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School of Education 

Educational Leadership - Principal Internship 

Executive Summary 

The principal internship is a year-long experience that focuses on the role of the school leader 

by establishing a bond between theory, research, and practice. The student intern is assigned 

to a specified school(s) with the supervision of a licensed and certified school administrator in 

the field, and with the guidance of a Regent faculty internship advisor. The candidate will have 

experiences at different school levels; experiences at schools with diverse student populations; 

and experiences that take place during the school day in concentrated blocks of times when 

preK-12 students are present. The intern is responsible for completion of course requirements 

and competencies. Interns in the field have continuous contact with a Regent University 

internship supervisor and may participate in seminar experiences. The Virginia Department of 

Education requires students seeking licensure in school leadership to complete 320 clock hours 

of internship experiences. 

The internship experience provides opportunities for independent and guided practice, 

feedback, coaching, and reflection. Ultimately it is designed to engage prospective 

administrators in active learning, and to provide participating school mentors and university 

coaches opportunities for continued professional growth. The Professional Standards for 

Educational Leaders (PSEL) provides key guidance throughout this process. 

A minimum of 120 hours of the internship experience are embedded (linked to current course 

work and PSEL Standards). The embedded internship hours are completed during the fall and 

spring semesters. The remaining 200 hours are completed during a summer internship field 

experience, usually in a summer school setting. 

Course Learning Outcomes are aligned with the Professional Standards for Educational Leaders 

and the Regulations Governing the Review and Approval of Education Programs in Virginia, 

Administration & Supervision PreK-12: b6, c6, d1, d2, d3, f4, & f5 developed by the Virginia 

Department of Education (VDOE). 

Upon completion of the internship students are expected to demonstrate knowledge, 

understanding, and application of: 

• Planning, assessment and instructional leadership that builds a collective, professional

capacity.

• Systems and organizations.

• Management and leadership skills that achieve effective and efficient organizational

operations.

• Organizational Conditions and dynamics

• The purpose of education and the role of professionalism in advancing educational

goals.
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Specific Requirements 

Criteria General Description of Assignment Requirement 

1. Field

Experience

Log 

Reflective Field Experience Log: the student will keep a 

structured log of activities during the field experience and 

submit every two weeks (15th & 30th) or as required by the 

professor. 

Required 

Students must use the Excel spreadsheet log provided in 

the Blackboard Course Content section. 

Students must complete a minimum of 60/120 hours each 

during the fall and spring terms, and complete a total of 

320 hours by the end of the two/three semester 

experience. 

Fall and Spring term experiences are to be embedded. 

(Linked to coursework students have previously taken or are 

currently taking, and PSEL Standards). Summer 

experiences are linked to the PSEL Standards only. 

2. Intern Self-

Assessment

Final Analysis of the Field Experience: Toward the end of 

the intern’s final experience, the student will submit the 

Intern Self-Assessment, to be completed online. 

Students are required to reference their log as a guide when 

completing the assessment. 

This item will be completed towards the end of the final 

internship, regardless of the semester. 

Required 

3. Time

Requirement

Minimum of 60/120 hours each for Fall and Spring. 

Minimum of 200 hours for Summer. 

“Exposure”* to multiple sites (elementary, middle, high, 

central office, agency) with diverse student populations … 

focused on instructional leadership and learning for all 

students and MUST OCCUR IN A PUBLIC SCHOOL OR 

ACCREDITED NONPUBLIC SCHOOL - 8 VAC 20-542-530. 

Administration and Supervision preK-12. 

TOTAL TIME REQUIREMENT: 320 HOURS 

Required 

4. Diverse

Experiences

Verification Form

*Students must complete a Diverse Experiences

Verification Form provided in the Blackboard Course

Content section during the SUMMER semester.

Required 
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Criteria General Description of Assignment 
Requirement 

5. Exposure Site

Validation Forms

*Students must complete an Exposure Site Validation

Form also located on the Blackboard site in the Course

Content Section for EACH exposure site.

Required 

6. Primary Site

Validation Form

*EXPOSURE defined as a minimum of 10 hours at all

school levels other than the primary setting, 10 hours at the 

central office, and 5 hours at an agency. 

Students must complete a Primary Site Validation Form 

verifying that they have completed a minimum of 165 hours 

at a primary school location. 

Required 

7. Mentor’s

Assessment

Mentoring principal must complete a Mentor’s Assessment 

evaluation.  This evaluation will be emailed to the 

supervising principal and completed online towards the 

end of the summer term. 
Required 

8. University

Supervisor’s

Assessment

The University Supervisor must complete the University 

Supervisor’s Assessment evaluation. This evaluation will 

be completed online by the professor towards the end of 

the final internship semester. 

9. Christian

Leadership

Survey

Students may complete the Christian Leadership Survey 

online prior to the completion of the internship experience. 

The survey can be accessed through the following link: 

https://www.surveymonkey.com/s/5XZPPSS 

Voluntary 

Final Evaluation 
Completion of all required hours, documentation and 

assessments within the designated semester timeframe. 

PASS / 

FAIL 
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Principal Internship Procedures and Consultations 

Listed below are the procedures for working with students, faculty, staff, and persons within 

the school division. This includes Human Resource Departments, school principals, other 

building administrators, and school division administrators. 

1. Students who are enrolled in the Principal Internship Program at Regent University are first

contacted by Regent’s Field Placement Coordinator who sends them an information letter along

with the Application for Principal Internship.

2. The Field Placement Coordinator communicates with the course professor (University

Supervisor) and the school division’s Human Resource Department each time a candidate seeks

approval for internship.

3. The Field Placement Coordinator also communicates with the University Supervisor to inform

them that the student has been approved to conduct the internship in a particular location(s) by

forwarding an application form signed by their mentor or designee (licensed school

administrator).

4. The University Supervisor then communicates to the principal or designee by email, welcoming

and thanking them for working with the internship program. The intern is sent a copy of this

communication.

5. The University Supervisor sends information to the building principal and the student, about the

internship, roles and responsibilities, suggestions for appropriate activities, and a copy of the

Professional Standards for Educational Leaders. This communication is also sent to the Field

Placement Coordinator.

6. As students work through their internships, they are responsible for submitting an internship log

every two weeks or at designated times listing the dates, activities performed, related

embedded courses and/or PSEL Standards, and their reflections about the activity. The

University Supervisor gives and receives ongoing feedback to the student and sometimes the

Mentor.

7. Regular discussions are held between university faculty and staff who work with interns to

problem-solve and ensure consistency.

8. Discussions also take place with the Intern Supervisor, Program Chair, and the Educational

Leadership subcommittee when various problems arise, when adjustments need to be made, or

when circumstances warrant an executive decision.

9. Near the conclusion of the internship, communication in the form of an email which contains a

link to Survey Monkey is sent to the intern’s mentor (principal or designee) so that the Mentor’s

Assessment (PIMA) can be completed. The mentors have an opportunity to add any comments

at the end that are unique or specific to their experience with the student as well as the overall

internship.

10. The principal intern also completes a self-assessment which is submitted to the University

Supervisor.

11. The University Intern Supervisor completes an assessment for each intern.

12. During the semester, constant communication takes place in the form of email messages and

telephone calls between interns and the University Supervisor to maintain contact and to

discuss various issues.
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Advisor Responsibilities 

Requirements for Internship Enrollment 

During an advising appointment, the Advisor for Educational Leadership discusses the following 

items concerning internships: 

• A background check must be performed and returned clear before any student can

be registered for the internship

• Information the student needs need to complete the background check is sent to

them by the Field Placement Coordinator.

• Internships are not started in the first semester

• A minimum of two courses must be completed and passed in the first semester

before a student can register for the Principal Internship course.

• Students may only begin the internship with the fall or the spring embedded hours

internship.

• Students must have at least one 60 embedded hour internship completed before

they can register for the summer 200 hour internship

The following email, and attachment is sent to new students when informed about required 

background check: 

Student Intern: 

“You will find attached to this message the procedures for completing the criminal background 

check which is required before you can begin the field experience internship component of this 

program. The Regent University School of Education has entered into an agreement with Castle 

Branch (CB), a private vendor that conducts background checks for many universities and 

educational institutions. Please go to www.CastleBranch.com to set up your student profile 

and request your background check. You will log in using the Regent code RQ14, set up your 

student profile, request your background check, and pay for the report. There is a $52.00 

charge for the report, and the quick turnaround time allows for you to be registered for your 

field experience/internship in a timely manner. It is encouraged that you begin this process as 

soon as possible to allow sufficient time for processing, and so that we have it in place and on 

file when it comes time for you to be registered for the first internship. Please review the 

attachment thoroughly before beginning this process and let me know if you have questions.” 
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Field Placement Coordinator Duties 

• Students are required to have a background check through

CastleBranch.com before being registered for any leadership internships. This is communicated

by the Office of Advising as well as the Field Placement Coordinator.

• Once students have a background check on file for Regent University, they can be registered for

their first internship class. Students are not able to register themselves for the internships.

• Internship course structure is as follows: Program prior to Spring 2014 – 60 logged hours for

EADM 595A or EEDD 799A (Fall); 60 logged hours for EADM 595B or EEDD 799B (Spring); 200

logged hours for EADM 595C or EEDD 800 (Summer). Internship requirements beginning with

Spring 2014: 120 logged hours for EADM 594/794 (Spring) and 200 logged hours for EADM

597/797 (Summer).

• Fall (EADM 595A/EEDD 799A) and Spring (EADM 595B/EEDD 799B and EADM 594/794) courses

require observation/job shadowing activities called Embedded Hours.

• Students enrolled in this program prior to Spring 2014 can take the first internship course in

either Fall (EADM 595A or EEDD 799A) or Spring (EADM 595B or EEDD 799B). At least one

semester of Embedded Hours is required before students can enroll in the Summer courses:

EADM 595C/EEDD 800/EADM 597/797.

• The student is required to complete the Request for Embedded Hours Experience Form and

have it signed by his/her principal as approval of the internship. Forms are returned to the Field

Placement Coordinator for the School of Education. Forms must be completed, typed, and

signed by the student and his/her principal to be accepted.

• Completed forms are routed to course instructor(s).

• A new Embedded Hours form is required for each semester.

• Summer semester students are required to complete the Application for Principal Internship.

Students must complete information for the 165 primary location internship site, 10 hours at a

second site, 10 hours at a third site, 10 hours in a Central Office department, and 5 hours with

an outside agency. The form is sent to students once registration is open. All forms must be

complete, typed, and signed by the student. The form must be signed as approved by an

appropriate individual.

• Some school districts require a placement request from Regent University in order to make a

summer administration internship placement and placements are made centrally. In some

school districts, students find the placements themselves or go to Human Resources themselves

to secure approval. In some school districts, students must secure placements themselves and

the form is signed only by the primary location supervisor. It is the student’s responsibility to

determine how his/her school district handles Summer Administration Internships.

• Forms are returned to the Field Placement Coordinator either by the student or by a designated

person from Central Office. Completed (typed and signed) forms are routed to course

instructors.
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To: Principal 

From: Brenda Vaughan 

Field Placement Coordinator 
Regent University 

Re: Request for Embedded Hours Experience 

The individual listed on page two is enrolled in the Educational Leadership Program at Regent 

University. As one of the requirements for licensure in School Leadership in the Commonwealth of 

Virginia, the student must complete an embedded hours experience that parallels his/her graduate 

coursework. Embedded hours primarily entail observation and shadowing experiences. 

This document is intended to request your assistance in providing this individual an embedded hours 

administrative experience in your school. This placement would be above and beyond his/her 

regularly contracted duties as an employee if he/she is currently employed by your division. 

Below are the requirements of the Virginia Department of Education (VDOE) regarding the 

internship: 

Embedded Hours Requirements 

Virginia Department of Education Requirement (for all approved programs in the state): 

Complete a minimum of 120 clock hours of an embedded hours administrative observational 

experience with diverse student populations. The intent of the experience is that students 

observe  firsthand  the  daily  routines  of  school  administration   in   the  field,   and  link 

these experiences to what they are learning in their coursework. The student may be involved 

in the experiences as much as you as the administrator feel comfortable. This experience will 

be over an entire school year, with 60 hours of exposure in the fall, and 60 hours of exposure  

in the spring, totaling 120 hours. 

These experiences shall be an integral component of a Virginia Board of Education approved 

preparation program. Regent University’s Educational Leadership Program is not only approved 

by VDOE, but is also nationally accredited. The embedded hours experience shall be focused on 

learning for all students and shall occur in a public school or accredited nonpublic school. - 

Reference: Code of Virginia, 8 VAC 20-542-530. Administration and supervision preK-12. 

Please do not hesitate to contact me if you need additional information. I can be reached at 

757.352.4744 or bvaughan@regent.edu. 

Thank you for your partnership with Regent University School of Education. 

Respectfully, 

Brenda Vaughan 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

Fall 2020 
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Current Position 

Title:  Dates in position: 

School:  School District:  

Internship Mentor (title, first & last name): 

Mentor’s Email Address:  

Location of Internship if different from your current position: 

No Yes If no, please attach an explanation. Regent University has my recent criminal background report on file. 

