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MISSION STATEMENT

Internship is the culminating experience in the teacher education program at Northwestern Oklahoma State University.  It requires one to display the knowledge, skills, and dispositions about teaching and learning that have accrued throughout the initial certification preparation.

The internship semester is a valuable professional clinical experience in teacher preparation since it represents the bridge between professional preparation and professional practice.  Clinical experiences are designed to provide opportunities for students to observe, plan, implement, and evaluate instructional materials and techniques in order to meet the varied learning needs of students from diverse cultures and backgrounds.  

The Unit envisions teacher education as being composed of a “partnership” of Teacher Candidate, Cooperating Teacher, and University Supervisor.  While there may be a variety of approaches to preparing teachers, the most important people involved in the process remain the same.  The “ideal” teacher preparation partnership requires a Teacher Candidate, Cooperating Teacher, and University Supervisor to develop and maintain an open channel of communication and trust.  The quality of the working relationship of this trio within the regulations of the school setting largely determines the success of the experience.  

INTRODUCTION

The Cooperating Teacher fulfills an important role, perhaps the most important role, in the professional preparation for teaching.  Teacher education is an undertaking requiring the cooperation of institutional faculty, students, classroom teachers, and administrators.  This handbook has been prepared to help make internship a rewarding experience for all concerned. 

A Cooperating Teacher is ideally a master teacher who has had at least three years of classroom teaching experience, is an active member of professional and educational organizations and activities, has special training for supervision through in-service and workshops, and views this participation as a valuable contribution to his/her own professional development.  

A University Supervisor is ideally one who possesses the ability to work effectively and cooperatively with Teacher Candidates and Cooperating Teachers in all phases of the internship experience, is able to establish amiable, non-threatening relationships with those involved in the program, is willing to give constructive critiques, and is designated as a Teacher Education Faculty member.

It is both the aim and expectation of Northwestern’s Internship Program that all participants be reflective professional educators who facilitate successful student learning.  It is intended that the students, the schools, the University, and the Teacher Candidates all benefit from this cooperative experience.

THE LEGAL BASIS FOR INTERNSHIP
With the enactment of House Bill 1013 in 1969, the Oklahoma Legislature recognized the existence of internship in public elementary and secondary schools of the state.  House Bill 1013 defined the role of the Teacher Candidate under the law, and it provided for the joint assignment of Teacher Candidates in the public schools by colleges engaged in teacher education and the public schools. 

Internship has become a joint responsibility of institutions offering teacher education programs and cooperating local school systems.  However, local school systems are not obligated under the law or by regulation to accept Teacher Candidates from the colleges and universities, nor are teachers in the local schools under any legal obligation to serve as Cooperating Teachers in the implementation of the internship function. 

According to the Guidelines for Student Teaching in Oklahoma (Oklahoma State Department of Education, 1972),


Student Teaching is a period of guided teaching during which the student, 

under the direction of a Cooperating Teacher, takes increasing responsibility for 


leading the school experiences of a given group of learners over an extended


period of time and engages directly in many of the activities that constitute the 


wide range of a teacher’s responsibilities.

House Bill 1549, The Teacher Reform Act of 1995, transfers authority for Teacher Education programs to Oklahoma Commission for Teacher Preparation (OCTP). 

PART I

PROCEDURES FOR OF TEACHER CANDIDATES
PLACEMENT of TEACHER CANDIDATES
Students apply for internship through the Director of Student Teaching. An approval of Benchmark 3 of the portfolio process indicates that their scholarship, performance in their area of specialization, competence in the professional sequence, and personal characteristics qualify them for the responsibilities of internship.  Oklahoma school districts play an important role in the pre-placement process.  The superintendent or his/her representative may ask each of the building principals to survey staff members regarding their interest in working with Teacher Candidates.  Each principal has the prerogative of approving or rejecting a teacher’s request to be involved.  A teacher must have completed three years of teaching in order to be considered as a Cooperating Teacher.  As Teacher Candidate request forms come from Northwestern Oklahoma State University to school districts, the principal/personnel director helps in the selection process of each Cooperating Teacher.  After placements are made, the Cooperating Teacher will be provided with professional/personal information about the student, who will be placed under his/her supervision.  Teacher Candidates are then notified by the Director of Internship of their internship assignment.

TIME REQUIRED FOR INTERNSHIP
Internship will require a great deal more of one’s time than any other college course or courses of an equivalent number of hours of credit.  It is not unrealistic to expect at least one hour of preparation time per day for each class being taught.  Generally, Teacher Candidates would be expected to participate in all professional level activities in which the Cooperating Teacher participates.  Most Teacher Candidates become heavily involved during their internship experience.  The Unit recommends that Teacher Candidates not hold employment or take additional classes during this time since all of their creative energies should be directed toward the most important experience in their teacher education program. 
ABSENCES
The Teacher Candidate should be in the classroom every day.  This policy includes the final week of observation.  Three professional days are allowed for emergencies.  Other absences must be made up at the end of the semester.  Absences beyond three days adversely affect the Teacher Candidate’s grade.  Each absence and reason for the absence must be reported to the following offices/individuals on the day missed:




Director of Student Teaching  580-213-3195




University Supervisor              If visiting that day



Cooperating Teacher

 ___________

The Cooperating Teacher and the Director of Student Teaching should be notified as early as possible. 
CLASSROOM MANAGEMENT

Effective classroom management, including knowledge and application of a discipline plan, is an important part of the internship experience.  The Teacher Candidate has an obligation to model the Cooperating Teacher’s classroom management/discipline plan and to use it, unless changes are 

made by mutual agreement.  While internship is a time to experiment and try various approaches to managing a class, changes should be considered only if they can be implemented without disrupting the classroom.  The Cooperating Teacher has the legal responsibility for maintaining a classroom environment conducive to internship. 

In the beginning, the Teacher Candidate is learning to manage the class with the help of the Cooperating Teacher.  As he/she progresses to the next phase,(see phases below) it is important that the Teacher Candidate be given the opportunity to use effective management skills without assistance.  Some students need support at the beginning of this phase, but each must be able to manage the class all day during Phase IV.  The management system used by the Teacher Candidate must be acceptable to the University Supervisor and the Cooperating Teacher, who is ultimately responsible for the class.  

Teacher Candidates should not administer corporal punishment nor serve as an official witness of corporal punishment.  Violation of this policy will result in termination of internship.

PARENT CONTACTS
Being able to work effectively with parents is essential if a teacher is to succeed.  Teacher Candidates should take advantage of every opportunity to observe their Cooperating Teachers interacting with parents, except in cases where confidentiality is a concern.  Contact with parents should always be done in the presence of the Cooperating Teacher.  If a problem arises with a parent, it should be referred to the Cooperating Teacher immediately.

PHASES OF INTERNSHIP
The internship experience provides an opportunity to be part of a internship team.  As a team member, the Teacher Candidate’s role, responsibilities, and tasks will vary from time to time as determined by the Cooperating Teacher and University Supervisor.  Teacher Candidate assignments are highly individualistic.  Involvement in the classroom activities will depend upon the individual’s readiness to perform the tasks assigned.  In no case will the Teacher Candidate be asked to step in immediately and assume total responsibility for the class.  Due to the individualistic nature of the assignment and the readiness factor, no set time period can be attached to the various phases of internship.  

All Teacher Candidates should move through five phases during their experiences.

Phase I
Orientation and Observation



Much of the first week of internship will be spent in observation of the classroom 

environment and related areas, instructional techniques, and interpersonal communication and relationships.   As you observe, it will be helpful to take reflective notes for the purpose of asking questions of your Cooperating Teacher regarding reasons for his/her interactions and instructional methods.  Frequently asking questions of “why” and “how” will provide you with a knowledge base for choosing your own methods for instruction and management.

Phase II
Assisting

After a short period of observation, the Teacher Candidate will be ready to become involved with the students in order to become better acquainted and to alleviate anxieties.  The Cooperating Teacher may give suggestions for activities that will help the Teacher Candidate become involved.  Examples might include giving one-to-one assistance, distributing materials, checking attendance, or assisting with make-up work.

Phase III
Team Teaching / Limited Teaching Experience
To initiate the teaching experience, the Teacher Candidate will begin by sharing with the Cooperating Teacher the responsibility of planning and teaching selected lessons in a team teaching situation.  This may be done in a number of ways.  

For example:

a. The Teacher Candidate presents the lesson “warm-up” and motivation while the Cooperating Teacher teaches the new skill.         

b. The class is divided into two groups with both the Teacher Candidate and the Cooperating Teacher taking a group for instruction.

c. The instructional time is divided – one person does the introduction and presentation of skills, while the other person carries out the independent practice and evaluation segments of the lesson.

d. One person presents the lesson content while the other one supervises the cooperative group work.

