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Leadership in Educational Administration

Internship Proposal Template
Intern: Stacy Theien-Collins Position: Student Services Coordinator/Administrative Intern Internship Dates: From January 7, 2013 to June 14, 2013
Supervisor: Janet Mohr Title: Superintendent
School: Crosswinds Arts and Science
Elementary  FORMCHECKBOX 
 Middle  FORMCHECKBOX 
 Senior  FORMCHECKBOX 
 Public  FORMCHECKBOX 
 Private  FORMCHECKBOX 
 Charter  FORMCHECKBOX 

Internship Location/City, State: Woodbury, MN
Use the Internship Proposal Guide to develop your Intern Activity Plans with your principal/supervisor. After you have developed your intern activity plans, copy and paste each Intern Activity Plan from the Internship Proposal Guide to this document and attach in Unit 1, u01d2 discussion. You will receive feedback from the internship instructor.

You will submit your final version of your Internship Proposal (using this document) in Unit 2, u02a2 assignment, after the conference call with your principal/supervisor and instructor. The Internship Proposal you submit in Unit 2 must document the changes and edits made to your draft Internship Proposal during the conference call. Do NOT submit your final Internship Proposal in Unit 2 until after the conference call is conducted.

Vision Development
Artifact: [Write a memo to your principal summarizing your actions in developing a vision for your school, or summarizing your plan for how to effectively develop a vision at an “ideal school”.

Components Required: Collect, interpret, and analyze school data. Involve members of the school community in the development of the school’s vision. Outline steps or actions that will take place when developing the school vision.]
Intern Activity Plan: Participate as a member of the Educational Leadership team.  I will collect, interpret and analyze school level data and collaborate with stakeholders to review the vision development process that was completed last spring 2012.  In the analysis, I will articulate my plan for effective vision development as a result of experiencing the process.  I will use the analysis as a reflection: what elements were successful and efficient and would be utilized in my leadership? What elements may I do differently?   I will use this reflection activity as a way to outline steps I would take in developing a school vision.
Vision Articulation 

Artifact: [Write a memo to your principal summarizing your actions in articulating a vision for your school, or summarizing your plan for how to effectively articulate a vision at an “ideal school.”]
Intern Activity Plan: As a member of the school community where I am interning, articulating a vision created through the strategic planning process in 2012 will be done in collaboration with the educational leadership team.  I will, as a member of that team assist in presenting the vision statement to stakeholder groups.  

The articulation of the vision statement will be done through all modes of communication; face to face, written, electronic, social media, etc.  In an effort to make sure stakeholders are working toward a common vision, communication regarding the vision will be intentional. 

Vision Implementation

Artifact: [Write a memo to your principal summarizing your actions in implementing a vision for your school, or summarizing your plan for how to effectively implement a vision at an “ideal school.”]
Intern Activity Plan: My planned activity for vision implementation is to participate as a member of both the educational leadership team and the college and career readiness site team where I will collaborate with stakeholders to meet the demands and expectations of alignment of programs, practices, resource allocation, etc to the vision.  My plan will be to utilize through a shared decision making process that demand accountability and alignment to the vision.
Vision Stewardship 
Artifact: [Write a memo to your principal summarizing your actions in stewarding a vision for your school, or summarizing your plan for how to effectively steward a vision at an “ideal school.”]
Intern Activity Plan: I will specifically steward the vision in the school’s work related to college and career readiness as a member of the College and Career Readiness site team.  Specifically maintain momentum of the work related to the school vision (Wilmore, 2002).  I will work with the team to create a process where our work along the way is checked against the school vision.  All decisions, programming offerings, policy, etc need to be checked and measured against the vision of the school.  I will work collaboratively with the College and Career Readiness leadership team to create a process of aligning the work to the vision, reflection on the process, policy and decisions.  Essentially, a process to affirm that the vision is present in our work and through reflection change is occurring as necessary. 
Vision Collaboration

Artifact: [Write a memo to your principal summarizing your actions in collaboratively realizing the vision for your school, or summarizing your plan for how to effectively involve stakeholders in realization of the vision at an “ideal school.”]
Intern Activity Plan: I will serve as a member of the collaborative educational leadership team (ELT) which includes representation from the stakeholder groups.  Their role is to using a model of shared decision making to align programs, policy and decisions to the school vision.  In addition, I will attend the Community Partnership Meetings.

