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PURPOSE OF HANDBOOK 

The purpose of the Educational Administration Handbook is to support and provide 

candidates and supervisors with necessary information regarding National University's 

School Administration Program. The Handbook is to be used as a reference and resource 

guide for the duration of the candidate’s program. The handbook includes all the necessary 

forms for completion of fieldwork experiences (EDA 600) as well as links to other valuable 

outside resources.  (It is important that the candidate saves an electronic copy of this 

Handbook, s/he may also want to print a copy, as well.) This Handbook is divided into four 

sections: 

Section I: University Policies and Procedures, Statement on Professional Ethics, 

Advisement Information, and Program Contact Information 

Section II: Program Overview, Program Completion Options, National Accreditation 

Standards, and California Administrative Performance Expectations (CAPE), 

Program Learning Outcomes, Program Admission Information, and the Program Exit 

Process. 

Section III: All information regarding Clinical Instruction, including Field 

Experience/Internship Requirements, Candidate Roles and Responsibilities, Field 

Experience/Internship Site Visits and Courses. 

Section IV: All forms and supporting documents required of candidates and their 

supervisors to complete the Educational Administration Programs. 
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SECTION I: GENERAL INFORMATION 

Graduate School Policies 

All candidates in the Preliminary Administrative Services Credential and M.S. in Educational 

Administration degree programs must comply with all National University and School of 

Education candidate policies as detailed in the Graduate Handbook. Pertinent policies 

include maintaining an overall 3.0 GPA in the program, maintaining continuous enrollment, 

completion of all graduation requirements within seven years, and satisfying the university 

residency requirement of at least 45 credits toward the M.S. degree completed at National 

University. The candidate should refer to the National University Catalog that s/he “adopted” 

upon entrance into the program for more details, and/or contact her/his Admissions Advisor. 

Candidates with Disabilities 

The Educational Administration Program welcomes candidates from diverse backgrounds 

including individuals with disabilities. Prospective candidates should be aware of the 

essential abilities that are required in order to work as a school administrator. Prospective 

candidates with questions or concerns about their potential to meet the degree and 

certification requirements are encouraged to discuss this issue with a faculty member upon 

admission and prior to enrolling in the Educational Administration M.S. degree and/or 

Preliminary Administrative Services credential program. 

Upon admission to the Educational Administration Program, candidates with disabilities 

should contact the Office of Special Services at (858) 642-8058 or at: 

specialservices@nu.edu . Additional information can also be found in the candidate’s 

Catalog. 

Please note the following information derived from the published “ADA Accommodations 

Fact Sheet” supplied by the National University Office of Special Services. 

1. Educational Administration program candidates seeking curriculum accommodations 

due to a disability, must submit an application along with supporting documentation 

from the appropriate licensed professional to the Office of Special Services; the four 

steps to apply for services through the Office of Special Services are outlined in 

more detail at: 

http://www.nu.edu/OurPrograms/StudentServices/ServicesfortheDisabl/Getting-

Started.html  Accommodations may include, but are not limited to, extended testing 

time, note taking, use of an audio recorder, and provision of American Sign 

Language interpreters, among others.  Accommodations are individualized and 

prescribed on a case by case basis.  Further, accommodations are designed to 

provide equal access without interfering with the essential components of the 

curriculum.   

2. Once a candidate is registered with the Office of Special Services and is approved to 

receive curriculum accommodations due to a disability, the Accessibility Services 

Coordinator through the Office of Special Services, will provide an accommodation 

mailto:specialservices@nu.edu
http://www.nu.edu/OurPrograms/StudentServices/ServicesfortheDisabl/Getting-Started.html
http://www.nu.edu/OurPrograms/StudentServices/ServicesfortheDisabl/Getting-Started.html
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letter to the candidate. It is the candidate's responsibility to provide the 

accommodation letter to his/her instructor in a timely fashion (a candidate may or 

may not elect to use the accommodation) to allow for the accommodation 

arrangements. 

3. A letter is sent to the instructor informing her/him them that a candidate enrolled in 

the class may approach him/her with an approved accommodation letter.  The letter 

will not disclose the identity of the candidate due to confidentiality. Instead, the 

notification alerts the instructor that a candidate may approach him/her with 

accommodation letter listing prescribed accommodations.   It is the decision of the 

student registered with the Office of Special Services whether or not he/she chooses 

to use an approved curriculum accommodation.  In order for a candidate to use an 

approved accommodation, it is the candidate’s responsibility to present the 

accommodation letter, in electronic or hard copy, to the instructor.  It is important to 

note that the student must present the Accommodation Letter to the instructor in a 

timely fashion to allow accommodation arrangements (e.g. extended testing time) to 

be made; accommodations are not retroactive. 

4. Students approved for onsite testing accommodations must complete and submit a 

Test Accommodation Form at least five days prior to the test date and adhere to the 

Test Accommodation Guidelines.   

5. Under no circumstances should a faculty member allow a candidate any type of 

accommodations without an accommodation letter on National University letterhead. 

Office of Special Services Contact Information: 

e-mail: sas@nu.edu 
Website: http://www.nu.edu/sas 
 

J.B. Robinson, PhD  P: (858) 521-3912; F:(858) 521-3996 
Manager 
jrobinson2@nu.edu 
 
Nicole Locker, MS, CRC  P: (858) 521-3967; F:(858) 521-3996 
Assistant Manager 
sas@nu.edu 
 
Sheyvon Fullwood, MA, PCCI  P: (858) 521-3967; F: (858) 521-3996 
Student Accessibility Services Coordinator 
sas@nu.edu 
 
Regina Fernandez-Orozco P: (858) 521-3436 
Coordinator, Assistive Technology & Alternate Media 
accessiblemedia@nu.edu 
 

mailto:sas@nu.edu
http://www.nu.edu/sas
mailto:jrobinson2@nu.edu
mailto:sas@nu.edu
mailto:sas@nu.edu
mailto:accessiblemedia@nu.edu
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Amanda Rose P: (858) 521-3969; F: (858) 521-3436 
Coordinator, Deaf & Hard of Hearing Services 
dhhsas@nu.edu 
 
 

Professional Ethics 

The National University Educational Administration program places a strong emphasis on 

ethical practice and decision-making, holding itself and its candidates to the ethical 

standards of the American Association of School Administrators (AASA) Professors, 

candidates, and supervisors are all expected to maintain a professional school administrator 

identity and to act in accordance with the professional codes of ethics. 

