Application for State Approval of Central Office Preparation Programs

Michigan Department of Education, Office of Professional Preparation Services

P.O. Box 30008, Lansing, Michigan 48909

Phone:  (517) 241-4546     Fax:  (517) 373-0542

Directions:

· For each new, amended, or experimental program, a separate application is required.  

· Application and all documentation are to be submitted electronically.  

· Fax or mail only the cover page that is signed by the unit head.  
· All correspondence regarding this application should be addressed to the consultant/coordinator identified in Section VIII of this document.  
	I.
Application Information

	Institution
	

	Date of this Application
	

	Name and Title of Unit Head
	

	Signature of Unit Head
	


	II.
Contact Information for Questions Related to This Application

	Contact Person’s Name and Title
	

	Contact Person’s Phone Number
	

	Contact Person’s Fax Number
	

	Contact Person’s E-Mail Address
	


	III.
Type of Request for Approval                              (Indicate One)

	New program for institution
	

	Compliance with State Board of Education new or modified program criteria
	

	Program amendment (See Section VIII for guidelines)
	


	IV.
Institutional Representatives

	Please list individuals available to serve on Michigan Department of Education Ad-Hoc Committees related to this Specialty Program (e.g., program review, standards development, test development, forum planning).  Include both higher education faculty and K-12 representatives.

	Name/Title
	Specialty
	Mailing Address
	E-Mail Address
	Phone
	Fax

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	V.
Program Information

	Program Summary
	Prepare a program narrative which:
Describes the philosophy, rationale, and objectives of the program and explains how the program is consistent with the philosophy and rationale, the sequence of courses and/or experiences to develop an understanding of the structures, skills, core concepts, ideas, values, facts, methods of inquiry, and uses of technology.
Complete Application Attachment 1 showing the required and elective courses for this program.  This list should include the following information.  

· Contact person for specialty program.

· Course title and number.

· Number of semester hours for required and elective courses.



	VI.
Content Guidelines/Standards Matrix

	Use the Content Guidelines/Standards Matrix approved by the Michigan State Board of Education as a guide to complete the narrative. The location is 
http://www.michigan.gov/documents/SBE_Item_Stds_for_Prep_of_School_Principals_Feb_04_
86551_7.doc 



	VII.
Supporting Documentation

	
	· Include courses, standards addressed, instructors, key outcomes and objectives, key assignments, key assessments on the Summary of Standards Matrix (Application Attachment 2), and rubrics associated with assignments.


	VIII.
Guidelines for Applying for Amendments to Current School Principal Preparation Programs

	If the amendment is very minor (e.g., change in a course number(s), change in course sequence, minor modification to a course, etc.) and does not affect how the program standards are met, the amendment may be described in a letter to the Office of Professional Preparation Services.  Minor amendments do not require official State approval and are filed with program documentation previously submitted.  If the proposed amendment is not clear, or if more information is needed, the institution will be contacted by the Office of Professional Preparation.  Once approved, the description of the amendment will be attached to the program application that is currently on file.

If the amendment is more extensive, or is submitted in response to new state standards, a complete Application for State Approval of School Principal Preparation Programs should be submitted to the Office of Professional Preparation Services.  (Institutions may copy, for inclusion in the new application, any sections of the previously approved application that have not been affected by the amendment.)  

Contact Information for Program Review Consultants

All communication regarding the approval of school principal preparation programs should be addressed to the following individual:

Rajah Smart
517-335-6615
Smartr@michigan.gov



Application Attachment 1

MICHIGAN DEPARTMENT OF EDUCATION

PERIODIC REVIEW/PROGRAM EVALUATION
SUMMARY OF COURSE REQUIREMENTS FOR SCHOOL PRINCIPAL PROGRAM

	Institution:
	
	Date:
	


	Name of Graduate Education Program:
	


	Standards: 
	
	Standards Date
	


	Contact Person(s):
	


Directions:  On the matrix below, please list the required courses for the graduate education program and include the course number and number of semester hours.

	Course Title
	Prerequisite
(if applicable)
	Course

Number
	Semester

Hours *

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total number of SEMESTER HOURS required for this program:

*
If the institution assigns a different type of credit, please convert to semester hours.
	
	


Please provide descriptions of all courses contained on the above listing.  Descriptions must provide enough information to show that standards could logically be met in these courses.
Application Attachment 2
SUMMARY OF STANDARDS MATRIX
	Provider:
	
	Date:
	


Please include all of the following information, including those who may be temporary or non-tenure stream.  
	Course 


	Standards Addressed
	Instructor/

Education (MA/PhD)
	Key outcomes/

objectives
	Key Assignments
	Key Assessments

	Using Technology to Improve School Environment 
	7.0 – 7.31
	Dr. John Doe, MAED, Ph.D
	Students learn to use technology to improve school systems; improve evaluation; interpret and disseminate data.
	Obtain copy of district strategic plan and critique; Reflections on technology standard paper; 
	Research technology that can be used to improve school/district and present uses; Design strategic plan for implementing technology plan for school/district.  
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