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  ELS 668-The Administrative Internship -Management 

 ELS 669-The Administrative Internship - Instructional 
 

3.0 graduate credit hours each course 

 OVERVIEW 

The Internship is the final component of the clinical experience triad within the 

Educational Leadership Program. The clinical experience consists of a total of 9 semester credit 

hours that includes ELS 626-Instructional Supervision and Assessment (3 semester cr. hrs.), ELS 

669- Administrative Internship-Instructional (formerly Field Observation and Practicum) (3 

semester cr. hrs.), and ELS668/868-Administrative Internship-Management (3 semester cr. hrs.). 

This culminating experience extends the coordination of field based experiences provided 

throughout the student’s entire program.  Students must complete a minimum of 165 internship 

clock hours (for a total of 330 internship clock hours) in order to satisfy course requirements.  

ELS 668- Management Internship 
This course will focus on internship experiences that support the planning and 
development of project which impacts student learning and achievement.  
 

   ELS 669-Instuctional Internship 

This course will focus on internship experiences that support the implementation and 
evaluation of  projects which impact student learning and achievement. (It is 
preferable that the evaluation should be generated from the Internship Part A project.) 
 

ELS 668 is not a requisite for ELS 669. However, it is best that students take these 

courses in sequence since the focus and application of the internship are different.  It is not 

permissible to take both courses at the same time. Students are reminded that each course is 

graded as “Pass/Fail” and carries three (3) graduate credit hours. Should students need additional 

time to complete the course, interns may earn an “Incomplete (I)” for the course. Interns need not 
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register or pay for the course in the following semester to finish incomplete work.  Students will 

need to register and pay for the second course to complete the internship requirements for state 

licensure. For those students who are graduating, it is advisable that they register for one of the 

internship courses during the same semester in which they are scheduled to graduate. If not, 

students are required to register and pay for the one (1) credit course in order to receive their 

diplomas. 

The internship should establish a bond between theory and practice while providing 

opportunities for independent and guided practice, feedback, coaching, and reflection.  

Ultimately, the internship is designed to engage prospective administrators in planned and 

coordinated active learning experiences in real settings.  

Inherent in the professional preparation of educational administrators is the opportunity 

to engage in clinical experiences central to the long term as well as day-to-day activities involved 

in administering educational programs. The internship setting is the site where the student can 

gain experience in administration with the assistance of an educational administrator. At the 

master’s degree level, a school administrator serves as one of the intern’s primary mentors. For 

the Educational Specialist’s degree, a central office administrator serves as one of the intern’s 

primary mentors. The internship experience provides experiences for the student to assume a 

leadership role in planning and implementing solutions to problems over the duration of the 

internship. Factors to consider in the design of each student’s internship plan are the site’s needs, 

the student’s interests and talents, and the opportunities over the internship period to experience 

a genuine responsibility for a variety of leadership activities. 

Central to the purpose of the internship is the valuable learning experiences interns gain 

through professional leadership in a real educational setting.  Interns engage in self-assessment 

and explore school administration as a career. They gain insights into the operation of schools, 
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their professional goals, and how these goals are to be achieved; and, finally, interns 

progressively develop leadership skills and group process skills through a problem-centered 

approach.  These experiences are documented in the internship log as well as in the final student 

administrative skills assessment portfolio for the program.  

This handbook is a guide for school mentors, university coaches, and interns.  The 

performance evidence contained in this handbook is intended to provide direction.  Attention 

should be given to developing experiences that meet the mutual needs of schools, school 

divisions, and interns.  The areas target the development of an educational leader who displays 

instructional leadership and effective management as reflected in the standards set forth the by 

the Educational Leadership Constituent Council (ELCC) and the Interstate School Leaders 

Licensure Consortium (ISLLC) of the Council of Chief State School Officers.       

PERFORMANCE STANDARDS FOR PROSPECTIVE PRINCIPALS 

 The internship experience should address the following 6 standards as set forth by the 

Educational Leadership Constituent Council (ELCC), and the Interstate School Leaders 

Licensure Consortium (ISLLC). In the grids, examples of activities are provided according to the 

sub-sections of each standard. Intern experiences are not restricted to these but should include 

opportunities for each of the 6 standards described. These experiences should be based on the 

mutual needs of the intern and the school division.  

 
Standard 1.0: In the internship, candidates demonstrate that they are educational leaders who 
have the knowledge and ability to promote the success of all students by facilitating the 
development, articulation, implementation, and stewardship of a school or school division vision 
of learning supported by the school community.  
 

Performance Evidence for 
School Building Leadership (ELS 668) 

1.1 Develop a vision 
Meet with teachers to critically reflect on how multiple perspectives can help them 
analyze their beliefs about the purpose of public education and their role in developing a 
school vision that addresses their students who differ in many ways (i.e., SES, race, 
ethnicity, background, gender, learning needs, personal and/or family lifestyles).  
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1.2 Articulate a vision 
Collect data for a targeted problem within the school of the internship, and considering 
legal, social, and political constraints, describe how the data show that practices are out 
of alignment with the stated vision of the school. 
 
1.3 Implement a vision 
Explain specific initiatives needed to achieve the school’s vision based on 
interpretations made during the analysis of school data. 
 
1.4 Steward a vision 
Plan for ongoing assessment by describing procedures for the collection and analysis of 
data and appropriate refinement of the school’s improvement plan. 
 
1.5 Promote community involvement 
Conduct meetings with parents and school community members that communicate and 
motivate involvement in the school’s vision. 
 
 
Standard 2.0:  Standard 2.0:  Candidates who complete the program are educational leaders who 
have the knowledge and ability to promote the success of all students by promoting a positive 
school culture, providing an effective instructional program, applying best practice to student 
learning, and designing comprehensive professional growth plans for staff.  
 

Performance Evidence for 
School Building Leadership (ELS 668) 

2.1 Promote positive culture 
Identify and plan for recognition of innovative teaching techniques within the school. 
 
2.2 Provide effective instructional program 
Assist teachers change their teaching by acting as a facilitator in the role of instructional 
leader in the school. 
 
