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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
Program Application Form 

 
Please provide the background information requested below. The Principal Leadership Institute Admissions 
Committee will utilize this in evaluating applicants' qualifications for admission to the Administrative 
Services Credential and Masters Program. Current school information required even if change is anticipated.  
If additional space is required in filling out this form, please continue responses on a separate sheet of paper 
and affix such to the document. (Note: If available, a recent résumé should be submitted together with this 
form.) 
 
 
Name:  

             _______________________________________________________             Mr. Mrs. Ms 
              Last                                            First                               Middle Initial           (check one) 
 
 
Home:  

 

             _______________________________________________________             ___________________                      
             Home Address                                                                                                    Home Phone 
 
             _______________________________________________________    ______   ________________ 
             City                                                                                   State       Zip 
 
            _______________________________________________________              ___________________ 
             Email Address                                                                                             Cell Phone (if any) 
 
 
Work: 

 

            _______________________________________________        ______________________________ 
             School/Organization                                                         Title 
 
 
            _______________________________________________________             ____________________ 
             Work Street Address                                                                                          Work telephone  
 
 
             _______________________________________________________    ______   ________________ 
              Work City                                                                                    State       Zip 
 
 
            _______________________________________________________               Dr. Mr. Mrs. Ms 
             Principal/Supervisor                                           (check one) 
 
 
            _______________________________________________ 
            Principal/Supervisor contact information                                
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
(use an additional sheet or write on the back if you need more room) 

 
1. Work Experience: In addition to the work experience that you listed in the Department Application 

for Admission, please identify in detail the nature of your current and past job responsibilities, 
specifically describing particular job-related administrative and/ or leadership activities with which 
you have been involved. Indicate years and location. Include a 10-20 minute video (VHS, CD-R, 
DVD or Mini DV) of yourself teaching a lesson, accompanied by a lesson plan. 

 
 
 
         
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Other Professional Activities: Please identify or describe any professional organizations in which you 
have participated, professional journals which you read, leadership positions you have held, or other 
professional activities (workshops) with which you have been involved.  You may submit a maximum 

of two such documents to strengthen your application. 
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3. Professional Productivity: Please identify or describe briefly any professional-related publication, 
e.g., books, articles, research reports, curriculum guides, which you have produced. 

 
 
 
 
 
 
 
 
 
 
 
 
 

4. Special Honors/ Awards/ Recognition: Please identify any profession-related honors or special 
recognitions you have received. 

 
 
 
 
 
 
 
 
 
 
 
 
 

5. Activities/ Interests: Please identify other major professional, vocational, community, or recreational 
activities, interests, and pursuits. 

 
 
 
 
 
 
 
 
 
 
 
 
 

6. Academic Potential (Optional): We do not require the GRE, but we are interested in your academic 
potential for rigorous graduate work.  If you have a recent academic paper that demonstrates a 
different kind of writing than the statement of purpose, please submit. 
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
Verification of Experience Form 

 
 
This is to certify that ___________________________________________________________________ 
 
served satisfactorily on a  ______Part-time  ______Substitute  ______Full-time 
 
basis in _____________________________________________________________________________ 
   (School and School District, Educational Agency) 
 
____________________________________________________________________________________ 
 (City)                                                           (State)                             ( Zip) 
 
 
from ____________________to____________________ 
                  (Month, Year)                   (Month, Year) 
 
 
as __________________________________________________________________________________ 

(Teacher, pupil personnel, administrator, etc.) 
 
 
in ___________________________________________________________________of service. 
  (Grade, subject or area) 
 
__________________________________________  _________________________________________ 
 (Name of school official who (Signature) 
 is certifying this information) 
 
 
__________________________________________  _________________________________________ 
 (Title of official)                                                                      (Date) 
 
 
Address: ____________________________________________________________________________ 
 
 ____________________________________________________________________________ 
 
Telephone:______(       )________________________________________________________________ 
 

A district or school official must sign this form. Your application will not be complete without verification of at least 

three years experience.  If your minimum experience took place in more than one district, you must submit a separate 

form for each district. 
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
Administrative Field Work Placement Confirmation Form 

 
An essential component of the Administrative Services Credential (ASC) and Masters Program in Urban 
Educational Leadership at the University of California, Berkeley involves significant and relevant 
administrative field experiences. All applicants to the ASC Program are required to submit the following 
written commitment for a field work placement in a local school district or educational agency. If this changes 
after application or acceptance, you will be asked to submit a new form. 
 
This form is to be submitted by the applicant with his/ her program application to the Admissions Office in 
the School of Education at Berkeley. 
 
