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Roles and Responsibilities for the Intern, Mentor, and Field Supervisor
Roles and Responsibilities of the Administrative Intern, Mentor, and Field Supervisor

Administrative Intern

The administrative intern will be responsible for meeting all school district and university requirements.  Interns will assume the same calendar year as their supervisor.  Because the program is offered for the intern’s benefit, his/her classroom preparation will be outside the school day.  Time not spent in normal duty may be devoted to the internship program.  Interns are expected to spend time beyond the regular school as requested by the principal or program administrator.  Under normal circumstances interns will perform administrative tasks and will be treated as a member of the management team.  The evaluation of the intern’s performance will be the responsibility of the mentoring administrator and university supervisor.  Abuse of any information accessed throughout the internship program will be grounds for immediate discontinuance from the program.

Mentor Administrator

The mentor administrator shall be responsible for ensuring that the intern is provided learning experiences in all areas of the field experience.  The university’s “Principal Internship Program” and “Program Administrator Internship Program” will be the established program.  The mentor administrator will meet with the intern to select appropriate activities and establish a recommended calendar for completion of a variety of field experience activities in an annual plan.  The mentoring administrator and the field supervisor are responsible for monitoring an intern’s progress and providing regular feedback.  The mentoring administrator will present the intern to staff in a manner which supports the intern’s ability to function in an administrative role, maintain contact with the university supervisor, and help the intern become involved in experiences which will permit meaningful interaction with a variety of people and programs within the district and community.

Field Supervisor

The field supervisor provides the link between the intern, mentoring administrator, and the university.  The field supervisor assures that the intern is exposed to a wide variety of administrative activities and may identify specific activities for the intern in addition to those identified by the mentoring administrator.  The field supervisor provides the intern with guidance in developing a time log of hours and activities experienced, quarterly reports, and the finalization of an annual plan cooperatively developed with the intern and mentoring administrator.  The field supervisor meets with the intern an average of one and one-half times each month.  The field supervisor meets with the mentor administrator to identify the intern’s strengths and areas requiring additional experiences, and provides regular feedback.  The field supervisor coordinates the evaluation process of the intern with the mentor and the intern.
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I’m an Administrative Intern-deal me in!

I am an Administrative Intern-deal me in!

On the whole, administrative interns tend to be quickly embraced into the administrative culture.  This is all well and good but with the distinction comes some unwritten codes of conduct and/or operating principles that govern administrative behavior, and ultimately, determine administrative relationships.

Within the administrative culture administrators will “deal in” those that comply with these unwritten codes or standards.  They will “deal with” those that do not and some times this means actually being dealt out.  The difference between being “dealt in” versus “dealt with” is a quantum one hardly requiring elaboration.  However, notions such as being embraced as a respected colleague and peer versus being viewed as a mere associate, or,  engaging in trustful dialogue versus a lesser dialogue involving respectful banter are illustrative.     

To apply the concept in the real work environment, consider the following:  Administrators expect, and are expected, to be part of the “solution set,” not part of the “problem set.”  Their energies and actions must be devoted, and be perceived as being devoted, to solving problems, not contributing to them.  Accordingly, administrators will gravitate to, embrace, or “deal in” those that are perceived as objective solution minded individuals.  They will shun, or cursorily “deal with” those viewed as obstructionists for whatever reason the obstruction occurs, i.e. egocentric bias or defensiveness.

As a candidate for a future administrative position and full-fledged membership into the family and culture of administration each intern’s goal should be to conduct oneself in a manner to be “dealt in” versus “dealt with.”  

Appearing next are some more dichotomies to contemplate as an administrative intern seeks to be “dealt in” versus “dealt with.”  The list is not intended to be exhaustive.  Rhetorically, how many “violations” must occur before critical mass is met sufficient to place one in a “dealt with” category?  The startling answer is as few as one.  To learn your own personal tolerance level, review the listing below and consider how many violations would be required for you to “deal with” versus “deal in” an individual.

Dealt in Versus Dealt with

1. Employing a global perspective incorporating a sense of “we” and “us” versus a narrow “me-first” egocentric one.


2. Addressing concerns confidentially and at the source point versus parading issues “behind the back” or “over one’s head.”


3. Addressing problems face-to face versus emails or memoranda copied to “the world.”


4. Seeking first to understand then being understood (reflective listening) versus listening only with the intent to reply with one’s own agenda.


5. “Attacking” the issue or problem versus the person or persons involved.


6. Displaying respectful behavior versus gossiping, publicly criticizing, or backstabbing.


7. Displaying overt and honest focus versus covert manipulation and scheming.


8. Employing candor versus half-truths and deceit.


9. Offering consistency of message versus politically targeted responses.


10. Demonstrating tolerance for ambiguity versus unraveling in the face of it.


11. Displaying humility and “open-mindedness” versus arrogance and “I know best.”
 

12. Meeting timelines, commitments, and expectations versus offering excuses for not doing so.


13. Listening and attending to the people and focus in the room versus cursorily hearing or focusing upon other matters not relevant.


14. Being organized and prepared for meetings versus unorganized and ill-prepared.


15. Displaying objectivity and remaining cool under pressure versus becoming defensive, tense, angry, threatened, or flighty.


16. Accepting and responding reflectively to constructive criticism versus reacting defensively or “shutting down.”


17. Taking initiative in asking what can be done to help versus waiting around for guidance or being told what to do.


18. Assuming responsibility for any errors or oversights committed versus finger pointing or making excuses. 
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Administrative Internship Verification Form

Pacific Lutheran University 

Educational Administration Program

Administrative Intern Responsibilities Verification Form

Intern_________________________________________

Field Supervisor________________________________

Directions:  Field Supervisors should initial each responsibility listed on this form when the intern has satisfactorily completed that item.  Submit this form with the final evaluation and letter of reference at the end of the internship experience. Note:  This form does not include all the activities or responsibilities of the internship.