Professional Growth Plan Development

Artifact: [Design/develop two professional growth plans:

· ONE that fosters instructional growth on the part of teachers, for a specific student learning need (might be all school, grade level or department). Include the following in your plan: 
· Description of student achievement data that drives the focus of the professional growth strategy.
· Description of faculty involvement in developing the plan.

· Description of professional growth strategy to be implemented.
· Description of training activities in which faculty will be involved.
· Description of principal actions, as the instructional leader, that will assist in making the comprehensive professional growth plan successful in improving/changing teaching habits.
· ONE that fosters instructional growth for YOURSELF, to develop and implement a personal professional growth plan that reflects a commitment to life-long learning.
No specific format is required for this personal professional growth plan.
You should consider a comprehensive professional growth plan as a plan containing at least three types of PD training activities, such as graduate courses, school-wide PD activities, book study, department or grade level PD activities, workshops, et cetera.
Submit your comprehensive professional growth plans to your principal/supervisor.]
Intern Activity Plan: 
My specific professional growth continues to be in observation and feedback that supports growth for teachers.  I will observe the school principal as he conducts learning walks (Walkthroughs) and teacher evaluations and provide specific feedback to staff.  I will also collaborate with staff to conduct learning walks and provide specific written feedback. My collaboration with faculty will include obtaining a group of volunteers willing to participate in learning walks, create a process to conduct learning walks and an agreed upon form and process for feedback.  We will utilize student data to determine what instructional strategies or processes in which the faculty member wants feedback through the learning walk.  

 I will learn and utilize a specific learning walk framework that guides the learning walk and frames the feedback for the teacher.  The principal will guide the process by modeling learning walks and written and verbal feedback.  I will continue to utilize professional readings and sample learning walk frameworks to gain information on learning walks, feedback to staff, and best practice structures for learning walks.  

My second professional goal is related to master scheduling at both the elementary and secondary level.  I have had limited experience with master scheduling at the secondary level and no experience at the elementary level.  I will work directly with the principal of the secondary and elementary school to complete a master schedule.  
Promoting School Culture by Meeting the Needs of Diverse Students
Artifact: [Develop a PowerPoint presentation (10–15 slides containing NOTES for each slide to explain the content) highlighting your work with English Language Learners (ELL) and Special Education (SPED) students and their teachers. Provide specific details of your work with these student groups. Highlight new learnings and/or insights that you gained through these activities and experiences. Share your PowerPoint presentation with your principal or supervisor.]
Intern Activity Plan: Create a power point that highlights my work in special education, specifically implementation of co-teaching for special education and ELL services.  Highlights will include planning and facilitation of professional development, as well as the scheduling to meet student needs, and creating conditions of support and accountability for all staff.  

Operations Management
Artifact: [Submit two memos to your principal/supervisor. Write:

· ONE memo to your principal/supervisor describing the resource allocation issue being addressed, summarizing the group processing skills and consensus-building skills that you used, and reflecting on the success level achieved to allocate the resources. If any legal or security issues are involved, describe how you addressed.

· ONE memo to the staff (does not need to be distributed to staff) that communicates: the resource allocation issue being addressed, summarizing the group discussion and resolution to the conflict, and how the resources will be allocated.]