2.3 Apply best practice to student learning 
Include application of best practices and principles of adult learning approaches and 
strategies to the staff development activities planned for the school. 
 
2.4 Design comprehensive professional growth plans 
Describe the steps taken to form a representative school professional development 
committee and plan for experiences that will build committee teamwork and educate 
committee members about their roles and responsibilities. 
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Standard 3.0: Candidates who complete the program are educational leaders who have the 
knowledge and ability to promote the success of all students by managing the organization, 
operations, and resources in a way that promotes a safe, efficient, and effective learning 
environment.  
 

Performance Evidence for 
School Building Leadership (ELS 668) 

3.1 Manage the organization 
Develop a plan of action including activities and strategies appropriate for the needs and 
culture of the school identified. 
 
3.2 Manage operations 
Identify resources available and establish a time line to accomplish implementation of a 
plan (i.e., a staff development program). 
 
3.3 Manage resources  
Plan a school level budget. 
 
 
Standard 4.0: Candidates who complete the program are educational leaders who have the 
knowledge and ability to promote the success of all students by collaborating with families and 
other community members, responding to diverse community interests and needs, and 
mobilizing community resources. 
 

Performance Evidence for 
School Building Leadership (ELS 668) 

4.1 Collaborate with families and other community members 
Involve family and school community members in appropriate school policies, 
procedures, programs and assessment processes. 
 
4.2 Respond to community interests and needs 
Plan an appropriate initiative that results from school groups representing the diverse 
needs of the school community. 
 
4.3 Mobilize community resources 
Develop a plan for school-community interaction (i.e., partnerships, resource exchanges 
with social service agencies.). 
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Standard 5.0: Candidates who complete the program are educational leaders who have the 
knowledge and ability to promote the success of all students by acting with integrity, fairly, and 
in an ethical manner. 
 

Performance Evidence for 
School Building Leadership (ELS 668) 

5.1 Act with integrity 
Form a planning group that is sensitive to and representative of the diversity of the 
school community 
  
5.2 Act fairly 
Demonstrate confidentiality, impartiality and fairness regarding sensitive student and 
staff issues 
 
5.3 Act ethically 
Validate a decision made regarding a student, staff, or school issue based on ethical 
principles  
 
Standard 6.0:  Candidates who complete the program are educational leaders who have the 
knowledge and ability to promote the success of all students by understanding, responding to, 
and influencing the larger political, social, economic, legal, and cultural contexts. 
 
 

Performance Evidence for 
School Building Leadership (ELS 668) 

6.1 Understand the larger context 
Explain how inclusion for all students in the context of public education in a democracy 
can be implemented in a school that practices ability grouping/tracking  
 
6.2 Respond to the larger community 
Plan and communicate appropriate initiatives that result from data received from parents 
and the school community (i.e., meetings, surveys) 
 
6.3 Influence the larger community 
Develop the steps taken to facilitate a parent and community group toward a school 
initiative that might not be favorably received (i.e., block scheduling, uniforms) 
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Internship Clock Hour Requirements 
 
Students who were admitted to the program PRIOR to September 21, 2007: 
 
Students will need to complete 300 clock hours during the internship program. Students must 
have three (3) placements. While not required, it is advisable that students seek the additional 
thirty (30) contact hours to meet the Sept. 21, 2007 regulations. These internship settings are: 

1. an experience at their own school site 
2. an experience at another educational level (ES, MS, or HS) 
3. an experience at the central office 

 
Students who were admitted the ELS program AFTER September 21, 2007: 
 
Students will need to meet the new licensure regulations which went into effect on September 
21, 2007. Interns are now required to complete 330 clock hours in at least three (3) placement 
areas. These placement areas are: 
  

1. an experience at their own school site 
2. an experience at another educational level (ES,MS, or HS) 
3. an experience at the central office 
4. an experience at a community agency(e.g. hospital, government agency, museum,child care 

provider, faith-based institution, etc.) 
 

For those students who choose to complete their placements with a community agency, the 
following requirements apply: 

1. the agency must be accredited by its accrediting body. (Documentation must be 
supplied to the university coach as an attachment to the internship application.) 

2. the agency must have some kind of educational component as a part of its program, 
e.g. museums have educational offices, and child care providers offer staff 
development workshops to its staff. 

3. the student must take part in some kind of leadership activity, e.g. hiring or 
supervision of staff, evaluating curriculum, monitoring student progress/participation, 
or conducting staff training, etc. 

 
GUIDELINES FOR STUDENTS SERVING IN LEADERSHIP ROLES AND 
 THE USE OF EMPLOYMENT CONTRACT TIME FOR THE INTERNSHIP 
 

For students who are serving as building level administrators (such as assistant principals, 
instructional technology specialist, instructional coaches or lead teachers), and those who are 
serving as central office level administrators (such as content specialist, program specialist and 
the like), interns may not use their position as an internship.  

 
 For building level administrators, you may accumulate internship hours when performing 
tasks that are outside of your normal purview. For example, if the intern is serving as a grade 
level administrator, s/he may accumulate internship hours supervising a program hosted at a 
different grade level.  For a central office administrator, internship hours may be accumulated 
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within another department or program area. Please note, hours accumulated prior to registering 
for the course are not applicable towards the internship course.  
 

Many of the local districts have restrictions as to when an intern may perform their 
internship duties during their employment contract hours. While Old Dominion University does 
not regulate when and how these hours may be accumulated, it is advisable that the intern 
contact their district’s human resource officer for clarification and guidelines. 
 
LIVETEXT REQUIREMENT 
 

Beginning the Fall of 2008, all students enrolling in ELS 600-Orientation to the 
Principalship and Instructional Leadership, in ELS 668-Internship in Educational 
Leadership-Part I and in ELS 669-Internship in Educational Leadership-Part II  are 
required to purchase a subscription to LiveText. It is strongly recommended that students use the 
live text website, www.livetext.com, to subscribe rather than to purchase the software through 
the University Bookstore. There will be a two to three week delay in securing a subscription 
passcode if purchased through the bookstore.  

