. .

I O I
12345678910 4.2 Supports the recruitment, induction, development and retention of a diverse corps of
[ quality teachers and staff.
12345678910 4.3 Provides for the professional development necessary to support collaboration,
I O empowerment, and high performance of all teachers and staff.
12345678910 4.4 Develops teaching and learning practices based on current theory and research.
I O
Low High 4.5 Pursues intellectual development for self and facilitates formal and informal learning
12345678910 opportunities for staff and community.
N Y I I
12345678910 4.6 Supports a wellness program for the development of self and others.

I O I
12345678910 4.7 Maintains a school climate that supports risk taking, innovation, and high expectations.
e I O
12345678910 4.8 Supervises and evaluates personnel assigned to the school.
I I I O
12345678910 4.9 Demonstrates integrity and promotes high ethical and professional standards for all.
I

V. Area Five - Effective and Efficient Operation
The principal is an educational leader who uses excellent management and leadership skills to achieve effective and efficient
organizational operations.

Low High 5.1 Monitors the alignment of curriculum and instruction and other components of the
12345678910 educational system to achieve high performance for all students.

I I O |

12345678910 5.2 Listens actively and effectively responds to issues, achieves consensus, and facilitates
[ I I closure.

12345678910 5.3 Works with stakeholders to set school improvement goals and plans for achieving them,
I T I A O and ensures that decisions are made at the most appropriate level closest to the classroom.
12345678910 5.4 Develops effective interpersonal relationships in an open, honest, and credible manner.
Lyl

12345678910 5.5 Uses available technology to enhance communication.

I I A

12345678910 5.6 Articulates ideas and beliefs clearly in speaking and writing, interacting effectively with
JIAJd gl the news media and the public.

12345678910 5.7 Acquires the resources necessary to achieve school improvement goals.

I I Y
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12345678910 5.8  Seeks and maintains internal and external partnerships aligned to state and local goals.
I I I
12345678910 5.9 Maintains informational and accountability systems to report strategic and operational
I O results accurately and efficiently.
12345678910 5.10 Distributes financial and personnel resources to maximize education achievement of all
I Y I students.
Low High 5.11 Ensures that school programs and procedures comply with local, state, and federal
12345678910 regulations.

1

Note: The "Standards for Principal and Assistant Principal Evaluation" was approved at the May, 1998, State Board
of Education meeting. The pre/post-assessment portion has been added for purposes of this workshop.

Source of the "Standards...": NCDPI, Division of Human Resource Management, Revised 4/15/98, Effective 7/1/98.
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EVALUATION FORM

Title of Presentation:

Presenter(s):
Date:

Location:

Participant’s Position:

School:

Part I

1. What was the most useful part of this session?

2. What did you learn from this session?

3. How will this help you in your position?

Part II

Please indicate your opinion of this session by checking the appropriate column according to the

scale below:

SA=Strongly Agree A=Agree  D=Disagree = SD=Strongly Disagree

Statement

SA

SD

The purpose/objectives of the session were clear.

The presentation increased my knowledge of the content.

The presentation was organized effectively.

Activities were appropriate to my needs.

The presenter(s) encouraged and allowed time for questions.

O\ W] B WO —

As an overall evaluation of this session, I consider it worthwhile.

Part II1 Additional Comments/Suggestions

NCDPV/SI 26
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SECTION I: ACTIVITY 2

PURPOSE SETTING MATERIALS

TIME
1 hour 15 minutes |e To review/discuss Whole Group Handout—Standards for
homework assignment | Individual Principal and Assistant
. Principal Evaluation (from
on self-assessment and | Pairs Cre e e
. Section I: Activity 1)

action plan Small Group Handout—Individual

e To come to consensus Action Plan (from
on the major Section I: Activity 1)
responsibilities of the ga“d‘)_“ts—lGraghzlc
. . . rganizers 1 an
1nstrgct10nal le'ader Chart paper

e To discuss major Markers
responsibilities of the Masking Tape
instructional leader: Notes—Major

legal, essential, desirable Responsibilities for
Instruction

-components of each Handout—Responsibilitie

responsibility s of the Instructional
Leader

Public School Laws of
North Carolina (one copy
per group or participants
could furnish their own)
Handout-Reflection
Sheet
Handout-Evaluation

Form

Share thoughts on
self-assessment and

action plan

Handout-"Standards for
Principal and Assistant
Principal Evaluation”

(from Section I:
Activity 1)

Handout-Individual

Action Plan (from

Section I: Activity 1)

O  NCDPUSI

Provide opportunity for sharing: (1) reaction to the instrument itself since
these standards will be used to evaluate principals and assistant principals
in North Carolina and (2) any individual concerns/commonalities among
the group on areas for improvement that are being added to the action
plan. :

Any areas/concerns that are shared should be noted by the trainer and used
to guide topics in subsequent sessions. If the group feels uncomfortable
discussing openly, use an evaluation form at the end of the session which
allows for comments and follow-up toplcs Explain the reason for asking
for this information.

27 9 Leadership Development
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Reach consensus on
major
responsibilities of
the instructional
leader

Handouts—Graphic
organizers 1 and 2
Chart paper
Markers

Masking tape
Notes-Major
Responsibilities for
Instruction

Assign small-
group work

Handout—
Responsibilities of the
Instructional Leader
Public School Laws of
North Carolina (enough
copies for each group to
have one-participants
could furnish their own
copies)

Chart paper

Markers

Masking tape

NCDPV/SI

Ask the whole group to come to consensus on the major responsibilities of
the instructional leader (the principal/assistant principal as leader of
instruction).

One method for reaching consensus is first to have individuals list the
major responsibilities on paper; then have pairs and/or small groups of 3-4
to reach consensus; and finally have small groups present their major
responsibilities and combine these into a single list as a whole group.
Graphic organizers can be used as handouts for recording individual
and/or small-group lists; chart paper should be used for whole group
work. The graphic organizers that have been included are two types of
spider maps. In the circle at the center of either of the two "spiders,"
participants can record the title "Major Responsibilities of the
Instructional Leader." Then each leg of the "spider" can be used to record
a major responsibility; individual responsibilities contributing to each
major responsibility can be recorded either on the horizontal lines
branching from the four-legged "spider" or within the legs of the
ten-legged "spider."

Another method is to let one person at the time come to the chart paper
and record a major responsibility until all have been mentioned. Combine
similar items as a whole group. Ask each participant to rate his/her top
choices and summarize to find the group's top choices.

This activity should be facilitated by the trainer; the work and decisions of
what to include should be completed by the participants. Refer to the
Notes—Major Responsibilities for Instruction.

Assign one of the major responsibilities to each small group of 3-4 people.
Consider allowing them to sign up for their preferences, as long as the
groups are of similar sizes. For each major responsibility, the group
should discuss (1) any specific legal responsibilities the principal/
instructional leader has, (2) any essential duties, and (3) any
desirables/others (using the handout Responsibilities of the Instructional
Leader). Specific strategies/helpful hints for accomplishing any of these
should be discussed also. Small groups should report/present to the whole
group and allow time for questions and discussion.

This topic is one which can be completed in a cursory fashion within the
class time (using minimal materials). However, the participants may work
inside/outside of the workshop for longer periods of time researching,
reading, etc.

40
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E

O

Summary

Evaluation

Handout—Reflection
Sheet
Handout-Individual
Action Plan (from
Section I: Activity 1)
Handout-Evaluation
Form

NCDPI/SI

Summarize points covered and accomplishments through the group work,

and answer any questions participants may have.

Ask pérticipants to use their reflection sheets to record thoughts, to revise
their action plans as needed, and to provide feedback through the

evaluation forms.

29

41
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Other resources Krug, Samuel E. (1993). Examining the impact and cost effectiveness of .
a model inservice program for developing effective school leaders.
Washington, DC: US Department of Education, Office of
Educational Research and Improvement.

Ploghoft, Milton E., and Perkins, Claude G. (October 1988). Instructional
leadership: Is the principal prepared? NASSP Bulletin, 23-27.

42
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. Section I: Activity 2
Handout—Graphic Organizer 2
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Broad categories
of responsibilities
for leaders of
instruction

Categories from
the ""Standards
for Principal and
Assistant '
Principal
Evaluation"'

Seven categories
of instructional
leadership

Five central
activities that
most directly
influence a

~ school's
instructional
program

Q  NCDPVSI

Section I: Activity 2

Notes—Major Responsibilities for Instruction

Participants should be given the opportunity to determine what they think
the broad categories of responsibilities for leaders of instruction should be.
For the trainer's information only, the following are some ideas based on
research. ' :

Vision

High student performance

Safe and orderly schools

Quality teachers, administrators, and staff
Effective and efficient operation

¢ Framing school goals

e Coordinating the curriculum

e Monitoring school progress

¢ Promoting professional development

¢ Promoting high expectations and standards
¢ Providing incentives for learning

e Supervising and evaluating instruction

(Hallinger and Murphy, "Instructional Leadership and School
Socio-Economic Status: A Preliminary Investigation, " 1983)

Defining the school's mission

Managing curriculum and instruction
Promoting a positive learning climate
Observing and giving feedback to teachers
Assessing the instructional program

(Weber, "Leading the Instructional Program," in School Leadership:
Handbook for Excellence, 1989)

46
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Five broad
dimensions within
the "behavioral
repertoire of
successful school
principals"

Skills for
successful school
leaders fall into
the following
categories:

Briggs-Carter

Idea

Harcher Research

NCDPI/SI

Defining mission

Managing curriculum
Supervising teaching
Monitoring progress
Promoting instructional climate

(Krug, "Examining the Impact and Cost Effectiveness of a Model
Inservice Program for Developing Effective Instructional Leaders," 1993)

Designing, implementing, and evaluating school climate
Building support for schools

Developing school curriculum

Instructional Management

Staff evaluation

Staff development

Allocating resources

Educational research, evaluation, and planning

(Hoyle, English, and Steffy, Skills for Successful School Leaders, 1985)

¢ Planning, operation, supervision, and evaluation of educational
programs

(Briggs-Carter, "Socialization of Prospective Principals as Instructional
Leaders in the Era of 'School Reform': Anticipatory Deskilling and
Reskilling in the Process of Becoming a Principal," 1991)

"Key elements for successful instructional leadership include visioning,
supervising and evaluating, forming close personal relationships,
communicating, conducting meetings, initiating programs, and soliciting
parent involvement."

