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DISCLAIMER 
 

This student handbook provides information regarding Educational Leadership programs at 
the master’s level and their specific policies and procedures. Although every effort has been 
made to ensure accuracy at the time of publication, the Leadership Studies Department may 
make changes without prior notice and are effective when made.  This student handbook 
should not be construed as constituting a contract between the university and any person. 
Students are encouraged to check  the Leadership Studies Department and the School of 
Education webpages for the most current information.  
 
Students should also consult the current MARIAN UNIVERSITY ACADEMIC BULLETIN 
On-Line at http://issuu.com/marianuniversity/docs/final_2012-13_bulletin for additional 
university information and regulations. 
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M A R I A N  U N I V E R S I T Y  &  S C H O O L  O F  E D U C A T I O N  V I S I O N   
Transforming lives through academic excellence, innovation, and leadership. 

 
S C H O O L  O F  E D U C A T I O N  M I S S I O N  S T A T E M E N T  

Within the spirit and institutional framework of Marian University, we are committed to the 
development of caring, competent, reflective individuals for present and future professional 
roles by providing learning-centered, collaborative, accountable, and theoretically sound 
undergraduate and graduate programs that reflect values and ethics within an increasingly 
diverse and global society. 
 
We believe learning-centered educators: 

• recognize and affirm the importance of values and ethics in their lives, their students’ 
lives, and in society.   

• recognize and affirm the need for the understanding of subject matter and the ability to 
apply pedagogical strategies that are consistent with the academic discipline.   

• develop skills in reflection to critically examine educational issues and practices.   
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• value communication and community in order to benefit from the diverse individuals 
engaged in educational experiences.   

• are accountable to, as well as advocates for, the discipline, diverse learners, and the 
larger community.   
 
 

 C O N C E P T U A L  F R A M E W O R K  
The conceptual framework for professional preparation programs in the School of Education 
at Marian University is oriented toward the development of learning-centered individuals.  
The framework is organized around five 
interconnected themes, displayed as the petals of a 
lily which is the focal point of the university seal.  
The lily signifies the mission of Marian University 
to “educate the whole person, striving to nurture 
intellectual, spiritual, aesthetic, psychological, 
social, and physical dimensions.”  The theme of 
Values and Ethics, at the center of the lily, reflects 
the core values of the university community.  On 
the remaining petals are four other themes that also 
guide our professional practice: Knowledge, 
Reflection, Collaboration, and Accountability.  We 
believe that learning is a lifelong process. 
Therefore, our mission is to engage in the continuous development of the dimensions of each 
theme within ourselves, our candidates, and members of the larger community. We view this 
framework as dynamic and responsive to the uniqueness of individuals, as well as to the 
potential for change within the profession. 

 
 

V A L U E S  A N D  E T H I C S  
 

We believe learning-centered individuals recognize and affirm the importance of values and 
ethics in their lives, in the lives of others, and in society.  Within the context of  society, 
religion, and culture, as well as Marian’s learning-centered environment, individuals strive to 
refine their ethical frameworks as they reflect on their beliefs and values, and on their ability 
to model professional and ethical standards. 

 
K N O W L E D G E  

 
We believe learning-centered individuals recognize and affirm the need for the understanding 
of subject matter and the ability to apply pedagogical strategies that are consistent with the 
academic discipline.  Equally important is the need for knowledge of human development, 
theories of learning, social and political influences, curriculum theory, research- and practice-
based pedagogy, and technology.  We recognize the unique interplay that occurs as a learning-
centered person develops and applies knowledge in particular socio-cultural contexts.      

 
R E F L E C T I O N  
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We believe that reflection is a powerful tool for life-long learning, as well as for personal and 
professional transformation. Learning-centered individuals develop skills in reflection that 
enable them  to review, reconstruct, reenact and critically analyze their own actions and 
beliefs to determine a course of action.   

 
C O L L A B O R A T I O N  

 
We believe learning-centered individuals value communication and community.  We view 
collaboration as a process of working with diverse groups, utilizing effective communication 
to address current issues and practices.  Collaboration makes it possible to improve the lives 
of all members of society.   
 

A C C O U N T A B I L I T Y  
 

We believe learning-centered individuals are accountable to and advocates for all learners and 
the larger community.  Accountability is far more than an understanding of the process of 
assessment.  To be accountable, members of an educational community accept responsibility 
for continued growth and development for themselves, their profession, and the greater 
society.  
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School of Education 

L E A D E R S H I P  S T U D I E S  D E P A R T M E N T   

M A S T E R ’ S  P R O G R A M   
 
The Educational Leadership program offered by the Leadership Studies Department leads to a Master 
of Arts in Education (MAE).  The program is designed to meet the needs of educators who want to 
continue developing their professional competence in leadership roles.  Students complete course work 
that leads to Wisconsin administrative licensure in one of the following: school principal (WI code 
51),  or a director of instruction (WI code 10), school business administrator (WI code 08) or a 
director of special education and pupil services (WI code 80).  
 
The program offers a unique opportunity for enrichment and growth through emphasis on personal and 
professional competence in leadership roles.  As students develop critical thinking skills and an 
attitude of self-reflection, they will be encouraged to define the valuing process, its foundations, and 
its applications.  Throughout the coursework, current theory will be related to practical applications. 
 
The graduate student, under the guidance and support of a licensed school administrator, will serve the 
school and community as an instructional leader during a school practicum focused on school 
improvement efforts that enhance the teaching-learning process.  All students seeking a master’s 
degree in Educational Leadership will take a master’s comprehensive examination to demonstrate 
proficiency in their declarative knowledge and theory.  All students are required to complete an on-line 
portfolio to demonstrate their performance proficiency in the seven administrator standards specified 
in chapter PI 34, Wisconsin Administrative Code (Wisconsin Department of Public Instruction, 2000). 
 

