WSU Field-Based Principal’s /Program Administrator Certification Program
Checklist and Instructions for Admission Requirements

Application must be complete by June 30, for fall admission

Submit to the Graduate School: 

Graduate School, Washington State University

 P. O. Box 641030, Pullman, WA 99164-1030


 (509) 335-6424 

_____
Graduate School Application available online at http://www.gradsch.wsu.edu/)

Apply to Education Administrative Credential Spokane program.
_____ 
$75 application fee

paid with credit card when submitting on-line application

_____ 
OFFICIAL transcripts from any colleges/universities: 


https://gradschool.wsu.edu/domestic-requirements/

•
Where any degrees have been granted or are expected.


•
That show the last 60-graded semester (90 quarter) credits of course work


•
That show graded graduate level work (including doctoral) taken after the bachelor’s degree

•
“Official” transcripts are those sent directly by the college/university the student attended to the WSU Graduate School in Pullman. Transcripts that are not sent directly from the Registrar of the school attended to the WSU Graduate School are NOT considered official. Transcripts issued directly to students or the department are NOT considered official. Grad.Sch.Transcriptl@wsu.edu Transcripts are NOT required for course work taken at WSU
_____ 
Three letters of recommendation 


The online graduate school application will request names and e-mail addresses of three references and will suggest those references be former professors. HOWEVER, please notice that for the credential program, we require references from SCHOOL ADMINISTRATORS.  Please include the following professionals as your references: 

• 
One from the district superintendent, HR Director or designee.


• 
One from your immediate supervisor if that is someone other than your mentor/superintendent.


•  
One supporting evaluation(s) from an individual/administrator/coworker or professor is familiar with your work.
Submit to the Department of Educational Leadership:  

Department of Educational Leadership, Email to j.gallagher@wsu.edu
_______
1.
Field-Based Principal’s Certification Program Supplemental Information Form (enclosed)

_______
2. 
Individual Letter Agreement (enclosed)





This form must be signed by your mentor and by your school district superintendent. 

_______ 
3. 
Copies of currently held certificates

WSU Field-Based Principal’s /Program Administrator Certification Program
Supplemental Information Form

Application must be complete by June 30, for fall admission
Submit to the Department of Educational Leadership:  

Department of Educational Leadership • j.gallagher@wsu.edu

Year that you wish to begin:      

​
Location you plan to attend:      


Name:
     






Home Address:
     




Work Address: 
     





City, State, Zip
     




Work City, State, Zip      




Home Phone:
     




Work Phone:       






E-mail address:
     




Work Fax:      






Current Position:
     




Years in current position:
     




School District:
     





School:         





Years in current district: 
     




Do you currently hold a Washington teaching and/or administrative certificate? 

      Yes        No

Educational or Professional Credential Held: 


Issued by/ Certificate #  (attach copies)

     






     







     






     







Written Statement

On separate paper, please describe your professional objectives and how you believe the desired graduate program will promote those objectives. (Be sure to include your name on each page of the essay and attach it to this application form.)

Professional Experience:  List school experience; begin with the most current experience.

Dates of Employment
District and location

Position held

Supervisor




     


     



     


     




     


     



     


     




     


     



     


     





Education Beyond High School: Provide copies of transcripts.

Institution



Degree


Dates attended






     




     


     






     




     


     







     




     


     







Important note. Programs in Educational Leadership (EdM, MA, principal certification, superintendent certification, EdD and PHD) do not accept state tuition waivers.

     









     





Signature








Date

WSU Field-Based Principal’s /Program Administrator Certification Program
Individual Letter Agreement

UNIVERSITY–SCHOOL DISTRICT INTERNSHIP 

Student/Intern Information



District Information 

Intern/Student Name:      



School District:       






Current Position:       




Superintendent: 
     






Home Address:      




Internship Site      





Work Phone:       




Mentor Supervisor:       





Cell Phone:       




Mentor Position      






Home Phone:       




Mentor Certificate Number       





E-mail Address:       




Mentor E-mail Address:      





Credential Seeking:      





Purpose of Internship:  The purpose of the internship is to provide practical experience in the duties and responsibilities of the principal / program administrator. The core of the internship experiences should align with the Washington State Standards and the skills defined in the Washington Administrative Code (WAC). It is expected that the intern will have opportunities to acquire knowledge, demonstrate skills, and solidify core values and beliefs in areas of management and leadership. The intern must complete a minimum of 540 hours of internship related activities that may include activities before and after the regular student school year.
Responsibilities of School District Mentor:  The mentor responsibilities include supervision, guidance, and assistance to the intern in planning and implementing internship activities. It is expected that the intern will have an opportunity to experience most of the management and leadership responsibilities of the principal/program administrator. The mentor is expected to provide feedback and counsel to the intern on a regular basis and to help the intern understand the “why” and “how” of school / district events. The mentor is expected to periodically review with the intern the “Leadership Self-Assessment” and to certify the intern has demonstrated evidence of meeting the Washington state Standards on the Final Assessment Form. It is expected that the mentor will include the intern in district meetings and activities and act as the intern’s advocate, as appropriate. The mentor will communicate any concerns to the university liaison in a timely manner.
Responsibilities of University Liaison:  The university liaison will provide oversight for the internship through communications and / or site visits with the intern and mentor. The university liaison will meet regularly with the intern to provide guidance and counseling as to the completion of the requirements of the internship, including the portfolio, which must include evidence of completion of the WCEAP common performance tasks. The university liaison will recommend the intern for the appropriate certificate upon successful completion of the internship and other university / State of Washington requirements. The university liaison will communicate any concerns to the mentor in a timely manner.
Approved by:

University Liaison 

Date: 


Mentor Supervisor: 

Date: 


Superintendent of Schools: 

Date: 


WSU Field-Based Principal’s/Program Administrator Certification Program
Washington State Principal Certification Criteria 
Program Requirements for Residency Principal Certificate

Washington State University Field-Based Principal’s Credential Program:

	Course
	Course Title
	Credits

	EdAd 516
	Instructional Leadership
	3

	EdAd 583
	Community & Communications
	3

	EdAd 585
	Finance Management in Education
	3

	EdAd 509
	Leading School Improvement
	3

	EdAd 588
	Law and Education
	3

	EdAd 589
	Leadership Development Seminar
	3

	EdAd 590
	Internship (Students register for ONE or TWO credits of internship each academic semester of the program.)
	6