1. Applicant's Name: ________________________________________________________________________  

2. School District/ Agency: ___________________________________________________________________  

3. District's or Agency's Address:_______________________________________________________________  

______________________________________________________  Phone:(       ) _______________ 

4. Types of administrative leadership experiences in which the candidate must engage during preparation to 
meet California State Administrator Standards: 

 
*     Curriculum development *     School community relations 
*     Program coordination *     Group problem solving & decision making 
*     Program evaluation *     Budgeting 
*     In-service/ staff development *     Planning (short and long term) 
*     Supervision/ evaluation activities *     Scheduling 
*     Group leadership activities *     School Operations (daily) 
 

5. Personnel giving approval and support for field work experiences: 

Principal or other Site Supervisor: District Official 
Signature indicates you will support Preferably Assistant Superintendent or similarly titled 
candidate at site. Official in charge of your school site.  

Note: Signature indicates you support this candidate for 

admission and you have reason to believe he/she is a strong 
applicant for a leadership program. 

 
  
______________________________________  __________________________________________  

 Name Name 

______________________________________  __________________________________________  
 Signature Signature 

______________________________________  __________________________________________  
 Title Title 
      (        ) _________________________________  (        ) ____________________________________  
 Phone Phone 

Date: __________________________________  Date: _____________________________________  
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
 

Statement of Commitment Form 
 
 
The Principal Leadership Institute requires that applicants must be committed to urban schools and 
students, with all the opportunities and challenges they represent. All individuals accepted will 
receive partial scholarships covering U.C. Berkeley fees, will be designated Behring Scholars, and 
will be required to make a commitment to serve four years as a principal, vice-principal, or in 
another administrative/leadership role at a public elementary or secondary school in California. This 
will be substantiated each year by program staff, and a report will be filed. Exceptions or 
interruptions in the four years of service will be considered on a case by case basis.  
You are not required to participate in the Leadership Support Program, the three-year induction 
program for new administrators. However we strongly encourage your participation and, by your 
application to PLI, assume your commitment to the induction work during your years of service. 
 
Please indicate your understanding and agreement to the commitment and requirements above by 
signing below. 
 
 
 
Name:         
 
Signature:        
 
Date:         
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

 
Additional Application Guidelines 

READ CAREFULLY 

 
The applicant must complete three levels of application:  (1) Graduate Division application1,  (2) Graduate 
School of Education departmental application2, and (3) the Principal Leadership Institute program 
application3. This provides us with a level of detail that assists the Admission Committee in their review and 
in making a determination about those persons who will be asked for the personal interview.  Submitting an 

application does not guarantee a personal interview.  

 
Applicants are responsible for making certain that all application materials are postmarked or received by 
January 16, 2009 in the graduate admissions office at the School of Education at the University of California 
at Berkeley. The admissions office closes at 4:00 PM; no hand-delivered applications will be accepted after 
that time. The Graduate Division and Graduate School of Education applications can be submitted 
electronically after September 10th. The PLI program application, however, must be mailed or delivered with 
original signatures. 
 
Review the Application Procedures and Checklist. Below are specifics about important components of the 
application.  Please read carefully and make certain you follow the guidelines. 

 

1. Statement of Purpose (SOP) 

This is a key part of your application because it is your opportunity to give us significant insight into your 
reasons for wanting to be a school leader, your current and past experiences, and your philosophy of 
education. This should not be an autobiography; that is a separate part of the application. Rather it 
addresses the following questions in a clear and cogent manner. This is not a statement about teaching 
experience, although it may include that; it is a statement of purpose regarding your preparation for and 
philosophy about leadership in urban schools. 

 
• What is your basic philosophy of education, particularly as it relates to teaching and learning? 
• What is your experience in working in schools, particularly urban schools?  How has that experience 

prepared you for leadership and what leadership experiences have you been involved in at your 
school or district? 

• Leadership means a position of authority in which you are directly responsible for how other adults 
perform in their responsibilities and can include principal, assistant principal, curriculum coach, etc. 
What leadership roles have you had in your school district? How did they inform your leadership? 
Why do you want to be in a leadership position in a school? 

 
The preferred length is 500-750 words / 2-3 pages. This should be in a narrative style and should include 
concrete examples of how your philosophy translates to your work (leadership and teaching), specific 
experiences and what meaning they have had for you, and perhaps what leadership roles you have already 
assumed that make you eager to assume a larger role as a school-based leader.  It could include references 
to research/ ideas that you rely on to form your philosophy or that have informed your experience.  
Finally, it should address why you want to be in a rigorous master’s program in order to become a school-
based leader.  It will be useful to write a SOP draft and have 2-3 trusted colleagues read it and suggest 
revisions. One copy only need be submitted with your application. 