Program of Study 
 

Educational Leadership Required Courses (32 credits) 
a. Leads to MAE degree and  to one of the following licenses: Principal, Director of 

Instruction, Director of Special Education and Pupil Services 
 
EDL705 Educational Leadership      3 credits 
EDL715 Educational Administration      3 credits 
EDL725 Curriculum and Instruction      3 credits 
EDL735  Research Application to Practice     3 credits 
EDL745  Student Support Services for Diverse Student Populations  3 credits 
EDL755  Leadership in Supervision and Personnel Development  3 credits 
EDL765  Communication, School-Community Relations and 
                Strategic Planning       3 credits 
EDL775  School Finance       3 credits 
EDL785  Law and Politics in Education     3 credits 
EDL790  Values Development for Educational Leaders   1 credit 
EDL        Elective*         2 credits 
EDL796, 797, or 798 (practicum related to licensure sought)    2 credits
  
 
*Students seeking the master’s degree are encouraged to enroll in EDL 712 Online Portfolio 
for School Administrators as an elective to assist them in completion of the online portfolio. 
Or  
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b. Leads to MAE and the School Business Administrator license 

 
EDL705  Educational Leadership      3 credits 
EDL735  Research Application to Practice     3 credits 
EDL745  Special School Programs, Support Services and Assessment of 
               Diverse Student Populations       3 credits 
EDL762  Advanced School Business Administration    3 credits 
EDL764 Adv. Accounting & Computer Application in Ed. Administration 3 credits 
EDL765  Communication, School-Community Relations and 

Strategic Planning       3 credits 
EDL766  Human Resource & Risk Management Administration  3 credits 
EDL768  Auxiliary Services Management     3 credits 
EDL775  School Finance       3 credits 
EDL785  Law and Politics in Education     3 credits 
EDL790  Values Development for Educational Leaders   1 credit 
EDL794  School Business Administrator Practicum    2 credits 
 
Content & Design of Curriculum 
 
The Educational Leadership program uses guidelines and standards from the following professional 
associations in identifying the content and design of its programs: (See Appendix A) 
 
  1. Wisconsin Department of Public Instruction 

2. American Association of School Administrators 
3. Association of School Business Officials 
4. Association of Supervision and Curriculum Development 
4. Interstate School Leaders Licensure Consortium (ISLLC) 
5. National Association of Secondary School Principals 
6. National Association of Elementary School Principals 
7. National Policy Board for Educational Administration 
8. National Council for Accreditation of Teacher Education (NCATE) 
9. Educational Leadership Constituent Council (ELCC) 

 
Degree Requirements 
  
The Master of Art in Education (MAE) degree in educational leadership requires a minimum 
of 32 semester credits (23 or more credits in Educational Leadership from Marian University). 
The student may earn licensure in PK-12 administration after completing the degree program. 
 
Degree candidates must meet the following requirements:  

1. Completion of the required course work or its equivalent with at least a 3.00 GPA on a 
4.00 scale. Grades below “C” (2.00) are not counted toward meeting degree 
requirements; 

2. Successful completion of the online professional portfolio (See below) 
3. Successful completion of the master’s comprehensive exam; 
4. Submission of application for degree completion; 
5. Eligibility to hold a Wisconsin license to teach; and  
6. Submission of evidence of three years of successful classroom teaching. 
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Candidates for the degree and/or license may need to meet additional state and university 
requirements, as determined at the time of admission. 
 
Online Portfolio 
 
All students (degree seeking and licensure only) must complete an on-line Portfolio; students seeking 
their first administrative license must complete 12-components.  Three additional components must be 
completed for each successive licensure. Specific policies and procedures regarding the Online 
Portfolio are found in the Online Portfolio Process Manual located on the Leadership Studies 
Department webpage. 
 

License Application 

Students seeking administrative licensure through Marian University are reminded that the 
State of Wisconsin requires that they must hold a valid Wisconsin Teaching License and three 
years of teaching experience or State of Wisconsin licensure as a School Counselor (54), 
School Psychologist (61 or 62) or School Social Worker (50).  All of these must include three 
years of successful experience and evidence of a minimum of 540 hours of successful 
classroom teaching experience. Any of the above licenses must be at the Professional level to 
be eligible for an Administrative license. (For licensure procedures, refer to the License 
Application Checklist in Appendix B.) 
 
 
Admission 

Degree Admission - Master of Arts in Education degree programs 
Application Procedure 
 
To be considered for candidacy into programs leading to the Master of Arts in Education 
(MAE) degree, the applicant must present the following: 
• Completed Marian University Graduate Studies application form 
• $50 non-refundable processing fee 
 
In addition, to be considered for acceptance into the Master of Arts in Education, the applicant 
must present the following prior to the completion of 6 credits through Marian University: 
 
• Official college/university transcripts sent directly from the registrar verifying completion 

of a baccalaureate degree and any other course work completed at the undergraduate or 
graduate level (Marian University alumni need not submit Marian University transcripts) 

• Completed course sequence plan signed by an advisor or department chair,  
• Copy of WI teaching license or evidence of eligibility to hold such a license* 
• Any additional requirements or information required by the program 
 
*Human Relations requirement 
Applicants, who have not met Wisconsin Human Relations Requirements (PI34) as part of 
their initial teaching license, may be required to make up the deficiency. (This usually applies 



“Transforming Lives through Academic Excellence, Innovation, and Leadership” Page 10 
 

to applicants who received an initial Wisconsin teaching license before July 1, 1972 or to 
applicants who received a license from another state.) 
 
At the time students submit an application, a faculty advisor is assigned. For academic and 
professional advising, students pursuing a Master of Arts in Education degree or licensure 
must meet with the Director of Graduate Admissions and/or a faculty advisor and complete a 
course sequence plan, if required, prior to acceptance. Students should submit the completed 
signed course sequence plan to the School of Education Graduate Admission Office for 
inclusion in their application file.  
 
 
Admission with Full Standing 
 
To be admitted in full standing to the Master of Arts in Education degree program, degree-
seeking applicants must have the following: 
 
• A bachelor’s degree in education or related area from a regionally or nationally accredited 

program; 
• A Wisconsin teaching license or evidence of eligibility to hold such a license (required for 

admission of all programs except out of state DIAL students; and 
• An overall undergraduate grade point average of at least 3.00 (4.00 basis) or a minimum 

GPA of 3.30 in the last 60 credits of their undergraduate program. 
 
 
Admission with Deficiencies 
 
Applicants may be admitted with deficiencies by the department’s admission committee. 
Students admitted with deficiencies may be required to complete up to twelve credits of 
academic work in education or, in special cases, in related areas. Applicants who seek 
licensure but who have not met the Wisconsin human relations requirements are required to 
complete a modified experience. Students are expected to make up deficiencies by the end of 
the first full year of enrollment and a student admitted with deficiencies may expect to spend 
more time completing the program. No course credits earned in making up deficiencies may 
be counted as program credits required for the degree. 
 
 
Admission of Non-Licensed Applicants 
 
Applicants who have baccalaureate degrees and can demonstrate a record of successful 
teaching and/or administrative experience in private/parochial K-12 schools or who are 
employed in post-secondary schools where teacher licensure is not required may be admitted 
into the graduate program if all other criteria are met. Upon completion of the graduate 
program, the applicant is not eligible for licensure until all other DPI and/or School of 
Education requirements for licensure are met. Each applicant must place a written statement 
on file with the School of Education, acknowledging this restriction. 
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Admission on Probation 
 
An applicant whose undergraduate GPA is below 3.00 may be granted probationary 
admission, provided other substantial evidence of capacity to do satisfactory graduate work is 
presented. 
 
