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CONCEPTUAL FRAMEWORK 
 

Liberty University School of Education: Educational Leadership Department 
 
 

   
 
 
 
A graduate of the Educational Leadership Department: 

KNOWS Christian values, moral dimensions, and ethical implications synthesized with  academic 
knowledge: 
 

1. Demonstrates a broad base of professional and general knowledge. 
2. Conceptualizes a broad spectrum of educational precepts, generalizations, practices, dispositions, 

points of view, and resources. 
 
IMPLEMENTS skills as a gift from God, because teaching/leadership is a calling from God: 
 

3. Integrates skills in speaking, writing, reading, and listening for effective classroom communication, 
peer leadership, and professional involvement. 

4. Designs and selects a variety of instructional strategies based on the developmental levels and 
individual needs of the learner. 

5. Applies knowledge of content areas and curriculum goals to design and supervise appropriate 
instruction. 

6. Manages classroom climate and procedures to motivate students and maximize learning. 
7. Integrates a variety of assessment strategies to improve student learning. 
8. Integrates appropriate technology and resources to support instruction and to facilitate professional 

development opportunities. 
9. Demonstrates competence as a consumer of research findings and other information technology 

resources. 
10. Demonstrates skill in critical thinking, problem solving, decision making, and interpersonal skills. 

 
BELIEVES and practices personal integrity, social responsibility, sensitivity to the needs of others, 
and the betterment of humanity consistent with our mission to prepare competent professionals 
with a Biblical worldview for Christian, public, and private schools: 
 

11. Models personal integrity and sensitivity to human needs. 
12. Enhances the success of all diverse learners, providing for special needs and diverse backgrounds. 
13. Demonstrates behaviors of a reflective practitioner and seeks opportunities for collaboration and 

professional development. 
14. Exerts confident leadership as well as accepts responsibility in the broad field of education. 

 

The mission of the Educational Leadership Department 
at Liberty University is to develop 

competent professionals with a Biblical worldview 
for Christian, public, and private schools. 
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The School of Education (SOE) at Liberty University is committed to providing the highest 
quality Christian education based on the principles of God’s Word.  Our school, by its 
commitment to strengthening the mind, body and soul, educates the whole person as God created 
us.   
 
Americans would not dream of entrusting our homes or our health to an unlicensed professional 
or one with fly-by-night training, yet time and again, we entrust the education of our children to 
educators without adequate licensure.  Such a lack of quality control would be considered 
criminally negligent in any other profession.  Research indicates that the single most important 
determinant of success for a student is the knowledge and skills of that child’s teachers and 
school leaders.  Only the most able educators are accepted into Liberty University’s Educational 
Leadership Department.  Scholarship, character, personality, and personal commitment are 
essential ingredients in the development of an effective educator.   
 
Excellent educational leaders are an invaluable asset to the school, home, church, community 
and nation.  The Educational Leadership Department at Liberty is designed to provide a program 
of study and pre-service experiences that will foster teaching and leadership excellence and 
stimulate improvement in leadership practices in Christian, public, and private schools.  The 
department’s candidates are committed and actively involved in their churches and in their 
communities.  Typical candidates have taught Sunday school, vacation Bible school, and 
participated in summer camp, and other activities that make them uniquely qualified to 
accomplish the goal of becoming competent, professional leaders with a Biblical worldview.   
 
Belief:  The Foundation 
 
When internship supervisors/mentors and school principals were asked to describe candidates 
from Liberty University, a common theme was evident in their responses.  They stated that LU 
candidates can be identified by their level of commitment to their duties and their genuine 
concern for the students with whom they interact.  The observed behavior of LU candidates is 
consistent with the Biblical worldview stated in the University’s aims based on a belief in 
“personal integrity, social responsibility, sensitivity to the needs of others, and commitment to 
the betterment of humanity.”  A sense of fairness and a belief that all students can learn is 
foundational to an educator’s belief system.  As Liberty University candidates fulfill 
Christian/community service requirements they develop a sense of social responsibility. 
Learning outcomes aligned with the Knows-Implements-Believes domains of the Conceptual 
Framework have been developed for each of the unit’s degree programs.  Dispositions have also 
been delineated that should be observable in each candidate across degree programs and levels.  
The dispositions that are embedded in the Conceptual Framework and learning outcomes were 
identified and related to the Fruit of the Spirit (Galatians 5).   
 

SCRIP is the acronym for the five dispositions:  
Social responsibility, Commitment, Reflective practice, Integrity, Professionalism 
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Knowledge:  The Core 
 
Based on a Biblical worldview, the goal is to synthesize academic knowledge with Biblical 
values, moral dimensions, and ethical implications.  The knowledge core necessary for 
successful educational leadership demands rigorous standards related to knowledge of course 
concepts as well as an understanding of the structure of the discipline.  The department includes 
both coursework essential to licensure in educational leadership. 
 
Implementation:  The Evidence 
 
Skill implementation provides the evidence that beliefs exist and that knowledge has been 
acquired.  From a Biblical worldview, teaching is considered a calling from God and the ability 
to teach and provide counsel is a gift from God.  Enhancing one's teaching and leadership skills 
is viewed as the wise investment of one's gift from God.  Technology skills are a critical aspect 
of today’s schools.  Educational leaders must demonstrate the competencies outlined in 
Virginia's Technology Standards for School Personnel. Because incorporating technology into 
the classroom does not automatically increase learning, candidates must also learn to evaluate 
technology and decide whether it will enhance instruction.  Appropriate technology applications 
are included in courses and field experiences. 
 
Recognizing the importance of early and ongoing opportunities for candidates to be involved in 
leadership and classroom experiences, the continuum of field experiences is required throughout 
Liberty's program. The culminating experience of the licensure program is an internship in an 
educational setting, which takes place during the candidate’s final semester after the completion 
of all other course requirements.  Field experiences must include multiple grade levels 
appropriate to the endorsement and interaction with diverse students and colleagues.  The 
capstone research project is the culminating experience for non-licensure programs. 
 
