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INTRODUCTION

Welcome to the K-12 Educational Leadership Internship.  The internship is an invaluable experience for learning about leadership at various levels.  Interns in the Educational Leadership program will have the opportunity to expand their thinking through practical experiences guided by site supervisors (school leaders) and a university supervisor who has been a practitioner.  To assist you on your journey this manual was developed for your use. 


The internship is not a new concept. Many professionals have seen the value in connecting learning through different avenues. Then New Mexico State Board of Education requires the person seeking licensure in Educational Administration to complete an “apprenticeship” consisting of 192 clock hours, which includes time at the beginning and close of the school year. It also requires experience in the 10 New Mexico State Competencies for School Administrators (See Appendix A).  New Mexico Highlands University Educational Leadership’s Internship program includes all requirements set forth by the New Mexico State Board of Education.  


The language of intern, mentor, internship supervisor, and internship coordinator are used throughout the manual. The intern is a graduate student who observes, converses, and assumes appropriate leadership responsibility under the guidance of an assigned administrator (mentor) and internship supervisor (supervisor for New Mexico Highlands University) from the Educational Leadership program in order to learn the processes and procedures at elementary and secondary administration levels. The intern also receives instruction, guidance, and evaluation from the mentor and internship supervisor. 


The mentor is a building-level administrator who has the responsibility to serve as a role model, teacher, guide, and evaluator for the intern. The intern will have a mentor at both the elementary and secondary levels. The intern is encouraged to also work with mentors at the central office level and community agencies.  It is important to include key people who impact school leaders.


The internship supervisor is a professor or adjunct professor in the NMHU Educational Leadership program who supervises, assists, guides, and evaluated the intern.  

The internship coordinator is a professor who is in charge of the internship and is responsible for arranging, supervising, and assuring the quality of the internship experience. The internship coordinator may also serve in the capacity of an internship supervisor. 

Purposes of Internship:

The Educational Leadership K-12 School Administration Licensure Program prepares educators to become school leaders who inspire outstanding learning and teaching, who develop teacher leadership, who build coalitions with the greater community on behalf of children, and who continually mold a shared vision of the future for the young people in their schools.

The purposes are as follows:

1. To provide “real life” activities that allow interns to apply theory and content knowledge, and to assess and reflect on their interactions; 

2. To make the intern’s knowledge accessible for use in performing as a school leader;

3. To provide a service in the host schools; and,

4. To access the intern’s ability to perform effectively the responsibilities associated with school leadership.

The Intern

Eligibility and Responsibilities of Candidate for Internship


Students who are interested in taking the internship must: 

1. Be admitted by the Graduate School and Educational Leadership program (if seeking a master’s degree) or admitted into the Educational Leadership Licensure program (if seeking licensure only), and must have successfully completed at least 50 % of his/her course work. 

2. Complete and submit an application to the Internship Coordinator the semester prior to being placed. The Internship application is available from the Internship Coordinator, your advisor or from a Center Coordinator. 

3. Have the advisor’s approval before enrolling in the internship.  The advisor must sign the Internship application before submitting it to the Internship Coordinator.  The student will enroll for 3 semester hours each for fall and spring semesters. Summer internships may be granted if it meets the plan developed with the advisor and if there is a school available to work with the intern. 

4. Complete a self-evaluation of the 10 New Mexico State Competencies for School Administrators and other growth areas that may not be contained in the 10 New Mexico State Competencies prior to being placed, once the advisor approves the application.  In addition to the self-evaluation, the Internship Supervisor or Internship Coordinator may request an interview before placement is made.

5. Have permission from the immediate supervisor(s) for release time that is necessary to participate in the internship activities.