_____ 1.  Submitted a completed ISLLC LEADERSHIP SELF INVENTORY .

_____ 2.  Maintained and timely submitted the daily time log.

_____ 3.  Completed and timely submitted the quarterly report

_____ 4.  Established regular meetings with the mentor.

_____ 5.  In conjunction with the field supervisor and mentor, reviewed and checked  
                completed activities on the Internship Experience Checklist form.

_____ 6.  Completed seven lesson observation and write-ups.

_____ 7.  Met the responsibility to ghostwrite letters and memoranda and/or articles for 
                school newsletter publications as appropriate.  Shared samples with the field 
                supervisor.

_____ 8.  Spent time working with classified employees as appropriate to learn what they 
                do as identified in the Internship Experience Checklist.  Shared experiences

with the field supervisor.

______9.  During the second half of the year, visited other schools/worksites and, as 
                appropriate, engaged in internship activities in feeder schools and alternative 

                school settings.

______10.  Accurately framed leadership issues and challenges then identified actions to 
                 take that would be likely to be effective in addressing them. 

_____ 11.  Submitted a draft version of a resume to the mentor and field supervisor and 
                made revisions as appropriate.

_____ 12.  Submitted a draft letter of application for a position of the intern’s interest and 
                made revisions as appropriate.
______14.  Submitted a completed ISLLC LEADERSHIP SELF INVENTORY in June
_____ 15. Completed two Professional Growth Plans.
____________________________________                                                ____________

Signature Intern                                                                                              Date



____________________________________                                                ____________

Signature Field Supervisor                                                                             Date
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Introduction to the ISLLC Standards

Introduction to the ISLLC Standards


The Interstate School Leaders License Consortium (ISLLC) adopted six standards for school leaders that identify desirable knowledge, dispositions, and performance for school leaders.  These standards have been adopted by the state of Washington (OSPI). The PLU Educational Administration Program employs them with all interns throughout the yearlong program.  The Quarterly Report form and the evaluation of intern documents are based upon the six ISLLC standards  

Interns will complete two ISLLC standard self-assessments during the program then use the results to plan internship experiences and complete two professional growth plans.
INTRODUCTION TO THE ISLLC STANDARDS

In 1996, after two years of study, the Interstate School Leaders Licensure Consortium (ISLLC) adopted six standards for school leaders. The consortium worked under the auspices of the Council of Chief State School Officers (CCSSO) and in collaboration with the National Policy Board for Educational Administration (NPBEA), twenty-four states, and nine associations representing the educational administration profession. Identifying desirable knowledge, dispositions, and performances of school leaders, the Standards draw upon the research that links leadership and productive schools and significant social and educational trends. (CCSSO,1996)

Six principles guided the development of the ISLLC Standards (Murphy, 2002):

• they anchor on outcomes, rather than functions or tasks

• they focus on student learning and success for all students

• they shift from management and administration to learning and school improvement

• they underscore the collaborative nature of school-based leadership

• they establish an integrated and coherent framework for action

• they shape and direct action for those who are in position to re-shape the principalship

The remaining pages of this document list the ISLLC Standards, with their respective

knowledge, dispositions, and performance indicators. To secure more information about the ISLLC Standards or the CCSSO, visit the following website (active 09.20.05):

http://www.ccsso.org/projects/Interstate_School_Leaders_Licensure_Consortium/

The following introduction is borrowed from Module 3 (pgs. 8-17) of The Portable Mentor

(Lindley, Frederick A. - Corwin Press, 2003)

ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 1: A school administrator is an educational leader who promotes the success of all students by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by the school community.

Knowledge: The administrator has knowledge and understanding of:

• learning goals in a pluralistic society

• the principles of developing and implementing strategic plans

• systems theory

• information sources, data collection, and data analysis strategies

• effective communication

• effective consensus-building and negotiation skills

Dispositions: The administrator believes in, values, and is committed to:

• the educability of all

• a school vision of high standards of learning

• continuous school improvement

• the inclusion of all members of the school community

• ensuring that students have the knowledge, skills, and values needed to become successful adults

• a willingness to continuously examine one’s own assumptions, beliefs, and practices

• doing the work required for high levels of personal and organization performance

Performances: The administrator facilitates processes and engages in activities ensuring that:

• the vision and mission of the school are effectively communicated to staff, parents,

students, and community members

• the vision and mission are communicated through the use of symbols, ceremonies,

stories, and similar activities

• the core beliefs of the school vision are modeled for all stakeholders

• the vision is developed with and among stakeholders

• the contributions of school community members to the realization of the vision are

recognized and celebrated

• progress toward the vision and mission is communicated to all stakeholders

• the school community is involved in school improvement efforts

• the vision shapes the educational programs, plans, and actions

• an implementation plan is developed in which objectives and strategies to achieve the

vision and goals are clearly articulated

• assessment data related to student learning are used to develop the school vision and

goals

• relevant demographic data pertaining to students and their families are used in developing the school mission and goals

• barriers to achieving the vision are identified, clarified, and addressed
• needed resources are sought and obtained to support the implementation of the school

mission and goals

• existing resources are used in support of the school vision and goals

• the vision, mission, and implementation plans are regularly monitored, evaluated, and

revised

ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 2: A school administrator is an educational leader who promotes the success of all students by advocating, nurturing, and sustaining a school culture and instructional program conducive to student learning and staff professional growth.