(Harchar, "Collaborative Power: A Grounded Theory of Administrative
Instructional Leadership in the Elementary School, " 1993)

47
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‘ Section I: Activity 2
Handout—Reflection Sheet

36




‘ EVALUATION FORM

Title of Presentation:

Presenter(s):
Date:

Location:

Participant’s Position:
School:

Part 1

1. What was the most useful part of this session?
®

2. What did you learn from this session?
[

. 3. How will this help you in your position?

Part I1

Please indicate your opinion of this session by checking the appropriate column according to the
scale below: '

SA=Strongly Agree A=Agree D=Disagree SD=Strongly Disagree

Statement SA A D SD
1. The purpose/objectives of the session were clear.

2. The presentation increased my knowledge of the content.

3. The presentation was organized effectively.

4. Activities were appropriate to my needs.

5. The presenter(s) encouraged and allowed time for questions.

6. As an overall evaluation of this session, I consider it worthwhile.

. Part III Additional Comments/Suggestions

o1

o .
‘ NCDPI/SI Leadership Development
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. | SECTION I: ACTIVITY 3

TIME ___PURPOSE ‘ SETTING MATERIALS

45 minutes e Toreview/reflect on Whole Group Handout—K-W-L chart
what participants know | Small Group SI}ZL‘ paper
and want to know about Mask?x:sg tape
leaderSh}P styles Notes—Leadership
e To provide a mini- Styles
lecture on leadership Overhead projector
styles based on the Ea“:“}tf,fr ga"fp"i'l |
K'W'L aCtiYity . HZid‘:ztESizai?on-s for
e To discuss situations Discussion
where different Handout—Inventory of
leadership styles may be Leadership Practices :
needed Handouts—
e To explain the Inventory : ﬁ?}jﬁﬁ i}:ﬁ:ﬂ
of Leader.shlp Practices ' Plan (from Section I:
and how it can be used Activity 1)

Open with K-W-L  Give participants an opportunity to reflect on what they know about

activity leadership styles and what they want to know about them.
. Handout—K-W-L chart  These may be recorded on chart paper; a handout of a blank K- w-L Chart
: ﬁ:‘l':ef:saper has been included for individual use. This is a whole-group activity.

Discuss leadership Using what participants know and what they want to know about

styles leadership styles, provide a mini-lecture on the topic to the whole group.
Discuss various theories of leadership styles and the implications these

Notes—Leadership have for the principal as instructional leader.
Styles, including
;’:t'::leyresemh as Articles/Other Research—

" Overhead projector Leadership Styles, Jo Ann Mazzarella and Stuart Smith.
Handouts/ e Making Change Happen, Jerry Herman and Janice Herman.
Transparencies— o Taylor/Card Model: The Eight Styles of Leadership, from Power
Leadership Styles 1-11 Sown: Power Reaped, Raymond Taylor and Richard Card.

e The Situational Leader, Paul Hersey.

(See Bibliography for complete information necessary to locate articles.)

Answer questions  Answer any questions that the participants may have about the
information shared.

@  NCDPVSI 38 5 2 Leadership Development




Complete the Ask participants to work in small groups of 3-4 people to discuss the

situation exercise = Handout-Situations for Discussion. After discussing in small groups, ask
one group to respond to each situation and give other groups an

Handout—Situations for opportunity to add comments. Also allow individual groups to share their

Discussion situations—per bottom of the Situation for Discussion handout.

Summarize the Summarize points covered by returning to the K-W-L activity and

session using the L completing the What I Learned section with the whole group.

of the K-W-L

activity

Chart paper (from

earlier in the session) ~

Markers

Masking tape

Explain the Distribute the Handout—Inventory of Leadership Practices— explain that

Inventory of this is an optional activity to provide the participants additional ,

Leadership information to assist in their leadership development. The instrument is to

Practices be completed by the administrators' respective faculties and returned in a
sealed envelope to the administrator. In turn, the administrator may use .

Handout—Inventory of  these to revise his/her individual action plan.
Leadership Practices '

Reflection/ Ask participants to use their reflection sheets to record thoughts, to revise
Evaluation their action plans as needed, and/or to complete evaluations of the session.
Handouts—

1. Reflection Sheet

2. Individual Action
Plan (from Section I:
Activity 1)

3. Evaluation Form

93
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Other resources

NCDPV/SI

Brewer, James H., Ainsworth, J. Michael, and Wynne, George E. (1989).
Power Management: A Three-Step Program for Successful
Leadership. Clinton, Mississippi: Associated Consultants in
Education.

Cunard, Robert F. (April 1990). Sharing instructional leadership-a view
to strengthening the principal's position. NASSP, 30-34.

Fullan, Michael G. (February 1992). Visions that blind. Educational
Leadership, 49(5), 19-20.

Leithwood, Kenneth A. (February 1992). The move toward ,
transformational leadership. Educational Leadership, 49(5), 8-12.

Sagor, Richard D. (February 1992). Three principals who make a
difference. Educational Leadership, 49(5), 13-18.

Sergiovanni, Thomas J. (February 1992). Why we should seek
substitutes for leadership. Educational Leadership, 49(5), 41-45.

The Video Journal of Education Series—

‘Transformational Leadership. With Larry Rowe.

e Program One-The Transforming Leader, 35 minutes
e Program Two-Empowering Staff and Students, 32 minutes
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. Section I: Activity 3
Notes—Leadership Styles

Resource The depth of coverage of this topic depends on the knowledge participants
already have (which they will reveal through the K-W-L activity). Very
likely, they will need only a brief synopsis. The following articles/
materials can be used for the discussion.

o Making Change Happen (1994), pages 7-16

o School Leadership Handbook for Excellence (1989), Chapter
2, pages 28-52
Note the table of the “Comparison of Leadership Style
Theories” on pages 44-45

o “Taylor/Card Model: The Eight Styles of Leadership,” from
Power Sown: Power Reaped (1985)

o The Situational Leader (1984), pages 62-63, 125

. Research on Handout/Transparency—Leadership Styles (1)
leadership styles:
broad categories Early leadership research dealt with the characteristics/traits of . good
leaders. Later, the focus turned to leadership behavior.

Handouts/Transp.— Handout/Transparency—Leadership Styles (2 & 3)

Leadership Styles (1-3)
According to Mazzarella and Smith, the research on leadership styles can
be divided into broad categories or dimensions such as (1) how leaders
make decisions (example: autocratic, democratic, and laissez-faire); (2)
how they view human behavior (example: employees need extrinsic
motivators vs. employees as self-motivators); (3) whether they
emphasize tasks or human relations (example: four styles emphasizing
the four combinations of these/integrated—both, separated—neither,
related—human side but neglects tasks, and dedicated—task-oriented but
neglects human side); and (4) how they bring about change in their
organizations (example: initiators, managers, responders).

F l{fC NCDPI/SI 42 5 7
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Style depending on
situation

Handouts/Transp.—
Leadership Styles (4-7)

The Situational
Leader

Handouts/ Transp.—
Leadership Styles (8-10)

o
E RIC NCDP/SI

Handout/Transparency—Leadership Styles (4 & 5)

What is the ideal style? Authorities generally agree that the leadership
style which is needed depends on the situation. Tannenbaum and Schmidt
described three "forces" that the leader should consider in deciding how to
manage: (1) forces within managers such as their value system,
confidence in subordinates, and security level; (2) forces within
subordinates such as their readiness to assume responsibility and tolerance
for ambiguity; and (3) forces in the situation such as the type of
organization and the problem itself.

Handout/Transparency—Leadership Styles (6 & 7)

Other researchers determined that the leadership style a leader selects
should depend on one primary aspect: the maturity of the follower (Philip
Gates, Kenneth Blanchard, and Paul Hersey). According to these
researchers, maturity of the follower encompasses three things: " the
capacity to set high but attainable goals, a willingness and ability to take
responsibility, and education or experience."

Handout/Transparency—Leadership Styles (8, 9, & 10)

In The Situational I eader, Dr. Paul Hersey describes leader behavior in
four ways: (1) high task and low relationship-Telling, (2) high task and
high relationship—Selling, (3) high relationship and low task—
Participating, and (4) low relationship and low task-Delegating. He
then matches these leader behaviors with the readiness level of the
followers this way: (1)unable and unwilling or insecure—use the Telling
style/" provide specific instructions and closely supervise
performance', (2) unable but willing or motivated—use the Selling
style/"'explain decisions and provide opportunity for clarification', (3)
able but unwilling or insecure—use the Participating style/''share ideas
and facilitate followers in decision making'', and (4) able and willing or
motivated-use the Delegating style/'"turn over responsibility for
decisions and implementation."

o8
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. Conclusion Handout/Transparency—Leadership Styles (11)

Handout/Transp.— What does all of this mean? How does knowing about theories of

Leadership Styles (11)  jeadership styles help you? As Mazzarella and Smith summarized,
"Because leadership by definition includes action, any theory of
leadership is helpful only if it can be used to guide action" (School
Leadership Handbook for Excellence, p. 37).