In the limited teaching phase, the Teacher Candidate will be involved in planning, preparing instructional materials, and teaching a complete lesson that has been cooperatively developed.  In this phase, the Cooperating Teacher provides continuity for the classroom and immediate feedback.  Additional responsibilities might include preparing resources or working with individual students or small groups relating to the lesson that was taught. (See Lesson Plan Example and Description, Appendix B & C). 

Phase IV
Extensive Teaching Experience
After having observed the Cooperating Teacher model the preparation, implementation, and evaluation of lesson plans in the subject area(s) within the classroom, the Teacher Candidate will be able to assume the responsibility for planning, teaching, and evaluating a sequence of lessons.  These lesson plans will be written and submitted to the Cooperating Teacher prior to teaching the lesson.  If the subject of study is developed around a theme or unit, submission dates will be determined by the Cooperating Teacher.  This gives the Cooperating Teacher adequate time to evaluate it and give the Teacher Candidate constructive feedback for revisions and ultimate success.  The Teacher Candidate continues to assume more responsibility for all the classroom activities until the full teaching load has been accrued. 

Phase V
Culminating Experience
During this phase the Cooperating Teacher once again assumes the major responsibility for classes.  This phase, which is the last week of the internship experience, provides the opportunity for the Teacher Candidate to observe the Cooperating Teacher making the transition back to full-time teacher and observe other classes in the building or in other buildings.

PART II

ROLES OF INDIVIDUALS INVOLVED IN INTERNSHIP
ROLE OF THE COOPERATING TEACHER
The Cooperating Teacher is responsible for modeling an effective instructional program for students and guiding the activities of the Teacher Candidate.  A successful Cooperating Teacher is able to create an enriching experience for both the students and the Teacher Candidate.  Only teachers who are certified in the appropriate subject area are selected as Cooperating Teachers.  Additional selection criteria include: (1) strong dedication to the teaching profession, (2) use of basic principles of effective teaching and learning, (3) willingness to guide the progress of the Teacher Candidate, and (4) demonstration of a high level of professional ethics.

The Cooperating Teacher guides the Teacher Candidate through the experience beginning with such activities as: learning students’ names, leading individual and small group instruction, creating and implementing lessons with the Cooperating Teacher’s guidance, and finally, teaching multiple classes. 

The relationship developed between the Cooperating Teacher and the Teacher Candidate is the key to the success of the internship program.  An effective Cooperating Teacher utilizes good critiquing skills in guiding the growth and development of the Teacher Candidate.  In a good Teacher Candidate/Cooperating Teacher relationship, the Teacher Candidate is encouraged to ask questions and make suggestions.  The Teacher Candidate is offered and accepts constructive criticism, and the Cooperating Teacher and Teacher Candidate function as a team working to enhance student learning.  

This relationship is developed through actual participation in classroom activities, reflective practices, and conferences involving the Cooperating Teacher and the Teacher Candidate.  These conferences are held for (1) planning purposes, (2) discussing the interaction that occurs in a classroom environment, (3) integrating components that are fundamental for appropriate pedagogy – the excitement about the importance of learning and the actual engagement of students in content, and (4) encouraging the professional responsibilities, professional growth, and contributions to the school/district/profession as a whole that contribute to a teacher’s skill and commitment.  While valuable conferences may be held in five or ten minutes before and after class, conferences of varying lengths will also be required.  Teacher Candidates need to make themselves available for as many conferences as the Cooperating Teacher deems necessary.  

The Cooperating Teacher is expected to:

1. Ensure adequate continuity, class contact, and supervision of the Teacher Candidate program.  The Teacher Candidate should be part of a teaching team and should not be considered as replacement for the regular teacher.  

2. Provide a gradual induction of the Teacher Candidate to the teaching process by modeling 

appropriate planning and teaching.

3. Define the Teacher Candidate’s role in terms of his/her duties and responsibilities.  To accomplish 

this, the Cooperating Teacher should:

a. Schedule a conference with the Teacher Candidate during the first week of the student    

teaching experience to clarify the role of the Teacher Candidate in the given situation.     

b. Provide ample opportunity for the Teacher Candidate to observe methods which are appropriate 

for effective teaching practices.   

c. Assist the Teacher Candidate with the professional responsibilities for working with students, 

parents, colleagues, and the community.

d. Assist the Teacher Candidate in becoming acquainted with the state regulations and district 

regulations applicable to students and teachers in the school where he/she is working.

e. Clarify the Teacher Candidate’s responsibilities with respect to making lesson plans, securing

and organizing appropriate materials, and other necessary activities.  Demonstrate the use

of guides, manuals, resources, and portfolios for his/her grade level.  Students have had varying amounts of instruction on these procedures.  Also demonstrate how to devise the lesson plans and how to use many different resources and ideas.  Tell the student why the materials and methods are used.  

4. Introduce the student to professional journals and other current publications specific to the    

specific area that can be used for planning and fostering continued learning in the educational

profession.  

5. Attend in-service programs planned for teachers and administrators directly concerned with   

internship.

6. Ensure the Teacher Candidate’s induction to actual teaching at a rate which seems appropriate for the Teacher Candidate.  Progression through this process includes the following:

(1st )  The Cooperating Teacher directly models teaching strategies in a variety of lessons.

(2nd)  The Teacher Candidate and Cooperating Teacher plan and team teach together.  Be prepared to give step-by-step guidance.  The transition from the university to the classroom may be difficult and require repeated explanations of detailed procedures.

(3rd)   The Teacher Candidate plans lessons with the assistance of the Cooperating Teacher and then he/she teaches the lessons.

(4th)   The student plans and teaches his/her own lessons with the approval of the cooperating 

 teacher.  The Cooperating Teacher is accountable for evaluating and providing constructive criticism during this extensive teaching phase.

7. Choose a specific time for planning on a daily and weekly basis.  In addition, establish a 

regularly scheduled conference time.  A Teacher Candidate will need close supervision and a lot of assistance in the initial stages of making lesson plans.  It is also helpful early in the semester to do long-range planning and to schedule the weeks for the gradual progression of limited teaching responsibilities to full responsibilities.  

8. Help the Teacher Candidate succeed by:

(a)   Monitoring effective use of time.

(b)   Requiring well-written lesson plans and confirming that he/she has planned adequately in 

        advance of a teaching assignment.

(c)   Addressing strengths and weaknesses of the Teacher Candidate’s effectiveness in the 

        teaching-learning situation.

(d)   Creating a climate in which the Cooperating Teacher is encouraged to self-evaluate as well 

        ask questions.


(e)   Praising and encouraging.

(f )   Keeping interactive lines of communication open.

(g)   Capitalizing on the special interests, talents, and background of the Teacher Candidate in 

        order to enrich the curriculum.

(h)   Encouraging alternative teaching approaches and management techniques.

(i )   Modeling and encouraging personal reflection and self-evaluation.

(j )   Giving constructive criticism to ensure quality lesson plans and initialing the lesson plans

        for accountability.

(k) Guiding the Teacher Candidate in making the transition from being a student to being a teacher and a professional. 

9. Evaluate the Teacher Candidate’s performance and keep the Teacher Candidate informed of progress on a continuous basis.  Provide feedback to his/her personal reflections and self-evaluations.  Be sure the Teacher Candidate receives a written copy of suggestions/criticisms and keeps a personal copy on file. 

10. Inform the University Supervisor of Teacher Candidate absences.  It is the responsibility of the Teacher Candidate to make up absences at the end of the internship experience.

11. Take the necessary steps to notify the University Supervisor or Director of Internship if problems arise during the internship experience.  (Refer to Problem Solving Process, pg 13).


12. Plan two formal evaluation observations throughout the semester with the Teacher Candidate using the Teacher Candidate Evaluation (See Evaluation forms).  Send the form to NWOSU’s Director of Internship upon completion.


13. Complete the Evaluation of Teacher Candidate Experience by the Cooperating Teacher and send to the Director of Internship after the twelve-week experience.  (See Appendix G).

ROLE OF THE PRINCIPAL
The school principal plays a very important role in facilitating and coordinating Teacher Candidates.  Generally, the principal:

1.   
Provides a positive environment for Teacher Candidates within the building.

2.   
Orients faculty to their role in the internship program.

3.   
Orients Teacher Candidates concerning philosophy, policies, and regulations of the cooperating

      
schools.