Knowledge: The administrator has knowledge and understanding of:

• student growth and development

• applied learning theories

• applied motivational theories

• curriculum design, implementation, evaluation, and refinement

• principles of effective instruction

• measurement, evaluation, and assessment strategies

• diversity and its meaning for educational programs

• adult learning and professional development models

• the change process for systems, organizations, and individuals

• the role of technology in promoting student learning and professional growth

• school cultures

Dispositions: The administrator believes in, values, and is committed to:

• student learning as the fundamental purpose of schooling

• the proposition that all students can learn

• the variety of ways in which students can learn

• life long learning for self and others

• professional development as an integral part of school improvement

• the benefits that diversity brings to the school community

• a safe and supportive learning environment

• preparing students to be contributing members of society

Performances: The administrator facilitates processes and engages in activities ensuring that:

• all individuals are treated with fairness, dignity, and respect

• professional development promotes a focus on student learning consistent with the school vision and goals

• students and staff feel valued and important

• the responsibilities and contributions of each individual are acknowledged

• barriers to student learning are identified, clarified, and addressed

• diversity is considered in developing learning experiences

• life long learning is encouraged and modeled

• there is a culture of high expectations for self, student, and staff performance

• technologies are used in teaching and learning

• student and staff accomplishments are recognized and celebrated

• multiple opportunities to learn are available to all students

• the school is organized and aligned for success
• curricular, co-curricular, and extra-curricular programs are designed, implemented,

evaluated, and refined

• curriculum decisions are based on research, expertise of teachers, and the

recommendations of learned societies

• the school culture and climate are assessed on a regular basis

• a variety of sources of information is used to make decisions

• student learning is assessed using a variety of techniques

• multiple sources of information regarding performance are used by staff and students

• a variety of supervisory and evaluation models is employed

• pupil personnel programs are developed to meet the needs of students and their families

ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 3: A school administrator is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.

Knowledge: The administrator has knowledge and understanding of:

• theories and models of organizations and the principles of organizational development

• operational procedures at the school and district level

• principles and issues relating to school safety and security

• human resources management and development

• principles and issues relating to fiscal operations of school management

• principles and issues relating to school facilities and use of space

• legal issues impacting school operations

• current technologies that support management functions

Dispositions: The administrator believes in, values, and is committed to:

• making management decisions to enhance learning and teaching

• taking risks to improve schools

• trusting people and their judgments

• accepting responsibility

• high-quality standards, expectations, and performances

• involving stakeholders in management processes

• a safe environment

Performances: The administrator facilitates processes and engages in activities ensuring that:

• knowledge of learning, teaching, and student development is used to inform management decisions

• operational procedures are designed and managed to maximize opportunities for successful learning

• emerging trends are recognized, studied, and applied as appropriate

• operational plans and procedures to achieve the vision and goals of the school are in place

• collective bargaining and other contractual agreements related to the school are effectively managed

• the school plant, equipment, and support systems operate safely, efficiently, and effectively

• time is managed to maximize attainment of organizational goals

• potential problems and opportunities are identified

• problems are confronted and resolved in a timely manner

• financial, human, and material resources are aligned to the goals of schools

• the school acts entrepreneurially to support continuous improvement

• organizational systems are regularly monitored and modified as needed

• stakeholders are involved in decisions affecting schools

• responsibility is shared to maximize ownership and accountability

• effective problem-framing and problem-solving skills are used

• effective conflict resolution skills are used

• effective group-process and consensus-building skills are used
• effective communication skills are used

• there is effective use of technology to manage school operations

• fiscal resources of the school are managed responsibly, efficiently, and effectively

• a safe, clean, and aesthetically pleasing school environment is created and maintained

• human resource functions support the attainment of school goals

• confidentiality and privacy of school records are maintained
ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 4: A school administrator is an educational leader who promotes the success of all students by collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.

Knowledge: The administrator has knowledge and understanding of:

• emerging issues and trends that potentially impact the school community

• the conditions and dynamics of the diverse school community

• community resources

• community relations and marketing strategies and processes

• successful models of school, family, business, community, government and higher

education partnerships

Dispositions: The administrator believes in, values, and is committed to:

• schools operating as an integral part of the larger community

• collaboration and communication with families

• involvement of families and other stakeholders in school decision-making processes

• the proposition that diversity enriches the school

• families as partners in the education of their children

• the proposition that families have the best interests of their children in mind

• resources of the family and community needing to be brought to bear on the education of students

• an informed public

Performances: The administrator facilitates processes and engages in activities ensuring that:

• high visibility, active involvement, and communication with the larger community is a priority

• relationships with community leaders are identified and nurtured

• information about family and community concerns, expectations, and needs is used

regularly

• there is outreach to different business, religious, political, and service agencies and

organizations

• credence is given to individuals and groups whose values and opinions may conflict

• the school and community serve one another as resources

• available community resources are secured to help the school solve problems and achieve goals

• partnerships are established with area businesses, institutions of higher education, and

community groups to strengthen programs and support school goals

• community youth family services are integrated with school programs

• community stakeholders are treated equitably

• diversity is recognized and valued

• effective media relations are developed and maintained

• a comprehensive program of community relations is established

• public resources and funds are used appropriately and wisely

• community collaboration is modeled for staff

• opportunities for staff to develop collaborative skills are provided

ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 5: A school administrator is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.

Knowledge: The administrator has knowledge and understanding of:

• the purpose of education and the role of leadership in modern society

• various ethical frameworks and perspectives on ethics

• the values of the diverse school community

• professional codes of ethics

• the philosophy and history of education

Dispositions: The administrator believes in, values, and is committed to:

• the ideal of the common good

• the principles in the Bill of Rights

• the right of every student to a free, quality education

• bringing ethical principles to the decision-making process

• subordinating one’s own interest to the good of the school community

• accepting the consequences for upholding one’s principles and actions

• using the influence of one’s office constructively and productively in the service of all

students and their families

• development of a caring school community

Performances: The administrator:

• examines personal and professional values

• demonstrates a personal and professional code of ethics

• demonstrates values, beliefs, and attitudes that inspire others to higher levels of

performance

• serves as a role model

• accepts responsibility for school operations

• considers the impact of one’s administrative practices on others

• uses the influence of the office to enhance the educational program rather than for personal gain

• treats people fairly, equitably, and with dignity and respect

• protects the rights and confidentiality of students and staff

• demonstrates appreciation for and sensitivity to the diversity in the school community

• recognizes and respects legitimate authority of others

• examines and considers the prevailing values of the diverse school community

• expects that others in the school community will demonstrate integrity and exercise ethical behavior

• opens the school to public scrutiny

• fulfills legal and contractual obligations

• applies laws and procedures fairly, wisely, and considerately

ISLLC STANDARDS FOR SCHOOL LEADERS

Standard 6: A school administrator is an educational leader who promotes the success of all students by understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context.