Are you able to vary your leadership style with the situation? Does one
style work for you in all instances?

E lK\lC NCDPI/SI 44 Leadership Development
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. Section I: Activity 3
Handout—Situations for Discussion

Discuss these situations in small groups of 3-4 people. Be ready to share with the whole
group.

1. The principal notices that some of the teachers post objectives, have fully developed lesson
plans aligned to the Standard Course of Study, etc., while others do not. What should the
principal do to ensure that all of the teachers are teaching the SCS? Should the principal use
the same leadership style with all of the teachers?

2. Mrs. Jones is an excellent teacher who has been at the school for 15 years. However, she
always declines leadership positions (e.g., School Improvement Team chairperson, grade-
level chairperson, etc.). Her philosophy, as she puts it, is “just let me go to my classroom
and teach.” How should the principal handle this situation?

3. The principal has facilitated staff development on test taking strategies and required that all
grades complete practice tests in preparation for the state testing. Even though one of the
school’s veteran teachers attended the staff development and gave his class the required
practice test, he refused to take these test preparation strategies seriously, and his students did
not do as well on the end-of-grade tests as the principal thinks they could have. What should

‘ the principal do?

4. All classrooms have been equipped with computers; however, only a few teachers are using
them for instruction. All staff members have completed required computer training. When
questioned, the teachers responded with a variety of answers: “I don’t have the right
software”; “the students know more about the computers than I do”; and “computers are a
waste of time.” What leadership style(s) and strategy/strategies should be used?

In your small groups, pick 1 or 2 situations of your own which may require different
leadership approaches/styles. Discuss solutions, and be ready to present to the whole

group.
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Section I: Activity 3
Handout-Inventory of Leadership Practices

INVENTORY OF LEADERSHIP PRACTICES
(Directions for Faculty Member)

The administrator named on the following sheet is participating in this Inventory of Leadership
Practices. Faculty members are asked to list his/her leadership strengths and weaknesses.

Instructions: For confidentially please type or print your responses. Also, please do not use
statements, such as “This is my first year...” or “When she observed my French class...,” that

may identify you.

A. Section I lists four practices and their identifying behaviors common to successful
leaders. Please rate this administrator on each behavior using the following scale:

0 = Not applicable/I do not know 3 = Frequently
1 =Never 4 = Almost always
2 = Occasionally 5= Always
B. Section II asks you to list this administrator’s strengths and weaknesses.
C. Section III lists 20 characteristics of successful leaders. Please check the 8 that you

admire most in this administrator. This forced ranking will result in 12 characteristics not
being marked.

D. When you complete the assignment, put this form in the enclosed envelope, seal it with

scotch tape and give it to the secretary by . All
surveys will be collected and submitted to the facilitator at the same time.

Thank you for participating in this assessment of this administrator’s leadership strengths and
weaknesses.

NCDPVSI ' ~57 8 4 Leadership Development




| Section I: Activity 3
Handout-Inventory of Leadership Practices

Name of Administrator: School:

Section I. Please read the description for each leadership practice and then rate this
administrator on each item using the following scale:

0 = Not applicable/I do not know 2 = Occasionally 4 = Almost always
1 =Never " 3 =Frequently 5 = Always

0|112(314]|5| Attitude toward work:

Takes responsibility

Has a professional attitude and approach to the job

Stays up-to-date on educational research and practices

Communicates a positive and hopeful outlook for the school

Tries new approaches even when there is a chance he/she may fail

0]1]2]|3]|4]|5 | Effectiveness as a person:

Exhibits sensitivity, empathy and acceptance necessary for establishing rapport

Functions in an organized manner

Respects the individual

Develops cooperative relationships with his/her colleagues

Is professionally ethical

Practices the values he/she espouses

0111213}4]|5 | Effectiveness with teachers:

Is sensitive to the role and problems of the teacher

Communicates easily and effectively with teachers

Functions effectively as a resource consultant in matters of curriculum, student
activities and human interaction as well as the concerns for psychological climate
surrounding learning experiences

Attends to, follows through and reports back on teacher referrals of several types

Makes effective use of the individual teacher's capacity and talent

Judges teacher's work fairly and is effective in teacher supervision

0|1}2]|3|4|5 | Models the way:

Expresses his/her philosophy of leadership

Creates an atmosphere of mutual trust

Involves others in planning

Fosters high expectations

Provides leadership in faculty meetings to challenge and stimulate staff's
professional growth

Does things he/she says he/she will do

Recognizes individuals for their contributions to the success of projects
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Section II. Most of us improve or change our behaviors when we receive helpful feedback from
our colleagues. Knowing our weaknesses often is more helpful than knowing our strengths.
Please list up to five strengths and five weaknesses you observe in this administrator.

Strengths Weaknesses

" Section III. The list below gives 20 characteristics of successful leaders. Please check 8 that

you admire most in this administrator. This forced ranking will result in 12 characteristics not
being marked. Please feel free to make helpful comments.

CHARACTERISTICS . COMMENTS

Ambitious
Broad-minded
Caring
Competent
Cooperative
Courageous
Dependable
Determined
Fair-minded
Forward-looking
Honest
Inspiring
Intelligent
Imaginative
Independent
Loyal

Mature
Self-controlled
Straightforward
Supportive

ARRRRERRRRRRR R
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. Section I: Activity 3
Handout—Reflection Sheet

®
87
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. EVALUATION FORM

Title of Presentation:

Presenter(s):

Date:

Location:

Participant’s Position:
School:

Part1
1. What was the most useful part of this session?

2. What did you learn from this session?
[ ]

. 3. How will this help you in your position?

Part 11

Please indicate your opinion of this session by checking the appropriate column according to the
scale below:

SA=Strongly Agree A=Agree D=Disagree SD=Strongly Disagree

Statement SA A D SD
1. The purpose/objectives of the session were clear.

2. The presentation increased my knowledge of the content.

3. The presentation was organized effectively.

4. Activities were appropriate to my needs.

5. The presenter(s) encouraged and allowed time for questions.

6. As an overall evaluation of this session, I consider it worthwhile.

Part III Additional Comments/Suggestions
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SECTION I: ACTIVITY 4

TIME -PURPOSE SETTING MATERIALS
2 hours e To read three Table Groups Transp.—Viable
articles on Whole Groups School Leaders
vision/mission in ﬁz%%?;é—mnd
der to |
?tfeiirsignfg?ance Notes—Vision/Miss
for instructional lon
12;&255 chona Transp.—What Do
i You Need to Carry
* Toassist Out a MISSION?
instructional Transp.—Attention
leadersin through Vision
developing their Overhead Projector
personal Chart Paper
vision/mission Markers
statements Tape

Set the task

Jigsaw exercise

Overhead Projector
Transparency
Chart Paper
Markers

NCDPI/SI

Explain the Jigsaw procedure to participants. Each table will be
assigned one of the articles and decide how it is to be divided among
the group members. Participants are responsible for reading the
assigned sections, learning it and becoming an “expert” on the
content. Each table group plans how they will teach the material to
the Whole Group. Other groups are responsible for learning the
material when it is taught to them.

Assign the articles below as a jigsaw activity. Participants should
be given time to research articles and prepare presentations.

Articles—
e IfYou Can Envision It, You Can Create It, Joan Richardson.

e Start with a Good Plan to Achieve Your Vision, Bob Vojtek and
Rosie O’Brien Vojtek.

o  Why Change Doesn’t Happen and How to Make Sure It Does,
Charles Schwahn and William Spady.

(See Bibliography for complete information necessary to locate article.)

During presentations, record important points on a transparency or
chart paper. Encourage note-taking for future reference.

89
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Develop
“personal”
vision/mission

Transparency—
Viable School Leaders

Handout—
Mindmapping

Transparency—
What Do You Need to
Carry Out a MISSION?

Chart Paper
Markers

Tape
Closure
Transparency—

Attention Through
Vision

Summary

Evaluation

NCDPI/S1

Participants will discuss the Bennis and Nanus quotes on Viable
School Leaders at their tables.

Using this as a springboard, ask each part1c1pant to mind map
(distribute Handout—»Mind Mapping for directions) his/her ideal
school. Post and share mind maps.

Give participants the opportunity to reflect briefly on the articles
they read previously. Pose the question: “Are visions and missions
the same thing?” Define “vision “ and “mission.” (See
Notes—Vision/Mission.)

Return to the Bennis and Nanus quote: “Create an appropriate and
compelling vision.” Tell the group to use their mind maps to write a
personal vision for their school. Share and critique visions at each
table. Select one person to share his/her vision with the whole
group.

Display Transparency—What Do You Need to Carry Out a
MISSION ?—and share Trainer Notes w1th the part1c1pants
Answer questions as needed.

Show Transparency—aAttention Through Vision —and give
participants an opportunity to reflect on poem. Guide discussion by
having participants determine how the poem impacts on their roles
as instructional leaders.

Summarize major points covered during the activity and answer any
questions participants may have.

If this activity is being presented separate and apart from activities of
the total packet, the presenter may have participants complete an
evaluation form.

