
 

  P a g e  | 20  

PROGRAM POLICIES AND PROCEDURES 
 
ADVISORS AND ASSISTANCE 
 
Program faculty and advisors are available to support candidates throughout the 
program. Each candidate is assigned a faculty advisor who is their main contact for 
questions and concerns.  The faculty advisor will support candidate’s fieldwork projects 
and monitor participation in a wide range of on the job experiences.  Our team is 
committed to supporting candidates throughout the program in order to ensure 
successful progress and program completion.  
 

ATTENDANCE 
 
Candidates are required to attend all class sessions, which includes program 
orientation, Saturday classes, virtual learning sessions, PLC sessions, the Leadership 
Learning Seminar, and the Leadership Symposium. Candidates will be participating in a 
variety of activities within each course, such as group projects, collaborative activities, 
presentations, and discussions, to name a few. These are essential components to the 
course experiences our candidates are provided and cannot be duplicated in make-
up work. Attendance is essential to the professional learning of our candidates, as well 
successful collaboration with colleagues.  Candidates missing more than one class 
session per course will be given an Incomplete and will need to retake the course the 
following year.  Recommendations for the Preliminary Administrative Services Credential 
will be postponed until the course is completed the following year.  

If a candidate finds themselves in a situation where it is necessary for them to miss an in 
-person or virtual class, they must contact the course instructor in order to access make-
up work. Make-up assignments will not be given ahead of the scheduled class and are 
due the same day as the signature project for that class is due.  

In the case of an emergency, candidates must contact the course instructor, informing 
them of the nature of the emergency. Make-up assignments will not be given prior to 
the scheduled class and are due the same day as the signature project for that class is 
due.  

Participation in PLC classwork and virtual learning is equally important and required.  

Punctuality is essential and will impact learning, as well as grades.   