Have you ever been convicted of any offense involving sexual molestation, No Yes If yes, please attach an explanation. 

physical or sexual abuse, or rape? 

No Yes If yes, please attach an explanation. Do you have any criminal charges pending against you? 

No Yes If yes, please attach an explanation. Have you ever been convicted of a violation of the law other than a 

minor traffic violation? 

Criminal Background Check 

Applicants need to be aware that many school systems have policies that restrict people with Criminal Charges from working in their schools. 

Failure to disclose this information to Regent University and the applied school system may be grounds for removal from the Educational 

Leadership Program, and could result in a student’s inability to complete his/her degree at Regent University. 

Signature of Student:  Date: 

Signature of Principal/AP: Date: 

Please return a copy of the completed form to: Regent University School of Education 

1000 Regent University Drive, ADM 266 Virginia Beach, VA 23464-9800 

Attention:  Brenda Vaughan 

Or you may email the completed form to bvaughan@regent.edu or fax to 757.352.4147 

Applicant Information 

Full Name: Student ID: 

Address: 

City  State  Zip Code  

Phone: Regent University Email Address: 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

Fall 2020 
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To: Principal 

From: Brenda Vaughan 

Field Placement Coordinator 
Regent University 

Re: Request for Embedded Hours Experience 

The individual listed on page two is enrolled in the Educational Leadership Program at Regent 

University. As one of the requirements for licensure in School Leadership in the Commonwealth of 

Virginia, the student must complete an embedded hours experience that parallels his/her graduate 

coursework. Embedded hours primarily entail observation and shadowing experiences. 

This document is intended to request your assistance in providing this individual an embedded hours 

administrative experience in your school. This placement would be above and beyond his/her 

regularly contracted duties as an employee if he/she is currently employed by your division. 

Below are the requirements of the Virginia Department of Education (VDOE) regarding the 

internship: 

Embedded Hours Requirements 

Virginia Department of Education Requirement (for all approved programs in the state): 

Complete a minimum of 120 clock hours of an embedded hours administrative observational 

experience with diverse student populations. The intent of the experience is that students 

observe  firsthand  the  daily  routines  of  school  administration   in   the  field,   and  link 

these experiences to what they are learning in their coursework. The student may be involved 

in the experiences as much as you as the administrator feel comfortable. This experience will 

be over an entire school year, with 60 hours of exposure in the fall, and 60 hours of exposure  

in the spring, totaling 120 hours. 

These experiences shall be an integral component of a Virginia Board of Education approved 

preparation program. Regent University’s Educational Leadership Program is not only approved 

by VDOE, but is also nationally accredited. The embedded hours experience shall be focused on 

learning for all students and shall occur in a public school or accredited nonpublic school. - 

Reference: Code of Virginia, 8 VAC 20-542-530. Administration and supervision preK-12. 

Please do not hesitate to contact me if you need additional information. I can be reached at 

757.352.4744 or bvaughan@regent.edu. 

Thank you for your partnership with Regent University School of Education. 

Respectfully, 

Brenda Vaughan 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

Spring 2021 
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Current Position 

Title:  Dates in position: 

School:  School District:  

Internship Mentor (title, first & last name): 

Mentor’s Email Address:  

Location of Internship if different from your current position: 

No Yes If no, please attach an explanation. Regent University has my recent criminal background report on file. 

Have you ever been convicted of any offense involving sexual molestation, No Yes If yes, please attach an explanation. 

physical or sexual abuse, or rape? 

No Yes If yes, please attach an explanation. Do you have any criminal charges pending against you? 

No Yes If yes, please attach an explanation. Have you ever been convicted of a violation of the law other than a 

minor traffic violation? 

Criminal Background Check 

Applicants need to be aware that many school systems have policies that restrict people with Criminal Charges from working in their schools. 

Failure to disclose this information to Regent University and the applied school system may be grounds for removal from the Educational 

Leadership Program, and could result in a student’s inability to complete his/her degree at Regent University. 

Signature of Student:  Date: 

Signature of Principal/AP: Date: 

Please return a copy of the completed form to: Regent University School of Education 

1000 Regent University Drive, ADM 266 Virginia Beach, VA 23464-9800 

Attention:  Brenda Vaughan 

Or you may email the completed form to bvaughan@regent.edu or fax to 757.352.4147 

Applicant Information 

Full Name: Student ID: 

Address: 

City  State  Zip Code  

Phone: Regent University Email Address: 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

Spring 2021 
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School of Education 

Educational Leadership Program 

Application for Principal Internship 

To: Director of Human Resources or Other Designated School Division Personnel 

From: Brenda Vaughan 

Field Placement Coordinator 

Regent University 

Re: Request for Administrative Internship Placement 

The individual listed as “applicant” is enrolled in the Educational Leadership Program at 

Regent University. As one of the requirements for licensure in School Leadership in the 

Commonwealth of Virginia, the student must complete an administrative internship. 

This document is intended to formally request placement for this individual in an internship position 

with your school division. This placement would be above and beyond his/her regularly 

contracted duties as an employee if he/she is currently employed by your division. Below are the 

requirements of the Virginia Department of Education (VDOE) regarding the internship: 

Internship Requirements 

Virginia Department of Education Requirement (for all approved programs in the state): 

Complete a minimum of 200 clock hours of a deliberately structured and supervised 

internship that provides exposure* to multiple sites (elementary, middle, high, central 

office, and outside agency) with diverse student populations. These experiences shall be an 

integral component of a Virginia Board of Education approved preparation program. 

Regent University’s Educational Leadership  Program  is  not  only  approved  by  VDOE,  but 

is also nationally accredited. The internship  shall  be  focused  on  learning  for  all  students 

and shall occur in a public school or accredited nonpublic school. -Reference: Code of Virginia, 

8 VAC 20-23-620. Administration and Supervision preK-12. 

*EXPOSURE  is  defined  as  a  minimum  of  165   hours   at   the   primary   site; 10

hours at each level: elementary, middle or high, which differ from the primary site; 10 hours

at the central office; and 5 hours at an agency that works directly with the school.

Please do not hesitate to contact me if you need additional information. I can be reached at 

757.352.4744 or bvaughan@regent.edu. Thank you for your partnership with Regent University 

School of Education. 

Respectfully, 

Brenda Vaughan 

Coordinator of Field Placements for Licensure Programs 
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Last First MI 

Address: 

Street Address Apartment/Unit # 

City  State  Zip Code  

Phone: Regent University Email Address: 

Date: Full Name: 

Applicant Information 

Application for Principal Internship 

School of Education 

Educational Leadership Program 

Application for Principal Internship 

*False or misleading statements on this application or other University documents can result in

disciplinary action, up to and including dismissal from the University.

Internship Requirement 

Virginia Department of Education Requirement (for all approved programs in the 

state): 

Complete a minimum of 200 clock hours of a deliberately structured and supervised internship that provides 

exposure* to multiple sites (elementary, middle, high, central office, agency) with diverse student populations. 

These experiences shall be an integral component of a Virginia Board of Education approved preparation 

program. The internship shall be focused on learning for all students and shall occur in a public school or 

accredited nonpublic school. -Reference: Code of Virginia, 8 VAC  20-542-530.  Administration  and 

supervision preK-12 *EXPOSURE is defined as a minimum of 10 documented hours at each of the other 

school  levels (elementary, middle, and high) other than the  primary setting, 10  hours at the central office, and 

5 hours at an agency that works directly with the school. 

List of Tentative Exposure Sites 

Exposure sites are required to be different age levels from the Primary Location 

School 1:  School 2:   

Central Office Department:  Community Agency: _ 

School System:   

Human Resources Director: Phone: 

Desired Primary Internship Location 

School Name:  Address: 

Mentoring Principal/Designee:  Phone: 

Email:   

Has the principal agreed to be your mentor?  Yes         No 

14



School of Education 

Educational Leadership Program 

Application for Principal Internship 

Signature of Student:   Date: 

By signing this form, the intern verifies that all information provided is true and accurate. 

School System Approval:                                

Title: 

Please return a copy of this form to: 

Date: 

Regent University School of Education 1000 Regent University Drive, ADM 266 

Virginia Beach, VA 23464-9800  Attention: Brenda Vaughan 

Or you may email the completed form to bvaughan @regent.edu or fax to 757.352.4147 

Initial Teaching License Held? Yes No Area of Initial Licensure: _ 

State Granting Initial License:  Virginia Endorsements Held: 

Degrees Held and Date(s) Attained:  

Two most recent Teaching/Other experiences: 

Position: School: City, State: Dates: 

Position: School: City, State: Dates: 

School System:      

School Address: From:  To: 

Additional Applicant Information 

Current Position:  School:  

No Yes If no, please attach an explanation. Regent University has my recent criminal background report on file. 

Have you ever been convicted of any offense involving sexual molestation, No Yes If yes, please attach an explanation. 

physical or sexual abuse, or rape? 

No Yes If yes, please attach an explanation. Do you have any criminal charges pending against you? 

No Yes If yes, please attach an explanation. Have you ever been convicted of a violation of the law other than a 

minor traffic violation? 

Criminal Background Check 

Applicants need to be aware that many school systems have policies that restrict people with Criminal Charges from working in their schools. 

Failure to disclose this information to Regent University and the applied school system may be grounds for removal from the Educational 

Leadership Program, and could result in a student’s inability to complete his/her degree at Regent University. 
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To: Principal 

From: Brenda Vaughan 

Field Placement Coordinator 
Regent University 

Re: Request for Embedded Hours Experience 

The individual listed on page two is enrolled in the Educational Leadership Program at Regent 

University. As one of the requirements for licensure in School Leadership in the Commonwealth of 

Virginia, the student must complete an embedded hours experience that parallels his/her graduate 

coursework. Embedded hours primarily entail observation and shadowing experiences. 

This document is intended to request your assistance in providing this individual an embedded hours 

administrative experience in your school. This placement would be above and beyond his/her 

regularly contracted duties as an employee if he/she is currently employed by your division. 

Below are the requirements of the Virginia Department of Education (VDOE) regarding the 

internship: 

Embedded Hours Requirements 

Virginia Department of Education Requirement (for all approved programs in the state): 

Complete a minimum of 120 clock hours of an embedded hours administrative observational 

experience with diverse student populations. The intent of the experience is that students 

observe  firsthand  the  daily  routines  of  school  administration   in   the  field,   and  link 

these experiences to what they are learning in their coursework. The student may be involved 

in the experiences as much as you as the administrator feel comfortable. 

These experiences shall be an integral component of a Virginia Board of Education approved 

preparation program. Regent University’s Educational Leadership Program is not only approved 

by VDOE, but is also nationally accredited. The embedded hours experience shall be focused on 

learning for all students and shall occur in a public school or accredited nonpublic school. - 

Reference: Code of Virginia, 8 VAC 20-23-620. Administration and Supervision PreK-12. 

Please do not hesitate to contact me if you need additional information. I can be reached at 

757.352.4744 or bvaughan@regent.edu. 

Thank you for your partnership with Regent University School of Education. 

Respectfully, 

Brenda Vaughan 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

EADM 594/794 Internship - Administrative 
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Signature of Student:  Date: 

Signature of Principal/AP: Date: 

Please return a copy of the completed form to: Regent University School of Education 

1000 Regent University Drive, ADM 266 Virginia Beach, VA 23464-9800 

Attention:  Brenda Vaughan 

Or you may email the completed form to bvaughan@regent.edu or fax to 757.352.4147 

Applicant Information 

Full Name: Student ID: 

Address: 

City  State  Zip Code  

Phone: Regent University Email Address: 

School of Education 

Educational Leadership Program 

Application for Embedded Hours Experience 

EADM 594/794 Internship - Administrative 

Current Position 

Title:  Dates in position: 

School:  School District:  

Internship Mentor (title, first & last name): 

Mentor’s Email Address:  

Location of Internship if different from your current position: 

No Yes If no, please attach an explanation. Regent University has my recent criminal background report on file. 

Have you ever been convicted of any offense involving sexual molestation, No Yes If yes, please attach an explanation. 

physical or sexual abuse, or rape? 

No Yes If yes, please attach an explanation. Do you have any criminal charges pending against you? 

No Yes If yes, please attach an explanation. Have you ever been convicted of a violation of the law other than a 

minor traffic violation? 

Criminal Background Check 

Applicants need to be aware that many school systems have policies that restrict people with Criminal Charges from working in their schools. 

Failure to disclose this information to Regent University and the applied school system may be grounds for removal from the Educational 

Leadership Program, and could result in a student’s inability to complete his/her degree at Regent University. 
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About CastleBranch 

Regent University - School of Education and CastleBranch -one of the top ten background screening and 

compliance management companies in the nation - have partnered to make  your  onboarding process  as 

easy as possible. Here, you will begin the process of establishing an account  and starting  your order.  Along 

the way, you will find more detailed instructions on how  to  complete  the  specific information  requested  by 

your organization. Once the requirements have been fulfilled, the results will be submitted on your behalf. 