Advisement Roles 

National University offers a four-pronged support system for candidates upon admissions 

and throughout their programs. Below, each of these “prongs’ is described. 

Admissions Advisor: 

 Advise candidate regarding admissions requirements, transfer credit, academic 

standards. 

 Assist candidate with the course scheduling, processing, special requests, providing 

resource information regarding Internet access, learning resource centers, writing 

center, etc. 

Credential Program Specialist: 

 Provide information to candidates as to National University and California 

Commission on Teacher Credentialing (CTC) requirements in order to obtain a 

California Administrative Services credential. 

 Advise candidates on obtaining all necessary documentation (examinations, etc.). 

 Maintain database and candidate files with continued submission of candidate 

documentation while maintaining confidentiality of credential files. 

 Schedule specialized credential courses including the Field Experience. 

 Conduct exit interviews, ensuring all university and CTC requirements are met. 

 Faculty Advisor:  

 Advise candidates on details of the program and profession. 

 Review previous coursework for prerequisites and course work equivalencies. 

 Complete Program worksheet with candidate outline courses that are required for 

each individual candidate, based on the current catalog of enrollment and previous 

coursework. 

 Advise candidate as needed throughout the program 

mailto:dhhsas@nu.edu
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Financial Aid Advisor Specialist: 

 Provide candidates with all pertinent information regarding Federal Aid including, but 

not limited to, Federal Student Loans.  

 Assist candidates in completing Federal Aid applications. 

Program Faculty Contact Information 

 

Program Lead Faculty:  

R.D. Nordgren, Ph.D. (858) 642-8144; rnordgren@nu.edu 

Department Chair:  

Dina Pacis, Ed.D. (858) 642-8351 

 

Faculty Advisors by Region: 

 

San Diego: Dan Cunniff, Ph.D.; (858) 642-8144; dcunniff@nu.edu 

Costa Mesa: Wayne Padover, Ph.D.; (714) 429-5143; wpadover@nu.edu 

Dan Giles, M.Ed.; (858) 642-8000; dgiles@nu.edu 

Los Angeles: Teri Marcos, Ed.D.; (310)-662-2015; TMarcos@nu.edu 

Stockton/Sacramento/Redding: Glenn Sewell, Ed.D.; (209) 795-7271; gsewell@nu.edu 

San Bernardino/Ontario: David Kurth, Ph.D.; (909) 806-3300; dkurth@nu.edu 

San Jose: Clifford Tyler, Ph.D.; (408) 236-1135; ctyler@nu.edu 

Fresno/Bakersfield: Terri Pieretti, Ed.D.; (559)-256-4930; TPieretti@nu.edu 

 

 

SECTION II: PROGRAM OVERVIEW 

Introduction 

National University's Master of Science in Educational Administration and Preliminary 

Administrative Services Credential programs strive to provide the best school administration 

practices in educational settings. Toward this end, the curriculum provides foundational 

knowledge in leadership skills and experience in the areas of school leadership and 

management, contemporary and multicultural/diversity issues, school budgeting and 

resource management, school law and policy issues, curriculum and instructional 

leadership, ethical knowledge and skills, problem solving and decision-making skills, as well 

as developing educational research skills.  Clinical experiences, including field 

experience/internships with experienced supervisors, are a central component of the 

education and training candidates receive, and allow the candidate to apply acquired 

knowledge and professional skills in field-based settings. 

mailto:wpadover@nu.edu
mailto:ctyler@nu.edu
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Mission Statement 

The mission of the Educational Administration Program is to prepare candidates for 

effective and satisfying careers as professional and ethical school administrators working 

with all school stakeholders including students, parents/guardians, teachers, staff, and the 

community.  It emphasizes the school administrator’s role as a leader and advocate for 

positive institutional transformation to improve the schooling environment and practices to 

improve student achievement. The goal of the program is to convey a comprehensive 

developmental approach to school leadership theory, research, and practice focused on 

major educational leadership and management concepts .The faculty are committed to 

providing excellence in teaching and continual improvement of the curriculum and 

instructional practices. 

Course Format 

All courses are taught in either a one or two-month format.  Courses are offered in one of 

three modalities: Onsite, Online, or Hybrid (partially online, partially onsite). 

The Two Program Options 

1. MS in Educational Administration with Preliminary Administrative Services 

Credential  

This option is recommended for candidates who wish to practice as a licensed school 

administrator and have no earned master’s degree. Forty-five quarter credits (10 courses) 

are required and these are usually completed on a part-time basis. This option includes 

extensive coursework including a fieldwork experience course and completion of two 

educational research courses which include an Action Research project of the candidate’s 

choice. Candidates participating in this option will receive the M.S. degree and be 

recommended for the Preliminary Administrative Services Credential.  

2. Preliminary Administrative Services Credential  

This option is for candidates who only wish to complete coursework in order to apply for the 

Preliminary Administrative Services Credential.  Candidates might choose this option if they 

want to be a school administrator, (K-12), and are only interested in applying to the CTC for 

this credential.  This program requires candidates to complete 36 quarter units in eight 

courses.  One of the eight courses is a Fieldwork/Internship course for mastery of the 

Program Learning Outcomes; this course is taken in conjunction with the other seven 

courses.  If you are unsure which option is best for your particular situation, it is 

recommended that you contact the educational administration program faculty in your area. 

Contact information is provided at the end of Section I. 

National Accreditation and Program Standards 

When enrolled in the Educational Administration program at National University, candidates 

are receiving an education that complies with the highest professional standards. The 

program is accredited by the California Commission on Teacher Credentials (CCTC).  

Additionally, the program itself requires candidates to demonstrate mastery of a series of 
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highly rigorous Program Learning Outcomes (PLOs) before credential recommendation 

and/or degree conferral.  Following are the current Educational Administration Program 

Learning Outcomes. 

Program Learning Outcomes 

Candidates, who successfully complete the National University Master’s Degree in 

Educational Administration and/or the Preliminary Administrative Services Programs, will be 

able to: 

1 – (Visionary Leadership) Analyze the process for creating, stewarding, and communicating a 

shared vision that includes school-wide goals for improving teaching and learning.  

2 – (Instructional and Curriculum Leadership) Examine the role of the instructional leader in the 

context of the stewardship of effective instructional practices.  

