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K-12 Educational Administration Program 

The Leadership and Educational Administration Department offers a program in K-12 

Educational Administration, which certifies K-12 Educational Administrator’s in Seventh-day 

Adventist school settings; satisfies most requirements for specific state K-12 school 

administration certification, and grants MA, EdS, or PhD degrees in K-12 Educational 

Administration.  

K-12 Educational Administration is a practical and applied program based on a solid 

philosophical and theoretical foundation. Specialized training in this program is designed to 

develop competence in nine standards (see Appendix C.3) that encompass a number of 

elements and additional indicators that have been developed by the Educational Leadership 

Constituent Council (ELCC) and accepted by National Council for Accreditation of Teacher 

Education (NCATE) as the guidelines appropriate for the preparation of K-12 Educational 

Leaders. 

Graduates of the program will most often seek employment within schools as principals or 

supervisors of instruction. Graduates with EdS, EdD and PhD degrees may find employment as 

superintendents or professors of educational administration in college/university settings. 

 

Statement of Philosophy 

The K-12 Educational Administration program at Andrews University is positioned within a 

Seventh-day Adventist Christian worldview that believes that God is our creator (originator), 

identifies our reason for living (purpose), and reveals his long term desire for us (destiny). He is 

the source of all knowledge, and considers people to be of inestimable value as evidence by the 

extremely high Calvary price tag He paid for everyone. This frame of reference helps us realize 

that while the teaching and learning of the 3 Rs” is very important, of equal value in our world 

view is the idea that education is synonymous with salvation or redemption and restoration. So 

we seek to place our educational administration academic pedagogy in the context of highly 

valuing people and helping each participant find a frame of reference and a foundation for our 

education that influences not only the teaching of the 3 Rs” in a most positive direction, but 

also helps establish the values, climate, and underlying redemptive purpose of education.  
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Program Objectives 

Our program is designed to prepare K-12 school administrators who are committed to 

excellence and service, informed by knowledge, skills, and attitudes that will enable them to 

promote the success of all students by:  

1. Involving the community in a school vision of learning including its development, 

articulation, implementation, and sustentation. 

2. Promoting a positive school culture, providing an effective instructional program, 

applying best practice to student learning, and designing comprehensive 

professional growth plans 

3. Managing the organization, the operations and the resources of the school in a 

way that promotes a safe, efficient, and effective learning environment. 

4. Collaborating with families and other community members, responding to 

diverse community interests and needs, and mobilizing community resources. 

5. Acting with integrity, fairly, and ethically. 

6. Understanding, responding to, and influencing the larger educational context 

7. Promoting the success of all students by comprehensively applying technology to 

leadership and vision, teaching and learning, productivity and professional 

practice, support, management, and operations, assessment and evaluation, and 

social, legal and ethical issues. 

8. Understanding and appreciating the perceptions of other and developing a 

personal and school philosophy (worldview/frame of reference) from which 

action emerges and service permeates. 

9. Comprehensively applying research and evaluation as the basis for effective 

decision making.  

 

Internship Procedures 

Prior to the Internship 

1. The prospective intern should contact the K-12 Educational Administration 

Internship Coordinator to schedule an appointment to discuss the internship and 

to register for EDAL680 or LEAD886.  In addition the intern will submit a 

completed Application for Internship Form (appendix C.6) to the Internship 

coordinator. 

2. The intern must complete a background check, finger print processing, and 

return a completed Clearance for Internship Experience Form (Appendix C.5) 
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prior to internship placement. These items also need to be discussed in the initial 

meeting with the intern, mentor, and internship coordinator. 

3. In collaboration with the internship coordinator, the intern completes the “Stage 

I Assessment” portion of the syllabus as background for the meeting with the 

principal and coordinator. 

4. The intern then presents and discusses the “Planning” portion of the portfolio 

with the Internship coordinator and they identify possible locations in which the 

internship might take place.  

5. The intern coordinator makes contact with interested principals for placement of 

the intern.  The internship coordinator will set up an initial meeting to discuss 

the K-12 Educational Administration Internship Agreement (Appendix C.7) 

securing signatures and finally scheduling a joint meeting with the intern, 

mentor, and intern coordinator for the purpose of determining if there is a 

match in which the internship can proceed. 

6. The meeting takes place and includes: 

a. Introductions 

b. Explanation of the “Internship Manual” contents 

c. Explanation of student “Growth need target areas” 

d. Share School handbook with intern 

e. Share a copy of the intern’s Clearance for Internship Experience form 

with the mentor 

f. Exchange contact information 

g. Set time for decision to proceed to be communicated from intern and 

mentor to internship coordinator 

h. Target date set for meeting to accomplish the following : 

1) Agree upon specific activities to be listed on the Intern Contract 

2) Sign the Internship Contract 

3) Distribute copies of the Internship Contract to each signing party 

During the internship 

1. A daily (each day the internship is worked on) log is kept by the intern on the 

Internship Activity Log (Appendix C.8) and signed each month by the mentor 

(school principal). It is the responsibility of the intern to submit the log to the 

Andrews University Internship Coordinator monthly. 

2. The mentor meets with the intern on a weekly basis. This meeting is to be 

documented in the Internship Activity Log (Appendix C.8) 

3. Throughout the internship. The Internship Coordinator is available for 

consultation and may initiate contact with the mentor to obtain progress 
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evaluations. The Internship coordinator will also “meet” several times per 

semester with the intern using the appropriate communication methods 

depending on the intern’s location. 

4. At the end of the internship; the mentor (school principal) completes the 

Mentor’s Internship Assessment Form (Appendix C.3) and the Dispositions 

Assessment Form (Appendix C.11) and the intern completes the Evaluation of 

Supervision Form (Appendix C.9).  Both forms should be sent for evaluation to 

the Internship Coordinator. The Internship Coordinator will communicate final 

results to both the mentor and the intern. 

 

Internship Requirements 

 

1. Register for either EDAL 680 Internship: K-12 Educational Administration or 

LEAD 886 Advanced Internship: K-12 Educational Administration for a total of 

three credits (one or more credits at a time).  

2. Experience 225 personally logged hours in the K-12 Educational Administration 

Internship which consisting of two categories of logged hours.  

a. The first category, worth one credit, contains 45 hours of logged time, 

requires the intern to complete ”Stage I “The Assessment” portion of the 

Internship course syllabus. This requirement is accomplished with 

guidance from the Internship Coordinator before the intern seeks to 

meet with his/her mentor (supervising principal).  Activities contained in 

Stage I provide insight for the intern regarding his/her personal strengths 

and/or weaknesses; identifies the intern’s methods, styles, and comfort 

zones when relating to and working with tasks, thoughts, processes and 

people. This information will help the intern identify some specific 

“Growth need” goals that can become a part of the internship 

experience.  

b. The second category, worth two credits, requires 180 hours of logged 

time and is the actual internship. These hours do not all need to be met 

while actually on a school campus, but may also  be met as the intern 

participates in learning situations such as board meetings, faculty 

meeting, parent meetings, and while doing internship related work at 

home or away from the school.   

3. Participate in a get acquainted and internship launch meeting. Typically, the 

intern, internship coordinator and the intern’s mentor (supervising principal) 
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have a get acquainted meeting. During this meeting introductions are made and 

the Internship Manual content is presented. Scheduling of regular meeting times 

(ideally on a weekly basis) between the intern and the mentor (supervising 

principal) should also be done at this meeting.   

