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                           BASIC STEPS AND TIMELINES

Step #1
Familiarize yourself with all materials located at www.njexcel.org . Login in at the "I/S Mentor Login". Refer to Module Syllabi EDL 0042 Module V-3 and Module V-3A for Internship description and examples of School-Based Internship activities. Also, set up a file for each Intern to maintain a record of communications, meetings, Planning and Approval Form, project, etc.
Step #2
Read the School-Based Internship Mentor Memorandum of Understanding and I-Mentor responsibilities thoroughly, and sign and return the Memorandum of Understanding as soon as possible to Wanda Grant (FAX 609-860-2999)
Step #3
In your first meeting with your Intern(s), you should get to know each other and begin to establish rapport and trust:
· Obtain information regarding his/her professional experience and expectations for the Internship;

· Share your professional experience and provide contextual information regarding the school and community;

· Share your expectations for the Internship as his/her I-Mentor.

Step #4
In your first meeting, also review the following: 
· The School-Based Internship and School-Based Project Planning and Approval Form to assist in the                
Internship planning process. NOTE: Interns should have completed this Planning and Approval Form prior 
to meeting with you as a starting point for your planning the Internship collaboratively;
· The School-Based Internship Activities and Reflection Log to see how those activities may be integrated in 
the School-Based Internship experience;

· The  Internship Project Format and Assessment Rubric;
· The NJ EXCEL Candidate Performance Standards Assessment Criteria.

Step #5
Collaboratively plan “hands-on” School-Based Internship activities with your Intern based on his/her NJ EXCEL self-assessments, identified professional growth targets and Professional Growth Plan (PGP), and establish a schedule for 90 hours of on-site visits and meetings. NOTE: The schedule is flexible and should be guided by the opportunities available for your Intern to participate in school leadership experiences that address his/her professional growth targets and completion of the Internship Activities Log to broaden his/her exposure to leadership practice.
Step #6
Collaboratively identify a topic(s) and plan for the School-Based Internship Project with your Intern. This project should address the Intern’s professional growth targets and be linked to Internship activities, AND it should also have utility for the school if possible. Maintain ongoing communications with your Intern to effectively guide him/her through his/her activities and project (See Internship Project Forma, and Assessment Rubric).

NOTE: (1) Be sure that your Intern includes the planned School-Based Internship activities and project in his/her PGP and also logs hours in the PGP as they are completed; 2) You will be responsible for verifying completion of required Internship activities and total Internship hours at the end of the Internship.
Step #7
Periodically meet with your Intern to discuss activities, review progress on his/her Internship Project and Internship Activity Log, and provide feedback to support reflective practice and continuing professional growth.

Step #8
Upon completion of the required 90 Internship hours and Project: 

(1) assess your Intern’s project/internship using the  Internship Project Format and Assessment Rubric and the  Internship Assessment Report and (2) conduct an Exit Internship Assessment Conference with your Intern to review your assessments and provide feedback for reflective practice and continuing growth.
Step #9
Within 2 weeks of the Exit Assessment Conference, email to the candidate’s E-Mentor the Internship Assessment Packet, the Internship Project Format and Assessment Rubric, and payment voucher.
General questions may be directed to: 
Dr. Joe Poedubicky, Internship Coordinator, at jpoedubicky@njpsa.org or 609-860-1200x141
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