Payment Information 

The cost for your background check is $52. Your payment options include Visa, Mastercard, Discover, Debit, 

electronic check and money orders. Note: Use of electronic  check  or money  order  will delay  order 

processing until payment is received. 

Accessing Your Account 

To access your account, log in using the email address you provided and the password you created during 

order placement. Your administrator will have their own secure portal to view your compliance status and 

results. 

Contact Us 
For additional assistance, please contact the Service Desk at 888-723-4263 or visit 

https://mycb.castlebranch.com/help for further information. 
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Regent University 
School of Education 

To: Ms. Monica Leigh 

From: Dr. Sheila G. Hill, Ed.D. 

Date: May 24, 2021 

RE: Janice Williams 

Regent University Educational Leadership Program Field Experience 

Dear Dr. Leigh: 

Welcome to the Regent University Educational Leadership Program field experience. One of the greatest 

attributes a successful leader possesses is the ability to inspire those who are in the process of 

developing their own leadership skills. Thank you for your willingness to provide our graduate students 

with “hands-on” professional leadership experiences while under your guidance. 

This letter is written to introduce myself as the student’s University Supervisor and provide a few 

comments about the principal internship. As part of the requirements for school administration 

licensure in Virginia, graduate students must complete a 320-hour principal internship, with 120 of 

those hours embedded with the coursework and 200 hours as a field experience. 

The 120-Embedded Hours internship occurs during the fall and/or spring semesters. Students work with 

their administrative mentor by primarily observing, shadowing, and reflecting on their performance as 

a school administrator. They then link what they observe to the content they have learned in their 

graduate classes. The 200-Hour Field Experience Internship occurs during the summer months. Students 

are required to complete the remaining 200 hours by performing administrative duties. They then link 

these activities to the current PSEL Standards. Thank you for doing your part to assist in these efforts. 

The student outcomes for each program term will be designed by you and the student. Specific 

competencies are those found in Virginia Department of Education licensing requirements and PSEL 

Standards, which are the common core of knowledge, dispositions, and performances that link 

leadership to productive schools and student achievement. These are the nation’s standards for school 

leadership preparation programs, and for state licensure in school leadership positions. The 10 PSEL 

standards describe what effective school leaders should know and do to lead high-achieving schools, 

staff, and students in the 21st century. They also describe the effective principal's role in hiring, school 

culture, equity, ethics, operations, school vision, and goals. According to the CCSSO, the standards are 

forward-looking, based on both research and practice. 

Attached to this email is a list of suggested activities in which the intern may participate. In addition, 

you may assign any other duties you deem appropriate. Also attached is a list of the overall Roles and 

Responsibilities for the Student, Mentor, and University Supervisor, and the Professional Standards for 

Educational Leaders. 

Please feel free to contact me at any time and thank you again for your assistance. 

Dr. Sheila G. Hill 
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Field Experience Support Team - Summary of Roles and 

Responsibilities 

(non-inclusive) 

Intern 

The student assumes a major share of the responsibility for the success of the Field 

Experience. Major activities for the student include, but are not limited to these final areas: 

A. Become fully acquainted with procedures and requirements for this course

B. Select a Mentor and schedule a meeting as early as possible with the Mentor to

review plans for administrative assignments; plan should include an opportunity for

the mentor’s on-going feedback

C. Complete the PreK-12 Educational Leadership Program Application for the PreK-12

Principal Embedded Hours Field Experience

D. Complete all forms, assignments, experiences and other obligations as may be

assigned or requested

E. Being available for on-line seminars that may be scheduled by the University

Supervisor

F. Perform field experience activities as directed by your mentor and required by VDOE

Regulations. Keep a log according to guidelines which will be submitted to the

University Supervisor on the 15th & 30th of each month

G. Submit the Internship Log as requested

H. Communicate as needed (e-mail, phone, in-person, etc) with the University

Supervisor for appraisal of progress, concerns, questions, etc.

I. Demonstrate confidentiality, integrity, and fairness when interacting with internal and

external publics in diverse settings

J. Complete 120 hours of embedded field experiences (recommended 45-60 hours per

semester, fall and spring)

Mentor 

The Mentor provides leadership in developing the climate that makes success possible for 

the graduate student. The Mentor is the principal (or assistant principal if delegated by the 

principal), in partnership with the University, and a member of a team endeavoring to make 

the Field Experience a valuable part of the principal preparation program. Typical activities 

and responsibilities include but are not limited to the following areas: 

A. Provide leadership for the induction of the graduate student and assuring the Field

Experience is fully understood by their supervisor, school faculty, auxiliary personnel,

and students

B. Supervise and direct the student’s Field Experience plan

C. Supervise and direct the entire Field Experience activities

D. Delegate significant responsibilities to the graduate student

E. Provide shadowing experiences for the graduate student to observe and experience

all aspects of the Mentor’s position

F. Provide feedback to the student (daily feedback and feedback on activities are

strongly encouraged)

G. Complete the Mentor’s Assessment online near the completion of the summer

experience.
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H. Communicate with the University Supervisor as necessary to address any concerns,

problems, or ideas related to the program

I. Serve as an advocate for the graduate student

University Supervisor 

The University Supervisor oversees the Field Experience and serves as an Advisor for the 

graduate student. The University Supervisor in cooperation with the Mentor will assume the 

final responsibility for the evaluation of the Field Experience. Activities for the University 

Supervisor include, but are not limited to the following areas: 

A. Make contact with the mentoring principal upon receipt of the Embedded Hours

Field Experience Application Form

B. Serve as Advisor to the graduate student

C. Provide input for and approval of the Field Experience Plan

D. Communicate with the student and Mentor as needed

E. Provide feedback for the student

F. Review the student’s, Field Experience Log as submitted and provide feedback as

needed

G. Confer with the student & mentor via e-mail/phone/in-person as needed

H. Advocate for the student

I. Design and present seminars, if applicable

J. Be responsible for assigning the final grade

VIRGINIA DEPT of EDUCATION REQUIREMENTS 

Administration and Supervision and Personnel Support 

8VAC20-542-530. Administration and supervision preK-12: 

Minimum of 320 hours of field experience, with 120 hours embedded within the 

coursework. An additional 200 clock hours of internship with “exposure”* to multiple 

sites (elementary, middle, high, central office, agency) with diverse student 

populations… be focused on instructional leadership and learning for all students and 

must occur in a public school or accredited nonpublic school. 

*EXPOSURE defined as a minimum of 10 hours at each of the other school levels other than the

primary setting, 10 hours at the central office, and 5 hours at an agency.

*Exposure Site Validation Form required for exposure hours.
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PSEL: PROFESSIONAL STANDARDS FOR EDUCATIONAL LEADERS 

STANDARD 1: MISSION, VISION, AND CORE VALUES 

Effective educational leaders develop, advocate, and enact a shared mission, vision, and core values of 

high-quality education and academic success and well-being of each student. 

Effective leaders: 

• Develop an educational mission for the school to promote the academic success and well- 

being of each student.

• In collaboration with members of the school and the community and using relevant data,

develop and promote a vision for the school on the successful learning and development of each

child and on instructional and organizational practices that promote such success.

• Articulate, advocate, and cultivate core values that define the school’s culture and

stress the imperative of child-centered education; high expectations and student support; equity,

inclusiveness, and social justice; openness, caring, and trust; and continuous improvement.

• Strategically  develop, implement, and evaluate actions to achieve the vision for

the school.

• Review the school’  s mission and vision and adjust them to changing expectations and

opportunities for the school, and changing needs and situations of students.

• Develop shared understanding of and commitment to mission, vision, and core

values within the school and the community.

• Model and pursue the school’  s mission, vision, and core values in all aspects of

leadership.

STANDARD 2: ETHICS AND PROFESSIONAL NORMS 

Effective educational leaders act ethically and according to professional norms to promote each 

student’s academic success and well-being. 

Effective leaders: 

• Act ethically and professionally in personal conduct, relationships with others, decision

making, stewardship of the school’s resources, and all aspects of school leadership.

• Act according to and promote the professional norms of integrity, fairness, transparency, trust,

collaboration, perseverance, learning, and continuous improvement.

• Place children at the center of education and accept responsibility for each student’s

academic success and well-being.

• Safeguard and promote the values of democracy, individual freedom and responsibility,

equity, social justice, community, and diversity.

• Lead with interpersonal and communication skill, social-emotional insight, and understanding of

all students’ and staff members’ backgrounds and cultures.

• Provide moral direction for the school and promote ethical and professional behavior among

faculty and staff.
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STANDARD 3: EQUITY AND CULTURAL RESPONSIVENESS 
Effective educational leaders strive for equity of educational opportunity and culturally responsive 

practices to promote each student’s academic success and well-being. 

Effective leaders: 

• Ensure that each student is treated fairly, respectfully, and with an understanding of each

student’s culture and context.

• Recognize, respect, and employ each student’s strengths, diversity, and culture as assets for

teaching and learning.

• Ensure that each student has equitable access to effective teachers, learning opportunities,

academic and social support, and other resources necessary for success.

• Develop student policies and address student misconduct in a positive, fair, and unbiased

manner.

• Confront and alter institutional biases of student marginalization, deficit-based schooling, and

low expectations associated with race, class, culture and language, gender and sexual

orientation, and disability or special status.

• Promote the preparation of students to live productively in and contribute to the diverse

cultural contexts of a global society.

• Act with cultural competence and responsiveness in their interactions, decision making, and

practice. h) Address matters of equity and cultural responsiveness in all aspects of leadership

STANDARD 4: CURRICULUM, ASSESSMENT, AND INSTRUCTION 
Effective educational leaders develop and support intellectually rigorous and coherent systems of 

curriculum, instruction, and assessment to promote each student’s academic success and well-being. 

Effective leaders: 

• Implement coherent systems of curriculum, instruction, and assessment that

promote the mission, vision, and core values of the school, embody high expectations for student

learning, align with academic standards, and are culturally responsive.

• Align and focus systems of curriculum, instruction, and assessment within and

across grade levels to promote student academic success, love of learning, the identities and

habits of learners, and healthy sense of self.

• Promote instructional practice that is consistent with knowledge of child learning and

development, effective pedagogy, and the needs of each student.

• Ensure instructional practice that is intellectually challenging, authentic to student

experiences, recognizes student strengths, and is differentiated and personalized.

• Promote the effective use of technology in the service of teaching and learning.

• Employ valid assessments that are consistent with knowledge of child learning and development

and technical standards of measurement.

• Use assessment data appropriately and within technical limitations to monitor student

progress and improve instruction.
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STANDARD 5: COMMUNITY OF CARE AND SUPPORT FOR STUDENTS 
Effective educational leaders cultivate an inclusive, caring, and supportive school community that 

promotes the academic success and well-being of each student. 

Effective leaders: 

• Build and maintain a safe, caring, and healthy school environment that meets that

the academic, social, emotional, and physical needs of each student.

• Create and sustain a school environment in which each student is known, accepted and

valued, trusted and respected, cared for, and encouraged to be an active and responsible

member of the school community.

• Provide coherent systems of academic and social supports,  services,

extracurricular activities, and accommodations to meet the range of learning needs of each

student.

• Promote adult- student, student- peer, and school- community relationships that

value and support academic learning and positive social and emotional development.

• Cultivate and reinforce student engagement in school and positive student conduct.

• Infuse the school’ s learning environment with the cultures and languages of the

school’s community.

STANDARD 6: PROFESSIONAL CAPACITY OF SCHOOL PERSONNEL 
Effective educational leaders develop the professional capacity and practice of school personnel to 

promote each student’s academic success and well-being. 

Effective leaders: 

• Recruit,  hire, support,  develop, and retain effective and caring teachers and other

professional staff and form them into an educationally effective faculty.

• Plan for and manage staff turnover and succession, providing opportunities for

effective induction and mentoring of new personnel.

• Develop teachers’ and staff members’ professional knowledge, skil ls, and

practice through differentiated opportunities for learning and growth, guided by understanding

of professional and adult learning and development.

• Foster continuous improvement of individual and collective instructional

capacity to achieve outcomes envisioned for each student.

• Deliver actionable feedback about instruction and other professional practice through

valid, research-anchored systems of supervision and evaluation to support the development of

teachers’ and staff members’ knowledge, skills, and practice.

• Empower and motivate teachers and staff to the highest levels of professional practice

and to continuous learning and improvement.

• Develop the capacity,  opportunities,  and support for teacher leadership and

leadership from other members of the school community.

• Promote the personal and professional health, well- being, and work- life balance

of faculty and staff.
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• Tend to their own learning and effectiveness through reflection, study, and

improvement, maintaining a healthy work-life balance.

STANDARD 7: PROFESSIONAL COMMUNITY FOR TEACHERS AND STAFF 
Effective educational leaders foster a professional community of teachers and other professional staff to 

promote each student’s academic success and well-being. 

Effective leaders: 

• Develop workplace conditions for teachers and other professional staff that promote effective

professional development, practice, and student learning.

• Empower and entrust teachers and staff with collective responsibility for meeting the

academic, social, emotional, and physical needs of each student, pursuant to the mission, vision,

and core values of the school.