4. Seek, with the mentor’s (supervising principal’s) help, to match the Interns 

identified “growth need target areas” with areas of the school that the mentor 

knows need help.  Together the mentor and intern create a list of activities to 

meet these two sets of need. Those items are listed beside the appropriate 

Standard and Element on the Intern Contract Form (Appendix C.1) and a copy of 

the form is shared with the mentor and also entered into the proper place in the 

intern’s portfolio in LiveText with proper access available to the internship 

coordinator and professor of EDAL 680 or LEAD 886. This activity building 

meeting will provide a learning opportunity for the intern and, at the same time, 

move toward meeting the school need(s)(a win – win situation! The intern does 

not need to demonstrate knowledge, skills, and positive attitudes toward all of 

the Program Objectives during his/her internship. Just the ones agreed upon in 

the Intern Contract. 

5. Agree upon and establishment a weekly meeting between the intern and the 

mentor (supervising principal). The length of the meeting is less important than 

having the meeting. These meetings can help the intern stay on track and avoid 

the unproductive expenditure of time and energy. Continuing progress should 

be made toward the accomplishment of agreed upon goals so that closure can 

be achieved. 

6. Participate in the internship for a sustained time period. The 180 clock hour 

internship should be spread over at least a semester and ideally a year or more. 

7. Receive an assessment of the artifact(s) produced. 

8. Exhibit the following behaviors throughout the internship as assessed by the 

mentor (supervising principal): 

a. Establishes good rapport and works collaboratively with others 

b. Listens well.  

c. Participates in and contributes to discussions 

d. Demonstrates openness to supervision 

e. Communicates effectively verbally, and in written form with individuals 

and groups 

f. Manifests the ability to work independently and show initiative  

g. Possesses appropriate emotional stability and the ability to handle stress 

h. Demonstrates organizational skills in time management and job-related 

functions 
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i. Dress and deportment is appropriate for the professional position 

j. Demonstrates punctuality in meeting deadlines and following through on 

responsibilities 

 

Professional Portfolio 

Before and during the internship candidates should collect pertinent artifacts for the 

Professional Portfolio. Some of these artifacts will be created as a result of the internship. 

Others will be generated in response to assignments made in other courses. All internship 

related artifacts must receive a Satisfactory, Proficient or Distinguished rating. 

 

DISCRIMINATION AND HARASSMENT INCLUDING SEXUAL 

HARASSMENT 

It is the policy of Andrews University to provide an educational and employment environment 

free from all forms of intimidation, hostility, offensive behavior and discrimination, including 

sexual harassment.  Such discrimination or harassment may take the form of unwarranted 

verbal or physical conduct, verbal or written derogatory or discriminatory statements, which 

may result in decisions affecting status, promotions, raises, favorable work assignments, 

recommendations, class assignments or grades.  Such behavior or tolerance of such behavior, 

on the part of an administrator, supervisor, faculty or staff member violates the policy of the 

University and may result in disciplinary action including termination.  The conduct herein 

described is contrary to University policy and may be illegal under both state and federal law.  

 

The United States Equal Employment Opportunity Commission has defined sexual harassment 

as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct 

of a sexual nature when (1) submission to such conduct is made either explicitly or implicitly a 

term or condition of an individual’s employment; (2) submission to or rejection of such conduct 

by an individual is used as the basis for employment decisions affecting such individual; or (3) 

such conduct has the purpose or effect of unreasonably interfering with an individual’s work 

performance or creating an intimidating, hostile, or offensive working environment.  

 

The State of Michigan has defined sexual harassment as unwelcome sexual advances, requests 

for sexual favors, and other verbal or physical conduct or communication of a sexual nature 

when (1) submission to such conduct or communication is made a term or condition either 

explicitly or implicitly to obtain employment, public accommodations or public services, 

education, or housing; (2) submission to or rejection of such conduct or communication by an 

individual is used as a factor in decisions affecting such an individual’s employment, public 

accommodations or public services, education, or housing, or creating an intimidating, hostile 
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or offensive employment, public accommodations, public services, educational, or housing 

environment. 

 

A student intern who believes that he/she has been subjected to discrimination or harassment 

at the intern site should report the conduct to his/her immediate supervisor at the internship 

site and the on campus internship coordinator.  The internship Coordinator will immediately 

inform the Leadership and Educational Administration Chair.  In the event the on-site 

supervisor is the aggrieving party, the intern must report it to the next higher responsible party.  

If necessary, the student grievance procedure outlined in the School of Education Handbook for 

Educational Specialist Students should be utilized. 

 

LEADERSHIP AND EDUCATIONAL ADMINISTRATION FACULTY & STAFF 

School of Education        1-800-471-6210  

Leadership and Educational Administration Department (LEAD)   269-471-3487 

Dean, School of Education    Jim Jeffery   269-471-3481 

 Executive Assistant    Vicky Wiley   269-471-3481 

Graduate Services Coordinator   Anna Piskozub   269-471-3109 

LEAD Department Chair    Shirley Freed   269-471-6163 

Administrative Assistant   Marji Bates   269-471-6580 

 *Administrative Assistant   Glenda Patterson  269-471-3487 

Program Coordinators 

 Higher Education Administration  Robson Marinho           269-471-3200 

 *K-12 Educational Administration  Gary Gifford   269-471-6682 

 Leadership     Shirley Freed   269-471-6163 

Internship Coordinator 

*K-12 Ed. Admin. Internship Coordinator Gary Randolph             269-473-2876 

*Bold print means these individuals are directly related to the K-12 Ed. Admin. Internship Programs 
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Appendix C.1 
Andrews University 

Leadership and Educational Administration Department 

EDAL 680 or LEAD 886 Internship: K-12 Educational Administration 

Internship Contract (IC) 
 

  

Parties: Intern’s Name: __________________________________ AU ID:  _______________ 

 

                       Internship School address:   _____________________________________________ 

 

_____________________________________________ 

_____________________________________________ 

 

Mentor’s Name: _____________________________________________ 

                         

Coordinator’s Name: _____________________________________________ 

  

                           Faculty’s Name: _____________________________________________  

  

The parties agree to the following:  

  

The Intern must do CEELs, a journal, and appropriately report the various tasks associated with 

the Internship. 

The Mentor agrees to render mentoring/coaching services in lieu of the contribution the intern 

will make to the administration of the school by fulfilling the assigned activities. 

  

Elements to be selected and addressed in this Internship: 

Circle all appropriate numbers and identify the task/project/activity(s) to be accomplished during the 

Internship. 

