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POLICIE S,and PROCEDURES



Old Dominion University Darden College of Education

Introduction

This handbook is to guide teacher candidates, supervising teachers, administrators,
University Supervisors and other personnel involved in the teacher candidate internship. In the
handbook we anticipate your ei®ns and provide information that will facilitate an effective
teacher candidate internship. These pages address objectives, policies and procedures, roles and
responsibilities, activities, and evaluations.

Old Dominion University appreciates the conttions of supervising clinical faculty
who give so freely of their time to help teacher candidates make the transition from college
student toProfessional Educator The faculty of the Darden College of Education could not
prepare quality teachers withdhe assistance of parents, clinical faculty, and public schools that
provide critical resources fdeacher candidate#®\ successful internship is built upon a team
effort that includes COOPERATION of supervising clinical faculty, university supervisors,
school principals, and teacher candidates. Each participant should read the entire handbook to
become acquainted with the roles and responsibilities of all those involved in the process.
Together, we can provide a high quality internship experience.

Comnents and suggestions concerning the teacher candidate internship experience are

sincerely welcome.

Leigh Butler, Ph.D.
Director of Teacher Education Services
Darden College of Education
Office of Teacher Education Services and Advising
Norfolk, VA 23529
(757) 6836448
Ibutler@odu.edu
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Teacher Candidate Internship

The faculty of theDARDEN COLLEGE OF EDUCATION congratulates you on your
progress as a futurBrofessional EducatbrWelcome t o t he HAcapstoneod ex
pursuit of a professional teaching license. This critical internship experience will provide you
with the foundation to make a smooth transition from being a student to becoPRviofgssional
Educator. Expectationsare high, responsibilities are numerous, and time constraints are
demanding. Preparation is the key to your success!

This handbook has been prepared to provide you with information you will need in order
to have a successful and enjoyable internships Itniportant that you read and refer to these
guidelines throughout your internship.

Teacher Candidate Internship Requirementsinclude, but are not limited to the

following:
1. Must have passing scores on PRAXIS Academic Skills Assessment (prequisite,

based on requirements) or equivalent (SAT or ACT) to enter the Teacher Education

program.

2. Must have passing Praxis Il scores (content assessment) before beginning the teacher
internship.

3. Must have passetthe Virginia Reading Assessment in programs wilikere applicable

(Prek-3, Prek6 and Special Educatiarfriorto beginning student teaching

4, Must have pased the Virginia Communication and Literacy Assessmenr to
beginning student teaching

5. Completeboth the content and professional studies caursguired by your program of

study.
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6.

10.

11.

A negative tuberculosis test that is less than one year old must be available to your
school.

Must have a criminal background check if it is required by the school district.

Must satisfactorily comgite your professiai portfolio by the end of this experience.

Must satisfactorily complete your instructional unit (impact on student learning).

Must satisfactorily complete all evaluations of your professional disposition and
instructional skills based on assessments ioycal faculty, school administrator(s), and
your university supervisor.

Must register for the student teaching course as noted on your program sheet.
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General Information

Description of the Teacher Candidate Internship

The teacher candidate internship is the culminating experience of all teacher education programs.
This experience is a crucial part PRrdfessionat eac he

Educator During the internship experience, teacherodates will do the following:

1. Observe the operation of schools.

2. Analyze the implementation of curricula and instructional strategies.
3. Observe the growth and development of students.

4. Assist with classroom and extracurricular activities.

5. Assume respondiiity for the students and instructional activities.

The work of the teacher candidate is evaluated by clinical faculty within the schools, in
conjunction with university supervisors. To be eligible to participate in the teacher candidate
internship exprience, the candidate must have been admitted into the Darden College of
Education Teacher Education Preparation Program. This admission process requires that the
candidate pass the Praxis | examination (or equivalemt)addition,undergraduate canditdes
must have earneaminimum 2.75grade point average overall, in theademic major anid the
professional education coursd&dased on the program of study, teacher candidates must earn a
minimum of agrade ofC- or C gradan their academic major orgfessional education courses
Graduate candidates must have earned @rade point average overadls well as a 3.@rade
point averagen their major and professional education courses, atitleast egrade ofC. The
teacher candidateternshipisc o mpl et ed i n the | ast semester of
candidates mustarna grade of B or better @l graduatdevel practicum courses.

A negative tuberculosis test within the last year is required prior to teacher candidate

internships and ost be available to the school administratidProspective teacher candidates
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are required to provide authorization for the release of any disciplinary action that is contained in
their university records. Additionally, teacher candidates may have tole®@mg criminal
background check when required by the school district. A list of school districts requiring
criminal background checksrfstudent teaching is listed on the TeadBeducation Services and

Advising website http://education.odu.edu/tes/pages/teachercandidateresources.shtmi

Prospective teacher candidates should avail themselves of liability or tort insurance,
which can be obtained through membership in thedé&tu Virginia Education Association

(SVEA) of Old Dominion UniversityHttp://www.odu.edu/educ/svia

Objectives

The teacher candidate internship experience will provide candidates with opportunities to do the

following:

1. Assess personal/social suitability for teaching and evaluate choice of major/concentration
and graddevel interest.

2. Experience all roles of a Professional Educator (instructional aneinstrnctional)
through planned sequenced activities i8,al0, or 14week programThe number of

weeks for the internship is determined by the candidates program of study.

3. Apply principles and methods from the knowledge base of the professional program.

4. Gain experience working with students with diverse liegrneeds.

5. Experiment with alternative strategies to increase student learning.

6. Gain experience working with students from diverse cultural, linguistic and

socioeconomic backgrounds.
7. Observe and practice classroom management strategies.
8. Communicate and disiss all phases of experiences with both the clinical faculty and the

university supervisor.
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9. Receive feedback from structured observations and conferences with suggestions for
improvement from the clinical faculty supervisor and university supervisor.

10. Pradice the skills identified in the instruments used to assess teacher candidates.

11. Gain knowledge of classroom and school policies and procedures.

12.  Gain knowledge of parent involvement activities and practices.

13. Become a Professional Educator through-eeéuation, problem solving and reflection
on the teaching and learning process.

Eligibility Requirements

Every candidate enrolled in an approved teacher preparation program at Old Dominion
University who plans to obt aithe teachert caraiddtee r 0 s
internship. Applications for internship are
Director of Teacher Education Services and Advising and are submitted to the Office of Teacher
Education Services and Advising by theadlines established for each semester. The Director of
Teacher Education Services and Advising reviews all applications and candidates are notified of
their status by means of an eligibility checklist. Candidates must have comgdletedtent and
profesional education courses prior to the internship. The internship is normally completed
during the last full semester of the teacher education program.

Application and Placement Procedures

1. Applications for the teacher candidate internship may be obtairsed fhe Office

Teacher Education Servicing and Advisiwgebsite at http://education.odu.edu/tes

Please check the posted schedule for internship application deadlines. Applications are

normally due four to sixnonths in advance.
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2.

When applying, the candidate may request a choice of school d#/ieiovhich he/she

would prefer to complete the internship; however, placements are made jointly with the
school divisions ancequests are not guaranteed

Completed pplications are reviewed and placement requests discussed with candidates
as needed.

Specific student teaching assignments are appointed by the Office of Teacher Education
Services and Advising in cooperation with local public school district adminisratat
professional staff.

Minimum criteria for clinical faculty include the following:

a. A regularly employed teacher or supervisor.

b. Willing to participate in workshops and meetings held for clinical faculty.

C. Posses a valid, full teaching license.

d. Have a mimum of three years successful teaching experience.

e. Willing to accept the responsibilities of the clinical faculty position.

f. Show evidence of genuine professional interest and provide for positive learning

experiences.
Each school district accepting tde&r candidates must enter into an agreement with the
university concerning the placement of teacher candidates.
Candi datesd preferences are considered in
availability of qualified teachers, distance from qars, supervisory requirements and
other factors, candidates cannot be assured of obtaining their first choice. Candidates may
not contact the school districts or schools to make their own internship arrangements.
The Office of Teacher Education ServicesdaAdvising makes the final decision

regarding all placements.
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8. Candidates may requeti be placed aschools in the same distrsctvhere relatives
attendor work. However, candidates may not be placedaiachool where relatives
attendor work Thisis to ensure adidates receive the most objective experienceisit
the candidat® responsibility to disclose if they have a relative attending an assigned
schoolfor placement.

Professional Seminars/Meeting Schedule

All teacher candidates are to peigiate in professional seminars during the internship
semester. The purpose of these seminars is to link the university/school experience and practice
to the knowledge base of the professional program. These seminars focus on classroom and
school issuesThey also include opportunities for discussion with peers and university faculty.
Teacher candidates must schedule an introductory meeting and introduce themselves to their
clinical faculty prior to the beginning of the teacher candidate internship ssmé&stcher
candidates must atteradl scheduled seminars. Makg@ assignments will be required for any

absences. Teacher candidates will provide the seminar schedule to clinical faculty.
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Professional Partnerships

Partnerships begin with an honest discussion about needs. Professional partnerships are
rooted in mutual concerns, benefit, and trust. Merging sound aspects of educational theory and
researckbased practice has been the long accepted tradition bettérdships for preservice
teacher education programs.