4.   
Stays informed about the progress of Teacher Candidates.

5. Observes Teacher Candidates in some capacity and provides informal feedback.

6. Communicates any comments, questions, or concerns to the NWOSU Director of Internship or the University Supervisor.

ROLE OF THE TEACHER CANDIDATE
The Teacher Candidate is expected to:

1.
Act as a guest in the assigned school and support school policies and personnel.  All school 

rules and regulations should be followed.

2.
Consider internship as a full time job.  This includes being responsible for the entire class 

plus any out-of-class responsibilities assigned to the Cooperating Teacher.

3. 
Attend any conferences with the Cooperating Teacher and/or University Supervisor.

4.
Observe the standards of dress and grooming adopted by the professional staff in the school 

district.  Adherence to professional ethics should be maintained throughout the internship experience and professional career.

5.
Exemplify professionalism in dealing with confidential information.  This includes not releasing or disclosing information about students without proper authorization (e.g. not allowing students to grade other student’s work, nor students or teacher announcing a grade in front of other students, or teachers discussing a classmate to another student’s parent).

6. 
Assume responsibility for the quality of the experience, explore new involvement possibilities, ask for new assignments or responsibilities, and be actively involved in personal teaching analysis and reflection.

7. 
Take part in out-of-class activities such as PTA or PTO, faculty and professional meetings, routine teaching and non-teaching tasks.

8. 
Reflect the seriousness of this responsibility by daily attendance and preparation.  This includes informing the Cooperating Teacher of any unexpected absences.  Be sure to exchange phone numbers so that contacts can be made after school hours if necessary.  It is the responsibility of the Teacher Candidate to make up absences at the end of the internship experience.

9.
Learn the names of the students in assigned classes as well as the relevant staff members in the school.

10.
Observe instructional strategies of the Cooperating Teacher and classroom management techniques employed.

11. 
Display self-reliance, desire, enthusiasm, and initiative.

12.
Communicate with the University Supervisor about visitation times, personal progress, and problems if they arise.

13.
Discuss lesson plans with the Cooperating Teacher at scheduled times before the lesson begins.

14. Try out ideas within the structure the Cooperating Teacher has established, making them available to the Cooperating Teacher several days in advance of the lesson.   
15. Be continually involved in the self-evaluation process.  This includes examining goals and objectives of each instructional activity, soliciting feedback of personal strengths and suggestions for improvement.

16. Complete the Evaluation of Internship Experience form at the end of your internship experience and send it to the Director of Student Teaching.  (See Appendix G)

17. Start a notebook which includes all lesson plans.  (Continuously update)

(a)   Start this notebook with a long-range planning guide created cooperatively with the teacher.

(b)   Select a lesson plan format with the University Supervisor and/or the Cooperating Teacher 

        most suitable for this grade level or subject.  Some Cooperating Teachers will want you to 

        incorporate a specific unit during your internship experience.  

        Your university Supervising Teacher may request you to include specific components in 

        the lesson plan during his/her observations.

(c)   Place lesson plans in the notebook.  If using a team teaching approach, indicate which 

parts of the lesson were taught by the Teacher Candidate and those taught by the    cooperating teacher.

(d)   Follow each lesson with comments, ideas, questions and reflections that were discussed 

        with the Cooperating Teacher during the post-lesson conference.

(e)   Be sure all lesson plans are submitted on time.  Have the Cooperating Teacher initial all 

        plans (in the top right corner) before it is placed in the notebook.

(g)   Make sure dates are included on all lesson plans and place in order sequentially from the 

        initial lessons (front) to your most recent lesson plans (back).

(h)   Continue to write a reflection and self-evaluation of each teaching experience on a 

        separate sheet of paper immediately following the lesson.  Include personal comments, 

        ideas and suggestions from the Cooperating Teacher.

ROLE OF THE UNIVERSITY SUPERVISOR
A University Supervisor is assigned for each Teacher Candidate.  Throughout the semester the supervisor confers with the Teacher Candidate and Cooperating Teacher about the experiences and progress of the Teacher Candidate.

The supervisor holds regularly scheduled meetings with the Teacher Candidate and should provide written documentation about the observations.  In the conferences the Teacher Candidate and the supervisor discuss planning activities, learning strategies, discipline techniques and concerns, as well as Teacher Candidate strengths, areas for improvement, or additional questions or ideas to think about.  The Cooperating Teacher and supervisor will meet to discuss the Teacher Candidate’s progress, and all three parties may confer together during observation visits.

Generally, there will be four visitations from the University Supervisor(s) for the elementary education major; secondary majors and K-12 majors will have two visits from the education University Supervisor and two visits from their content area supervisor; and special education majors will have 5 visitations.  The first visit will be toward the beginning of the internship experience to get acquainted, receive a teaching schedule from the Teacher Candidate, be informed of school breaks, discuss the Supervisor’s expectations, discuss lesson plans, ask questions, and schedule possible observation visits.  The second visit will also be at the beginning of the teaching assignment when the University Supervisor is involved in the Phase III limited teaching experience.  Observation three will be during Phase III or IV and the fourth observation will be during the last part of Phase IV.  The supervising teacher or Cooperating Teacher may request for an additional visit during Phase IV to accurately evaluate the Teacher Candidate’s progress.  If needed, the supervisor may also delegate another member of the content area department to observe and complete an evaluation form for substantiated assessment and contribute to certification recommendations.  Once again, please note that these are suggestions only.
The Director of Student Teaching is responsible for determining a grade for internship.  The Cooperating Teacher gives substantial input into the final grade.  Other factors will include:  class projects, the Teacher Candidate self-evaluation, and attendance.

The university faculty supervisor is expected to:

1.   Consult with the Cooperating Teacher regarding the Teacher Candidate under his/her direction early in the semester and if possible after each observation of the Teacher Candidate.

2.
Make sufficient visits to ensure adequate supervision and evaluation.  Periodically visit with the Teacher Candidate and the Cooperating Teacher to discuss student’s progress, concerns, questions, and problems.  The supervisor(s) will make an initial get-acquainted visit and observe the internship situation a minimum of four times during the semester.

3.
Be available to consult with the Cooperating Teacher.

4.
Provide feedback and constructive critiques about the Teacher Candidate’s instruction, organization and management, interactions with others, assessments, and professionalism.

5. 
Complete observation forms.

6.
At any time discuss any problems or challenges with the Director of Internship.

ROLE OF DIRECTOR OF STUDENT TEACHING
The Director of Student Teaching is responsible for Teacher Candidate placement and supervision.  The director’s responsibilities include the following:

1.
Work with an administrator assigned by the District Superintendent to place each Teacher Candidate with a qualified Cooperating Teacher.

2.
Contact university personnel in other states and countries to arrange courtesy supervision agreements for out-of-area, out-of-state, and out-of-country Teacher Candidate placement.

3. 
Recruit, assign, supervise, and evaluate University Supervisors.

4.
Plan and conduct the Internship Seminars.

5.
Execute policies and procedure in the Internship/Cooperating Teaching/ University Supervisor Handbook.

6. 
Coordinate all training sessions for Education and Content Area Supervisors and Cooperating Teachers.

7.
Manage the Internship experience to ensure:


a.
    Timely placement of Teacher Candidates.


b.       Maintenance of adequate internship records.


c.       Appropriate supervision of Teacher Candidates.

8.
Assign final grades based on recommendations from Cooperating Teachers and University Supervisors, etc.

9.
Assess the appropriateness of each Teacher Candidate placement and University/Academic supervisor assignment during the internship semester and determine if and when a change is necessary.

10. Counsels students, administrators, teachers, and university faculty to ensure a productive and positive internship experience.

PART III

PROCEDURES FOR RESOLVING PROBLEMS

INITIAL STAGES IN PROBLEM-SOLVING PROCESS
Most problems which arise between the Cooperating Teacher and the Teacher Candidate are resolved through daily conferences.  If a Teacher Candidate is not progressing as expected, the University Supervisor should be consulted and plans made to support the student in an appropriate manner.  Through early identification of problems and appropriate intervention, students are often able to overcome difficulties and develop the skills needed to succeed. The following process should be followed if the problem cannot be resolved.

Either the Teacher Candidate or the Cooperating Teacher should:

1. Develop a plan to resolve the problems.

2. Have a conference with the University Supervisor to discuss the issues.

3. Communicate the plan to the principal and to all involved parties.

4. Implement the plan and document progress.



  *  If other problems arise between visits, the Teacher Candidate and/or Cooperating Teacher  



     should contact the University Supervisor immediately.  If the supervisor cannot be reached, 



     the Director of Internship should be notified.