Assessment of Candidates Based on Conceptual Framework: The aim of assessment is 
primarily to educate and improve student performance, not merely to audit it. The Educational 
Leadership Department maintains a continuous cycle of evaluation and revision in order to 
achieve its mission of developing competent professionals with a Biblical worldview for 
Christian, public, and private schools.  Course-embedded assignments are designated as 
benchmarks to assess the conceptual framework. 
 
Alignment with Standards: After the unit learning outcomes had been adapted to enhance their 
appropriateness for each degree program, the outcomes were re-organized by conceptual 
framework domains. To ensure all major competencies had been addressed in the revised 
learning outcomes, each set of outcomes was aligned with institutional, state, and national 
standards.  Outcomes for programs in the Educational Leadership Department are aligned with 
Liberty’s University Aims, Virginia’s Candidate Performance Competencies, Interstate School 
Leaders Licensure Consortium (ISLLC) Standards, and the Education Leadership Constituent 
Council (ELCC) Standards. 
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BUILDING-LEVEL SCHOOL ADMINISTRATION PROGRAM  
 
General Information: Building-level School Administration Program 
 

 Licensure in building-level school administration is earned through the M.Ed. 
advanced licensure program or as an add-on to the Ed.S. or Ed.D. degree programs. 

 The M.Ed. School Administration Program requires 36 credit hours. 
 Refer to the online Frequently Asked Questions for the School Administration 

Program.  
 Three resident courses are required. (See the Degree Completion Plan.) 
 Experience is not a requirement for admission into the program or to earn a non-

licensure M.Ed.  However, in order to earn a state School Administration license at 
the end of the program, the candidate must have finished three years of teaching 
experience by the end of program completion.  These three years must have been in a 
position requiring an initial teaching license and in either a public or an accredited 
private school.  

 Log all course-embedded field experience hours on the Field Experience Summary.   
A maximum of 120 hours of course-embedded field experiences may be obtained 
prior to the EDUC 699 internship.  The internship requires a minimum of 200 hours 
for a cumulative total of 320 field experience hours throughout the program. 

 Save all assignments and benchmark assignments throughout your courses, which 
will be needed to complete your Portfolio during the internship. 

 Review the Degree Completion Plan and Suggested Course Sequencing on the 
Advising Guide. 

 
Routes to Licensure in Building-level School Administration  
 
The routes below are recognized nationally by the Educational Leadership Constituent Council 
(ELCC) and state approved the Virginia Department of Education.  Candidates from states other 
than Virginia should check with their own state’s Department of Education for their licensure 
reciprocity regulations and to ensure that individual candidates meet any particular requirements 
of their own states.     
 

Master of Education (M.Ed.) in Administration & Supervision: The M.Ed. degree is 
the most commonly chosen licensure route for building-level School Administration, 
especially for those who have a bachelor’s degree in education and an initial teaching 
license. 

 
Education Specialist (Ed.S.) and/or Doctor of Education (Ed.D.): The Ed.S. and/or 
Ed.D. route to building-level School Administration licensure is commonly chosen by 
those who have already obtained an initial teaching license and a master’s degree.   

 
Adding the License to Completed Degree: Liberty University does not offer a 
Licensure/Certification-Only option for school administration.  Candidates are not 
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recommended for license unless they complete a degree from LU’s SOE.  Alumni who 
have completed a graduate degree from LU’s SOE may return within five years of 
earning that degree in order to add the School Administration license.  To add the license, 
the candidate must complete the following:  
 Take additional coursework: 

o EDUC 640 or 741 
o EDUC 641 
o EDUC 645 or 740 
o EDUC 646 or 742 
o EDUC 647 or 747 
o EDUC 648 
o EDUC 699-A01 

 Must hold valid initial license 
 Passing score on the SLLA or other applicable state licensure exam. Beginning Fall 

2019, candidates from all states entering the school administration licensure program 
will be required to pass the SLLA in addition to other applicable state licensure 
exams.  A minimum score of 146 is required for the SLLA-6990.  (A minimum score 
of 163 for SLLA-6011 will be accepted until January 1, 2020.) 

 Complete 3 years of experience in a licensed position in either a public or an 
accredited private school 

 
DISTRICT-LEVEL EDUCATIONAL LEADERSHIP PROGRAM  

 
General Information: District-level Educational Leadership Program 
The purpose of this program is to prepare educators who lead other school leaders whether at the 
school-building or the school-district level.  It is especially intended for those aspiring to the 
school superintendency and for other district-level leaders.      
 

 Candidates are to refer to their own state’s licensure requirements for District-level 
Educational Leadership.   

 Refer to the online Frequently Asked Questions for the District-level Ed.S./Ed.D. 
programs.  

 For residential course requirements, see the Degree Completion Plan. 
 Experience is not a requirement for admission into non-licensure Ed.S. or Ed.D. 

programs.  
 For admission into the district-level leadership program (e.g., superintendent 

preparation, Georgia Tier II), candidates must hold a current building-level school 
administration license or the equivalent (e.g., Virginia Building-level Principal 
license, Georgia Tier I Leadership -- Standard Professional L or PL certificate).  Also, 
unless an exception is requested by the candidate and approved by the Gate 2 Office, 
current employment is required in a leadership position (e.g., assistant principal, 
principal, or district leadership).  Exceptions are granted only to candidates who are 
nominated by a local school district.  The district must agree for the candidate to 
complete all required field experiences within the district.  
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 Log all course-embedded field experience hours on the Field Experience Summary.   
A maximum of 200 hours of course-embedded field experiences may be obtained 
prior to the EDUC 799 internship.  The internship requires a minimum of 550 hours 
for a cumulative total of 750 clock hours throughout the program. 