Professional partnerships between schools and universities serve the personnel and staff
development needs of public schools. For example, if a school identifies a need to hire teachers,
placing eacher candidates in that setting is an unparalleled way of allowing school personnel to
observe Afirst hando the strengths of potent.i
opportunity to determine the effectiveness of teacher prepargii@myrams and to

research/communicate with teachers about the intricacies of their craft.

Professional
Development

University

On a more personal level, teacher candidates and clinical faculty also form professional
partnerships. The internship experience @ opportunity for teaching colleagues to work
together to improve teaching effectiveness. The mentors frequently sharpen their instructional

skills by articulating why they do what they do; the novices can afford to take risks in a

1C
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supportive environ@ n t . Clinical faculty benefit from
novices benefit from their clinical facul tyods
colleague feels good. For too long, the isolation of tegchas frustrated novices and veterans
alike. Knowing that you can honestly solve problems and make collegial decisions creates
trusting and lasting relationships.

A successful teacher preparation program is deeply rooted in thesoofal
relationships developed among school principals, clinical faculty, teacher candidates, and
university supervisors. Although the relationships among the professional development depicted
on the triad can be imprecise, a cooperative spirit strengibartnership. Welcome to the
internship experience! Teacher candidates are an integral partner in the evolving process of

creating a stronger teaching profession.

11
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Conceptual Framework: Educator as Profesional

The Darden College of Education, the College of Arts and Letters, and the College of
Sciences as a whole accept the responsibility of preparing professionals for the schools. These
professionals are characterized both by their responsibilityéding decisions in the context of
the world of practice and by their increasing ability to make wise and informed decisions based
on sound knowledge, guided by experience and scientifibakbgd research; thus, the theme of
the conceptual framework ofl gdrofessional education programs at Old Dominion University is

the Educatoras Professional

"

ADVANCED
PROFESSIONAL
STUDIES

PROFESSIONAL EDUCATOR
PRACTICA/INTERNSHIPS

DISCIPLINE-SPECIFIC SKILLS

CONTENT SPECIALTY

EARLY FIELD EXPERIENCE

GENERAL EDUCATION

OldI»minionUNIVERSITY

The Evolution of the Conceptual Framework

During 19901991 the Commonwealth of Virginia proposed new regulations, which
restricted the number of professional education courses offered within the College of Education

with the exception of physical education and occupational and technical studies. With consent of

12
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college and university governance, fifth year and five yeagnams were developed for teacher
candidates after completion of the baccalaureate in a discipline. Candidates in middle and
secondary programs completed an undergraduate degree with a discipline in Arts or Sciences.
The Council of Teacher Education wasned to work collaboratively on design of curriculum
and determines policy and practice for the unit.

The unit developed the conceptual frameworkEofucator as Professiondb reflect
content as well as pedagogy. Revisions were made in 1998 and atsidim was completed in

2001. A coherent statement of the mission of the unit has continued to evolve.

Universityand Unit Mission and Vision

1. University Mission and Vision

The mission and vision of theniversitywas published ithe Old Dominion University

Strateqic Plan 232009: Old Dominion University Changing Livas 2005

TheUniversityd s mi ssi on statement i s as foll ows:

Old Dominion University promotes the advancement of knowledge and the pursuit
of truth locally, natonally, and internationallylt develops in students a respect
for the dignity and worth of the individual, a capacity for critical reasoning and a
genuine desire for learning. It fosters the extension of the boundaries of
knowledge through research andstarship and is committed to the preservation
and dissemination of a rich cultural heritage. Old Dominion University is old
enough to value tradition yet young enough to facilitate change. In a spirit of
creative experimentatiornnovation, research, antechnologythe University is
ready to meet the challenges of thventyfirst century.

Throughout the explicit strategic planning process, the principles provided a

unifiedt h e me . AExcell enced applies to all pr o
indeed, everythingdld Dominion does. Research can stimulate, motivate, and

direct all University effortsfrom undergraduate research projects and courses to

graduate and postgraduate worka fact, during the second phase of the

planning process, certairefinements in thevording of the principles emerged

(e.g., the need to state explicitly that the first princielated to both

undergraduate and graduate academic quality and that the squoraiple

included creative activity as well as research the strategic plan presented

here, those revised guiding principles hav

13
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major strategic goals for the next fiwgear period (January 1, 2005 through

December 312009):

1. Increase undergraduate and ghaate academic quality, retain faculty,
andgainanat i onal reputation for excellence
top 100 public research universities).

2. Create an agenda and a climate that encourage research and creative
activity.

3. Improve the qality and productivity of graduate programs.

Create a viable, lively campus community.

Integrate and improve academic and administrative programs and
services.

6. Make the University sensitive to the people and needs of the region and
world around it.

7. Find the means necessary to accomplish all of the above.

The Mission Support section describes in detail the principles and practices that
underlie the Universityds undergraduate an
service missions: sound general education program; critical thinking; diversity;
academic freedom; serving the needs of the local, national, and international
communities, including military members and their families; and collaborating
with government, industry, and alumriinally, the Major Goals of the

University are described under the following headings: Students; Faculty;
Academic Programs; Teaching; Research, Scholarship and Creativity; Distance
Learning; Lifelong Learning; Community Service; Student Life; Aluranil

Quiality. Both the core mission statement and the detailed supporting statements
constitute the foundation of all aspects of the strategic plan laid out in this
document.

2. Unit Mission and Vision

The unitos mi ssi on anded\oi ciearlg providet aat e ment s
comprehensive picture of its endeavors and ac
statements are intended to be complementary and supportive wfivieesityin the role
it plays.

3. College Mission

The major purpose of @ Domi ni on Universityds Darden

prepare professionals who have knowledge of their disciplines, ability to providefstageart

14
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practice with students and clients of various cultural and socioeconomic backgrounds, and
attitudesthat reflect commitment to teaching and service, as well as lifelong professional growth
and development. This is fostered through faculty and administrators who are committed to

professional excellence and innovation in scholarship, teaching, and service

Core Values

Professionalism
Innovation
Collaboration

Value-Added

The work of the college reflects three core values that serve as the driving forces
underlying the various activities within the college.

Pr of e s s ii®theaabilitystanrdake infomed decisions that have important
consequences based on an understanding of grounding principles in a field.

| nn o v aig thecs@aéch for novel products, processes, skills, and practices to
substantially improve outcomes in a field; development of vawiags to use
existing products, processes, skills, and practices to improve outcomes.

Col | ab o saarking cokectively to solve complex problems in the context
of a shared vision, open communication, and mutual respect and trust. It is a
richer, moe dynamic process than simply cooperation and coordination.

Value-Added: The core values, taken together, pr
activities that take place within the college, whether in teaching, scholarship, or
service.

These core values willugde the activities and programs in which the Darden
College of Education invests its efforts in the upcoming years. Each of these
values represents a multifaceted set of components and influences that have been
elaborated to develop rubrics that can beedigdo measure the extent to which
activities within the college reflect the core values

Purpose and Goals

Old Dominion University's major purpose in its teacher education programs is to prepare
professional educators who have knowledféheir teaching disciplines, skills to practice state
of-the-art instruction to students of diverse cultures, and dispositions that reflect a commitment

to teaching and learning. The programs embrace the following broad goals (adapted from Lee

15
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Shul niakhnboswi ng and Teaching: Foundations of

the Interstate New Teacher Assessment and Su@padortium (INTASC) principles

A. Knowledge of their professional field(s)

B. Discipline-specific knowledge of principleend strategies, which pertain to classroom
organization and instructional practices

C. Knowledge of curricular content, organization, instructional materials, formal and
informal assessment instruments and technology

D. Knowledge of learners' developntal characteristics, learning styles, and diversity that
will ensure the continuous intellectual, social, and physical development of students

E. Knowledge of educational contexts, ranging from group dynamics in classrooms, to the

governance and finaneg of school divisions, to the characteristics and expectations of
the parents and communities which schools serve

F. Knowledge of educational values, purposes, ends, history, and philosophy that pertain to
schooling in a democracy and one that is @asingly global in its outlook

G. Ability to implement the various domains of knowledge about content, pedagogy, and
schooling in a variety of educational settings

H. Ability to conduct research and utilize research findings in decisions to improve long
range planning, school operation, and student learning

l. Abil ity t o assess di ver se | earner so achi
improvements

J. Ability to work collaboratively with professional colleagues both in schools and external
agencis t hat promote studerbeimgd | earning, safe

The Unit's Model

In his article "How Can We Create Quality Teaching?" Wise (1993) declares that we
must move toward a profession of teaching. He observesltbwihg:

Established professions require practitioners to acquire a sound body of
knowledge on which to base their decisions about how to proceed in complex
situations. Likewise, schools of education must ensure that their programs teach
essential knoiledge, established and current research findings and sound
professional practice. This preparation means a full liberal arts education to
provide a broad cultural awareness and concentration in one field; professional
and pedagogical education to conveywtedge about the context of teaching
and about children, teaching, and learning; and practical preparation to
develop teaching skills (p. 2).