• Establish and sustain a professional culture of engagement and commitment to shared vision,

goals, and objectives pertaining to the education of the whole child; high expectations for

professional work; ethical and equitable practice; trust and open communication; collaboration,

collective efficacy, and continuous individual and organizational learning and improvement.

• Promote mutual accountability among teachers and other professional staff for each student’s

success and the effectiveness of the school as a whole.

• Develop and support open, productive, caring, and trusting working relationships among

leaders, faculty, and staff to promote professional capacity and the improvement of practice.

• Design and implement job-embedded and other opportunities for professional learning

collaboratively with faculty and staff.

• Provide opportunities for collaborative examination of practice, collegial feedback, and

collective learning.

• Encourage faculty-initiated improvement of programs and practices.

STANDARD 8: MEANING ENGAGEMENT OF FAMILIES AND COMMUNITY 
Effective educational leaders engage families and the community in meaningful, reciprocal, and 

mutually beneficial ways to promote each student’s academic success and well-being. 

Effective leaders: 

• Are approachable, accessible, and welcoming to families and members of the

community.

• Create and sustain positive, collaborative, and productive relationships with

families and the community for the benefit of students.

• Engage in regular and open two- way communication with families and the community

about the school, students, needs, problems, and accomplishments.

• Maintain a presence in the community to understand its strengths and needs, develop

productive relationships, and engage its resources for the school.

• Create means for the school community to partner with families to support student

learning in and out of school.

• Understand, value, and employ the community’s cultural,  social, intellectual,  and

political resources to promote student learning and school improvement.

• Develop and provide the school as a resource for families and the community.
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• Advocate for the school and district,  and for the importance of education and student

needs and priorities to families and the community.

• Advocate publicly for the needs and priorities of students, families,  and the

community.

• Build and sustain productive partnerships with public and private sectors to promote school

improvement and student learning.

STANDARD 9: OPERATIONS AND MANAGEMENT 
Effective educational leaders manage school operations and resources to promote each student’s 

academic success and well-being. 

Effective leaders: 

• Institute, manage, and monitor operations and administrative systems that

promote the mission and vision of the school.

• Strategically  manage staff resources, assigning and scheduling teachers and staff to roles

and responsibilities that optimize their professional capacity to address each student’s learning

needs.

• Seek, acquire, and manage f iscal,  physical,  and other resources to support

curriculum, instruction, and assessment; student learning community; professional capacity and

community; and family and community engagement.

• Are responsible, ethical,  and accountable stewards of the school’  s monetary and

nonmonetary resources, engaging in effective budgeting and accounting practices.

• Protect teachers’ and other staff members’ work and learning from disruption.

• Employ technology to improve the quality and efficiency of operations and

management.

• Develop and maintain data and communication systems to deliver actionable

information for classroom and school improvement.

• Know, comply with, and help the school community understand local, state, and

federal laws, rights, policies, and regulations so as to promote student success.

• Develop and manage relationships with feeder and connecting schools for

enrollment management and curricular and instructional articulation.

• Develop and manage productive relationships with the central office and school

board.

• Develop and administer systems for fair and equitable management of confl ict

among students, faculty and staff, leaders, families, and community.

• Manage governance processes and internal and external politics toward achieving

the school’s mission and vision.

STANDARD 10: SCHOOL IMPROVEMENT 
Effective educational leaders act as agents of continuous improvement to promote each student’s 

academic success and well-being. 

Effective leaders: 

• Seek to make school more effective for each student, teachers and staff, families, and the

community.
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• Use methods of continuous improvement to achieve the vision, fulfill the mission, and

promote the core values of the school.

• Prepare the school and the community for improvement,  promoting readiness and an

imperative for improvement, instilling mutual commitment and accountability, and developing

the knowledge, skills, and motivation to succeed in improvement.

• Engage others in an ongoing process of evidence- based inquiry, learning, strategic

goal setting, planning, implementation, and evaluation for continuous school and classroom

improvement.

• Employ situationally- appropriate strategies for improvement, including

transformational and incremental, adaptive approaches and attention to different phases of

implementation.

• Assess and develop the capacity of staff to assess the value and applicabil ity  of

emerging educational trends and the f indings of research for the school and its

improvement.

• Develop technically appropriate systems of data collection, management,

analysis, and use, connecting as needed to the district office and external partners for support in

planning, implementation, monitoring, feedback, and evaluation.

• Adopt a systems perspective and promote coherence among improvement efforts and all

aspects of school organization, programs, and services.

• Manage uncertainty, r isk, competing initiatives, and politics of change with

courage and perseverance, providing support and encouragement, and openly communicating

the need for, process for, and outcomes of improvement efforts.

• Develop and promote leadership among teachers and staff for inquiry,

experimentation and innovation, and initiating and implementing improvement

Virginia Department of Education Requirements: 

Administration and Supervision and Personnel Support 

8VAC20-542-530. Administration and supervision preK-12: 
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Professional Standards for Educational Leaders (PSEL) 

For student success and well-being, effective leaders will: 

1. develop, advocate, and enact a shared mission, vision,

and core values 

2. act ethically and according to professional norms

3. strive for equity of educational opportunity and culturally

responsive practices

4. develop and support intellectually rigorous and coherent

systems of curriculum, instruction, and assessment

5. cultivate an inclusive, caring, and supportive school

community

6. develop the professional capacity and practice of school

personnel

7. foster a professional community of teachers and other

professional staff

8. engage families and the community in meaningful,

reciprocal, and mutually beneficial ways

9. manage school operations and resources

10. act as agents of continuous improvement.
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Suggestions for Summer Internship Activities 

To the Intern: It is important for you, the intern to choose activities that will provide opportunities for diverse 

experiences. The list below includes activities that can be used along with any others that are decided on in 

collaboration with your mentor. However, they serve only as suggestions. The intern, may also initiate 

additional activities with the approval of the mentor. 

PSEL Standard I:  Mission, Vision and Core Values 

1. Principal for a day.

2. Conduct staff development to analyze test data

3. Generate a weekly bulletin/staff newsletter

4. Lead a textbook adoption process

5. Conduct a projected building utilization study

6. Address the school board on a specific issue

7. Serve on a district-wide committee

8. Review the ways in which assessment data are used by the school board, the superintendent, faculty,

staff, and community relations. Write a statement on ways to improve the use of assessment data in

the district or school.

9. Assist in conducting a faculty meeting.

10. Write a memo to the faculty relaying information received from the district administration

PSEL Standard 2: Ethics & Professional Norms 

1. Evaluate the school program for political, cultural, economic, and legal correctness

2. Develop an anti-harassment policy

3. Actively participate in professional, political, or cultural organizations

4. Approve faculty/staff leave

5. Conduct a seminar in sensitivity training

6. Audit the ethical standards in the school handbook or board policy manual

7. Conduct a faculty, grade level, or department meeting on confidentiality issues and how to handle

them

8. Review and revise the school handbook

PSEL Standard 3: Equity & Cultural Responsiveness 

1. Oversee an IEP/causality meeting

2. Observe and/or conduct a student discipline hearing. Assess the rights and responsibilities of the

parties involved.

3. Assess the student discipline handbook and make additions or revisions.

4. Create a brochure on fairness and equity in the workplace

5. Conduct appeals/ expulsion hearings

6. Lead a student due process hearing

7. Meet with the attendance officer. Discuss the rules, procedures and policy on attendance.

8. Examine reports from current health and fire inspections. Examine work orders and maintenance

completed.

9. Review incident and discipline referrals occurring on the buses. Develop and implement a program

to improve bus discipline.

10. Review requirement for IDEA. Meet with the special education supervisor to discuss the principal’s

responsibilities.

11. Attend one special education meeting involving initial placement or annual review.

12. Develop a plan to promote cultural diversity. Compile a list of social agencies that are available to

help support students, families, and teachers.

13. Draft a list of guiding principles for ethical behavior for school administrators
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PSEL Standard 4: Curriculum, Instruction, & Assessment 

1. Research and make a list of best practice teaching strategies and share with teachers in a staff, grade

level, or department meeting.

2. Supervise a curriculum revision

3. Review and analyze student grade distribution

4. Study district policies and analyze the school’s implementation

5. Attend a Superintendent’s administrative meeting

6. Serve as summer school principal

7. Supervise the school testing program

8. Order instructional materials and supplies

9. Interview persons involved in the implementation of the district curriculum.

10. Complete a new teacher observation

11. Analyze data and address student issues and needs: ex: attendance, discipline, etc. by creating an

improvement plan

12. Develop a strategic plan for a project of your choice

13. Organize and facilitate data analysis with staff and plan a course of action

14. Analyze testing data to improve instruction

15. Develop and implement a plan for improving test scores in a particular area.

16. Lead a group of teachers in developing 9-week or 6-week benchmark tests.

PSEL Standard 5: Community of Care & Support for Students 

1. Plan and implement a program of extracurricular activities

2. Plan and implement after school tutoring and study groups

3. Plan and develop in-school or after-school enrichment activities.

4. Conduct a safety audit

5. Supervise loading and unloading of buses

6. Write a proposal for increasing and/or improving parent involvement

7. Monitor attendance and truancy

8. Input discipline information into the computer program

9. Design and implement a plan to motivate students academically.

10. Design and implement a student recognition program.

11. Plan and implement a student recognition, graduation, or awards program

12. Lead a project to develop a strategic plan for increasing students’ literacy skills. Include teachers,

curriculum leaders, reading specialists, special educators, and administrators. Include a project

summary, results, and recommendations

13. Conduct a parent/student/ teaching meeting

14. Handle student discipline appeals

15. Find a retired educator or elderly community member and conduct an interview about the history of

the school system and community.
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PSEL Standard 6: Professional Capacity of School Personnel 

1. Attend a professional conference

2. Conduct staff development in the use of computers and other technology in instruction

3. Plan a teaching lesson with a new teacher

4. Develop an improvement plan or plan of action for a teacher

5. Orient new staff members

6. Assist teachers in planning instructional strategies for gifted, at-risk, and culturally diverse students

7. Coach beginning teachers

8. Conduct walk-through and informal classroom visitations

9. Work with teachers needing improvement

10. Submit an article for publication

11. Conduct a faculty meeting

12. Conduct a staff survey for professional development needs.

13. Conduct a staff development activity with teachers or teacher assistants.

14. Observe a teacher assistant. Note duties, time spent, and expertise in academic assistance.

15. Choose an interpersonal skill that you would like to improve.

16. Attend a school board meeting. Keep a copy of the agenda.

17. Visit the website of either the NAESP or NASSP, and compile a list of all services and information

available to the principal.

18. Submit a brief professional development plan. Include elements of the internship program.

19. Compile a list of books, publications, and training manuals, recommended for use by school

administrators and in educational leadership.

PSEL Standard 7: Professional Community for Teachers & Staff 

1. Create commendation letters for staff

2. Supervise the opening and closing of school

3. Present school improvement initiatives to the community

4. Plan and conduct a parent orientation or information meeting

5. Answer telephones and greet guests in the front office

6. Develop a proposal for improving parent involvement

7. Review past school board agendas, reports, and/or minutes. Note significant events, policy changes,

and recurring themes.

8. Observe the use of technology in classrooms, computer lab, and library. Discuss the strengths and

weaknesses. Make recommendations.

9. Interview a district-level supervisor.

10. Interview an administrator and a student knowledgeable in current gang activity. Analyze these

meeting with regard to current policy.

11. Interview the school nurse and guidance counselor to discuss their role in regard to students.
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PSEL Standard 8: Meaningful Engagement of Families & Community 

1. Establish community, business, and civic partnerships

2. Develop an orientation video and/or typed brochure for parents and visitors

3. Involve families, businesses, and/or community in a school-wide project

4. Prepare a plan for improved community relations.

5. Write a bulletin or newsletter for parents and the community

6. Develop a parenting skills course

7. Survey the community to elicit recommendations on a particular subject

8. Organize or participate in a career or educational program.

9. Develop a program for school community relations

10. Plan a monthly activity with the PTA

11. Plan and conduct a school fundraising event

12. Interview two community and business leaders to ascertain their perception of the school or school

division.

PSEL Standard 9: Operations and Management 

1. Control inventory/receiving of supplies

2. Manage textbook ordering and inventory

3. Complete a requisition for a service or supply item.

4. Observe the food service process during breakfast or lunch. Make a list of needs and concerns.

5. Oversee building maintenance

6. Arrange bus transportation for a special school event

7. Assist in budget preparation

8. Participate in bookkeeping procedures with the school bookkeeper

9. Create or revise standard reports for the school, central office or a specific department.

10. Write a grant proposal for a new program

11. Actively participate in a textbook selection process.

12. Prepare accountability reports for local, state, and federal compliance

13. Prepare a master schedule

PSEL Standard 10: School Improvement 

13. Lead the School Improvement Team in redefining the mission/vision of the school

14. Participate as a member of the School Improvement Team.

15. Lead a school project to develop a strategic plan for increasing students’ literacy skills. Include

teachers, curriculum leaders, reading specialists, special educators, and administrators. Include a

project summary, results, and recommendations.

16. Develop a strategic plan for a project of your choice.

17. Review the ways in which assessment data are used by the school board, the superintendent, faculty,

staff, in improving community relations.