3 (Curriculum Leadership) Examine the role of the instructional leader in the context of 

curriculum development, implementation, and assessment.  

4 – (School Improvement Leadership) Analyze the collaborative, ongoing processes of data-

based school growth plans. 

5 – (Professional Improvement and Growth Leadership) Critique systems for the provision of 

professional growth opportunities for school teachers, staff, and administrators. 

6 – (Organizational and Systems Leadership) Examine the complex Interaction of all of a 

school’s systems to promote teaching and learning. 

7 – (Community Leadership) Analyze ways in which a school can engage their communities to 

promote the shared vision. 

8 - (Research Component for Master’s Degree, only) Examine a topic related to educational 
leadership through the lens of a researcher. 

Program Admission Information 

 

1. To be enrolled into the MS in Educational Administration with Preliminary 

Administrative Services Credential and Preliminary Administrative Services 

Credential program the complete the following: 

 Meeting with an Admissions Advisor interview to plan for the candidate's program 

of studies. The program of study will be completed using the courses listed in the 

course catalog. All course descriptions can be found in the current Course 

Catalog which can be accessed at: http://www.nu.edu/OurPrograms/Catalog.html 

http://www.nu.edu/OurPrograms/Catalog.html
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2. To be fully accepted into the Preliminary Administrative Services Credential 

program, candidates must return a completed Credential Packet to the Credentials 

Department.  

This includes the following: 

 Acknowledgement of Terms and Agreements 

 Request for Field Experience Placement  

 Negative TB results 

 Basic Skills Assessment (e.g. CBEST) attempt or passage 

 Valid Prerequisite Teaching Credential 

Additional information regarding required experience: 

The University cannot recommend for the Preliminary Credential without verification 

of a candidate’s five years of full-time experience and a valid clear California 

credential.  

Transfer of Credits 

Master’s and credential candidates or Master’s only candidates may transfer up to three 

graduate courses from a regionally accredited institution with a grade of B or better, if 

completed within the past seven years. Coursework that is more than seven years old 

cannot be transferred into the credential or degree programs. All graduate level courses can 

only be approved for transfer by a Faculty Advisor, not an Admissions Advisor. 

To apply for a course waiver to transfer credits, candidates must meet with the Faculty 

Advisor or ask their Admissions Advisor to submit a petition to the Faculty Advisor. 

Candidates must supply copies of transcripts referring to the course they wish to waive. In 

some cases, the course description on the transcript may not be clear, and necessitate 

reviewing the graduate catalog description. In rare cases, if the catalog description is not 

available or still not descriptive enough, the course syllabus may need to be reviewed. If the 

course waiver to transfer credits is approved, the candidate is exempt from taking the 

course at National University and the credit will be transferred. However, the candidate 

must still fulfill all residency requirements found in the Catalog. 

Program Coursework 

Each candidate’s specific program of study will depend on the Catalog in place upon 

acceptance to the program.  

To receive a Master of Science in Educational Administration, students must complete at 

least 45 quarter units of graduate work. A total of 4.5 quarter units of graduate credit may be 

granted for equivalent graduate work completed at another institution, as it applies to this 

degree and if the units were not used in earning another advanced degree. Course 

equivalence cannot be granted for life experience.  

Preliminary Administrative Services Credential 
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 (8 courses; 36 quarter units)  

 

 

 

 

 

 

 

 

Master of 

Science in 

Educational 

Administration 

with 

Preliminary 

Administrative 

Services 

Credential 

 (10 courses; 45 quarter units)  

The eight courses above plus the following two course taken after EDA 600 is successfully 

completed: 

 

 

 

 

Assessment of Candidates 

The Educational Administration program at National University utilizes a multifaceted 

assessment plan that yields formative and summative data regarding individual candidate 

progress and program efficacy. Assessment of the various learning objectives at the course 

and candidate level is carried out via homework assignments, quizzes, term papers, class 

presentations, discussion board threads, written reports and candidate portfolios. These 

assessments serve as artifacts for candidate portfolios and provide formative data regarding 

the Program and State Standards.  

In addition, the Educational Administration Program has developed many rubrics that are 

used for evaluation of candidate work and performance. Each rubric is an evaluation tool 

with specific course content criteria that are typically assessed on a graduated continuum. 

All program courses have a “significant assignment” that best meets the intent of the course 

learning goals.  All significant assignment have rubris developed for them. 

Course Number Course Title Sequence 
EDA 600 Applications in Leadership Month 1 or 2. Three-month 

course that must extend to 
end of program with an In-
progress assigned after 
month 3. 

EDA 652  Visionary Leadership Month 1 

EDA 653  

 
Curriculum Leadership Month 2 

EDA 654 Instructional Leadership Month 3 

EDA 655  School Improvement 
Leadership 

Month4 

EDA 656  Professional Learning and 
Growth Leadership 

Month 5 

EDA 657  Organizational and Systems 
Leadership 

Month 6 

EDA 658  Community Leadership Month 7 

Course Number Course Title Sequence 

ILD 625  Educational Research Months 8 & 9, or upon 
completion of EDA 600 

EDA 637  Action Research Month 10, 11, & 12 or 
upon completion of ILD 625 
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Rubrics have several advantages including clarifying standards to learners, describing a 

range of quality from poor to outstanding, facilitating a learner's self-appraisal of work or 

performance, and increasing the responsibility a learner assumes for work and 

performance. Finally, rubrics provide a common tool that faculty and supervisors may use 

for evaluation across different types of courses, work products, and professional 

performance. 

Candidate Dispositions 

Candidate dispositions are an evaluative tool used to determine a candidate’s development 

of professional skills, dispositions, and ongoing goodness of fit with the profession. The 

dispositions form is completed three times throughout the program in the EDA 600 course. 

Any score of inadequate on a dispositions form may trigger a candidate review and possible 

remediation steps and the development of a Candidate Assistance Plan.  

Research Core 

All candidates pursuing a master's degree must demonstrate competency in academic 

research by completing either an action research project. All candidates must enroll in ILD 

625 Educational Research, a foundational research class. Subsequently, all candidates will 

then enroll in EDA 637 Action Research to design and implement their projects. 

EDA 637: Educational Administration Action Research is designed to include relevant 

aspects of professional writing while remaining focused on the practical needs of educators. 

Candidates design and required to complete an IRB-approved (if applicable) research 

project that is based upon a practical problem (usually located within the school setting) that 

culminates in an analysis of data that is gathered on-site and a verified presentation to an 

appropriate audience. 