Intern’s Responsibilities 


Once the student is approved to enroll for the internship, the following responsibilities are expected of the intern:

1. Seek permission from the immediate supervisor and school district fro the internship; ensuring that the internship meets the school district’s regulations regarding internships;

2. Meet with the mentor and internship supervisor at least twice during each semester;

3. Develop a plan of action for both semesters of internship. (See Appendix B);

4. Attend the seminars scheduled each semester, provided they are available;

5. Complete a weekly log of activities in the Internship Log (See Appendix C), which includes the identification of the competency, time involved with the activity, and a brief description of the activity;

6. Write a reflection (See Appendix D) for each month of the internship;

7. Attend a orientation session for interns during the first semester of the internship;

8. Attend a mentor/intern orientation session during the first semester of the internship;

9. Attend the legislative session planned during spring semester, if you are enrolled in the internship during that semester; and

10. Protect the confidential nature of information of the school or site where she/he is placed.

11. A grade of “S” (satisfactory) will be assigned if the number of required clock hours are met, and the mentor and internship supervisor provide satisfactory evaluations. If the clock hours are not meet, a “PR” (In Progress) grade will be assigned. Once the requirements are satisfactorily met, then a change of grade form will be submitted and changed to “S. If the internship is not deemed satisfactory, then the advisor will become part of the process for evaluating the intern.  The intern should be notified by mid-term the nature of the problem and expectations and a plan to improve. If the intern receives a grade of “U,” he or she will be reviewed by the Program Faculty and Dean of the School of Education for a decision on whether or not the intern will pass the internship. Students retain the right to appeal the grade through the established procedures outlined by New Mexico Highlands University. 

The Mentor

Selection and Assignment of the Mentor 


A mentor is a person who develops a relationship with the intern that guides the intern to develop a greater confidence in becoming an effective leader. The mentor allows the intern to learn how to perform effectively the administrative and leadership functions and responsibilities of the building level administrator.

Requirements for School Administrators who serve as a Mentor 

1. The school administrator has an appropriate administrative certification (licensure).

2. The administrator is recognized for his/her effectiveness in providing leadership and volunteers to participate.  An administrator may serve, as a mentor for more than one year if a need exists in the school of if additional internship sites are required. 

3. The administrator will assume the roles and responsibilities expected of a mentor. The site provides opportunities for leadership experiences with teachers, staff, students, and community members. 

4. The school district, mentor, intern, and internship supervisor or coordinator will mutually agree to the selection of activities for the intern.

Mentor’s Responsibilities


The Mentor will:

1. Work with the intern (s) to assist with the successful completion of the collaboratively agreed-upon activities;

2. Meet with the intern to discuss strategies for improving the experience;

3. Assist with ensuring that all contractual commitments are met and signs off that the activities recorded on the LOG are accurate.

4. Meet with the intern and internship supervisor for initial and exit interviews.

5. Provide a mid-term progress report (See Appendix E) and an end of the semester evaluation (See Appendix F) of the intern.

Principles of Mentoring

1. Provide time everyday to meet (chat) with the intern.
2. Include the intern in your network of contacts and associates.

3. Aggressively assist the intern with learning the job of the principal and with growing personally and professionally. 

4. Demonstrate your personal concern for the intern; be a friend.

5. Help the intern to become acquainted with the values, customs, resources, and nuances of school administrators.

6. Build the self-confidence of the intern; do not tear it down.

7. "Empower" the intern by helping the intern to acquire the knowledge, skills, and attitudes that will make the intern successful.

8. Fear not that the intern may surpass your capabilities as principal; however, they may do so. (Do not put limits on the growth of the intern.)

9. Work closely with the intern. Include the intern in all possible decisions and activities.

10. Do not protect the intern from failure or from the frustrations and emotions associated with the job. 

11. Do monitor performance and provide feedback.

12. Alert the intern to salient contextual conditions operating in the school environment. 

13. Accept the intern as he/she is without judging or valuing the person.

14. Do not confirm the intern at the intern's present level of performance. View the intern as being in a state of growth. 

Source:  Taken from David Parks presentation. 