PROCEDURES FOR REASSIGNMENT
If the problem continues, the principal and the University Supervisor confer with input from the Cooperating Teacher to determine the next steps.  After this meeting, one of the following alternatives will be initiated:


1.   Teacher Candidate is removed from the assignment and reassigned within the school or the school system.

2. Teacher Candidate is removed from internship in that school system.

3. The University Supervisor may reprimand a Teacher Candidate for poor performance or unprofessional behavior.  A plan will be developed to improve the behavior of the Teacher Candidate signed by the Teacher Candidate and the Director of Student Teaching.  The plan must be signed and dated by the Teacher Candidate, Cooperating Teacher, and the University Supervisor.  Removal will follow if the Teacher Candidate fails to demonstrate improvement as stipulated in the written plan.

TEACHER CANDIDATE DUE PROCESS

If Teacher Candidate is not satisfied with the decision, it may be appealed to The Teacher Education Committee. The following procedures ensure that a Teacher Candidate’s right to due process is protected:

1.
The building administrator may remove a Teacher Candidate when, in the opinion of the Administrator and the Cooperating Teacher, the Teacher Candidate’s performance is unsatisfactory.  The administrator will notify the Director of Internship immediately and provide a written summary of those specific circumstances which led to the recommendation.

2.
The final decision for removal will be made by the Director of Internship who, in conjunction with the University Supervisor, will provide a written report to all parties.  The Director of Teacher Candidate will assign the Teacher Candidate a grade based on reason(s) for removal.

PART IV

EVALUATION OF THE TEACHER CANDIDATE
The Teacher Candidate observations are the essential elements in the evaluation process.  The purpose of these reports is to provide the Teacher Candidate with feedback about his/her progress during the internship experience.  If the University Supervisor and the Cooperating Teacher identify areas of concern, a plan will be developed and monitored for continual progress and reevaluation.

The Cooperating Teacher’s final evaluation of the internship experience is provided.  This instrument is an open-ended evaluation of the experience.

Completed by the Cooperating Teacher of record, this instrument provides valuable and necessary input to the University Supervisor and Director of Student Teaching in the determination of the final grade for the experience.  The evaluation instrument should be completed honestly and professionally.  The completed form should be sent to the Director of Student Teaching.  The Cooperating Teacher’s evaluation will be considered in grade determination. 

The Teacher Education Unit regards the completed instrument as privileged information unless the Cooperating Teacher elects otherwise.  Cooperating Teachers may feel free to discuss the instrument with the Teacher Candidate.  Students are aware of the instrument and its use during the experience.

APPENDIX

Appendix A

Observation Guide for Cooperating Teachers/Teacher Candidates
I.
What is the general floor plan of the school?

1.      How is the auditorium used?

   2.
How is the lunchroom operated and used?

   3.
  What kinds of teacher workroom facilities are available?

   4. 
  What are the patterns for hall traffic?

   5.
  Where do teachers make parent conference calls?  Is it in a private area?

II.   
What role does the library/media center play in this school?

1.
What facilities are maintained for teachers?

2.
How do students use the library?

3.
What kinds of technology are integrated into the instructional program?

4.
How does the librarian facilitate students and teachers?

III.
What counseling services are available?

1.
How do students come into contact with the counseling personnel?

2.
What is the relation to parents and community?

3.
What is the relation to extra-class activities?

4.
What role is played by the classroom teacher?

5.
How and by whom are students’ programs made?

6.
How are incoming students oriented to the school?

IV.
When do student records begin?

1.
What is kept inside records?

2.
Are parents and students involved in created records?

3.
Is there a variety of student information?

4.
What records are available for teacher use?

5.
What is the guideline for accessing information?

6.
What is the process for reviewing?

7.
Where are records kept?  When are they updated?

8.
What happens to records when student graduate or move to another school district?

V.
What facilities/programs are available for student diversity and individual needs?

1.
What provisions are made in the regular classroom?

2. 
Are there special classes available?

3.
What determines who will go to these special classes?

4.
How are times and days of special classes determined?

5.
Are all students who attend these classes given equal allotments of time?

6.
How do special classes differ from the regular classroom?

7.
When and how do the two teachers confer about how learning can be enhanced for these students?

VI.
What extra-curricular activities are available?

1. 
How are they administered?

2.
How are meetings arranged and scheduled?

3.
How are sponsors designated?

4.
What limitations and regulations are imposed?

5.
What is the community attitude toward these activities?

VII.
What health services are available through this school?

1.
What examinations are conducted?

2.
What procedures do teachers follow in using the service?

3.
What is the relation to city health and social agencies?

4.
What does a teacher do when a child under his/her supervision is injured, involved in an accident, or becomes ill?

5.
What kinds of professional development are required for all school employees?  How often is it required?

VIII.
What is the function of the principal/administrative office?

1.
What is the relationship of the teachers to these offices?

2.
How is the administrator involved with students, teachers, classrooms, teacher observations, staff, and parents?

3.
How is rapport established with students, parents, faculty and staff?

IX.
How does the teacher interact with others?

1.
How does the teacher communicate with parents, administrators, other professionals, and community members?

2.
How often does he/she communicate?  What are the reasons for communications?

3.
How are social interaction, self-discipline, and self-directed learning communicated to students?

X.
What determines the curriculum?

1.
What is the source of the subject matter (book, textbook, film, visuals, handouts)

2.
What evidence do you see of student input affecting curriculum planning?

3.
How often does the curriculum change?  Why does it change?

4.
How is the curriculum modified for student diversity and individual needs?

5.
How often is the subject matter integrated?  What determines this?

XI.
What is the daily routine?

1. 
What does the teacher do as students arrive in the classroom?

2.
Are there any instructions on the board or activities for engagement?

3.
How are the class roll, lunch count, etc., conducted?

4. 
How does the teacher move into the first lesson?

5.
Where are materials/resources kept?  How are materials distributed?

6. 
What are the restroom procedures?

7.
How are students dismissed at the end of each period, for lunch or recess, etc.?

8.
Are there any “housekeeping tasks” that the teacher or students are involved in?

9.
Are there specific time assignments that must be adhered to?

10.
Is there any flexibility in the seating arrangement?  How does it change?

11.
What happens when students are sick or have an excused absence?

12.
How often do students work independently and cooperatively?  What determines this?

13.
How does the teacher organize the classroom to make it efficient?  How is filing done?

XII.
What does the teacher do when presenting a lesson?

1.
Does the teacher guide the lesson, lead discussion, ask questions, model with manipulatives, use technology, lecture, etc.  How does he/she decide when and how these will be incorporated?

2.
Does the teacher use a variety of strategies and techniques?  How does he/she select a certain technique for a specific lesson?

3.
How is vocabulary introduced and applied?

4.
What kind of movement does the teacher do during a lesson?  During independent/group application?  Do these change?  How are students moved from whole group to small group and vise versa? 

5.
How does the teacher motivate the students?

6.
How does he/she allow for adequate wait time?

7.
How does the teacher contribute to a stimulating intellectual climate in the classroom?

8.
What steps are taken by the teacher to foster a positive, risk-free environment?

9.
How does the teacher evaluate students’ degree of understanding throughout the lesson?

10.
What attempts are made to teach to student abilities and interests?

11.
How does the teacher close the lesson?

12.
What kind of techniques does the teacher use to make the lesson flow?

13.
How does the teacher evaluate the lesson and make sure the lesson objectives were achieved?

14.
How does the teacher know what kinds of assessment he/she will use?

15.
How does he/she give constructive feedback, opportunities for continued learning, and allow for reevaluation of materials?

16.
Why was this lesson important?

17.
How are personal and student reflections of the lesson included?

XIII.
How does the teacher communicate non-verbally?

1.
What kinds of facial gestures are made and are they consistent with the tone of voice?

2.
Does the teacher make eye-contact with every student?

3.
Does the teacher’s appearance present a professional image?

XIV.
What do the students do during a lesson presentation?

1.
Are the students interested, involved, active?

2.
Do students listen, discuss, and work well with others?

3.
What kinds of behavior are displayed?  How are students accountable for their own learning and behavior?

4.
What is your interpretation of students’ non-verbal cues? (Smiling, nodding, raising hands, eye-contact, fidgeting, daydreaming, etc)  Determine if any of these characteristics deter learning in regards to specific students.

XV.
What are the grading procedures?

1.
What are the standards for determining grades in subject matter areas?

2.
Is there different criteria for different subjects?

3.
What kind of variety is used for assessment?

4.
Do students have choices in selecting materials for grading?

5.
Are students ever given a chance to develop their understanding of certain concepts before they are graded, or is a grade recorded for every assignment?