Knowledge: The administrator has knowledge and understanding of:

• principles of representative governance that undergird the system of American schools

• the role of public education in developing and renewing a democratic society and an

economically productive nation

• the law as related to education and schooling

• the political, social, cultural and economic systems and processes that impact schools

• models and strategies of change and conflict resolution as applied to the larger political, social, cultural and economic contexts of schooling

• global issues and forces affecting teaching and learning

• the dynamics of policy development and advocacy under our democratic political system

• the importance of diversity and equity in a democratic society

Dispositions: The administrator believes in, values, and is committed to:

• education as a key to opportunity and social mobility

• recognizing a variety of ideas, values, and cultures

• importance of a continuing dialogue with other decision makers affecting education

• actively participating in the political and policy-making context in the service of education

• using legal systems to protect student rights and improve student opportunities

Performances: The administrator facilitates processes and engages in activities ensuring that:

• the environment in which schools operate is influenced on behalf of students and their

families

• communication occurs among the school community concerning trends, issues, and

potential changes in the environment in which schools operate

• there is ongoing dialogue with representatives of diverse community groups

• the school community works within the framework of policies, laws, and regulations enacted by local, state, and federal authorities

• public policy is shaped to provide quality education for students

• lines of communication are developed with decision makers outside the school community
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ISLLC School Leadership Self Evaluation Form
ISLLC School Leadership Self-evaluation


The ISLLC self evaluation will be completed twice during the internship.  
  

1. Due on or about September 2, 2009- the first self-evaluation with the instrument is due on this date, which is the date of the first meeting with the intern, mentor, and field supervisor.  Bring a copy of the completed self assessment for your mentor and one for your field supervisor to your first meeting together.  DO NOT LOSE YOUR COPY.

Modification to the instructions of the instrument. 
 
A.  In responding to each question circle the number that indicates the extent the statement represents your knowledge or practices as a potential administrator NOT your practices during the past 10-12 months.

B.  Observe the directions at the bottom of the first page, but you do not have to write the reflection mentioned in item four of these directions for either of the assessments. 
 

2. Due June, 2010-date to be determined by field supervisor.  Complete a second self-assessment based upon what you have experienced during the year in the educational administration program.  Compare your self-assessment from the fall to that of the spring and be prepared to share your analysis verbally with your field supervisor.


3. Due June, 2010-date to be determined by field supervisor.  Use your analysis of the ISLLC self assessments as one source of information to develop two professional growth plans addressed later in this document. 
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Internship Experience Checklist

Internship Experience Checklist


The Internship Experience Checklist can be located on Sakai.  The document is offered as a resource to interns, mentors and field supervisors with the understanding that internship placements will vary and not all items upon the checklist may be experienced or even relevant to a given school level. Nevertheless, this document provides an excellent reference for planning internship activities and as a source to check on progress as the internship year unfolds.  

The intern is to indicate those items that have been experienced by placing a date in the date completed column.  The checklist is to be reviewed with the field supervisor and mentor at least once a quarter, and a copy of the updated checklist provided to the mentor and the field supervisor upon each review.
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Internship Experience Checklist

	
Name of Intern
	School District
	School Year

	
	
	


The following list of experiences will contribute to a comprehensive learning experience for interns.  Many of the experiences listed are common to both elementary and secondary levels; however, it is understood that internship experiences will vary based upon factors such as the mentor, school, school district, and the needs of the intern.  Interns are to place a date next to each item on this checklist that has been completed, review the completed items with the field supervisor at least once a quarter, and provide the field supervisor with a copy of the document during each review.  This document is offered as a resource only and it is understood that not all the items may be experienced.  Additionally, blank slots have been made available within the document to plan for additional experiences that may be worthwhile.

     SCHOOL OPENING

	Date Completed
	Task

	
	Assist with final staff assignments

	
	Assist with finalizing the student class assignment (elementary).

	
	Assist with finalizing the master schedule (secondary).

	
	Assist with staff and parent written communications

	
	Assist with the final planning for the staff retreat

	
	Assume staff retreat presentation responsibilities

	
	Assist with the development of building, staff, and supervision schedules

	
	Assist with the development of the first week’s schedule

	
	Assist with the planning and/or Assume presentation responsibilities for the first staff meeting agenda

	
	Assist with the planning of the “Back to School Night” program

	
	Review the mentor’s organizational approach to opening school, e.g., planning meetings, file records, etc.

	
	

	
	

	
	


     Administrative Meetings

	Date Completed
	Task

	
	Attend district level meetings.

	
	Assume leadership and/or present at building-level meetings

	
	Assume leadership for district level meetings

	
	Attend school board meetings

	
	Participate, if possible, in a school board meeting presentation

	
	Make a presentation to a parent and/or community group (issues, concerns, program)

	
	

	
	

	
	


 BUDGET

	Date Completed
	Task

	
	Understand the district budget as it relates to the principal

	
	Assist the principal in developing a budget

	
	Understand how the building budget is monitored and expenses accounted

	
	Learn operational constraints of the budget, e.g. limits on expenditures for summer orders, etc.

