
Program Requirements 
 

The OCDE Preliminary Administrative Services Credential curriculum is based on the California 

Administrator Performance Expectations (CAPE’s).  In addition to attending the pre-enrollment advisement 

session and the program orientation, candidates are required to complete all program requirements and 

demonstrate candidate competence.  This includes their participation in all sessions of the seven courses 

and the additional program requirements defined below.   

Due to current restrictions with public gatherings, participation in Developing the 21st Century Principal 

(ID21) is optional for cohort 16. This performance-based assessment center is designed to support the 

development of aspiring and early career leaders as they engage in simulations and receive focused feedback 

from three trained assessor/coaches. Each participant will be provided with accurate information regarding 

his/her leadership strengths and improvements as defined by the National Association of Secondary School 

Principals (NASSP).  Participants will receive individualized coaching specific to the leadership skills 

addressed in this program. This is a two-day required commitment. 

 

Note: Candidates will sign up for one of the ID21 assessment centers following the program orientation 

session.  If a candidate misses his/her training date, the candidate will be charged a “no-show” fee of $350.  

To avoid this additional charge, the candidate may secure another student to take his/her place at least 48 

hours in advance. It is the candidate’s responsibility to notify Amanda Baird at 714-708-4985 of any 

schedule changes.   

Finally, candidates are encouraged to attend additional professional development sessions offered by their 

district and/or the Orange County Department of Education during program enrollment.  

 

Leadership Portfolio Requirements – Due on or before January 21, 2023 

1. Professional Artifacts, including Resume, Personal Educational Vision and Personal Code of Ethics; 

2. Four Fieldwork Activities* that have been conducted at multiple sites; 

3. Six, reflective essays describing knowledge and skills gained in each course as well as application 

to the candidate’s evolving leadership practice.  A reflective essay is completed at the end of each 

course; 

4. Six (6) Signature Assignments identified by the instructor(s) from each course; and 

5. All Commission on Teacher Credentialing (CTC) CalAPA performance assessment templates and 

notifications. 

 

*Note:  Fieldwork Activities must be completed within the first eleven months of the program. Time spent 

conducting the activities counts towards “in field” experience. The activities are documented using the 

appropriate fieldwork logs. More information on Fieldwork Activities is provided on page 24 of the 

handbook. 

 

California Administrator Performance Assessment (CalAPA) 
 

1. As a new Commission on Teacher Credentialing (CTC) regulation, starting in 2018 candidates 

must earn the Preliminary Administrative Services Credential by passing a performance 

assessment. The California Administrator Performance Assessment, (CalAPA), is the adopted 

assessment system.  

 

2. The following three leadership cycles comprise the CalAPA: 

▪ Cycle 1: Analyzing Data to Inform School Improvement and Promote Equity 

▪ Cycle 2: Facilitating Communities of Practice 

▪ Cycle 3: Supporting Teacher Growth 



 

3. All program courses embed the California Administrator Performance Assessment (CalAPA). 

 

4. Candidates will be required to attend program orientations and workshops for the CalAPA. 

 

5. Candidates will have the opportunity to work with technology instructors in order to submit 

his/her required cycle documentations to the CTC. 

 

6. The CTC will notify candidates if they successfully pass each cycle. 

 

7. Candidates will upload all CTC CalAPA templates and notifications to his/her electronic portfolio 

accessed through Canvas. http://ocde.instructure.com/login/canvas 

 

8. As a disclaimer, the successful completion of each cycle will be contingent on the candidate’s 

ability to apply all course learning, program assistance and submitting required documentation 

within appropriate timelines.  

 

 

Preliminary Administrative Services Credential Course Descriptions 
 

Please note: Each course may require candidates to complete an assignment prior to a class session. 

These assignments will be determined by each course instructor and communicated through Canvas  

 

 

PASC 101 

This course is the first step on your journey towards procuring the administrative services credential. 

CalAPA’s (Equity-Driven Leadership) and CAPE (Visionary Leadership) performance standards will be 

foundational to PASC 101. By the end of this course, you will be able to reflect upon: defining a 

personal vision of equity-driven leadership, using quantitative and qualitative data, conducting an equity 

gap analysis, examining cultural proficiency, and understanding strategies for equitable practices to 

ensure stakeholder responsibility toward a shared vision for improvement in your school. 

 

 

PASC 102 

 

Welcome to PASC 102!  This course is the second step on your journey towards acquiring the 

administrative services credential. The performance standards under CalAPA (Equity-Driven Leadership) 

and CAPE 4 (Diverse Families and Communities; Community Leadership) will be the focus of our work. 