 Save all assignments and benchmark assignments throughout your courses, which 
will be needed to complete your Portfolio during the internship. 

 Review the Degree Completion Plan and Suggested Course Sequencing on the 
Advising Guide. 

 

Routes to Preparation in District-level Educational Leadership (Tier II)  
 

Education Specialist (Ed.S.) and/or Doctor of Education (Ed.D.): The Ed.S. and/or 
Ed.D. route to District-level Educational Leadership preparation is commonly chosen by 
those who have already obtained building-level school administration license in an M.Ed. 
program.   

 
Adding the Program to Completed Degree: Liberty University does not offer a 
Licensure/Certification-only option for District-level Educational Leadership.  
Candidates are not recommended for license unless they complete a degree from LU’s 
SOE.  Alumni who have completed a graduate degree from LU’s SOE may return within 
five years of earning that degree in order to add the district-level license.  To add the 
license, the candidate must complete the following:  
 Take additional coursework: 

o EDUC 740 
o EDUC 741 
o EDUC 742 
o EDUC 743 
o EDUC 747 
o EDUC 748 
o EDUC 799 

 Must hold valid building-level school administration license 
 Pass applicable state licensure exam(s) 
 Currently employed in leadership position in either a public or an accredited private 

school (or obtains approval for exception through the Gate 2 Office) 
 

GATE SYSTEM 
 
A Gate system is implemented for transition points.  Four Gates must be passed to complete all 
programs in the School of Education (SOE).  Each gate is a checkpoint to ensure that candidates 
are ready to move to the next stage.  At each of the Gates, assessment data are evaluated for 
advising individual candidates and for program improvement.   
 

Gate 1: Admission to Liberty University 
Gate 2: Acceptance to the specific SOE program 
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Gate 3: Approval to enroll in the internship 
Gate 4: Approval for degree conferral and licensure recommendation 

 
 
Gate 1: Admission to Liberty University 
 
Candidates apply for admission to the Liberty University SOE Graduate Program and declare 
their major by choosing a specific Degree Completion Plan (DCP).  Candidates planning to 
follow a graduate education program at Liberty must meet the requirements for admission to the 
Licensure Program. The standards of admission to school administration licensure are inclusive 
of those for admission to the University and include other criteria outlined by the School of 
Education as indicated below. Policies governing the admission to the program originate in, or 
are channeled through, the SOE. The SOE formulates policies, coordinates the School 
Administration Program, and works for selective recruitment, admission, and retention of 
candidates for and in licensure. Main admission requirements include the following: 

 
 For entry into any SOE graduate programs, required degrees for admission must be 

from institutions accredited by an agency recognized by the U.S. Department of 
Education (e.g., SACS, TRACS, ABHE, etc.).   

 GPA of at least a 3.00 on a 4.00 scale. (Probationary admission is an option if the 
candidate has at least a 2.50.  Candidates admitted on academic probation must take 
and pass during the first semester GRST 500: Introduction to Graduate Writing.)   

 Technology Questionnaire. (Computer access and literacy in word processing, 
Internet, and e-mail are required for all graduate education candidates.) 

 TOEFL (Test of English as a Foreign Language) if applicable. 
 
Gate 2: Program Acceptance & Retention  

 
Equally important to the admission requirements into the Educational Leadership Department are 
those criteria which govern the maintenance of the candidate’s status once entry into the 
department is achieved. After accumulating 9 hours of graduate coursework credit, candidates 
apply for acceptance to their specific licensure program (i.e., Building-level School 
Administration/Tier I or District-level Educational Leadership)/Tier II ) by meeting criteria as 
outlined below: 

 
 A minimum cumulative GPA of 3.00 must be maintained.  Candidates who fall below 

the minimum will be dropped from the program. 
 Background check clearance. 
 Satisfactory dispositions must be displayed. Candidates suspended or dismissed from 

the University will be dropped from the program. 
 Satisfactory Field Experience Assessment (FEA) performances in course-embedded 

early field experiences must be maintained. 
 For acceptance into the District-level Educational Leadership preparation program 

(Tier II), candidates must hold a valid building-level school administration license, be 
currently employed in an educational leadership position (or approved by the Gate 2 
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Office for an exception), and—if applicable—have successfully passed required state 
licensure exams.    

 
Candidates who have been dropped from the program are eligible to reapply in writing 
through the SOE Licensure Office no sooner than one semester following the dismissal from 
the program. Candidates may, however, be reinstated only once.  Should any disqualifying 
difficulties arise, candidates are subject to dismissal from the program any time following 
initial acceptance until graduation.  Candidates who experience academic or other types of 
difficulty are encouraged to seek assistance from the Graduate Writing Assistance Center, 
Bruckner Learning Center, and/or Student Advocate Office before they withdraw from the 
program. 
 

Gate 3: Internship Approval  
 

In order to be approved for Gate 3, candidates must comply with the requirements below: 
 

 Prerequisite License(s) 
o For Building-level School Administration internship, an initial teaching (or 

school counselor) license is required. 
o For District-level Educational Leadership (e.g., Tier II) internship, a Building-

level School Administration license (e.g., Tier I) is required.  
 Employment Experience  

o For Building-level School Administration internship, complete at least one 
year of experience in a position requiring an educator license as a teacher or 
school counselor. 

o For District-level Educational Leadership (e.g., Tier II) internship, current 
employment as an educational leader is required unless approved for an 
exception. 

 Course-Embedded Early Field Experience Hours 
o For M.Ed. Building-level School Administration internship, 120 hours of 

course-embedded early field experiences accumulated by Gate 3. (By Gate 4, 
a cumulative of 320 hours.)  

o For Ed.S./Ed.D.  Building-level School Administration internship, 90 hours of 
course-embedded early field experiences accumulated by Gate 3.  (By Gate 4, 
a cumulative of 320 hours.)  

o For Ed.S./Ed.D. District-level Educational Leadership internship, 200 hours of 
course-embedded early field experiences accumulated by Gate 3. (By Gate 4, 
a cumulative of 750 hours.) 