The cost of the subscription is $89.95. Student will have the subscription for three (3) 
years plus one (1) additional year after graduation. If students wish to continue with Live Text 
after their subscription ends, the annual fee is currently $25.00. This program is a web-based 
software that will allow students to store all of their personal and academic work. Items for the 
internship course, including the mentor evaluations, are housed on the LiveText server.  
 
PLACEMENTS IN NON-PUBLIC SCHOOLS 
 
Students may complete their internship experiences in independent/private schools. Please 
consult with the instructor of record for placement assistance. These institutions have a current 
accreditation from a regionally, nationally or internationally recognized body, e.g. SACS, VAIS, 
NAIS. Mentors must have at least two (2) years of experience in a leadership position. 
 
ROLES AND RESPONSIBILITIES OF INTERNS AND SUPPORT TEAM 

 
Mentor  
 The Mentor provides leadership in developing the climate that makes success possible for 
the Intern.  The Mentor is the school and/or school division representative, an "arm" of the 
University, and a member of a team endeavoring to make the field experience a valuable part of 
educational leadership preparation. Mentors should have at minimum two (2) years of experience 
in their position in order to serve as an administrative internship mentor. Typical activities and 
responsibilities include, but are not limited to the following areas: 
 

1. providing leadership for the induction of the Intern, making sure the 
internship is fully understood by the Board of Education, central 
administration, school faculty, auxiliary personnel, and students; 

2. supervising and directing the Intern's experience with guidance from the 
University Coach; 

3.  supervising and directing the entire internship activities; 
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4. delegating significant responsibilities to the Intern; 
5. providing experiences for the Intern to observe and experience all aspects 

of the Mentor's position; 
6.  providing feedback to the Intern; (Daily feedback and feedback on 

activities are strongly encouraged); 
7.  hosting meetings with the University Coach during the semester, planned 

and conducted by the Intern with input from the Mentor to reflect on 
intern experiences within the larger framework of the philosophy and 
history of education; 

8.  providing feedback at the end of the semester using the forms provided in 
this handbook; 

9. communicating with the University Coach as necessary to address any 
concerns, problems, or ideas related to the program; 

11.  serving as an advocate for the Intern when the Intern is ready to secure an 
administrative position. 

 
University Coach 
 The University Coach supervises the entire internship and serves as Advisor for the 
Intern during the preparation program work.  The University Coach in cooperation with the 
Mentor will assume the final responsibility for evaluation of the internship.  Activities for the 
University Coach include, but are not limited to the following areas: 
 

1. serving as Advisor to the Intern; 
2. attending meetings with the Mentor at the internship site; 
3.  providing input for, and approval of, the Internship Plan; 
4. providing learning experiences about diversity, exceptionalities and 

inclusion and their impact on learning;  
5. meet with intern and mentor(s) at least twice during internship period 

(either via telephone, email, face-to-face) 
6. communicating with the Intern and Mentor as needed;  
7. providing both formative and summative feedback and an internship grade 

to the Intern;  
8. conducting on-site observations; 
9. reviewing the Intern's Internship Log; 
10. meeting and conferring with the Intern; 
11. attending informational meetings as necessary; 
12. advocating for and sponsoring the Intern during job seeking; and 

conducting reflection seminars involving in which Interns share, discuss 
and analyze experiences. 

              
Intern  
 The Intern assumes a major share of the responsibility for the success of the internship.  
Major activities for the Intern include, but are not limited to the following areas: 

1. becoming fully acquainted with procedures and requirements outlined in 
this handbook; 
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2. completing all forms, experiences, and other obligations as may be 
requested; 

3. attending seminars or meetings for interns that may be scheduled by the 
University Coach; 

4. keeping a log, with at least two entries per week, which will be 
submitted to the University Coach; 

5.  arranging meetings with the University Coach and Mentor, developing the 
agenda for the meetings in cooperation with the Mentor, and leading the 
meetings; 

6.  presenting a final descriptive and analytical report at the end of the 
semester describing the significance of the various experiences;  

7. communicating frequently with the University Coach for appraisal of 
progress, concerns, questions, etc.; 

8. demonstrating confidentiality, integrity and fairness when interacting with 
internal and external publics in diverse settings; and 

9. submitting the Internship Log, Portfolio and Program Portfolio on a 
compact disk upon completion of internship. Beginning Fall 2008, 
students will submit their portfolios and three formative assessment 
evaluations using LiveText software. 

 
As students prepare internship experiences and collaboratively plan with their mentors, each 
internship plan may focus on any of the areas below: 
 

Staffing the School–Recruitment, Selection, and Termination Processes.  
Recruitment and the Selection Process 
Employee Probationary Status  
Due Process Procedures 
Teacher Tenure 
Involuntary and Voluntary Termination 
 
Restructuring the Deployment of Instructional Personnel.  
Empowerment of Staff, Students and Parents 
Master Scheduling 
Organizing for Learning Community Development 
Staffing Patterns for Schools 

Placement of Substitutes 
Standardized Test Proctoring 
Extra-Curricular Activities 
Interview Process and Procedures 

The School as a Learning Community 
 
Restructuring Time–Scheduling.  
Schedule Flexibility  
Schedule Design  
Learning Community Planning Time 
Elementary, Middle, and Secondary School Schedules 
Year-Round Schools 
Block Schedules – Middle and High School 
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Creative Budgeting, Fiscal Accounting, and Building Management.  
The Budgeting and Planning Process 
Implementing a Planning, Programming, Budgeting System 
Accounting for Financial Resources and Expenditures 
Supplies and Equipment Management 
Care of the School Plant 
Managing Capital Campaigns for Building Construction 
Allocation of Local, State and Federal Revenue Streams 
Working with Classified Personnel 
 
