THE INTERNATIONAL EDUCATOR

OCTOBER 2001

PAGE 24

TR

by

Ettie

Zilber

As a

novice
* director,
I seek out and accept advice
from those more experienced. A
tip [ received from a friend and
colleague on the eve of embaric-
ing on my first administrative
position has held me in good
stead. “Keep a log,” she said. "It
will always help you.” [ slarted
it then and I continue to this day
- religiously.

While this may sound tolally
obvious and/or completely im-
possible for busy adminislra-
tors, I would like to emphasize
its importance and value to me.

What keeping a log helps me
to do: -
1.Keep track of what [ do all
day.

Many ol the activities in
which an administrator engages
go unncticed and unrecerded
but are a vital part of the job.
They ARE the job. At the end of
a 10-12 hour wark day, [ may
have nothing seemingly tangible
to show for that period of time
and I may begin to doubt my
time management skills or my
clficacy. Having a written record
of all the transactions in a day's
worl helps me assess the innu-
merable activities in which I en-
gage on a daily basis.

2. Decument all activities and
situalions, including telephone
calls, meetings, classroom
“walkabouts,” document prepa-
ration, impromptu hallway ex-
changes. etc.

I have learned very quickly
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that [ can never know when [
might need detailed documenta-
tion to describe and present the
development of a "situaticn” or
prove/ disprove an issue. The
log is my evidence, if needed, for
collecting the information and
making a presentation.
3. Plan and report events.

Locking back through the
log gives me the apportunity to
see patterns and pressures in
the schools activities. 1f [ need
to present a report to teachers,
parents or school board, [ have
all those dates and facts at my
fingertips.

4. Simply remember and keep
up with all the “stuff.”

Just to avoid the mere sug-
gestion that I am losing my mind
because [ can't keep track cf all
the details, the log is a great
prompt.

5. Rellect upon and analyze
problems.

When re-reading circum-
stances that led up to “"situa-
tions," the log helps me see the
sequence of events more clearly.,
It also helps me backtrack in
history and to see patterns that
have formed over time.

6. Keep my sanity.

At times [ feel frustrated, an-
@gry, confused and/or simply
paranoid. Back-tracking
through the log to see the se-
quence of events helps me un-
derstand where those feelings
may be coming from. Reading
over the events after a period of
time is an enlightening trip down
memory lane. So many details
are quickly forgotten. [t helps
me focus on patlerns of behav-
ior, {mine or others) or patterns

The Head’s Corner x 2:
‘The veteran: “Hanging up .

The novice: “Dump in a log”

ol events, It really helps to know
that I was not paranoid - i.e.
sometimes they were really out
ta get me.

The logistics of keeping a log:

1. The logis kept in a hard bound
ledger-type notebeok and in chro-
nological order to maintain cred-
ibility as well as the pages, Leger
volumes are numbered and dated
for access.

2. During the day keep short-
prompt notes in a spiral notebook.
You might not have time to write
up the entire interchange immedi-
ately, thus, write only key prompt
words like mother/John Smith,
angry, janitor, suspension, meet-
ing/Susan, emolicnal, etc.

3. At the end of the day/week.
or during the rare lull in the storm,
ranscribe the information from the
short-prompt notes to the ledger.
This act prompts your memory for
issues that you might have forgot-
ten. This also helps you follow up
on issues. [ find it interesting how
much | remember aboul various
details, but [ also find il amazing
how much I forgel. 5

4. Keep the descriptions short
but capture the essence of the in-
teractions.

5. Underline /highlight the key
names or issues for easy future
access. This organizational strat-
egy might sound over-the-top,
however, the time it 1akes o main-
tain the log is worth it.

The tip 1 received 10 years ago
has proved valuable time and
again. 1 hope it works for you. too.
[ offer it to you as a School Year's
Resolution. (Pardon the pun.)

Ettie is the head at the American
School of Barcelona, Spair.,

by Alex Horsley

I have just "hung up me boots”
after 20 years as a school head,
including 16 years in inlerna-
tional schools. Sounds greal
doesn't it? No more complain-
ing parents, no more spats with
teachers over housing, no more
difficult board meelings. no
more interminable faculty com-
miltee or PTA meetings, no more
student behavioral situations -
you name it. ['m away from it.

I'm riding my bike and goelf cart
into the sunsel at the tender age
of 57. Well not quite. as [ have
jolned the ranks of consultants
and expect to be working on a
different plane from now on. But
the bike and the golf cart will
definitely play a much greater
part of my life in the NMuture.

[ wish I could say that ['ve en-
Joyed EVERY minutie of the last
sixteen years. However, [ can
genuinely say that | enjoyed 80%%
of those minules, and that | have
obtained Incredible professional
and personal salislaction [rom
my lime serving international
schoaols.

I could say that my salislac-
tion comes fram such achieve-
ments as being the founding
head of Atlanta International
Schoal, or being recognized (or
the development of dual-lan-
guage programs in international
schools. However, by lar the
greatest satisfaction comes from
working with students from all
over the world and heiping them
with their dreams and ambi-
tions. | will also say Lhal the

are other international school
heads, which is why atlendance
at regional conflerences and a
subscription to Lthe AAIE
headnet are so important. This
lack of peers makes [or some
professional loneliness, espe-
cially when the going gels tough.
A thick skin and a sense aof hu-
mor are needed Lo combal this
phenomenon. You cannol be a
successful schocl head (inlerna-
ticnal or otherwise) il vou are not
prepared o accept Jull inslitu-
tional responsibility. This does
not mean that you have to make
every decision yoursell - [ar [rom
it

School heads in mid- to large-
sized schools should ensure that
there is a decision-making pro-
cess (n place which gives oppor-
tunily for all relevant parties to
feel part of Lhe inslitution. How-
ever, the buck ultimately stops
wilh the head, who will eveniu
ally carry the can il decisions go
Wrong.

Secondly, international school
heads generally have to deal
with boards which are difficult.
oflten composed of shori-term
members who are expalriates in
the communily. The vast ma-
jority ol internalional school
boards are dominaled by par-
ents who have a short-term
agenda lor the school, This is
totally different from Boards of
Trustees ol independent schools
in the USA or UK, where the
boards consider lhemselves to
be stewards of the school assets
and have a vesled interest in
guaranteeing (s long-term
growlh and prosperily.

[nternational schocl boeards