Applicants whose undergraduate GPA is between 2.75 and 3.00 may be admitted on probation 
and required to complete at least 9 credits of course work in the program. Completion of the 9 
credits with grades of B or higher automatically removes the students from probationary 
status. 
 
Applicants whose undergraduate GPA is between 2.50 and 2.75 may be admitted on probation 
and required to complete at least 12 credits of course work in the program. Completion of the 
12 credits with grades of B or higher automatically removes the students from probationary 
status. 
 

 
Alternative Admission 
 
An applicant whose undergraduate GPA is below 2.50 must submit an application and a 
written appeal to the department’s admission committee. If granted, the student is admitted 
with probationary status and must complete 12 credits of coursework in the program with 
grades of B or higher to be removed from probation.  
 
Failure to meet the requirements of the probationary admission plan will result in the student 
being dropped from the graduate degree program. 
 
 
Admission of Special Student (Courses Only) 
 
Students with baccalaureate degrees who want to earn graduate credit but presently may not 
wish to pursue a graduate degree or administrative license may be admitted as a ‘special 
student.’ No formal pre-admission process is involved before the first class.  
 
Students with ‘special student’ status may enroll in courses required in the degree program if 
they have a baccalaureate degree and special permission from the Leadership Studies 
Department in the School of Education. If, at a later time, the student wishes to pursue a 
graduate degree and/or administrative license, the student must formally apply for admission 
to the specific program. A maximum of 6 credits earned as a ‘special student’ may be 
accepted into the graduate degree program. 
 
Deviations from this policy may be determined by the department chairperson. 
 
 
 
 
Waiving Probationary Status 
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The department’s admission committee considers successful graduate work at other 
institutions as documenting the ability to do graduate work. Waiving probationary status is 
considered only if: 
 
• The last 30 credits in the applicant’s undergraduate program are completed with a grade 

point average of at least 3.00;  
• Graduate coursework from other institutions must meet the criteria normally used for 

“transfer of credit;” 
• An applicant with an undergraduate GPA of 2.75-2.99 has completed up to 9 credits of 

graduate coursework, a corresponding number of credits to remove probationary status 
may be waived; or 

• An applicant with an undergraduate GPA of 2.50-2.74 has completed up to 12 credits of 
graduate coursework, a corresponding number of credits to remove probationary status 
may be waived.  

 
Admission of International Students 
 
Additional admission requirements for international student applicants to the Master of Arts in 
Education degree program include the following: 
 
• Every foreign applicant whose native tongue is not English is required to take the Test of 

English as a Foreign Language (TOEFL), given through the Educational Testing Service 
of Princeton, New Jersey. The TOEFL must be taken at least three months before the 
proposed date of enrollment if the application is to be processed in time for admission. If 
an applicant’s TOEFL score is below 580, the applicant may be denied admission to the 
program or may be required to take steps to upgrade language proficiency. 

• In addition to the TOEFL, foreign applicants must send (with English translation) official 
records (transcripts) from each previous undergraduate or postgraduate institution. 
Academic transcripts must have a seal and signature in ink of an authorized official of the 
institution(s), such as the registrar or recorder of records. 

• Foreign students are required to pay for any costs incurred by the University for the 
evaluation of equivalencies of academic course work. 

• Every foreign student applicant must provide evidence of adequate financial resources 
(including support for any family members who accompany the student to the university) 
as part of the application for admission. This statement must be provided in English and 
signed by the student applicant and any financial sponsors. 

• Foreign students are required to pay one half of the first semester’s tuition to the 
University, in U.S. dollars, before arriving at the University. The remaining tuition for the 
first semester is due when classes begin. 
 
 

Educational Leadership Assessment Gates 
 

The Professional Program Path or “gate” system provides a systematic way of monitoring 
student progress towards program completion.  An initial screening step takes place as 
applicants seek acceptance to the Educational Leadership Program.  The Leadership Studies 
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Admissions Committee validates that applicants meet screening criteria focused on their prior 
academic involvement and the quality of their work.  If a student’s credentials meet or exceed 
the screening criteria, that student is admitted to the program, and such admission is reported 
at the next meeting of the department. 
 
In addition to the Academic Standing Committee oversight, the Educational Leadership 
Program maintains a series of “gates” through which students are required to pass.  
Performance indicators are designated for each gate.  In order to complete the requirements 
for each gate, the candidate works with a faculty advisor or a supervisor while completing 
course work and field experiences.  The on-line portfolio is a key aspect of a student’s 
educational experience in the Educational Leadership Program, and represents the latest and 
fullest levels of performance a student has attained in relationship to the PI 34.03 
Administrator Standards while involved in the program. 
 
Both degree-seeking and licensure-only students are required to complete a 12-component 
online portfolio giving evidence  of knowledge, skills and dispositions required of the 
following six Wisconsin Administrator Standards: Standards 2 – 7.  Students work with their 
academic advisor to successfully complete portfolio requirements.  If a student seeks a second 
or third licensure, an additional three components are required for each additional license area 
(15 components for two licenses, 18 components for three licenses, etc.). 

 

G A T E  1 :   E N T R Y  ( A D M I S S I O N  T O  T H E  P R O G R A M )   
 
This gate provides a check on the match of individual professional goals with program values and 
standards, and presents a preliminary delineation of the performance standards and criteria. The 
review is conducted by the student’s academic advisor.  The advisor validates the following before 
approving the Gate 1 Application: 

 
1) Completion of a total of 12 credits, 6 of which must be completed at Marian University 
2) Up-to-date resume in On-line Portfolio, Leadership Philosophy Statement and 

completion of  one component of one standard 
3) Grade-point average of 3.5 on a 4 point scale 
4) Acceptance into the program in full standing. 

 
When students complete the On-line Portfolio component, they notify their advisor so that it can 
be assessed. Once the advisor verifies successful completion of Gate 1, the student is notified and 
a signed copy of the Gate 1 Validation Form is preserved in the student’s file.  

 

 
G A T E  2 :  C O M P R E H E N S I V E  E X A M I N A T I O N  

 
The Comprehensive Examination, or Gate 2, encourages students to synthesize and 
integrate their classroom learning experiences with real-world situations faced by school 
leaders in today’s world.    
 
The student is allowed to choose one of the following formats for the Comprehensive 
Examination: 
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1. Written Master’s Exam:  The written Master’s Exam consists of two comprehensive 
questions requiring written answers over a four-hour period that require the student to 
synthesize all core coursework.  Students are required to respond to tasks 
accompanying scenarios that challenge the student to synthesis coursework in relation 
to real-world administrative situations.   Responses must be supported by evidence, 
including scholarly works in the field, explicit theoretical frameworks, and critical 
reviews 

 
2. The Research Project and Oral Presentation:  The research project is begun in 

EDL735 Research Application to Practice with the development of a comprehensive 
research proposal.  The research proposal will consist of written appropriate research 
questions, a literature review, and a methodology section completed during EDL 735.  
During the first and/or second semester following the successful completion of 
EDL735 , the student conducts the research described in the research proposal.  At the 
end of the semester, the student prepares and presents a PowerPoint presentation 
explaining the proposal and the research results to the public and a committee of three 
faculty. 