More recently, Wise (2003) in a testimony to the U.S. House of Representatives states

Acontent knlowl edge i ndgi oat or of readiness t

16
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candidates should Ahave required or devel ope
teach it so that students | earn. o

The Darden College of Education has embraced this perspeactivdas structured its
traditional and distance education programs accordingly. The conceptual framework that infuses
ALL of the unit's programs is thEducator as ProfessionalAs a national leader in the field of
technologydelivered distance learningdld Dominion University is committed to providing
academic programs to a diverse national and international population (University Catalog). The
unit has participated in the delivery of degree programs to TELETECHNET sites throughout the
country and tohe regional centers by use of the virtual classroom.

The teacher preparation program in interdisciplinary studies ®re&nd special
education is available at all sites, as is the Master of ScierttduicationElementary Education
and the Master of&ence inEducationSpecial Edud#on. The Master of Science Education
Educational Leadership and the Master of Sciené&alircationReading Education are broadcast
through the use of the virtual cl asstermom t o
Science inEducationSpecial Education is also available through video streaming technologies.
Candidates at distance sites receive the same instruction and complete the same requirements as
native candidates, since all instruction originates frbta Gornto Center on the main campus.
Thus, the conceptual framewoikducator as Professionalserves as a consistent basis for

curriculum design and performance outcomes.

17
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DEVELOPING PROFESSIONAL EDUCATORS
DARDEN COLLEGE OF EDUCATION
: CONTENT .
EARLY

PEDAGOGICAL
GENERAL ’
EDUCATION
PRACTICA
ANTERNSHIPS

KNOWLEDGE
ADVANCED &5
PROFESSIONAL EDUCATOR FROEEHONAL S TDES

Summary of UniFameworEoncept ual

1. Unit Purpose

The purpose of thEducator as Professionabnceptual framework and education unit at
Old Dominion University is to develop professional educatedsicators who can use their
pedagogical and academic abilities to educate learneks candidates enter into teacher
education through criterbased admission, work through their early field experiences, and move
through other phases addressed within the conceptual framework, emphases are placed upon

acquisition or nurturing of knowtige of a discipline, applied skills in various culturally diverse

18
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environments, increased use of instructional technology, and dispositions which reflect
commitment to education and future career development.

2. Unit Model

The model dveloped to prepare professional educators at Old Dominion University is
based upon acquisition and development of intellectual and experiential processes needed by
educators. The conceptual framework of the unit consists of seven separate phasdsdliat bas
represents th&ducator as Professional The unitdés programs will
seven phases, but not necessarily all, since some programs are at the initial level while others are
at the advanced.

In Phase 1General Education canddates develop academic skills and perspectives
related to the fine arts, sciences, and technology. All university students are subject to meeting
these expectations. During Phas&&rly Field Experiences candidates observe/participate for
a minimum of 30 hours and explore the many facets involved in the work of teachers.
Candidates are screened during this phase in accordance to established teacher education
program criteria for admission at their first transition point. Those admitted will be @ble t
continue into their academic preparation through Phas€o8fent Specialty Candidates
master knowledge of their selected education discipline(s) and develop the scholarly processes of
that discipline. Phase 4Discipline-Specific Skills ensures thatandidates acquire the
knowledge and processes associated with learner development and instructional theories,
technologies, and strategies. Prior to proceeding to the next phase, candidates are assessed in
transition in terms of academic progress argpasitions. In Phase Practica/lnternships,
candidates become intensely involved with school cultures, curricula, and -belsedl
instruction. Candidates are assessed throughout this phase in order to determine the adequacy of

their skills as demonstted within the field. Those denied admission are not allowed to engage

19
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in any practica or internship. Th&ofessional Educatoremerges through Phase 6. Through

their experiences, candidates have moved toward mastery of the content and pedagogy of thei
specialty and have become committed to professional growth. Unit programs assess candidates
at this last transition point prior to graduation. Other unit programs, structured for licensure at
the graduate level, continue to monitor candidates as tloeged toward completion. Through
Advanced Professional Studiesn Phase 7, professional educators have the opportunity to
acquire theoretical knowledge and practices as well as develop leadership skills and scientifically
based research competenciesrsBance of these characteristics exemplifies a deep commitment

to high scholarly goals within a chosen career path.

3. Unit Qutcome

The major outcome of teacher education programs at Old Dominion University is
excellent preparatioof professional educators at the initial level. At the advanced level, the unit
prepares professionals who are master teachers, reading speaiaigtsspecialist, speech
language pathologists;ounselors, library media specialists, administrators ahecational
leaders. In addition, the unit is committed to the professional growth of all educators within the
region, as well as distance learning sites.

In summary, the faculty of the college assists individuals in achieving professional
success by prading experiences through many of the conceptual framework phases as
portrayed in the unit's model. Thus, professional educators graduate from programs as (1)
emerging scholars of their teaching or educational support speci@yphilosophers and
theoreticians about educatior(3) life-long, inquiring learners(4) effective practitioners(5)
resource seekerg6) educational decisiomakers and probleraolvers, and (7) members of a

professional community.
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Policies and Procedures for Internship

InternshipCalendar

Each semester, the Office of Teacher Education Services develops a calendar for teacher
candidate internships. The calendar provides the beginning dates of each placement and the
ending date for the internship. All teacher candidates must ctanples, 10, or ldveek
experience. The length of the experience is based upon the candidates program of study.

School Schedule

The teacher candidate is expected to follow the arrival and dismissal times established by
the school for its regular teaching a f f and to follow the <clinioc
including any assigned lunch, bus, or playground supervision. Attendance is expected at all
faculty meetings, staff development workshops, open houses, feseher conferences, and
other professnal activities. Teacher candidates follow the holiday schedule of the school
district to which they have been assigned, not the University calendar or holiday schedule.

Absence Policy

Teacher candidates are expected to be at their assigned schoglslauerAbsences
from internship are acceptable only in case of personal iliness or death in the immediate family.
In case of illness or a death in the family, the candidate must contact the school supervisor and
university supervisor as early as possilidat no later than 7:00 a.m. the day of the absence.
Teacher candidates are allowed one day of personal leave that may be used for personal business
or interviews for teaching positions.

Excessive absence will result in extension of the internship iexggeror dismissal.
Excessive absence is defined as over three days (i.e., two days of illness and one day of personal
leave).

Substitute Teaching
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Teacher Candidates cannot be used as substitute teachers. If an emergency arises and a
substitue teacher is needed in another classroom, the teacher candidate may be allowed to
assume responsibility for the clinical facult
other classroom.

Additional Coursework and Outside Employment

The inernship experience consists of professigeainars and the internship.
Coursework other than the internstfndphemust be
Director of Teacher Education Services and Advisilbe internship experience is a ftilne
academic responsibility. Public schools have expectations for the achievement and growth of
their pupils; therefore, teacher candidates must be prepared to devote their time and energy to
internship duties and providing the best possible instructioteanding environment for pupils.

Outside employment during teacher candidate internship may impede teaching performance and
is highly discouraged. If a candidate is employed or taking classes, the teaching internship

takes precedence. Missing internidsitsuch as faculty meetings, IEP meetings, or parent/teacher
meetingswill result in a failing experience

Internship with Mento©ption

In some instances, a teacher candidate may be offered a teaching contract prior to the
start of theinternship. If he candidate has completed all courseworkasdessments amther
program requirements, has the appropriate GPA, is recommended by his/her advisor, and the
school is willing to provide gualified mentor, the Darden College of Education will allow the
candidate to complete the internship experience while under contfdgs option must be
approved in advance through the appropriate Department Chair and the Director of

Teacher Education Services and AdvisingiFor more information on this policy please tp

http://education.odu.edu/tes/pdf/MentorOptionPolicyForm.pdf
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Professional Dispositions

All teacher candidates are expected to conduct themselves in a professional mahniened al
during the internship experience. As a professional, all students, parents, colleagues,
administrators and other individuals should be treated with respect. In addition, this professional
behavior extends beyond the school day. Teacher candidaetex@ected to review all social

net working materials to ensure all materi al
mor al charactero for the Virginia Department

School Policies

Teacher candidates must follow the local scldbisirict policies and procedures as well
as the individual school ds policies as they a
should become thoroughly familiar with school policies, read the faculty handbook and the
teacher internship handbdgaand know emergency procedures.

Corporal Punishment

Teacher candidatesust not administer corporal punishment to pupils under any
circumstances.

Change of Placement or Withdrawal

Infrequently, a change of placement or withdrawal may be necessarwchidm district
or the university supervisor may request removal of a candidate from the field setting after
discussion ofhe situation with th®irector of Teacher Education Services. Withdrawal
procedure$rom student teaching require significant dission. The Director of Teacher
Education should be informed of a decision to withdraw by the teacher candidate. The teacher
candidate should also inform the clinical faculty and supervisor. The Director of Teacher

Education Services will inform the schabsétrict human resources office. The procedures for
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withdrawal from the course through ODU is the same a®fber University classeand is the
responsibility of the student

Decisions concerning subsequent placement in new internship situationsdedy the
Department Chair and the Director of Teacher Education Services and AdVisisigrocess is
a different procedure and based on individual situations. University supervisors and teacher
candidates should confer with the Director of Teachec&iion Services about the individual
situation.