This class is scheduled for three months, meets once a week and at the end of that time a 

grade of an In-Progress may be posted, extending the course nine additional months. No 

additional extensions may be given. Grading is by IP, H, S, or U, only. 

Institutional Review Board (IRB) 

Prior to collecting any data and/or interaction with human subjects, candidates must 

complete training on research with human subjects. A proposal must first be submitted to 

and approved by the National University Institutional Review Board. Current procedures for 

the training and proposal submission are available at IRBNet.Org. Candidates must also 

have a current faculty advisor overseeing any research and provide them full access to their 

proposals. 

Credential Program Exit Process 

Candidates must meet with a Credential Program Specialist to exit their program. An exit 

checklist is completed for each candidate to ensure that all state and program requirements 

are met. In addition to meeting the admissions and field experience requirements, 
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candidates must also complete and return the following evidence prior to credential 

recommendation: 

 Possession a Valid California Clear Teaching or Services Credential (with at least 

one year remaining on document) 

 Verification of five years of experience (must be in the area of the credential held) 

 All credential program coursework (3.0 GPA Grades of “D”, “F” and “U” are not 

accepted) 

 A zero account balance 

All test results must remain valid in order to apply for credential, except for negative TB test 

results. 

Candidates are issued a Certificate of Eligibility upon completion of the program. Unless 

candidate provides a completed “Verification of Employment as an Administrator” (CL-777) 

form with the credential application, in which case the candidate will be recommended for 

the credential. 

Candidate Assistance Process 

In addition to university policies in these areas, the Sanford College of Education has 

established knowledge, skills and dispositions based upon the Conceptual Framework and 

the values of National University.  These knowledge, skills and dispositions provide a 

foundation for the type of educator we wish to prepare for today’s schools. 

Within the Sanford College of Education, each program has identified knowledge, skills and 

dispositions necessary for specific educational roles.  The knowledge, skills and 

dispositions are based upon the unit’s Conceptual Framework, California Commission on 

Teacher Credentialing (CTC) preparation standards, Council for the Accreditation of 

Educational Preparation (CAEP) standards and professional organization standards 

There may be times when candidates need assistance in order to more effectively 

demonstrate the appropriate level of knowledge, skills and dispositions for the role for which 

they are preparing.  In these cases, the Sanford College of Education provides a Candidate 

Assistance Process that is progressive, based upon each program’s needs and 

individualized for each situation and each candidate.   

Candidate Progress Alert (CPA) 

When an instructor becomes aware that a candidate needs assistance to effectively 

demonstrate the appropriate knowledge, skills and/or dispositions within his/her program, a 

Candidate Progress Alert will be initiated by that instructor.  This is the first step in the 

Candidate Assistance Process that is intended to be supportive, based upon each 

program’s standards and individualized to the candidate.  
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A Candidate Progress Alert includes areas for attention, actions to be taken, due dates for 

completion and a section for evidence to be provided by the candidate in order to 

demonstrate growth.   

General Steps: 

1. Candidate and instructor meet to review the Candidate Progress Alert to ensure that 

the information is clear, actions and due dates understood and signatures secured.  

A candidate’s signature on the Candidate Progress Alert acknowledges receipt of 

the Candidate Progress Alert.  Some candidates may elect not to sign the Candidate 

Progress Alert.  In those cases, that information is noted on the Progress Alert and a 

copy still given to the candidate. 

2. Instructors can either email a copy of the form (either as a word document or pdf) or 

deliver a paper copy to the department contact. They then forward that information to 

a Credentials Office member.  Candidate Progress Alert is scanned into Singularity. 

Two Credentials Office staff receives notification of the Progress Alert and will 

forward information on Alerts that may need follow up by others to Department 

Chairs. 

3. Service indicators will be used to help note when a candidate has received a plan, or 

is still working on one.   

4. Instructors who initiate a Candidate Progress Alert are to notify the Course Lead 

Faculty. 

5. The Course Lead Faculty and instructor determine who is to follow up with the 

candidate if the activities will take longer than the length of the course. 

Candidate Assistance Plan (CAP) 

A candidate assistance plan can be initiated either because a candidate has not 

successfully completed the Candidate Progress Alert, or if a candidate exhibits a noticeable 

lack of appropriate program knowledge, skills or dispositions. The Candidate Assistance 

Plan notes the specific areas for candidate improvement, actions to be taken for 

improvement and due dates. If the candidate has accommodations on file with the Office of 

Student Services, these are to be considered in the plan.  

General Steps: 

1. A copy of the Candidate Assistance Plan is filed in SOAR through Workflow and a 

notice of the file is shared with the appropriate Department Chair and the Office of 

Student Services.  

2. If a candidate has not previously requested accommodations with the Office of 

Student Services, they may do so upon receipt of a Candidate Assistance Plan.   

3. The instructor initiating the Candidate Assistance Plan is to notify the Course Lead 

for notification of the process. 

4. Resolution of the Candidate Assistance Plan is to be recorded on the plan  
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Unsatisfactory Completion of Candidate Assistance Plan 

1. Candidate is notified that the plan and all evidence as well as a recommendation for 

candidate status are being forwarded to the Program Lead and Department Chair. 

2. Program Lead and Department Chair review plan and evidence.  They make a 

recommendation to the Dean with a copy to the Office of Student Services 

3. Sanford College of Education Dean determines action and notifies candidate by 

mail. 
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SECTION III: CLINICAL PRACTICE OVERVIEW 

Field Experience is where you will apply your theory-based skills and knowledge in a real-

world setting and is the culminating practice experience of your program. Reflections for 

identified signature assignments from each of the “theory-based courses” will be completed 

by candidates and uploaded by candidates into the Field Experience Portfolio.  

EDA 600B Degree Field Experience- REQUIRED FOR: CANDIDATES SEEKING 

CREDENTIAL 

EDA 600C MASTERS ONLY CANDIDATES 

EDA 600I CANDIDATES WHO HOLD A VALID ADMINISTRATIVE SERVICES 

UNIVERSITY INTERNSHIP CREDENTIAL 

Field Experience for Non-Intern CA Credential Candidates (EDA 600) 

Candidates engage in practicum experiences during the course of their participation. To 

receive credit, twelve (12) activities (two for each of the six-CTC prescribed areas) must be 

completed at a school or the district office under the supervision of a credentialed 

administrator.  