 
The examination is administered twice annually, usually in March and October, and may 
be taken on either the Marian campus in Fond du Lac or in Wausau at the times specified 
by the School of Education.   The Research Project and Oral Presentation takes place only 
in Fond du Lac.  
 
Orientation:  Students are encouraged to attend an orientation to Gate 2 and the 
comprehensive examination held at the beginning of each semester.    Dates are listed in 
the calendar of events, “Important Dates to Remember,” on the Leadership Studies 
webpage. At the orientation, students receive more specific information and a copy of the 
“Student Preparation Guide: Written Comprehensive Exam & Oral Presentation of 
Research Project.”  
 
Application Due Dates:   
 
Applications for the Master’s Exam are located on the Leadership Studies Department 
webpage.  Students must apply for the Master’s Exam by the deadlines below.  Students 
are notified by e-mail of their acceptance into the Master’s Examination process. 

 
September 15   Fall Master’s Exam Application Due 
February 15    Spring Master’s Exam Application Due 
 

Eligibility for the Written Master’s Exam 
 
Students in the Master of Arts in Education degree program will be considered eligible to 
take the written master’s examination when students have: 

 
1. Been officially accepted into the program with full standing; 
2. Had all deficiencies removed from their record; 
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3. Completed a minimum of 24 graduate credits in the semester 
prior to applying to taking the master’s examination (which may 
include transfer credits, with a cumulative grade point average 
of 3.0);  

 4. Received Gate 1 Validation  
 5. Had all incomplete grades removed from their record; 
 6. Filed, by the deadline date, an application to take the 

examination with the Leadership Studies Department. 
 
Assessment and Evaluation of the Examination 

 
After the exam, student responses to the exam questions will be copied and distributed to 
the student’s exam committee, including the advisor and one other full-time faculty 
member.   

 
The master’s examination will be read by the two faculty members independently through 
a blind review process.  Only the Student Exam ID is on the response pages. Where two 
faculty members disagree about the results, a third will be asked by the department chair 
to judge the exam.   If a student receives a rating of “doubtful quality” on the exam, the 
department chair will confer with the exam committee to determine the appropriate action, 
such as to 

a) Convene the examination committee to arrive at a decision; 
b) Ask another reader of professional rank to rate the examination; 
c) Schedule an additional oral examination with the student. 
 

The following assessment ratings will be used:  Pass with distinction; Pass; Fail. 
The two commonly agreed scores determine the final score. For example, if two of three 
readers pass the response to a question, the question receives a “Pass.”   
 
Notification  
 
The department chairperson will notify students in writing of their exam results in 
approximately two to four weeks after they have taken the exam.   

 
 
Examination Retake  

 
With a rating of “Fail,” the student will be given a second opportunity to retake the 
examination in a following semester or summer session.  The student must reapply for the 
exam and the retake will consist of a new exam.  Before retaking the exam, the student 
may be required to complete at least 5-6 additional credits of coursework.    Students are 
encouraged to contact their advisors if they would like feedback about their specific 
responses to the exam questions when they have failed the exam.  
 
With a rating of failure, the student will be given a second opportunity to retake the examination in 
a following semester or summer session.  Before retaking the examination, the student may be 
required to complete at least 5-6 additional credits in coursework. 
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G A T E  3 :  P R O G R A M  C O M P L E T I O N : P R A C T I C U M  A N D  
P O R T F O L I O  R E V I E W  

 
Gate 3, the final gate, requires the evaluation of the student’s compliance with PI 34. Gate 3 is 
completed during the semester in which the student enrolls in the practicum (or, if the student 
is taking two practica, during the first of these practica).  
 
Successful completion of Gate 3 will require validation of the following: 
 

1. Updating of the Resume section of the On-Line Portfolio, 
2. Assessment of all of the required standards components of the On-line 

Portfolio that were selected by the student at the appropriate level, 
3. Satisfactory assessment of the student’s Practicum experience, including the 

online portfolio components completed during the practicum.  
Completion of final (3rd) Candidate Self-evaluation of Professional 
Dispositions form. 
 

All of these validation steps are carried out by the following (working in concert or   
alone):   

• Marian University practicum supervisor and two Marian University faculty members,  
or 

• Marian University practicum supervisor, one Marian University faculty member, and 
one field practitioner with licensure and experience in the licensure area. 

 
Note:  In order to pass Gate 3, a student’s entire Gate 3 submission must be judged as at least 
passing. The student may be required to revise parts of the On-line Portfolio found to be 
deficient.   

 
Gate 3 – Dispositions Rubric All students are asked to submit a second Candidate Self-evaluation of 
Professional Dispositions as part of the practicum experience. 

 
 

Practicum Policies and Procedures 

Practicum: Principal, Director of Instruction, or Director of Special Education 
& Pupil Services 
 
EDL 797 Principal Practicum (WI code 51), EDL 798 Director of Instruction (WI code 
10), and EDL 796 Director of Special Education and Pupil Services (WI code 80) are each 
a site-based experience that will require the application of theory in practice.  All students 
enrolled in the Educational Leadership program leading to principal, director of 
instruction licensure, and/or director of special education and pupil services must 
complete a minimum of 150 hours per practicum in a leadership role within a school 
setting.  
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The practicum takes place at schools that are pre-approved by Marian University, 
including charter/alternative schools.   Practicum students will have the support and the 
guidance of a licensed school administrator, Marian University supervisor, and their 
faculty advisor as they design and implement elements of their practicum contract and 
develop artifacts that are submitted into their portfolio.  
 
 
Eligibility 
 
To be eligible to register for practicum the student must 

1. Be admitted in full standing to the Educational Leadership program 
2. Complete a minimum of 28 credits of required coursework. (Students may be 

allowed to register for one course during practicum.  Exceptions are 
determined by the department chairperson) 

  
3. Have reached an informal agreement with an on-site supervisor (who must 

hold the appropriate administrative license with 3 years of experience.) 
 

4. Submit and receive approval of the Practicum application the semester before 
the one in which the practicum is to be completed. (Refer to published 
application deadline dates below.) 

 
Note: For students seeking the Master of Arts degree, students should have 
submitted a master’s exam application or completed Gate 2. 
. 

Teaching Experience: Students must have three (3) consecutive years of teaching 
experience, not including substitute teaching, to be considered for licensure. Students 
without the required teaching experience by the date of practicum application may be 
denied. 
 