Technology Applications for School Management.  
School District Policies and Procedures for Technology 
Technology Applications for School Staff and Record Keeping 
Management Information Systems 
Local Area Networks (LAN), World Wide Web (WWW) 
Distance Learning, Cell phone, and Ipod Use as Instructional Tools 
Staff Development for Technology 
Hardware Security 

 
Curriculum, Instruction and Assessment 
Application of the Principles of Instructional Program Management and Evaluation. 
Leadership in the Improvement of Instruction 
Conferencing and Evaluation Tools and Techniques 
Curriculum Development and Evaluation 
Curriculum Alignment 
Data-driven Curriculum Development, Instruction and Assessment 
Best Practices and Age-Appropriate Instruction in Content Areas 
International, National, State and Local Content Area Standards 
Technology in the Classroom and Adaptive Technology Applications 
Learning and Cognition and  Student Learning Styles 
 
Professional Development and Teacher Quality 
Educational Administrative Standards 
Models of Supervision 
Assessment of Teachers and Administrators 
Staff Development 
Induction Programs 
Mentorships 
Teacher Affiliation 
Learning Communities 
 
Learning Climate and Culture 
Managing Conflict 
Learning Incentives 
Group Processes and Organizational Development 
Influence of Instructional Leadership and Leadership Styles 
Shared Decision-Making 
School, University, and Community Resources for Engaging Learning 
Diversity  
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Other Areas 
Safety and/or Curriculum Audits 
School-Home Communications 
District-Level Public Relations Plans 
Marketing of Programs to the Public 
Grant writing for Federal, Foundation and Other Funding Sources 
School Law, Policies and Procedures 
 

PROCEDURES FOR THE INTERNSHIP 
 
1. Review this handbook.  Provide the mentor with a copy of the handbook. 
 
2. Complete the Internship Information Sheet (see Appendix) during the first week of the 

internship. Give one copy to the Mentor and one to the University Coach.  
 
3. Schedule a meeting as early as possible with the Mentor. Together, outline major 

project/s and program of activities.  Identify the experiences that will address the 
standards described previously in this handbook.  

 
4. Complete the Administrative Internship Leadership Plan (see Appendix).  Submit and 

discuss with the University Coach.  
 
5. Schedule and coordinate initial meeting (within first month)  and subsequent meetings 

with the Intern, Mentor, and Coach. Meetings may be conducted either as a face-to-face, 
telephone or video streaming conference. 

 
6. Keep a log of internship experiences.  Reflective entries should be made at least once 

weekly. A sample Reflective Experience Log form is provided in this handbook.  
 
7. Near the end of the Internship, provide the Mentor with a copy of the INTERNSHIP 

PROFICIENCY ASSESSMENT (in the next section of this handbook), which they should 
complete, discuss with the Intern, and submit to the University Coach.   

 
8. Complete the Final Analysis (see Appendix) at the end of the Internship and submit to the 

University Coach.  
 
9. Submit the Reflective Internship Log to the University Coach. Schedule a final meeting 

with the University Coach who will assign a final grade representing the Intern’s work at 
the end of the semester.  Reports and other information from the Intern, Mentor, and 
University Coach will be utilized to determine the grade.  Evaluation factors for 
consideration include  
·  the Mentor's Assessment of Proficiency, 
·  the intern’s participation in seminars and meetings, 
·  the Reflective Internship Log; and 
·  the Final Analysis of Internship. 
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MASTER OF SCIENCE IN EDUCATON 
EDUCATIONAL SPECIALIST IN EDUCATIONAL LEADERSHIP 

EDUCATIONAL ADMINISTRATION MAJOR 
EMPHASIS AREA: PRINCIPAL AND SUPERVISION PREPARATION 

FOR LICENSURE PREK-12 
 

APPLICATION PROCEDURES FOR THE INTERNSHIP  
Educational Leadership Services 

 
The Internship in Educational Administration and Supervision (ELS 668) is a course designed for 
students preparing for administrative assignments as part of their master’s degree program.  The 
internship experience provides students the opportunity to assume administrative and supervisory 
responsibilities in an actual work setting.  The ELS internship is a 3-credit course designed as the 
capstone of the three part clinical experience in the ELS Masters� Degree program.  Its major goal is the 
application and practice of knowledge, principles, skills, and techniques in a setting related to the 
students� career goals.  Students should be aware that they are not paid during the internship and 
that all costs (tuition, books, LiveText, etc.) are the student����s responsibility.  Further information is 
provided in the Administrative Internship Handbook for Interns, Mentors, and University Coaches which 
is available in the Monarch Copy Center next to the Bookstore in the ODU Webb Center. 
 

 APPLICATION PROCESS 
 
Arrangements for the internship placement are the responsibility of each student.  Students planning to 
enroll in the internship course (ELS 668) should complete the following activities early in the semester 
prior to enrollment.   
 
1st Contact the university instructor who will be teaching the Internship course during the semester in 

which you plan to enroll.  You can obtain this information by contacting Ms. Dawn Hall, ELS 
Program Assistant, or by locating course ELS 668 in the university’s Schedule of Classes 
Catalogue which is also available on the university’s web site at www.odu.edu.  The course 
instructor will describe options for scheduling your internship program such as summer school 
and/or variations during the fall and spring semesters.   

 
2nd  Download the Administrative Internship Handbook for Interns, Mentors, and University Coaches 

from the ODU Educational Leadership Sciences website and/or from the Darden College of 
Education website. 

 
3rd  Meet with the appropriate administrator/s in the school where you plan to do your internship.  

Discuss schedules, roles, and responsibilities of each member of the internship team as described 
in the Administrative Internship Handbook.  Insure that the appropriate school district staff are 
informed about the arrangements for your internship. Names of individuals to contact are 
available from the school administrator and typically include the staff development coordinator of 
the school district.   

 
4th   Obtain the required signatures on the Internship Application Form (attached) and complete any 

school district forms as needed. 
 