 Submit Gate 2 approval letter. 
 3.0 or higher GPA. 
 No more than two grades of C may be applied to the degree (includes grades of C+ 

and C-) 
 No grade of D or below may be applied to the degree (includes grades of D+ and D-) 
 Passing score on the SLLA or other applicable state licensure exam. Beginning Fall 

2019, candidates from all states entering the school administration licensure program 
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will be required to pass the SLLA in addition to other applicable state licensure 
exams.  A minimum score of 146 is required for the SLLA-6990.  (A minimum score 
of 163 for SLLA-6011 will be accepted until January 1, 2020.) 

 Complete all residential courses as identified on the Degree Completion Plan.  
 Health requirements (e.g., TB test). 
 Have no more than two courses remaining to complete the program. Two courses 

may be taken during internship (one during Term B and one during Term D). 
 Complete Gate 3 applications and agreements. 

 
Gate 4: Degree Conferral & Licensure Recommendation  

 
At the conclusion of the internship, candidates complete the graduation checklist, internship exit 
checklist, and apply for their state license.  Policies and requirements (as explained above) for 
the M.Ed., Ed.S., and Ed.D. programs in Educational Leadership are located in the Graduate 
Course Catalog and the School of Education Graduate Advising Guide. The exit checklist 
includes the following: 
 

 Field Experience Summary 
 Final Advanced Competency Assessment (ACA)  
 Portfolio 
 Reference Letters 
 Resume 
 Licensure Tests Score Reports 
 Completion of required program surveys 
 Child Abuse Prevention Training Certificate 
 

Licensure in States Other Than Virginia: Candidates seeking licensure outside of the 
Commonwealth of Virginia are to review the licensure requirements for the state in 
which they plan to practice.  Liberty University cannot advise candidates with regard to 
licensure in other states.  However, LU’s licensure office will prepare the College 
Verification Form upon successful completion of LU’s program.  In many states, the 
verification form is the only requirement for licensure.  Candidates are encouraged to ask 
the following question of personnel from their state’s department of education: “If I 
complete a Virginia state-approved program at Liberty University, what will I need to do 
to qualify for licensure in the state of ___?”   
 

Virginia Building-level School Administration Licensure: The candidate must have 
the following: 

 
1. A master’s degree from a regionally accredited college or university. 
2. Completed three years of successful, full-time experience in a public school or 

accredited nonpublic school in an instructional personnel position that requires 
licensure in Virginia.  
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3. Completed an approved program in administration and supervision from a 
regionally accredited college or university. 

4. Completed a minimum of 320 clock hours of a deliberately structured and 
supervised internship that provides exposure to multiple sites (elementary, 
middle, high, central office, agency) with diverse student populations.  These 
experiences shall be an integral component of a Virginia Board of Education 
approved preparation program.  The internship must be focused on instructional 
leadership and learning for all students and must occur in a public school or 
accredited nonpublic school. 

5. Satisfied the requirements for the school leaders licensure assessment prescribed 
by the Board of Education. Individuals seeking an initial administration and 
supervision endorsement who are interested in serving as central office 
instructional personnel are not required to take and pass the school leaders 
assessment prescribed by the Board of Education. 

 
Virginia Division Superintendent Licensure: Candidates for Virginia Division 
Superintendent license must hold one of the following:  

 Master’s degree from a regionally accredited college or university plus 30 
completed hours beyond the master’s degree. 

 Doctorate degree in educational administration or educational leadership from a 
regionally accredited college or university.   

Educational experience must include five completed years in a public or accredited 
nonpublic school, two of which must be teaching experience at the preK-12 level and two 
of which must be in administration/supervision at the preK-12 level.  Candidates must 
demonstrate proficiency in the Virginia Competencies for School Administration and 
Supervision. 

 
INTERNSHIP GUIDELINES 

 
General Internship Guidelines 
 
Internship requirements at Liberty University meet Virginia regulations for licensure as well as 
for other states.  The overall goal of the internship is to afford candidates an opportunity for 
supervised practice enabling the intern to get a performance-based understanding of educational 
leadership.  Candidates may complete the internship during the fall, spring, or summer terms.   
 
CAEP, one of LU’s accrediting bodies, clearly states in its supporting explanations for candidate 
development that candidates are expected to study and practice in settings that include diverse 
populations, students with exceptionalities, and students of different ages.  They are placed in 
clinical settings at grade levels and in the subjects or school roles (e.g., administrator) for which 
they are preparing.  For the reasons noted above, candidates who cannot complete the Site and 
Supervision Requirements as outlined in this handbook may take EDUC 698 Practicum and 
graduate from the non-licensure school administration program.  
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Placements for licensure will be made only in accredited schools.  Success of the internship 
program is dependent upon cooperation among the university, school system, and individual 
schools/districts.   In order to be granted a placement from the field office, candidates must 
already be accepted into the licensure program.  
 

Questions regarding the internship placements should be directed to Gate 3 (gate3@liberty.edu).  
Candidates will communicate plans for licensure and the number of hours they intend to accrue 
with Gate 3 field placement personnel during their initial contact.  The internship is a 16-week 
course.  
 
Building-level Internship Guidelines  
 
State licensure requirements mandate that the majority of field experiences occur during school 
hours while students are present.  Liberty University will not compromise the quality of the 
school administrator intern’s training to work around personal and work schedules.  It is the 
candidate’s responsibility to begin early in the program making preparation to accommodate the 
program’s internship requirements.  
 