Standard Element # and 

Description 

Task/Project/Activity Planned to Accomplish 

One Vision/ 

Mission 

1.1 Develop a School 

Vision of Learning 

 

 1.2 Articulate a School 

Vision of Learning 

 

 1.3 Implement a School 

Vision of Learning 

 

 1.4 Steward a School 

Vision of Learning 

 

 1.5 Promote Community 

Involvement in School 

Vision 
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Standard Element # and 

Description 

Task/Project/Activity Planned to Accomplish 

Two Instructional 

Programming  

2.1 Promote a Positive 

School Culture 

 

 2.2 Provide Effective 

Instructional Program 

 

 2.3 Apply Best Practices 

to Student Learning 

 

 2.4 Design 

Comprehensive 

Professional Growth 

Plans 

 

Three 

Management 

Administration 

3.1 Manage the 

Organization 

 

 3.2 Manage the 

Operations 

 

 3.3 Manage the 

Resources 

 

Four Community 

Relations and 

Collaboration 

4.1 Collaborate with 

Families and Other 

Community Members 

 

 4.2 Respond to 

Community Interests and 

Needs 

 

 4.3 Mobilize Community 

Resources 

 

Five Ethics, 

Values, and 

Spirituality 

5.1 Acts with Integrity  

 5.2 Acts Fairly  

 5.3 Acts Ethically  

Six Politics, Law, 

and Society 

6.1 Understands the 

Larger Educational 

Context 

 

 6.2 Responds to the 

Larger Educational 

Context 

 

 6.3 Influences the Larger 

Educational Context 

 

Seven Technology 7.1 Technology Leaders 

and Vision 

 

 7.2 Technology Teaching 

and Learning 

 

 7.3 Technology 

Productivity and 
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Standard Element # and 

Description 

Task/Project/Activity Planned to Accomplish 

Professional Practice 

 7.4 Technology Support, 

Management and 

Operations 

 

 7.5 Technology 

Assessment and 

Evaluation 

 

 7.6 Technology, Social, 

Legal, and Ethical Issues 

 

Eight World View 

and Personal 

Philosophy 

8.1 Worldview, History 

and Major Strands 

 

 8.2 Personal Worldview  

 8.3 Worldview and Its 

Influence in the School 

 

Nine Research 

and Evaluation 

9.1 Research 

Methodologies 

 

 9.2 Conducting Research  

 9.3 Evaluating Research  

 9.4 Reporting Research  

Please list below the Service Activities and Local Project(s) in which you plan to be involved.  

 

Service Activities: 

 

Local Project(s) 

 

Clock hours expected to complete the Internship: 3 credit minimum internship = 225 clock hrs.  (45 

clock hrs for the first credit and 90 clock hrs for each of the other two credits) 

 

Signatures: 

  

Intern’s Signature:  _____________________________________Date:________ 

  

Mentor’s Signature:    _____________________________________ Date:________ 

  

Coordinator’s Signature: _____________________________________ Date:________ 

  

Faculty’s Signature:  _____________________________________ Date:________ 

  

Andrews University 

School of Education  

Leadership and Educational Administration Department 

K-12 Administration Programs 

Berrien Springs MI 49104 (269) 471-3487; (269) 471-6560 (Fax) 
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Appendix C.2 
Andrews University 

Leadership and Educational Administration Department 

EDAL 680 or LEAD 886 Internship: K-12 Educational Administration 

Candidate Element Experience Log (CEEL) 
 

Section I: Introductory Information 

1. Standard and Element number: 

2. Artifact location: 

3. Title: 

4.   Completion date: 

5.  Duration: 

6. Worked with: 

7. Location: 

 Section II:  Linking Standards-Elements with the Artifact-Experience 

Statement 1. Standard-Element Summary 

 

Statement 2. Experience Summary 

 

Statement 3. Explanation of Standard-Element competence documentation 

 

Statement 4. Insights gained while reflecting 

 

Section III: Future Professional Growth Options 

 

Section IV: Additional Comments 

 

Andrews University 

School of Education 

Leadership and Educational Administration Department 

K-12 Administration Programs 

Berrien Springs MI 49104 (269) 471-3487; (269) 471-6560 FAX 
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Appendix C.3 
Andrews University 

Leadership and Educational Administration Department 

EDAL 680 or LEAD 886 Internship: K-12 Educational Administration 

Mentor’s Internship Assessment  Form 
 

Intern’s Name: ______________________________________      Date:_____________________________________ 

School: _____________________________________________     Semester: 20____, Fall___, Spring___, Summer___. 

Setting:     ______Elementary,     ______Middle,     ______Secondary,     ______K-12 

Part I: Knowledge and Performances Evaluation 

Please respond to the items included in the internship in terms of the quality of the outcome produced by the intern as 

assessed by the intern’s mentor: 

5 = distinguished; 4 = proficient; 3 = Satisfactory; 2 = emerging; 1 = unsatisfactory 

ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

Standard 1 

Candidates who 

complete the 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

facilitating the 

development, 

articulation, 

implementation, 

and stewardship 

of a school or 

district vision of 

learning supported 

by the school 

community. 

1.1 Develop 

a School 

Vision of 

Learning  

II.B  a) Developed a vision of learning for a school that 

promotes the success of all students. 

 

II.B  b) Based this vision on relevant knowledge and 

theories, including but not limited to an understanding 

of learning goals in a pluralistic society, the diversity of 

learners and learners’ needs, schools as interactive 

social and cultural systems, and social and 

organizational change. 

 

1.2 

Articulate a 

School 

Vision of 

Learning 

IV.A A Demonstrated the ability to articulate the 

components of this vision for a school and the 

leadership processes necessary to implement and 

support the vision. 

 

V.A, V.B, 

V.C 

b) Demonstrated the ability to use data-based 

research strategies and strategic planning processes 

that focus on student learning to inform the 

development of a vision, drawing on relevant 

information sources such as student assessment 

results, student and family demographic data, and an 

analysis of community needs. 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

IV.A  c) Demonstrated the ability to communicate the 

vision to staff, parents, students, and community 

members through the use of symbols, ceremonies, 

stories, and other activities. 

 

1.3 

Implement a 

School 

Vision of 

Learning 

III.A  a) Formulated the initiatives necessary to motivate 

staff, students, and families to achieve the school’s 

vision. 

 

 b) Developed plans and processes for implementing 

the vision (e.g., articulating the vision and related 

goals, encouraging challenging standards, facilitating 

collegiality and teamwork, structuring significant 

work, ensuring appropriate use of student 

assessments, providing autonomy, supporting 

innovation, delegating responsibility, developing 

leadership in others, and securing needed resources). 

 

1.4 Steward 

a School 

Vision of 

Learning 

 a) Demonstrated an understanding of the role 

effective communication skills play in building a 

shared commitment to the vision. 

 

 b) Designed or adopted a system for using data-

based research strategies to regularly monitor, 

evaluate, and revise the vision. 

 

III.E  c) Assumed stewardship of the vision through various 

methods 

 

1.5 Promote 

Community 

Involvement 

in School 

Vision 

III.B 

 

a) Demonstrated the ability to involve community 

members in the realization of the vision and in 

related school improvement efforts 

 

IV.A b) Acquired and demonstrated the skills needed to 

communicate effectively with all stakeholders about 

implementation of the vision. 

 

Standard 2 

Candidates who 

complete the 

program are 

educational 

2.1 Promote 

a Positive 

School 

Culture 

III.B  

 

a) Assessed school culture using multiple methods 

and implement context-appropriate strategies that 

capitalize on the diversity (e.g., population, language, 

disability, gender, race, socio-economic) of the school 

community to improve school programs and culture. 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

promoting a 

positive school 

culture, providing 

an effective 

instructional 

program, applying 

best practices to 

student learning, 

and designing 

comprehensive 

professional 

growth plans for 

staff. 

2.2 Provide 

Effective 

Instructional 

Program 

 a) Demonstrated the ability to facilitate activities that 

apply principles of effective instruction to improve 

instructional practices and curricular materials. 

 

II.A  b) Demonstrated the ability to make 

recommendations regarding the design, 

implementation, and evaluation of a curriculum that 

fully accommodates learners’ diverse needs. 