5th   Submit the completed application form to Ms. Dawn Hall, Educational Leadership and 

Counseling, Education Building Room 110, Darden College of Education, Old Dominion 
University, Norfolk Virginia 23529 
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FIELD EXPERIENCE INFORMATION SH EET 
OLD DOMINION UNIVERSITY 

Educational Leadership and Counseling 
Administration and Supervision, PreK-12 - ELS 668/669 

Internship Application 
 

Student’s Name: ____________________________________ Phone: (W) _______________   
                                       

        (H)________________ 
email:                                                                                          ___________________________                                     
 
Home Address: ________________________________________________________________  
 
City: _________________________________State:                               Zip:_______________ 
 
School Division: _______________________________________________________________ 
 
Internship Site Name: __________________________________________________________ 
 
Address:______________________________________________________________________ 
 
Phone:_______________________________________   FAX:___________________________ 
 

I have read the Administrative Internship Handbook and I understand the purpose, goals, 
and roles of the internship program and agree to fulfill the responsibilities associated with my role.   
 
_____________________________________ ______________________ 

Signature of Mentor Position 
 

_____________________________________   
Signature of University Coach 

 
_____________________________________   ________________________ 

Signature of Student      Date Submitted 
 
Submit this application to: 

Ms. Dawn Hall     Students need to submit a copy 
Education Building Room 110   of this application to the certification 
Darden College of Education    office in the school division. 
Old Dominion University    
Norfolk, VA 23529 
email: dhall@odu.edu 
Phone:  (757) 683-3326 
FAX:    (757) 683-5756 

(Please do not write below this line) 
**************************FOR OFFICIAL USE ONLY**** *********************** 

Received By University Coach (Initials): ___________ Date Received: _______________ 

Initial Site:_______________________________ 
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Internship Information Sheet 
(copy to the University Coach and Mentor) 

I.    Personal Information 

 Name:   ______________________________ 

 Home Phone:  ______________________________ 

 e-mail Address: ______________________________ 

 ODU Email Address:  ______________________________    

 School Name:  ______________________________ 

 School Phone:  ______________________________ 

 School Address: ______________________________ 

    ______________________________ 

II.   Internship Site Information 

 Mentor Name:  ______________________________ 

 Mentor Position: ______________________________ 

 School Name:  ______________________________ 

 School Phone:  ______________________________ 

 School Address: ______________________________ 

    ______________________________ 

III.  School division Information 

 Superintendent: ______________________________ 

 School Division: ______________________________ 
 School Division 
                Phone:  ______________________________ 

 
 

NOTE:  Please include a map and written directions from Old Dominion University to the 
internship location with the copy for the University Coach. 
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OLD DOMINION UNIVERSITY 
Educational Leadership and Counseling 

Administration and Supervision, PreK-12 - ELS 668 
 CHECKLIST OF MATERIALS TO BE COMPLETED  

 

1. Field Experience Information Sheet  __________ 
   

2. Administrative Internship Management/ 
Leadership Plan     ___________ 

    

 3. Reflective Field Experience Log  __________ 
    

 4. Mentor's Assessment    __________ 

 5. Final Analysis     __________ 
     

 
CHECKLIST OF MATERIALS TO BE COMPILED BY 

 THE UNIVERSITY COACH 
 
 1. Field Experience Information Sheet  __________ 
    
 2. Field Experience Plan    __________ 
    
 3. Reflective Field Experience Log  __________ 
    
 4. Mentor's Assessment    __________ 
    
 5. Final Analysis     __________ 
    
 6. Conference Report Form   __________ 
    
 7. Observation Report    __________ 
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REFLECTIVE FIELD EXPERIENCE LOG  
 
 Reflection before, during and after practice is very important for both the Intern and the 
practicing principal.  Keeping a log of experiences during the field experience will encourage the 
Intern to develop the skills necessary to become a reflective practitioner while documenting 
levels of skills and knowledge relative to each of the domains of the principalship. 

 
REFLECTIVE FIELD EXPERIENCE LOG OUTLINE 

(AT LEAST 2 ENTRIES PER WEEK)  

 

Date: 

Intern: 

 
Setting: 

Primary Performance Sub-standard: 

 
Objective or Outcome Sought:  
 
Description of activities/ strategies: 
 
Outcome (evidence?): 
 
Reflections: 
 
Recommendations: 
  
Follow-Up: 
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CONFERENCE REPORT FORM 
(TO BE COMPLETED BY UNIVERSITY COACH) 

 
 
A. Items Discussed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
B. Suggestions for Follow-up Activities: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
C. Comments: 
 
 
 
 
 
 
 
 
 
Intern's Signature ______________________________ 
 
Coach's Signature ______________________________ 
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OBSERVATION REPORT FORM 
(TO BE COMPLETED BY UNIVERSITY COACH) 

 
 
Date:  ____________________ 
 
Time: ____________________ 
 
Location: _____________________ 
 
 
A. Observed Activities: 
 
 
 
 
 
 
 
B. Strengths: 
 
 
 
 
 
 
 
 
C. Areas to Develop: 
 
 
 
 
 
 
 
 
D. Comments: 
 
 
 
 
 
Intern's Signature ____________________________  
 
Coach's Signature ___________________________ 
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ADMINISTRATIVE INTERNSHIP  
MANAGEMENT/LEADERSHIP PLAN 
(copy to Mentor and University Coach) 

 
The following is an outline of the leadership project for which the Intern will be accountable 
from beginning to end.  The successes and challenges in managing group process skills related to 
this project, as well as other activities, will be chronicled in the self-assessment documents, log, 
and final summary report. 
 
