
 

Internship Guide 
 

Path to Leadership Program Mission 
The mission of the Path to Leadership Program is to prepare and develop practitioners through teaching, 
research, and service in the areas of educational administration, curriculum and supervision. The program 
strives to promote the values, knowledge and skills needed to renew and improve public and private schools in 
contemporary society. Development of interpersonal competence and integrity as well as professional 
expertise are fundamental goals of this program.  
 
Path to Leadership Program Goals 

1. To develop candidate's skills in planning, organizing, coordinating, directing and evaluating educational 
programs. 

2. To assist candidates in becoming leaders and facilitators of educational change. 
3. To provide candidates with the skills to plan and implement effective solutions to educational problems. 
4. To provide candidates with the skills necessary for effectively communicating and working with all 

education stakeholders. 
5. To develop candidates sense of ethical practice and commitment to continued professional 

development. 
6. To develop candidates who understand and respect the diverse nature and needs of all children, their 

families, and communities. 
7. To develop candidates who know how to assess and use effectively the tools of technology, research 

and data, and community resources to create effective and safe schools. 
 
Path to Leadership Program Standards  
Based upon the Program Standards for Preparation of School Principals 
 
Standard 1: Planning and Assessment to Facilitate a Vision of Learning 
Candidates who complete the program are educational leaders who promote the success of every student by 
facilitating the development, articulation, implementation, and stewardship of a vision of learning that is 
shared and supported by all stakeholders. 
 
Standard 2: School Culture and Instructional Leadership 
Candidates who complete the program are educational leaders who promote the success of every student by 
advocating, nurturing, and sustaining a school culture and instructional program conducive to student learning 
and staff professional growth. 
 
Standard 3: Organizational Management and Safety 
Candidates who complete the program are educational leaders who promote the success of every student by 
ensuring management of the organization, operations, and resources for a safe, efficient, and effective 
learning environment. 
  
Standard 4: Collaboration with Families and Communities 
Candidates who complete the program are educational leaders who promote the success of every student by 
collaborating with faculty and community members, responding to diverse community interests and needs, and 
mobilizing community resources. 
 
 



Standard 5: Professional Standards and Ethics 
Candidates who complete the program are educational leaders who promote the success of every student by 
acting with integrity, fairness, and in an ethical manner. 
 
Standard 6: The Larger Political, Social, Economic, Legal and Cultural Context 
Candidates who complete the program are educational leaders who promote the success of every student by 
understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context. 
 
Standard 7: Integration and Effective Use of Technology 
Candidates who complete the program are educational leaders who understand and comprehensively apply 
technology to advance student achievement.  
 
Internship Outcomes 
The purpose of the internship in Educational Leadership is to provide the intern with an opportunity for in-
depth, varied and continuous administrative experience in a school setting. These experiences will enable the 
intern to: 

1. Apply the knowledge and skills acquired through his/her study and previous experience to actual 
problems, challenges, and day-to-day administrative duties; 

2. Integrate the concepts and skills from various prior learning experiences and focus them in appropriate 
situations; 

3. Participate in the routine administrative functions of the school. 
 
The ideal internship will include a combination of the routine with the challenging, the disappointing with the 
rewarding, and the discouraging with the satisfying. The goal is to provide professional growth experience that 
is as close as possible to the complexity of real world school and school district leadership. 
 
Internship Prerequisites  
Field experiences are required for all administrative certification programs in the state of Michigan. The 
minimal requirement for the initiation of the Internship is the completion of the Program Standards for 
Preparation of School Principals as measured in the following program modules (as applicable): 

I. Creating an Inclusive Culture and Environment for Learning 
II. Visionary Leadership for Educational Change and Improvement 
III. Elements and Evaluation of Highly Effective Instruction 
IV. Improving Instructional Programs and Learning for all Students 
V. Creating a Safe and Orderly Environment for Student Learning 
VI. Principles of Public School Law 
VII. Using Technology to Drive Educational Change and improvement 

 
General Internship Requirements  
The Internship includes a minimum of 400 clock hours of administrative experience in either an elementary or 
secondary public school setting. Interns are expected to fulfill this contractual agreement along with the site 
supervisor(s) and the Michigan Association of Secondary School Principals (MASSP), even if more hours are 
necessary than originally anticipated. 
 