18. Write a statement on ways to improve the use of assessment data in the district or school.

19. Participate on the school division strategic planning committee.

. 

Many of the above activities have been referenced from: A Handbook for Educational Leadership Interns: 

A Rite of Passage by William G. Cunningham, 2007, Boston: Allyn & Bacon (compiled,updated, and submitted by 

Sheila G. Hill 5/21 
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Regent University Principal Internship Log - Embedded Hours Name: 

Date Start Time 

Total Hours Site Hours 

Activity Description Reflections 

Related PSEL 
Standard(s) & 
Course Number(s) 

0.0 0.0 0.0 0.0 0.0 0.0 

End Time 

Enter hours in half hour increments 

ES MS HS CO AG 
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Regent University Principal Internship Log - Embedded Hours Name: 

Date Start Time 

Total Hours Site Hours 

Activity Description Reflections 
PSEL 

Standards Only 

0.0 0.0 0.0 0.0 0.0 0.0 

End Time 

Enter hours in half hour increments 

ES MS HS CO AG 
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Regent University School of Education 

Principal Internship Diverse Experiences Verification Form 

Candidate: Semester/Year 

Please complete the charts below by filling in the percentage of the total student population for 

each student subgroup for the school site listed. 

Primary Internship Site School Name: 

Ethnicity AA CAU HISP ASIAN OTH 

% % % % % 

Gender F M Special Ed. Yes No 

% % % % 

ESL Yes No SES Free/Reduce No 

% % % % 

School is primarily considered: (circle one) Urban Suburban Rural 

Exposure Site #1 School Name: 

Ethnicity AA CAU HISP ASIAN OTH 

% % % % % 

Gender F M Special Ed. Yes No 

% % % % 

ESL Yes No SES Free/Reduce No 

% % % % 

School is primarily considered: (circle one) Urban Suburban Rural 

Exposure Site #2 School Name: 

Ethnicity AA CAU HISP ASIAN OTH 

% % % % % 

Gender F M Special Ed. Yes No 

% % % % 

ESL Yes No SES Free/Reduce No 

% % % % 

School is primarily considered: (circle one) Urban Suburban Rural 

SGH 2021-2022 

35



“Exposure” Site Validation Form 

This form must be submitted to the internship supervisor/coach with copy to the mentoring 
principal following the conclusion of minimum required hours logged at the “EXPOSURE” 
sites as required in the licensure regulations by the Virginia Department of Education. 

Internship Requirement: 

VA Department of Education Requirement for all state approved programs 

Complete a minimum of 200 clock hours of a deliberately structured and supervised 

internship that provides exposure* to multiple sites (elementary, middle, high, central 

office, agency) with diverse student populations. These experiences shall be an integral 

component of a Virginia Board of Education approved preparation program. The 

internship shall be focused on learning for all students and shall occur in a public 

school or accredited nonpublic school. 

--Reference: Code of Virginia, 8 VAC 20-542-530. Administration and supervision preK-12

*EXPOSURE defined as a minimum of 10 documented hours at each of the other

school levels (elementary, middle, and high) other than the primary setting, 10 hours

at the central office, and 5 hours at an agency that

works directly with the school.

Name  

Internship: Semester  Year 

District/School Division:   

Primary Internship Location: School   

Mentoring Principal  Phone   

“Exposure” Location              Address:   ------------ Phone      

Administrator’s Name:       The above named intern has 

completed  internship hours at my: (circle one below) 

High School ---- Middle School ---- Elementary School ---- Central Office ---- Agency 

(Intern completes all of the above information) 

Signature of “Exposure Site” Administrator: Date   

School Of Education 
Educational Leadership Program 
Principal Internship – Field Experience 
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“Primary” Site Validation Form 

This form must be submitted to the internship mentoring principal or designee following 
the completion of the 165 minimum required hours logged at the “PRIMARY” site as 
required in the licensure regulations by the Virginia Department of Education. 

Internship Requirement: 

VA Department of Education Requirement for all state approved programs 

Complete a minimum of 200 clock hours of a deliberately structured and supervised 

internship that provides exposure* to multiple sites (elementary, middle, high, central 

office, agency) with diverse student populations. These experiences shall be an integral 

component of a Virginia Board of Education approved preparation program. The 

internship shall be focused on learning for all students and shall occur in a public 

school or accredited nonpublic school. 

--Reference: Code of Virginia, 8 VAC 20-542-530. Administration and supervision preK-12

“PRIMARY” is defined as a minimum of 165 documented hours at a primary 

location. 

Name  

Internship: Semester  Year 

District/School Division:   

Primary Internship Location: School   

Mentoring Principal  Phone   

The above named intern has completed internship hours under my/or designee’s 

supervision 

(Intern completes all of the above information) 

Signature of “Primary” Site” Administrator: Date 

School Of Education 
Educational Leadership Program 
Principal Internship – Field Experience 
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Regent University 
School of Education 

Good Morning: 

I hope this email finds you well. Your intern has indicated that he/she has completed Regent 

University’s Summer Administrative Internship experience. As a final piece of the process, we 

are asking you to complete a brief mentor’s assessment. This survey, based on the Professional 

Standards for Educational Leaders (PSEL Standards) is available to you online by clicking the link 

below. 

https://www.surveymonkey.com/r/PRIN3MENTOR 

In addition, I have attached a rubric to help guide you through this process. Please know that I 

along with the entire School of Education at Regent University value and appreciate all of your 

effort in assisting with this important process. 

Sheila G. Hill, Ed.D. 

Educational Leadership Programs 

Christian School Administration Program Chair 

1000 Regent University Drive, Virginia Beach, VA 23464 

Office: 757.352.4276 Fax: 352.4247 

Regent University: Christian Leadership to Change the World 
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PRINCIPAL INTERNSHIP MENTOR ASSESSMENT 

RUBRIC 

STANDARD 1: MISSION, VISION, AND CORE VALUES 

Effective educational leaders develop, advocate, and enact a shared mission, vision, and core values of high-quality 

education and academic success and well-being of each student. 

The intern: 

a) Develops an educational mission for the school to promote the academic success and well-being of each student.

b) In collaboration with members of the school and the community and using relevant data, develop and promote a

vision for the school on the successful learning and development of each child and on instructional and organizational

practices that promote such success.

c) Articulates, advocates, and cultivates core values that define the school’s culture and stress the imperative of child- 

centered education; high expectations and student support; equity, inclusiveness, and social justice; openness, caring,

and trust; and continuous improvement.

d) Strategically develop, implement, and evaluate actions to achieve the vision for the school.

e) Reviews the school’s mission and vision and adjust them to changing expectations and opportunities for the school,

and changing needs and situations of students.

f) Develops shared understanding of and commitment to mission, vision, and core values within the school and the

community.

g) Models and pursue the school’s mission, vision, and core values in all aspects of leadership.

STANDARD 2. ETHICS AND PROFESSIONAL NORMS 

Effective educational leaders act ethically and according to professional norms to promote each student’s academic 

success and well-being. 

The intern: 

a) Acts ethically and professionally in personal conduct, relationships with others, decision-making, stewardship of the

school’s resources, and all aspects of school leadership.

b) Acts according to and promote the professional norms of integrity, fairness, transparency, trust, collaboration,

perseverance, learning, and continuous improvement.

c) Places children at the center of education and accept responsibility for each student’s academic success and well- 

being.

d) Safeguards and promote the values of democracy, individual freedom and responsibility, equity, social justice,

community, and diversity.

e) Leads with interpersonal and communication skill, social-emotional insight, and understanding of all students’ and

staff members’ backgrounds and cultures.

f) Provides moral direction for the school and promote ethical and professional behavior among faculty and staff.
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STANDARD 3. EQUITY AND CULTURAL RESPONSIVENESS 

Effective educational leaders strive for equity of educational opportunity and culturally responsive practices to promote 

each student’s academic success and well-being. 

The intern: 

a) Ensures that each student is treated fairly, respectfully, and with an understanding of each student’s culture and

context.

b) Recognizes, respects, and employs each student’s strengths, diversity, and culture as assets for teaching and learning.

c) Ensures that each student has equitable access to effective teachers, learning opportunities, academic and social

support, and other resources necessary for success.

d) Develops student policies and address student misconduct in a positive, fair, and unbiased manner.

e) Confronts and alters institutional biases of student marginalization, deficit-based schooling, and low expectations

associated with race, class, culture and language, gender and sexual orientation, and disability or special status.

f) Promotes the preparation of students to live productively in and contribute to the diverse cultural contexts of a global

society.

g) Acts with cultural competence and responsiveness in their interactions, decision making, and practice. h) Address

matters of equity and cultural responsiveness in all aspects of leadership.

STANDARD 4. CURRICULUM, INSTRUCTION, AND ASSESSMENT 

Effective educational leaders develop and support intellectually rigorous and coherent systems of curriculum, 

instruction, and assessment to promote each student’s academic success and well-being. 

The intern: 

a) Implements coherent systems of curriculum, instruction, and assessment that promote the mission, vision, and core

values of the school, embody high expectations for student learning, align with academic standards, and are culturally

responsive.

b) Aligns and focuses systems of curriculum, instruction, and assessment within and across grade levels to promote

student academic success, love of learning, the identities and habits of learners, and healthy sense of self.

c) Promotes instructional practice that is consistent with knowledge of child learning and development, effective

pedagogy, and the needs of each student.

d) Ensures instructional practice that is intellectually challenging, authentic to student experiences, recognizes student

strengths, and is differentiated and personalized.

e) Promotes the effective use of technology in the service of teaching and learning.

f) Employs valid assessments that are consistent with knowledge of child learning and development and technical

standards of measurement.

g) Uses assessment data appropriately and within technical limitations to monitor student progress and improve

instruction.

40



STANDARD 5. COMMUNITY OF CARE AND SUPPORT FOR STUDENTS 

Effective educational leaders cultivate an inclusive, caring, and supportive school community that promotes the 

academic success and well-being of each student. 

The intern: 

a) Builds and maintain a safe, caring, and healthy school environment that meets that the academic, social, emotional,

and physical needs of each student.

b) Creates and sustain a school environment in which each student is known, accepted and valued, trusted and

respected, cared for, and encouraged to be an active and responsible member of the school community.

c) Provides coherent systems of academic and social supports, services, extracurricular activities, and accommodations

to meet the range of learning needs of each student.

d) Promotes adult-student, student-peer, and school-community relationships that value and support academic learning

and positive social and emotional development.

e) Cultivates and reinforce student engagement in school and positive student conduct. f) Infuse the school’s learning

environment with the cultures and languages of the school’s community.

STANDARD 6. PROFESSIONAL CAPACITY OF SCHOOL PERSONNEL 

Effective educational leaders develop the professional capacity and practice of school personnel to promote each 

student’s academic success and well-being. 

The intern: 

a) Recruits, hire, support, develop, and retain effective and caring teachers and other professional staff and forms them

into an educationally effective faculty.

b) Plans for and manage staff turnover and succession, providing opportunities for effective induction and mentoring of

new personnel.

c) Develops teachers’ and staff members’ professional knowledge, skills, and practice through differentiated

opportunities for learning and growth, guided by understanding of professional and adult learning and development.

d) Fosters continuous improvement of individual and collective instructional capacity to achieve outcomes envisioned

for each student.

e) Delivers actionable feedback about instruction and other professional practice through valid, research-anchored

systems of supervision and evaluation to support the development of teachers’ and staff members’ knowledge, skills,

and practice.

f) Empowers and motivate teachers and staff to the highest levels of professional practice and to continuous learning

and improvement.

g) Develops the capacity, opportunities, and support for teacher leadership and leadership from other members of the

school community.

h) Promotes the personal and professional health, well-being, and work-life balance of faculty and staff.

i) Tends to their own learning and effectiveness through reflection, study, and improvement, maintaining a healthy

work-life balance.
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STANDARD 7. PROFESSIONAL COMMUNITY FOR TEACHERS AND STAFF 

Effective educational leaders foster a professional community of teachers and other professional staff to promote each 

student’s academic success and well-being. 

The intern: 

a) Develops workplace conditions for teachers and other professional staff that promote effective professional

development, practice, and student learning.

b) Empowers and entrust teachers and staff with collective responsibility for meeting the academic, social, emotional,

and physical needs of each student, pursuant to the mission, vision, and core values of the school.

c) Establishes and sustains a professional culture of engagement and commitment to shared vision, goals, and objectives

pertaining to the education of the whole child; high expectations for professional work; ethical and equitable practice;

trust and open communication; collaboration, collective efficacy, and continuous individual and organizational learning

and improvement.

d) Promotes mutual accountability among teachers and other professional staff for each student’s success and the

effectiveness of the school as a whole.

e) Develops and support open, productive, caring, and trusting working relationships among leaders, faculty, and staff to

promote professional capacity and the improvement of practice.

f) Designs and implement job-embedded and other opportunities for professional learning collaboratively with faculty

and staff.

g) Provides opportunities for collaborative examination of practice, collegial feedback, and collective learning.

h) Encourages faculty-initiated improvement of programs and practices.