Intern Activity Plan: I will assist in the budgeting process and resource allocation planning for the integration revenue for the remainder of the 2012-2013 school year. With allocations to Crosswinds Arts and Science School, I will lead a process with the leadership team for program prioritization to guide resource allocation related to the vision for programming.  In addition, a memo will be written and presented to the principal communicating the collaborative process to allocate the resources as well as a conflict resolution process as well as the outcomes of the process.
Community Interests and Needs
Artifact: [Develop a plan recommending an action that takes into consideration diverse school and community conditions to improve an existing school program, based on assessment strategies/student data, on behalf of students with special and/or exceptional needs. Students may be special education, gifted and talented, underachievers/at risk, English language learners, ethnic groups, or low socio-economic status (or others as pertains to your school). Your plan must include the involvement of a community member.]
Intern Activity Plan: Observe AVID programming as a practice for supporting at-risk and underrepresented students in supporting them in college readiness. I will collect and analyze data of student achievement for students in AVID and review with the college and career readiness site team.  Use the data to articulate necessary next steps for growth in the AVID classes
Integrity (*To be completed in ED7902)
Artifact: [Summary of survey results and self-analysis of responses, highlighting the area of integrity represented by respecting for the rights of others with regard to confidentiality and dignity, and engaging in honest interactions. Use the following headings to provide required information:
Participants:
· Identify the role/position of those that were provided a survey to complete, as well as, the total number of people that returned a completed survey.

Data Tabulation and Summary:

Attach the survey tabulations indicating the number of participants who responded to each of the four responses for each survey item.
· Summarize the general “reaction/responses” of each section of the survey:

· Interactions with Faculty and Staff.
· Interactions with Students, Parents and Community Members.
· Communication.
· General Characteristics.
· Open Response.
Reflection:

· Reflect upon the impressions of your ethical modeling by those who completed the survey. 

· What did you learn about your integrity; respect for the rights of others with regard to confidentiality and dignity, and your honest interactions with others, from the survey responses?
· How will you use/apply your insights on your integrity?]
Intern Activity Plan: [Disseminate the survey on ethical conduct and integrity in decision-making provided in ED5902 courseroom (Integrity and Fairness Survey), tabulate and summarize the data, and finally reflect on the results.] 
Fairness (*To be completed in ED7902)
Artifact: [Write a reflection on your ability to combine impartiality, sensitivity to student diversity and ethical considerations in your interactions with others.]
[Then, write your thoughts on how you will further develop these personal skills/qualities.]
Intern Activity Plan: [(see Integrity) Review your summary of the survey data, self-analysis and reflections on your ethical behaviors (Integrity and Fairness Survey).]
Ethical Behavior
Artifact: [Provide descriptions of real-life scenarios or case studies discussed with your principal/supervisor, summarize the discussion, and share alternative decisions that would make the outcome more ethical.]
[A scenario is available/provided, if needed. Go to Resources in u01s2- Ethical Behavior Scenario.]
Intern Activity Plan: As the special education coordinator, situations in advocacy for students with disabilities arise that must be addressed with ethical decision making as a regular consideration.  I will reflect on at least 2 scenarios, for considerations of ethical practice.  Specifically, confidentiality, discipline, transitions, working with IEP teams when there is disagreement, etc
Influence the Larger Context

Artifact: [Write a memo to your principal summarizing your actions in collaborating with students, parents, teachers and/or other members of the community, and recommending an improvement to an existing policy or program at your school. 

You may consider the term policies with flexibility. You have the latitude to use “policy, practice, program or procedures” as you develop a plan for your school. 

Use the following definitions for this activity: 
· Stakeholders: Internal and external groups
· School community: Internal/ students, parents, teachers, non-certified staff and administrators.

· Community: External/ businesses, constituents, council members, religious, higher education, politicians/legislatures, et cetera.]
Intern Activity Plan: As a member of these two teams; college and career readiness and educational leadership team, I will participate in reflection of programming with stakeholders to make necessary adjustments in programming or policy to support student success.  For example, AVID is currently reviewing program structure, staffing and tutorial process strategies, as well as parent engagement and site team preparedness.  Programming changes will result from these activities.  
Respond to the Larger Context
Artifact: [Newspaper article, website posting, letter to parents, or school newsletter article that communicates an issue or (potential) change in school environment. This communication must include information about the dialogue with representatives of diverse community groups. This may be written from the perspective of an ideal or hypothetical “ongoing dialogue” that you believe should take place.]
Intern Activity Plan: I will present the information to various stakeholders through verbal and written communication.  I will post updates about the school improvement plan strategies to stakeholders through the website, staff meetings and parent council meetings.  
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