Initiating the Internship 

1. The intern will discuss and complete the application information (included in this guide) with the Path 
to Leadership Coordinator at least one semester before he/she plans to initiate the internship. 

2. Together, the intern and Path to Leadership Coordinator will determine the site and specific 
experiences, which will best achieve the intern's work toward competency of the standards and goals. 

3. Together, the Path to Leadership Coordinator, Site Supervisor and intern will agree on the Internship 
requirements and schedule. 

4. The Path to Leadership Coordinator will review and notify the intern, in writing, of the approved 
starting date. 

 



Internship Responsibilities 
Subsequent to the approval of the Internship, the intern is responsible for: 

1. Maintaining all necessary written records of the Internship experiences (a guide outlining the required 
information contained in this handbook). 

2. Maintaining regular communications with the Site Supervisor and Path to Leadership Coordinator and 
providing him/her with all necessary forms and materials. 

 
Failure to carry out all Internship responsibilities may result in termination of the Internship experience or, at 
the discretion of the Path to Leadership Coordinator, a necessary extension of the time spent at the Internship 
sites in order to effectively meet the competencies and goals of the Internship. 

 
Roles of the Path to Leadership Coordinator and Site Supervisors 
Each intern will have two supervisors for each field experience. They are the Site Supervisor and the Path to 
Leadership Coordinator. The Site Supervisor is a certified/licensed tenured school principal, at the location the 
Intern will be completing the field experience. The Path to Leadership Coordinator is an individual who has 
previously been a successful school principal, superintendent, or other applicable school administrator. 
 
The Site Supervisor's responsibilities are: to assist the Intern in preparing the portfolio of proposed 
administrative requirements that address the Michigan standards and guidelines; to mentor the Intern through 
the competency requirements during the field experience; to meet with the Path to Leadership Coordinator 
and the Intern as required; and to complete sections on the Intern's log as appropriate. 
 
The primary responsibility of the Path to Leadership Coordinator is to oversee and verify that the Intern 
successfully completes all of the required Michigan administrative intern's competencies while the Site 
Supervisor is mentoring the intern. 
 
Benefits of Being a Site Supervisor  
Choosing to serve as a Site Supervisor is a voluntary position, however, there are many benefits to those who 
choose to share their knowledge – including the opportunity to give back to your profession as well as 
contribute to your own professional growth.   
 
All Site Supervisors will be given a one-time $50 discount toward any MASSP professional development 
opportunity. Site Supervisors also will receive a Letter of Gratitude from MASSP for his/her professional 
portfolio. Additionally, those who wish to earn SB-CEUs* will be granted the opportunity based upon 
completion of a Site Supervisor log and total number of hours counted. (*Pending MDE approval.)  
 
Competency Areas for Field Experiences 
Administrators typically assume responsibility for a wide variety of activities. These responsibilities involve the 
day-to-day operation as well as the growth and development of the school/organization. 
 
As previously described, the purpose for field experiences is to provide the interns with experience and 
involvement in a wide range of activities typical of educational administration. While few interns will have the 
opportunity to experience every administrative duty, it should remain the goal of every intern seek the most 
comprehensive field experiences as possible. 
 
All prospective school leaders must have developed adequate levels of school administrative proficiency in 
order to become certified as school administrators. Hence, the Michigan Department of Education (MDE) 
developed standards for the seven school administrative areas of responsibility to help ensure sufficient 
competence for aspiring school leaders. 
 