6.
What provisions are made for student diversity and individual needs?

7.
Are portfolios used?  How?

XVI.
What evaluation took place?

1.
Was this the kind of situation in which teacher-pupil evaluation was feasible?

2.
Was evaluation in terms of skills, knowledge, communication, cooperation, behavior?

3.
How was evaluation encouraged?

4.
Was evaluation completed individually, cooperatively, or through class discussion?

XVII.
How do the physical factors contribute to learning?

1.  
What provisions are made for lighting, temperature, ventilation? 

2.
How does the seating arrangement contribute to an effective environment?

3.
How are chalkboards, bulletin boards, displays, instructional materials, technology used?

4.
How do breaks outside the regular classroom (recess/lunch/P.E.) affect student learning?

5.
Are there opportunities for physical activity in the regular classroom lesson?

XVIII.
 What other responsibilities does the teacher have?

1.
What kinds of school duties does the teacher have?

2.
How often are the duties?

3.
What are the required hours to be in the building each day?

4.
What are the legal and ethical responsibilities?

5.
What are the teacher’s professional responsibilities?

6.
What is the teacher accountable for?

7.
Are there any out-of-school responsibilities?

8.
Are there any duties or responsibilities extended past the regular school days?

XIX.
What characteristics does the teacher have in his/her teaching practices that demonstrate professionalism?

1.
What does he/she do to foster growth as an educator?

2.
What publications are continuously read for professional growth?

3.
How do they contribute to his/her teaching or classroom use?

4.
What skills does the teacher exhibit and encourage to become a life-long learner?

5.
What does he/she do on his/her own time to enhance this?

Appendix B
Lesson Plan   
Date Turned In ________________




  Date Taught ________________
Subject/Grade _________________

        Teacher Initials & Date ________________
I. Objective(s):
II.     Materials/Resources/Technology to be Used:

III.    Vocabulary
IV.
Procedure:


A.
Introduction/Motivation:


B.
Exploration/Demonstration/Explanation of Concepts:

C.
Guided Individual or Cooperative Involvement:

D. Closure:

V.
Adaptations for Student Diversity and Individual Needs

VI.
Assessment of Student Achievement (Cooperating Teacher and Teacher Candidate):

VII.
Reflective Evaluation of Lesson (Cooperating Teacher and Teacher Candidate):
Appendix C

Lesson Plan Description

I. Objectives
Gives statements in specific terms of the learning you expect from students.

II.
Materials

   Identifies the textbook, reference materials, manipulatives, supplies, technology, and any other pertinent resources that the teacher and students will need for the lesson.

III.
Vocabulary
Words or terms that will be introduced.  Vocabulary is integrated into the lesson as they become applicable and addressed several times as the teacher or students apply them in models, demonstrations, illustrations, etc.  Student concept understanding of vocabulary also needs to be addressed in questioning during closure.

IV.
Procedures

A. Introduction/Motivation

Creates anticipation and enthusiasm for the lesson to be taught by gaining student attention in creative ways.  This may be done with brainstorming, a simple question, discussion, exploration, pictures, problem solving activities, objects to manipulate, children’s literature, a video tape, etc.  This creates a desire to be involved in learning something new.  As the teacher guides the participation in these activities, he/she is engaged in the initial form of evaluation of student understanding.

B. Exploration/Demonstration/Explanation of Concepts

The lesson concepts are modeled by the teacher through an explanation that incorporates demonstration through the use of experiments, the manipulation of objects, or technology.  This may be followed by student opportunity to explore hands-on materials as a way of discovering concepts and skills or reinforcing those already learned.  This section includes a sequential list and elaboration of the variety of teaching activities and teacher directed questions that you plan for initiating an understanding of the concept or skill.

C. Guided Individual/Independent/Cooperative Involvement

Activities for student involvement may be provided to apply, extend, or enrich the concepts that have been demonstrated by the teacher.  Through these activities the students may practice skills and concept acquisition.  Students may work as individuals or in small cooperative groups as it is appropriate to the activity.  These activities may include experiments, games, problem solving activities, projects, integration of subject matter, discussion questions, research, worksheets, etc.  As the teacher monitors the participation in these activities, he/she is engaged in another form of evaluation of student understanding.  Based on this evaluation, the teacher can determine the need for re-teaching for individuals, groups, extend or provide enrichment activities, and make curricular decisions.

D. Closure

Draws a lesson to close by guiding the questioning and discussion of what students experienced and learned during the lesson.  Teacher directed questioning lets the teacher know if objectives were met.

V. Adaptations for Student Diversity and Individual Needs:

Identify student unique needs relative to the classroom or subject area, and design lessons that teach to the different needs and allow for individual success.

VI.
Evaluation/Assessment of Student Achievement (Teacher and Student)


At this point in the lesson, the teacher may provide an activity or an instrument for assessing whether or not the students have met the lesson objectives.  Assessment may be accomplished through conferences, journals, designing projects (individually or group), oral discussion, check lists, individual or team interviews, oral presentations, descriptive reports, writing prompts, self-assessments, role-playing, surveys, dialogue diaries, collages, songs, mini-investigations, position papers, reports based on reflective/critical thinking, dances, problem-solving tasks, concept mapping, panels, dramatic enactments, computer simulations, creating charts, plays, and tests.

VII.
Reflective Evaluation of Lesson (Cooperating Teacher and Teacher Candidate)


As the lesson closes, it is beneficial for the teacher to reflect upon the lesson format and content with regard to its level of difficulty, enjoyment, time management, and the interpersonal relationships that affected the lesson positively or negatively.  Addressing questions such as these might be asked:

(1) Were the needs of the students met?

(2) Were the objectives met?  If not, what curricular changes need to be done?

(3) What went well?  What didn’t go well?

(4) What could have been done differently?

(5) What might I add to enhance the lesson?

Student reflection upon the lesson is also beneficial.  They can express how they learned a specific concept, how it relates to their prior knowledge, the level of difficulty, strategies they incorporated, if specific steps were needed, new questions they now have, enjoyment, attitudes, and peer interactions.

Appendix D

General Classroom Management Suggestions

Room arrangement:
· Are all students visible to the teacher, demonstrations, and any visuals used?

· Are the traffic areas free of congestion?

· Is the classroom student-centered?

· Does the room “invite learning” by providing places for independent as well as cooperative activities?

Expectations:
· Are student expectations clearly addressed and posted in the room?

· Did you involve the students in creating the expectations?  Students are more motivated if they have a voice in making decisions.

· Are the expectations modeled and encouraged?

· Do you enforce them fairly and consistently with regards to their self-respect?

· Non-verbal cues are usually more effective than verbal remarks when redirecting students back into the lesson.

Lessons:
· Always have your lesson and any resources you are going to use ready before class begins.

· Develop a good lesson pace that allows for as little dead time as possible.

· Always gain students’ attention before you begin.  Develop strategies to keep them with you for the entire lesson.  Active learning and participation is the key.

· Model enthusiasm throughout the entire lesson.

· Vary your questioning techniques.  Incorporate higher-level questions throughout each lesson to develop critical thinking and problem solving.

Successful managers have these traits:

· Acute awareness of what is going on and the ability to communicate it.

· Overlapping ability to do more than one thing at a time.

· Smooth transitions within the lesson and from subject to subject.

· Continuously modeling what they want students to do.

Other tips:
· Scan the room often for confusion or inappropriate behavior.

· Move around the room as much as possible.

· Always provide a model or demonstration of the concepts you want them to be involved in.

· Make directions clear.  Have students tell you in their own words what the directions are.

· Develop strong communication (written and verbal) with students’ families.  Don’t wait for a crisis situation to develop.

Appendix E
Teacher Candidate Lesson Plan Self-Evaluation Checklist

This checklist may be used by both the Teacher Candidate and the University Supervisor.


Prior to turning in lessons to the Cooperating Teacher for review, check to see if these necessary elements have been taken into consideration in planning and writing your plans.  These are areas of lesson construction that will be checked closely in assessing the probable effectiveness of the lesson plans as a teaching tool for student success and enjoyment.

____  1.  Adequate preparation or resources/material are ready before each lesson.

____  2.  Objectives are stated with specific measurable outcomes and reflect varied learning styles.

____  3.  Creative motivational strategies are used.  These are for gaining student attention, creating excitement, and providing anticipation for the lessons.

____  4.  Each lesson takes into consideration the students’ prior knowledge about the topic/concept.

____  5.  Vocabulary is addressed and integrated throughout the lesson and during closure.

____  6.  A variety of instructional strategies are present in the lesson.

____  7.  Higher-level questioning strategies are present throughout the lesson.

____  8.  Transition techniques are planned within and between lessons to allow for a smooth flow between lesson events and concepts. These techniques are described within a lesson.