30
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® | Section I: Activity 4
Transparency—Viable School Leaders

e Create an appropriate and compelling
vision.

¢ Show how the management of
meaning translates into the requisite
social architecture that can enable the
school to realize 1ts vision.

e Know how to position the school
correctly in the outside world.

e Are dedicated to managing him/herself
through learning and realize that the
school is a group of people united in
the never-ending process of learning.

Leaders .
Warren Bennis and Burt Nanus

Leadership Development
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. Section I: Activity 4
Handout—Mind Mapping

MIND MAPPING

e Start in the center of the page with the topic idea.

e Work outward in all directions producing a unique pattern that
reflects your mind’s unique habits.

e Have well-defined clusters and sub-clusters, keeping to between five
and seven groupings.

e Use keywords and images.
e Use color imagery and 3-D perspectives in your symbols.

. e Print the words rather than write them for more distinct and
memorable images. :

e Put the words on the line, not at the end of the lines.
e Use one word per line.

e Make the pattern noteworthy, even odd. (The mind remembers
things that stand out.)

e Use arrows, colors, designs, etc. to show connections.
e Use personal short-forms, codes for fun and effectiveness.

e Be spontaneous, creative and original, and by all means, have fun!

92
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. Section I: Activity 4
Transparency—
What Do You Need to Carry Out a MISSION???

Delay of Gratification
~~~ A Sense of Responsibility

~~~ Dedication to Reality

Balancing
~~~ Proper Use of Power and Authority

~~~ Love

Emotional Wisdom

- Leadership
. _ John R. McCall

J3
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What Do You Need
to Carry Out a
MISSION?

Delay of
Gratification

A Sense of
Responsibility

Dedication to
Reality

E MC NCDPI/SI

Section I: Activity 4
Notes—Vision/Mission

McCall refers to the following as being “tools” to carry out the
mission. A principal must have the ability to translate intention
into reality if he/she is to redirect the school. The principal must
have a vision—a mental image of a possible and desirable future
state of the school. The vision needs to be realistic, credible,
attractive and attainable.

Because it is very demanding to help self and others change,
principals often have to delay their joy for others or for
the good of the future. This requires self-discipline,
restraint and dignity and should be modeled by the leader. When
this is done by the principal, it exerts great influence on teachers
and students. Ask participants to share situations in
which they delayed personal gratification for the good
of the school.

See quotes from the previous Transparency—Viable School
Leaders (Bennis and Nanus). The principal is responsible for
creating a vision and the “social architecture” for enabling the
school to realize its vision. Tell the participants to rate
themselves on a scale of 1—10, to denote their own
level of responsibility. (This should not be shared with th

group.) :

Principals should understand the “three big
Cs”—Commitment, Consistency and Challenge. This
requires the leader to be able to handle present problems in such a
way as to avoid problems in the future. Another way of looking
at this:
1. Respond to the future
2. Reach out for and share uncertainty

. See errors as stepping stones, not stumbling blocks

3
4. Be adept at interpersonal relationships/communication
5

. See ways to gain self-knowledge

From The Provident Principal (McCall)

94
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Balancing Balancing ensures that the principal does not go overboard, but .
remains flexible. It.is a trait that must be carefully orchestrated.
At times, it will be necessary to make decisions based on
opposing views, €. g. to tell or not to tell; to express or suppress
_anger; or to forget ourselves and give over to the needs of others.
Leaders must constantly make either/or decisions.

Ask participants to share personal experiences that
required balancing.

The principal should be self-disciplined and able to influence

Proper Use of ~ others to join in. Power and authority are used subtly and
Power and constructively. Political power is the ability to coerce others.
Authority - Personal power is self-disciplined consciousness (awareness)

that moves others to join in with the leader and the enterprise.

Love The ability to extend one’s self to others; giving attention to self
and others (nurturing). Define love.

Emotional Wisdom The principal’s ego is intact and positive self-regard exists. As a
result, the principal can create in others a sense of confidence and
high expectations. This lends itself to the ability to trust, even if
the risk is great.

35
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. ' Section I: Activity 4
Transparency—Attention Through Vision

Attention Through Vision

All men dream, but not equally,

Those who dream by night in
the dusty recesses of their
minds

® | |
Awake to find that it was vanity;

But the dreamers of days are
dangerous men,

That they may act their dreams

with open eyes to make it
possible

-T. E. Lawrence

Ib
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SECTION II: ACTIVITY 1

TIME PURPOSE SETTING MATERIALS
1 hour o To commit Individuals Handout—Time Log
advance thought Partners/Pairs Sheet _
to the planning Table Groups Handout—Time
process Whole Group Log: Analysis
. Sample
e To hel_ghten 'Chart Paper
consciousness of Magic Markers
how time is Masking Tape
spent Handout—Pie Chart
e To provoke are- Sample
evaluation of Handout—Time
time planning Management Style
Audit
Transp.—The
Master Time
Manager
Overhead Projector
Prior Prior to the presentation of this section, have participants complete
Assignment the Handout—Time Log—for a two-week period indicating how
they actually spent their time. (Participants will need to make ten
Handouts— copies of the Time Log.) At the end of the ten working days, they
Time Log should complete the Handout—Time Log.Analysis— and bring it to

Time Log Analysis
Sample

Describe activity
Chart Paper

Magic Markers
Masking Tape

Graphic display
of data

Pie Chart Sample

NCDPI/SI

this session.

Ask participants at each table to share strategies that they frequently
use in managing time. Write strategies on chart and put a star beside
the three (3) strategies that are used most frequently. Post charts
and discuss only the three strategies that are starred. The facilitator
should ask questions about those strategies, €.g., “Why do you use
this strategy?” or “Tell us about your success rate when you use this
strategy?” Determine the most frequently used strategy for the
Whole Group.

Ask participants to display the data from the Handout—Time Log
Analysis—in graphic form in a pie chart or a graphic organizer of
their choosing. Each person shares the pie chart (or other graphic)
with the Table Group.
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Data analysis

Complete audit

Participants review their Time Logs with a partner and give
consideration to patterns that emerged. Use the following questions
to guide this discussion:

e How was most of your time spent?
e Which activities produced the greatest benefits?
e Which activities produced the fewest benefits?

Tell participants that they will have another chance to analyze their
time management styles by completing the Handout—Time

Management Audit.
Handout— ]
Time Management Reflection Question: “What changes will I make in managing my
Audit time?”
Closure Bring the session to closure by displaying the Transparency—T7The
Transparency— Master Time Manager. . .. Answer questions, if there are any.
The Master Time Tell the participants that the focus up to this point has been of a
Manager. . . personal nature. A future focus will be to examine how time is used
in the school by teachers, other staff members and students.
Summarize Summarize major points covered during the session and new
session learnings/viewpoints as a result of the content of this session.
Answer any questions participants may have regarding session
content.
Evaluation If this session is being presented separate and apart from activities

of the total packet, the presenter may have participants complete an
evaluation form.

(Activities in this section were adapted from The Self-Made Leader—25
Structured Activities for Self-Development. Mike Woodcock and Dave Francis)

38
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Section II: Activity 1

Handout—Time Management/Scheduling

Time Log
Directions: ~ Two weeks prior to attending the session on Time Management/Scheduling,
keep a log of how you actually spend your time day-by-day over the next
ten working days. Make ten copies of the log sheet and keep records as
indicated. At the end of the ten days, complete the Time Log Analysis as
shown.
Date
Time Activities Being Undertaken | Benefits of These Activities
7:00 am.
7:30  a.m.
8:00 a.m.
. 8:30 a.m.
9:00 a.m.
9:30 a.m.
10:00 a.m.
10:30 a.m.
11:00 a.m.
11:30 a.m.
12:00 noon
. 112:30  p.m.

E MC NCDPI/SI
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Section II: Activity 1
Handout—Time Management/Scheduling

Time Log, Page

2

Time Activities Being Undertaken | Benefits of These Activities
1:00 p.m.
1:30 p.m.
2:00 p.m.
2:30  p.m.
3:00 p.m.
3:30 p.m.
4:00 p.m.
4:30 p.m.
5:00 p.m.
5:30 p.m.
6:00 p.m.
6:30 p.m.
7:00 p.m.
Later
NCDPI/SI Leadership Development
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‘ Section II: Activity 1
Handout—Time Log: Analysis (Sample)

Directions: Take the data you have accumulated on your Time Logs and complete an
analysis as shown in the example below. Include all of the activities and rank them in
frequency order. Use your own definitions of activities. Then complete the pie chart

display.
Analysis Sample

Activities ‘ | Number of Entries Total

Direct student contact 1110 1101 11001 1011 11 23

Observing teachers 11111 111 1l ml 19
. Working with mentors/novices 1110 1001 1t 1 17

Meeting with team leaders 1 lilll | 13

Reviewing lesson plans 111 8

Meeting with the superintendent i1 6

101
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. o Section II: Activity 1
Handout—Pie Chart Sample

102
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. Section II: Activity 1
| Handout—Time Management Style Audit

Directions: Respond to each item on the audit by circling the appropriate number on the
continuum, which ranges from Totally Untrue to Totally True.