Practicum: School Business Administrator 

EDL794 School Business Administrator Practicum (WI code 8) is a site-based experience 
that will require the application of theory in practice.  All students enrolled in the 
Leadership Studies program leading to school business administrator licensure must 
complete a minimum of 150 hours of field experience, with at least 50% of those hours 
being completed in a school district site, and with the opportunity to do no more than 50% 
of the field experience in a business location.   
 
Practicum students will have the support and the guidance of a business manager and/or 
school superintendent and Marian University supervisor as they develop personal and 
professional goals.  The practicum takes place at schools and sites that are pre-approved 
by Marian University, including charter/alternative schools.   Students should submit 
formal application in the semester prior to the semester in which the practicum will 
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be completed.  Prior discussion with the student's advisor and business director will 
facilitate the approval process.   
 
 
Eligibility for School Business Administrator Practicum 
 
To be eligible to register for EDL 794 School Business Administrator Practicum the student 
must: 

1) Be admitted in full standing to the Educational Leadership program 
 

2) Complete a minimum of 28 credits in required coursework. (Students may be allowed to 
register for one course during practicum.  Exceptions are determined by the department 
chairperson.) 

   
3) Complete the following four  School Business Administrator courses:  

 
  EDL 762 Advanced School Business Administration  
  EDL 764 Adv. Accounting & Computer Application in Educational Administration  
  EDL 766 Human Resource Administration & Risk Management 
                    EDL 768 Auxiliary Services Management  

 
4)  Have reached an informal agreement with an on-site supervisor (who must hold the 
appropriate administrative license with 3 years of experience.) 
 
5)  Submit and receive approval of the School Business Administrator Practicum application 
the semester before the one in which the practicum is to be completed. (Refer to published 
deadlines for the application below.) 

 
 
Teaching Experience:  Teaching experience is not required for eligibility for the School Business 
Administrator practicum. Wisconsin’s School Business Administrator license does not require a 
teaching license or teaching experience. 
 
 
PRACTICUM REQUIREMENTS:  SUMMARY 

I. Licensure Program Practicums 
 

A. EDL 797  Principal Practicum (51) 
B. EDL 798  Director of Instruction Practicum (10) 
C. EDL 796  Director of Special Education/Pupil Services (80) 
D. EDL 794  School Business Administrator Practicum (08) 

 
II. Minimum hour requirements – 150 hours per practicum (Students may not register for      

two practicum experiences in the same semester). 
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III. Practicum Contract 
 

A. All practicum students will create a contract specifying practicum requirements to be 
completed in fulfillment of the practicum experience(s).  This contract is developed during the 
first meeting with the on-site administrator, the Marian University practicum 
supervisor, and the student at the beginning of the semester in which the student enrolls in 
the practicum. 

 
B. Students may “bank” up to 30 hours per practicum in the semester immediately prior to the 

actual practicum course to be applied toward the requisite number of hours for completion.  
Only hours completed during a semester in which the student is actively enrolled in Marian 
University courses for credit may be applied.  These hours are to be documented by an on-site 
administrator and identified and included in the practicum log. Before banking hours, students 
must receive prior approval in writing from the Director of Field and Clinical Experiences or 
Leadership Studies Field Coordinator and follow required guidelines to bank practicum hours.  
Students may not bank hours for one practicum while enrolled in another practicum. 

 
C. Completion of hours during the practicum semester may be applied only after a completed 

contract exists – no hours are retroactive to the contract except for the maximum 30 hours per 
practicum allowable. 

 
D. Contract Elements--Must include and identify: 
 

EDL 797 - Principal Practicum: 
 
1. Three on-line portfolio components that are developed during the practicum 
2. Scheduling and staffing  
3. Budgeting and fiscal management 
4. School auxiliary services & facilities management 
5. Curriculum development and implementation 
6. Improvement of instruction, including staff development 
7. Supervision and evaluation of personnel 
8. Coordination of testing and use of assessment data to improve student learning  
9. School and public relations and communications 
10. District-level decision making and reporting 
11. Human relations and diversity 
 

EDL 798 - Director of Instruction Practicum: 
 

1. Three on-line portfolio components that are developed during the practicum 
2. Administrative leadership for curriculum, instruction and assessment 
3. District-level curriculum development and implementation 
4. District-level improvement of instruction, including professional development 
5. Coordination of district-level assessment 
6. Budgeting and fiscal support for programs and initiatives 
7. District-level decision making and reporting 
8. Human relations and diversity 
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EDL 796 - Director of Special Education/Pupil Services Practicum: 
 

1. Three on-line portfolio components that are developed during the practicum 
2. Role of pupil services/director of special education & support services 
3. Identifying and providing appropriate programming for the major characteristics of 

handicapping conditions as defined by federal and state law 
4. District-level decision making and reporting 
5. Organization, administration, and operation of public schools and related laws 
6. Budgeting and fiscal management as it relates to providing services for 

students 
7. School facilities and alternatives for providing least restrictive environment 
8. Screening, referral systems, team responsibilities and IEP development 
9. Curriculum development and career and vocational transitional alternatives 
10. Testing and assessment of diverse populations 
11. Human relations and diversity 

 
EDL 794 - School Business Administrator Practicum: 
 

1. Three on-line portfolio components that are developed during the practicum 
2. Administrative leadership for business and finance 
3. District-level decision making and  reporting 
4. Technology in financial operations 
5. Auxiliary services management 
6. Communication with constituent agencies and community groups 
7. Contracts and risk management 
8. Human relations and diversity 

 
 

E. Human Relations involvements may include the following: 
 
• Experiences with various racial, cultural, and economic groups, including minority 

groups:  African-Americans, Alaskan-Americans, American Indians, Asian-
Americans, Hispanic-Americans, Pacific Islander-Americans, foreign born persons 
of color; disabled persons. 

• Resolving conflicts between pupils and between pupils and school staff; 
• Assisting pupils in learning methods of resolving conflicts; 
• Dealing with crises, including violent, disruptive, potentially violent or potentially 

disruptive situations 
• Evaluation of the impact of the forces of discrimination; 
• Assessing a curriculum and making modifications to assure multicultural and 

nonsexist content. 
 

IV. Practicum students not already acting in an administrative role will work with the 
administrators in their district or a designated administrator approved by Marian 
University to identify activities that include and account for the specific requirements 
listed under each practicum. 
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Practicum students already acting in an administrative role will analyze their 
schools, and then work with other district administrators to identify activities that 
apply knowledge and skills gained through completion of coursework in the graduate 
program.  These activities may further develop and/or implement an activity or 
research topic completed during the graduate course(s). 