 
 



 
Internship Guides and Forms 
 
Standards‐Based Field Experience Log 
The attached document was devised to ensure that your field experience complies with the Program Standards 
for Preparation of School Principals. These experiences are not only intended to be standards‐based, but field‐
based, practical day-day administrative experiences. You must demonstrate competency in each of the seven 
standard areas upon completion of the entire internship experience (400 clock hours). These pages are 
designed to be used as your template and may expand as you need to add materials. It is suggested you 
make this document electronic and sharable with your Site Supervisor through either email, Google Docs or 
DropBox so that you may both edit it as necessary. It should also be shared with the Path to Leadership 
Program Coordinators for monitoring purposes. 
 
The Field Experience Log must address all seven of these standard areas, but necessarily each point. Each 
task should detail the following as appropriate. 
 
A. Action Planning 

a. Research, development, design, projections, and application of different planning techniques. 
b. Including the implementation and evaluation of the plans. 
c. Putting into practice, providing resources and other change agent roles. 

B. Reflection 
a. Self‐analysis of progress toward completion of standard 

C. Artifacts 
a. Documents and resources used that demonstrate completion of activity. 

 
Professional Portfolio 
It is important that the intern begin to collect and organize the documentation pertinent to the internship from 
the beginning. The development of the portfolio should be ongoing and not delayed until the conclusion of the 
administrative experience. The portfolio contains artifacts from the internship experience. Upon completion of 
the internship, it is presented to MASSP for review. Credit cannot be given for the internship until the portfolio 
is completed, submitted to and accepted by the Path to Leadership Coordinator. No passing grade will be 
reported until the portfolio has been accepted as "satisfactory" by the intern supervisor. 
 
Format for the Presentation of Portfolio Materials 
The following is a brief description of each of the sections to be included in the portfolio. For clarity and ease 
of review, each section should be separated, clearly marked, and conform to the format described. In all cases, 
original copies of forms (monthly reports, evaluation forms, daily logs, etc.) should be included in the portfolio. 
 
Section 1 – Title Page 
This page should include the following information: 

• Intern's Name 
• Intern's Title and Location of Internship 
• Dates of Internship 
• Area of Specialization 
• Name of Site Supervisor 

 
Section 2 – Table of Contents 
List and name all of the sections included in the portfolio. If pages are consecutively numbered, page numbers 
should be included. 
 
Section 3 – Internship Completion Statement 
The intern should prepare a page as follows: 



 
(Name of intern) has completed his/her internship and this final report has been reviewed and is acceptable. 
Signed: ____________________________________________  Date: _________________________________ 
 
Section 4 – Correspondence with MASSP 
Include all correspondence with the Path to Leadership Coordinator regarding the internship including a copy 
of the application. 
 
Section 5 – Field Experience Log 
Include a copy of the log kept throughout the internship documenting how each standard has been addressed.  
 
Section 6 – Artifacts Collected 
Include any artifacts from the internship experience. Each of the main Program Standards for Preparation of 
School Principals should be represented by AT LEAST one artifact. Therefore, a completed portfolio should 
contain at least seven artifacts, one for each standard. 
 
Section 7 – Miscellaneous Materials 
Include any materials, correspondence, documentation, etc. that does not seem appropriate for any of the 
previous sections but is pertinent to the internship. 
 
Portfolio Assessment Summary 
It is the intern's responsibility to provide the Path to Leadership Coordinator with a copy of his/her Field 
Experience Log and portfolio. The portfolio assessment is graded on a pass‐fail basis. Artifacts should best 
represent your work within that standard. Any work within a standard may have several artifacts when the 
process involves taking a single project from idea through completion. The intern should choose wisely which 
artifact will most effectively reflect their work within that particular standard. Having more artifacts does not 
necessarily make your portfolio better. The quality of the connection between the artifact and the standard is 
what intern should strive for. All artifacts must be developed by the intern or revised by the intern through the 
process and not merely on-file items from the school/district. 
 
These guidelines ensure a portfolio that is balanced in its reflection of the standards and the intern's work 
within each standard. This creates a useable document (not overly voluminous) for the intern when seeking 
future opportunities in educational leadership. 
 