1. I regularly review how my time is spent.
Totally 1 2 3 4 5 Totally
Untrue True
2. I feel that I have full control over how I spend my time.
Totally . 1 2 3 4 S Totally
Untrue True
3. I carefully plan in advance how I will spend my time.
Totally 1 2 3 4 5 ' Totally
Untrue True
4. I keep to my time plans.
. Totally 1 2 3 4 5 Totally
Untrue True
5. I keep wastage of time to an absolute minimum.
Totally 1 2 3 4 5 Totally
"~ Untrue True
6. I do not allow others to waste my time.
Totally 1 2 3 4 S Totally
Untrue True
7. I spend most time on achieving my key objectives.
Totally 1 2 3 4 5 Totally
Untrue True
8. I insist that other people present me with concise information and proposals.
Totally 1 2 3 4 5 Totally
Untrue True
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10.

11.

12.

13.

14.

15.

Section II: Activity 1
Handout—Time Management Style Audit

Page 2
I am rarely bored at work.
Totally 1 2 3 4 5 Totally
Untrue True

I do not allow myself to get extremely tired.

Totally 1 2 3 4 5 Totally
Untrue True

I balance work time and leisure time extremely well..

Totally 1 2 3 4 5 Totally
Untrue True

I make time for things that I really enjoy.

Totally 1 2 3 4 5 Totally
Untrue True

I am alert to opportunities and will reallocate time according to the needs of the
situation.

Totally 1 2 3 4 5 Totally

- Untrue True

I feel that I am making real progress in my career.

Totally 1 2 3 4 5 Totally
Untrue True

I feel capable of making substantial changes in my personal management of time.

Totally 1 2 - 3 4 5 Totally
Untrue , True
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Section II: Activity 1
Transparency—The Master Time Manager

THE MASTER TIME
MANAGER...

e Knows where time is spent

e Sets clear personal and work objectives

e Plans how to invest time to meet objectives

e Does not allow others to become thieves of
time | -

e Is personally efficient

e Delegates everything possible

e Does things once

e Does things well

e Keeps time for learning and relaxation

e Watches how others spend' time and learns
to improve

NCDPI/SI }0 Leadership Development



EVALUATION FORM

Title of Presentation:

Presenter(s):

Date:

Location:

Participant’s Position:

School:

Part I

1. What was the most useful part of this session?
®

2. What did you learn from this session?
L .

3. How will this help you in your position?
®

Part II

Please indicate your opinion of this session by checking the appropriate column according to

the scale below:

SA=Strongly Agree = A=Agree D=Disagrée SD=Strongly Disagree

Statement SA A D SD
1. The purpose/objectives of the session were clear.

2. The presentation increased my knowledge of the content.

3. The presentation was organized effectively.

4. Activities were appropriate to my needs.

5. The presenter(s) encouraged and allowed time for questions.

6. As an overall evaluation of this session, I consider it worthwhile.

Part III Additional Comments/Suggestions

L
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SECTION II: ACTIVITY 2

PURPOSE

TIME SETTING MATERIALS
2 hours e Tohelp Table Groups Notes—Role Play
‘ instructi.onal_ Whole Group guge I?l?lrds :
leaders identify Transp.—Consider
areas in their T
school schedules e e
that need 3
reiigﬁeg Schedule
_ Transp.—Tips on
* To assist Using Scheduling to
instructional Support Student
leaders in Learning
orgamizing Chart Paper
school time in an Magic Markers
efficient manner Masking Tape
SO as (o ensure | Overhead Projector
effective
instruction and
learning

Lead activity

Role-Play Cue Cards

Examine master
schedules

Transparency—
Consider the following

NCDPI/SI

The problem: Scheduling conflicts regarding utilization
of materials, equipment and space.

Assign participants as characters for the role play, asking the
remainder to be observers. Explain that the scenario will focus on
how “not” to resolve the conflict. In the discussion that follows, “a
possible solution” for the resolution of the scheduling conflict
should be generated by the observers.

During the role play, observers should consider the following:
e By whom should the conflict be resolved?

¢ How can commonly used materials, space and equipment be
utilized in an efficient manner?

Participants are asked to bring a copy of their school’s master
schedule and several teacher-generated schedules to this session.
Place the Transparency—Consider the Following—on the overhead
to serve as a guide for partner discussion. Tell participants to
examine master schedules by considering the following:
Is there evidence of students’ learning characteristics impacting
on the schedule?
e Is there common planning time for grade-level teachers, teaching
teams, “special” and itinerant teachers and other special groups?
e Are “specials” and itinerant teachers scheduled in an efficient
way?

"2 107
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Transparency—
Class Schedule
Mrs. Jane Doe
4th Grade

Group exercise
Revise Schedule

Chart Paper
Magic Markers
Masking Tape

Rationale for
revision

Tips on using
scheduling to
support student
learning

Transparency—Tips on
Using Scheduling to
Support Student
Learning

NCDPI/SI

e What can be done to prevent conflicts in the utilization of space,
" equipment and materials?

Show Transparency—Class Schedule Mrs. Jane Doe 4th Grade.
Give each table group time to review and discuss the schedule. Ask
participants: '

e “How would you rate this schedule on a scale of 1—5?

e “What makes this a ‘good’ or ‘bad’ schedule?”

After approximately ten minutes, pose the same questions to the
whole group, with one person at each table responding for the

group.

Note: This is an authentic schedule submitted by a fourth grade
teacher in a low-performing school.

A major problem with this schedule is its inadequate amount of
instructional time. The schedule does not contain a
minimum of 5.5 hours for instruction. Even though time
was slated for a tutor, one was not employed by the school. The
time slot from 2:30 — 3:00 was used for clean-up and preparation
for leaving. Rarely was it used for Drop Everything And Read.

Tell participants that they will revise Mrs. Doe’s schedule.

Mrs. Doe has been assigned a class of students, the majority of
which are in Levels I and II on the NC End-of-Grade Tests in both
mathematics and reading. Of the twenty-six students in this class,
three (3) are Learning Disabled (D) in reading and five (5) are
Educable Mentally Handicapped (EMH). Those who are LD spend
one hour out of the classroom daily and the latter group is out for no
more than two hours each day. Place the revised schedule on chart
paper and post.

Select two participants to conduct a simulated teacher/principal
conference in order to explain the rationale for one of the revised
schedules.

Display Transparency—Tips on Using Scheduling to Support
Student Learning—on the overhead. Ask participants to give
examples of how schedules in their schools support student
learning.
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Reflections Ask participants to respond to these questions. Afterwards, each
participant should collect answers from three different people.
At the end, participants share their best-liked answer to one of the
questions with the entire group.

® “How can the principal keep instructional time inviolate?”
® “How do you monitor student use of time?”
® “What suggestions would you offer a beginning principal?”’

Summarize Summarize major points covered during the session and new

session " learnings/viewpoints as a result of the content of this session.
Answer any questions participants may have regarding sessio
content. :

Evaluation If this session is being presented separate and apart from activities

of the total packet, the presenter may have participants complete an
evaluation form.
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. Section II: Activity 2
Notes—Role-Play Cue Cards

How Not to Solve a Scheduling Conflict

Directions: Depending upon the size of the group, select from three to eight participants for
the role-play. Roles should be designated to show the development of a hostile environ-
ment over a scheduling issue. The group spends time arguing and yelling at each other
about “what is right for ME and MY CHILDREN.” In each scenario, a person should be
designated as the principal/instructional leader. Select the conflict(s) you would like to use.
Place on 3” x 57 cards for the participants. The presenter decides whether the conflicts
should/should not be resolved during the role-play. If they are not resolved, then ask the -
observers to suggest ways iri which resolution could have occurred.

Conflicts: Two teachers have been assigned to use the multi-purpose room at
the same time.

Some of their students are in a third teacher’s room who refuses to

. - Two teachers have planned a field experience for their students.
dismiss them to go on the field trip.

One grade group would like for all assembly programs and special
events to occur during their planning period so that their students -
will not miss any of their classes.

One teacher needs to use the laminating machine. When she enters
the workroom it is not there. After investigating, the machine is
found in another teacher’s room.

One bus driver is an alternate for two regular bus drivers. On a
given day, both regular drivers are not available to drive their
assigned buses after school.

. Feel free to include other real-life situations in this activity.

NCDPI/SI 85 1 A 0 Leadership Development




. | Section II: Activity 2
Transparency—Consider the Following

e s there evidence of students’ learning
characteristics impacting on the schedule?

e [s there common planning time for grade-
level teachers, departments, teaching
teams, “special” and itinerant teachers or

® other special groups?

e Are “specials” and itinerant teachers
scheduled in an efficient way?

e What can be done to prevent conflicts in
the utilization of space, equipment and
materials?
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Section II: Activity 2
Transparency—Class Schedule

CLASS SCHEDULE
MRS. JANE DOE, 4TH GRADE

7:45-8:00 MORNING ACTIVITIES
8:00—8:-40 EXPLORATORY TIME
8:40-9:15  TUTOR—BATHROOM
9:15-1 0:40‘ LANGUAGE ARTS
10:40-11:55 MATH .

11:55- LUNCH—SNACKS—
1:00 BREAK

1:00-1:45 SOCIAL STUDIES
1:45-2:30  SCIENCE

2:30-3:00  SILENT READING
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. Section II: Activity 2
~ - Transparency—Tips on Using Scheduling to
Support Student Learning

e Involve your teachers so that
scheduling helps students reach
maximum performance

e [ ook at every minute of the school day
for wasted time

o e Consider scheduling concurrent
enrichment, remediation and other
special help activities

e Build in planning time for
staff—grade/subject levels and cross
grade

e Minimize classroom interruptions;
schedule all announcements for one
time a day

113
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‘ Section II: Activity 2

Transparency—Tips on Using Scheduling to
Support Student Learning

Page 2

e Vary times for assemblies and field
trips

e Make sure your schedule reflects your
School Improvement Plan’s goals
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EVALUATION FORM

Title of Presentation:

Presenter(s):

Date:

Location:

Participant’s Position:

School:

Part 1

1. What was the most useful part of this session?
L]

(S

. What did you learn from this session?