STANDARD 8. MEANINGFUL ENGAGEMENT OF FAMILIES AND COMMUNITY 

Effective educational leaders engage families and the community in meaningful, reciprocal, and mutually beneficial ways 

to promote each student’s academic success and well-being 

The intern: 

a) Appears approachable, accessible, and welcoming to families and members of the community.

b) Creates and sustain positive, collaborative, and productive relationships with families and the community for the

benefit of students.

c) Engages in regular and open two-way communication with families and the community about the school, students,

needs, problems, and accomplishments.

d) Maintains a presence in the community to understand its strengths and needs, develop productive relationships, and

engage its resources for the school.

e) Creates means for the school community to partner with families to support student learning in and out of school.

f) Understands, values, and employs the community’s cultural, social, intellectual, and political resources to promote

student learning and school improvement.

g) Develops and provide the school as a resource for families and the community.
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h) Advocates for the school and district, and for the importance of education and student needs and priorities to families

and the community.

i) Advocates publicly for the needs and priorities of students, families, and the community.

j) Build and sustain productive partnerships with public and private sectors to promote school improvement and student

learning.

STANDARD 9. OPERATIONS AND MANAGEMENT 

Effective educational leaders manage school operations and resources to promote each student’s academic success and 

well-being. 

The intern: 

a) Institutes, manages, and monitors operations and administrative systems that promote the mission and vision of the

school.

b) Strategically manages staff resources, assigning and scheduling teachers and staff to roles and responsibilities that

optimize their professional capacity to address each student’s learning needs.

c) Seeks, acquires, and manages fiscal, physical, and other resources to support curriculum, instruction, and assessment;

student learning community; professional capacity and community; and family and community engagement.

d) Is a responsible, ethical, and accountable steward of the school’s monetary and nonmonetary resources, engaging in

effective budgeting and accounting practices.

e) Protects teachers’ and other staff members’ work and learning from disruption.

f) Employs technology to improve the quality and efficiency of operations and management.

g) Develops and maintains data and communication systems to deliver actionable information for classroom and school

improvement.

h) Knows, complies with, and helps the school community understand local, state, and federal laws, rights, policies, and

regulations so as to promote student success.

i) Develops and manages relationships with feeder and connecting schools for enrollment management and curricular

and instructional articulation.

j) Develops and manages productive relationships with the central office and school board.

k) Develops and administers systems for fair and equitable management of conflict among students, faculty and staff,

leaders, families, and community.

l) Manages governance processes and internal and external politics toward achieving the school’s mission and vision.
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STANDARD 10. SCHOOL IMPROVEMENT 

Effective educational leaders act as agents of continuous improvement to promote each student’s academic success and 

well-being. 

The intern: 

a) Seeks to make school more effective for each student, teachers and staff, families, and the community.

b) Uses methods of continuous improvement to achieve the vision, fulfill the mission, and promote the core values of

the school.

c) Prepares the school and the community for improvement, promoting readiness, an imperative for improvement,

instilling mutual commitment and accountability, and developing the knowledge, skills, and motivation to succeed in

improvement.

d) Engages others in an ongoing process of evidence-based inquiry, learning, strategic goal setting, planning,

implementation, and evaluation for continuous school and classroom improvement.

e) Employs situationally-appropriate strategies for improvement, including transformational and incremental, adaptive

approaches and attention to different phases of implementation.

f) Assesses and develop the capacity of staff to assess the value and applicability of emerging educational trends and the

findings of research for the school and its improvement.

g) Develops technically appropriate systems of data collection, management, analysis, and use, connecting as needed to

the district office and external partners for support in planning, implementation, monitoring, feedback, and evaluation.

h) Adopts a systems perspective and promote coherence among improvement efforts and all aspects of school

organization, programs, and services.

i) Manages uncertainty, risk, competing initiatives, and politics of change with courage and perseverance, providing

support and encouragement, and openly communicating the need for, process for, and outcomes of improvement

efforts.

j) Develops and promote leadership among teachers and staff for inquiry, experimentation and innovation, and initiating

and implementing improvement.
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Principal Internship Mentor Assessment 
(PIMA)
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Principal Internship III - Mentor Assessment (Revised 2018) 

Welcome to the Principal Internship Mentor Assessment 

Thank you for consenting to complete the assessment. Your feedback is important. 
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Principal Internship III - Mentor Assessment (Revised 2018) 

School of Education Educational Leadership Program 

This document is designed to provide an assessment tool for evaluating the Principal Intern. It is 

correlated with the Professional Standards for Educational Leaders* (PSEL). Each standard is 

important! The PSEL Standards can be found at: 

http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationalLeaders2015forNPBEAFI 

NAL.pdf . 

Please indicate the level of performance that most accurately describes the intern’s performance. The 

Comment section can be used for any additional information you would like to include. You may also 

attach any supplementary sources of information/data that you wish regarding the assessment. Feel 

free to contact the University Intern Supervisor if additional information or assistance is needed. 

* Date

* Intern's Name

* School/site:

* Mentor:

* Position:
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 1: MISSION, VISION, AND CORE VALUES 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 1

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 1: Mission, 

Vision, and Core 

Values 

The Principal Intern 

develops, advocates, 

and enacts a shared 

mission, vision, and core 

values of high-quality 

education and academic 

success and well-being 

of each student. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 2: ETHICS AND PROFESSIONAL NORMS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 2

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 2: Ethics and 

Professional Norms 

The Principal Intern acts 

ethically and according 

to professional norms to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 3: EQUITY AND CULTURAL RESPONSIVENESS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 3

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 3: Equity and 

Cultural 

Responsiveness 

The Principal 

Intern strives for equity 

of educational 

opportunity and culturally 

responsive practices to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 4: CURRICULUM, INSTRUCTION, AND ASSESSMENT 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 4

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 4: 

Curriculum, Instruction 

and Assessment 

The Principal Intern 

develops and supports 

intellectually rigorous 

and coherent systems of 

curriculum, instruction, 

and assessment to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 5: COMMUNITY OF CARE AND SUPPORT FOR STUDENTS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 5

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 5: 

Community of Care 

and Support for 

Students 

The Principal Intern 

cultivates an inclusive, 

caring, and supportive 

school community that 

promotes the academic 

success and well-being 

or each student. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 6: PROFESSIONAL CAPACITY OF SCHOOL PERSONNEL 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 6

Developing/Needs 

Unacceptable: Improvement Proficient Exemplary N/A 

Standard 6: 

Professional Capacity 

of School Personnel 

The Principal Intern 

develops the 

professional capacity 

and practice of school 

personnel to promote 

each student's academic 

success and well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 7: PROFESSIONAL COMMUNITY FOR TEACHERS AND STAFF 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 7

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 7: 

Professional 

Community for 

Teachers and Staff 

The Principal Intern 

fosters a professional 

community of teachers 

and other professional 

staff to promote each 

student's academic 

success and well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 8: MEANINGFUL ENGAGEMENT OF FAMILIES AND COMMUNITY 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 8

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 8: Meaningful 

Engagement of 

Families & Community 

The Principal Intern 

engages families and the 

community in 

meaningful, reciprocal, 

and mutually beneficial 

ways to promote each 

student’s academic 

success and well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 9: OPERATIONS AND MANAGEMENT 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 9

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 9: Operations 

and Management 

The Principal Intern 

manages school 

operations and 

resources to promote 

each student’s academic 

success and well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

STANDARD 10: SCHOOL IMPROVEMENT 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 10

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 10: School 

Improvement 

The Principal Intern acts 

as an agent of 

continuous improvement 

to promote each 

student’s academic 

success and well-being. 

Comments 
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Principal Internship III - Mentor Assessment (Revised 2018) 

SUMMARY COMMENTS AND END OF SURVEY 

SUMMARY COMMENTS 

* Please enter your work email here for verification purposes.
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Principal Internship Self-Assessment (PISA) 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

Welcome to the Principal Internship Intern's Self-Assessment 

Thank you for consenting to complete the assessment. Your feedback is important. 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

School of Education Educational Leadership Program 

This document is designed to provide an assessment tool for evaluating the Principal Intern. It is 

correlated with the Professional Standards for Educational Leaders* (PSEL). Each standard is 

important! The PSEL Standards can be found at: 

http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationalLeaders2015forNPBEAFI 

NAL.pdf . 

Please indicate the level of performance that most accurately describes your performance. The 

Comment section can be used for any additional information you would like to include. You may also 

attach any supplementary sources of information/data that you wish regarding the assessment. Feel 

free to contact the University Intern Supervisor if additional information or assistance is needed. 

* Date

* Intern's Name

* Intern's Program Level

  Master of Education 

 Education Specialist 

 Doctoral - EdD or PhD 

* School/Site

* Mentor's Name

* Mentor's Position
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 1: MISSION, VISION, AND CORE VALUES 

 
 

Please use the scale below to assess your performance for this standard: 

 
Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 1 

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 
 

Standard 1: Mission, 

Vision, and Core 

Values 

The Principal Intern 

develops, advocates, 

and enacts a shared                                                                                         

mission, vision, and core 

values of high-quality 

education and academic 

success and well-being 

of each student. 

 

 
Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 2: ETHICS AND PROFESSIONAL NORMS 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 2

Developing/Needs 

Unacceptable Improvement Proficient Exemplary 

Standard 2: Ethics and 

Professional Norms 

The Principal Intern acts 

ethically and according 

to professional norms to 

promote each student's 

academic success and 

well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 3: EQUITY AND CULTURAL RESPONSIVENESS 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 3

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 3: Equity and 

Cultural 

Responsiveness 

The Principal 

Intern strives for equity 

of educational 

opportunity and culturally 

responsive practices to 

promote each student's 

academic success and 

well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 4: CURRICULUM, INSTRUCTION, AND ASSESSMENT 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 4

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 4: 

Curriculum, Instruction 

and Assessment 

The Principal Intern 

develops and supports 

intellectually rigorous 

and coherent systems of 

curriculum, instruction, 

and assessment to 

promote each student's 

academic success and 

well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 5: COMMUNITY OF CARE AND SUPPORT FOR STUDENTS 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 5

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 5: 

Community of Care 

and Support for 

Students 

The Principal Intern 

cultivates an inclusive, 

caring, and supportive 

school community that 

promotes the academic 

success and well-being 

or each student. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 6: PROFESSIONAL CAPACITY OF SCHOOL PERSONNEL 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 6

Developing/Needs 

Unacceptable: Improvement Proficient Exemplary N/A 

Standard 6: 

Professional Capacity 

of School Personnel 

The Principal Intern 

develops the 

professional capacity 

and practice of school 

personnel to promote 

each student's academic 

success and well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 7: PROFESSIONAL COMMUNITY FOR TEACHERS AND STAFF 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 7

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 7: 

Professional 

Community for 

Teachers and Staff 

The Principal Intern 

fosters a professional 

community of teachers 

and other professional 

staff to promote each 

student's academic 

success and well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 8: MEANINGFUL ENGAGEMENT OF FAMILIES AND COMMUNITY 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 8

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 8: Meaningful 

Engagement of 

Families & Community 

The Principal Intern 

engages families and the 

community in 

meaningful, reciprocal, 

and mutually beneficial 

ways to promote each 

student’s academic 

success and well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 9: OPERATIONS AND MANAGEMENT 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 9

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 9: Operations 

and Management 

The Principal Intern 

manages school 

operations and 

resources to promote 

each student’s academic 

success and well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

STANDARD 10: SCHOOL IMPROVEMENT 

Please use the scale below to assess your performance for this standard: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate evidence of knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 10

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 10: School 

Improvement 

The Principal Intern acts 

as an agent of 

continuous improvement 

to promote each 

student’s academic 

success and well-being. 

Comments 
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Copy of Principal Internship III - Intern's Self-Assessment (Revised 2018) 

SUMMARY COMMENTS AND END OF SURVEY 

SUMMARY COMMENTS 

* Please enter your student email here for verification purposes.
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University Supervisor Assessment (USA)
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

Welcome to the Principal Internship University Supervisor's Assessment 

Thank you for consenting to complete the assessment. Your feedback is important. 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

School of Education Educational Leadership Program 

This document is designed to provide an assessment tool for evaluating the Principal Intern. It is 

correlated with the Professional Standards for Educational Leaders* (PSEL). Each standard is 

important! The PSEL Standards can be found at: 

http://www.ccsso.org/Documents/2015/ProfessionalStandardsforEducationalLeaders2015forNPBEAFI 

NAL.pdf . 

Please indicate the level of performance that most accurately describes the intern’s performance. The 

Comment section can be used for any additional information you would like to include. You may also 

attach any supplementary sources of information/data that you wish regarding the assessment. 