For these reasons, alternative settings (e.g., day care centers) that may be perceived as having 
similar duties and functions as a school administration program are not acceptable placement 
settings for the school administration internship.  Liberty University is preparing school 
administrators for licensure in PreK-12 school settings.  It is only in the school administration 
office/department that a school administrator intern will be exposed to the unique aspects of that 
setting, special programs, committees, activities, legal and ethical issues, and gain a greater 
understanding of the comprehensive roles and functions of a school administrator in relation to 
other school personnel.   
 
Internship hours cannot be met during planning periods alone.  If the intern is teaching full-time, 
support of the intern’s administrator will be required for release time to complete the internship.  
Usually administrators will arrange for interns to have 2-3 hours off each day over a period of 16 
weeks and/or arrange for the internship during summer school.  To count summer school toward 
internship hours, summer school must be in session, the placement must meet the internship 
placement requirements, and the opportunities must be available to meet the Advanced 
Competency Assessment (ACA) standards as well as the required direct contact hours and course 
content.   
 
The following conditions will be arranged for building-level internships:  
 

 The cooperating school must be either a public school or an accredited private school.   
 Candidates will have two supervisors during internship: on-site mentor and LU 

faculty member. 
 The on-site mentor/supervisor must hold a license in school administration with a 

minimum of three years of experience.  
 The university supervisor must be employed by Liberty University and hold licensure 

as a school administrator. 
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 Five settings are to be represented during the cumulative field experience hours 
throughout the program: elementary, middle, high school, district/central office, and 
agency.   
     The “agency” requirement may be met with an experience involving government 
agencies, social service groups, or businesses that partner with schools to serve 
students and their families. (Examples: Child Protective Services, Health and Human 
Services, judicial system, law enforcement, counseling services, tutorial services.)   
 

District-level Internship Guidelines 
 
Because the district-level internship is a rigorous, performance-based field experience, the intent 
is to allow only candidates who are employed in leadership positions to enroll in EDUC 799.  
The term “leadership position” refers to those positions requiring leadership 
licensure/certification.  In cases where the candidate does not hold a leadership position, the 
Liberty University supervising faculty and the mentor must fully agree to how school-day time 
will be created to allow the candidate to successfully complete 750 clock hours of leadership 
performances.   
 
A Candidate Support Team, composed of the candidate, a trained and qualified leadership coach, 
a trained P-12 school district mentor, and a university representative (unless this role is filled by 
the leadership coach), is in place for each candidate.  Described in this handbook are the roles 
and responsibilities of members in planning, supervising, and evaluating the 750 clinical hours 
built around leadership performances.  The cooperating district and Liberty University will 
conduct an annual review of the partnership agreement each year.  Roles and responsibilities of 
each partner are clearly outlined in the partnership agreement with delineated responsibilities of 
the Liberty University and the school district.  (See the Sample Partnership Agreement in this 
Handbook.) 
 
Internship Hours 
 

Field Experience Requirements 
Course Settings Requirements 

EDUC 699-01 (3 hrs) 
Internship: Building-level 
School Administration 
 
Course fee: 
 ($200 for On-site Mentor) 

Experiences are required in all five 
of the following settings: 
elementary, middle, high school, 
district/central office, and agency. 
 

Minimum 320 cumulative 
hours of field experiences 
during the program.  120 
hours will occur before the 
internship.   EDUC 699-001 is 
an internship of 200 minimum 
hours.  3 years teaching 
experience in accredited 
school required 

EDUC 799 (3 hrs) 
Internship: District-level 
Educational Leadership 
 

Experiences are required in all 
three of the following settings: 
district/central office, agency, and 
school building-level.  Activities 

Minimum 750 cumulative 
hours of field experiences 
during the program.  200 
hours will occur before the 
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Course fee: 
 ($200 for On-site Mentor) 

are to be related to the supervision 
of other school leaders, such as 
assistant principals, principals, and 
district-level personnel. 
 

internship.   EDUC 799 is an 
internship of 550 minimum 
hours.  Required employment 
in a leadership position unless 
an exception is approved. 

 
Building-level School Administration Internship Hours: Building-level Administrator 
candidates are required to complete 320 cumulative hours of field experience in order to 
meet the requirements of Liberty University’s school administration program.  Of those, 
200 hours minimum will occur while enrolled in the EDUC 699 internship.  Up to 120 
hours of the field experience may be obtained from course-embedded field activities.  
Building-level interns must complete experiences in all five of the following settings: 
elementary, middle, high school, district/central office, and agency.  The majority of 
hours must take place during school hours while students are present. 
  
District-level Educational Leadership Internship Hours: District-level Educational 
Leadership candidates are required to complete 750 cumulative hours of field experience 
in order to meet the requirements of Liberty University’s school administration program.  
Of those, 550 hours minimum will occur while enrolled in the EDUC 799 internship.  Up 
to 200 hours of the field experience may be obtained from course-embedded field 
activities.  District-level interns must complete experiences in all three of the following 
settings: district/central office, agency, and school building-level.  Internship activities 
must be performance-based. 

 
Local and External Placement Procedures, Internship Timeframes, and Schedules  
 
Scheduled internship hours will be determined by the intern and the on-site supervisor/mentor. 
Regardless of how internship hours are structured during the semester, interns must participate in 
the course and complete class assignments, required paperwork, and adhere to designated 
deadlines throughout the 16-week course. 
 

Local Placements: Local placements are considered private and public schools within 
the following locations:  Amherst County, Appomattox County, Bedford County, 
Campbell County, Danville City, Lynchburg City, Nelson County, Pittsylvania County, 
Roanoke City, Roanoke County, and Salem City.  
 