Possible examples of artifacts that you have created may include: 

• A collaboratively developed vision and mission statement (including committee meeting notes) 
• Data collection and analysis indicating strengths and weaknesses in specific areas 
• Action plan outline centered around specific goals 
• Comprehensive detailed curriculum plan 
• Professional development plan that creates a motivating learning environment for interns 
• Documents supervising instruction/monitoring the implementation of best practices 
• Monitoring and evaluating the management and operational systems of the school/district 

(documentation of meetings attended indicating your role within the process) 
• Utilization of human and fiscal resources, through involvement in the budget process (documentation 

indicating your role) 
• Safety plan promoting welfare and safety of students and staff 
• Documentation of a collaborative effort between school and community and your role  
• Promote the use of the community's diverse cultural and intellectual resources (indicating your role in 

the development of a detailed parent‐community activity) 
• Self‐awareness of transparency and ethical behavior as indicated through reflection on daily logs 
• Plans for safeguarding democracy, equity, and diversity (character development training, student and 

teacher handbooks development, etc.) 
• Being an advocate for parents, children, and caregivers (development of a newsletter, etc.) 
• Influence local, regional, and state actions on learning (contacting outside policy makers) 



 

Appendix A – Module 9: Portfolio Assessment 
 
Module Summary: 
The internship provides significant opportunities to synthesize and apply the knowledge and practice to 
develop the skills identified in the Michigan Standards for the Preparation of School Principals through 
substantial, sustained, standards based work in the school setting.  
 
Internship Portfolio: 
Interns will: Complete a semester long 400 hour internship. The intern will: (a) apply the knowledge and skills 
acquired through his/her study and previous experience to actual problems, challenges and day to day 
administrative duties (b) integrate the concepts and skills from various prior learning experiences and focus 
them in appropriate situations (c) participate in the routine administrative functions of the school. The ideal 
internship will include a combination of the routine with the challenging, the disappointing with the rewarding, 
and the discouraging with the satisfying. The goal is to provide a professional growth experience that is as 
close as possible to the complexity of real world school and school district leadership. 
 
Assessment for Internship Portfolio: 
The Internship is graded on a pass-fail basis. Each of the seven main Michigan Standards for the Preparation 
of School Principals must be represented by an artifact collected in the portfolio. This artifact should represent 
the intern’s best work within that standard. Any work within a standard may have several artifacts when the 
process involves taking a single project from idea through completion. Interns should strive to develop the 
quality of the connection between the artifact and the standard. All artifacts must be developed by the intern 
or revised by the intern through the process. 
 
Standards-Based Rubric for Internship Portfolio: 
Subsequent to the approval of the Internship, the intern is responsible for: 

1. Maintaining all necessary written records of the Internship experiences, including a log. 
2. Maintaining regular communications with the Site Supervisor and Path to Leadership Coordinator and 

providing him/her with all necessary forms and materials. 
3. Failure to carry out all Internship responsibilities may result in termination of the internship experience 

or, at the discretion of the Path to Leadership Coordinator, a necessary extension of the time spent at 
the Internship sites in order to effectively meet the competencies and goals of the Internship. 
 

Internship Portfolio Scoring Rubric  
Component Unacceptable Acceptable Exemplary 
Internship 
Portfolio  
 

“FAIL” 
 
The intern’s 
internship portfolio 
assignment 9.0 does 
not provide contain 
artifacts that 
demonstrate 
application and 
mastery of standards 
in each of the 7 
required standards.  
Logs and/or 
documentation are 
incomplete, timelines 
were not met. 

“PASS” 
 
The intern’s internship 
portfolio assignment 
9.0 includes artifacts 
to support application 
of all 7 of the 
standards in the 
school setting.  The 
artifacts are created 
by the intern and 
were value added for 
the school. All logs are 
complete and all 
required paperwork 
and documentation is 
included. 

