UNCW Watson School of Education

Department of Specialty Studies

Master of School Administration Guidelines for Comprehensive Portfolio

A.  Requirements: As of spring 2006, students earning a Master of School Administration degree must complete a comprehensive examination portfolio as part of the final semester of coursework in the program.  The comprehensive portfolio should provide evidence of the four thematic standards as described in the Master of School Administration Program Sheet:  a) School Leader as Learner; b) School Leader as Conceptualizer, Synthesizer, and Inventor; c) School Leader as Planner, Operations Guide, Evaluator, and Communicator; and d) School Leader as Decision Maker, Problem-Solver and Assessor. 

B.  Guidelines:  The following is the table of contents for your MSA portfolio.  Part I includes a letter of no more than three single-spaced pages that summarizes your learning throughout the program.  Part II details the evidence that meets Program Standards, ISLLC Standards and Technology Competencies and how each item of evidence meets selected standards.  

I. Letter to the reader (3 pages maximum).  The letter should include:

1. Discuss the professional goals you had when you entered the program and the extent to which they were achieved.

2. Explain how the degree program helped you grow professionally.

3. Reflect upon your ability to work effectively with colleagues, students, parents and the community.

4. Synthesize and analyze the ISLLC Standards and how the standards impact your current performance and future administrative knowledge, skills and dispositions.
II. Evidence that Meets Program Standards, ISLLC Standards and Technology Competencies

In developing your portfolio, you will choose evidence that best represents your work in your MSA coursework.  You should include a minimum of six and a maximum of eight artifacts in the portfolio. Each artifact should be aligned with the MSA program standards and the ISLLC standards as illustrated through a matrix.  One possible matrix is included below.  At the beginning of each entry you should include a one-two page justification for the evidence, including:

1. A description of the entry.
2. A specific rationale for how you believe the entry meets the standards you have chosen and include the indicators as appropriate that fit this entry.

3. A reflection that includes what you learned from the process of preparing this entry to be part of your portfolio and how you will use the knowledge, skills and dispositions gained in your role as an administrator.

C. Committee Process and Defense of the Portfolio

During EDN 580, you will write a proposal statement that describes the intended contents of the portfolio using a matrix (see sample below).  In this proposal statement, you will select the MSA graduate faculty member who will chair the Portfolio Committee.  You and your faculty chair will meet to approve the portfolio proposal, and to plan a timeline for completion.  Together you will choose a second committee member who also must be a WSE graduate faculty member.  Committee information will then be written and submitted to Dr. Marc Sosne, MSA Graduate Director

During your internship, you will work with your chair and your university supervisor to meet the timeline for portfolio completion and the defense of the portfolio.  You will also add a third committee member who could be a current administrator with whom you have worked as part of your internship or your university supervisor.  
During EDN 580, you will discuss the MSA online portfolio to be developed in a web-based toolset called “TaskStream.”  Once your portfolio is completed you should schedule your defense, confirm the defense date with your committee and Dr. Sosne, and invite the MSA faculty.  Your defense should be completed before April 15th for spring or November 15th for fall to insure graduation.  Portfolios should be submitted to the committee for review no later than one week prior to the scheduled defense date.  
The defense is an opportunity for you to formally present your portfolio to your committee.  You will be asked by your Chair to choose two-three of the artifacts that represent your greatest growth in the program and to discuss those selected entries in more detail.  During the defense, you will be expected to critically analyze your knowledge, skills and dispositions and how they will allow you to positively impact the profession as an effective leader.

The defense typically lasts one hour and is open to faculty from the Watson School of Education.  Committee members are given the opportunity by the Chair to ask specific questions about the portfolio, about the candidate’s presentation detailed above, and/or about their overall learning experiences.  At the end of the defense, the Committee will inform the candidate if the portfolio and the oral defense were satisfactory or unsatisfactory. For more information, please contact Dr. Marc Sosne at sosnem@uncw.edu.
Sample MSA Matrix:

	MSA Courses Taken
	PotentialArtifact/PortfolioEntry
	MSA Program Standards met


	ISSLC Standards met
	Technology Competencies

	EDN 566
	
	
	
	

	EDN 564
	
	
	
	

	EDN 582
	
	
	
	

	EDN 513
	
	
	
	

	EDN 568
	
	
	
	

	EDN 523
	
	
	
	

	EDN 512
	
	
	
	

	EDN 580
	
	
	
	

	EDN 526
	
	
	
	

	EDN 595
	
	
	
	

	EDN 599
	
	
	
	

	Selected Graduate Courses
	
	
	
	


Note: At least one artifact must demonstrate the ability to meet advanced technology competencies.  This technology artifact does not replace artifacts from professional courses or from academic subject areas.  Instead, it shows how you infused technology in your course evidence.
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