                                                
1 Available for electronic submission after Sept 8, 2008. http://www.grad.berkeley.edu/admissions/grad_app.shtml. 
2 Available for electronic submission after Sept 8, 2008. https://gse.soe.berkeley.edu/admin/sas/gseappform.html. 
3 Contained in this document. Additional copies are available in PDF format at http://principals.berkeley.edu. Complete 
paper applications are available after October 1, 2008 from the PLI office. 
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
 

2. Letters of Recommendation 
You need to submit one set of three responses to Form G - Letter of Recommendation in the Graduate 
Application (the form itself is not required). To the degree that this is possible, these should be from a 
variety of persons who have had an opportunity to observe or be responsible for your work, either 
academic or professional. There is a memo of guidelines to the Individual Completing Letters of 

Recommendation included in this program application. The letters should address all or most of the 
following:   
 
• Potential for Successful Performance in Graduate Work 
• Use of Written and Spoken Language 

• Previous Performance as a Professional 
• Potential for Administrative Leadership and Success as an Urban School Administrator 
• Interpersonal and Inter-group Relations 
• School-Community Relations 
• Unique Strengths 
• Areas of Need Growth 

 

3. Residency 
Out of State applicants can apply to the program provided that they obtain a valid California teaching 
credential (see below), and agree to pay the non-resident portion of UC fees or obtain an exemption (see 
the FAQ's page at http://principals.berkeley.edu or the Registrar's web page at 
http://registrar.berkeley.edu. Residency in the Bay Area during the 14-month (late June of first summer to 
early August of second summer) intensive program is mandatory.  Students must attend classes at the 
University of California at Berkeley campus in both summers and during the academic year. Please make 
certain that you check the appropriate box for California Residency on form A of the application for 
graduate admission. 

 

4. Credential and Current Employment 
The applicant must possess a valid California prerequisite Teaching Credential and have passed the 
CBEST. A copy of the credential and CBEST scores should be submitted with the application.  
Applicants should be employed in a school district in the Bay Area and have had a minimum of three 
years of full-time teaching experience. Under some circumstances, applicants who are not currently 
employed in a school district will be considered provided he/she is a resident, holds a valid teaching 
credential, has passed the CBEST, and can demonstrate a sustained commitment to urban public schools. 
No one will be accepted without a preliminary or clear teaching credential. You must have a clear 
credential to be eligible for the Administrative Services Credential, and it is impossible to do the work 
necessary to clear your credential during the PLI course, therefore you must present evidence that your 
credential is clear or in the process of clearing. Also please make sure your credential is valid through the 
end of the PLI program. Applicants who were not required to take the CBEST for their teaching 
credential still must pass it in order to be accepted into the PLI program and to be eligible for the 
Administrative Services Credential. 
 

5. Additional Academic Criteria 
In certain situations, candidates who do not meet the 3.0 GPA requirements are accepted to the Principal 
Leadership Institute. Although GPA is not the primary or only criterion on which the PLI basis 
admission, you may wish to strengthen your application if your GPA is under 3.0 in one of the following 
ways: taking the Graduate Record Exam (GRE); submitting prior academic papers that demonstrate your 
ability to be analytical and critical; or responding to a reading by writing a critical essay (reading 
materials and guidelines are available from Lynda Tredway, PLI Program Coordinator at 
ltredway@berkeley.edu). 
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UNIVERSITY OF CALIFORNIA, BERKELEY 
   

 

BERKELEY • DAVIS • IRVINE • LOS ANGELES • MERCED • RIVERSIDE • SAN DIEGO • SAN FRANCISCO 
 

 
 

SANTA BARBARA •  SANTA CRUZ 
 

  

GRADUATE SCHOOL OF EDUCATION BERKELEY, CALIFORNIA 94720-1670 

 
To: Individuals Completing Letters of Recommendation (Form G) 
From: Principal Leadership Institute Admissions Committee 
Re: Guidelines for Letters of Recommendation 
 

The person whose name appears on the enclosed Form G of the Graduate Application has applied for 
admission to the Administrative Services Credential Program at this institution. You are being asked 
by the applicant to provide your reactions to his/ her candidacy. 
 
To help us in reaching an admissions decision regarding the applicant, will you please respond to this 
recommendation request by using the provided Form G or equivalent. In particular, please respond to 
each of the areas listed below and provide your rating of the overall student's promise. Thank you for 
your assistance in this important matter. 
 

 
1. Potential for Successful Performance in Graduate Work. Graduate work at the University is a 

demanding pursuit. What are your impressions of the applicant as to his/ her capability of performing 
successfully in graduate work at U.C. Berkeley? 

 
2. Use of Written and Spoken Language. Graduate work and professional administrative activity demand 

that applicants possess the ability to use the written and spoken language well. What are your 
impressions of the applicant in this regard 
 

3. Previous Performance as a Professional. Please describe briefly the work experiences of the applicant 
which you have observed, supervised, or of which you are aware. What are your perceptions of his/ her 
performance in each of these experiences, particularly those involving administrative experience? 