Characteristics of Effective Mentors

1. "Outstanding knowledge, skills, and expertise in a particular domain;

2. Enthusiasm that is sincere, convincing, and most importantly, constantly conveyed to their protégés; 

3. The ability to communicate to others a clear picture of their personal attitudes, values, and ethical standards;

4. The ability to communicate sensitively the type of feedback that is needed regarding their protégé's development and progress toward desirable standards and competence and professional behavioral;

5. Sensitive listening ability to their protégé's ideas, doubts concerns, and enthusiastic outpouring. 

6. A caring attitude and a belief in their protégé's potential;

7. Flexibility and a sense of humor;

8. A restrained sense of guidance so that their protégé may develop as independently as possible." 

Source: Patricia Haensly and Elaine Edlind (1986) as cited by John C. Daresh and Marsha A. Playko (1989). 

The Internship Supervisor

Internship Supervisor’s Responsibilities 


The Internship Supervisor will: 

1. Meet with the intern and mentor to establish the collaboratively agreed-upon activities.

2. Observe and provide feedback to the intern completing one or more of he identified activities;

3. Meet at least twice during the semester at the intern’s assigned school or placement with the intern and mentor.  Additional visits will be conducted if deemed necessary;

4. Assist in resolving problems that may arise;

5. Communicate with the mentor and interns;

6. Provide performance feedback to the intern;

7. Review the intern’s progress and experience, followed with a brief report to the intern, either verbally or in writing; 

8. Participate in the seminars;

9. Meet with the Internship Coordinator when appropriate;

10. Evaluate the interns assigned to her/him; and,

11. Submit the intern’s logs, Progress Reports, and Evaluations to the Internship Coordinator at the end of the semester. 

The Internship Coordinator 

Internship Coordinator’s Responsibilities 

The Internship Coordinator will:

1. In collaboration with the school district and the Educational Leadership faculty, select Internship Supervisors who will work with the interns. The Internship Supervisors will be highly regarded educators;

2. Provide an orientation for Internship Supervisors who are adjunct faculty members;

3. Provide coordination of the interns at the various locations, working with the Center Coordinators;

4. Approve participation of students who apply for the internship;

5. Monitor the internship experience to provide consistency for all interns;

6. Meet with the Internship Supervisor(s) and provide coordination and supervision of the program;

7. Review the Internship Supervisor’s Reports;

8. Review and evaluate the evaluation feedback given by the Internship Supervisor and Mentor;

9. Resolve problems that may arise; and,

10. Monitor the adjunct Internship Supervisor(s).
Orientation Sessions

Taking on new roles and responsibilities is exciting and energizing. The process is associated with growth and renewal.  Many school leaders who have then on the responsibility to serve as a mentor have expressed their appreciation for working with interns because it provided them time to reflect on their leadership.  Understanding the roles, responsibilities and process positively impacts the level to which mentors feel renewed and successful with interns.  Likewise, interns are accepting roles and responsibilities that have not been part of their everyday lives. 

The Orientation sessions are planned for interns, mentors, and internship supervisors with the intention to better inform them of their roles and responsibilities and assist them to become familiar with the process. To address these needs, orientation sessions have been established for the interns, interns and their mentors, and internship supervisors who are new to the Educational Leadership program.  Each orientation session is described below.

Orientation Session for Interns 


The semester prior to interns beginning their internship, a meeting will be held with the Internship Coordinator and/or Internship Supervisor(s) to discuss the following areas: 

1. Responsibilities and expectations of participating mentors (school leaders), intern, and internship supervisor;

2. Contractual requirements and arrangements;

3. Review of timelines and placement procedures; and, 

4. Explanation of evaluation requirements, expected outcomes, and procedures.

Orientation Session for Interns and Mentors 


An orientation session will be held for all interns and their mentors the semester before the internship commences.  The interns and their mentors are encouraged to attend.  Mentors and interns will be notified each semester of the meeting dates.


The purpose of the orientation session are to (1) provide background information on the mentoring process; (2) discuss the responsibilities, roles and expectations of the interns, mentors, and internship supervisors; (3) explain the placement procedures, contractual agreements, timelines, and evaluation requirements and procedures; and, (4) develop a professional network for the interns and mentors.