Interns seeking local placements may not contact schools directly, even those with whom 
interns have relationships with school personnel.  Local placements must be made by 
LU’s field office in accordance with local school division guidelines.  LU cannot make 
guarantees, but the local placement coordinator will make every effort to secure 
placements for the timeframe interns are requesting.  The LU field office submits 
placement requests directly to the schools.  It is at each school’s discretion to approve or 
reject any request that is made.  
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If there is a local school division with which interns will not accept an internship due to 
travel time, etc., this is to be communicated with LU’s field placement coordinator at the 
time of initial contact for internship placement.  LU’s placement staff will seek a local 
placement wherever one may be obtained.  If after the placement is secured, interns 
decide for whatever reason that they do not want an established placement in that 
cooperating school/division, this decision may adversely impact LU’s relationship with 
the local school and division that has already made preparations for the internship.  If LU 
cancels a placement under these circumstances, a new placement will not be arranged. 
 
The intern is responsible for fulfilling the placement once it is confirmed by the school.  
While the intern and the on-site supervisor may adjust the intern’s schedule, the 
placements and timeframes as submitted to the school division for initial approval will 
NOT be changed or canceled.   

 
External placements (non-local placements): External placements may be arranged in 
partnership with the candidate, the school system, and LU’s Field Placement Office.  
Candidates are responsible to complete required paperwork by the established dates. 

 
Placement Application Deadlines 
 
Be prepared for placement application deadlines as outlined in detail in the LU Online Advising 
Guide at www.liberty.edu/advisingguide. 
 
Internship Orientation 
 
Interns, mentors, and university supervisors will participate in an orientation/information session 
during the first few weeks of the internship course.  This is a time to discuss internship 
expectations and for interns to ask questions pertaining to the internship.  For local internships, 
this meeting is face-to-face.  For external internships, the meeting will be arranged electronically 
via WebEx. 
 
Internship Assessment  
 
Evaluation of intern performance is conducted by both the mentor and the university supervisor 
in consultation with each other.  Although evaluation is conducted collaboratively, the mentor 
will be the primary evaluator of intern performance regarding performance-based activities and 
dispositions.  The university supervisor will be the primary evaluator of portfolio evidence.  
Benchmark assessments during the internship involve the following: 
 

 Preliminary Advanced Competency Assessment (ACA) 
 Final ACA 
 Accountability Protocol Project 
 Portfolio 
 Field Experience Summary 
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The university supervisor will be notified as early as possible concerning any prospective 
deficiencies in meeting particular standards/competencies.  A conference will be scheduled with 
the intern, university supervisor, and mentor to develop a written Intervention Plan.  (See the 
Intervention Plan form provided in this handbook).  The intervention plan will include: 
 

 Requirements that will be met by the intern in order to improve deficient performance  
(or an alternate plan for changing to a non-licensure track) 

 Date of re-evaluation and person responsible for follow up 
 Signatures: intern candidate, mentor, and university supervisor 

 
Dress Code for Internship 
 

Philosophy of Dress Code: Liberty University trains candidates from all walks of life for 
many different professions and, most importantly, for serving as Champions for Christ.  
For this reason, the University has established a standard of dress for the University 
community, which is conducive to a Christ-like environment.  Cleanliness, neatness, 
appropriateness, and modesty are important as guiding factors.  Candidates are expected 
to dress modestly at all times.  
 
Internship Dress Code for Men: Neat slacks; dress shirt with tie or collared shirt, 
golf/polo shirt or turtleneck.  All shirts must be tucked in (discreet logos acceptable, no 
large writing or logos); dress or dressy casual shoes (no sandal-type shoes or flip-flops), 
socks, no head coverings (e.g., hats, bandanas). 
 
Internship Dress Code for Women: Dresses, skirts, dress pants (no jeans of any color, 
no overalls, no capri/cropped pants, no shorts), sweaters and/or shirts (no sweatshirts, no 
writing or graphics on shirts except discreet embroidered logos), dress or dressy casual 
shoes (no tennis, athletic, sport shoes or casual flip-flops), no head coverings (hats, 
bandanas). 

 
INTERNSHIP COURSE REQUIREMENTS 

 
Interns are required to complete all course assignments for the internship as outlined in the 
course syllabus. 
 
Internship Portfolio 

 
Throughout the internship course, interns will develop a portfolio, which will be due at the end 
of the internship.  The portfolio will detail the intern’s experiences over the course of the 
program and the internship.  It also documents how the intern has met competencies.  The 
portfolio must be developed using the online template in LiveText.  Candidates are encouraged 
to review the entire portfolio rubric in LiveText before beginning their portfolios.   
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The portfolio is a reflection of content mastery and professional identity.  It is the opportunity for 
interns to showcase their best work and exemplify knowledge, skills, and dispositions as a 
leader.  There are nine sections to the portfolio: 
 

Introduction 
Part A: Worldview Essay 
Part B: Professional Resume 
Part C: Competency Activities 
Part D: Program Essay 
Part E: Course Benchmark Assignments 
Part F: Accountability Protocol Project 
Part G: Professional Memberships  
Part H: Licensure Test Score 
 

Activities: Part C Competencies 
 
Interns will collaborate with mentor and university supervisor to arrange activities for the 
internship.  Evidence from activities must be provided in Part C of the portfolio and should align 
with ELCC Standards:  

 
1. Vision 
2. Instructional Leadership 
3. Organizational Management 
4. Community Relations 
5. Ethics 
6. Political and Legal Context 

 
All standards must be covered at least once upon completion of internship activities.  ELCC 
Standards may be covered multiple times and in any combination.  For example, the activities 
might look like this:  
  

Activity Example One: covers ELCC Standard 2 
Activity Example Two: covers Standards 1, 2, and 4 
Activity Example Three: covers Standards 2 and 5 

 
In the above scenario, the intern would need to ensure coverage of the remaining Standards 3 and 
6 in other activities.   