By the end of this course, you will be able to reflect and act upon the following course objectives:  

1. Sharpening your personal and school equity leadership goals  
2. Assessing family and community engagement  
3. Learning new strategies to improve communication with parents  
4. Building effective partnerships with mental health providers 
5. Learning how poverty and social issues affect children and families 
6. Continuing to examine your personal and professional cultural proficiency,  
7. Implementing student well-being by implementing asset building strategies  

http://ocde.instructure.com/login/canvas


These key objectives are designed to improve equitable practices and dedicated to working toward the 

overall improvement of your school. 

 

 

PASC 103 

PASC 103 will support candidates with their understanding of the leadership required for effective groups as it 

relates to Cycle 2. How to conduct productive meetings with the necessary tools and processes will be 

examined. The change process in groups and organizations will be looked at deeply, as change is the result of 

data informed decisions in the continuous improvement cycle of instruction. With change, conflict can arise, 

and this process will be explored so that candidates will have the tools to manage group conflict to its 

resolution. This course will also look at personal and professional learning as essential to a shared vision to 

continuously improve school, staff, student learning, and student safety and well-being. Ethical decision-

making and action will also be discussed and how professional obligations and responsibilities affect the entire 

school community. At the conclusion of this course, the candidate will be able to demonstrate how to facilitate 

group learning and processes to improve teaching and learning. 

 

PASC 104 

Participants will be empowered to make crucial decisions regarding curriculum and instruction.  This 

includes identifying priorities, implementing initiatives, and monitoring the success of all 

learners.  Special consideration will be given to systems and practices that address the needs of English 

Learners, Gifted & Talented, Special Education, and Socioeconomically Disadvantaged populations.  In 

addition, participants will be able to contextualize both the Response to Intervention and the Professional 

Learning Community models.  

 

PASC 105 

PASC 105 will empower candidates to identify, align, and optimize resources, including fiscal, 

instructional, and operational, to improve student outcomes. This course will address the importance of 

managing a safe and productive learning environment through responsible financial management, 

effective coordination of human resources and student services, strategic facilities operations, and 

dynamic engagement of school community members. At the conclusion of the course, the candidate will 

be able to articulate strategies, including stakeholder engagement processes, to align District and 

community resources that are focused on the common goal of increasing student achievement.  

 

PASC 106 

New administrators need to be aware of the important role education law and policy plays in shaping the 

learning experiences for students and how these policies may impact staff, families, and the greater 

community. As ambassadors for public education, school leaders must use their influence to bring about 

action, promote the accomplishments of students and staff, find their voice to tell their school's story, and 

provide the community with a clear picture of the organization's mission, vision and goals. 

This course is designed to support candidates as you prepare to take the California Administrator 

Performance Assessment (CalAPA) Cycle 3. Cycle 3 Focus: Coaching an individual teacher to strengthen 

teaching, learning and professional practice. 

 



 

Technology and the School Leader 
 

Course Description 

 
This series of courses is designed to support candidates throughout the program from a technology 

perspective. Coursework will align with each PASC 101-106 focus and will act as a bridge between the 

California Administrator Performance Expectations (CAPE) and the International Society for Teaching in 

Education (ISTE) standards. In addition, the technology courses will provide technological support as you 

prepare for CalAPA submissions. 

 

 

 

Program Completion 

Credential Completion 

Upon completion of the Orange County Department of Education’s Preliminary Administrative Services 

Credential program, candidates who demonstrated candidate competence and completed all program 

requirements mandated by the Commission on Teacher Credentialing (CTC) are credential-eligible.   Upon 

receipt of the required exiting documentation, the Coordinator will submit the recommendation for either 

the candidate’s Certificate of Eligibility or a Preliminary Administrative Services credential depending on 

the candidate’s job status at the time of program completion. 
 

• A Certificate of Eligibility is issued for those program completers who are not currently in a position 

that requires them to hold an administrative credential.  By filing for a Certificate of Eligibility, the 

candidate is grandfathered in to any future changes defined by the Commission on Teacher 

Credentialing AND is eligible to apply for an administrative position.  Upon hiring, the candidate’s 

employer will assist him/her in filing for a Preliminary Administrative Services credential.  Please 

note: the Certificate of Eligibility has no expiration date.  In essence, it is good forever. 

• A Preliminary Administrative Services credential is suggested for those program completers who 

are currently in a position that requires them to hold an administrative credential.  Upon filing for 

and receiving the Preliminary Administrative Services credential, the candidate has five (5) years to 

enroll and complete his/her Clear Administrative Services credential.  In addition, new CTC 

legislation requires the candidate to enroll in that credential program within one year of beginning 

his/her administrative position following the issuance of the preliminary credential.  

 
 