Candidates engage in practicum experiences during the course of their participation. 

Candidates must be enrolled in their Field Experience course no later than the 2nd course in 

their program. EDA 600 taken concurrently with theory-based courses. Field Experience 

before all “theory-based” courses are completed (EDA 652, EDA 653, EDA 654, EDA 655, 

EDA 656, EDA 657, and EDA 658). This allows students to apply theory and concepts 

learned in core program courses to their field experience.  

EDA 600B will be scheduled for 8 months whereupon they will receive a grade of “IP” for in-

progress. Grade to extend the course up to one year. No additional extensions can be 

granted. 

Field Experience for University Intern CA Credential Candidates (EDA 600) 

Candidates engage in practicum experiences during the course of their participation. To 

receive credit, twelve (12) activities (two for each of the six-CTC prescribed areas) must be 

completed at a school or the district office under the supervision of a credentialed 

administrator.  

Candidates engage in practicum experiences during the course of their participation. 

Candidates are eligible to start their Field Experience course after having been cleared by 

their Credentials Analyst.  As a result, candidates will be taking their Field Experience 

concurrently with all “theory-based” courses are completed (EDA 652, EDA 653, EDA 654, 

EDA 655, EDA 656, EDA 657, and EDA 658). Candidates who fall into this master’s-only 

category should complete reflections for signature assignments and upload them into their 

Field Experience Portfolios upon completion of each “theory-based” course.  
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University interns will be scheduled for 12 months. This is a CTC requirement. Candidates 

must complete this course with a grade of B or better.  

The University internship route provides an opportunity for candidates who have been 

offered employment to complete his or her field experience, while employed in an 

appropriate position as a school administrator. This experience is a partnership between the 

candidate, National University, and the employer meant to support the candidate in an 

environment similar to that authorized by the preliminary credential obtained at the end of 

the program. Candidates on probation or permanent academic probation are not eligible for 

a National University internship program.  

 

Once intern eligible, candidates must apply for an Internship Credential which is valid for 

two years. All candidates participating in the Administrative Services University Internship 

program must serve a minimum of one full year in the internship position to be 

recommended for the Preliminary credential. Candidates who are interested in becoming a 

university intern must complete and show verification of all prerequisite requirements and 

go through the internship eligibility process to determine suitability for the internship 

program (see below). 

 

Prerequisite Requirements 

 Possession of a valid Clear, Life, General, or Services credential. A preliminary 

credential or day to day or short term teaching permit does not qualify as an 

accepted credential for admission. 

 Passage of a Basic Skills Assessment. 

 Five years of experience while in the possession of a valid California emergency 

permit and/or teaching credential, requiring the possession of a baccalaureate 

degree.  

 A letter of application stating the candidate’s qualifications for admission to the 

internship program, plus three letters of recommendation, one of the three must be 

from superintendent or district representative* 

 Agreement on file between the employing District, School or Agency and National 

University 

 Negative TB test (valid within the last four years) 

 3.0 GPA (grades of “D” and “F” are not accepted) 

 Maintain zero account balance 

 

*All candidates must furnish three letters of recommendation from the district discussing 

his/her prospects for success in the program. One of the letters must be from the 

superintendent or the superintendent’s designee pledging district support of the candidate. 

 

Eligibility Requirements 
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In addition to completion of all internship prerequisites, candidates are required to verify 

completion of the following Intern Eligibility: 

1. Verification of internship program prerequisites 

2. District or agency offer of employment for the intern as a full time administrator in a 

setting appropriate for the credential being sought 

3. Verification of intern eligibility determined in an interview by lead internship faculty 

 

Field Experience for Master’s- Only Candidates (EDA 600) 

Candidates engage in practicum experiences during the course of their participation.  

Candidates must be enrolled in their Field Experience course EDA 600 no later than their 

2nd course in the program.  

Candidates are eligible to start their Field Experience course after having been cleared by 

their Credentials Analyst.  As a result, candidates will be taking their Field Experience 

concurrently with all “theory-based” courses are completed (EDA 652, EDA 653, EDA 654, 

EDA 655, EDA 656, EDA 657, and EDA 658). Candidates who fall into this master’s-only 

category should complete reflections for each theory based course and upload them into 

their Field Experience Portfolios upon completion of each “theory-based” course.  

EDA 600 will be scheduled for 8 months. Candidates may request an “IP” In Progress grade 

to extend the course for additional months or up to one year. No additional extensions can 

be granted. 

Portfolio Requirement 

Portfolio assessments measure what candidates know and are able to do. The potential for 

improving practice by enhancing an educational leadership candidate’s ability to reflect 

while assuming more responsibility from an electronic self-paced point of view with the use 

of e-portfolios has been widely discussed (Anderson & DeMeulle, 1998; Bartel, Kaye & 

Morin, 1998; Wolfe & Dietz, 1998; Barton & Colllins, 1993). E-Portfolios are used throughout 

many educational leadership programs as formative assessments and as a final evaluation 

of student performance. E-Portfolios can also serve as an excellent source of graduate 

program documentation or a tool of demonstration for prospective employers or current 

supervisors. 

In January 2008, the Educational Leadership Program at National University made the 

change from paper-based field experience portfolios to electronic-based field experience 

portfolios (since 2014, this has been housed within the course in Blackboard). Some of the 

benefits of electronic portfolios are cited in research (Ascherman, 1999; Barrett, 2000; 

Boulware & Holt, 1998; Goldsby & Fazal, 2000; Weidmer, 1998). These benefits include: 

 Electronic portfolios allow for the use of multimedia artifacts. 

 Candidates can use hyperlinks to make direct connections from the standards to 

portfolio artifacts. 
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 Candidates are able to show actual leadership scenarios i.e. presentation to faculty 

or parents. 

 Programs are able to assess a variety of technology skills that candidates must use 

in the creation for their    portfolios. 

 Prospective employers can be introduced to a candidate’s technology skills as they 

review a copy of the candidate e-portfolio. 

 The Portfolio is the “capstone” assessment/assignment for the credential. Each unit 

in this course will assist the candidate in completing the requirements for the 

Portfolio. If you are seeking both the credential and master’s degree, you will have 

two capstones: Portfolio and the successful completion of a Thesis or Action 

research project. 