 

IV.B  c) Demonstrated the ability to use and promote 

technology and information systems to enrich 

curriculum and instruction, to monitor instructional 

practices and provide staff the assistance needed for 

improvement. 

 

2.3 Apply 

Best 

Practice to 

Student 

Learning 

II.B  a) Demonstrated the ability to assist school personnel 

in understanding and applying best practices for 

student learning. 

 

II.A  b) Applied human development theory, proven 

learning and motivational theories, and concern for 

diversity to the learning process. 

 

V.A  

V.B V.C  

c) Demonstrated an understanding of how to use 

appropriate research strategies to promote an 

environment for improved student achievement. 

 

2.4 Design 

Comprehens

ive 

Professional 

Growth 

Plans 

VI.A  a) Designed and demonstrated an ability to 

implement well-planned, context appropriate 

professional development programs based on 

reflective practice and research on student learning 

consistent with the school vision and goals. 

 

VI.A  b) Demonstrated the ability to use strategies such  as 

observations, collaborative reflection, and adult 

learning strategies to form comprehensive 

professional growth plans with teachers and other 

school personnel. 

 

VI.A  c) Developed and implemented personal professional 

growth plans that reflect a commitment to life-long 

learning. 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

Standard 3 

Candidates who 

complete the 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

managing the 

organization, 

operations, and 

resources in a way 

that promotes a 

safe, efficient, and 

effective learning 

environment. 

3.1 Manage 

the 

Organization 

III.E  a) Demonstrated the ability to optimize the learning 

environment for all students by applying appropriate 

models and principles of organizational development 

and management, including research and data driven 

decision-making with attention to indicators of 

equity, effectiveness, and efficiency. 

 

III.D  b) Developed plans of action for focusing on effective 

organization and management of fiscal, human, and 

material resources, giving priority to student 

learning, safety, curriculum, and instruction. 

 

III.D c) Demonstrated an ability to manage time effectively 

and deploy financial and human resources in ways 

that promote student achievement. 

 

3.2 Manage 

the 

Operations 

III.D  a) Demonstrated the ability to involve staff in 

conducting operations and setting priorities using 

appropriate and effective needs assessment, 

research-based data, and group process skills to build 

consensus, communicate, and resolve conflicts in 

order to align resources with the organizational 

vision. 

 

III.D  b) Developed communications plans for staff that 

includes opportunities for staff to develop their 

family and community collaboration skills. 

 

 c) Demonstrated an understanding of how to apply 

legal principles to promote educational equity and 

provide a safe, effective, and efficient facilities. 

 

3.3 Manage 

the 

Resources 

III.D  a) Used problem-solving skills and knowledge of 

strategic, long-range, and operational planning 

(including applications of technology) in the effective, 

legal, and equitable use of fiscal, human, and 

material resource allocation and alignment that 

focuses on teaching and learning. 

 

III.D  b) Creatively sought new resources to facilitate 

learning. 

 

IV.B  c) Applied and assessed current technologies for 

school management, business procedures, and 

 



16 

 

ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

scheduling. 

Standard 4 

Candidates who 

complete the 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

collaborating with 

families and other 

community 

members, 

responding to the 

diverse 

community 

interests and 

needs, and 

mobilizing 

community 

resources. 

4.1 

Collaborate 

with 

Families and 

Other 

Community 

Members 

III.B a) Demonstrated an ability to bring together the 

resources of family members and the community to 

positively affect student learning. 

 

III.B  b) Demonstrated an ability to involve families in the 

education of their children based on the belief that 

families have the best interests of their children in 

mind. 

 

IV.B  c) Demonstrated the ability to use public information 

and research-based knowledge of issues and trends 

to collaborate with families and community 

members. 

 

III.B  d) Applied an understanding of community relations 

models, marketing strategies and processes, data-

based decision making, and communications theory 

to create frameworks for school, family, business, 

community, government, and higher education 

partnerships. 

 

III.B  e) Developed various methods of outreach aimed at 

business, religious, political, and service 

organizations. 

 

III.B  f) Demonstrated the ability to involve families and 

other stakeholders in school decision-making 

processes, reflecting an understanding that schools 

are an integral part of the larger community. 

 

III.B  g) Demonstrated the ability to collaborate with 

community agencies to integrate health, social, and 

other services. 

 

III.B h) Developed a comprehensive program of 

community relations and demonstrate the ability to 

work with the media. 

 

4.2 Respond 

to 

Community 

III.B a) Demonstrated active involvement within the 

community, including interactions with individuals 

and groups with conflicting perspectives. 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

Interests 

and Needs 

V.A  b) Demonstrated the ability to use appropriate 

assessment strategies and research methods to 

understand and accommodate diverse school and 

community conditions and dynamics. 

 

III.B c) Provided leadership to programs serving students 

with special and exceptional needs. 

 

III.B d) Demonstrated the ability to capitalize on the 

diversity (cultural, ethnic, racial, economic, and 

special interest groups) of the school community to 

improve school programs and meet the diverse needs 

of all students. 

 

4.3 Mobilize 

Community 

Resources 

III.D a) Demonstrated an understanding of and ability to 

use community resources, including youth services, 

to support student achievement, solve school 

problems, and achieve school goals. 

 

III.D b) Demonstrated how to use school resources and 

social service agencies to serve the community. 

 

III.D c) Demonstrated an understanding of ways to use 

public resources and funds appropriately and 

effectively to encourage communities to provide new 

resources to address emerging student problems. 

 

Standard 5 

Candidates who 

complete the 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by acting 

with integrity, 

fairly, and in an 

ethical manner. 

5.1 Acts 

with 

Integrity 

VI.B a) Demonstrated a respect for the rights of others 

with regard to confidentiality and dignity and engage 

in honest interactions. 

 

5.2 Acts 

Fairly 

VI.B a) Demonstrated the ability to combine impartiality, 

sensitivity to student diversity, and ethical 

considerations in their interactions with others. 

 

5.3  Acts 

Ethically 

VI.B a) Made and explained decisions based upon ethical 

and legal principles. 

 

Standard 6 

Candidates who 

complete the 

6.1 

Understand 

the Larger 

II.B  a) Acted as an informed consumers of educational 

theory and concepts appropriate to school context 

and can demonstrate the ability to apply appropriate 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

understanding, 

responding to, and 

influencing the 

larger political, 

social, economic, 

legal, and cultural 

context. 

Educational 

Context 

research methods to a school context. 

III.C   b) Demonstrated the ability to explain how the legal 

and political systems and institutional framework of 

schools have shaped a school and community, as well 

as the opportunities available to children and families 

in a particular school. 

 

III.C   c) Demonstrated the ability to analyze the complex 

causes of poverty and other disadvantages and their 

effects on families, communities, children, and 

learning. 

 

III.C   d) Demonstrated an understanding of the policies, 

laws, and regulations enacted by local, state, and 

federal authorities that affect schools, especially 

those that might improve educational and social 

opportunities. 

 

 e) Demonstrated the ability to describe the economic 

factors shaping a local community and the effects 

economic factors have on local schools. 

 

 f) Demonstrated the ability to analyze and describe 

the cultural diversity in a school community. 

 

 g) Can describe community norms and values and 

how they relate to the role of the school in 

promoting social justice. 

 

 h) Demonstrated the ability to explain various 

theories of change and conflict resolution and the 

appropriate application of those models to specific 

communities. 