	
	Understand the ASB budget

	
	Become knowledgeable with the WAC's governing ASB

	
	Work with the Student Council in the allocation of funds

	
	Work closely with the ASB secretary throughout the school year to learn appropriate protocols for ASB operations, e.g. fund raising, ticket sales, etc.

	
	

	
	

	
	



     CERTIFICATED AND NON-CERTIFICATED PERSONNEL

	Date Completed
	Task

	
	Become familiar with the hiring process

	
	Assist with the interviewing and selection of staff

	
	Assist with new staff orientation

	
	Become familiar with certificated and non-certificated contracts

	
	Become familiar with grievance procedures

	
	Learn the difference in approaches to evaluation and discipline that exist between classified and certificated personnel

	
	Become familiar with the duties and challenges of:

	
	Secretaries

	
	Custodians

	
	Educational Assistants

	
	Nurse

	
	Cooks

	
	Other support personnel

	
	

	
	

	
	


curriculum

	Date Completed
	Task

	
	Assume leadership for the development and implementation of curriculum

	
	Assist with organizing and/or presenting building in-service/workshops on curriculum topics

	
	Serve on a district committee District Curriculum Planning

	
	Participate in the evaluation and adoption of instructional materials

	
	Become familiar with how the mentor aligns assessment, instruction, and staff development with state goals

	
	Schedule a meeting(s) with the Director of Curriculum & Instruction to learn about issues such as curriculum adoption cycles and priorities, and the role of the principal in curriculum adoption

	
	

	
	

	
	


     DATA PROCESSING

	Date Completed
	Task

	
	Become knowledgeable of data processing as it relates to your school and district

	
	Assist with registration

	
	Assist with the scheduling process

	
	Assist with the collection, recording, and storing of grades

	
	Assist with the development of the master schedule

	
	Become knowledgeable of the legal requirements governing access and handling of student information

	
	

	
	


     DISCIPLINE

	Date Completed
	Task

	
	Become knowledgeable of the building discipline plan

	
	Handle office discipline referrals

	
	Become knowledgeable of progressive discipline strategies

	
	Become knowledgeable of special education discipline regulations

	
	Become knowledgeable of the suspension and expulsion processes

	
	Attend a district level suspension or expulsion conference 

	
	Attend a manifestation determination hearing

	
	Conduct parent conferences

	
	

	
	

	
	



 EMERGENCY PROCEDURES

	Date Completed
	Task

	
	Conduct fire drills

	
	Become knowledgeable of the procedures for natural and security emergencies

	
	Assist with the state emergency drill

	
	Become familiar of building/district crisis procedures Safety Committee

	
	Assist (if occurs) with a building crisis

	
	Serve on a building safety committee

	
	


     GUIDANCE

	Date Completed
	Task

	
	Become knowledgeable of the purpose of the guidance program

	
	Become knowledgeable of referral agencies and their purposes

	
	Become knowledgeable of physical and sexual abuse laws

	
	Become knowledgeable of the case study process

	
	

	
	

	
	


     OBSERVATION, SUPERVISION AND EVALUATION

	Date Completed
	Task

	
	Become knowledgeable of the evaluation process, district negotiated regulations, and state laws

	
	Become knowledgeable of classroom observation techniques

	
	Conduct classroom observations with students teachers and/or exchange visitation with another building

	
	Write-up observation summary

	
	Conduct a post conference with the teacher

	
	Become knowledgeable of final evaluation techniques

	
	Become knowledgeable of the probation process

	
	Become knowledgeable of the dismissal process, procedures, and laws

	
	Become knowledgeable of the coaching/activity director evaluations

	
	Become knowledgeable of the classified evaluation process

	
	Collect data for writing a non-certificated evaluation

	
	In collaboration with the responsible administrator write non-certification evaluations

	
	In collaboration with the responsible administrator conduct final evaluation conferences

	
	



     PUBLIC RELATIONS

	Date Completed
	Task

	
	Assist with writing newsletters

	
	Attend community organization meetings (Kiwanis, Rotary, Lions, Chamber, other).

	
	Attend PTA meetings

	
	Assist with PTA activities

	
	Attend lay advisory committee meetings

	
	Participate in levy-bond neighborhood informational meetings

	
	Become knowledgeable with the process of newspaper and/or television coverage

	
	Become knowledgeable of the different cultures in the attendance area and how the mentor communicates with the school community

	
	Become familiar with district and other school publications

	
	Explore other techniques for informing the community about schools

	
	Become knowledgeable of school-business partnerships

	
	

	
	

	
	


PUPIL PERSONNEL

	Date Completed
	Task

	
	Become knowledgeable about the attendance accounting procedures

	
	Become knowledgeable about the BECCA process

	
	Become involved in remediation of student attendance problems

	
	Become knowledgeable with school’s rules and regulations and due process procedures

	
	Assist with the supervision of the athletic and activities program:

	
	Athletic games

	
	Dances

	
	Concerts

	
	Drama

	
	Activity advisorship

	
	Clubs

	
	Other

	
	Assist with the school’s assembly programs

	
	Assume responsibility for one all-school assembly

	
	

	
	

	
	


     ROUTINE ADMINISTRATIVE AFFAIRS

	Date Completed
	Task

	
	Become knowledgeable of the scope and purpose of accreditation and assist with the preparation of accreditation reports

	
	Assist with the preparation of annual reports

	
	Assist with surveys when applicable

	
	Conduct parent conferences other than grade reporting

	
	Assist with the annual orders; i.e., supplies, materials, and textbooks

	
	Learn how the mentor organizes for annual routine tasks, e.g., school opening, school closing, graduation, field days, first day of school for students, etc.

	
	Become familiar with how board policy and procedures affect school operation

	
	Become knowledgeable with the district board policies governing student enrollment, student transfer, athletic eligibility, etc.