“PASS” 
 
The intern’s portfolio 
assignment 9.0 
meets the standard 
for Acceptable – 
plus, additional 
hours beyond the 
400 were 
documented. There 
were additional, 
quality artifacts to 
support the 
standards. 
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toPath Leadership
Michigan Association of Secondary School Principals

Internship Application

Last name:

Home address:

City:

City:

E-mail:

School:

Address:

Present certifications held:

Certifications you plan to earn:

Years of teaching experience:

Years of administrative experience:

Name of school district for intership:

Name of school:

Name of superintendent:

Name of site supervisor:

Title of internship position (if applicable):

- OVER -

Phone:

Title:

First name:

State:

State:

MI:

ZIP:

ZIP:

Alternative K-12 Administrator Certification



Description of plan for internship experience:

Explain the steps you have taken or plan to take to finalize your schedule:

Explain how your internship responsibilites will be beneficial to the school district:

Explain how you feel the internship will help you including your analysis of areas that require strengthening:

Intern’s Signature

Site Supervisor Signature

Program Coordinator Signature

Date

Date

Date

Anticipated schedule (school/work only):

Internship schedule:



Appendix A – Module 9: Portfolio Assessment 
 
Module Summary: 
The internship provides significant opportunities to synthesize and apply the knowledge and practice to 
develop the skills identified in the Michigan Standards for the Preparation of School Principals through 
substantial, sustained, standards based work in the school setting.  
 
Internship Portfolio: 
Students will: Complete a semester long 400 hour internship. The student will: (a) apply the knowledge and 
skills acquired through his/her study and previous experience to actual problems, challenges and day to day 
administrative duties (b) integrate the concepts and skills from various prior learning experiences and focus 
them in appropriate situations (c) participate in the routine administrative functions of the school. The ideal 
internship will include a combination of the routine with the challenging, the disappointing with the rewarding, 
and the discouraging with the satisfying. The goal is to provide a professional growth experience that is as 
close as possible to the complexity of real world school and school district leadership. 
 
Assessment for Internship Portfolio: 
The Internship is graded on a pass-fail basis. Each of the seven main Michigan Standards for the Preparation 
of School Principals must be represented by an artifact collected in the portfolio. This artifact should represent 
the student’s best work within that standard. Any work within a standard may have several artifacts when the 
process involves taking a single project from idea through completion. Students should strive to develop the 
quality of the connection between the artifact and the standard. All artifacts must be developed by the intern 
or revised by the intern through the process. 
 
Standards-Based Rubric for Internship Portfolio: 
Subsequent to the approval of the Internship, the intern is responsible for: 

1. Maintaining all necessary written records of the Internship experiences, including a log. 
2. Maintaining regular communications with the Site Supervisor and Path to Leadership Coordinator and 

providing him/her with all necessary forms and materials. 
3. Failure to carry out all Internship responsibilities may result in termination of the internship experience 

or, at the discretion of the Path to Leadership Coordinator, a necessary extension of the time spent at 
the Internship sites in order to effectively meet the competencies and goals of the Internship. 
 

Internship Portfolio Scoring Rubric  
Component Unacceptable Acceptable Exemplary 
 
Internship 
Portfolio  
 

“FAIL” 
 
The student’s 
internship portfolio 
assignment 9.0 does 
not provide contain 
artifacts that 
demonstrate 
application and 
mastery of 
standards in each of 
the 7 required 
standards.  
Logs and/or 
documentation are 
incomplete, 
timelines were not 
met. 

“PASS” 
 
The student’s 
internship portfolio 
assignment 9.0 
includes artifacts to 
support application 
of all 7 of the 
standards in the 
school setting.  The 
artifacts are created 
by the student and 
were value added for 
the school. All logs 
are complete and all 
required paperwork 
and documentation 
is included. 

“PASS” 
 
The student’s 
portfolio 
assignment 9.0 
meets the standard 
for Acceptable – 
plus, additional 
hours beyond the 
400 were 
documented. There 
were additional, 
quality artifacts to 
support the 
standards. 




