
Scoring Guide for Cover Letter and Resume

Applicant:  ___________________________________

Combined Score:  ______ (out of possible 10)

Cover Letter:  _____

	5 Points
	3-4 Points
	1-2 Points

	Tone is professional

Language is precise throughout

Strengths are identified

Writing is clearly organized and free from spelling and grammatical errors

Gaps in knowledge are addressed


	Tone is professional

Language is mostly precise

Strengths are identified

Writing is mostly organized and is free from spelling and grammatical errors, however there may be minimal awkward phrasing

Gaps in knowledge may not be addressed
	Tone is more suited to a friendly letter

Language may be inappropriate or ambiguous

Writing may include spelling, grammatical, or phrasing errors

Letter may be missing key information

For a “1” the letter is handwritten or so short that its purpose is unclear.




Resume:  _____

	5 Points
	3-4 Points
	1-2 Points

	Resume is 1-2 pages long

Resume presentation is professional

Leadership experiences are included from current administration and from past teacher leadership and are extensive and easily identifiable

Administrative preparation is listed and the Masters and Credentials are from accredited institutions

The applicant may include district provided training

No spelling or grammatical errors


	Resume is 1-2 pages long

Resume presentation is professional with perhaps some room for improvement

Leadership experiences are included from current administration and/or past teacher leadership

Administrative preparation, including Masters and Credential from an accredited institution is listed with or without district level training included

May contain a minor editing error
	Resume is overly extensive and appears “padded” (in excess of 2 pages)

Resume presentation may be sloppy, confusing, or lacking necessary information

Leadership experiences are minimal and/or difficult to identify

Administrative preparation may be minimal

For a “1” a document other than a resume was submitted.
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Human Resource Services and Leadership Development

Announcing the LBUSD Aspiring Principals Program

Spring, 2007

Dear Candidate:

Thank you for your interest in the Aspiring Principals Program for the Spring of 2007.  Included with this packet is information regarding the program and application process.  Successful applicants will be invited to participate in a writing assessment and an interview.  The applications, writing assessments, and interviews will be scored independently.  A final group of 20 will be selected to participate in the program in the spring.  Candidates not selected can reapply for the program the following year, and are still welcome to apply for principal vacancies should they occur this school year.

Aspiring Principal Program Participants will:

· Be released from their assignment this Spring, as one of a team of two, to shadow a mentor principal, for a total of 5 days, from March to June of 2007.

· Be introduced to key central offices, their leaders, and their procedures.

· Participate in professional development activities to further develop their personal leadership skills.

· Be invited to interview for principal vacancies as they occur this spring and summer (along with other candidates who did not participate in the program), however, program enrollment does not guarantee a principalship.

To apply for the Aspiring Principals Program:

1. Submit a one-page cover letter of interest that includes your specific leadership accomplishments at your current or former site(s).

2. Attach your resume.

3. Contact a total of 2 references and ask them to fill out the confidential rating sheets attached.  One should come from your current principal and the other from any other district manager who can attest to your skills.  These forms should be sent directly to Kristi Kahl and not back to you.  (Ruth Ashley, Jill Baker, Gwen Mathews, Maggie Webster, and Kristi Kahl will not be able to provide recommendations.)
Important Deadlines:

· Your cover letter and resume should be submitted to Kristi Kahl, c/o the Superintendent’s Office, no later than January 12th 
· Your recommendation forms should be sent to Kristi Kahl by the two recommending administrators no later than January 12th (Applicants who are missing one or more recommendation forms will be notified via e-mail of their missing status on January 11th)

· Applicants selected for the writing assessment will be notified by January 26th 
· The writing assessment will take place February 2nd (mark your calendar), time TBA

· Applicants selected for interviews will be notified the week of February 5th and should plan to interview from February 7th-16th
· Principal Candidate Interns will be announced the week of February 20th
· Shadowing and professional development will take place from March to June, 2007
If you have questions regarding this application, please contact Kristi Kahl (kkahl@lbusd.k12.ca.us or X8291).
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Human Resource Services and Leadership Development

LBUSD Aspiring Principals’ Program:  PRINCIPAL RECOMMENDATION FORM
Dear LBUSD Principal:

You are being asked to provide a recommendation for ______________________________________ who is seeking a space in the Aspiring Principals’ Program this spring.  Please take a moment to rate this person on the following scale.  Please pay close attention to the descriptors as they are unique and not necessarily parallel in construction.  Your rating will be confidential and you should not return this sheet to the applicant.

5 = An area of excellence, found in only about 5-10% of current LBUSD administrators.