 

6.2 Respond 

to the 

Larger 

Educational 

Context 

IV.A . a) Demonstrated the ability to communicate with 

members of a school community concerning trends, 

issues, and potential changes in the environment in 

which the school operates, including maintenance of 

an ongoing dialogue with representatives of diverse 

community groups. 

 

6.3 

influence 

III.C.   a) Demonstrated the ability to engage students, 

parents, and other members of the community in 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

the Larger 

Educational 

Context 

advocating for adoption of improved policies and 

laws. 

III.C   b) Applied understanding of the larger political, 

social, economic, legal, and cultural context to 

develop activities and policies that benefit students 

and their families. 

 

 c) Advocated for policies and programs that promote 

equitable learning opportunities and success for all 

students, regardless of socioeconomic background, 

ethnicity, gender, disability, or other individual 

characteristics. 

 

Standard 7 

Candidates who 

complete the 

program are 

educational 

leaders who have 

the knowledge 

and ability to 

promote the 

success of all 

students by 

comprehensively 

applying 

technology to 

advance student 

achievement 

7.1 

Technology 

Leaders and 

Vision 

IV.B Inspired a shared vision for comprehensive 

integration of technology and foster an environment 

and culture conducive to the realization of that 

vision. 

 

7.2 Learning 

and 

Teaching  

IV.B  Ensured that curricular design, instructional 

strategies, and learning environments integrate 

appropriate technologies to maximize learning and 

teaching. 

 

7.3 

Productivity 

and 

Professional 

Practice 

IV. B VI.A Applied technology to enhance staff professional 

practice and to increase their productivity and that of 

others.   

 

7.4 Support, 

Managemen

t and 

Operations 

IV.B Ensured the integration of technology to support 

productive systems for learning and administration.   

 

7.5 

Assessment 

and 

Evaluation 

IV.B Used technology to plan and implement 

comprehensive systems of effective assessment and 

evaluation.   

 

Standard 8 

Candidates who 

8.1 

Worldview, 

I.A Understands the values and practices of major 

worldviews. 
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ELCC Ed. Admin. 

Standards 

ELCC Ed. 

Admin. 

Elements 

SED 

Elements 

ELCC Ed. Admin. Indicators  Rating 

complete the 

program are 

educational 

leaders who 

promotes the 

success of all 

students by 

appreciating the 

perspectives of 

others and 

developing a 

personal and 

school philosophy 

from which action 

and service arise. 

History and 

Major 

Strands 

 Understands the history of major worldviews.  

8.2 Personal 

Worldview 

I.B Has identified a personal  worldview  

I.B  Can articulate a personal worldview  

I.B Can compare and contrast a personal worldview with 

other major worldviews 

 

8.3 

Worldview 

and its 

Influence in 

the School 

I.C Integrated a personal worldview into a personal 

educational administrative philosophy and practice. 

 

I.C  Applied the school’s worldview to its mission and 

vision 

 

I.C Applied the school’s worldview to everyday decisions 

of the school. 

 

Standard 9 

Candidates who 

complete the 

program are 

educational 

leaders who 

promote the 

success of all 

students by 

comprehensively 

applying research 

and evaluation as 

the basis for 

effective decision 

making. 

9.1 Research 

Methodolog

ies 

V.A  Understands major research methodologies  

V.A Understands the process and logic of scientific 

inquiry  

 

9.2 

Conducting 

Research 

V.B Conducted literature reviews (using appropriate 

databases and search criteria and effective 

management tools) 

 

V.B Understands how to select appropriate research 

design  

 

9.3 

Evaluating 

Research 

V.B Conducted data collection and analysis  

V.A  Can critique the adequacy of research reports  

9.4 

Reporting 

Research  

V.C Can adequately communicate research findings  
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Part II: Professional Behaviors Evaluation 

Please respond to the professional behaviors of the intern as perceived by the Mentor during this 

internship. Evaluate the professional behaviors according to the five point scale listed below. 

Additional explanatory comments are welcome. 

5 = distinguished; 4 = proficient; 3 = Satisfactory; 2 = emerging; 1 = unsatisfactory 

Professional behavior Rating 

a. Establishes good rapport and works collaboratively with others  

b. Listens well.   

c. Participates in and contributes to discussions  

d. Demonstrates openness to supervision  

e. Communicates effectively verbally, and in written form with individuals 

and groups 

 

f. Manifests the ability to work independently and show initiative   

g. Possesses appropriate emotional stability and the ability to handle stress  

h. Demonstrates organizational skills in time management and job-related 

functions 

 

i. Dress and deportment is appropriate for the professional position  

j. Demonstrates punctuality in meeting deadlines and following through on 

responsibilities 

 

Thank you for helping this Educational Administration Intern Grow Professionally. Please feel free to 

record additional comments here. 
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Appendix C.4  

Andrews University 

Leadership and Educational Administration Department 

EDAL 680 or LEAD 886 Internship: K-12 Educational Administration 

Portfolio Materials Check Sheet 
 

Part 1 ______*Title Page 

Part 2 Assessments 

2.01 ______Educator’s Vita 

2.02      ______*Self Assessment Instrument (SAI) Pre- and Post-Internship 

Assessments 

2.03 Candidate Assessment By Others (360 CABO) 

______*(CABO) by Peer 

______*(CABO) by Superior 

______*(CABO) by Subordinate 

2.04 Other Assessments Outcomes OAOs) 

______*Gregorc 

  ______*Strength Finder 

  ______*Vark 

  ______*Etc. 

2.05      ______*Position and Leadership Goals 

2.06 ______School/District Needs Assessment 

2.07      ______*Candidate Assessment Narrative (CAN) Including: 

Section 1, Work history from your Vita,  

Section 2, SAI and 360 CABO response tabulations,  

Section 3, OAO Summary,  

Section 4, Position and Leadership Goals,  

Section 5, School Needs Assessment summary, and  

Section 6, A reflective statement in which there is a blending of the first 

five sections to provide a strong background for the  

  Part 3 Internship Portfolio Plan 

 *3.01 ______Internship Contract. 

 *3.02 ______Stage 2.2 Mentor/Intern meeting with dates and notes 

 *3.03 ______Service Activities 

 *3.04 ______Local Project(s) 

 *3.05 ______Intern's Resource Network 

*3.06 ______Internship Overall Plan Report 
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Part 4 Internship/Portfolio Implementation 