Placement at Schools with Relatives

Teacher candidates may be placed in the same sdistradt wherea person they are
related to attends or works. However, teacher candidagshot be placed in the sarschool
where a person they are related to attends or
disclose if they have been placed at a schoereva person they are related to attends or works.
If a candidate is found to be placed at a school wheetative attends or works, they will be

removed from the placement and have to complete their student teaching in the next semester.

Responsibilities of the Teacher Candidate
The primary role of the teacher candidate is to sssfadly carry out the internship
assignment. The internship is viewed as a critical stage of transition from the status of college
student to the status Brofessional Educator The internship is a privilege and therefore carries
with it certain responilities.

Introduction and Orientation

Teacher candidates must attend a scheduled orientation session with the Director of
Teacher Education Services and Advising and an orientation session with their university

supervisor. Teacher candidates must dateean introductory meeting and introduce themselves
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to their clinical faculty prior to the beginning of the internship semester. This meeting will
address the following:

Time Commitments

Beginning and ending dates of semester

When the schoolday begissnd ends (teacher s hour s)
School calendarteacher candidates follow the district calendar

Procedures and schedules for inclement weather and other emergency circumstances
Reviewing the curriculum to be covered in the course

Checkirg out textbooks and other teaching materials from the clinical faculty

Agreeing upon a plan for assuming teaching responsibilities

o Po Po Po Po Bo Do Do

Obtaining a Faculty Handbook and Student Handbook from the clinical faculty and
reviewing administrative regulations and rioes

A Becoming familiar with the existing discipline plan

The First Week of Teacher Candidate Internship

A Locate those campus facilities to be used, (i.e., library, textbook room, audio visual

supply room, department workroom, faculty lounge, auditoriumn®eling facilities,

etc.)
A Meet other members of the staff (i.e. principal and assistant principal, department
chairperson, |ibrarian, counselors, teache
A Become acquainted with the pupils and prepare a seating chart as needed
A Observe and dtsiss class interactions with the teacher
A Become familiar with other daily procedures (i.e. staff chackheckout, bulletins,

mailbox check, etc.)
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Teaching the Class Teacher candidates should plamassume control of the clagsadually.

To help thigrocess, the teacher candidate should do the following:

A Plan cooperatively for instruction. The plans should include, but not be limited to,
instructional goals and objectives, anticipatory set, the subject material to be covered, the
instructional procgures to be used, specific modifications for students with special
needs/disabilities, lesson closure, the audiovisual materials and other supplies to be
incorporated, procedures to objectively evaluate pupil achievement, and criteria for
making adjustmestin instruction.

A Provide clinical faculty with copy of lesson plans 3 days prior to teaching.

A Systematically introduce a variety of teaching materials and strategiesandte the
impact of each in order to determine those which are most approf?latse see
section twoi impact on student learningfor further detailed instructions on how to
conduct this unit.

A Develop and implement procedures for managing the class effectively during instruction
based on academic and behavioral strengths and weaknessuding group/ individual
techniques.

A Develop strategies to directly teach those students who display difficulty in complying

with classroom routine/ expectations.

Maintain sensitivity to students from culturally and linguistically diverse backgsound

Determine the students6é devel opment al |l eve

Participate in the evaluation and documentation of student progress and attendance.

o o Do Do

Demonstrate an ability to continually assume greater responsibility in conducting the

classes.
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Professional Obligations- Teacher candidates must be responsible for their professional
growth. To accomplish thisandidates should do the following:

A Contact the school, clinical faculty, and university supervisor in a timely manner if illness
prevents attendance.

A Become involved in the total school program by participating in school assembilies,
faculty and department meetings, P.T.A. meetings, athletic events, stage productions,
parent conferences,-service activities, and educational pargigp and school volunteer
programs; meet with the clinical faculty, apart from class timer@galar basisto
review the instruction to date, critique teaching performance, and assist in planning daily

lessons for the upcoming week.

A Confer with the unigrsity supervisor on iegular basis
A Provide the university supervisor with a classroom schedule
A Observe, if appropriate at the end of the semester, the teaching of other master teachers in

the building. Arrangements must be made with the clinical tiadible university
supervisor, the principal, if appropriate, and with the teacher to be observed.

A Ongoing compl etion of oneds Professional P
(portfolio preparation process begins prior to internship); Maintenanceudmeission of
documentationPlease see section thréePortfolio - for further detailed instructions on
how to conduct this unit

A Teacher candidates are responsible for completion and submission of certain evaluation
documents. Candidates should do tleWwing:

A Keep a copy of all evaluations for your records.
A Complete the evaluations of your university superyislmical faculty,

and the Darden College of Education/Teacher Education Service (these
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evaluationsare due at the complen of the internship experienca.
These evaluationshould besubmitted online and returned to #ice of
Teacher Education Services and AdvisiEducation Building, Room

152

Questions Teacher Candidates Should Ask

General School Information

A
A
A
A

A

May | have a floor plan ahe building? A tour?

What is the average class size? Total school population?

Is there a school lunch program? Breakfast program?

What are the facilities that can be used by the teacher and class, such as: audiovisual aids,
maps, library, computersnd photocopier?

What resource teachers (Nurses, Counselors) are available?

Procedures and Policies

A What time do classes begin and end? Wh a't

A What will be my schedule?

A May | have more information on general school policies? Proesdar evaluation of
teachers?

A What is the procedure if a teacher cannot be in school?

A What extracurricular activities and meetings will | be expected to attend?

A What policies and procedures exist regarding confidential student records and student
privacy, heath and attendance information, classroom visitorsstadhpersons observed
on school premises, and release of students for appointments?

Classroom

A How are SOL goals incorporated? What assessment process is used?
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o Po Po Po o Do Do

What does the clinical faculty exgesf me and what content/skills will | teach?

What lesson plan format is acceptable? Are classes grouped by academic ability?
What is the grading policy?

How are discipline problems handled?

What are the major interests and activities of the pupils?

Do you expect a teacher candidate to contact parents?

What expectations are there regarding emergency procedures and safety?

Personal Concerns

A
A

What is the proper dress for the internship experience?

How will I know how well | am doing?

What is the professiondlackground of my clinical faculty?

May we establish a scheduled, routine time when we can discuss my performance?

What is your philosophy of education?
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CHECKLIST OF TEACHER CANDIDATES INTERNSHIP EXPERIENCES

The selectecexperiences listed below are generally present in the internship situation. Experiences will vary
according to the type of school you are in and the method employed by your clinical faculty, as well as the subject
matter taught.

Experience Upon Completion of
Described Experience  Date
Knowledge d Educational Expectations Check Column

Review terminology of essential elements of instruction (focus, objective(s),
instructional input, monitor and adjust, practice, closure)

Rel at e B I nomynodamulationxadlesson objectives and questioning
strategies

Apply components of effective lesson design into daily lesson plans

Read the school district evaluation instrument for classroom teachers
Understandhe developmental tasks of typical students in your classroom

]
]

Understanding of School and Community

Request a tour of school grounds

Learn about school office personnel and special pupil services

Study studenbhandbook for school attendance and discipline policies
Give remedial help to candidates

Conduct a parerteacher conference

Know the community by attendance at P.T.A. or school board meetings

Elementsof Classroom Organization and Management

Take roll, record attendance and distribute materials

Create bulletin board (instructional focus)

Keep record of student progress; daily grades, tests and homework

Write aclassroom discipline plan with clinical faculty featuring classroom
expectations (no more than five) and positive and negative consequences for mi
major violations

Provide a system for missed assignments and ‘upkeork

Make a seating chart

Utilization of Instructional Materials

Prepare transparencies, charts, felt board

Use chalkboard, maps, visual aids and other supplemental materials

Operate a copy machine, video, film pidj#, and tape recorder

Set up demonstrations and hawsactivities with supplementary materials

Locate references, curriculum guides, visuals, and teaching materials in media ¢
Incorporate Computer EducationdaEducational Technology Resources

T
T

Implementation of Classroom Instruction

Deliver wellprepared, thorough lessons

Write an instructional unit; implement unit during teacher candidate internship
experience

Construct diagnostic tools such as written and oral quizzes on tests

Introduce study skills and strategies to learners

Incorporate motivational elements (knowledge of results, level of concern, feeling
tone, success, interest)

Include variety, meaning, involvement, and novelty to promote student interest
Incorporate interdisciplinary methods (music, art, writing, drama, physical educat
Adjust instructional activities and procedures to previar diverse learner needs,
appropriate accommodations, and learner characteristics

Include accommodations/modifications for students with Individualized Educatior
Plans (IEPs)

Establish objective procedures, conduct frequertctimssessment of effectiveness ¢
group/individual instruction, and adjust instruction as needed
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DO AND DONOTS

No handbook would be complete withouttslo a n d Readrhdougd the following
list carefully.