	
	

	
	

	
	


     SPECIAL EDUCATION

	Date Completed
	Task

	
	Become knowledgeable of each type of special education program

	
	Become knowledgeable of the referral process and timelines

	
	Become knowledgeable of the IEP process and timelines

	
	Attend IEP conferences

	
	Become knowledgeable of the 504 process and timelines

	
	Attend 504 conferences

	
	Become knowledgeable of the development of the individual behavioral manifestation process

	
	

	
	

	
	




SPECIAL PROGRAMS

	Date Completed
	Task

	
	Become familiar with special student programs in your school

	
	Become familiar with the scope and purpose of the vocational program

	
	Become familiar with work-study programs

	
	Become familiar with the instructional media program

	
	Become familiar with the fine arts program

	
	Become familiar with the physical education program

	
	Become familiar with the school health program

	
	

	
	

	
	


     TESTING/ASSESSMENT

	Date Completed
	Task

	
	Become knowledgeable with the state’s educational reform testing program

	
	Participate in the pre-planning and preparation of the testing program

	
	Participate in the administration of the testing program

	
	Become knowledgeable with test result analysis

	
	Work with the principal/staff in the development of a building improvement plan resulting from the test results

	
	Gain an understanding of the various roles of those involved

	
	Become knowledgeable of individual testing and test types

	
	Observe the counselor or psychologist in the administration of an individual testing session

	
	

	
	

	
	


     IN DISTRICT RELATIONSHIPS

	Date Completed
	Task

	
	Visit other schools in the district

	
	Know the role of the superintendent and the support staff by scheduling visitations with the following kinds of administrators:

	
	Superintendent 

	
	Deputy Superintendent 

	
	Business and Operations

	
	Personnel/Employee Relations

	
	Curriculum/Instruction/Staff Development 

	
	Special Student Services

	
	Athletics and Activities

	
	Maintenance and Operations

	
	Director of Capital Projects

	
	Director of Information Services

	
	Coordinator of Indian Education

	
	Transportation

	
	Child Nutrition

	
	

	
	

	
	


SCHOOL CLOSING

	Date Completed
	Task

	
	Assist with next year’s supply and textbook orders

	
	Assist with development of the summer maintenance requests

	
	Assist with new class formations for next year (elementary).

	
	Assist with the incoming 5th or 8th grade school visitation/ orientation and scheduling (secondary).

	
	Assist with next year’s master schedule (secondary).

	
	Assist with next year’s staffing and/or hiring

	
	Assist with preplanning for the opening of school, e.g. staff retreat, student schedules, room assignments, school handbook.

	
	Assist with the planning for the end of the year activities and communicating them to the parties involved

	
	Assist with the planning of the closing of school staff meeting

	
	Assume presentation responsibilities in the closing of school staff meeting

	
	Assist with the planning and/or presenting of the final awards assembly

	
	Assist with end-of-year reports
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The Time Log

                                                     The Time Log

The time log document is available on Sakai.  Principal interns must log a minimum of 720 hours, while program administration interns must log 360 hours.  Specific instructions regarding intern completion of the time log will be provided at a later date.


Each field supervisor has a model of a time log to share with interns.  Difficulty with the form, or submittal of the form, should be discussed with Mike Hillis, 253 535-7288.

Submit the time log to Mike Hillis, hillis@plu.edu  by each of the following dates:

October 24,  February 13, May 18

** The May submittal date does not signal the end of the internship, which is only completed at the end of the school year for administrators.  In some instances activities anticipated to occur after the May  submittal date may have to be included on the time log to ensure that interns meet the minimum hour requirement.  The May date is determined in order to allow enough time for processing administrative certificates with the OSPI.
	          
[image: image4.png]



	Internship Time Log 

             Name:__________________________________________


Instructions:  Students must complete and submit this form electronically to Mike Hillis at hillis@plu.edu October 24,  February 13, May 18.  Grades for internship will not be issued until this documentation is submitted.

	Date
	Administrative Activity


	Hours
	Standard 1: Vision/Mission/

Beliefs
	Standard 2:  

Instructional Leadership
	Standard 3:

Learning Environment
	Standard 4:

Families and Community
	Standard 5:

Integrity/Fairness/

Ethics
	Standard 6:

Political/Social/

Economical/

Legal/Cultural Context

	
	Previous Total
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Total Hours
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The Quarterly Report

                                           The Quarterly Report

The quarterly report is a cumulative document, so by year’s end all the activities and reflections for each quarter will be appear upon it.  Field supervisors have a model quarterly report for examination.

The second box field requires the intern to explain how the activities listed promote a positive effect upon student achievement.  This may require some creativity and second tier impact type thinking.  For example, supervision of the cafeteria leads to a safe environment; a safe environment leads to the possibility of greater focus upon learning targets and, consequently, positively effects student achievement.        
The third box to be completed in each standard area is the box requiring the most concentrated effort because it requires the intern to reflect upon those things experienced in terms of how these experiences define the intern in terms of values, skills, and behavior.  Approached successfully, this document will help interns identify their own leadership voice.
The quarterly report submittal due dates are scheduled to occur one week before written evaluations are due because they are a valuable source to help field supervisors write the evaluation.


The form is available to interns on Sakai and should be submitted on the following dates:  October 24, December 12, February 13, April 10, May 18
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Education Program

Educational Administrator

Program
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Quarterly Reports

Principal/Program Administrator Internship

Activities and Assignments

	
Name of Intern
	School District
	School Year

	
	
	


Type of Administrative Internship
 FORMCHECKBOX 
  Principal

 FORMCHECKBOX 
  Program Administrator

Evidence of compliance with specific program approval standard — Knowledge and Skills (WAC 180-78A-270 (2)(b)).  In concert with the “Experiences for Principal/Program Administrator Intern” plans the following evidence shall be recorded under the appropriate standard to demonstrate compliance.  This report shall be submitted to the intern supervisor at the completion of each quarter.