 
 
 

Practicum Application Deadlines 
 
Students should submit a completed Practicum Application Form, which may be downloaded from the 
department webpage, in the semester prior to the semester in which the practicum will be completed.  
Prior discussion with the student's advisor and school administrator will facilitate the approval process.  
Students must meet the requirements and apply for the practicum by the deadline in order to be 
accepted.  Students who miss the deadline must appeal in writing to the department chairperson; late 
applications will be considered only in extraordinary circumstances. 
 
Application due dates are the following:   
  

 February 1 for a summer practicum  
 June 1 for a fall practicum 
 October 1 for a spring practicum 
 

 
 
 

Administrative Licensure Only 
 
Students, who already have a master’s degree and do not wish to receive another, may seek 
initial licensure as a principal, director of instruction, director of special education/pupil 
services, or school business administrator. Students who already hold a Wisconsin principal 
license may seek licensure as a superintendent. (refer to doctoral handbook for more 
information on the superintendent license.) 
 
Admission for Licensure Only  
 
To apply for admission as licensure-only, students must meet the following specific admission 
criteria: 

 
• Master’s degree from an institution regionally or nationally accredited at the graduate 

level; 
• Three years of successful full-time classroom teaching experience;* 
• A Wisconsin teaching license at the Professional level or a Wisconsin administrative 

license, or evidence of eligibility to hold such a license; *  
• Approved course sequence plan for the School Business Administrator  
• Additional state and/or university requirements as determined by the Marian Leadership 

Studies Department 
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. 
*Exception: Students seeking a school business administrator license are not required to hold 
a teaching license or to have teaching experience. 
 
Students seeking licensure-only are not required to complete the master’s comprehensive 
examination (Gate 2) but must complete the Online Portfolio satisfactorily.  
 
Specific Policies for the Marian University Administrative Licensure Only Program 
 
A.  Students who have completed a Master’s degree program at another institution or at 
Marian in another field: 
 

1. All course transfer requests must follow Marian University procedures. The transcript 
and syllabi are reviewed by the department for transfer approval. 

2. If the student has completed a comparable research course – research methodology 
AND application to practice – within the past 7 years, the course may transfer as EDL 
735. Approval must be obtained from the department. 

3. Transcripts are further evaluated by the department for additional transfer of credit up 
to a total of 9 credits maximum. 

4. All students complete a 12-component portfolio for the first license. Three additional 
components must be completed for each successive licensure. Enrollment in EDL 712 
is required. 

 
B.  Marian graduates adding another area of administrative licensure: 
 

1. If the student has completed first licensure in the context of PI134 within three 
previous years, he/she may complete an additional licensure by completing an 
additional practicum. 

2. Three additional online portfolio components must be completed for each additional 
practicum. 

3. If the student has completed first licensure prior to PI143 or more than 3 years,  he/she 
may be required to update course work pertaining to the additional licensure they 
desire. The transcript is reviewed by the department to determine coursework. Three 
additional online portfolio components must be completed for each additional 
practicum. 

 
 
 
 
C.  Students adding another area of administrative licensure-a practicing administrator having 
graduated elsewhere: 
 

1. The student transcript is reviewed by the department. 
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2. EDL 790 and the practicum are required. Additional coursework is determined by the 
department chairperson. 

3. A portfolio of 12 components is also required for one additional area, adding 3 
additional components for each practicum beyond the initial one. Enrollment in EDL 
712 is required. 

 
 

 
GRADUATE STUDENT INFORMATION 

 
Graduate Student Advising 

 
When first applying for acceptance into graduate programs, all graduate students pursuing a 
Master of Arts in Education degree or administrative licensure are assigned an advisor for 
academic and professional advising.   The student is required to contact  the Leadership 
Studies department chair to complete a course sequence plan for inclusion in their application 
file.   Students should contact their advisor or the department chair for any revisions to the 
approved course sequence plan.   Students may choose to change advisors by contacting the 
department chair.   

 
License Qualified Student 

Any student with a master's degree who is not working toward an additional graduate degree 
but is seeking licensure only is classified as a "License Qualified" student. 
 

Transfer of Credit Policy - Before Admission 

All college and university course work, including graduate credits, earned prior to admission 
must be reported on the application for admission and documented by means of an official 
transcript requested by the student from the registrar of each institution previously attended; 
all transcripts must be sent directly from the institution(s) to Marian University.  For course 
work from other institutions to be considered for transfer, a "Transfer of Credit Application" 
must be filed in conjunction with the application for admission.  Official syllabi/course 
descriptions must be provided upon request.  Graduate credits earned prior to admission but 
not reported on the Transfer of Credit Application will not be considered for transfer after 
admission.   
 
Please refer to program sections for individual transfer of credit restrictions.  The following 
courses must be taken through Marian University: EDL 790 Values Development for 
Educational Leaders, EDL 794 Business Administrator Practicum, EDL 797 Principal 
Practicum, EDL 798 Director of Instruction Practicum, EDL 796 Director of Special 
Education and Pupil Services Practicum.  
 
To be considered for transfer, credits must meet the following criteria: 
 
 1. Credit must be earned at an institution regionally accredited at the graduate 

level. 
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 2. Credits must be acceptable into the master's program in education of the 
transferring institution. 

 3. Credits must have been completed within the last 7 years; however, the 
division reserves the right to deny transfer of credit for courses in which the 
content or practice has significantly changed in the last 3 years. 

 4. A grade of A or B (a "B-" grade is not acceptable) must have been earned; 
however, such grades will not be included in the computation of grade point 
average. 

 5. Course must be equivalent to Marian University graduate education courses; 
course must be in a format as rigorous as that for Marian University courses. 

 6. Course is appropriate for the student’s proposed graduate program at Marian 
University. 

 
The following are not transferable: 

• courses at the undergraduate level 
• continuing education units (CEU's) 
• independent study 
• workshops 
• correspondence courses 

 
 

Transfer of Credit Policy - After Admission 

Students admitted to the School of Education at Marian University and wish to take a course 
at another institution must have prior written approval from the Chair of the Program Area 
before enrolling in the course if the credit earned is to be considered for transfer.  Although 
students are expected to complete all courses required in their degree/licensure program from 
Marian University, consideration will be given to cases that entail hardship.   
 
1. A course description for each course must be attached to the “Application for Prior  
 Approval of Transfer Credit”. 
2 .The approval must be obtained at least two months prior to the start date of the course. 
 Courses taken that did not have prior approval will not be accepted for transfer. 
3. The course must meet all criteria for transfer credit into the School of Education. 
4. The rationale for taking the course should include the compelling reasons the student  
            cannot take the course from Marian University as agreed upon in the signed sequence  
            plan. (The course will only be considered if the rationale section is completed.) 
5. Upon course completion, the student should have the school send an official transcript  
            directly to the Registrar’s Office at Marian University. Transcripts submitted more  
 than one year after approval are subject to re-evaluation. 
 