Checkpoint 1: Candidate completes a reflection sheet for each theory-based course: EDA 

652, EDA 653, EDA 654, EDA 655, EDA 656, EDA 657, and EDA 658 (candidate reflection 

sheet located in Unit 1 for all courses) as a partial requirement for the Signature Assignment 

for this course. A template for the reflection sheet will be made available for this and used 

for each course.  Candidate is encouraged to complete the reflection during each course, 

but it will not be collected in the actual course. Throughout course reflections for theory-

based courses are to be uploaded into candidate’s EDA 600 course. Candidate takes 

remainder of the seven theory-based courses. A reflection sheet specific to each course is 

made available to all students.  Again, the candidate is encouraged to complete the 

reflection during this course, but it will not be collected.  All reflections will be collected in 

Field Experience. 

Grading 

Field Experience is a graded course. In order to pass the course successfully all portfolio 

requirements must be met. Student Reflections on Signature Assessment as well as the 

completed Field Experience Portfolio will be reviewed for proficiency utilizing the 

appropriate rubric. Candidate must score proficient in all reflections and activities for field 

experience in order to pass the course with a satisfactory grade.  

Field Experience Coordinator Responsibilities 

 Inform candidates about Field Experience 

 Provide handbooks for candidates and supervisors. 

 Provide information as requested by candidates and supervisors regarding Field 

Experience. 

Faculty Advisor Responsibilities 

 Collaborate with Field Experience Coordinator 

 Recruit, hire and train new University Support Providers in collaboration with 

University Supervisors and school districts. 

 Staff courses for region/center 
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 Keep appraised of candidates needing extra assistance and/or on Candidate 

Assistance Plans 

 Keep apprised of and respond to, the needs of all Supervisors and Candidates. 

After approval, candidates implement their approved field experience plan. At the 

completion of each activity candidates are to write a reflective activity summary and include 

evidence of the activity completed. These items should be uploaded into the appropriate 

drop box. An activity summary template and sample activity summary are found below. 

Activity summaries are to be shared with the school site administrator but will be reviewed 

and scored by the University Supervisor, utilizing a form provided by her/him. Candidates 

are responsible for notifying University Support Provider when completed activity summary 

and evidence have been uploaded and ready for review. 

Field Experience Leadership Categories 

Candidates in collaboration with their assigned University Support Provider and School Site 

Administrator are to develop a field experience leadership plan based on the 6 categories 

listed below. This plan ensures that the activities in which the candidate is are acceptable 

and meet the requirements for California credentialing process.  As the candidate has 

her/his courses scheduled in advance, the triad has advance notice of the course learning 

outcomes and can plan accordingly. Two activities for each category must be developed. 

Once the Candidate field experience plan has been approved by both the University and 

site supervisors the activities may be started. 

1. Develop a school culture conducive to student learning and staff professional 

growth. 

2. Analyze the organization, operations, and resources necessary to foster a safe, 

efficient, and effective learning environment. 

3. Analyze the larger political, social, economic, legal, and cultural context that impacts 

a school or school district. 

4. Create a vision of learning that is shared and supported by the school community. 

5. Design a system of collaboration that includes families and community members, 

and responds to diverse community interests and needs, and mobilizes community 

resources. 

6. Evaluate aspects of professional and personal ethics that are conducive to leading a 

school or school system. 

Sample Field Experience Plan 

1. Develop a school culture conducive to student learning and staff professional 

growth. 

a) Chair a technology committee to develop a professional development plan for the 

school site 

b) Analyze Standardized test data for the school site, present findings to faculty and 

parents 
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2. Analyze the organization, operations, and resources necessary to foster a safe, 

efficient, and effective learning environment. 

a) Complete annual review of school site safety plan and update 

b) Oversee school site master calendar 

3. Analyze the larger political, social, economic, legal, and cultural context that impacts 

a school or school district. 

a) Attend a school board meeting 

b) Chair/member of School site council (SSC is school site committee that oversees 

categorical funding) 

4. Create a vision of learning that is shared and supported by the school community. 

a) Develop and implement plan to increase parent engagement for second 

language learners 

b) Coordinate school site fall/spring open house 

5. Design a system of collaboration that includes families and community members, 

and responds to diverse community interests and needs, and mobilizes community 

resources. 

a) Faculty/parent liaison on PTA 

b) Oversee school site volunteer program 

6. Evaluate aspects of professional and personal ethics that are conducive to leading a 

school or school system. 

a) Review and update school site teacher handbook 

b) Analyze teacher contract with a focus on professional and personal ethics.  

7. Identify areas of need specific to your school site and develop a professional 

development plan to support these areas of need. 
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Sample Activity summary 
Category (1,2,3, 4, 5, or 6)) 
Description of Activity (1st or 2nd for this category) 

a) Identify the activity 
b) Explain the implementation 
c) Evaluate the process  
d) Provide evidence to support completion of the activity 

 
Sample Activity summary: 
Category 2: Analyze the organization, operations, and resources necessary to foster a 
safe, efficient, and effective learning environment. 
Description of Activity 1  
Teacher Observation  
 

a) Identify the activity 
I observed two teachers on Monday, March 27, 2016 at ABC Elementary School in 
Palm Desert, California.  I used my observation notes in a subsequent meeting with 
the principal.  We discussed my observations compared them to his in order better to 
understand what to look for in a classroom observation. 

 
b) Explain the implementation 
The first part of the activity was to locate a principal willing to allow me to observe 
teachers.  I met with the principal at ABC Elementary to discuss my request. I 
requested a professional development day from my school in order to complete this 
task.  I observed two classrooms kindergarten and third grade.  My notes were a 
factual combination of script taped notes and personal observations of 
teacher/student interaction and classroom environment.  They contain what I saw at 
the point that I began the observation.    

 
c) Evaluate the process 
The experience was refreshing and worthwhile.  Having worked only at the high 
school level, I forgot what it was like to have small class sizes and quiet children, all 
eager to learn, respectful, and well behaved.  All teachers were directly involved with 
their students in either reading or writing.  Interactions among students and between 
student and teacher were positive.  

 
The principal conducts just one formal observation per year.  He said he regularly 
walked around the campus and that his informal observations gave him as much, if 
not more information about what went on in classrooms.  He said he merely had to 
ask a student what s/he was working on to know if the teacher’s lesson was on track 
and if students were active participants in the lesson.  He said that his regular visits 
sometimes meant stopping by classrooms once or twice a day in order to offer visible 
support for both students and teachers. 