DO:

1. Call your clinical faculty or the designated school contact as soon as you receive your
assignment.

2. Read through your Handbodlefore you begin your assignment.

3. Get along with your clinical faculty (even if you have philosophical differences!).

4, Accept advice from your clinical faculty with an open mind. Try to avoid
misunderstandings.

5. Willingly accept assignments from your clinical faculty and your university supervisor.

6. Ask for feedback from your clinical faculty and your university sujger.

7. Be professional at all times. Dress professionally. Be on time. Treat staff members
professionally.

8. Attend extracurricular activities, faculty meetings, and student teaching seminars.

0. Ask to review your schoolpPpasl ihayw/dprooodke cainrde tr

10. Be concerned about each and every one of your students. Listen to your students and be
fair. Treat each individual with politeness and respect.

11. Realize that having a teacher candidate is hard work. Be appreciative!
DO NOT:

1. Argue with your clinical faculty. Remember, he or she is an experienced, seasoned
teacher and you are a guest in his/her room.

2. Try to be one of the students. You are their teacher.
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3.

10.

11

12

Touch students in a way that may be questioned lstudents, parents, or
administrators, or use inappropriate language or unapproved instructional
activities/materials.

Date a student

Social network with students (Facebook, MySpace, Twitter, etc.)

Counsel students or@-one behind clogkdoors.

Have a conversation with a parent without the presence of your clinical faculty.
Gossip or complain to other teachers in your building.

EVER be late or absent if you can help it.

SUBSTITUTE during your internship assignment (everoii pre a certified substitute)
unless it has been cleared with your university supervisor or the Director of Teacher
Education Services and Advising.

Spend time in the teachéisunge

Keep concerns to yourself. Talk to your university or caltéfaeher education services

office.
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Responsibilities of the Clinical Faculty

The responsibility of the clinical faculty is to assist the teacher candidate in
understanding and assuming the role of Bmefessional EducatorThis demands supporév
supervision, modeling, guidance, and feedback on the part of the clinical faculty. A successful
internship experience most frequently occurs when the clinical faculty acts as a personal
confidante, instructional guide, and professional advisor. Thewfoltp pages review and give
specific examples of each of these magsponsibilities:

Personal Confidante
1. Acquainting the teacher candidate with the school, staff, students, teacher, parents and
community by

1 Conferring with the teacher candidateldnilding administrator to review district

expectations during the workday, including the beginning and ending dates of the
internship.

1 Introducing the teacher candidate to the school community and explains his/her

role in the manner which enhancestteteh er candi dateds chanc

1 Creating an atmosphere of acceptance of the schoolteacher on the part of the

pupils, parents, faculty and school community.

1 Touring the campus with the teacher candidate and provides a map of the school.

i Reviewing shool policies, regulations and practices.

Instructional Guide
2. Orienting the teacher candidate to classroom rules, organization and management by
1 Sharing plans for creating a positive classroom environment and motivating

students to succeed.
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i Introdwcing the teacher candidate to classroom routines and rules, seating
arrangements and other organizational plans.
1 Familiarizing the teacher candidate with excuse forms, hall passes and other
standard school forms.
1 Reviewing the Student Handbook and theuigdHandbook.
1 Explaining procedures for notifying parents regarding grades and/or discipline
policies including letters, phone calls and conferences.
3. Providing a desk or work place, necessary instructional materials, resources, supplies

and equipmeniThe clinical faculty shoutd

1 Supply copies of textbooks, curriculum guides, charts, planning book, etc.
1 Explain the school s policy of the wuse
1 Take time to teach the teacher candidate how to use copiers, media eqj@Epcthe

other machines including computers.
4. Guiding lesson plans and material development. The clinical faculty should
1 Assi st the teacher candidates i n exami:!

plans and the reasons for choice of methods, mttend activities.

1 Explain goals and objectives in relation to scope and sequence.

1 Give specific help in the selection of instructional materials, including outside
resources.

i Assist the teacher candidate in developing his/her own teaching plans.

1 Demongrate how to provide for individual student differences.

1 Suggest ways to check for student understanding and model how to monitor and

adjust teaching.
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i Give constructive feedback on lesson plaeforeandafterlesson.
1 Assist the teacher candidate ieparing a substitute folder.
5. Providing for positive learning experiences. The clinical faculty should
1 Offer specific suggestions for developing effective teaching techniques.
1 Gradually increase teaching responsibilities and gradually decreaseaththe

end of the semester, allowing for a maximum amount of full time teaching
1 Model effective teaching techniques when appropriate, even near the end of the
internship experience.
6. Model ing assessment of t eacheords,dagnasiicd at e s (
tests, and placement. The clinical faculty should do the following
1 Train the teacher candidates to document and maintain records of pupil progress.
1 Identify students with special needs, discusses appropriate instructional
adjustmentsand reviews legally required accommodations identified in the IEP.
7. Acquainting the teacher candidate with tasks. The clinical faculty should
1 Make the teacher candidate aware of the school calendar, announcements,
schedules or changes in the dadutine
1 Schedule the teacher candidate for assistance with lunch, recess, assembly,
detention duties, clubs and sports, etc.
1 Acquaint teacher candidates with the range of routine tasks such as lunch counts,
tardies, passes, signed excuses, bathroomquoes
i Review district, school, and department policies, attendance, lunch, playground,

nurse, counselor, lockers, phone and leaving/returning to school.
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1 Define authority and legal requirements of the teacher candidate in emergency
situations (i.e. astof violence, bomb threat, fire).
Professional Gowth
8. Providing continuous support, conferences and feedback. The clinical facuity will
1 Provide for continuous evaluation through daily/weekly conferences, report
sheets, logs and seadivaluation shred by the teacher candidate (i.e. audio/video
tapes).
1 Provide for unsupervised teaching yet is still in close proximity and can be

contacted at all times should help be needed.

1 Maintain a frank, helpful and professional attitude when discussing dcbee
candidateds strengths and areas in need
1 Attempt to immediately resolve any conflicts; if no resolution is possible, refers

the problem first to the university supervisor and school administrator, and second
to the Director of Teachdeducation Services and Advising.
1 Initiate early effective procedures for a teacher candidate in jeopardy.
0. Afford opportunities for observation/participation in related activities. The clinical
faculty should
1 Invite the teacher candidate to endl the teacher candidate experience beyond the
immediate classroom by attending parent conferences, clubs, events, sports
events, student council meeting and activities, PTA meetings and faculty
meetings.
10.  Share personal/professional growth. The datifaculty should

i Treat the teacher candidate as av@oker rather than a subordinate.
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T

Exemplify a positive, professional attitude toward teaching and all persons
engaged in the business of public education.

Set a good example through professionahdvior toward students, school,
district and community.

Use and stress the necessity for proper language, actions and dress by teachers.
Provide or suggest professional reading.

Emphasize the importance of joining/participating in professional orgamiza

Assist in the development of the Professional Portfolio by the teacher candidate.
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Responsibilities of the University Supervisor

The university supervisor is vital to the development of a high quality fieldrxqres program.
As the liaison representing the Darden College of Education and Old Dominion University, the
supervisor will observe, evaluate and confer with teacher candidates and the clinical faculty.
This collegial team facilitates the planningpi@mentation and evaluation of experiences that
will increase the professional competence of the teacher candidate. University supervisors
should ensure the purpose and goals of the Darden College of Education Conceptual Framework,
AEducat or also Phkmdwlsesdgpen base model are being
Specific Responsibilities
1. Visitations and observations by the supervisor:
1 Visits and observations of teacher candidates catci@ast every other week
during the internship experience. Movisits/observations may be required if the
teacher candidate is experiencing difficulty.
1 The initial visit should occur during the first week of the internship experience.
1 Two observations should be scheduled when the teacher candidate assumes partial
responsibility for the classroom.
1 Two observations should be scheduled when the teacher candidate assumes full

responsibility for the classroom.

i If a candidate is having difficulty, a university supervisor will model needed
skills.

1 The final observation siutd occur shortly before the final evaluation.

1 The university supervisor assists the clinical faculty in evaluating teacher

candidates for the mittrm and final evaluation.
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2. Components of observatio®b s er vi ng the teacher nmaacadi dat
is critical for professional development. The university supervisor must be able to
provide specific, objective feedback. Observations consist of:

i Review of lesson plans.

1 Observation and documentation of the actuat9@5 minute lesson. This
observdai on should include a discussion of
the clinical faculty and teacher candidate.

1 Identifying areas of strengths, specific areas of weakness, and strategies to
improve area(s) for refinement.

1 A review of reflection joural and time record.

The University Supervisor Report is the form a supervisor should use to collect observation data.
3. Seminars:
1 Supervisors are required to provide a minimum of four seminars scheduled

throughout the internship experience.

1 Supervisorshould announctme and place for seminars early in the semester.
1 Content of seminars should address the specific needs of the teactielates.
1 Review Professional Portfolio.
4, Establishing rapport with clinical faculty:
i Meets clinical faculty anéxchanges telephone numbers to facilitate

communication, daily the first week.
1 Is sensitive to the needs and concerns of the clinical faculty.
5. Relationship with the Director of Teacher Education Services and Advising:
i Attends an orientation meetingiqr to each semester.
1 Notifies the Director when candidates are in difficulty for any reason.