Orientation Session for Internship Supervisors 


The Internship Coordinator will meet each semester with the Internship Supervisors to discuss the roles, responsibilities, expectations, timelines, placement procedures, and evaluation process for interns.  Program updates and issues will be presented. 


Internship Supervisors are expected to participate in the seminar meetings, which includes the planning and operationalizing of the meetings. Internship Supervisors may take a more direct role in the process. 

Final Notes about the Internship 

The internship activities should be mutually beneficial to the intern and the school.  The activities should help the school move forward on issues that have significant impact on the quality of learning and teaching. The intern may not be the sole initiator or prime mover for major projects because of time constraints.  The activities should provide experience that will enhance in intern’s knowledge base. 

The activities should be goal oriented, of limited duration, and have unique, identifiable and specific results.  There should be a degree of complexity in the activities, and they should coordinate with the other activities in the school and/or school district.  The timing, sequencing, and resources must “mesh” with other activities.

The internship should contain some “shadowing” experience to become familiar with the totality of the school leader’s job.  During this time, interns should observe, and where appropriate, assume responsibility in the task areas for brief periods of time during the internship experience.  

Grading 

A grade of “S” (satisfactory) will be assigned if the number of required clock hours are met, and the mentor and internship supervisor provide satisfactory evaluations. If the clock hours are not meet, a “PR” (In Progress) grade will be assigned. Once the requirements are satisfactorily met, then a change of grade form will be submitted and changed to “S.” The change of grade will be the responsibility of the internship supervisor. If the internship is not deemed satisfactory, then the advisor will become part of the process for evaluating the intern.  The intern should be notified by mid-term the nature of the problem and expectations and a plan to improve. If the intern receives a grade of “U,” the internship will be reviewed by the Program Faculty and Dean of the School of Education for a decision. Students retain the right to appeal the grade through the established procedures outlined by New Mexico Highlands University. 

Grades are based on:

1. Observations and evaluations of the mentor and internship supervisor.  The mentor and internship supervisor separately assess the intern and share the evaluation during a joint exit interview each semester.  Strengths and areas of growth are noted. Any deficiencies are also noted with recommendations for improvement. Strategies for improvement will be identified.

2. Written materials submitted by the intern to the internship supervisor for the completion of the Plan of Action, as well as other pertinent documentation.

3. Participation in and preparation for meetings with the mentor and internship supervisor and the interns group meetings.

4. The accurate account of activities recorded in the Internship Log.

5. The ability to demonstrate the collaboratively designed activities identified in the Leadership Contract.

Example of Activities

1. Attends school board meetings. 

2. Assists in preparing a school budget.

3. Assigns teachers and students to classes.

4. Develops schedules and programs.

5. Develops, organizes, and supervises professional development activities.

6. Communicates with the public concerning the nature and rationale of various school programs.

7. Reviews the teacher evaluation process and conducts observations of teachers.

8. Supervises lunchroom, school bus area, playground, and student extracurricular activities.

9. Develops, supervises, and evaluates curriculum.

10. Selects educational materials, textbooks, textbook committees, etc.

11. Prepares, organizes, and monitors student testing.

12. Serves as a team leader for resource and curricular areas.

13. Chairs school committees.

14. Organizes, supervises, and evaluated a school event such as cheerleaders, science fair, dance, play, athletics, etc.

15. Assists in preparing furniture, equipment, supplies and material orders.

16. Conducts a fire drill.

17. Analyses, in collaboration with other staff members(s), student test results and works with staff to diagnose and develop a plan of action.  

18. Prepares, organizes, and monitors Parent and Teacher Conferences.

19. Observes and conducts conferences between parents and administrator.

20. Reviews safety, health and fire codes and procedures; and writes reports.

21. Participates in the selection of faculty and staff.

22. Reviews and monitors pupil promotion/retention/graduation policies and implementation of them.

23. Analyzes discipline records, including tardy and absentees, for patterns, and develops program for improvement.

24. Analyzes school climate data and develops a plan for improvement.

25. Plans and conducts faculty meeting(s).

26. Inspects a school to evaluate the quality of maintenance of building maintenance staff, and recommends improvements without an increase of staff. 