 
I complimented the pleasant classroom behavior I had seen.  The principal’s visits 
included quiet talks with students who needed attention, talks that paid off in 
minimizing visits to the principal’s office.  I asked him what should become of my 
notes.  He said that his practice is to jot down a quick note to the teacher and slip it 
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into the teacher’s mailbox.  Sometimes the notes were thank you notes or quick 
commendations.  Sometimes he asked if the teacher could spare 15 minutes with him 
that day or the next.  He said that he didn’t want the note, “Can you see me today?” to 
be a bad thing, so he asked that both of teachers whose strengths he wanted to 
reinforce and of teachers who might benefit from his encouragement. He used his 
notes when meeting with the teacher, scribbling in the margins his post-observation 
thoughts.  In all cases, he returned observational notes to the teacher.  He said he 
didn’t need to keep a file of notes that would be of more benefit to the teacher than 
they were to him once he had met with the teacher. This principal’s leadership style 
leads teachers to want to work hard, not only for themselves and students, but for the 
principal as well. 

 
I was impressed by the commitment to classroom visits this principal had. I believe it 
is important for a leader to be visible in classrooms and making instruction a focus. As 
an aspiring leader instruction and classroom visits I believe must be a focus. I do 
wonder about time management however. I have heard many school administrators 
speak of the challenge to balance instructional tasks against operational tasks. As I 
progress through my field experience I am better understand the challenge that time 
management poses for administrators. 

 
d) Provide evidence to support completion of the activity 
Observational notes, a teacher evaluation form used by my district when conducting 
teacher observations, and the five standards that administrators look for when 
observing certificated staff are evidence that supports the completion of this activity. 
These items will be uploaded along with this activity summary. 

 

 

When Ready to Exit the Field Experience Course  

 Complete portfolio per the criteria identified in units 1-4. 

 Completed activity summaries will be evaluated by the University Supervisor using 

field experience rubric (Exemplary, Proficient, Not Proficient). Each activity summary 

must be accompanied by evidence supporting the activity summary and activity. 

 Complete the following forms and obtain signatures (scan and upload in the 

appropriate section of the course in Blackboard): 

o Field Experience Agreement Form 

o Candidate Log of Contacts with Site Administrator and National University 

Supervisor 

o Candidate self-evaluation 

o Evaluation of Candidate by Site Administrator 

o Evaluation of Program by Candidate 

 Coordinate exit conference with University Supervisor, Site Supervisor, and 

Candidate. 
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SECTION IV: FORMS AND DOCUMENTATION FOR PROGRAM COMPLETION 

National University, Sanford College of Education 

Department of Educational Administration, School Counseling/Psychology 

FIELD EXPERIENCE AGREEMENT 

 

Candidate Name_______________________________________________________________________ 

 

Home Phone________________ Cell Phone _________________ email___________________________ 

 

Address ______________________________________________________________________________ 

 

City _______________________________________ State___________________ Zip________________ 

 

Current Assignment ____________________________________________________________________ 

 

School District_________________________________________________________________________ 

 

School Name __________________________________________________________________________ 

 

School Address ________________________________________________________________________ 

 

City _______________________________________ State___________________ Zip________________ 

 

School Phone _________________________________________________________________________ 

 

I am willing to assist the candidate by supervising the field experience. I am willing to assist the 

candidate in planning experiences both on my site and at other sites. I will evaluate the candidate’s 

progress meeting with the candidate regularly throughout their field experience. 

 

Site Supervisor ___________________________________________________Date _________________ 

                                                           Signature 

 

Title_________________________________________________________________________________ 

 

Address______________________________________________________________________________ 

 

City _______________________________________ State___________________ Zip________________ 

 

Phone __________________________________email_________________________________________ 

 

Candidate to obtain signature and submit to University Support Provider. 
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CANDIDATE LOG OF CONTACTS 

WITH SITE ADMINISTRATOR 

AND NATIONAL UNIVERSITY SUPERVISOR 

 

Candidate Name 

 

ID# 

Phone (home) 

 

Phone (work) 

Email (home) 

 

Email (work) 

Site Name 

 

Site Address 

Site Administrator Name and Title 

 

Site Administrator email contact information 

University Supervisor  Name 

 

University Supervisor email contact information 

 

Write conference dates with the Site Administrator in the boxes below.  The first and last conferences 

are to be site visits with the University Supervisor. The others may include other forms of 

communication (i.e., telephone, Skype, email). 

 

#1 #2 #3 #4 #5 #6 #7 #8 

        

 

Write conference dates with the University Supervisor in the boxes below.  The first and last 

conferences are to be site visits with the Site Administrator. The others may include other forms of 

communication (i.e., telephone, Skype, email). 

 

#1 #2 #3 #4 #5 #6 #7 #8 

        

 

Comments: 

 

    

Candidate  Date 

    

Site Administrator  Date 

    

University Supervisor  Date 

 

Candidate to obtain signature, scan, and submit to Credentials at credentials@nu.edu. 
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CANDIDATE SELF-EVALUATION 

 

The candidate self-evaluation is a two-part evaluation: 

Part A: Each candidate is required to do a general self-assessment of the field experience.  Topics to be 

covered could include, but are not limited to:  strengths and weaknesses, highlights of field experience, 

outstanding accomplishments, and readiness for employment.  

Part B: Each candidate is required to self-assess their growth and learning towards the Course Learning 

Objectives below. 

1. Develop a school culture conducive to student learning and staff professional growth. 

2. Analyze the organization, operations, and resources necessary to foster a safe, efficient, and 

effective learning environment. 

3. Analyze the larger political, social, economic, legal, and cultural context that impacts a school or 

school district. 

4. Create a vision of learning that is shared and supported by the school community. 

5. Design a system of collaboration that includes families and community members, and responds 

to diverse community interests and needs, and mobilizes community resources. 

6. Evaluate aspects of professional and personal ethics that are conducive to leading a  school or 

school system. 
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To be completed by the Candidate and uploaded into the appropriate section of the course in 

Blackboard. 