4.01 Evidence of Competence in K-12 Ed. Admin. 9 Standards & 34 Elements 

 4.01.01 Standard 1 - Vision and Mission 

______^4.01.01.01 Element 1 

______^4.01.01.02 Element 2 

______^4.01.01.03 Element 3 

______^4.01.01.04 Element 4 

______^4.01.01.05 Element 5 

______^4.01.01.06 Standard Reflection 

 4.01.02 Standard 2 - Instructional 

______^4.01.02.01 Element 1 

______^4.01.02.02 Element 2 

______^4.01.02.03 Element 3 

______^4.01.02.04 Element 4 

______^4.01.02.05 Standard Reflection 

 4.01.03 Standard 3 – Management/Administration 

______^4.01.03.01 Element 1 

______^4.01.03.02 Element 2 

______^4.01.03.03 Element 3 

______^4.01.03.04 Standard Reflection 

 4.01.04 Standard 4 – Community Relations & Collaboration 

______^4.01.04.01 Element 1 

______^4.01.04.02 Element 2 

______^4.01.04.04 Standard Reflection 

 4.01.05 Standard 5 – Ethics, Values and Spirituality 

______^4.01.05.01 Element 1 

______^4.01.05.02 Element 2 

______^4.01.05.03 Element 3 

______^4.01.05.04 Standard Reflection 

 4.01.06 Standard 6 – Politics, Law, and Society 

______^4.01.06.01 Element 1 

______^4.01.06.02 Element 2 

______^4.01.06.03 Element 3 

______^4.01.01.06.04 Standard Reflection 

4.01.07 Standard 7 - Technology 

______^4.01.07.01 Element 1 

______^4.01.07.02 Element 2 

______^4.01.07.03 Element 3 
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______^4.01.07.04 Element 4 

______^4.01.07.05 Element 5 

______^4.01.07.06 Element 6 

______^4.01.07.07 Standard Reflection 

4.01.08 Standard 8 – Worldview and Personal Philosophy 

______^4.01.08.01 Element 1 

______^4.01.08.02 Element 2 

______^4.01.08.03 Element 3 

______^4.01.08.04 Standard Reflection 

4.01.09 Standard 9 – Research and Evaluation 

______^4.01.09.01 Element 1 

______^4.01.09.02 Element 2 

______^4.01.09.03 Element 3 

______^4.01.09.04 Element 4 

______^4.01.09.05 Standard Reflection 

______^4.02. Synthesis Paper on Standards 1-9 

______*4.03 My Journal 

Part 5  Summative Evaluation  

______*5.01 List of Results and Recommendations for School Improvement 

______*5.02 Updated Vita 

______*5.03 Letter of Application 

______*5.04 Three Year Professional Growth Plan 

______*5.05 Mentor’s Intern Assessment 

______*5.06 Portfolio Materials Check Sheet 

______*5.07 Portfolio/Internship Completion Form 

______*5.08 Internship/Portfolio Report 

  

*=Simple grid assessed item 

^=Rubric assessed item 
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Appendix C.5 
Andrews University 

Department of Leadership and Educational Administration  

K-12 Educational Administration programs 

CLEARANCE FOR INTERNSHIP EXPERIENCE 
The Michigan State board of Education has authority under Part 10 Administrative hearings, of the 

Administrative Rules Governing the certification of Michigan teachers, to deny, suspend or revoke a 

teaching certificate (R 390.1201). 

 

Rule 101 States: 

1. The state board may refuse to grant or renew, or may revoke or suspend for a 

fixed term, or may impose reasonable conditions on, a teaching certificate 

granted pursuant to these rules for the following reasons: 

a. Fraud, material misrepresentation, or concealment in the application for 

a certificate. 

b. Failure or ineligibility of the applicant or certificate holder to meet the 

criteria for eligibility for the certificate. 

c. Conviction, as an adult, of an act of immoral conduct contributing to the 

delinquency of a child, or moral turpitude. (Any applicant who reports 

having been convicted at any point in his or her academic program will be 

granted a hearing prior to a final decision. Such hearing will be initiated 

by the School of Education through the Leadership and Educational 

Administration Department. 

 

The specific acts for which the state board may refuse to grant or renew, or may revoke or suspend for 

a fixed term, or may impose reasonable conditions on a teaching certificated person are listed in the 

following public acts: 

 

Public Act 451 of the Public Acts of 1976 (as amended): 

Misdemeanors Required to be Reported 

In addition to reporting all felony convictions, Public Act 451 of the Public Acts of 1976 (as 

amended) requires that school districts report to the Michigan Department of Education, Office 

of Professional Preparation Services, and teachers, administrators, school counselors, school 

psychologists, school social workers and school nurses certificated or approved by the State 

Board of Educators who have been convicted of the following misdemeanors: 

• Criminal sexual conduct in the fourth degree 

• Attempt to commit criminal sexual conduct in the fourth degree 

• Child abuse in the third or fourth degree 

• Attempt to commit child abuse in the third or fourth degree 

• Cruelty, torture, or indecent exposure involving a child 

• Delivery of a narcotic to a minor or student within 1,000 feet of school property 

(333.7410) 

• Breaking and entering (750.115) 
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• Knowingly allowing a minor to consume or possess alcohol or a controlled substance at 

a social gathering (750.141a) 

• Accosting, enticing, or soliciting a child for an immoral purpose (750.1445a) 

• Larceny from a vacant dwelling (750.359) 

• Assault; assault and battery (750.81) 

• Assault; infliction of serious injury (750.81a) 

• Selling or furnishing alcoholic liquor to a person less than 21 years of age (436.33) 

 

Public Act 451 of the Public Acts of 1976 (as amended): 

Immediate Suspension upon conviction 

1. Public Act 451 of the Public Acts of 1976 (as amended): 

Section 1535 (a)(2): 

(a) Criminal sexual conduct in any degree, assault with intent to commit criminal sexual 

conduct, or an attempt to commit criminal sexual conduct in any degree. 

(b) Felonious assault on a child, child abuse in any degree, or an attempt to commit 

child abuse in any degree. Cruelty, torture, or indecent exposure involving a child. 

2. Manufacturing/delivering controlled substance (7401 (2)(a)(i)) 

3. Possession of a controlled substance (7401 (2)(a)(i)) 

4. Recruiting, inducing, soliciting, or coercing minor to commit felony 333.7416) 

5. Assault with intent to commit murder (750.83) 

6. Assault with intent to rob or steal armed (750.89) 

7. Attempt to murder (750.91) 

8. First degree murder (750.316) 

9. Second degree murder (750.317) 

10. Armed robbery aggravated assault (750.529) 

11. Misdemeanor – Delivery 

 

 

You are asked to sign the following statement regarding conviction or an act involving moral conduct 

as defined above in section (c) of (1) under Rule 101 of the Michigan State Board of Education 

Administrative Rules governing certification of Michigan teachers. K-12 Educational Administration 

students preparing to be school administration Interns are required to sign the statement prior to 

internship placement. 

 

If you as a student in the K-12 Educational Administration Program indicate a conviction, have pled 

guilty or no context to any of the items listed above, you may be denied admission to an internship and 

may not be recommended for certification. 

 

___I have not been convicted, of (or pleaded no contest to) a misdemeanor or felony. 

 

___I have been convicted, of (or pleaded no contest to) a misdemeanor or felony. 
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I certify that the answer given on this form is complete and accurate to the best of my 

knowledge. 

 ______________________________           __________________________________ 

         Student Name (Please Print)              Student Signature 

 

 ______________________________  __________________________________ 

               Student ID Number                          Date 
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Appendix C.6 
Andrews University 

Leadership and Educational Administration Department  

K-12 Educational Administration 

Application for Internship 
 

Prospective Intern: ________________________________________ 

Projected Internship Date: __________________________________ 

Classes Completed (Check completed) 

___ EDAL 500  Administration Orientation 

___ EDAL 520  Foundations of Educational Leadership 

___ EDAL 560 K-12 Law 

___ EDAL 565 Leadership for SDA Education 

___ EDAL 570  Principles of Educational Supervision 

___ EDAL 635 Human resources Administration 

___ EDAL 645  K-12 Educational Finance 

___ EDAL 664 Elementary School Leadership 

___ EDAL 665 Secondary School Leadership 

___ EDAL 670 Technology for Leaders 

___ EDCI____ (Course name) _________________________________ 

___ EDFN 500 Philosophical Foundations of Education and Psychology 

___ EDRM 505 Research Methods in Education and Psychology 

___ LEAD 525  Public Relations: Community Partnerships 

 

CLEARANCE FOR INTERNSHIP EXPERIENCE (Appendix XXX document): 

___Is signed and attached  

 ___Is not signed and/or is not attached 

 

RECOMMENDATION (check): 

___Ready for internship   

___Not ready for Internship 

Comments: 

 

__________________________________________________    _________________________ 

Signature of Student       Date 

 

__________________________________________________    _________________________ 

Signature of Internship Coordinator     Date 
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        Appendix C.7 

Andrews University 

Leadership and Educational Administration Department  

K-12 Educational Administration 

K-12 EDUCATIONAL ADMINISTRATION INTERNSHIP AGREEMENT 
between  

Andrews University  
and 

____________________________ 
(District, Conference, Union or School)  

 

I. PURPOSE OF AGREEMENT 

District/conference agrees to allow Andrews University to place students in its school(s) for the 

purpose of providing K-12 Educational Administration Internship experiences.   