 
ROLES, RESPONSIBILITIES, AND REQUIREMENTS DURING FIELD 

EXPERIENCES 
 
Unless already employed by the school or district and required to do so as part of employment, 
the intern is not required to attend overnight trips or activities requiring large expenditures, nor is 
LU responsible should the intern elect to participate.  Consult both the mentor and university 
supervisor if this issue were to arise. 
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Role of the Intern  
 

Intern Duties 
 

 Consulting and collaborating with stakeholders (e.g., parents, teachers, community) 
 Participate in the following types of meetings: 

Parent –teacher conferences 
Team/departmental 
Faculty meetings  
Administrator meetings and workshops 
Child study, eligibility, and Individualized Education Program (IEP) meetings 
504 committee meetings 
Response to intervention/early intervention team meetings 

 Assist with testing program: interpreting tests/assessments 
 Developing action plans and results reports 
 Other activities/experiences as assigned which are appropriate to the role of the 

school administrator  
 

General Intern Responsibilities 
 

 Establish rapport with personnel of the school and/or district. 
 Become acquainted with the facilities, materials, and policies of the school and/or 

district. 
 Implement the mentor’s and university supervisor’s suggestions offered for 

professional growth. 
 Complete all requirements in a timely fashion. 
 Maintain professional appearance. 
 Observe professional ethics. 
 Conduct oneself in a professional manner, interacting professionally and effectively 

with all school and college personnel, parents, and with the community. 
 Have knowledge of the law (federal and state). 
 Confer with the university supervisor and mentor as needed. 
 Fulfill all duties required for assignment area, including personnel meetings, 

conferences, committee meetings, etc.  
 Gradually assume greater responsibility throughout the duration of the internship. 
 

General Intern Requirements 
 

 Attend meetings both formally and informally with school or district personnel 
including building administrators, teachers, school psychologist, social worker, 
educational diagnostician, district-wide school administrator meetings, etc. 

 Attend a School Board meeting. 
 Review the district policy and procedures manuals. 
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 Complete course assignments, projects, and portfolio. 
 
Role of the Mentor  
 

Mentor Duties 
 

A significant aspect of the professional preparation of school and district leaders is actual 
on-the-job experience under the immediate supervision of a practicing educational leader.  
The internship is designed to provide such an experience. The on-site mentor provides the 
intern with an orientation to include the following:  

  
 A tour of the facility 
 Introduction to personnel 
 History and mission of the school and/or district 
 Overview of office routines and regulations 
 Hours of operation 
 Sick policies 
 Use of equipment 
 Available clerical personnel 
 Access to student records 
 Record keeping policies/practices 
 Observation of classrooms 

 
Mentor’s Supervision of the Internship  

 
 Plan the internship projects in collaboration with the intern and university supervisor. 
 Work with the intern to establish a work schedule and goals and to outline duties and 

responsibilities. 
 Provide at least one hour of supervision at least once per week during the internship 

with respect to administration skills development and progress toward meeting the 
ELCC Standards. 

 Provide opportunities for the candidate to obtain required internship hours. 
 Verify at the conclusion of the internship that the candidate has completed the 

activities that were outlined in the guidelines. 
 Evaluate the effectiveness with which the internship was accomplished. 
 Contact the university supervisor at the beginning of the internship and during the 

semester as needed.  
 
Role of the University Supervisor 
 
The university supervisor serves as the primary point of contact for the on-site mentor and intern 
during the internship.  The faculty supervisor communicates with the on-site mentor and 
candidate via telephone, e-mail, WebEx, and/or SKYPE.  The faculty supervisor provides on-site 
visits to schools considered local to Liberty University. 
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COURSE-EMBEDDED FIELD EXPERIENCE PROCEDURES 

 
A portion of the total internship hours required throughout the program will be obtained from 
course-embedded, instructor-approved field activities throughout the program.  Candidates are to 
read the Field Experience Summary (FES) in the LU Online Advising Guide 
(www.liberty.edu/advisingguide) early in the program to ensure they have accrued the 
appropriate experiences and in the required settings during the program. 
 
 
Procedures for Coordinating Local Course-Embedded Field Experiences/Activities  
 
Candidates in the LOCAL area and Chesapeake Public Schools (VA) must request ALL 
placements through field@liberty.edu by Wednesday of WEEK ONE of terms in which their 
course requires a field experience.  The local area consists of private and public schools within 
the following:  Amherst County, Appomattox County, Bedford County, Campbell County, 
Danville City, Lynchburg City, Nelson County, Pittsylvania County, Roanoke City, Roanoke 
County, and Salem City.  Assigned placements for field experiences will be made in one of 
these school systems.  The Field Office cannot make any guarantees based on preferences or 
special requests.  Some school systems require background checks that include a fee to be paid 
by the candidate.  These fees range from $20 to $45, and most searches are valid for at least one 
year.  It is each candidate’s responsibility to provide transportation and to complete any 
background requirements for the assigned school system.  
 
It is imperative that candidates NOT contact local schools (public or private) on their own to 
arrange field experiences even if they are acquainted personally with a particular principal or 
superintendent.  There are prearranged procedures for each local school system that must be 
followed to ensure that LU’s candidates may continue to be placed in those systems in the 
future.  LU must follow the proper protocol in order to keep these relationships positive.  The 
candidate is responsible for fulfilling the activity once it is confirmed by the school.  The 
schedule will NOT be changed or canceled.  
 
FIELD REQUESTS ARE DUE NO LATER THAN WEDNESDAY OF WEEK ONE OF 
THE START OF THE COURSE.  Requests should be emailed to field@liberty.edu.  Late 
requests will not be accepted. 
 
Procedures for Coordinating External Course-Embedded Field Experiences/Activities 
 
External placements may be arranged in partnership with the candidate, the school system, and 
LU’s Field Placement Office (Field@liberty.edu).  Candidates are responsible to complete 
required paperwork by the established dates. 
 