Following are items related to the administrative /credential program at National University.  Please 

indicate with a check your perceptions of the relative strengths and weaknesses of each item as relates 

to your credential program. 

  more than 

adequate 

adequate less than 

adequate 

Admissions Process 

 

   

Coursework 

  

   

Field Experience 

  

   

Balance of Theory and Practice 

  

   

Responsiveness of Faculty 

  

   

Student-Faculty Relationship 

  

   

 

1. What course(s) taken during your Credential program have proven to be most helpful? 

2. Do you have suggestions for change concerning your experience with the Credential program at 
National University? 

Candidate _________________________________________ Date_______________________________ 
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EVALUATION OF CANDIDATE BY SITE ADMINISTRATOR 

To be completed by the Site Administrator and given to the University Support Provider who will scan 

and upload into the appropriate section of the course in Blackboard. 

Candidate Name: 

Date:  

University Supervisor: 

School: 

Part I Directions:  Rate the quality of work the Candidate completed with respect to each of the 

categories by marking the appropriate box. 

Categories Exemplary Proficient Not Proficient 

 
Shows evidence of 

entry level leadership 

and development 

capability. 

Candidate shows 

evidence through 

field work, activity 

summaries and 

documentation that 

they are at the entry 

level of leadership 

practice (or beyond if 

that is the case). 

Shows evidence of 

some leadership 

development and 

understanding. 

Candidate shows 

evidence through 

field work, activity 

summaries and 

documentation that 

they are 

approaching entry 

level of leadership 

practice. 

Shows little or no 

evidence of 

leadership 

development and 

understanding. 

Candidate shows 

little or no evidence 

through field work, 

activity summaries 

and documentation 

that they are 

approaching entry 

level of leadership 

practice. 

1. Develop a school culture conducive 

to student learning and staff 

professional growth. 

   

2. Analyze the organization, 

operations, and resources necessary 

to foster a safe, efficient, and 

effective learning environment. 
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3. Analyze the larger political, social, 

economic, legal, and cultural context 

that impacts a school or school 

district. 

   

4. Create a vision of learning that is 

shared and supported by the school 

community. 

   

5. Design a system of collaboration 

that includes families and community 

members, and responds to diverse 

community interests and needs, and 

mobilizes community resources. 

   

6. Evaluate aspects of professional 

and personal ethics that are 

conducive to leading a school or 

school system. 

   

Part II Directions:  Rate the candidate’s skills and attributes by marking the appropriate box. 

Categories Exemplary Proficient Not Proficient 

Leadership Skills 
   

Decision-Making Skills 

  

   

Problem Solving Skills 

  

   

Organizational Skills 

  

   

Written Communication 
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Oral Communication 

  

   

Personal/Relationship Skills 

  

   

Group Relationship Skills 

  

   

Sensitivity to Diversity 

  

   

Global Awareness and cultural competency 

  

   

Attitude, Initiative and Cooperation 

  

   

 Part III 

1. What do you consider to be the candidate’s greatest strength(s)? 

2. In what areas does the candidate need additional growth, experiences and support? Overall 
Evaluation of Field Experience 

□ Exemplary          □ Proficient               □   Not Proficient   

Additional Comments by evaluator: 

Signed by: 

Site Supervisor _______________________________________ Date______________________ 
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NATIONAL UNIVERSITY- SANFORD COLLEGE OF EDUCATION 

CANDIDATE PROGRESS ALERT REPORT 

 

Candidate’s Name:   ______________________________________________  ID # __________________ 

Date:  ___________________    Academic Center:  ___________________________________________ 

Candidate Email: ____________________________________   Candidate Phone: __________________ 

Location of incident:____________________________________________________________________ 

(e.g. last course taken before GPA fell or long break in schedule; incident at school site or district; etc.) 

Description of Progress/Incident: 

 
 

Recommended Action/s: ________________________________________________________________ 

_____________________________________________________________________________________ 

Action/s Taken and Dates: 

 

 

Please provide documentation for this Progress Alert Report: 

 Supportive Evidence Attached (e.g. emails, phone notes, in-person meeting summary) 

Please indicate next steps: 

 No further action required       

 Requested Follow Up with Candidate by: _________________________________________________ 

 Plan A initiated (see attached Plan A)                         Date                                              

____________________________________________________________________________/________ 

Candidate Signature                                      Date 

__________________________________/________________________________________/_________ 

Progress/Incident Reporter            Title                                Date 

__________________________________________________________________________/__________ 

Faculty Advisor                                                                                                   Date    
 

Candidate’s signature only acknowledges receipt of the Progress/Incident Report. Appeals process is included in the National 

University catalog. 
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NATIONAL UNIVERSITY- SANFORD COLLEGE OF EDUCATION 

CANDIDATE ASSISTANCE PLAN 

 

Candidate’s Name:     ID #:  

Candidate’s e-mail:     Phone #: 

Date: Academic Center:  

 

Course: Please include Department and Course Number, examples, TED 530A, EDA 614    

Location of Incident: Was the course on-ground or on-line?  Did the incident take place in class or 

during a break or at another time?  

Please indicate if the incident occurred during clinical practice:  ☐ Yes ☐ No 

Rationale for Candidate Assistance Plan: For example, removal from Student Teaching or 

continuing behavior not in accordance with identified dispositions or preparation standards? 

 

Action(s) to be taken, evidence to be provided and due dates: For example, is the candidate to 

observe several model professionals and write a one page summary of how the actions of the 

professionals aligned with the preparation standards?  Is the candidate to review specific content from a 

course and then prepare a product (such as a lesson plan or agenda for a meeting) to show growth?  Is 

the candidate to review three websites for strategies for anger management and then prepare a reflection 

on how they will incorporate some of those strategies into their professional life? 

 

Actions to be taken 

(narrative or bulleted format) 

Evidence to be provided 

(product, observation, etc.) 

Due Dates 

 

   
 

**Note:  If no action is taken within the due dates noted above, a recommendation for dismissal may 

be made.  

Additional considerations for initial credential candidates in clinical practice:  Is student 

teaching to be extended?  If so, is a grade to be issued for this portion of student teaching?  If no 

grade is to be posted at this time, when will the grade be posted?  Is the candidate to remain in 

the seminar?  If not, when are they to complete that?  

Follow up:  What was the outcome of the Candidate Assistance Plan?  Did the candidate complete the 

activities satisfactorily? Is the issue resolved? Is there additional follow up required?   

 

Candidate Signature:         Date ______ 

Faculty                    Date   

University Support Provider (as appropriate)                Date   

Regional Clinical Practice Lead Signature (initial credentials only) 

Regional Clinical Practice Faculty Advisor (initial credentials only) 

 
Candidate’s signature only acknowledges receipt of Candidate Assistance Plan. 

 
 