II. TERM OF AGREEMENT 

This agreement shall become effective as of (date agreed upon) _____________ and shall 

continue thereafter until terminated.  Either party may terminate the agreement, with or 

without cause, by providing sixty (60) days written notice of termination to the other party.  If 

the agreement is terminated in the middle of an internship experience, the student will be 

permitted to complete the internship experience on the same terms and conditions as 

contained in this agreement, unless the reason for the termination of the agreement is 

attributable to the bad behavior of the intern.   

III. SELECTION OF ANDREWS UNIVERSITY K-12 EDUCATIONAL ADMINSTRATION INTERNS 

1.  Interns shall have met all requirements for entry to the internship program, as 

applicable. 

2.  Andrews University interns shall be placed in a district/conference school only after a 

preliminary interview with the cooperating school principal that results in acceptance by 

the school principal. 

IV. UNIVERSITY RESPONSIBILITES 

1.  Andrews University shall plan and administer the educational program for its interns, 

including submitting requests for intern placements in a timely fashion. 
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2.  When requesting consideration for the placement of an intern, Andrews University shall 

provide the school with specific information regarding the schedule, scope and 

sequence of the related experience. 

3.  Near the beginning of each internship the university shall provide the school with the 

objectives for the experience and the standards for assessing the intern’s participation. 

4.  Andrews University shall maintain all educational records and reports relating to the 

program completed by individual interns during their internships.  The 

district/conference school shall have no responsibility respecting the same other than 

agreed upon reports written and submitted by the supervising principals.  These reports 

are necessary to the university’s monitoring and evaluating progress of the interns.   

5.  All interns enrolled in an internship shall be assigned to a university internship 

coordinator who shall periodically monitor the intern’s progress. 

6.  Andrews University shall have full responsibility for any disciplinary proceedings 

regarding an intern and shall conduct the same in accordance with university policy. 

7.  Andrews University shall advise interns of their responsibility for complying with all 

district/conference school rules and regulations which pertain to them. 

V. DISTRICT/CONFERENCE, SCHOOL RESPONSIBILITES 

1.  The above named district/conference school is fully responsible for its operations and 

this agreement in no way confers upon Andrews University the right to possess, to use, 

or to control any of the district/conference school property or operations.  The 

district/conference school shall provide qualified supervision of Andrews University 

interns during their internship programs.   The school/district shall ensure that proper 

supervisory procedures are followed, complete with adequate and timely evaluation 

and communication both to the intern and the university coordinator. 

2.  Selection of specific principals who shall serve as supervising principals is made by the 

participating district/conference school in collaboration with the Andrews University 

Educational Administration intern coordinator.    

3.  The district/conference school shall inform intern of all rules and regulations which 

pertain to them and provide them with all appropriate handbooks, curriculum guides 

and policies.  Intern shall follow all rules and regulations established by the 

district/conference school.  Andrews University shall notify each intern who is engaged 

in an internship of the content of this paragraph. 
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4.  The district/conference school agrees that in the event of a strike or work stoppage the 

intern shall remain neutral and confer with his/her university coordinator. 

5.  The school agrees to provide, to the extent feasible, an administrative environment 

which facilitates the best learning experience possible for the intern.   

VI. GENERAL PROVISIONS 

1.  Andrews University agrees to indemnify and hold the district/conference school 

harmless from and against any and all claims, costs, actions, causes or actions, losses or 

expenses (including reasonable attorney fees) resulting form or caused by the actions or 

omission of Andrews University, its employees and students pursuant to this 

Agreement.  The district/conference school agrees to indemnify, and hold Andrews 

University harmless from and against any and all claims, costs, actions, causes or action, 

losses or expenses (including reasonable attorney fees) resulting from or caused by the 

actions or omissions of the district/conference school or its employees pursuant to this 

agreement. 

2. Andrews University interns shall not be deemed to be employees of the 

district/conference school or of Andrews University for purposes of compensation, 

fringe benefits, worker’s compensation, unemployment compensation, minimum wage 

laws, income tax withholding, social security or any other purpose, because of their 

participation in the internship program.  Interns are placed with the district/conference 

school to participate in the internship as a part of his/her academic curriculum; those 

duties performed by an intern are not performed as an employee, but in fulfillment of 

these academic requirements and are performed under supervision.  At no time shall 

intern replace or substitute for any employee of the district/conference school.  This 

provision shall not be deemed to prohibit the employment of any such intern by the 

district/conference school under a separate employment agreement for separate or 

additional duties.  Andrews University shall notify each intern of the contents of this 

paragraph. 

3. Each party shall be separately responsible for compliance with all laws, including anti-

discrimination laws, which may be applicable to their respective activities under this 

program. 

4. Each party shall have the right and professional obligation to terminate an intern 

assignment, for cause, at any time. 

5. This agreement is intended solely for the mutual benefit of the parties hereto, and there 

is no intention, express or otherwise, to create any rights or interests for any party other 
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than the school and Andrews University; without limiting the generality of the 

foregoing, no rights are intended to be created for any student, parent or guardian of 

any student, employer, or prospective employer of any student.   

6. In the performance of their respective duties and obligations under this agreement, 

each party is an independent contractor, and neither is the agent, employee or servant 

of the other, and each is responsible only for its own conduct.  The Agreement is for the 

purpose of providing educational opportunities for intern and is not a joint venture for 

the profit of either party. 

 

7. This agreement constitutes the entire agreement between the parties regarding 

internships for interns. All prior discussions, agreements and understandings, whether 

verbal or in writing, are hereby merged into this agreement. 

8. No amendment or modification to this agreement, including any amendment or 

modification of this paragraph, shall be effective unless the same is in writing signed by 

both parties. 

 

IN WITNESS WHEREOF, The parties execute this agreement. 

ANDREWS UNIVERSITY     DISTRICT/CONFERENCE  

____________________________________  ______________________________ 

School of Education - Dean    District/Conference, school - Official 

 

____________________________________  ______________________________ 

Date of Signature     Title of Official 

     

 

____________________________________  ______________________________ 

Intern Coordinator     Date of Signature 

         

    

____________________________________   

 Date of Signature     
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Appendix C.8 
Andrews University 

Leadership and Educational Administration Department  

K-12 Educational Administration 

INTERNSHIP ACTIVITY LOG 
 

Month_______________________________ 

 

Date ACTIVITIES Sign 

in 

Sign 

out 

Total 

time 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Total Hours for the Month  

Total Internship hours to date  

 

__________________________________________   _________________________ 

Student Intern        Date 

 

__________________________________________  _________________________ 

Mentor (Supervising Principal)     Date 
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Appendix C.9 
Andrews University 

Leadership and Educational Administration Department  

K-12 Educational Administration 

Evaluation of Supervision 
 

Name of Student Intern: __________________________________________________ 

 

Name of Mentor:  __________________________________________________ 

 

Placement Location:  __________________________________________________ 

 

Date:    __________________________________________________ 

 

Instructions: Identify your choice for each item by placing an “X” in the appropriate column. 