____  9.  Teaching procedures and lesson activities follow logically from the stated objectives and involves all learners.

____ 10.  A variety of activities are used for modeling, applying, extending, and evaluating the concepts to be learned.

____  11.  Meaningful student application allows for teacher evaluation of concept understanding.

____  12.  Student-centered lesson closures are specified.

____  13.  A variety of assessment tools are implemented.

____  14.  Independent and cooperative opportunities that relate to and extend the lesson objectives are present.

____  15.  Lessons are modified to meet the diversity of student needs.

____  16.  Resources, materials, technology are included.  (Bibliography if doing a unit)

____  17.  Personal and/or student reflections of the lesson are included.  These may reflect level of difficulty, or understanding, enjoyment, time management, interpersonal relationships, etc.  both positively and negatively.  

Appendix F
12 WEEK INTERNSHIP TIMETABLE GUIDE
The following timetable is one possibility to meet the internship criteria.  It may be adjusted to meet the needs of individual Teacher Candidates.  Remember: the Teacher Candidate gradually assumes the role of the teacher.
Week 1
· Meet the students and other important school personnel.

· Plan a time early in the week to introduce yourself and present a short get-acquainted exercise to learn students’ names.

· Become familiar with the building layout, the library, possible resources and technology available.

· Locate the place designated by the Cooperating Teacher for keeping personal effects and a personal work place.

· Obtain class seating assignments, class lists, and daily schedule.

· Complete a weekly schedule to give to the University Supervisor(s) on his/her first visit.

· Meet with the Cooperating Teacher to discuss internship expectations.

· Observe special activities scheduled for the regular class.  This will change depending on individual school districts. (P.E., music, guidance, art, library class).

· Help with housekeeping chores.

· Become knowledgeable about fire drills and civil defense procedures.

· Become familiar with Cooperating Teacher’s expectations of students’ behavior, class work or activities, and classroom environment.

· A meeting with the University Supervisor will be scheduled during the 1st or 2nd week to discuss internship criteria and expectations.  The second and possibly the 3rd observation will be scheduled during this meeting.

· Start a daily personal journal for questions and reflections.  Share daily with your Cooperating Teacher.

· Possible first visit with the supervising teacher.

Week 2
· Continue observing classroom procedures.

· Focus on lesson sequence, instructional strategies and techniques, classroom management, teacher-student relationships, evaluation, assessment, and record keeping.

· Become familiar with teaching guides/manual/instructional resources with the help of the Cooperating Teacher.

· Become familiar with procedures for duplicating materials and use of all audio/visual equipment.

· Become acquainted with previously taught lessons/units and specific objectives incorporated into these lessons.

· Grade papers with the Cooperating Teacher.  (1) Look for patterns in errors or misconceptions, (2) Analyze for additional instruction, adaptation, or enrichment, (3) Evaluate lesson to make curricular decisions, (4) Record assessment if appropriate (grade book, teacher assessment observations, check sheets, student portfolios).

· Discuss the whole year’s student expectations for the grade/course(s) to which you have been assigned and goals for the specific classes during the time you will be teaching.

· Observe additional special classes scheduled for individual students (L.D., Special Education, Special Reading, Speech).

· Become acquainted with special needs and individual differences in the classroom.

· Be familiar with the Cooperating Teacher’s substitute folder or plans.

· Actively participate in a variety of daily activities (handling back papers, taking attendance, leading beginning exercises, assisting students).

· Become familiar with the school districts grade reporting procedures and policies.

· Possible first visit with the supervising teacher.

Week 3
· Continue activities and responsibilities from previous weeks.

· Review the Student Lesson Plan Self-Evaluation Checklist (See Appendix E).  Use this checklist as your guide for lesson planning throughout your internship.

· Plan several team teaching lessons for the 1st subject area with the Cooperating Teacher.  Team teach these lessons throughout this week.

· Become responsible for accompanying students to special classes and out-of-the room activities with the Cooperating Teacher assisting as needed.

· At the end of the week, make Week 4 lesson plans with the Cooperating Teacher to teach the 1st subject area that was team taught this week.

· Possible 1st observation from the University Supervisor.

Week 4

· Continue activities and responsibilities from previous weeks.

· Teach the 1st subject area.  Evaluate the lesson on a daily basis with the Cooperating Teacher, making additions or adaptations as needed.

· Become responsible for the 1st subject area grading and record keeping.

· Plan several team teaching lessons for the 2nd subject area with the Cooperating Teacher.  Team teach these lessons throughout this week.

· At the end of the week, make Week 5 lesson plans with the Cooperating Teacher the 2nd subject area that was team taught this week.

· Plan lessons for the 1st subject area for week 5.  Confirm with the Cooperating Teacher.

· Become responsible for accompanying students to special classes and out-of-the room activities without the Cooperating Teacher’s assistance.

· Possible 1st observation from the University Supervisor.

Week 5

· Continue activities and responsibilities from previous weeks.

· Teach the 1st subject area.

· Teach the 2nd subject area.  Evaluate lessons on a daily basis with the Cooperating Teacher, making additions or adaptations as needed.

· Grade and record 1st and 2nd subjects.

· Plan several team teaching lessons for the 3rd subject area with the Cooperating Teacher.  Team teach these lessons throughout this week.

· Plan lessons for the 1st and 2nd subject area.  Confirm with the Cooperating Teacher.

· At the end of the week, make Week 6 lesson plans with the Cooperating Teacher to teach the 3rd subject area that was team taught this week.

Week 6
· Continue activities and responsibilities from previous weeks.

· Teach the 1st and 2nd subject area.

· Teach the 3rd subject area.  Evaluate the lesson on a daily basis with the Cooperating Teacher, making additions or adaptations as needed.

· Grade and record the 1st – 3rd subjects.

· Plan several team teaching lessons for the 4th subject area with the Cooperating Teacher.  Team teach these lessons throughout this week.

· Plan lessons for the 1st – 3rd subject area.  Confirm with the Cooperating Teacher.

· At the end of the week, make Week 7 lesson plans with the Cooperating Teacher to teach the 4th subject area that was team taught this week.

· The Cooperating Teacher may leave for short intervals during the 1st and 2nd subject areas to give the Teacher Candidate a chance of assuming the full role as teacher.

Week 7
· Continue activities and responsibilities from previous weeks.

· Teach the 1st – 3rd subject areas.

· Teach the 4th subject area.  Evaluate the lesson on a daily basis with the Cooperating Teacher, making additions or adaptations as needed.

· Grade and record the 1st – 4th subjects.

· Plan several team teaching lessons for the 5th subject area with the Cooperating Teacher.  Team teach these lessons throughout this week.

· Plan lessons for the 1st – 4th subject areas.  Confirm with the Cooperating Teacher.

· At the end of the week, make Week 8 lesson plans with the Cooperating Teacher to teach the 5th subject area that was team taught this week.

· Start creating lesson plans to teach all subjects and take full responsibility of the classroom for Weeks 9 – 11.  Plan a time to meet with the Cooperating Teacher during Week 8 to go over all lesson plans and activities.

· Start gathering the 3 week teaching resources and organize for effective teaching and classroom management.

· The Cooperating Teacher will leave the classroom for larger amounts of time to let the Teacher Candidate assume the full role as teacher.

· Possible 2nd observation from the University Supervisor.

Week 8
· Continue activities and responsibilities from previous weeks.

· Teach the 1st – 4th subject areas.

· Teach the 5th subject area.  Evaluate the lesson on a daily basis with the Cooperating Teacher, making additions or adaptations as needed.

· Grade and record the 1st – 5th subjects. 
· Discuss lesson plans for Weeks 9 –11 for all subject areas with the Cooperating Teacher.        Revise and finalize lesson plans.  Confirm with the Cooperating Teacher.

· Finish gathering materials and organizing for Week 9.

· Possible 2nd observation from the University Supervisor.  Make plans for the final evaluation conference with the Cooperating Teacher and University Supervisor during Week 10 or 11.

Week 9
· Full responsibility for all classroom activities.

· The Cooperating Teacher will be making unscheduled trips into the classroom to observe lessons, activities, teacher-student interactions, and classroom management.  The Cooperating Teacher will also let the Teacher Candidate know where he/she will be located during the course of the day in case of emergency or for any unexpected needs.

· Discuss daily with the Cooperating Teacher concerning lesson plans, student progress, evaluation, management, ideas, concerns, and questions, personal reflection and self-evaluation.