	____________________________________________________

Signature of PLU Field Supervisor
	________________

Date

	____________________________________________________

Signature of Intern
	________________

Date


Standard #1:  A school administrator is an educational leader who promotes the success of all students by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by the school community.

Performances:  The intern facilitates processes and engages in activities that:

· Identify and support a vision, mission, and supporting beliefs

· Communicate the vision, mission and supporting beliefs to stakeholders

· Implement the vision, mission, and supporting beliefs in the school and community by developing a plan that aligns the building efforts/resources toward achieving the vision of the school

· Monitor and revisit the vision, mission, and supporting beliefs

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

Standard #2:  A school administrator is an educational leader who promotes the success of all students by advocating, nurturing, and sustaining a school culture and instructional program conducive to student learning and staff professional growth.

Performances:  The intern facilitates processes and engages in activities that:

· Ensure leadership in instruction

· Develop an instructional program to support school improvement

· Consider diversity and equity in developing learning experiences 

· Use effective supervisory models when interacting with and evaluating staff

· Model lifelong learning and encourage staff development

· Use multiple sources of information when assessing staff and student performance

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

Standard #3:  A school administrator is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.

Performances:  The intern facilitates processes and engages in activities that:

· Maintain an organizational structure designed to maximize opportunities for success

· Implement policies and procedures to achieve the vision and goals of the school

· Utilize resources responsibly, efficiently, and effectively

· Manage the building to maximize alignment with the goals of the school

· Assure that student management supports the learning environment in the school

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

Standard #4:  A school administrator is an educational leader who promotes the success of all students by collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.

Performances:  The intern facilitates processes and engages in activities that:

· Work effectively with school families

· Model community collaboration for staff

· Show active involvement in outreach efforts to the larger community

· Develop and maintain a well-defined and effective public relations plan

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

Standard #5:  A school administrator is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.

Performances:  The intern facilitates processes and engages in activities that:

· Treat people fairly, equitably, and with dignity and respect

· Demonstrate a personal and professional code of ethics

· Demonstrate values, beliefs, and attitudes that inspire others to higher levels of performance

· Support the development of a caring community

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

Standard #6:  A school administrator is an educational leader who promotes the success of all students by understanding, responding, to, and influencing the larger political, social, economic, legal, and cultural context.

Performances:  The intern facilitates processes and engages in activities that:

· Work within the framework of policies, laws, and regulations enacted by local, state, and federal authorities

· Communicate with the school community concerning trends, issues and potential changes in the broader community

· Advocate for the school in the broader community

· Foster ongoing dialogue with diverse community groups

· Work effectively with the media

	Intern activity or assignment
	Date Completed

	
	


	How do these activities/assignments promote a positive effect upon student achievement?




Describe how these internship activities have shaped your awareness of educational issues and/or central beliefs related to leadership and management.

	Comments:
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Evaluation of the Intern
                                     Evaluation of the Intern

Included in this section is a blank copy of the evaluation document used by field supervisors to evaluate the performance of interns.  The evaluation form used by the mentor is identical but for the title of the document.

During the fall and winter quarters the field supervisor will collaborate with the intern’s mentor to complete the evaluation document, but the mentor does not independently complete an evaluation.

At the end of the internship experience both the field supervisor and the mentor will complete an evaluation of the intern.

Evaluation submittal dates: October 31, December 19, February 20, April 17, May 25
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Educational Administrator Program

Internship Evaluation by Mentor Principal 

This form is to be completed by the intern's field supervisor at the end of each quarter.  It may be done in conjunction with the intern and site mentor. Interns will submit Internship Quarterly Reports and updated Internship Plans to assist in the completion this evaluation. This evaluation indicates the level of competency demonstrated by the PLU intern in his/her administrative internship placement.  Evaluated are general and specific skills for principal and program administrator certification candidates as required by the Washington Administrative Code WAC 180-78A-270(2)(b) and the skill requirements of Pacific Lutheran University Educational Administrator Program.  This document is set up in tables, so information can be enter via computer.  

Type of Administrative Internship
 FORMCHECKBOX 
  Principal

 FORMCHECKBOX 
  Program Administrator

	
Name of Intern
	School District
	School Year

	
	
	


	________________________________________________________

Signature of PLU Mentor Principal
	________________

Date

	________________________________________________________

Signature of Intern
	________________

Date


Six Standards for School Leaders

Levels of Performance

The Six Standards for School Leaders were developed by the Interstate School Leaders Licensure Consortium (ISLLC).  Each element of a standard has three levels of performance:  Independent, Developing, and Novice.  The levels range from describing interns who are considered exemplary in addressing the standard, to interns who are just beginning to master the basics of school leadership.  Please use N/O (Not Observed) if you are unable to comment on any of the standards.  Below are general definitions of the four levels of performance for each standard:

	Novice
	
	Developing
	
	Independent
	
	

	The intern is just beginning to understand the concepts underlying the standard.  The intern does not demonstrate an understanding of what is needed to perform effectively in the designated area.

*Comments required
	
	The intern appears to understand the concepts underlying the standard and attempts to implement its elements.  Implementation is inconsistent or otherwise not entirely successful.  Performance is adequate and the intern seeks resources to build knowledge and enhance skills.  Additional experience, education, and mentoring will enhance the intern’s proficiency in this area.

*Comments requested
	
	The intern clearly understands the concepts underlying the standard and applies knowledge and skill in implementing it as well.  The intern is reflective, learns from experience and manages his/her own professional development. Resources are utilized to build knowledge and skills.  The intern regards self as effective in the standard and is regarded by others as performing well.