 
 
4. Potential for Administrative Leadership and Success as School Administrator. What are your 

impressions of this applicant's potential for administrative leadership? For success in a career of school 
administration? 

 
5. Interpersonal and Intergroup Relations. What are your impressions of the applicant with regard to his/ 

her skills in interpersonal relations, individual and group problem solving, and participatory decision-
making? 

 
6. School-Community Relations. What are your observations regarding the applicant's capabilities in 

working effectively with the community? 
 
7. Unique Strengths. What are the particular strengths of this applicant? 

 
8.  Areas of Needed Growth. What, if any, would you see as areas of needed growth or improvement? 

 
 

Note: This form is to be provided to each person you are asking to write a letter of recommendation. 

 THE USE OF FORM G IS NOT REQUIRED 
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

2009-2010 
PLI APPLICATION CHECK LIST 

(Deadline: January 16, 2009) 
 

 Graduate Application for Admission and Fellowships 2009-2010  
http://www.grad.berkeley.edu/admissions/grad_app.shtml 

 Form A, B, required of all applicants 
 Form F, Statement of Purpose (this can be longer than the form provided, and 

submitted on   attached sheets. In addition, you may also submit a resume).   
 

 Graduate School of Education Application for Admission Fall 2009. 
https://gse.soe.berkeley.edu/admin/sas/gseappform.html 

 

 GPA worksheet http://gse.berkeley.edu/admin/sas/gpa.html 
 

 $60 non-refundable application fee (may be paid online by credit card during submission of 
the Graduate Division application, or by check or money order payable to UC Regents with 
other application materials sent to the Graduate School of Education). 

 

 Two sets of official transcripts from all institutions attended beyond high school.  (Must be 
submitted in sealed envelopes as issued by the institution.  Do not break the seals.) 

 

 Three letters of recommendation.  (The use of Form G is preferred but not required.  Request 
that letters be sent to you in sealed envelopes.) 

 

 Official GRE (Graduate Record Examination) General Test scores.  Scores of tests taken 

before October 2000 are not acceptable.  Use recipient code 4833-3999.  (GRE scores are 

not required of applicants to the following three programs: Developmental Teacher 

Education, Principal Leadership Institute, and Athletes and Academic Achievement.) 

 

 Official TOEFL (Test of English as a Foreign Language) scores. TOEFL is required of all 
applicants who earned their bachelor’s degrees in a country where the official language is not 
English.  Scores of tests taken before June 2003 are not acceptable.  Use recipient code 
4833.   

 

 CBEST (California Basic Educational Skills Test).  CBEST is required of all applicants to 
programs leading to a credential.  Please include a photocopy of your passing verification 
with your application, or use recipient code 125. (Applicants residing outside CA and OR 
may take CBEST after admission and arrival in CA.) 

 

 Credentials. Photocopies of all California credential held (at least one valid Calif. basic 
teaching or pupil personnel services credential, with no outstanding requirements, is 
necessary). 

(continued on next page) 
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Graduate School of Education, University of California, Berkeley 
 

ADMINISTRATIVE SERVICES CREDENTIAL (TIER I) AND MASTERS PROGRAM 
PRINCIPAL LEADERSHIP INSTITUTE 

2009-2010 

 

(continued from previous page) 

 

 Principal Leadership Institute Application packet (available for download at 
http://principals.berkeley.edu). The packet includes the following forms:  

 
 Program Application Form. 

 
 Statement of Purpose (SOP) 

 
 Verification of Experience Form. Verification of three years, full-time classroom 

teaching experience or pupil personnel services experience (or have two years such 
experience, plus verification of full-time employment in classroom teaching or pupil 
personnel services for third year while concurrently participating in the PLI. 

 
 Administrative Fieldwork Placement Confirmation Form. Obtain signatures of 

proposed field supervisor and district official giving approval for fieldwork 
placement. (This is usually signed by your principal and the assistant superintendent 
responsible for your school). 

 
 Statement of Commitment Form. All applicants must commit to serve four years in a 

California public elementary or secondary school, if admitted.  
 

 Teaching video. A 10-20 minute video (VHS, CD-R, DVD or Mini DV) of yourself 
teaching a lesson, accompanied by a lesson plan. 

 
 

 

Mail all application materials* in one packet to:   

(*Except applications submitted electronically) 

 

Graduate Assistant 

Department of Education    

University of California 

      1607 Tolman Hall #1670 

      Berkeley, CA 94720-1670 
 
If you are unable to find answers to your questions on the Web sites listed above, please contact the  

Principal Leadership Institute Office at pli@berkeley.edu or phone (510) 643-7458. 

For questions about GPA calculation or transcripts, please contact the GSE Admissions Office via 

email: gse_info@ berkeley.edu or phone (510) 642-0841. 
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