4 = An area of strength, found in about 25% of current LBUSD administrators.

3 = An area of strength, but can use further development

2 = An area of weakness and requires further development

1 = Is absent and requires extensive development.

	Characteristic/Skill Area
	Rating (place an “X”)

	
	5
	4
	3
	2
	1

	Leadership Experiences
	
	
	
	
	

	Instructional Leadership Skills
	
	
	
	
	

	Knowledge of the Essential Elements (EEEI)
	
	
	
	
	

	Employee Evaluation Skills
	
	
	
	
	

	Operational Leadership Skills (including safety & discipline)
	
	
	
	
	

	Communication Skills
	
	
	
	
	

	Public Speaking Skills
	
	
	
	
	

	Ability to Lead a Team
	
	
	
	
	

	Ability to Deal with Conflict
	
	
	
	
	

	Ability to Take Direction
	
	
	
	
	

	Ability to Take Criticism
	
	
	
	
	

	Commitment to Teamwork
	
	
	
	
	

	Acts as a Change Agent
	
	
	
	
	

	Staff Interactions/Relationships
	
	
	
	
	

	Parent Interactions/Relationships
	
	
	
	
	

	Student Interactions/Relationships
	
	
	
	
	


Describe an innovative project/program that as a leader, this candidate has implemented (use back if needed):

Name/Title:  _________________________________________
Signature:  __________________________________

Please send this form to Kristi Kahl, Office of the Superintendent no later than January 12th.  (e-mail is acceptable)  If you have questions regarding this application, please contact Kristi at (kkahl@lbusd.k12.ca.us or X8291).

Aspiring Principals Program, 2007:  Writing Assessment

Directions:

1. You may not use any electronic or paper resources for this assessment, other than tools found in Microsoft Word.

2. Open a new Word Document and remember to save frequently to the Desktop.

3. Type your assigned code onto each of your responses in the upper right-hand corner.

4. In the upper left-hand corner, label each of your responses as either “Task 1” or “Task 2.”

5. You have one hour.  Address each of the prompts below.  Each response must be no longer than 1 page, single-spaced.

6. As you respond to these tasks, keep in mind that you are the Principal of the school.

7. For scoring confidentiality, use the names Dr. Principal, Ms. Teacher, ABC Elementary School, etc.  The scorer should not be able to identify your name or gender from your memos.  Set up your memo as you normally would, although there should be no letterhead or logo.

8. You have free reign to address this task as if you have previously done other work related to the task.  

9. When you have completed both tasks, print your work.  

10. After verifying that your work has printed, please delete your writing from the computer, leaving a blank screen for the next applicant.

Task #1 (5 points)

Ms. Teacher, a year-two probationary teacher arrived 15 minutes late for the Faculty Meeting this morning.  This is her fifth tardy to a Faculty Meeting this year.  She has also been seen arriving late to her classroom in the morning four times this year, leaving her students unattended.  Write a disciplinary memo to Ms. Teacher.

Task #2 (15 points)

You have just returned from a Principals’ Meeting.  During the meeting, the Superintendent announced that due to cuts in the categorical budgets at the state and national level, all sites will face a cut to next year’s budget.  Your site is facing a $100,000 cut.  Write a memo to your staff explaining this cut, and laying out your plan for how your site will decide how to reduce next year’s budget by $100,000.

Scoring Guide:  Recommendation Form, Narrative Segment

Candidate:  ___________________________________

	5
	3-4
	1-2

	For a 5, the project listed is:

Clearly innovative for their role.

May have multiple projects listed to show breadth of work.

Contains superlatives that clearly delineate the supervisor’s impression of the candidate’s work.

On the additional recommendation form, the rater must not be a colleague.
	For a 4, the project listed is:

Innovative for the position with some use of superlatives in descriptors of performance, or may not be innovative, but several items may be listed with use of superlatives.

For a 3, the project listed may be one that is:

Typical for the position, rather than truly innovative, may contain several examples of projects, with some use of superlatives.
	For a score of 2, there is:

A minimal response that lacks detail and use of superlatives, and/or makes suggestions for improvement to the candidate’s leadership skills.  Or, there is a positive statement, but an obvious gap in the recommendation pattern (i.e. not from their most recent past supervisor—appears to “skip” recent experience)

For a score of 1, there is no response to the item listed.