*Comments requested
	
	


	Standard #1:  A school administrator is an educational leader who promotes the success of all students by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by the school community.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Identify and support a vision, mission, and supporting beliefs

· Communicate the vision, mission and supporting beliefs to stakeholders

· Implement the vision, mission, and supporting beliefs in the school and community by developing a plan that aligns the building efforts/resources toward achieving the vision of the school

· Monitor and revisit the vision, mission, and supporting beliefs
	
 Independent


 Developing


 Novice
	


	Standard #2:  A school administrator is an educational leader who promotes the success of all students by advocating, nurturing, and sustaining a school culture and instructional program conducive to student learning and staff professional growth.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Ensure leadership in instruction

· Develop an instructional program to support school improvement

· Consider diversity and equity in developing learning experiences 

· Use effective supervisory models when interacting with and evaluating staff

· Model lifelong learning and encourage staff development

· Use multiple sources of information when assessing staff and student performance 
	
 Independent


 Developing


 Novice
	


	Standard #3:  A school administrator is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Maintain an organizational structure designed to maximize opportunities for success

· Implement policies and procedures to achieve the vision and goals of the school

· Utilize resources responsibly, efficiently, and effectively

· Manage the building to maximize alignment with the goals of the school

· Assure that student management supports the learning environment in the school
	
 Independent


 Developing


 Novice
	


	Standard #4:  A school administrator is an educational leader who promotes the success of all students by collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Work effectively with school families

· Model community collaboration for staff

· Show active involvement in outreach efforts to the larger community

· Develop and maintain a well-defined and effective public relations plan
	
 Independent


 Developing


 Novice


	


	Standard #5:  A school administrator is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Treat people fairly, equitably, and with dignity and respect

· Demonstrate a personal and professional code of ethics

· Demonstrate values, beliefs, and attitudes that inspire others to higher levels of performance

· Support the development of a caring community
	
 Independent


 Developing


 Novice
	


	Standard #6:  A school administrator is an educational leader who promotes the success of all students by understanding, responding, to, and influencing the larger political, social, economic, legal, and cultural context.

Performances:  The intern facilitates processes and engages in activities that:

	Elements
	Rating
	Comments

	· Work within the framework of policies, laws, and regulations enacted by local, state, and federal authorities

· Communicate with the school community concerning trends, issues and potential changes in the broader community

· Advocate for the school in the broader community

· Foster ongoing dialogue with diverse community groups

· Work effectively with the media
	
 Independent


 Developing


 Novice
	


	Comments:
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Professional Growth Plan
Professional Growth Plan

At the end of the internship experience the intern is responsible to develop two professional growth plans.  The form for the development of each plan is available on Sakai.

Observe the following directions:

1. Complete the professional growth plans after the second ISLLC self evaluation.

2. Consult the mentor and field supervisor to discuss potential growth goals.

3. When typing the plans delete the examples from the form.

4. Submit the plans to the field supervisor in June.

PLU Educational Administration Program
Professional Growth Plan

Professional Growth Plan number (check one)   1____  2____

	Name:                                                  

	Building and Internship Assignment:

	ISLLC Standard addressed in this growth plan:

	Step 1-Needs Assessment and Goal Selection

	1A-Professional Growth Area of Focus—Identify a specific goal for your continued professional development after completion of the PLU Educational Administration program.   Your ISLLC self-assessments should be consulted and discussions with your mentor, field supervisor, and/or program course instructors may be used to provide guidance in developing your goal.

Goal statement:



	1B-Goal Statement Rationale—Specify the reason(s) you have selected this goal.



	1C-Goal Statement Impact—Identify how this goal will enhance staff performance and increased student learning.



	Step 2-Action Plan

	Review the example below before identifying specific components of your own action plan to address your goal.  Note that the action plan includes target dates for the attainment of each action plan component.  


EXAMPLE—Consider that your goal is to develop greater knowledge and skill as a supervisor addressing poor teaching performance.  An action plan might include the following components (the components below are sample only and not intended to be exhaustive):

ACTION PLAN
1. Review the statutes of the state of Washington and the collective bargaining agreement of the school district to identify the specific parameters regulating probation of certificated personnel.


2. Compile an annotated bibliography of professional literature that identifies best practices in teaching and classroom management.


3. Interview the district Human Resources officer in order to learn strategies and resources that have proved useful in addressing poor performance.


4. Interview principals identified as effective in addressing poor teacher performance to learn strategies and resources that have proved useful in addressing poor performance.

                _________________________________

2.  Action Plan—Identify specific components of an action plan to address your goal.  Include target dates for the attainment of each action plan component.


ACTION PLAN                                                                                       
1.


	TARGET DATE
December 2009
January 2010
March 2010
March 2010
       _________

TARGET DATE



	Step 3-Evaluation

	Review the example below before identifying the specific evidence that you will accumulate to demonstrate that you have implemented your action plan and have met your stated goal.

EXAMPLE—The evidence identified below is sample only and not intended to be exhaustive:

1. A copy of a developed outline enumerating the tasks and time lines required by the state and the local collective bargaining agreement.

2. A copy of an annotated bibliography of professional literature identifying best teaching and classroom management practices.

3. A written reflection identifying recommending strategies and resources as recommended by the Human Resources officer for the school system.

4. A written reflection identifying strategies and resources as recommended by principals identified as effective in addressing poor teacher performance.

5. A written review of the action steps of this plan by the Human resources officer or effective principals indicating whether the steps have been realized and the development goal addressed.

6. Written testimonial by a teacher that approaches taken to help them improve instruction were effective.
                ______________________________________


3.  EVALUATION—Identify specific evidence you will accumulate to demonstrate that you have implemented your action plan and have met your stated goal.
1.



	Step 4-Approval Process and Inclusion of the Professional Growth Plan in the PLU Educational Administration program portfolio

	This Professional Growth Plan is to be submitted to the field supervisor for review and potential revision.  Once the field supervisor approves the final draft a signed copy is to be included within the portfolio for the Educational Administration program.

By the signature below the field supervisor indicates the Professional Growth plan has been approved.

__________________________            _____________

Signature of Field Supervisor                    Date
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