27. Serves on a School Improvement Team.

28. Preparation of duty schedules.

29. Leads school climate assessment process.

30. Works with student leadership groups.

31. Develops an orientation plan for substitute teachers.

32. Monitors compliance of legal mandates about all aspects education.

33. Reviews state report forms.

34. Observes/handles students sent to the office for discipline and/or bus discipline infractions.

35.  Observes a special education IEP meeting.

36. Attends PTA, booster meetings, or other parent meetings when appropriate.

37. Assists or writes a grant to secure funding to support the instructional programs.

38. Prepares a new release or articles for various media.

39. Prepares a monthly newsletter to staff or parents.

40. Reviews and recommend changes, if appropriate, in the faculty, student, and/or parent handbook.

41. Organizes a school-wide activity.

42. Reviews internal accounts with the school security or bookkeeper.

43. Reviews school responsibilities involved with federally assisted programs such as Title I.

44. Reviews curriculum plans for special education programs.

45. Reviews and assists with the development of a plan to address the Remediation Summary Law.

46. Serves on a school accreditation team.

47. Assists the principal in developing and implementing procedures for involving students, faculty, staff, and parents in decision-making processes. 

48. Monitors professional development plans.

49. Informs staff of upcoming events.

50. Studies the utilization of space for any suggestions to improve usage.

51. Review and monitor safety plan for school. 

Appendix A:

New Mexico State Competencies For School Administrators
Domain:  Instructional Leadership

Competency  1:  The Principal promotes the success of all students by maintaining a culture that supports student achievement, high quality instruction, and professional development to meet the diverse learning needs of the school community.

Indicators:

1.1 Works with all members of the school community to make quality instruction a prime focus.

1.2 Uses accountability literacy in making decisions about student success and achievement.

1.3 Evaluates teachers using the Three-Tiered Licensure Performance Evaluation to promote high quality teaching and professional learning.

1.4 Incorporates the diversity of the student population and history of the school community in making curricular and school policy decisions.

Domain:  Communication

Competency  2:  The Principal uses communication and relationship-building skills to engage the larger community in the knowledge of and advocacy for equity in meeting the diverse needs of the school community.

Indicators:

2.1 Engages in honest and respectful interactions with all stakeholders to make thoughtful and objective decisions that demonstrate sensitivity and integrity.

2.2 Builds and sustains relationships through team development and mediation skills to promote a climate of cooperation and student success.

2.3 Supports an environment of inclusion and respect.

2.4 Communicates with others objectively, sensitively, fairly, and ethically.

2.5 Supports relationships that promote teaching and learning in the school community through communication skills such as speaking, writing, and active listening.

2.6 Communicates with all school and community stakeholders concerning current school issues and student achievement.

2.7 Maintains a continuous dialogue with decision makers who affect the school community.

Domain:  Professional Development

Competency  3:  The Principal organizes and coordinates ongoing professional learning opportunities that are aligned with the New Mexico Professional Development Framework and supports the diverse learning needs of the school community.

Indicators:

3.1 Identifies and assesses student and staff performance to inform professional development needs.

3.2 Uses relevant professional literature and knowledge, collaborates with key partners, and uses technology to create and provide appropriate professional development.

3.3 Implements comprehensive, integrated, and systemic ongoing professional development opportunities for faculty and community.

3.4 Supports reflection, sustained mentoring, and coaching as critical processes for professional growth.

Domain:  Operations Management

Competency  4:  The Principal manages the school campus, budget, and daily operations to equitably meet the diverse learning needs of the school community.

Indicators:

4.1 Manages the school campus to ensure that the environment is safe and clean for students and staff.

4.2 Manages the school budget to ensure that resources are maximized for student success.

4.3 Manages the day-to-day operations to maximize the efficiency  of the school.

4.4 Complies with federal and state initiative to maximize use of services and programs for which students are eligible.

Domain:  Scope of Responsibility in Secondary Schools

Competency  5:  The middle school and high school Principal develops, supports, encourages, and supervises programs that lead to increased student attendance, achievement, and graduation rates resulting in college readiness and work skills to meet the diverse needs of the community.