1 Submits a grade for each student no later than the last day of each semester.
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Recommended Timeline

The internship semester is the most amiant semester in the professional teacher preparation
program. The internship semester demands and should receive full attention. Unlike the
practica, the internship e&gence will require the candidati® be ateacher five days a week, six

and a halhours a day, for the length of the experience. However, it will soon be discovered that
the teacherd6s day does not end at 4:00 p. m.
continued work far beyond the eighbur day. To be successful in theathing internship
semester, the teacher candidate may need to sharply curtail other employment. It is wise to
remember that the final evaluation, written by the clinical faculty, will be reviewed by all
potential employers. Th&taff in the dfice of Teacher Educatio Services and Advising request

that your time and energy be f@aa on this demanding, beciting and rewarding experience.
Teacher candidates are required to be on duty at their assigned school for the complete school
day during the entir experience. Complete school day is defined as the duty for teachers in the
building where the assignment is made. For example, if teachers are expected to be on duty from
7:30 a. m. to 3:30 p. m., t hat i's t kienaltagacher

includes inservices and parent conferences.

Recommended Experience Time Frame

A 1% weeks - observation/participation

Phase | €

Phase Il € A 1% weeks - begin assuming partial
responsibility

Phase lll & A 4 weeks - Assuming full responsibility

The following pages will detail the activities and responsibilities for the teacher candidate,
clinical faculty and university supervisduring each phase of theacher candate experience.
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PHASE-IN SCHEDULE

PHASE|: ORIENTATION/INTENSE PARTICIPATION

Teacher Candidate

T

1
T

Becomes familiar with rules, regulations and procedures of the classroom. Develops skill
in communicating rules to pupils.

Becomes familiar with physical &ures of the buildings.

Becomes acquainted with and learns names of pupils. Becomes aware of friendships and
subgroups and with unique needs of individuals.

Observes instruction, following lesson plans prepared by clinical faculty.

Participates in clssroom routine (i.e. roll taking, recording grades, handing out/collecting
material, supervision outside classroom) and learns daily schedule.

Provides limited instruction (i.e. administering tests, tutoring, conducting short, informal
segments of the leen).

Participates in related activities when appropriate (i.e. faculty meetings, athletic events,
student clubs).

Tutors individual students or small groups as assigned by clinical faculty.

Constructs teaching aids and contributes materials to a rogyattractive learning
environment.

Becomes familiar with content to be taught later in the semester.

Keeps reflective journal and time sheet up to date.

Updates professional portfolio.

Clinical Faculty

T

Assumes responsibility for planning and cortthg class but involves teacher candidate

in lesson planning. Shares lerange plans for semester.
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l

)l
T

Involves teacher candidate in observation, routine procedures, preparation of materials
and interaction with students.

Sets aside special time to disctlss rationale of what the teacher candidate is observing.
Establishes standards for initial lesson planning.

Provides specific feedback to teacher candidate.

University Supervisor

1
1

Holds orientation meeting.

Conducts seminars as scheduled.

Conferenceswith teacher candidate and clinical faculty about the -exierience
evaluation.

Is readily available for advice/support for either the teacher candidate and/or clinical

faculty.

PHASE Il. ASSUMING PARTIAL RESPONSIBILITY

Teacher Candidate

T

Increases efids to identify special class characteristics and to relate instruction to
individual students, meets with individual students having problems, determines how to
utilize special student talents.

Manages all routing tasks.

Assumes full instructional respsibility for part of the school day. Gradually assumes
greaterresponsibility for instruction, accumulating teaching responsibilities, adding one
subject, or period, or preparation as teaching proficiency increases.

Continues to develop instruction fiessons.

Participates in faculty meeting, parent teacher conferences, PTA meetings, etc.

Continues to maintain reflection journal and time sheet and begins to establish career file.
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1 Asks clinical faculty and university supervisor for specific feedbaxkinstructional
performance.

Clinical Faculty

1 Plans cooperatively with the teacher candidate to deliver instruction, starting with small
tasks, such as directing cooperative learning groups, jointly developing evaluation
instruments, réeaching concept® small groups and providing enrichment activities.

1 Continuously assesses the teacher candi dat
classroom management so that the teacher candidate can gain confidence before
assuming additional responsibilities.

1 Models a variety of instructional techniques so that the teacher candidate develops a
comfort level for a broad spectrum of teaching activities.

1 Completes and reviews with the teacher candidate and university supervisor, the
Professional Attributes anddtructional Development Scales (redperience).

University Supervisor

1 Conducts at least two observations of the teacher candidate.

1 Conducts seminars as scheduled.

1 Conferences with teacher candidate and clinical faculty about theexpg&fience
evaluaion.

i Is readily available for advice/support for either the clinical faculty or teacher candidate.

PHASE IIl: FULL RESPONSIBILITY

Teacher Candidate

i Assumes primary responsibility for planning, preparing materials and delivering
instruction, monitoringtsident progress and evaluation.

i Implements an effective discipline plan, including contacting parents if necessary.

1 Assumes primary responsibility for developing the instruments for student evaluation.
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1 Recommends student grade to clinical faculty.

1 Proudes instruction that recognizes individual student needs.

1 Continues to maintain reflection journal,
1 Asks the school principal to observe lesson and provide feedback.

1 Compl etes universtonny supervisorodos evalua

Clinical Faculty

1 Examines, critiques and provides necessar
instruction and evaluation.

1 Contributes to the class instruction in ways that are complementary to the general class
presentation under the diremst of the teacher candidate.

1 Completes the final evaluation of the teacher candidate in collaboration with the
university supervisor.

1 Arranges for evaluation of teacher candidate by school administration.

University Supervisor

1 Conducts at least two ofawations of teacher candidate.

1 Conducts seminar as scheduled.

1 Conferences with teacher candidate and clinical faculty about final evaluation.

1 Is readily available for advice/support for either the teacher candidate and/or clinical
faculty.

i Submits firal grade and evaluation for the Director of Teacher Education Services.
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Questions from Clinical Faculty

There are some questions that are asked repeatedly by clinical faculty. Many of these
guestiongannot be answered unequiatlg, but perhaps some insights will help guide the
clinical faculty.

How frequently should I leave the classroom? Should the teacher candidate be left on their
own?

A survey of clinical faculty found that they were most critical of the clinical facultg w
spent a great deal of time away from the classroom. The view of most clinical faculty is that
teacher candidates should not be regarded as substitutes. Rather, they should be viewed as novice
teachers placed in the classroom to learn and grow prafedigiovith the direct help and
supervision of experienced teachers. Without clinical faculty feedback, the internship experience
becomes much less effective for the beginners. Yet, it is also important for the teacher candidate
to have a sense of managithe class on his or her own. Therefore, it may be advisable for the
teacher candidate to Asol oo occasionally for
should be in close proximity. In the final analysis, the clinical faculty retains spenmsibility
for the classroom, the students and the teacher candidate.

What should | do when the university supervisor comes to visit?

The university supervisor does not wish to disrupt the class. Therefore, go on with
whatever has been planned. Each supeé sor 6 s Vvi si t should incl ud:¢
faculty and the teacher candidate. This discussion should not interrupt the regular classroom
schedule.

What should be done when either the teacher candidate or thelinical faculty fails to
assume esponsibilities?

Realizing that each partner may have a different perception of a situation, both parties

should make an effort to communicate with the other on abarane basis. If this approach fails
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to produce the needed results, one or both shoulthciothe university supervisor who can then
communicate with them individually and/or jointly to resolve the problem. If this does not
resolve the problem, the Director of Teacher Education Services and Advising for Old Dominion
University should be contéed immediately.

What do teacher candidates want clinical faculty to do?

When surveyed, teacher candidates rate fnb:
their clinical facultyo as their greatmst nee
teacher candidate can spend many hours each week in the same classroom without
communicating about the teacher <candidateods
serious problem in the teacher candidate experience. Here is a list of reas@ppéar to deter
effective communication/feedback:

1. Over concern for fAhurting the feelingso of

2. Lack of time before or after school due to the demands of preparation, lunchroom or
playground supervision.

3. No time during the school dasince one or both of the parties must be working with

pupils.

For the teacher candidate to be able to grow professionally, these obstacles must be overcome
What can be done about teacher candidates with glaring educational problems, such as
inability to use standard written or oral language?

One of the mysteries of the internship experience is how an individual can be in the last
semester of a professional preparation program and lack these skills. One explanation may be
that these inadequacies are omlgparent when the teacher candidate must write on the
chalkboard or give oral instruction before the class. These difficutiiest be corrected and

require attention of the university supervisor, clinical faculty and the teacher candidate. Some of
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them ca do it quite rapidly, while others might have to repeat or extend the internship
experience.

What if my teacher candidate is failing?