3. How will this help you in your position?
L]

Part I1

Please indicate your opinion of this session by checking the appropriate column according to |

the scale below:

SA=Strongly Agree = A=Agree D=Disagree = SD=Strongly Disagree

Statement

SA A D

SD

The purpose/objectives of the session were clear.

The presentation increased my knowledge of the content.

The presentation was organized effectively.

Activities were appropriate to my needs.

The presenter(s) encouraged and allowed time for questions.

AW —

As an overall evaluation of this session, I consider it worthwhile.

Part III Additional Comments/Suggestions
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SECTION II: ACTIVITY 2

Optional Activity—Data Analysis
(For Additional Information, Refer to Skill Packet on DATA ANALYSIS)

TIME

PURPOSE

SETTING

MATERIALS

2 hours

To provide
instructional
leaders with a
framework for
analyzing data-
that supports
school
improvement

Individuals
Whole Group

Copies of data from
participants’ schools
ABC:s of Public
Education Growth
and Performance
Report

School Improvement
Plan

Chart paper

Markers
Handout—Data
Analysis: Guiding
Questions

Describe
exercise

Handout—Data
Analysis: Guiding
questions

Review of
school
improvement
documents

School Improvement

Plan
ABCs of Public

Education Growth and

Performance Report

NCDPI/SI

Participants are expected to collect and analyze data from their
schools that impact on school improvement. During the analysis
portion of the activity, participants are expected to determine the
discrepancies between where the school should be and where the
school actually is. An important part of this process is to help
participants understand the relationship between the data and
whether school improvement has or has not occurred. A set of
Guiding Questions is included. Principals may wish to include
other school administrators, the School Improvement Team,
counselors and other staff persons in this activity.

Principal and the School Improvement Team should review the
School Improvement Plan and the ABCs of Public Education
Growth and Performance Report for the school. Note areas of
growth and decline. Ask the participants to determine the following:

Was adequate growth achieved?

Were the objectives of the School Improvement Plan

met?

What gains will the school have to make in order to
change its status—from adequate performance to
exemplary performance to a school of distinction—at
the end of the school year?
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Review
disaggregated
data

End-of-Course/End-of-
Grade Test Data

Determine other
data that can be
collected and
analyzed

Using the data

Answer
questions

Summarize
session

Evaluation

NCDPV/SI

Participants should review the disaggregated End-of-Course/End-
of-Grade test data (test objectives, race, gender, and performance
level) for each teacher. From this information, establish
instructional targets and share with teachers. The principal or
his/her designee may do this one-on-one or in grade
group/departmental meetings.

Ask the participants to brainstorm a list of data topics that should be
collected and analyzed. Determine what will be needed, its source

‘ and who will collect it. Also indicate a deadline.

Once data has been collected and analyzed, ask the participants to
share it in graphic form with the School Improvement Team and/or
entire staff. With the principal acting as facilitator, goals and targets
should be set by the larger body.

Topics/Subjects for Consider:

Student Achievement (EOC/EOG test data as well as grades
given by teachers, mock /benchmark tests)

Attendance (Student and Staff)

Graduation Rates

Retention Rates

Disciplinary Actions

Parental Involvement

Mobility (Student and Teacher)

Professional Development

Student Grades (Pass/Fail rates, students who are failing more
than one subject, etc.)

Participants should decide the best way for the data to be used and
who will be responsible for monitoring its use. Periodic updates
should take place at least quarterly, if not more frequently. Key:
Participants should understand the relationship between
the data collected and analyzed, and the school’s
progress toward reaching its improvement goals.

Answer any questions participants may have regarding session
content.

Summarize major points covered during the session and new
learnings/viewpoints as a result of the content of this session.

If this session is being presented separate and apart from activities
of the total packet, the presenter may have participants complete an
evaluation form.
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Section II: Activity 2
Handout—Data Analysis (Optional)

Guiding Questions

The school-wide improvement process requires a school to examine itself very closely.
Using the data analysis process, it is critical that the school determine where it is in relation
to where the school should be. To accomplish this, an examination should be made of all
data that impacts on improvement. In analyzing test scores, ask the following:

How does this year’s performance compare to last year’s ? The previous year? Were
any changes noted? Why did the changes occur?—Are the students or curriculum
different? '

How do your school results compare with district (LEA) and state results?

What percentage of your students scored in Levels IIT and IV on the End-of Grade/End-
of-Course tests? What percentage scored in Levels I and IV in the district? When the
data are disaggregated by gender, ethnicity or family income level, are the percentages
the same in Levels I and II?

What percentage of the students took the Scholastic Aptitude Test? What percentage
fell in the lowest and highest ranges? How does this compare with previous years?

How many of your high school students took Advanced Placement exams? How
many scored three or better? Have more students been taking these exams in the last
three years? Have the scores been getting better or worse?

Do the EOG/EOC tests measure what is being taught in your school? If not, why?
How will your school address the needs of low-performing students at your school?

What improvement targets are you planning to set?

- 118

]: l{ic NCDPI/SI . 93 Leadership Development




EVALUATION FORM

Title of Presentation:

Presenter(s):
Date:
Location:

Participant’s Position:
School:

Part 1

1. What was the most useful part of this session?

2. What did you learn from this session?

3. How will this help you in your position?

Part 11

Please indicate your opinion of this session by checking the appropriate column according
to the scale below:

SA=Strongly Agree A=Agree  D=Disagree = SD=Strongly Disagree

Statement SA A D

SD

1. The purpose/objectives of the session were clear.

The presentation increased my knowledge of the content.

The presentation was organized effectively.

2

3.

4. Activities were appropriate to my needs.

5. The presenter(s) encouraged and allowed time for questions.

As an overall evaluation of this session, I consider it worthwhile.

Part III Additional Comments/Suggestions

© 1183
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SECTION II: ACTIVITY 3

PURPOSE SETTING MATERIALS

TIME
30 minutes e To introduce the | Whole Group Articles on

Planning for Small Group motivation and high

Student expectations listed

Achievement below

sessions Handout—

e To discuss Strategies
.. Overhead projector

rr}otlvatlon and Handout/Transp.—

high ] Overview

expectations Chart paper

e To determine Markers

strategies Masking tape

for motivating/ Notes—Seven

establishing high Correlates

expectations for ~ Transp.—

students and Characteristics
Handout—List of

staff Variables
Handouts—
Reflection Sheet

Prior reading/
homework

Articles as listed
Handout—Strategies for
Motivating/Establishing
High Expectations
(Homework)

Q@  NCDPUSI

Ask the participants to read the Article—AMotivation Begins With
You—and at least three of the other articles on motivation and high .
expectations prior to coming to the session. Explain that they should also
complete Handout—Strategies. for Motivating/ Establishing High
Expectations—as homework and be ready to discuss their work with the

group.

Articles—

e Motivation Begins With You, Judy Arin Krupp.

e The Agenda: The Achievement Agenda for Middle Level Schools,
Ronald Williamson, J. Howard Johnston, and Laurel Martin Kanthak.

e 15 Strategies for Motivating Students, J. Michael Palardy.

e Freeing Teachers of Extra Duty, Les Potter.

e Hard Work and High Expectations: Motivating Students to Learn,
Tommy Tomlinson.

e Keys to the Might of Motivation, Ann T. White.

e Motivation, School Climate, and Diverse Learning, Tom Gunning,

Max Heinz, B. R. Rhoads, and Joyce Watkins.

120
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Prior reading/

homework, contd.

Introduce broad
topic on Planning
for Student
Achievement

Overhead projector
Handout/Transp.—
Overview ...

Introduce session
on high
expectations and

motivation

Chart paper
Markers
Masking tape

Notes—Seven Correlates

Transp.—
Characteristics of
Top 25 Schools
Handout—List of
Variables

Principals as Leaders of Leaders, David Parks and Thomas Barrett.
Principals Can Make a Difference, Ronald G. Joekel, Frederick C.
Wendel, and Fred A. Hoke.

® Raising Expectations to Improve Student Learning, Jerry D. Bamburg.

(See Bibliography for complete information necessary to locate articles.)

Introduce this and the next sessions under the broad topic of Planning for
Student Achievement: What the Instructional Leader Can Do using
the Handout/Transparency—Overview of Planning for Student
Achievement: What the Instructional Leader Can Do.

Open this activity with a brief discussion of the seven correlates of
effective schools, high- vs. low-performing schools, Top 25 Schools
document, etc., to establish the importance of high expectations in student
achievement and school improvement. (See Notes—Seven Correlates.)
Ask the participants to name as many of the seven correlates as they can.
Record these on chart paper. Then show the .
Transparency—Characteristics of Top 25 Schools— and/or refer
participants to the Handout—List of Variables.

The following resources were used for the overview of the characteristics

of effective/high-performing schools:

¢ A Guide to the School Improvement Process based on Effective
Schools Research, Lawrence Lezotte and Barbara C. Jacoby.

e Profiles 1996-97: ABCs Top 25 Schools, North Carolina Department
of Public Instruction.

e School Improvement Division's list of variables found in
low-performing schools vs. variables found in schools with strong
academic performance, North Carolina Department of Public
Instruction.