· Finish gathering materials and organizing for Week 10.  Finalize with the Cooperating Teacher.

Week 10
· Continue full time teaching.  Format the same as Week 9.

· Possible evaluation observation from the University Supervisor.

· Finish gathering materials and organizing for Week 11.  Finalize with the Cooperating Teacher.

· Possible 3rd observation from the University Supervisor.

Week 11
· Continue full time teaching.  Format the same as Week 9 and 10.

· Possible evaluation observation from the University Supervisor.

· Meet with the Cooperating Teacher and review the progress of each of the students.

· Discuss the 3 week lesson plans to determine if goals and objectives were achieved, share personal reflections and self-evaluation.  Address concerns about specific subject content or individual student needs.  The Cooperating Teacher will discuss curricular plans he/she will use to assume the full role of the teacher for Week 12.

· Schedule times to visit other classrooms or teachers in other buildings.

· Possible 3rd observation from the University Supervisor.

Week 12

· Observe the Cooperating Teacher resuming to full time teaching.
· Observe other classrooms.
· Complete the Self-Assessment and Reflection paper and give copies to the appropriate people.
Say good-bye to the students the last day of your 12 week assignment.
NOTE:  If a Teacher Candidate has a split assignment (Early Childhood, Special Ed, etc.), these weeks will need to be compressed. 
Appendix G
Evaluation of Teacher Candidate Experience by 

Cooperating Teacher / Teacher Candidate
Name__________________________________

Please complete both sides of this evaluation.  Make brief, but honest statements about your Teacher Candidate so the Education Department can continue to improve the internship experience.

1. Discuss your overall experiences (as or with) the Cooperating Teacher.

2.   Discuss the effectiveness of (his/her or my) content knowledge for internship.

3.  Discuss the effectiveness of the supervising teacher(s) who assisted (my progress or your Teacher Candidate’s progress) through the internship experience. 

4. The best part of this experience was:

5. The most challenging part of this experience was:

6. Things I gained from this experience were:

Appendix H

Oklahoma Children’s Code

Title 10-7103

Recognizing and Reporting Child Abuse
“A. 1.
 Every:
a. physician or surgeon, including doctors of medicine and dentistry, licensed osteopathic physicians, residents and interns, examining, attending or treating a child under the age of eighteen (18) years,

b. registered nurse examining, attending or treating such a child in the absence of a physician or surgeon,

c. teacher of any child under the age of eighteen (18) years, and

d. other persons

having reason to believe that a child under the age of eighteen (18) is a victim of abuse or neglect, shall report the matter promptly to the county office of the Department of Human Services in the county wherein the suspected abuse or neglect occurred. Such reports may be made by telephone, in writing, personally or by any other method prescribed by the Department. Any report of abuse or neglect made pursuant to this section shall be made in good faith.
C.        Any person who knowingly and willfully fails to promptly report any incident as provided in this section may be reported by the Department of Human Services to local law enforcement for criminal investigation and, upon conviction thereof, shall be guilty of a misdemeanor.” Title 10-7103
Mandatory reporting: All 50 states have passed some type of law mandating that child abuse and neglect be reported to a law enforcement authority or child protection agency. Reporting to a relative does not meet the legal reporting requirement. As you can see in the excerpt above, no one is exempt from reporting suspected child abuse or neglect.
What you might see: Child abuse can be sub-divided into physical abuse, physical neglect, sexual abuse, and emotional maltreatment. Physical abuse and neglect typically have the most outward signs, although sexual abuse and emotional maltreatment are not without outward signs.


Possible Physical Indicators (including but not limited to):

Physical Abuse:    unexplained bruises, burns, fractures, cuts, abrasions, or welts


Physical Neglect:  abandonment, consistent hunger, poor hygiene, poor supervision,           


       lice, distended stomach, or unattended medical needs
Sexual Abuse:       frequent urinary infections, difficulty walking or sitting, pain or              

                              itching in the genital area, or torn, stained or bloody underclothing

Emotional Maltreatment:



      Speech disorders, ulcers asthma, or severe allergies

Possible Behavioral Indicators:


Physical Abuse:    arrives early or stays late at school, complains of soreness, 
                                          self-destructive, behavioral extremes, uncomfortable with physical




      contact


Physical Neglect:  regularly falls asleep in class or appears listless, steals food, 

                                          frequently 
absent or tardy, self-destructive


Sexual Abuse:       withdrawn, excessive seductiveness, poor self-esteem, lack of 
                                          confidence, sudden school difficulties, inappropriate sex play, 
                                          premature understanding of sex, promiscuity


Emotional Maltreatment:

                                          habit disorders, behavioral extremes, delinquent behavior, anti-




      social, developmentally delayed

How to report: One of the first things you need to do upon beginning a practicum, internship or accepting employment at a school is to determine that school’s process for reporting child abuse. Many schools prefer that the counselor or some other designee file all such reports. If you a responsible for the reporting, know the appropriate telephone numbers.

In Oklahoma, report suspected abuse immediately to the Department of Human Services in the county in which the abuse occurred or you may call 1-800-522-3511 which is a statewide reporting number. The call may be made anonymously.

It is easy to be fooled by nice people, but statistics tell us that most child abuse happens in the home and is committed by “nice people.” 
Appendix I
Sexual Harassment

The material contained in this Appendix is provided to the Teacher Candidate for two purposes: 1) to give the Teacher Candidate some basic information about the subject of sexual harassment, and 2) to make certain the Teacher Candidate understands that the University means for its Teacher Candidates to work in an environment in which the student is free from sexual harassment from any source. In this context, the Teacher Candidate remains a student of NWOSU while the student is engaged in the internship program, and if the student believes he or she has been at any time during that program a victim of sexual harassment from any source, those facts should be immediately reported by the student to Dr. Martie Young, who will contact appropriate University personnel as necessary.

Sexual harassment can occur at any school activity and can take place in classrooms, halls, cafeterias, dormitories and other areas. Too often, the behavior is allowed to continue simply because students and employees are not informed about what sexual harassment is or how to stop it. Students, parents and school staff must be able to recognize sexual harassment, and understand what they can do to prevent it from occurring and how to stop it if it does occur. Harassing behavior, if ignored or not reported, is likely to continue and become worse, rather that go away.
Both males and females can be victims of sexual harassment, and both males and females can be perpetrators of sexual harassment. Sexual harassment can occur between supervisor and employee, coworker and coworker, campus visitor and university employee, teacher and student, and student and student.

Definition of Sexual Harassment


For Employees, harassment on the basis of sex is a violation of Section 703 of Title VII of the Civil Rights Act of 1964. The Equal Employment Opportunity Commission (EEOC) guidelines define sexual harassment as follows: Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when

1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

2. submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual; or 

3. such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

For Students, harassment on the basis of sex is a violation of Title IX of the

Education Amendments of 1972, which prohibits sex discrimination in educational programs and activities. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when

1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s status in a course, program, or activity;

2. submission to such conduct is used as the basis for academic decisions affecting the individual, including, but not limited to, grade or academic progress; or
3. the conduct has the purpose of effect of interfering with the individual’s academic performance, or of creating an intimidating, hostile, or offensive educational environment.

The basic point to remember is that sexual harassment is unwanted, unsolicited, or undesired attention of a sexual nature. Sexual harassment is a breach of the trusting relationship that normally exists between the employer-employee and/or the teacher-student. Boundaries between the professional role and the personal relationship blur because the harasser introduces the personal element in what should be a sex-neutral situation.

Sexual harassment can be exhibited verbally or physically. Examples of sexual harassment include: unwelcome sexual innuendos, suggestive or insulting sounds, whistling in a suggestive manner, or humor and jokes about sex or (wo)men in general, implied or overt threats, and unwelcome patting, pinching, or touching.

Quid Pro Quo and Hostile Environment


Quid pro quo harassment occurs when a school employee causes a student to believe that he or she must submit to unwelcome sexual conduct in order to participate in a school program or activity. It can also occur when an employee causes a student to believe that the employee will make an educational decision based on whether or not the student submits to unwelcome sexual conduct. For example, when a teacher threatens to fail a student unless the student agrees to date the teacher, it is quid pro quo harassment.

Hostile Environment harassment occurs when unwelcome sexually harassing conduct is so severe, persistent, or pervasive that it affects a student’s ability to participate in or benefit from an education program or activity, or creates an intimidating, threatening or abusive educational environment. A hostile environment can be created by a school employee, another student, or even someone visiting the school, such as a student or employee from another school.