Teacher candidates experiencing difficulties typically receive many more hours of help
than do more successful studenadeers. In addition to the clinical faculty, the university
supervisor, building principal, and Director of Teacher Education Services are involved in the
remediation processTeacher candidates who are in jeopardy of not successfully completing
their internship experiences are placed on a professional growth plan. The purpose of the plan is
to identify specific areas that require improvement and to outline a plan of action for
remediation. If a clinical faculty observes inadequate performance, the ityi&Ipervisor
should be notified immediately. The supervisor will contact the Director and a conference will be
scheduled. During the conference, the content of the professional growth plan will be formulated,

with input from the teacher candidate, thiaichl faculty, the supervisor, and the director.
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EVALUATION

ROLES OF THE CLINICAL FACULTY AND UNIVERSITY SUPERVISOR

The purposes for evaluating teacher candidates parallel those of teacher evaluations.

1 To improve instruction by providing coamgctive feedback regarding strengths and
weaknesses.

1 To provide documentation to the university.

1 To provide documentation to prospective employers regarding the progress the teacher

candidate has demonstrated during the internship experience.
In any ealuation processthe purposes are best served when the evaluator has frequent and
regular opportunities to observe and coach. Therefore, the clinical faculty maintains the primary
role as evaluator of erfoimanceairettreclassroomc andi dat eod s
The role of the university supervisor has been defined as that of a student advocate, a
supporter, and a link between the public school and the university. During the university
supervisorods visits,heghel/ama i wialtle6eb s earstea utch & c
attributes and provide feedback. During conferences with both the clinical faculty and the teacher
candi dat e, the wuniversity supervisor wi | | f a
classroom prformance. Because of the frequency of the visits by the university supervisor,
she/he can determine early in the semester whether a recommendation to the director ought to be
made concerning a placement in an alternative setting. Otherwise, assumpigctmaent is
appropriate, the university supervisoroés prim
The clinical faculty and the university supervisor jointly evaluate the teacher
candidate at the midpoint and at the end of the internship experience. Then togéher
present the evaluation to the teacher candidate. The clinical faculty is, however, the primary

evaluator. If there is a discrepancy in perceptions between the clinical faculty and the university
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supervisor, the Director of Teacher Education SenacesAdvising will attempt to mediate. |If
mutual agreement cannot be reached, the university supervisor may attach his/her own
evaluation of the teacher candidate for the placement file indicating his/her perceptions of the
teacher candidateds strengths.

Timeframe Guide for Completion of Teacher Candidate Evaluation Forms

FORM WHEN TO COMPLETE

University Supervisor Report During Classroom Observations/Visits
Weekly Feedback Guide Weekly

Professional Attributes and Instructional Development Mid-Experience Evaluation

Scales

Evaluation of Teacher Candidate Final Evaluation

Evaluation of Teacher Candidate by School Final Evaluation

Administrator

Weekly Journal Each Week

Time Record Weekly
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The Professional Attribute Sale

The purpose of the Professional Attribute Scale is to provide the Darden College of
Education, the Office of Teacher Education Services and Advising, the university supervisor,
and the teacher candidate with specific information regarding the teaéherd i dat eds pr 0 ¢
the areas of professional disposition. This scale, along with the Instructional Development Scale,
is used in both the midxperience and final evaluations. At the conclusion of the- mid
experience evaluations the clinical facudtyd university supervisor recommend if the candidate
should continue in their placement. At the final evaluation the clinical faculty and university
supervisor indicate if the candidate is recommended for hire.

The Professionahttribute Scale consists dive areas. These areas are: Professional
Demeanor, Knowledge of Rules and Procedures, Responsivenefsf8eliement,
Parent/Guardian Relations, and Staff Relations. Each area is comprised of specific elements that
measure t he t e aasitioainthesaareds. @he elem@rds a meapuretban a
tiered ratingscale. The rating scale MeetsStandargd NeedsimprovementUnacceptableand
Not Observed. Each element has leveled criteria defining how the candidate meets each
standard Clinical faculty should rate the teacher candidate for each element basguicah
perfor mance. I f the clinical faculty would |
comment and recommendations section has been provided.

Teaching is a rearding yet demanding profession. The teaching internship experience is
the capstone field experience. Professionally, teacher candidates should demonstrate their
commitment to a successful internship experience. This commitment is reflected by the teacher

candidatebds efforts in the three areas that c
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Instructional Development Scale

The purpose of the Instructional Development Scale is to provide the Darden College of
Education,the Office of Teacher Education Services and Advising, the university supervisor,
and the teacher candidate with specific infor
the areas of instructional planning and classroom practices. This skalg, with the
Professional Attribute Scale, is used in both the-exgerience and final evaluation. At the
conclusion of the migxperience evaluations, the clinical faculty and university supervisor
recommend if the candidate should continue their piace. At the final evaluation, the clinical
faculty and university supervisor indicate if the candidate is recommended for hire.

The Instructional Development Scale consists of five areas. The areas are: Teaching
Plans and Materials, Classroom Manageiméfassroom Instruction, Assessment and Feedback,
Student Academic Responses. The first four areas are of specific elements necessary for a
candidate to succeed in the classroom. The rating sdslleeitsStandardNeeds Improvement
Unacceptable, andNot Observed. Clinical faculty should rate the teacher candidate for each

element based dgpical performance.
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A Guide for the Assessment and Evaluation of Teacher

Candidate Interns A Reflection Guide

While candidates in the approved teacheucation programs must exhibit professional
dispositions and effective teaching skills, they must also demonstrate dispositions and skills that

are specific to their teaching areas. There are unique knowledge, skills, and dispositions a
candidate in the aseof Elementary Education will need to demonstrate that will be different

from that of a candidate in the area of health and physical education or even biology. For that
reason the faculty, university supervisors, clinical faculty, and others have delvelaph e A Gui d
for the Assessment and Evalwuati on ocandidaacher
evaluation. This reflection instrument provides-digpth questions from each national
organization to focus the candidate, the university supervisdrihenclinical faculty on what
specifically is expected of the teacher candidate in their specialty area based on their standards.

This document is located aivw.odu.edu/tes
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PART TWO

IMPACT ON STUDENT LEARNING AND
PROFESSIONAL PORTFOLIO
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Impact on Student Learning

Like the clinical faculty they will be working with, teacher candidates will be responsible
for student learning. For telaer candidates to determine the impact they are having on the
students thgare teaching, they must havweokvledge and skills in planning and assessment

To demonstrate the skills of planning and assest, teacher candidates will complete
the Al mpact on Student | earningo assignment.

This assignment requires each candidate to complete the following tasks in LiveText. The
assignment includes:

1. Descripton of Classroom Demographics
2. Pretest (disaggregation of data)

3. Lesson Plan/ UnPlan

4. Posttest (disaggregation of data)
5.Analysisand reflection

After theassignment is completed in LiveAt, each supeisor is to be provided a guest
pass for review.

A sample of the LiveTexinstructions follows, including the lesson plan format and the

grading rubric.
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Impact on Student Learning
by Old Dominion Univ  ersity College of Ed
Demographics

Demographics of Classroom

Provide a well written in - depth description of the demographics in
your classroom. Include number of students, gender breakdown,
ages of stude  nts, ethnicity, and diverse learning needs.

Pre-Test
Description
Provide a well written description of the Pre - Test given to your
class. Include when the assessment was given, Teacher Candidate
expectations, and specific information taken into consideratio n when
creating the Pre - Test.
Data and Analysis
Provide an analysis of the results of the Pre - Test. Analysis and data
should include class means, individual student scores (use a student
variable not name when reporting data), sub - group comparisons

(gend er, age, and diverse learners), range, and percentiles. Analysis
should also include major strengths and weaknesses of instruction,
suggestions for effectively meeting the needs of those making least
progress.

Lesson Plan

Lesson Plan Implementation

Provid e a well written summary of the attached lesson plan's
implementation that has been taught. (Follow the ODU -DCOE Core
Instructional Lesson Plan outlined below )
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Post-Test

Description

Provide a well written description of the Post - Test given to your
class . Include when the assessment was given, Teacher Candidate
expectations, and specific information taken into consideration when

creating the Post - Test.
Data and Analysis
Provide an analysis of the results of the Post - Test. Analysis and
data should includ e class means, individual student scores (use a
student variable not name when reporting data), sub -group

comparisons (gender, age, and diverse learners), range, and

percentiles. Analysis should also include major strengths and
weaknesses of instruction, s uggestions for effectively meeting the
needs of those making least progress.

Reflection and Reaction

Personal Impact on Student Learning

Provide a well written in - depth summary of your personal impact on
student learning. Provide information on what worke d and did not
work. What would you do differently?

58



Old Dominion University Darden College of Education

ODU-DCOE Core Instructional Lesson Plan

by Old Dominion University College of Ed
Overview

Lesson Plan Overview

Date:

Lesson Title:
Lesson Author:
Grade Level:
Subject Area:

Time Allotted for Lesson: Express in number of class meetings and/or number of
minutes.

Short Description of Lesson

Write a brief , yet concise, description of what occurs in this lesson (50 words).

In this lesson, the students will...