When a student changes emphasis within the degree program, the graduate courses already 
accepted in transfer are not automatically accepted into the student's new emphasis.  Such 
courses must be evaluated and processed according to the above outlined procedures. 
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Appeals 
 
Grades and decisions related to student admission, probation, and readmission may be 
appealed to the Dean of Education. Each individual appeal must be submitted to the Dean in 
writing within a 12-week period after notification of the decision.   
 
The Dean may appoint a Graduate Academic Appeals Committee to serve as a review board 
for appeal cases and to make a recommendation to the Dean of Education.  This committee is 
appointed by the Dean of Education and is composed of an appropriate program administrator 
(chairperson, ex officio without vote), two graduate students, and three graduate faculty 
members.  No member may serve on this committee who is currently under academic or 
disciplinary sanction, or who has been under academic or disciplinary sanction the year prior 
to service.  
 
Decisions made by the Dean of Education, which are based on program and licensure 
requirements of Wisconsin Department of Public Instruction, are final. Any other decisions by 
the Dean of Education may be appealed to the Vice President for Academic Affairs within one 
week of notification of the Dean's decision; this appeal must be made in writing. Decisions of 
the Vice President for Academic Affairs are final. 

 

Program Modifications 

The School of Education reserves the right to modify program requirements in cases where an 
exceptional student's professional growth requires an adjustment. These modifications may 
include an alteration of required coursework and requires approval by the Dean of Education. 
 

Change of Program 

A student who has already been admitted to master's degree study at Marian University may 
seek admission to a different program.   
 
Prior admission to one master's program in the School of Education does not automatically 
guarantee admission to another in the School of Education.  All credentials must be processed 
and evaluated according to the established criteria and procedures for admission to that 
specific program. 
 
Graduate courses already satisfactorily completed are not automatically transferred to the 
student's new program.  Such courses must first be evaluated by faculty from the student's 
intended program.  Courses that are to be accepted must be processed according to the 
procedures outlined in the section "Transfer of Credit Policy." 
 

 
Degree Time Limit Requirements 

 
All work applying to the Master of Arts in Education degree must be completed within a 
seven-year time period. The time period begins with formal acceptance into the degree 
program. 
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Academic Honesty 

 
The rules and procedures dealing with academic honesty set forth in the Marian University Academic 
Bulletin will be followed in classes. Students are expected to have familiarized themselves with these 
rules and procedures. This applies to cheating, plagiarism and intentional misrepresentation of the 
truth. If a paper is prepared by a student for any class, it is expected that the paper be the student’s own 
work and that any use of the work of another in a student’s paper be properly quoted and cited 
pursuant to Marian University Reference Manual (available on the Marian University Writing Center 
website). 
 

 
Classroom and Campus Expectations 

 
Students are encouraged to maximize the learning experience offered through Marian University.  
Ideal learning takes place in environments where trust, mutual respect and active engagement is valued 
and observed by all participants. 
 
Students enrolled at Marian University are expected to conduct themselves in a manner appropriate to 
a professional setting.  Students are expected to be respectful of the learning environment established 
by the instructor.  No student has the right to be disruptive, disrespectful or uncivil in their conduct- 
including language – in any setting at Marian university this includes online, Face Book, web-based 
venues. 
 
A student who is deemed to be inappropriate in the classroom may be asked to leave the class for a 
session or longer, or may be administratively withdrawn by University officials.   
 

Attendance Policy 
 
Marian University has at the heart of its core values that it is a community committed to learning.  
Class attendance is essential to the learning process of the entire community.  Absence from class by a 
student not only limits that student’s learning, but it also limits the learning of the entire class which is 
deprived of that student’s input.  Any absence, for any reason, prevents the student and the class from 
getting the full benefit of the course.  Students should be aware that class attendance may also be 
required for financial aid purposes and could impact existing or future financial aid.  Students are, 
therefore, expected to attend all classes of the courses in which they are registered and to be on time. 
Instructors may include class attendance as a measure of academic performance for grading purposes 
in the course syllabus.  Such criteria are supported by Marian University.  It is the responsibility of the 
student to contact the instructor to discuss any missed class work due to absences.  When a student is 
absent from class, it is up to the instructor to determine what make-up work, project or test may be 
allowed. 

 
Persons with Disabilities 

 
Marian University will provide reasonable accommodations to qualified people with disabilities.  If 
you feel you need accommodations to fully participate in this class, please contact Lisa Olig 
Coordinator of Disability Services at lmolig65@marianuniversity.edu or Academic Support at 920-
923-8951.  

 
 
 
 

mailto:lmolig65@marianuniversity.edu
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Incomplete Policy 
 
An Incomplete (I) grade may be reported for a student who has carried a subject with a passing grade 
until the end of the semester and then, because of illness or other unusual or extraordinary reasons 
beyond his/her control, has been unable to take or complete the final examination or to complete some 
limited amount of term work. An Incomplete grade may not be given to permit a student to correct 
work already completed or to improve upon a grade.  
 
 
An Incomplete grade may be given to a student who is absent from a final examination if the instructor 
is satisfied that the absence resulted from illness or extraordinary cause beyond the student’s control. 
In default of such proof, the examination grade shall be “F”. The student must obtain permission from 
the instructor for an Incomplete grade prior to the end of the course. The Incomplete grade will carry 0 
credit points and will not be computed in the GPA.  
 
An Incomplete grade is automatically changed to “F” if course work is not finished within twelve (12) 
calendar weeks after the close of the semester in which it was issued (i.e., twelve weeks after final 
grades were due in the Registrar’s Office for the Fall, Spring, or Summer semester). The instructor, at 
his or her discretion and in consultation with the student, may set an earlier deadline within the 
allowable period. Exceptions to this policy require approval of the appropriate School Dean. Once an 
incomplete grade has lapsed to an “F” grade, it may not be changed back to an Incomplete grade.  
 
All Incomplete grades must be completed and grades that apply toward the degree must be received in 
the Registrar’s Office by the end of a student’s last semester of attendance within the published degree 
completion deadline. 
 

Credit Load 
 
For each fall/spring semester, the maximum credit load for full-time students is 12 graduate 
credits; the maximum credit load for half-time students is 6 credits. For summer, the 
maximum credit load is 12 credits. Permission from the department chair is required for any 
student to take more than the maximum load.  
 
Graduate students who are in good academic standing and who are involved in undergraduate 
coursework to remediate deficiencies, or those who have exceptional circumstances resulting 
in special hardship, must appeal to the department chair for permission to carry more than the 
maximum credit load. Each individual student appeal must be submitted to the department 
chair prior to the beginning of the semester.  
 
Students who enroll for more than the maximum credit load without permission will have 
credit loads adjusted by the department chair to reduce their course load to the maximum load 
allowed. 
 
