 Indiana State University
                                       Administrative Placement

Instructions for Educational Administration Registrants
Information requested in the forms is self-evident.  Do not leave gaps in the experience section, as many employers will raise a question as to the candidate’s activity during that period.  Experience should include all full or part-time positions listed in chronological order beginning with the most recent experience.

In this packet you should find a Family Rights and Privacy Release form, Personal Data forms, 
Candidate Statement form, Graduate Record form, and reference forms (Professor Reference; Administrative Ability and Teaching Evaluation will have self addressed envelopes for their return to us). The large self addressed envelope is for return of forms completed by you.

The Family Rights and Privacy release statement contains two options for candidates in the release of their placement file.  Candidates selecting the second option are reminded that a written signature is required in the placement office before credentials will be sent.

Professor references should be obtained from the major professor, members of the candidate’s M.S., Ed.S.,or doctoral committee and other professors who may have direct knowledge of the candidate’s achievement and academic progress.

Teaching and Administrative Ability evaluations should be obtained from previous employers who have served in a supervisory capacity.  Do not use character references to cover full-time employment.  Reference forms are to be mailed directly to the Administrative Placement office by the person writing the statement.  Both the Professor and Experience references contain waiver statements at the top of the page.  Candidates signing the waiver may not see the reference while the lack of a signature permits the candidate to see the reference in the Placement Office.  All references remain the property of the Administrative Placement office.  It has been the experience of the office that employers tend to place more credibility in references which have the waiver statement signed.

The Candidate’s Statement provides an opportunity for registrants to elaborate on their experience and strengths developed in the graduate program, administrative internship, or as a practicing administrator.  The statement should be specific yet broad enough to encompass alternative positions which might be acceptable.  The statement should not be a simple biographical sketch, but rather related to professional achievements and goals, personal qualifications and related experiences that the candidate feels to be significant.

SERVICE:  Credentials are sent on request by registrant and at the recommendation of Placement depending upon the release option selected by the registrant.  Registrants should arrange for a personal conference with the Administrative Placement consultant, Dr. Terry McDaniel, prior to initiation of the job search if they are not already well acquainted.  Credentials are NOT sent to private or commercial placement agencies, however, they will be sent to other university placement services upon request of the candidate.  Candidates are urged to prepare a resume or vita at the time of updating their placement file.

After accepting a new position, please provide the Administrative Placement office with a new address and telephone number where you may be reached.  The best time to secure references is when you really do not need them.  References may be added to the placement file anytime without updating the entire file.

Administrative Placement Office, Bayh College of Education, Room 211G, Indiana State University, Terre Haute, Indiana 47809.  Phone: 812-237-2895  Email: rhonda.beecroft@indstate.edu
Forms in template are available on the website: http://coe.indstate.edu/elafalumni/