* Date

* Intern's Name

* University Supervisor's Name
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 1: MISSION, VISION, AND CORE VALUES 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 1

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 1: Mission, 

Vision, and Core 

Values 

The Principal Intern 

develops, advocates, 

and enacts a shared 

mission, vision, and core 

values of high-quality 

education and academic 

success and well-being 

of each student. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 2: ETHICS AND PROFESSIONAL NORMS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 2

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 2: Ethics and 

Professional Norms 

The Principal Intern acts 

ethically and according 

to professional norms to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 3: EQUITY AND CULTURAL RESPONSIVENESS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 3

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 3: Equity and 

Cultural 

Responsiveness 

The Principal 

Intern strives for equity 

of educational 

opportunity and culturally 

responsive practices to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 4: CURRICULUM, INSTRUCTION, AND ASSESSMENT 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 4

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 4: 

Curriculum, Instruction 

and Assessment 

The Principal Intern 

develops and supports 

intellectually rigorous 

and coherent systems of 

curriculum, instruction, 

and assessment to 

promote each student's 

academic success and 

well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 5: COMMUNITY OF CARE AND SUPPORT FOR STUDENTS 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 5

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 5: 

Community of Care 

and Support for 

Students 

The Principal Intern 

cultivates an inclusive, 

caring, and supportive 

school community that 

promotes the academic 

success and well-being 

or each student. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 6: PROFESSIONAL CAPACITY OF SCHOOL PERSONNEL 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 6

Developing/Needs 

Unacceptable: Improvement Proficient Exemplary N/A 

Standard 6: 

Professional Capacity 

of School Personnel 

The Principal Intern 

develops the 

professional capacity 

and practice of school 

personnel to promote 

each student's academic 

success and well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 7: PROFESSIONAL COMMUNITY FOR TEACHERS AND STAFF 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 7

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 7: 

Professional 

Community for 

Teachers and Staff 

The Principal Intern 

fosters a professional 

community of teachers 

and other professional 

staff to promote each 

student's academic 

success and well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 8: MEANINGFUL ENGAGEMENT OF FAMILIES AND COMMUNITY 

 
 

Please use the scale below to assess the Principal Intern's performance: 

 
Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

 
* Standard 8 

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 
 

Standard 8: Meaningful 

Engagement of 

Families & Community 

The Principal Intern 

engages families and the 

community in                                                                                         

meaningful, reciprocal, 

and mutually beneficial 

ways to promote each 

student’s academic 

success and well-being. 

 

 
Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 9: OPERATIONS AND MANAGEMENT 

 
 

Please use the scale below to assess the Principal Intern's performance: 

 
Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

 
* Standard 9 

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 
 

Standard 9: Operations 

and Management 

The Principal Intern 

manages school 

operations and 

resources to promote 

each student’s academic 

success and well-being. 

 

 
Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

STANDARD 10: SCHOOL IMPROVEMENT 

Please use the scale below to assess the Principal Intern's performance: 

Unacceptable: Fails to demonstrate/no evidence of knowledge, understanding, and/or application 

Developing/Needs Improvement: Minimal evidence of knowledge, understanding, and/or application 

Proficient: Satisfactory/adequate knowledge, understanding, and/or application 

Exemplary: Excellent/detailed evidence of knowledge, understanding, and/or application 

* Standard 10

Developing/Needs 

Unacceptable Improvement Proficient Exemplary N/A 

Standard 10: School 

Improvement 

The Principal Intern acts 

as an agent of 

continuous improvement 

to promote each 

student’s academic 

success and well-being. 

Comments 
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Principal Internship III - University Supervisor's Assessment (Revised 2018) 

SUMMARY COMMENTS AND END OF SURVEY 

SUMMARY COMMENTS 
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	ETSP 570 Instructional Methods for Students with Disabilities (3) Learning disabilities, emotional/behavioral disabilities, and intellectual disabilities investigated from theoretical, philosophical, medical, and legal perspectives. Emphasis on instru...
	ETSP 570 Instructional Methods for Students with Disabilities (3) Learning disabilities, emotional/behavioral disabilities, and intellectual disabilities investigated from theoretical, philosophical, medical, and legal perspectives. Emphasis on instru...
	Interpretation of assessment and Individualized Education Plans (IEPs) are included.
	ETSP 576 Data Driven Assessment (3) The study of achievement assessment, IQ test, validity and reliability, constructs, construction of authentic assessment and scoring, norm referenced v. criterion referenced, determination of biased assessments and ...
	ETSP 576 Data Driven Assessment (3) The study of achievement assessment, IQ test, validity and reliability, constructs, construction of authentic assessment and scoring, norm referenced v. criterion referenced, determination of biased assessments and ...
	ETSP 584 - Reading Service Delivery: Supervision & Current Trends (3) Examines current trends as well as methods and service delivery options. Demonstrate the ability to instruct and advise teachers in the skills necessary to differentiate reading ins...
	Demonstrate the ability to guide students in their use of technology for both process and product as they work with reading writing and research. Examine and demonstrate an ability to teach reading and spelling curricula. Curricular materials and meth...
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	ETSP 587 Literacy Seminar (1) Review and synthesize teaching reading content and skills through the context of literacy as well as prepare those students who need to complete the Reading for Virginia Education (RVE) assessment.
	ETSP 596 Reading Internship (3) Field-based experience where you will demonstrate the full range of professional responsibilities of a reading specialist. Prerequisite: all program coursework.
	ETSP 596 Reading Internship (3) Field-based experience where you will demonstrate the full range of professional responsibilities of a reading specialist. Prerequisite: all program coursework.
	EFND 598 Professional Project (1) Before the  awarding  of  a  degree,  successfully  complete  a culminating experience. For most, the project will consist of providing evidence, in the form of            a portfolio, that critical program competenci...
	EFND 598 Professional Project (1) Before the  awarding  of  a  degree,  successfully  complete  a culminating experience. For most, the project will consist of providing evidence, in the form of            a portfolio, that critical program competenci...
	ETSP 501 Faith Integration Assessment (1) Required prior to program completion and should be completed in the last semester of the program. Includes a required culminating activity that investigates individual faith growth as assessed through a reflec...
	ETSP 501 Faith Integration Assessment (1) Required prior to program completion and should be completed in the last semester of the program. Includes a required culminating activity that investigates individual faith growth as assessed through a reflec...
	ETSP 600 Autism Overview (3) This course is designed as an introduction to autism and will cover such topics as definition of autism spectrum disorders, language acquisition, behavior management, and autism and the law. This course is required for tho...
	ETSP 610 Introduction to Identification and Assessment of Autism Spectrum Disorders (3) This course will introduce participants to the history, characteristics, and theory associated with Autism Spectrum Disorders to enhance understanding of autism. P...
	ETSP 620 Methods for Students with Autism Spectrum Disorders (3) This course explores the educational methods (including current research and best-practice) of students with autism. Strong emphasis will be placed on practical methods and strategies fo...
	Prerequisite – completion of ETSP 610 or permission from Department Chair
	ETSP 630 Autism Practicum Project (3) This applied project will require one to one contact with at least one autistic student. Academic and behavioral assessments will be completed and an analysis and report will be written on each assessment. These a...
	**The starred guidelines do not apply to those who are doing the on-the-job internship.

	1. Evaluate basic personal qualifications for teaching
	2. Apply and test professional knowledge, understanding, and skill
	3. Participate in and assume responsibility for various teaching activities
	4. Have direct contact with as many major phases of a school’s operation as possible
	5. Observe other master teachers at the school internship site
	6. Develop professionalism and readiness to enter the teaching profession
	1. Learning about and developing teaching techniques
	2. Evaluating personal and professional growth as a teacher
	3. Diagnosing teaching difficulties; implementing changes as necessary
	4. Teaching individuals, small groups, and whole classes
	5. Evaluating students and their learning styles
	6. Evaluating and tracking pupil progress
	7. Conferring with other teachers
	8. Conferring with principals and supervisors
	9. Assisting and individualizing instruction
	10. Developing an on-going personal philosophy of teaching
	11. Learning how to make a difference in the lives of students both academically and personally
	12. Collaborating as part of a team
	13. Reviewing student records and IEPs and using this information to plan instruction
	The mentoring relationships and the student teaching experience will be the most relevant part of the student teacher’s program. This is where knowledge, theory, and practical application must combine into cohesive and successful classroom practices.
	a. Contact Information Form submitted
	b. Stipend Form Submitted
	c. Logged hours on Internship Time Log Sheet – sample forms included
	d. 5 Lesson Plans Submitted in Regent Format
	e. Data Collection Assignment
	f.  Evaluation by cooperating teacher and/or administrative contact. (sample forms are included).
	g. Internship Supervisor will be scheduled three Notebook Checks during the semester.
	In a typical internship experience, the student should gradually assume responsibility for planning, teaching, and grading (except in the case of an on-the-job internship). The cooperating teacher should regularly confer, examine plans, and discuss op...
	The intern can gradually assume additional responsibility in areas other than teaching (i.e. duties). The responsibilities of the cooperating teacher, such as grading papers and other daily responsibilities, should be initially shared on a mutually ac...
	A minimum requirement for this experience is three (3) full weeks of "solo" intern teaching during the semester. However, it is anticipated that a normal teaching internship will accommodate the intern with the following suggested timetable. Exception...
	The schedule for Special Education/READING SPECIALIST INTERNS should be as follows: (as the cooperating teacher feels he/she is ready). 8 weeks or equivalent (310 hours and completion of all competencies) These guidelines are for those doing the tradi...
	Those doing on-the-job internships will take over the class as the primary teacher.

	1st full week finish necessary orientation and preparation of lesson plans. 2nd week teaching 35% of the cooperating teacher's schedule.
	3rd week teaching 75% of the cooperating teacher's schedule.
	4th week through 8th week assume the maximum cooperating teacher's schedule.
	As noted, under normal circumstances, an intern should gradually assume an extended teaching responsibility. However, in some classroom situations, due to the nature of the learner and the classroom organizational structure, this experience may be mod...
	It is important that the cooperating teacher consult with the university supervisor by phone or during a scheduled observation with regard to the intern's teaching schedule. This conference will assist in making this experience a growing as well as a ...
	1. A student teacher may not be used as a substitute except in an emergency and, even then, only briefly while the emergency is in progress.
	2. In such emergency situations, a student teacher may be used as a substitute for his/her cooperating teacher only.
	3. No student teacher shall receive compensation in any form for such emergency substitute service.
	4. A student teacher may teach classes in the absence of the cooperating teacher if a certified substitute is in charge and the student teacher teaches only those classes for which he/she is normally responsible.
	The cooperating teacher should communicate with the university supervisor about the progress and performance of the intern during regular scheduled visits by the supervisor and/or when necessary. Many of the activities listed below apply only to those...
	1. Orient the intern to the building, school policies, rules of the school system, and the line of authority he/she is to follow when necessary.
	2. Alert your students that an intern will soon begin to teach. Reassure them that no major changes will take place. Tell the students that the visit is temporary (7 weeks for DIS/INCL/Reading Specialist). Remind them that all current rules and regula...
	3. Notify the parents regarding the intern's involvement as a teacher in your class.
	4. Provide an area with storage space that the intern can call his/her own.
	5. Acquaint the intern teacher with the curriculum, departments, grades, and building structure.
	1. Provide the intern with copies of textbooks, guides, policy handbooks, class rules, and anything else you feel would be necessary for his/her experience, e.g., access to student files and IEPs.
	2. Conduct training conferences with the intern in anticipation of varying situations, such as conducting conferences with students regarding academic progress and/or behavioral problems.
	3. Indicate existing opportunities that will encourage the intern to experience the whole school environment to reinforce the promise that teaching is not an 8-3 occupation (i.e., PTA meetings, faculty meetings, student assemblies, and related events).
	4. Provide the intern with opportunities to observe other teachers and classrooms in various settings (i.e., resource/self-contained).
	1. Assist in the analysis and correction of problems encountered by the intern. Advise the intern during pre and post teaching conferences about skills in planning, analyzing, and evaluating lesson plans and teaching effectiveness.
	2. Consult with the intern to identify strengths and weaknesses of his/her clerical as well as teaching duties (i.e., keeping attendance registers, roll books, report cards, lunch money, field trip collections, record-keeping procedures, etc.).
	3. Direct the intern to appropriate techniques of pupil control and situation management by modeling as well as by discussing specific issues.
	4. Help the intern analyze and evaluate alternate teaching styles and encourage the student teacher with opportunities to try different teaching approaches. The intern will use a variety of teaching strategies learned at the university. Application of...
	5. As the intern's teaching experience nears completion, confer with him/her regarding a timetable for phasing the intern out the teaching responsibilities. The cooperating teacher should review the intern's lesson plans and instructional materials, t...
	a. Lesson plan objectives not completely met or mastered.
	b. Classroom management duties not yet realized or completed.
	c. Student disciplinary issues not resolved.
	d. Projects the intern did not complete.
	1. Guide the intern in the selection, development, administration, and interpretation of a variety of assessment instruments.
	2. Oversee the intern’s written assessments, students’ daily academic progress charts, and anecdotal records. Use these to aid the decision making for instructional changes.
	3. Regarding the evaluation of the total internship (forms will be provided) the cooperating teacher should:
	a. Keep a weekly reflective journal to analyze and evaluate the intern's lesson plans, teaching responsibilities, and follow-up activities. Offer suggestions for improvement
	b. Make constructive contributions that are vital for making a meaningful experience. Your daily involvement and constant evaluation are indispensable elements in the process of developing a special educator. We are truly grateful for your time and ex...
	c. Formally evaluate the intern's performance three times using the Intern Assessment Checklist. Then conduct a final evaluation using the Final Evaluation Form. Share results of the evaluations with the intern. At the end of the internship, submit al...
	Note: Should concerns arise regarding the intern’s performance, please contact the university supervisor immediately.
	The intern is expected to meet specific requirements as established by the School of Education. The intern also has certain responsibilities to the cooperating school system, the cooperating teacher, the staff of which he/she is working, and the stude...
	The School of Education requires the intern to:
	1. Complete Information Contact Form and send/give to Coordinator within the first week of your teaching assignment.
	2. Provide university supervisor with a schedule, map to school, and classroom location.
	3. Observe at least 1 or 2 other teachers during the student teaching experience representing a variety of settings and teaching styles.
	4. Write daily lesson plans for all lessons taught. Have copies of all lesson plans in notebook available for the university supervisor.
	5. Prepare selective teaching aids and use supplemental resources.
	6. Submit lesson plans to the cooperating teachers two days prior to their instruction so that the cooperating teacher has the opportunity to make any needed corrections or suggestions. In the critique section of each lesson plan, answer the following...
	a. Did your students meet the objective(s)?
	b. What part of the lesson would you change? Why?
	7. Present tests to the cooperating teacher for review two days prior to the day given. Follow- up should include administering and scoring the test.
	1. Utilize audiovisual equipment and computer technology.
	2 Assume teaching responsibilities without assistance from the cooperating teacher.
	3. Work with various groups of students (whole group, small group, and individuals) to become aware of the range of student motivation levels and general academic abilities.
	1. Use positive verbal and non-verbal reinforcement for the tasks assigned within the classroom. Actively participate in team problem solving and planning.
	Maintain anecdotal records and monitor daily progress toward academic objectives.
	2. Manage the instruction of the classroom including the start and end of each class period, subject lessons, the end of day dismissal, etc.
	3. Handle discipline problems according to school and classroom guidelines.
	4. Maintain grading standards and apply these standards during the grading period. In conjunction with the cooperating teacher, assume responsibility for recording grades and assisting in reporting student progress.
	Keep a professional notebook that contains the following:
	1. School Information- Copies of bell schedule, student handbook, map of the school, etc. should be kept in this section.
	2. Observation- Written records of any observation assignments.
	3. Plans- Daily plans which have been critiqued by the cooperating teacher should be included along with any handouts, tests, etc. that will be used. This is also the section where the student teacher should critique his/her own lesson.
	5. Evaluation- All evaluation materials including cooperating teacher and supervisor evaluation forms and the dialogue journal (spiral notebook) should be kept in this section.
	6. Dialogue Journal- Daily communication between cooperating teacher and the intern, as well as the intern’s reflections.
	The university field supervisor is the official representative of the School of Education at Regent University and is assigned by the Dean to work with interns. The School of Education adheres to a team approach in which the supervisor and the coopera...
	The clinical supervisor will evaluate the intern's performance, in the context of the total intern experience as it relates to the specific university program. In a similar manner, the cooperating teacher will evaluate the intern in the act of teachin...
	In the case of those doing on-the-job internships, the university supervisor will primarily utilize existing evaluations and communicate with existing administration and supervisors in conjunction with goal setting activities with the student and in c...
	**Except in the case of on-the-job internships in which case the university will have on-going contact with the mentoring/cooperating teacher and administration to oversee and evaluate the progress of the intern.
	**A site visit/observational conference summary will be completed and discussed during the school visit when appropriate.
	**The student must maintain a 3.00 grade point average to remain in good academic standing.
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	University Advising advising@regent.edu 757.352.4385
	Regent Emergency Update Hot Line: 757.352.4777.