Discuss articles on In small groups of 3-4, discuss articles and homework sheet. Each
motivation and high participant should share his/her most effective strategy for motivating

expectations

NCDPI/SI

and/or setting high expectations for staff and students. Then each person
should share one strategy he/she would like to try.
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. Discussion, Continued
Completed homework

Summary

Assign homework

Reflection/
Evaluation

Handouts—

e Reflection Sheet

e Individual Action
Plan (from Section I:

. Activity 1)

O
: NCDPL/S
E MC C 1

IToxt Provided by ERI

At least one person from each table will then share with the whole group
either effective strategies used or strategies to try. If the group would like,
the homework sheets may be taken up, compiled, and shared among the

* participants.

Summarize points covered and accomplishments through the group work,
and answer any questions that the participants may have.

For the homework assignment ask participants to provide copies of at
least one of the articles to their faculties and plan a time for discussion
(perhaps at a faculty meeting). :

Ask participants to use their reflection sheets, to revise their action plans
as needed, and/or to complete evaluations of the session.
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Other resources

NCDPL/SI

Carter, Carolyn J., and Klotz, Jack (April 1990). What principals must
know before assuming the role of instructional leader. NASSP
Bulletin, 36-41.

Cash, Jeanie (November/December 1997). What good leaders do. Thrust
Jor Educational Leadership, 22-25.

Collopy, Rachel Buck, and Green, Theresa (September 1995). Using
motivational theory with at-risk children. Educational Leadership,
53(1), 37-40.

Dunn, Kenneth, Ed.D., and Dunn, Rita, Ed.D. (1983). Situational
Leadership for Principals: The School Administrator in Action .
Englewood Cliffs, New Jersey: Prentice-Hall, Inc., Chapter
6—Motivating the Teaching Staff.

Hipp, Kristine A. (May 1997). The impact of principals in sustaining
middle school change. Middle School Journal, 42-45.

Kanthak, Laurel Martin (November/December 1995). Teamwork: profile
of high achieving schools and their leaders. Schools in the Middle
(NASSP), 27-30.

Katzenmeyer, Marilyn, and Moller, Gayle (1996). Awakening the
Sleeping Giant: Leadership Development for Teachers. Thousand
Oaks, California: Corwin Press, Inc.

Kouzes, James M., and Posner, Barry Z. (1987). The Leadership
Challenge: How to Get Extraordinary Things Done in
Organizations. San Francisco, California: Jossey-Bass Inc.,
Publishers.

Wheelock, Anne (October 1993). More students learn more with
untracking. Educational Leadership, 51(2), 82.

Woodcock, Mike, and Francis, Dave (1991). The Self-Made Leader: 25
Structured Activities for Self Development. King of Prussia,
Pennsylvania: Organization Design and Development, Inc.
Activity 20-Developing Others, pages 199-205.

Every Child Can Succeed Video Series—
Part III. Program 4. High Expectations, @ 20 minutes
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Other resources, The Video Journal of Education Series—
contd. Creating Conditions for Success. Featuring Brenda Lyle-Gray.
¢ Program One-Fostering a Positive School Climate, 36 minutes
¢ Program Two-Engaging Students in Successful Learning, 36
‘ minutes
Effective Schools: Building Foundations for School Improvement. With

Larry Lezotte.

¢ Program One-Implementing the Correlates of Effective
Schools, 36 minutes

¢ Program Two-Initiating School Improvement, 33 minutes
Encouraging Motivation Among All Students. Presented by
Raymond Wlodkowski and Margery Ginsberg.
Program One—A Model for Intrinsic Motivation, 35 minutes
Program Two—Culturally Responsive Teaching in the
Classroom, 35 minutes

The Quality School: Teaching Quality and Self-Evaluation. With

William Glasser.

¢ Program One-Establishing a Paradigm for Quality, 24 minutes

¢ Program Two—Self-Evaluation: The Pathway to Real Quality,
25 minutes '
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Section II: Activity 3
Handout—Strategies for Motivating/

Establishing High Expectations

Directions: Read the article ''Motivation Begins With You'" and at least three of the other
articles on motivation and high expectations. For each, list strategies that were included in
the article and indicate with a check mark whether they are ones that you have already
tried and found successful, already tried but found unsuccessful, or would like to try. Also

record any comments you have. Then at the bottom of the page, describe your most
successful strategy for motivating and/or setting high expectations for students and staff.

Already
. Tried, Already

Stratesies Found Tried, Found | Would Like Co ents

strategles Successful | Unsuccessful | to Try mmen
Article 1: "Motivation Begins

With You"
Article 2:
Article 3:
Article 4:

My most effective strategy for motivating and/or setting high expectations for staff and

students:

NCDPV/SI
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® ' Section IT: Activity 3
Notes—Seven Correlates of Effective Schools

Strong instructional leadership

A clear and focused mission

A climate of high expectations for success for all students

A safe, orderly environment

The opportunity to learn and adequate time spent on academic tasks
Frequent monitoring of student progress

Positive home-school relations

List of Seven
Correlates

(National Center for Effective Schools/Research and Development)

Source of The above correlates were copied from A Guide to the School

Information Improvement Process based on Effective Schools Research, Lawrence
Lezotte and Barbara C. Jacoby. ' _

(See Bibliography for complete information necessary to locate this book.)

Additional For additional information on the seven correiates, refer to pages 147
Information through 153 of the above reference.

128
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. - Section II: Activity 3
Handout—Reflection Sheet
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EVALUATION FORM

Title of Presentation:

Presenter(s):

Date:

Location:

Participant’s Position:
School:

Part I
1. What was the most useful part of this session?

2. What did you learn from this session?
[ ]

3. How will this help you in your position?
. ,

Part II

Please indicate your opinion of this session by checking the appropriate column
according to the scale below:

SA=Strongly Agree A=Agree D=Disagree SD=Strongly Disagree

Statement ] SA A D SD
1. The purpose/objectives of the session were clear.

2. The presentation increased my knowledge of the content.

3. The presentation was organized effectively.

4. Activities were appropriate to my needs.

5. The presenter(s) encouraged and allowed time for questions.

6. As an overall evaluation of this session, I consider it worthwhile.

Part III Additional Comments/Suggestions

134
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SECTION II: ACTIVITY 4

To discuss lessons
learned/the role of the
instructional leader in
assuring a sound
curriculum

To model curriculum
alignment techniques

To discuss component of
a good lesson plan

To review lesson plans
from participants' schools
To provide lists of
resources and have
participants check on the
availability of those
resources at their
respective schools

TIME PURPOSE SETTING MATERIALS
1 hour 15 minutes | To formulate definitions | Whole Group Lesson plans brought by
of curriculum alignment | Small Group participants

Overhead projector
Handout/Transp.—
Overview (from
Section II: Activity 3)
Blank transparencies
Transparency marker
Chart paper/Markers
Masking tape
Handout/Transp.—
Lessons Learned (1-5)
Sample from A Topical
Unit on Pets
NCSCOS-English
Language Arts K-12
Curriculum Alignment
Skills Packet
Internet resources—
® lessonPlanl
® JessonPlan2
® Design Your Own
Lesson
Handouts—
Checklists of NCDPI and
commercial resource
materials
Needs/Assets Packet
Handouts—
e Reflection Sheet
e Individual Action Plan
(from Section I:
Activity 1)

Prior assignment

Lesson plans brought by
participants

Q
]: MC NCDPI/SI
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Ask participants to bring in four copies of a lesson plan randomly selected
from among their teachers (no names written on them, please).
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Introduce the
session

Overhead projector
Handout/Transp.—
Overview (from Section
II: Activity 3)

Formulate
definitions of
curriculum
alignment

Blank transparencies
Transparency marker

Discuss lessons
learned

Chart paper
Markers

Masking tape
Handout/
Transp.—Lessons
Learned (1-5)

Model curriculum
alignment
techniques

Sample from A Topical
Unit on Pets
NCSCOS—English
Language Arts K-12

Q
: NCDPLI/SI
ERIC  NeoP

Explain that this session is the second session on Planning for Student
Achievement: What the Instructional Leader Can Do. The trainer
may refer to the Handout/Transparency—Overview—from Section II:
Activity 3. The particular focus of this session is on the curriculum;
more specifically, what the instructional leader can do to assure a sound
curriculum.

Ask that small groups of 3-4 participants formulate definitions of
curriculum alignment. Give each group a blank transparency and
transparency marker(s) and ask that they share their definition with the
whole group.

Again in small groups, ask participants to discuss the instructional leader's
role in assuring a sound curriculum. Ask groups to record their work on
chart paper and report to the whole group. Display their work, and
compile a single document later to redistribute to the whole group.

Some anticipated responses have been included on Handout/
Transparency—Lessons Learned (I1-5). However, these are included for
information only. It is much better for the groups to develop their lists
and have an opportunity for discussion.

Use any of NCDPTI's linking documents from the Linking Curriculum,
Instruction and Testing Series to demonstrate how to link curriculum,
instruction, and testing. As one possibility, a sample from A Topical Unit
on Pets: Grades 3-4 Reading (example: "Slower Than the Rest," by
Cynthis Rylant, and related materials, pages 12-13, 19-20, and 8-9) may
be used, along with relevant sections of the North Carolina Standard

Course of Study and Grade Level Competencies English Language Arts
(Communication Skills) K-12 (pages 47-51, 79-82).