Standards

Lesson Plan Standards

No standards added.
Instructional Objectives

Instructional Objectives

Identify each instructional objective (learning outcome) for this lesson. These are observable measurable
outcomes that students will demonstrate and that may be assessed. Remember that activites are not
learning outcomes. (See right-hand column of Curriculum Frameworks)
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Focus

Enduring Understandings

An enduring understanding is a goal, not an objective. Listthe big ideas or concepts that you
want students to come away with, not facts that they must know, see Curriculum Frameworks at VA Dept. of
Education website.

Essential Questions

Essential questions address the heart of the discipline, are framed to provoke and sustain students
interest;unit gquestions uswual l y hav@enarabe leadireg qoebtionsahatswill ir i ght o
provoke interest, motivate students to learn the content and/or skills, and will be embedded in your
assessment strategies. (Possible question stems: How ..., Why..., To what extent..., What convinced you
that..., How might you prove...)

Procedures
Lesson Set
The activities in this section capture the student's attention, stimulate their thinking and
help them access prior knowledge . (i.,e. - KWLH; discrepant event, inquiry -based

question/activity; free write; reading from piece of literature; demonstration...)

Rationale

Describe how you will  relate this lesson to previous learning and to real -life
experiences , to explain the importance of the le arning to the students. (requires student
involvement)

Techniques and Activities

Listthe step -by -step activities in sequential order as they occur in the lesson. Be sure to
clearly identify what is to take place in the lesson. Include a variety of  te aching strategies
(methods ). Activitiesaretobe student -centered ;i.e. solve problems, construct models,
design and perform experiments, read authentic resources, answer open -ended questions,
support ideas with evidence, compose, analyze and interpret m aps, draw conclusions. Include
guided process of learning.  Include the opportunities students will have to expand and
solidify their understanding of the concept and/or apply it to a real -world situation. List any
independent practice activities. (note : there may be more or less steps than listed below in
your lesson plan)

1.
2.
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PO ~NO O AW

0.

Lesson Closure

How willyou close thelesson, summarize the lesson content, relate the lesson to future
lessons, and actively involve the students? Develop reflective questions that you will pose
during the closure. Describe how you will actively involve the students during the debriefing
of the lesson and/or student presentations.

Assessment/Evaluation

Describe the evaluation process that you willuse  to measure whether the students
achieved the instructional objectives. Describe the criteria  for achievement, and performance
level. Describe how you will  assess that students have learned . Describe your methods
for monitoring student progress . The cr iteria should directly align to the instructional
objectives and standards. Describe your plan for providing feedback to your students.

Student Products

Describe artifact/s or products students will create as a result of the lesson . How will
these perfo rmance products allow you to assess conceptual understanding and/or mastery of

procedural skills? (The following are examples of performance tasks/products: Participate in a
debate; Use evidence to solve a mystery; Infer the main idea of a written piece; Propose and
justify a way to resolve a problem; Design a museum exhibit; Apply rules to particular situations;
Draw a picture that illustrates what's described in a story or article; Conduct a poll on consumer preferences;
Display results graphically; State conclusions in written format; Critique a performance or a work of art; Design
an experiment; Build a model... )

Supplemental Activities: Extension and Remediation

Extensions  are activities for students who grasped the concepts quickly and need a deep er
challenge . The purpose of extensions is to allow students to further explore the concept in

more depth and add a new dimension in the learning of the content. Extensions should not be
more of the same work. Explore the Remediation  activities include m ethodsto reteach the
learning for students who need more instruction/practice.
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Adaptations for Diverse Special Learners

Describe how you will  adapt the instructional learning strategies for diverse learners with
special needs - learners with disabilities , ESL students, and gifted learners.

Differentiated Instruction

In what ways have you adjusted your lesson to meet the unigque needs of
learners ? Describe how yo urlesson is adjusted by either  content, process, products and/or

environment based on readin ess, interests, and/or learning styles? (examples: tiering; flexible
grouping; complex grouping; use of multi -modality instructional strategies; use of learning
profiles and/or interests; othertools - think -tac-toes or learning menus or learning contract s

or RAFT activities or  think dots or JigSaw or process logs...)

Resources

Materials and Additional Resources

List all materials (textbooks, maps, crayons, scissors, student whiteboards, research guides,
etc.) technology resources (computers, printer, sca  nner, internet connection, cameras,
projectors, etc.) and  web addresses that are needed for this lesson. If you are using
copyrighted materials, you must include author, date, city and publisher.

Web and Attachment Resources
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Grading Rubric

Darden College of Education

Demographics
(1, 10%)

Pre-Test (1, 10%)

Pre-Test Data &
Analysis (2, 20%)

Impact on Student Learning Rubric

Meets Standards (2 pts)

Teacher Candidate fully
describes demographic
of students; There are
no spelling or
grammatical errors

Description provided
about the Pre-test
attached; Pre-test
attached; There are no
spelling or grammatical
errors; Teacher
Candidate expectations
present in description;
Description/Analysis of
Results present and
data attached.

Summary of overall data

contains class means,
individual student
scores, sub-group
comparisons (gender,
age, and diverse
learners), range, and
percentiles. Analysis
includes reflection that

accurately identify major

strengths and
weaknesses of
instruction for the
class/individuals/groups
(based on the

Needs Improvement
(1 pt

Teacher Candidate
partially describes
demographic of
students AND/OR
there are minimal
spelling and/or
grammatical errors

Pre-test attached with
a description that
does not fully
describe the pre-test;
There are less than
three spelling or
grammatical errors;
Teacher Candidate
expectations present
in description;
Description/Analysis
of Results present
and data attached but
limited.

Incomplete class data
is provided. Individual
student scores with
some group
comparisons
provided. Analysis is
general. Suggestions
for improvement are
limited.

Unacceptable

Teacher Candidate
description is not
well written and
missing key
elements of
demographics
AND/OR there are
numerous spelling
and/or grammatical
errors

Pre-test attached;
There are more than
three spelling or
grammatical errors;
Teacher Candidate
expectations present
in description;
Description/Analysis
of Results and data
are not attached or
are very poorly
organized and
presented.

Overall data is
missing and
disorganized. Due to
lack of data,
appropriate
suggestions for
improvement are
unable to be made.
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Lesson Plan

(1, 10%)

Post-Test (1, 10%)

Post-Test Data
& Analysis

(2, 20%)

calculations of data),
with suggestions for

more effectively meeting

the needs of those
individuals and/or

groups making the least

progress.

Summary provided
about the lesson plan

attached. Lesson plan is

complete based on
Student Teaching
Evaluation in the
Student Teaching
handbook. Lesson plan
is attached. There are
no spelling or
grammatical errors.

Description provided
about the Post-test
attached; Post-test
attached; There are no
spelling or grammatical
errors; Teacher
Candidate expectations
present in description;
Description/Analysis of
Results present and
data attached.

Summary of overall data

contains class means,
individual student
scores, sub-group
comparisons (gender,
age, and diverse
learners), range, and
percentiles. Analysis
includes reflection that

accurately identify major

strengths and
weaknesses of

Darden College of Education

Summary not
provided about the
attached lesson plan.
AND/OR Lesson plan
contains half of the
required elements
identified in the
Student Teaching
Evaluation in the
Student Teaching
handbook. AND/OR
Lesson plan is not
attached. AND/OR
There are three or
fewer spelling and/or
grammatical errors.

Post-test attached
with a description that
does not fully
describe the post-
test; There are less
than three spelling or
grammatical errors;
Teacher Candidate
expectations present
in description;
Description/Analysis
of Results present
and data attached but
limited.

Incomplete class data
is provided. Individual
student scores with
some group
comparisons
provided. Analysis is
general. Suggestions
for improvement are
limited.

Summary not
provided about the
attached lesson plan
AND Lesson plan
not attached.
AND/OR Lesson
plan contains less
than half of the
required elements
identified in the
Student Teaching
Evaluation in the
Student Teaching
handbook. AND/OR
There are more than
three spelling and/or
grammatical errors.

Post-test attached;
There are more than
three spelling or
grammatical errors;
Teacher Candidate
expectations present
in description;
Description/Analysis
of Results and data
are not attached or
are very poorly
organized and
presented.

Overall data is
missing and
disorganized. Due to
lack of data,
appropriate
suggestions for
improvement are
unable to be made.
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instruction for the
class/individuals/groups
(based on the
calculations of data),
with suggestions for
more effectively meeting
the needs of those
individuals and/or
groups making the least

progress.
Reflection & Reflection is a well Reflection is a Reflection is vague
Reaction (2, 20%) written in-depth general statement of and unsupported by

summary of personal personal impact on data; AND/OR there

impact on student student learning; are numerous

learning; there are no AND/OR there are spelling or

spelling or grammatical minimal spelling or grammatical errors.

errors; Data, grammatical errors;

comparisons, and AND/OR Data,

findings are referenced comparisons, and

from Pre- and Post- test findings are minimal

data and analysis; or infrequently

Teacher Candidate referenced from Pre-

clearly stated what and Post- test data

would be done and analysis; AND

differently. /OR Teacher

Candidate did not
state what would be
done differently.
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Introduction to the Professional Portfolio
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