  

               Mostly Yes Sometimes Not Much 

 

My Understanding of the purpose of an internship 

was made clear before I began my internship             _______ _______ _______ 

 

All procedures expected of me were explained as needed  

                   _______ _______ _______ 

 

I felt free to ask for assistance and guidance when  

Uncertain, without fear of punitive consequences             _______ _______ _______ 

 

Individual supervision focused on my development as 

a school principal                 _______ _______ _______ 

 

I had the opportunity to participate in a variety of 

Professional activities                 _______ _______ _______ 

 

I had the opportunity to observe and learn from other  

professionals in their work, during group meetings, and  

in one on one settings                 _______ _______ _______ 

 

I had the opportunity gain greater knowledge and  

awareness of tools, and professional literature.             _______ _______ _______ 
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Instructions: Use a sentence or two to describe your response to each f the following statements: 

 

What I valued most during my internship 

was:________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

______________________________________________________ 

 

What I would have wanted to change  

was:________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

______________________________________________________ 

 

Evaluation of my  

supervisor:___________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

______________________________________________________ 

 

 

_____________________________________________ ____________________ 

Intern’s Signature      Date 

 

_____________________________________________ ____________________ 

Mentor’s Signature      Date 

 

 

Note: The intern should sign this “Evaluation of Supervision” form and have his/her mentor sign it 

also. Then give the mentor a copy. Also provide a copy to your internship coordinator. 
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Appendix C.10 

Finger Print Request Form 

Application Information 

 

All Fields Required 
 

 

Name: ______________________________________________________________________________ 

 

Last:_____________________________ First:______________________ Middle Initial:____________ 

 

Sex: __________Race: ________Eye Color: ____________Hair Color: __________Height___________ 

 

Weight:__________ Date of Birth: ________________Place of Birth: ___________________________ 
Year/Month/Day 

 

Address:______________________________________ 

 

_____________________________________________ 

 

Phone: _______________________________________ 

 

 

 

 

 

 

Requesting Agency Information 
 

Agency ID:  11029E            Agency Name: Andrews University 
CPE 

 

 

 

 

 

 

 

 

 

 

 

Date Fingerprinted:__________ ________________ Type of ID Presented:_________________________ 

Bill:_________ Paid:__________ Cash:____________ or Check:______________ Initial:______________ 
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Appendix C.11 
Andrews University 

School of Education 

Candidate Disposition Evaluation  

 

Candidate’s Name:   ID:  

Program:  Department:  

Academic Level:  Program Gateway:  

Evaluating  Teacher/ 

Faculty/Department:  Date:  

 

Instructions: This form is intended to provide a summary of each candidate’s professional dispositions at various 

times or gateways in the candidate’s program.  Dispositions are defined as professional attitudes, values, and 

beliefs demonstrated through both verbal and non-verbal behaviors that support student learning and 

development as educators interact with students, families, colleagues, and communities. Use the following scale 

to evaluate the candidate on his/her professional dispositions:  

 

Rating Scale: 

5. Exceptional – The candidate appears to have incorporated the professional dispositions delineated in 

professional, state, and institutional standards into his/her own personal values.  He/she relates with students, 

clients, families, colleagues, and communities in ways that reflect the highest expectations described by each 

disposition.  The candidate recognizes when adjustments need to be made and is able to develop plans to do so.  

4. Proficient – The candidate has a thorough understanding of the professional dispositions delineated in 

professional, state, and institutional standards, and his/her work with students, families, colleagues, and 

communities reflects this understanding.  The candidate can generally recognize when adjustments need to be 

made and is able to develop plans to do so. 

3. Satisfactory – The candidate is familiar with the professional dispositions delineated in professional, state, 

and institutional standards, and his/her work with students, families, colleagues, and communities reflects these 

professional dispositions. 

2. Emerging – The candidate is becoming aware of the professional dispositions delineated in professional, 

state, and institutional standards, and is beginning to display them in his/her work with students, families, 

colleagues, and communities. 
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1. Unsatisfactory – The candidate is not familiar with professional dispositions delineated in professional, state, 

and institutional standards.  He/she does not model these professional dispositions in his/her work with 

students, families, colleagues, or communities. 

 

n/o. Not Observed – Behaviors related to this disposition were not observed in the candidate. 

 

Circle the appropriate number for each item  

The educational professional . . .      
 

1. Believes that all students can learn by 

• Showing respect 

• Supporting incremental learning 

• Speaking often of students’ ability to learn 

• Ensuring that each student is given reasonable opportunities to learn 

• Supporting teachers in their efforts to help students learn 

• Showing patience and seeking support for even the most difficult 

student, or for teachers who are dealing with them 

5 4 3 2 1 n/o 

2. Values fairness by  

• Demonstrating equitable treatment of others 

• Seeking to understand others’ needs 

• Trying to respond to requests 

• Showing no discrimination 

• Using consistent processes and policies to ensure fair treatment of 

others 

5 4 3 2 1 n/o 

3. Values respectful communication by 

• Using appropriate oral or written communication skills 

• Listening thoughtfully to others’ views, including opposing ones 

• Modifying writing and speaking to be more accurate and effective 

• Using appropriate tone and affect in communication 

• Demonstrating appropriate levels of self-disclosure 

• Interacting positively with others, with corresponding body language 

• Initiating communication to resolve conflict 

5 4 3 2 1 n/o 

4. Values diversity by 

• Building trust between students and colleagues  

• Interacting in ways that recognize the worth of all individuals 

• Validating the uniqueness and strengths of each individual 

• Soliciting those who may be under-represented 

• Welcoming and trying to understand diverse views to gain a more 

comprehensive understanding 

• Using diverse views and differences to facilitate group growth 

5 4 3 2 1 n/o 
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5. Recognizes personal leadership responsibility by 

• Being aware of one’s positional and personal influence on others 

• Taking initiative 

• Following up well 

• Developing one’s own voice and opinion  

• Planning, prioritizing tasks, and managing time effectively 

• Pursuing excellence for self and others 

• Demonstrating flexibility 

5 4 3 2 1 n/o 

6. Values personal and professional growth by 

• Seeking opportunities to learn new skills and knowledge 

• Wanting to improve performance 

• Seeking and using feedback 

• Demonstrating spiritual, physical, mental, and emotional balance 

• Securing and using a range of personal and professional resources 

(books, internet, articles, etc) 

• Reflecting on professional experiences 

5 4 3 2 1 n/o 

7. Is committed to inquiry 

• Manifesting inquisitiveness and academic curiosity 

• Asking questions 

• Soliciting opposing views 

• Tracking down information 

• Engaging in research (primary and secondary) 

5 4 3 2 1 n/o 

8. Is committed to service by 

• Engaging in activities that will benefit others 

• Seeking to understand others’ needs 

• Trying to respond to requests 

• Being involved in professional organizations 

5 4 3 2 1 n/o 

 

 

 

 

 

 

 

 

 

 

 

 