(See Bibliography for complete information necessary to locate these resources.)
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Additional
curriculum
alignment
information/
activities

Curriculum Alignment
Skills Packet

Discuss lesson plans

Chart paper

Markers

Internet resources—

e LessonPlan 1

e LessonPlan2

e Design Your Own
Lesson

Review lesson plans
from participants'
schools

Lesson plans from
participants' schools

Explain homework

Handouts—

Checklists of NCDPI and
commercial resource
materials for reading,
writing, and mathematics
Needs/Assets Assessment
Skills Packet

NCDPV/SI

Refer to the Curriculum Alignment Skills Packet for additional activities
and information.

Ask the whole group to discuss the components of a good lesson plan.
Record components on chart paper. Use the sample lesson plans from the
Internet as handouts for information on lesson plans as well as to share the
Internet resource with teachers.

Refer to RMC Research Corporation's web site for sample lesson plans:
http://www.rmcdenver.com/useguide/lessons/form.html
http://www.rmcdenver.com/useguide/bank/1.html
http://www.rmcdenver.com/useguide/bank/2.html

Ask participants to get into small groups of 3-4 to review the lesson plans
that the participants brought with them. Are lesson plans aligned with the
SCOS? Are objectives clear? Are activities vaned? Is assessment
student-centered?

Explain the importance of staff having curriculum resource materials
available. Provide the participants with both the checklists of NCDPI and
commercial resource materials for reading, writing, and mathematics and
ask that they complete these before the next session. Refer to the
Needs/Assets Assessment Skills Packet for additional resources such as
for high schools.

Follow-up activity (perhaps outside of the workshop setting): Itis
recommended that trainers/NCDPI personnel assemble as many of these
resource materials as possible and give participants an opportunity to
review them. Participants may also wish to include whole faculty or grade
level chairs in the review of the documents. Selection and ordering of
needed materials should be a priority. Contact NCDPI for a publications
catalog and information about available resources.
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Summary Summarize points covered and accomplishments through the group work, .
and answer any questions that the participants may have.

Reflection/ Ask participants to use their reflection sheets, to revise their action plans
Evaluation as needed, and/or to complete evaluations of the session.
Handouts—

e Reflection Sheet

¢ Individual Action
Plan (from Section I:
Activity 1)

| 138
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Other resources

NCDPI/SI

Horn, Jerry G. (Winter 1996). Evaluation—a key to successful changes in

education? Catalyst for Change, 25(2), 5-9.

Sergiovanni, Thomas J. (1987). The Principalship: A Reflective Practice
Perspective. Newton, Massachusetts: Allyn and Bacon, Inc.

The Video Journal of Education Series—

Developing, Aligning, and Auditing Curriculum. Presented by Fenwick

English.
[ ]

Program One-Achieving Curriculum Alignment, 40 minutes
Program Two—Conducting a Curriculum Audit, 41 minutes
Developing Rigorous and Relevant Academic Skills. With
Willard R. Daggett. Two videotape programs, approximately
35 minutes each.
Diversity in the Classroom/Multicultural Education. With Carlos Cortes.
e Program One-Education in a Multicultural Society, 34 minutes
e Program Two-Developing Multicultural Curriculum, 35
minutes
Integrating the Curriculum. Presented by Heidi Hayes Jacobs.
e Program One—Meaningful Learning, 27 minutes
e Program Two-Designing Integrated Curriculum, 25 minutes
Planning for Information and Communication Technology. Presented by
Alan C. November. 42 minutes.
School-to-Work/Career: Elementary, Middle, and High School.
Featuring Richard D. Jones. _
¢ Elementary School-to-Work/Career, 38 minutes
e Middle School-to-Work/Career, 39 minutes
e High School-to-Work/Career, 37 minutes
Technology to Enhance Learning. With Jenelle V. Leonard.
e Program One-Integrating Technology into the Curriculum, 38
minutes ‘
e Program Two—-The Power of Technology in the Classroom, 38
minutes

Leadership Development
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‘Section II: Activity 4
Handout—A Checklist of NCDPI Resource Materials for
Reading, Writing, and Mathematics—K-8

School LEA

Person Completing
Checklist, Date

Schools that have successful K-8 reading, writing, and math programs have been found to use many of the
following resource materials to insure that the written and tested curriculum is taught.

Please review the list in each subject area and identify whether the materials are available to your teachers
in their classrooms, are housed in your school’s professional library, or are not available in your school.
You may want to set up sessions to review any materials that you check as not available in your school.

English/Language Arts Resource Materials Developed by In each In Not available
NCDPI teacher’s professional

classroom library

(as appropriate)

English/Language Arts Standard Course of Study K-12 (revised
1997)

Teacher Handbook, English/Language Arts K-12

Reference Guide for Integrating Curriculum—Grades K-5

Linking Curriculum, Instruction and Testing Series

Grades 3-4, A Topical Unit on Pets

Grades 5-6, A Topical Unit on Relationships Between
Animal and People

Grades 7-8, A Topical Unit on Time

Reading Testlets, Grade 3

Reading Testlets, Grade 4

Reading Testlets, Grade 5

Reading Testlets, Grade 6

Reading Testlets, Grade 7

Reading Testlets, Grade 8§

Teaching Narrative: Write on

Literature To Be Read Aloud

Writing in the Real World: The Primary Grades

Evaluating and Improving Student Writing and Writing
Instruction: A Systematic Approach

Spelling In Use

Literacy Strategies

A Five-Year Plan for Reading InService

The North Carolina Guide to the Early Years for Children Ages
3-7

Language Arts 19-2™ Grade Assessment Materials

150 BESTCOPY AVAILABLE
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Mathematics Resource Materials Developed by NCDPI In each In Not
teacher’s professional | available
classroom library
(as appropriate)

Mathematics Standard Course of Study K-12

Teacher Handbook, Mathematics K-12

Reference Guide for Integrating Curriculum—Grades K 5

Linking Curriculum, Instruction and Testing Series

Grades 3-8, The Data Collection, Display and Interpretation
Strand

Grades 3-8, Patterns, Relationships, Pre- Algebra

Grades 3-8, The Geometry Strand

Grades 3-8, The Problem-Solving Strand

Item Bank Testlets

Mathematics Testlets, Grade 3

Mathematics Testlets, Grade 4

Mathematics Testlets, Grade 5

Mathematics Testlets, Grade 6

Mathematics Testlets, Grade 7

Mathematics Testlets, Grade 8

Strategies for Instruction in Mathematics and Activities for
Instruction and Assessment

Kindergarten Strategies

Grade 1 Strategies

Grade 2 Strategies

Grade 3 Strategies

Grade 4 Strategies

Grade S Strategies

Superstars II, Primary

Superstars II, Intermediate

Superstars II, Grade 6

Resources for Algebra

Mathematics Matrices

Grade 1 Observation Matrix

Grade 2 Observation Matrix

Grade 3 Observation Matrix

Grade 4 Observation Matrix

Grade 5 Observation Matrix

Grade 6 Observation Matrix

Grade 7 Observation Matrix .

Grade 8 Observation Matrix

Geometry Strategies, Grades 6-8

MathStars, Problem Solving Newsletter

Mathematics 1%-2™ Grade Assessment Materials

191
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o Section II: Activity 4
Handout—A Checklist of Commercial Resource
Materials for Reading, Writing, and Mathematics—K-8

School LEA

Person Completing
Checklist, Date

Schools that have successful K-8 reading, writing, and math programs have been found to use many of the
following resource materials to insure that the written and tested curriculum is taught.

Please review the list in each subject area and identify whether the materials are available to your teachers
in their classrooms, are housed in your school’s professional library, or are not available in your school.
You may want to set up sessions to review any materials that you check as not available in your school.

Commercial English/Language Arts Resource Materials Ineach In Not
teacher’s professional | available
classroom library
(as appropriate)

The North Carolina Reading Coach, End-of-Grade Reading Test,
Grade 3 (Educational Design, Inc.)

The North Carolina Reading Coach, End-of-Grade Reading Test,

. Grade 4 (Educational Design, Inc.)
The North Carolina Reading Coach, End-of-Grade Reading Test,
- Grade 5 (Educational Design, Inc.)

The North Carolina Reading Coach, End-of-Grade Reading Test,
Grade 6 (Educational Design, Inc.)

The North Carolina Reading Coach, End-of-Grade Reading Test,
Grade 7 (Educational Design, Inc.)

The North Carolina Reading Coach, End-of-Grade Reading Test,
Grade 8 (Educational Design, Inc.)

The North Carolina Writing Coach, End-of-Grade Writing Test,
Grade 4 (Educational Design, Inc.)

Blast Off, Grade 3

Blast Off, Grade 4

Blast Off, Grade 5

Blast Off, Grade 6

Blast Off, Grade 7

Blast Off, Grade 8

Alternatives to Worksheets (Creative Teaching Press)

Read-Write-Publish (Creative Teaching Press)

Wright Group Story Box Sets, Grades K-2 (Wright Group)

Others

. - BEST COPY AVAILABLE
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Commercial Mathematics Resource Materials

In each
teacher’s
classroom

(as appropriate)

In Not
professional | available
library

The North Carolina Mathematics Coach, End-of-Grade
Mathematics Test, Grade 3 (Educational Design, Inc.)

The North Carolina Mathematics Coach, End-of-Grade
Mathematics Test, Grade 4 (Educational Design, Inc.)

Blast Off, Grade 3

Blast Off, Grade 4

Blast Off, Grade 5

Blast Off, Grade 6

Blast Off, Grade 7

Blast Off, Grade 8

QOthers

NCDPI/SI
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