Regardless of which type of harassment occurs, a school must take immediate and appropriate steps to stop it and prevent it from happening again. The judgment and common sense of teachers and administrators are important elements of any response. However, the school is responsible for taking all reasonable steps to ensure a safe learning environment.

Under federal law, a school is required to have a policy against sexual discrimination and notify employees, students, and elementary and secondary parents of the policy. Such a policy lets students, parents, and employees know that sexual harassment will not be tolerated.

What You Can Do If You Are Sexually Harassed
· Know your rights: Sexual harassment is illegal.

· Speak up at the time: Say “NO!” clearly, firmly, and without smiling. This is not the time to be polite or vague. By being quiet, you enable the harassment to continue. Speaking up can protect others from being victimized and may decrease your feelings of helplessness.

· Don’t blame yourself: Sexual harassment is unwanted action that the harasser decides to take. It is not your fault. If you believe you are the victim of sexual harassment in connection with your internship experience, you should immediately report the situation to Dr. Martie Young.

· Don’t delay: If you delay action, the harassment is likely to continue.
If you are an observer of what you perceive to be sexual harassment involving NWOSU employees or students, you should report what you have observed to appropriate school officials, while your observations involving others in the internship setting should be reported to Dr. Martie Young.

References:

Sexual Harassment: It’s Not Academic pamphlet. Office of Civil Rights

Sexual Harassment: A Guide for Faculty, Staff, and Students. University of Tennessee, Knoxville.
Appendix J
Family Educational Rights and Privacy Act


Student education records are official and confidential documents protected by one of the nation’s strongest privacy protection laws, the Family Educational Rights and Privacy Act (FERPA). FERPA, also known as the Buckley Amendment, defines education records as all records that schools or education agencies maintain about students.1

FERPA gives parents (as well as students in post secondary schools) the right to review and confirm the accuracy of education records. This and other United States “privacy” laws ensure that information about citizens collected by schools and government agencies can be released only for specific and legally defined purposes. Since enacting FERPA in 1974, congress has strengthened privacy safeguards of education records through this law, refining and clarifying family rights and agency responsibilities to protect those rights.1

Schools are often called upon to provide information regarding current or former students to a variety of individuals and organizations. For example, social services agencies, law enforcement agencies, youth-serving organizations, and health agencies often seek information concerning students to whom they are providing services. While the sharing of information contained in records systems (education and the law enforcement records) maintained by the school is critical to the effective delivery of services, it cannot be done indiscriminately because Federal laws restrict the release of information contained in a student’s education records. FERPA provides parents access to education records and limits nonconsensual disclosure. Failure of an educational agency or institution to comply with FERPA can result in the loss of Federal funding.2

FERPA applies to public schools and state or local education agencies that receive Federal funds, and it protects both paper and computerized records.

What is FERPA?


FERPA is a Federal law that affords parents the right to have access to their children’s education records, the right to seek to have records amended, and the right to have some control over the disclosure of information from the records. When a student turns 18 or enters college, the rights under FERPA transfer to the student.2

FERPA gives both parents, custodial and non custodial, equal access to the student information unless the school has evidence of a court order or state law revoking these rights.1
What is an “educational record?”

Educational records include a range of information about a student that is collected in schools, such as:
· Date and place of birth, parent(s) and/or guardian addresses, and where parents can be contacted in emergencies;

· Grades, test scores, courses taken, academic specializations and activities, and official letters regarding a student’s status in school;

· Special education records;

· Disciplinary records;

· Medical and health records that the school creates or collects and maintains;

· Documentation of school attendance, schools attended, courses taken, awards conferred, and degrees earned;

· Personal information such as a student’s identification code, social security number, picture, or other information that would make it easy to identify or locate a student.

Personal notes made by teachers and other school officials that are not shared with others are not considered education records. Additionally, law enforcement records created and maintained by a school or district’s law enforcement unit are not educational records.

Part of the education record, known as directory information, includes personal information about a student that can be made public according to a school system’s FERPA policy. Directory information may include a student’s name, address, and telephone number, and other information typically found in school yearbooks or athletic programs. Other examples are names and pictures of participants in various extra curricular activities or recipients of awards, pictures of students, and height and weight of athletes.

Each year schools must give parents public notice of the types of information designated as directory information. By a specific time after parents are notified of their review rights, parents may ask to remove all or part of the information on their child that they do not wish to be available to the public without their consent.

Who controls or manages an educational record?

Each educational agency or institution determines which officials are responsible for maintaining educational records and for insuring that parents are afforded their rights under FERPA.


Schools may release information from students’ education records with the prior written consent of parents, under limited conditions specified by law, and as stated in local agencies’ student record policies. The same rules restricting disclosures apply to records maintained by third parties acting on behalf of schools, such as state and local education agencies, intermediate administrative units, researchers, psychologists, or medical practitioners who work for or are under contract to schools.


A school district is required, however, to have a policy that specifies the categories of officials and parties to whom records may be released without parent consent. The policy should be readily accessible to parents for review.


Teachers and school officials who work with the students and schools to which students apply for entrance may also have access to education records without parent consent. In addition, information from students’ records may be released to state and local education officials to conduct audits or to review records in compliance with Federal laws. Schools may also disclose information from education records without the consent of parents in response to subpoenas or court orders. A school official must make a reasonable effort to notify the parent before complying with the subpoena unless the subpoena is issued to enforce a law and specifies not to notify the parent.

In emergencies, school officials can provide information from education records to protect the health or safety of the students or others.

How can a school obtain technical assistance on FERPA?

The Family Policy Compliance Office in the U.S. Department of Education is responsible for administering FERPA. Any educational agencies or institutions with specific questions on FERPA needing technical assistance or desiring in-service training may contact the Family Policy Compliance Office, U.S. Department of Education, 600 Independence Avenue S.W., Washington D.C. 20202-4605. Additionally, institutions may contact the office by e-mail at FERPA@ed.gov or by calling (202)260-3887.1

Endnotes
1. Protecting the Privacy of Student Education Records. Policy Studies Association, Inc. 1996.
2. Creating Sage and Drug-Free Schools: An Action Guide. September 1996

Appendix K

Violence in the School

While in the majority of cases, schools are safe places for students, teachers must still be prepared for that small number of situations when a student becomes violent. As told by the media, many of the offenders verbalize their intent for violence prior to the crime to peers, parents, and even teachers. Yet, they often assumed that the offender was “just kidding”. Although there is a proposed legislation, Oklahoma has no legal guidelines concerning the reporting of a possible crime.

So what do you do if you hear a student threaten violence? Immediately tell your Cooperating Teacher who will impart the information to the principal. What if your teacher blows the threat off as a joke? Take your concerns directly to the principal and without “tattling” on the teacher, let the principal know that you have a concern that he/she may need to address according to school policy. Let the principal become the “threat assessor” or the one who determines whether to take action or not. The school may even have an established “Threat Assessment Team”.

There does exist a “liability of wrongful accusations”, however, that must be weighed in context of the situation. School personnel must respond to threats of violence in a way that protects suspected individuals from defamation of character and other tortuous liability if suspicions about them are mistaken. Liability can be minimized by conducting prompt investigations of all allegations and by notifying only those individuals with a need to know about them. Such actions, however, must be balanced by the need to protect the students and staff whenever there are threats of serious violence. Remember: let the principal be the one to determine appropriate action.

Much of what can be done about a threat of violence is dictated by school policy. School districts can choose to adopt search policies that would permit them under certain circumstances to screen students and search school property for weapons whether a threat has been made or not. Knowledge of such policies would be helpful for you to know as a Teacher Candidate, but it becomes critical knowledge as a certified teacher.


The Fourth Amendment prohibits all unreasonable searches and seizure by state officers. Reasonableness is determined by balancing the governmental interest behind the privacy intrusion of the search. The Supreme Court has held that students have a legitimate expectation of privacy in their persons and accompanying possessions. However, the Court has also held that schools have a substantial interest in maintaining security and order in the classroom and on school grounds. The Court has determined that this interest justifies a more flexible standard of reasonableness for searches of students that are conducted by school officials as opposed to law enforcement officers. Thus, the Court has held that school officials, unlike the police, do not need to obtain a warrant prior to conducting a search. Nor do they need probable cause to believe that a violation of the law has occurred.


Much of the preceding information was obtained from the U.S. Department of Justice. For those interested in furthering their knowledge in this area, there are some websites listed below that might be helpful. Hopefully you will never need to use this information, but teachers must remain alert and prepared.

www.ojp.usdoj.gov/BJA
www.ed.gov/offices/OESE/SDFS/actguid/index.html
www.nsscl.org
www.usdoj.gov/kidspage
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