Indicators:

5.1 Supervises co-curricular and extra-curricular activities to engage all students.

5.2 Develops 21st century skills throughout the curriculum.

5.3 Creates a student centered school environment and strengthens relationships among all stakeholders to improve student performance.

Appendix B:

Plan of Activities 

Plan of Activities During the Internship 

Minimum Hours: 100 clock hours each semester, 200 total clock hours

The following activities will be the primary focus of the experience during the internship. When appropriate, other activities will be included and incorporated into the internship experience.

Proposed activities for Semester: __________

Proposed activities for Semester: ___________

Agreement was reached by:

_______________________________              __________________________________

Intern’s Signature

Date

 
 Mentor’s Signature

Date

________________________________ 

Internship Supervisor

Date
Appendix C:

Internship Log
NEW MEXICO HIGHLANDS UNIVERSITY

EDUCATIONAL LEADERSHIP

INTERNSHIP LOG

Name: ___________________

Date: ____________ --- ____________








From:


To:

Directions:  Indicate in the front column the competency (ies) you have addressed during the activity.  In the second column record the amount of time you spent on the activity.  The third column should be the description of the activity, Your Mentor must approve the hours logged.  Please make copies of this form for each time period.  For example,

F.1
2hrs
Develop plans with the community for their involvement with the school.        

                        Outcome: meeting next week to develop short-term and long-range plans.   

	Competency
	Time
	Description of Activity

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix D:

Reflections

Reflections

Please write at the end of each month during the internship your observations, insights, and lessons learned from the activities.  Were you satisfied?  What was the level of your experience (level- Awareness, Observation, Cooperation or Collaboration, or Leadership)?  Did the activity make you aware of something that you weren’t aware of previously?  What were the lessons you learned?  At the bottom of the page, identify the percentage of time spent with each competency.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	A
	B
	C
	D
	E
	F
	G
	H
	I

	
	
	
	
	
	
	
	
	


Name:   _______________________


Date: _________________________

Appendix E:

Mid-Term Progress Report 

NEW MEXICO HIGHLANDS UNIVERSITY

EDUCATIONAL LEADERSHIP

MID-TERM PROGRESS REPORT 

Intern: _____________________________

Date: _________________________

1. How do you see the intern’s progress toward the identified goals? Please include observations that support your assessment. 

2.  Which areas identified on the intern’s plan have not been addressed?

3. If there are any problems, please state them.

_______________________________             __________________________________

Intern’s Signature

Date


Mentor’s Signature

Date

Appendix F:

End of Semester Evaluation 

NEW MEXICO HIGHLANDS UNIVERISTY

EDUCATIONAL LEADERSHIP

END OF SEMESTER EVALUATION


Please complete the following evaluation based on the intern’s activities this semester. This information will be used as part of the assessment to determine the extent that intern has completed the internship experience satisfactorily. The Internship Supervisor will make the final determination based on the criteria set forth in the Internship Manual. 

1. To what extent has the intern completed the agreed-upon activities this semester?

2. What do you see are the intern’s strengths?

3. What areas would you recommend for the intern to strengthen?

4. What activities did the intern carry out most effectively? Least effectively?

5. In what knowledge and skills areas did the intern achieve the greatest professional growth? Additional comments: 

6. How would you rate the overall performance of the intern?

Please check the appropriate box. 

	
	The intern has demonstrated satisfactory performance. 

	
	The intern has preformed satisfactory performance to date, but lacks _____ hours to complete the internship. Completion will be during the next semester. 

	
	The intern has not preformed satisfactorily the tasks assigned and has not obtained sufficient experiences in the internship.  Additional time and specific areas to improve are noted below. 


Additional Comments: 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


______________________________

______________________________

Intern’s Signature / Date 



Mentor’s Signature / Date 

_______________________________

Internship Supervisor / Date
                                                                Appendix G:

                                                         Overview of Process
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