 
Project Description (How will the project impact student learning? assessment? instructional 
leadership? building management?): 
 
 
 
 
 
 
 
 
Persons Involved (with title) and Level of Involvement: 
 
 
 
 
 
 
Timeline: 
 
 
 
 
 
 
Assessment (What criteria will be used to determine how the intern has met the objectives of the 
internship plan? What artifacts or other forms of evidence will need to be collected or 
constructed to provide an assessment of the intern’s development?): 
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FINAL ANALYSIS OF FIELD EXPERIENCE  

(TO BE RETURNED TO THE UNIVERSITY COACH)  
 

 For the culminating activity prepare a written report of the Internship Field Experience.  Segment 

one of the final analysis will be a 10-12 page reflective narrative, written in first person, and provide an 

overview of the internship leadership project. It is recommended that a reflection paper is constructed at 

the end of each internship experience with a summary section which connects each internship placement 

experience. Include sufficient specificity to give the reader a flavor of emotions, tasks and relationships 

the intern experienced.  However, please keep in mind the ethical considerations for privacy in matters 

dealing with students and staff. 

 The intern should include the following: 

  I. Descriptions 

   A. School division 

   B. School 

   C. Community 

  II. Summary of project activities and outcomes 

  III.  Overview of project experiences with respect to each major standard 

  (6 Standards; approximately 1/2 page on most beneficial project activities in 

developing proficiency in each standard) 

  IV. Appendices:  (Examples) 

   A. Photos 

   B. Artifacts 

   C. Articles 

   D. Other Interesting Information 
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Performance Standards for Prospective Principals 

 
Portfolio Assessment Instrument 
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__________________________ __________________________ 
Intern (please print or type)   Date 
 
 
 
__________________________ __________________________ 
Coach (please print or type)   Coach’s signature 
 
 
 
 
 
 

 
 
 

DEPARTMENT OF EDUCATIONAL LEADERSHIP 
 AND COUNSELING 

DARDEN COLLEGE OF EDUCATION 
 

2007 
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Coachs’s Assessment 
 
������� 

 
The Performance Standards for Prospective Principals serve as the culminating assessment of 
on-the-job performance for principal licensure candidates at Old Dominion University.  The 
standards and sub-standards are based upon those promulgated by the Educational Leadership 
Constituent Council, which approves principal preparation programs under the auspices of the 
National Council for Accreditation of Teacher Education (NCATE).  The rubrics contained in 
the assessment instrument were developed locally, through focus group interviews and individual 
feedback from teachers, principal licensure candidates, and acting school administrators in 
schools throughout Hampton Roads.  The process of developing these rubrics was generously 
supported by the Wallace-Reader's Digest Funds’ Leaders Count initiative. 
 
Scoring guidelines for coaches 
Based upon the internr knowledge of the candidate’s performance, please rate the candidate as 
“Unacceptable,” “Acceptable,” or “Exemplary” according to the following rubrics: 
 
 Unacceptable.  The evidence is not conceptually related to the sub-standard, or it is unclear that 
the intern was substantially involved in the activity represented by the evidence.  Insufficient 
context is provided for a reviewer to interpret the evidence.  Self-assessment lacks depth of 
analysis, or does not indicate concrete actions that can be taken to improve performance. 
 
Acceptable.  The evidence is clearly related to the substandard.  Contextual information or the 
evidence itself indicates that the intern had a substantial role in the activity represented by the 
evidence.  Self-assessment is rigorous, and indicates steps that will be taken to improve 
performance in the sub-standard domain. 
 
Exemplary.  The evidence is clearly related to the substandard. Contextual information or the 
evidence itself indicates that the intern had a leadership role in the activity represented by the 
evidence.  Self-assessment is guided by both introspection and data collected related to the 
activity.  Steps are provided for improving the activity/product and the intern’s performance in 
the sub-standard domain. 
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Standard 1.0: In the internship, candidates demonstrate that they are educational leaders who have the knowledge and ability to promote the success of all 
students by facilitating  the development, articulation, implementation, and stewardship of a school or district vision of learning supported by the school 
community.  
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
1.1  Develop a vision 
 
1.2  Articulate a vision 
 
1.3 Implement a vision 
 
1.4  Steward a vision 
 
1.5 Promote community involvement 
 

   

 
 
Standard 2.0:  Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
promoting a positive school culture, providing an effective instructional program, applying best practice to student learning, and designing comprehensive 
professional growth plans for staff.  
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
2.1 Promote positive culture 
 
2.2 Provide effective instructional program 
 
2.3 Apply best practice to student learning 
 
2.4 Design comprehensive professional 
growth plans 
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Standard 3.0: Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
managing the organization, operations, and resources in a way that promotes a safe, efficient, and effective learning environment.  
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
3.1 Manage the organization 
 
3.2 Manage operations 
 
3.3 Manage resources  
 

   

 
Standard 4.0: Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
collaborating with families and other community members, responding to diverse community interests and needs, and mobilizing community resources. 
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
4.1 Collaborate with families and other 
community members 
 
4.2 Respond to community interests and 
needs 
 
4.3 Mobilize community resources 
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 Standard 6.0:  Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
understanding, responding to, and influencing the larger political, social, economic, legal, and cultural contexts. 
 
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
6.1 Understand the larger context 
 
 
6.2 Respond to the larger context 
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Performance Standards for Prospective Principals 

 
Mentor’s Assessment Instrument 
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__________________________ __________________________ 
Intern (please print or type)   Date 
 
 
 
__________________________ __________________________ 
Mentor (please print or type)   Mentor’s signature 
 
 
 
 
 
 

 
 
 

DEPARTMENT OF EDUCATIONAL LEADERSHIP 
 AND COUNSELING 

DARDEN COLLEGE OF EDUCATION 
 

2007 
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Mentor’s Assessment 
 
������� 

 
The Performance Standards for Prospective Principals serve as the culminating 
assessment of on-the-job performance for principal licensure candidates at Old Dominion 
University.  The standards and sub-standards are based upon those promulgated by the 
Educational Leadership Constituent Council, which approves principal preparation 
programs under the auspices of the National Council for Accreditation of Teacher 
Education (NCATE).  The rubrics contained in the assessment instrument were 
developed locally, through focus group interviews and individual feedback from teachers, 
principal licensure candidates, and acting school administrators in schools throughout 
Hampton Roads.  The process of developing these rubrics was generously supported by 
the Wallace-Reader's Digest Funds’ Leaders Count initiative. 
 