	Field Experience III Internship- Special Education Program K-12
	Name:  Home &/or Cell Phone Numbers:    Regent Email Address:
	School Name:    School Address:     School City, State, Zip Code:       School Hours of Operation:
	Name of School Administrator:      School Administrator Phone Number:    School Administrator Email Address:
	Name of Assistant Principal:      Assistant Principal Phone Number:     Assistant Principal Email Address:
	Classroom Information:
	Ability Area(s):     Classroom Setting /Model:   If Inclusion: Names of Co-Teacher(s):
	Name of Assigned Cooperating Teacher:      Teaching Position of Cooperating Teacher:    Cooperating Teacher Phone Number:     Cooperating Teacher Email Address:     Best Day and Time to Meet:
	Primary Special Education/School Contact:    Primary Special Education/School Contact Email Address:
	Intern Information:
	Best Day and Time be Observed:     Best Day and Time to Meet:
	Please send a copy of this form and your schedule to Rachel Copeland and your Internship Supervisor.
	The deadline for submitting both documents is listed on the Course Assignment Sheet.
	COOPERATING TEACHER STIPEND FORM
	(Field Experience III & Reading Specialist Internships)
	Please complete and return this form to Regent University, School of Education, 1000 Regent University Drive, Virginia Beach, VA 23464-9800. ATT: Rachel Copeland, SOE Suite 254.
	Name of Cooperating Teacher:
	Last First Middle
	Home Address:
	Street City State Zip
	Home Phone Number:
	Work Phone Number:
	Email Address:
	School Name:
	School Address:
	School Phone Number:
	School Division:
	Name of Intern/ Regent Student:
	Signature of Cooperating Teacher:  Date
	Cooperating Teacher, $75 Stipend
	Signature of Internship Coordinator  Date
	Name  Certification Program
	Current Address  Phone #
	Name of School
	Address
	Phone #
	Name of Site Administrator
	Service Delivery  Grade Level

	Since the internship is a graduated experience, the assumption of the cooperating teacher’s schedule should occur over a period of time. Please indicate the daily schedule and the approximate date(s) of assuming control of each class.
	(2nd Period)
	(3rd Period)
	(4th Period)
	(5th Period)
	(6th Period)
	(7th Period)

	Possible extracurricular activities participation:
	Cooperating Teacher’s Signature   Date
	Intern’s Signature   Date

	Regent University- School of Education
	ETSP 561, ETSP 561A, and ETSP 596 Internship Hours Recording Sheet
	Name:   Class/Subject:
	Date:  Time:
	Goal/Objective(s) for Lesson:
	Related SOL: Behavioral Objective(s):
	Lesson Rationale:
	Anticipated Difficulties:
	Materials:
	Anticipatory Set:
	Review:
	Teacher Presentation:
	Guided Practice:
	Independent Practice:
	Differentiation of Instruction:
	Closure:
	Reflection and Critique:
	(a) Did student meet objective? (b) How do you know? (c) If student had difficulties, state why and what you will do when planning or teaching this concept again.
	(d) What did you learn about teaching and student learning from preparing this lesson?
	(e) What would you do differently and why?
	** If virtually taught, reflect on the outcome of teaching this lesson in this manner.***

	Directions: At each observation, the notebook check items must be updated and available for the University Supervisor to review. It will be evaluated each time there is a schedule observation.
	Intern Internship  Time Log Sheets
	School Year(s)
	Date Of Notebook Evaluation:
	Five Lesson Plans- Regent Template (Detailed and Measurable)
	Data Collection Assessment
	Information Contact Sheet and Cooperating Teacher’s Stipend For Reading Specialists Only- Reading Specialist Interview
	Submitted Not Submitted

	University Supervisor’s Observation/Evaluation Forms
	Cooperating Teacher’s Evaluation Forms
	Administrator’s Evaluation.
	After reviewing the binder, I feel that the candidate should receive the following grade for the binder:
	P/Proficient – The binder contains all of the information listed above and was available for each observation. The lesson plans are reviewed and initialed by the Cooperating Teacher.
	N/Needs Improvement – The binder was available and contains all of the necessary assignments, however,
	U/Unacceptable – The binder does not have the necessary items and does not appear to be updated, organized, or professional. The binder was not available for the observation.
	NOTES ON INDEPENDENT STUDY (IF APPLICABLE)
	Requirements for Internship (On-the-Job and traditional)
	Time Log - Keep track of all the hours you spend planning, attending meetings, conferencing, shadowing your RS, etc. These specific activities should be logged under non-student contact hours. You will need a minimum of 155 hours working directly with...
	Interview – See the Assignments Tab in Blackboard for details associated with this assignment. Interview your Reading Specialist. Keep track of the questions and answers (about 15 minute interview) and include this interview under a separate tab in yo...
	Contact with Administration – For those doing an On-the Job- internship, your University Supervisor will be contacting your Reading Supervisor and your Principal throughout the semester.

	Your notebook will include the following:
	1. Completed Time Log Sheet - The time log sheet must be signed by your cooperating teacher on a weekly basis. Keep track of student and non-student hours and log them separately.
	2. Interview- Please create a separate tab in your notebook for this activity. Be sure to include the transcript of the interview and a reflective paper about the interview.
	4. Lesson Plans- Lesson Plans in Regent format must be available for your supervisor at each scheduled observation. A total of 5 lesson plans will be required by your final observation. Also, be sure to write each lesson plan goal in SMART goal format.
	5. Evaluations- At the conclusion of your internship, an evaluation will be completed by your cooperating teacher, school administrator, and your university supervisor.
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	Name   Date
	Points Earned Possible Points
	31
	PROFESSIONALISM AND CHRIST-LIKE DEMEANOR EVALUATION
	Throughout this internship, the student exhibited sound judgment, being mindful of how spoken words and personal actions effect the outcome of situations and the response of others. (Romans 14:19, Proverbs 3:21)
	During this course, the student displayed respect for authority and a willingness to accept directions and the entire internship team, doing so with an amenable attitude. (Hebrews 13:17, Philippians 2:5)
	The student exhibited diligence, perseverance, attentiveness, punctuality, and decisiveness while completing the necessary course work for this internship. (Romans 15:57, Colossians 3:23)
	Throughout this internship, the student demonstrated integrity by adhering to the policies and procedures of the University, being honest, trustworthy, and dependable in words and in conduct.
	(Hebrews 13:17, 1 Thessalonians 5:21)
	For the duration of this course, the student’s mannerisms, communication, and interactions with others demonstrated attributes that represent the Fruits of the Spirit- love, joy, peace, patience, kindness, goodness, faithfulness, and self- control. (G...
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	Teacher Interim Performance Report
	Intern Name: School Name:
	School Year(s)

	Strengths:
	Areas of Improvement:
	Professional Knowledge
	Instructional Planning
	Instructional Delivery
	Assessment of and for Student Learning
	Learning Environment
	Culturally Responsive Teaching and Equitable Practices
	Professional Development
	Student Academic Progress Evident
	Not Evident
	Directions: Evaluators use this form to provide the student teacher with an assessment of performance. The student teacher should be given a copy of the form at the end of each evaluation cycle.
	Teacher  School Year(s)
	Grade/Subject  School
	32

	3. Instructional Delivery
	Rating
	Comments:

	4. Assessment of/for Student Learning
	Rating
	Comments:

	5. Learning Environment
	Rating
	33
	Comments:
	6. Culturally Responsive Teaching and Equitable Practices


	Rating
	Comments:

	7. Professionalism
	Rating
	8. Student Academic Progress
	Rating
	Comments:

	Overall Evaluation Summary:
	Include comments here

	Exemplary
	Proficient
	Developing/Needs Improvement
	Unacceptable
	Commendations:
	Areas Noted for Improvement:
	Teacher Improvement Goals:
	Evaluator’s Name Teacher’s Name
	Evaluator’s Signature Teacher’s Signature
	Date Date
	Site Administrator’s Name
	Site Administrator’s Signature Date
	35
	Directions: This form can be used by the evaluator to document during informal classroom observation. One form should be given to the student teacher and one copy should be maintained by the evaluator for the entire evaluation cycle to document growth...

	Teacher Observed:   Date:  Time:
	36
	NOTE: It is unlikely that all teacher performance standards would be documented in a single classroom visit. In fact, an observation might focus on a specific standard.
	FOR USE BY REGENT UNIVERSITY INTERNS

	Directions: Student Teachers, please explain that you are going to read this sentence twice: As I read the sentence, color the face that describes how you feel about the sentence.
	Directions: Follow along as I read the statements. Respond to the statements by placing a check mark () beneath the response – “YES,” “SOMETIMES,” or “NO” – that best describes how you feel about the statement.

	The purpose of this survey is to allow you to give your teacher ideas about how this class might be improved.
	Directions: DO NOT PUT YOUR NAME ON THIS SURVEY. Write your class period in the space provided. Listed below are several statements about this class. Indicate your agreement with each statement. If you strongly disagree, circle 1; if you strongly agre...

	The purpose of this survey is to allow you to give your teacher ideas about how this class might be improved.
	Directions: DO NOT PUT YOUR NAME ON THIS SURVEY. Write your class period in the space provided. Listed below are several statements about this class. Indicate your agreement with each statement. If you strongly disagree, circle 1; if you strongly agre...

	Note: Performance Standard 7: If a teacher effectively fulfills all previous standards, it is likely that the results of teaching -- as documented in Standard 7: Student Academic Progress -- would be positive. The Virginia teacher evaluation system in...
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