Documenting Course-Embedded Field Experiences  
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Documentation of diverse field experiences is maintained by the candidate, and a cumulative 
field log is submitted to Gate 3 and also to Gate 4 upon completion of the licensure program.  
The purpose of the log is for candidates to track their placements and to ensure that they are 
getting the variety of grade levels and settings needed to fulfill the requirements of their 
program. Read the Advising Guide for more information pertaining to program requirements, 
internship, and Gates 1-4 at www.liberty.edu/advisingguide.   
 
In order to be granted a course-embedded field activity placement, candidates must already be 
accepted into the licensure program.  The LU field office submits field experience requests to the 
schools.  It is at each school’s discretion to approve or reject any request that is made. 
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INTERVENTION PLAN 
 

Intern: Faculty Member: 

On-Site Mentor: Date: 

Describe the nature of the concern: 

 

 

 

 

 

Summarize the discussion: 

 

 

 

 

 

 

State the action(s) to be taken: 

 

 

 

 

 

 

 

Person(s) responsible: Date for evaluation: 

Candidate’s signature (signature does not indicate 
agreement but acknowledges an understanding of 
the content of the form): 

 

University or On-site Mentor’s signature: 

Mentor’s signature (if applicable): 

 

Field Director’s signature: 
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SAMPLE PARTNERSHIP AGREEMENT  
 

LIBERTY UNIVERSITY 
SCHOOL OF EDUCATION 

  
Memorandum of Understanding: P-12 School Partnerships 

 
Liberty University offers Advanced Licensure Programs, including Reading and Math Specialist, and 
School Administration, which are regionally accredited and approved by the Virginia Department of 
Education.  Candidates are required to complete field experiences as part of their degree programs.  
Field Experiences are completed throughout the program and culminate in an internship concentrated 
over a span of 15 weeks at the end of the degree program.   

 School Administration candidates complete 120 course-embedded field experience hours 
throughout the program and 200 internship hours at the end of the program for a total of 320 
cumulative hours by program completion.  

 District-level Educational Leadership candidates complete 200 course-embedded field 
experience hours throughout the program and 550 internship hours at the end of the program 
for a total of 750 cumulative hours by program completion. 

 Program Specialists complete a minimum of 100 internship hours. 

To be placed for field experiences, a candidate must submit a completed application and meet all 
requirements prior to an application being approved.  Once the candidate’s application is approved, 
LU contacts the P-12 school system to make the placement request.  It is the P-12 school system’s 
decision whether to allow a placement for each applicant. 

 
This ______________________________ [Liberty University program] Agreement made at 
Lynchburg, Virginia, this ____ day of ___________________ [month, year] between Liberty 
University (hereinafter called “LU”) and ______________________________ [name of P-12 school 
or school system] (hereinafter called “school”).  This agreement will automatically renew unless 
canceled or revised by either party at least 30 days prior to the end of the term. 
 
Witnesseth: 

1. LU and the school accept joint responsibility in preparing qualified educators.  It is the 
candidate’s responsibility to follow and abide by the rules and regulations of both LU and the 
school.  If a candidate fails to do so, it may result in removal from the field experience 
placement program. 

2. The school shall work with LU to identify properly qualified mentors who will serve as the 
candidate’s on-site mentor under whose direct supervision the candidate will complete the 
field placement.  The mentor requirements are as follows: 

a. Has a Master’s Degree in Education or a related field. 
b. Holds licensure in the candidate’s endorsement area. 
c. Has at least three years of experience in the candidate’s endorsement area. 
d. Must not be a relative of the candidate.       

3. The onsite mentor will evaluate the performance of the candidate. 
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4. A stipend will be offered to the onsite mentor.  A stipend request form must be completed by 
the mentor at the beginning of the placement as all stipends are sent directly to the mentor at 
the end of the placement after all required paperwork has been completed. 

5. LU shall assign one (1) representative to serve as liaison between LU and the school.  That 
person, as a representative of LU, will communicate via e-mail with the mentor and candidate 
to facilitate communication and relationships between faculty and staff of the school. 

6. The school and the onsite mentor shall notify the LU representative of any concerns or 
problems within 48 hours. 

7. In an effort to provide school systems with information concerning the LU Advanced 
Licensure Programs, an online training guide is located at the bottom of the School of 
Education home page at www.liberty.edu/education. Within this guide, other requirements 
are provided, as well as duties and responsibilities of each person (candidate, mentor, and 
university representative). 

8. Both LU and the school agree to collaborate with each other to accomplish the following: 
a. Create a program design that meets the needs of both LU and the school.  
b. Implement a performance-based field experience. 
c. Identify and encourage potential candidates to enroll in preparation programs.  
d. Prepare candidates to participate in collaborative research utilizing P-12 school 

student achievement data, faculty data, needs assessment data, and other pertinent 
school data with confidentiality and within the constraints of institutional policy, state 
and federal law, and for research purposes only.  

e. Pool and share resources to assure the candidates’ support during the preparation 
program. These may include, but are not limited to, providing coaches/mentors, 
flexible scheduling, and professional development materials, as needed. 

f. Strengthen and improve program design of preparation programs.  
g. Evaluate the preparation program to assure that it addresses both candidate and P-12 

school needs. 
h. Monitor candidate’s progress and evaluate candidate’s work during the preparation 

program. 
i. Assure candidates are prepared to impact student achievement as a result of their 

preparation and experiences while enrolled in the preparation program.  
j. Assess the screening and admission process for potential candidates.  

IN WITNESS WHEREOF, we the undersigned, duly authorize representatives of the parties to this 
agreement; have caused this Agreement to be executed as the date first above written. 
  
Liberty University                               _____________________ (P-12 School) 
 
 
By: ____________________________                  By:  ____________________________ 
(Contracts Manager)  
 
LU SOE Dean: ___________________ 
 
Dept Chair: ______________________  
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INTERNSHIP FORMS 
 

To view/download internship forms go to the LU Online Advising Guide at this link: 
www.liberty.edu/advisingguide 

   
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