Scoring guidelines for mentors 
 
Based upon the internr knowledge of the candidate’s performance, please rate the 
candidate as “Unacceptable,” “Acceptable,” or “Exemplary” according to the provided 
rubrics.  The intern may leave an item blank if the intern have insufficient knowledge 
about the candidate’s performance in a specific area���
�
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�
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The internship experience is evaluated as either “Pass” or “Fail,” based upon the mentor’s 
evaluation of on-the-job performance and the University coach’s evaluation of the 
internship portfolio.  Passing criteria for the mentor’s evaluation are as follows: 
 

·  no unacceptable ratings in any area; 
·  a minimum of 3 exemplary ratings in different standard areas. 

 
If no “unacceptable” ratings are given, but the candidate has insufficient “exemplary” 
ratings, the candidate may receive a passing grade if the candidate submits a plan to 
improve performance in a sufficient number of areas.  The plan must be approved by both 
the mentor and the university coach, and the mentor must agree to supervise the 
candidate’s implementation of the plan.   
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Standard 1.0: In the internship, candidates demonstrate that they are educational leaders who have the knowledge and ability to promote the success of all 
students by facilitating  the development, articulation, implementation, and stewardship of a school or district vision of learning supported by the school 
community.  
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
1.1  Develop a vision 
 
 
 
 
1.2  Articulate a vision 
 
 
 
 
 
 
1.3 Implement a vision 
 
 
 
 
 
1.4  Steward a vision 
 
 
 
 
 
 
1.6 Promote community involvement 
 
 
 
 

�  Minimally participates in 
schoolwide strategic 
planning processes. 

 
 

�  Has little impact on 
aligning the behavior of 
other stakeholders with 
the school vision. 

 
 
 

�  Implements vision-related 
activities only as required. 

 
 
 

�  Exhibits behavior or 
language that is 
inconsistent with the 
school vision. 

 
 
 

�  Fails to acknowledge 
contributions of others in 
achieving goals.  Tends to 
work in isolation. 

�  Develops and maintains 
accountability plans that 
reflect the school’s 
mission and goals 

 
�  Uses a variety of 

strategies to communicate 
and build relationships 
with all stakeholders. 

 
 

�  Works collaboratively 
with colleagues in 
planning for and 
implementing educational 
goals 

 
�  Reinforces vocabulary 

and concepts related to 
vision.  Publicly 
celebrates milestones and 
intermediate successes 

 
�  Shares successes with 

greater school 
community.  Incorporates 
community resources into 
mission-related strategies. 

�  Provides leadership in 
formulating the school’s 
vision and strategic 
direction. 

 
�  Evaluates school 

programs, structures, and 
activities with reference to 
goals and vision. 

 
 

�  Demonstrates the ability 
to direct and guide 
programmatic growth 
commensurate with 
established goals 

 
�  Assumes a leadership role 

in regularly renewing the 
school’s vision. 

 
 

 
�  Directly engages the 

community in formulating 
and evaluating school or 
program goals and 
strategies. 
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Standard 2.0:  Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
promoting a positive school culture, providing an effective instructional program, applying best practice to student learning, and designing comprehensive 
professional growth plans for staff.  
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
2.1 Promote positive culture 
 
 
 
 
2.2 Provide effective instructional program 
 
 
 
 
 
 
2.3 Apply best practice to student learning 
 
 
 
 
 
 
 
2.4 Design comprehensive professional 
growth plans 
 
 
 
 
 
 

�  Engages in language or 
behavior that undermine 
school values. 






�  Has limited understanding 
of the school’s 
instructional program.  Is 
not proactive in reviewing 
program effectiveness. 

 
 

�  Does not actively seek 
current knowledge about 
best practices.  Tends to 
be satisfied with the status 
quo. 

 
 
 

�  Lacks knowledge of how 
individual professional 
growth plans fit into the 
larger framework of 
school needs.   

�  Models expected behavior 
and recognizes others who 
exhibit desired behaviors. 

 
 

�  Knows all domains of the 
school’s instructional 
program.  Uses student 
performance data to guide 
decisions about the 
instructional program. 

 
�  Has knowledge of current 

effective instructional 
methods.  Utilizes a 
systematic approach to 
translating instructional 
initiatives into classroom 
practice. 

 
�  Has an effective working 

knowledge of the school 
division’s professional 
development plan.  
Participates in developing 
professional development 
plans for other school 
staff. 

�  Creates opportunities to 
reinforce school values on 
a school-wide basis. 

 
 

�  Systematically ensures 
alignment between 
curriculum, instruction, 
and assessment. 

 
 
 
�  Develops or coordinates 

instructional programs 
that utilize best practices 
identified through 
research. 

 
 
 

�  Assists staff in identifying 
and participating in 
professional development 
activities that are clearly 
linked to implementation 
of the school’s strategic 
vision. 
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Standard 3.0: Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
managing the organization, operations, and resources in a way that promotes a safe, efficient, and effective learning environment.  
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
3.1 Manage the organization 
 
 
 
 
 
 
 
 
 
 
 
3.2 Manage operations 
 
 
 
 
 
 
 
 
 
 
3.3 Manage resources  
 
 
 
 
 
 
 

�  Fails to set appropriate goals 
or consistently fails to meet 
deadlines.  Violates pertinent 
policies, or inconsistently 
applies them.  
Communications oversights 
impede project coordination 
or implementation. 

 
 
 
 

�  Significant operational 
difficulties go unnoticed, or 
are not responded to in a 
timely and effective manner.   

 
 
 
 
 
 

�  Oversights in planning or 
managing resources cause 
operational difficulties.  
Inappropriately manages or 
accounts for resources.  
Attributes poor personal or 
organizational performance to 
lack of resources. 

 

�  Creates appropriate project 
timelines and accountability 
mechanisms. Is 
knowledgeable of and 
consistently adheres to 
pertinent laws, rules, and 
regulations.  Communicates 
effectively with staff, 
students, and other 
stakeholders. 