Scores:

Scorer #1:

Principal Recommendation Score:  _____

Additional Recommendation Score:  _____

Scorer #2:

Principal Recommendation Score:  _____

Additional Recommendation Score:  _____

Averages:  

Average Principal Score:  _____

Average Additional Recommendation Score:  _____

Total Score:  _______ (add two scores above)

Scoring Guide for Writing Task #1:  Disciplinary Memo

	5
	3-4
	1-2

	Critical Elements:

Detailed facts

Rules/policies/procedures that have been violated

Impact on students, school, staff or community

Clear directives describing desired behavior

Suggestions/recommendations for improvement (can also be a directive) 

cc: Site File or Ed Code 44031 Statement 

Signature lines for evaluatee (not necessary if document is only to be placed in site file)

Delivery/Tone:

Appropriate formatting

Clear and concise information

Professional tone

Free from grammatical and spelling errors
	Contains most of the Critical Elements of a 5 paper, with one (score 4) or two (score 3) omissions.

Or

Contains all of the elements of a 5 paper with spelling and/or grammatical errors or lack of clarity or professional tone in parts of the memo, or is overly long.
	Is missing 3 or more of the critical elements for a disciplinary memo.

For a score of 1, the memo contains numerous omissions as stated above and spelling/grammatical errors, lacks a professional tone throughout, or may be rambling in nature.




Candidate #:  _________________________________________

Score #1:  _____________  (out of possible 5)

Score #2:  _____________  (out of possible 5)

Average Score:  _____________________________ (out of possible 5)

Scoring Guide:  Task #2

	Component
	5 points
	3-4 points
	1-2 points

	Content

(Process for Making Budget Cuts)
	The author clearly explains the process to be used for making the budget cuts, including needed background information on how categorical budgets work, and why the cuts are necessary.

The budget cutting process outlined is widely inclusive, strategic, and is structured to support the school’s mission and goals.

This memo addresses the key questions that readers want answered regarding the budget cuts.
	The author explains the process to be used for making the budget cuts including some background information on how categorical budgets work, and why these cuts are necessary.

The process outlined is somewhat inclusive and/or is somewhat structured to support the school’s mission and goals.

This memo may leave the reader with unanswered questions about the budget cuts.
	The author fails to explain the process to be used for making the budget cuts, or does not explain why budgets are being cut.  The process outlined lacks opportunities for staff input, or is merely a request for staff’s “wish list” items.  

For a “1” this memo also leaves the reader confused about the process to be used to determine budget cuts.

	Delivery

(Tone, Consideration of the Audience, and the Framing of the Key Messages)
	The message is clearly focused on doing what is best for kids, but is delivered with sensitivity to the fact that staff/faculty jobs may be in jeopardy.

The reader is left with a sense of optimism and a clear sense that the situation is being handled with the utmost care.

The language/terminology used is considerate of the audience and jargon is explained when necessary.
	The message is clearly focused on what is best for kids, but lacks some sensitivity to staff concerns. Or, the message is sensitive to staff concerns, but does not clearly communicate the focus on kids.
The reader is left with some hope that the budget cuts will be handled fairly.

The language may include terms unfamiliar to the audience that go unexplained.
	The message is focused solely on students or staff to the complete exclusion of one group.  

The reader is left with little hope that this situation can be resolved without great pain.

The language may also be littered with educational jargon.

	Composition

(Formatting, Organization, Grammar, Mechanics, Spelling)
	The memo follows correct memo formatting.

The writing is clearly organized into cohesive paragraphs that flow easily from one to the next.   The text is completely free from errors in grammar, spelling, and mechanics.


	The memo follows correct memo formatting.

The writing is organized into paragraphs, although the flow is not completely cohesive throughout.  Or, it has an occasional error in grammar, spelling, or mechanics.


	The memo does not follow proper formatting, lacks organization, and/or

contains numerous errors in grammar, spelling, or mechanics.  

For a “1,” these errors interfere with the delivery of the content resulting in confusion for the reader.


Aspiring Principals Program:  Interview Rating Sheet

Candidate:    __________________________
Date:  ___________

Scoring Categories: (rate each on a scale of 1-5, 5 is highest)

1.  Instructional Leadership:  Essential Elements/Teacher Evaluation

_____

2.  Instructional Leadership:  Data Analysis




_____

3.  Operational Leadership:  School Safety




_____

4.  Public Leadership:  Communication and Collaboration with Parents

_____

5.  Disposition of a Leader:  Effective Working Relationships


_____

6.  School Culture:  Change Agent





_____

7.  Professional Demeanor (overall)





_____

Total Score:  _____ (out of possible 35)

I recommend this candidate for the program:  ____ yes      ____ no.

Candidate Strengths:

Suggestions for Improvement:
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