CORTLAND ENLARGED CITY SCHOOL DISTRICT

Administrative Internship Procedures
1. Purposes
a. The following procedures have been developed to provide general guidance for the Cortland Enlarged City School District school administrative intern program.  The purpose of this program is to provide uniform field experiences for prospective administrators as part of a graduate program leading to administrative certification.

b. An administrative internship is designed to fill two purposes.  First, it should be a carefully planned set of field experiences to properly prepare an administrative intern for a position of administrative leadership and help meet the requirements for an initial administrative credential.  Second, the internship must benefit the Cortland Enlarged City School District and not merely be the final step in a candidate obtaining an administrative credential.

2. Application Procedures
a. Prior to applying for acceptance into the intern program, the candidate should discuss his/her intentions of completing an internship with his/her immediate supervisor.  Candidates desiring to do an administrative internship in the Cortland Enlarged City School District must obtain an application form from the personnel office.  The application form must be accompanied by a letter explaining the candidate’s qualifications and personal educational goals for the future, and the candidate’s college or university internship plan.  All applications for administrative internships are to be submitted to the personnel office by February 1 for internships to begin in September and by September 1 for internships to begin the second semester.

3. Candidate Qualifications
a. Any person desiring to complete an administrative internship in the Cortland Enlarged City School District should meet the following criteria:

1) Must have completed a master’s degree.   

2) Be enrolled in a college or university program designed to satisfy the administrative certification requirements for New York State.

3) Must be a tenured employee in the district.  
4) Must have demonstrated the following:

(a) Effective teaching skills.

(b) Leadership potential through professional or community activities.

(c) Above average academic credentials.

(d) Organizational skills.

(e) Cooperation with students, parents, certificated and classified staff.

(f) Effective oral and written communications.

4. Approval of Internship:

a. Intern applications will be considered in relation to the following:

1) Projected needs of the Cortland Enlarged City School District.

2) Review of candidate’s academic preparation.

3) Review of the quality of the candidate’s educational experiences.

4) Candidate’s potential for growth or change.

5) Recommendations from at least two colleagues and the current building principal.

6) Candidate’s personal education goals for the future.

7) The candidate’s college or university internship plan.

b. The Leadership Council will review applications biannually during their September and October meetings and make recommendations to the Superintendent.  Each applicant will be notified by the personnel office of the status of his/her application by October 1 for internships to begin second semester and by March 1 for internships to begin in September.

5. Intern Positions
a. No more than three internships will be approved for the same time period (one elementary, one secondary, one district office or special education).

6. Supervisor Responsibilities
a. The supervising principal or program supervisor shall be responsible for ensuring that interns are provided learning experiences in all areas of the field experience activities.  The principal or supervisor will meet with the intern to select appropriate activities and establish a recommended calendar for completion of the various field experiences.

b. Any district principal or supervisor has the right not to accept an intern in  his/her building or program.  Interns will only be placed in internships with experienced (tenured) principals or supervisors.

7. Intern Responsibilities
a. The administrative intern will be responsible for meeting all school, district and college requirements.  Because the program is offered for the benefit of the intern, it is expected that the intern’s classroom preparation will be outside the school day.  Time not spent in actual classroom instruction should be devoted to internship responsibilities.  Interns by the nature of the program, must spend time beyond the regular school days as requested by the supervising principal and shall receive no monetary compensation for additional time resulting from working on internship programs and activities.

8. Length of Internship
a. An administrative internship shall generally be the length of one school year.  However, the committee may consider other kinds of internships (i.e., summer school program, etc.) or may recommend or approve extending an internship beyond one school year.

9. Administrative Assignments
a. The Cortland Enlarged City School District does not assume any responsibility of commitment to the placement of the intern into administrative positions following completion of the internship and the awarding of an administrative certificate.
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