�  Routinely monitors the 

school environment and 
instructional program.  
Solicits and responds to 
feedback from staff 
representing all operational 
areas of the school. 

 
 

�  Ensures that staff and 
students have necessary 
materials and information for 
a safe, secure, and effective 
learning environment.  
Ensures that instructional 
programs are appropriately 
staffed and supported, and 
that resources are properly 
accounted for.  

�  Manages change in the 
school through modeling, 
consensus- building, 
feedback, and accountability.  
Effectively accesses and 
coordinates resources to 
achieve goals. 

 
 
 
 
 

�  Effectively focuses and 
coordinates staff from all 
operational areas on 
improving school culture and 
student performance. 

 
 
 
 
 

�  Proactively acquires 
additional resources to pursue 
mission-relevant goals.  
Develops and implements 
creative solutions to 
overcome perceived resource 
impediments. 
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Standard 4.0: Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
collaborating with families and other community members, responding to diverse community interests and needs, and mobilizing community resources. 
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
4.1 Collaborate with families and other 
community members 
 
 
 
 
 
 
 
 
 
 
4.2 Respond to community interests and 
needs 
 
 
 
 
 
 
 
 
 
4.3 Mobilize community resources 
 
 
 
 
 
 
 

�  Limited or passive 
involvement with families or 
community agencies. 

 
 
 
 
 
 
 
 
 
�  Little awareness of or 

responsiveness to specific 
community needs. 

 
 
 
 
 
 
 
 
�  Rarely seeks opportunities to 

involve the community in 
pursuing school goals. 

 

�  Develops and maintains 
positive relationships with 
families and community 
members.  Helps families 
support children’s educational 
achievement and social 
development.  Uses a variety 
of strategies to communicate 
with various stakeholder 
groups. 

 
 
�  Understands how pertinent 

community interests and 
needs impact the educational 
program.  Solicits feedback 
from the community 
regarding program 
development and school 
performance. 

 
 
 
�  Utilizes a variety of 

community resources to 
enhance instructional and 
extracurricular programs. 

 

�  Provides leadership in 
establishing and maintaining 
home-school and school-
community relations in a 
manner that supports the 
school’s strategic goals. 

 
 
 
 
 
 

�  Collects and analyzes data 
from community stakeholders 
or on community resources to 
support planning and program 
development. 

 
 
 
 
 
 
�  Establishes and maintains 

active collaboration with 
community members, 
businesses, and other 
agencies to enhance the 
instructional program. 
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Standard 5.0: Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by acting 
with integrity, fairly, and in an ethical manner. 
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
5.1 Act with integrity 
 
 
 
 
 
 
 
 
 
5.2 Act fairly 
 
 
 
 
 
 
 
 
5.3 Act ethically 
 
 
 
 
 
 
 

�  Engages in duplicitous 
behavior or covers up 
problems. 

 
 
 

 
 
 

�  Inappropriately favors some 
students or staff, makes 
belittling comments about 
others.  Prejudges situations 
without collecting sufficient 
information. 

 
 
 

 
�  Seems to be motivated more 

by self-interest than the 
school’s mission.  Violates 
school policies or 
circumvents established 
procedures. 

 
 

�  Is honest, direct, and 
solution-focused.  
Acknowledges responsibility 
for actions. 

 
 

 
 

 
�  Uses sound, selfless 

judgment when rendering 
decisions that affect others.  
Openly solicits feedback from 
those who are affected by 
decisions. 

 
 
 
 

�  Consistently implements 
policies and procedures.  
Willingly shares time, 
information, and resources to 
help others achieve goals. 

�  Influences others to be 
honest and accept 
responsibility for their 
actions.  Confronts others’ 
off-mission behavior in a 
constructive manner. 

 
 
 

�  Recognizes and addresses 
policies or practices that 
adversely and unevenly affect 
the welfare of students or 
staff.   

 
 

 
 
 

�  Resolves ethical conflicts on 
the basis of ethical principles.  
Judgments reflect an abiding 
concern for students’ well-
being.   
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Standard 6.0:  Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by 
understanding, responding to, and influencing the larger political, social, economic, legal, and cultural contexts. 
 
 
 

 Substandard Performance Descriptors  Unacceptable Acceptable Exemplary 
6.1 Understand the larger context 
 
 
 
 
 
 
 
 
 
 
6.2 Respond to the larger context 
 
 
 
 
 
 
 
 
 
 
 
6.3 Influence the larger context 
 
 
 
 
 
 

�  Exhibits limited concern for 
or understanding of matters 
outside the immediate sphere 
of influence and activity. 

 
 
 

 
 
 

 
�  Rarely initiates change at 

personal or organizational 
levels.  Stays in a reactive or 
maintenance posture relative 
to most responsibilities.  
Seems unaware of how 
actions are viewed by or 
influenced by external 
groups. 

 
 
 

�  Minimally participates in 
professional organizations, or 
in school division or state 
committees. 

�  Knows stakeholders, 
influential community 
members, and the political 
structure of the school and 
community.  Keeps informed 
about major trends in 
education and other fields. 

 
 
 
 

�  Makes decisions that are 
sensitive to the social, 
economic, and cultural 
diversity of the school 
community.  Adapts external 
mandates in a manner that 
ensures both compliance and 
the furtherance of the 
school’s mission. 

 
 
 

�  Maintains active 
involvement in professional 
societies.  Participates in 
school division, community, 
or state organizations that 
have direct or indirect effects 
on schooling. 

�  Has a comprehensive 
understanding of school 
mission and goals, and how 
external constituencies and 
broader trends impact the 
school’s ability to meet its 
goals.   

 
 

 
 

�  Initiates change in response 
to changing external 
circumstances.  Keeps close 
track of developments in 
policy circles and in the local 
community.  Anticipates the 
need for change, and helps 
others recognize and adapt. 

 
 
 

 
�  Pursues changes in the 

community or policy context 
that further the school’s 
mission. 

 