Deviations from this policy may be determined by the department chair of a particular 
program. 
 

Add/drop/withdrawal from courses 
 
Students assume all responsibility for adding, dropping, and withdrawing from courses 
including the full completion and submission of Course Drop forms. The drop date shall be 
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the date upon which the Office of the Registrar receives the Course Drop form. Students 
should refer to the University’s Refund Policy for specific policies governing withdrawing 
from courses after the start date. To avoid an “F” grade, student must drop any courses not 
attended. 
 
See University Refund Policy in the Tuition and Fees section of Academic Bulletin. 
 
Students who receive federal financial aid funding should check with the Office of Financial 
Aid when any changes are made in course registration for the semester.  
 

Administrative withdrawal from courses 
 
An instructor may request that the Registrar administratively withdraw a student from a 
course if the student has not attended the first session of a course that meets once each week, 
or the student has attended neither of the first two sessions of a course that meets more 
frequently than once a week and has not notified the instructor. Students who are 
administratively dropped by the instructor of the course will be assessed a 10% tuition penalty 
and have a WD grade recorded on their transcript. This policy does not negate the 
responsibility of students for their schedule of classes.  
 
 

 
LEADERSHIP STUDIES 

FORMS 
Current forms are located on the Leadership Studies Department Webpage under “Current 

Student Information.” 

Forms for Leadership Studies 

Course Sequence Plans:  
Principal 
Director of Instruction 
Director of Special Education and Pupil Services 
School Business Administrator 
 
Gate 1 Applications: 
Principal/Director of Instruction/Director of Special Ed and Pupil Services and 
School Business Administrator 
 
Gate 2 Application: 
Comprehensive Master’s Examination Application for Educational Leadership Students (fill-in form) 
 
Practicum Application Forms (including Conduct Competency Review Form): 
Principal 
Director of Instruction 
Director of Special Education and Pupil Services 
School Business Administrator 
 

http://fileresource.sitepro.com/filemanager/162/filecollections/670/CD3D0AA1-531A-BC6B-02A2-86BDC8B682FD.doc
http://fileresource.sitepro.com/filemanager/162/filecollections/670/FB7A1353-7DD1-9E50-8F4D-8C8E8499C82B.doc
http://fileresource.sitepro.com/filemanager/162/filecollections/670/427AC3B5-E5F3-5807-4455-E4B5BFDEFCB0.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/F35D2A54-99B1-D39E-41A7-380267706EFE.doc
http://fileresource.sitepro.com/filemanager/162/filecollections/670/1672BFD4-16B2-3D02-B1CF-411C83B63C69.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/1672BFD4-16B2-3D02-B1CF-411C83B63C69.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/2833115C-AA23-7343-35FD-1568ECB6D08F.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/2833115C-AA23-7343-35FD-1568ECB6D08F.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/303E5E3F-8F84-A3A9-64C2-EE707D01D2DD.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/18F26BAE-6018-8B4A-9793-729A242127E2.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/D2577F63-E3D2-C03E-6FC6-68D5F7EE333E.pdf
http://fileresource.sitepro.com/filemanager/162/filecollections/670/A932E80F-8F21-23A2-37A3-2DFCC61ED187.pdf
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Appendix A 

 
WISCONSIN DEPARTMENT OF PUBLIC INSTRUCTION ADMINISTRATOR 

STANDARDS 
 

 
Standard 1 

 
The administrator leads by fulfilling the requirements of the 10 State Teacher 
Standards. 
 

 
Standard 2 

 
The administrator leads by facilitating the development, articulation, 
implementation, and stewardship of a vision of learning that is shared by the 
school community. 
 

 
Standard 3 

 
The administrator manages by advocating, nurturing and sustaining a school 
culture and instructional program conducive to pupil learning and staff 
professional growth. 
 

 
Standard 4 

 
The administrator ensures management of the organization, operations, 
finances, and resources for a safe, efficient, and effective learning environment. 
 

 
Standard 5 

 
The administrator models collaboration with families and community members, 
responsiveness to diverse community interests and needs, and the ability to 
mobilize community resources. 
 

 
Standard 6 

 
The administrator acts with integrity, fairness, and in an ethical manner. 
 

 
Standard 7 

 
The administrator understands, responds to, and interacts with the larger 
political, social, economic, legal and cultural context that affects schooling. 
 

 
 

 
 
 
 
 
 



“Transforming Lives through Academic Excellence, Innovation, and Leadership” Page 30 
 

Appendix B 

License Application Checklist 
 

1. After all classes are completed, students should submit a completed DPI License Application 
form -Initial In-State Administration or Reading License (PI-1602-AD) 
Applications can be downloaded from the DPI web site 
(http://dpi.wi.gov/tepdl/applications.html )   
Section I – Applicant information 
Section II – Indicate which Administrative license(s) you are requesting -                      

10 Director of Instruction 
51 Principal 
08 School Business Administrator 
80 Director of Special Education and Pupil Services 

Section III – Experience-List all employers where you have been employed as an educator.  
Send the Employment Verification form to each and have them return to you to include with 
the license application or send to DPI directly for your file. 
Section IV – Indicate the colleges you have attended listing Marian University first. The 
Marian University Certification Officer will sign in this section verifying completion of a 
program -  mail your completed DPI form and fee to Joan Ferguson at Marian 
University. 

 
 Complete the Conduct and Competency Review Form –Sign in the presence of a 

Notary Public who must also sign and seal the form. Follow the instructions for 
submission of fingerprint cards. 

 If you wish to combine all of your licenses on one license, you will need to renew 
your other licenses by completing the License Application-5-year Renewal form on 
the same DPI page 1602-5R as well as the License Application-Initial In-State 
Administration license.  Send both forms to me along with $200 ($100 per form). 

 
2. Mail the following to Joan Ferguson, Certification Officer 

 Copy of your Wisconsin Teaching Certificate 
 The completed DPI License Application(s) 
 Check or money order payable to DPI for $100 or complete the credit card 

information on the front of the application ($200 if you are renewing your other 
licenses as well and combining them on one license). 

 A stamped envelope addressed to DPI ( Business size for one application or 8x12  for 
2 licenses-use at least 3 stamps on this envelope) 

 
3. Degrees will be posted approximately four weeks after graduation 

 
4. When the degree has been posted, the On-line portfolio has been approved, and all fees to 

Marian University have been verified as paid, your license application will be mailed to DPI. 
 

5. The School of Education will send you a letter confirming the license application has been 
processed and mailed to DPI, a copy of the license application, and a Professional Education 
Certificate, indicating you are eligible for the license. 

 
Contact Joan Ferguson with any questions. (Call 1-920- 923-8778 or email:  
jferguson@marianuniveristy.edu) 

http://dpi.wi.gov/tepdl/applications.html
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