UNDERGRADUATE
INTERNSHIP HANDBOOK

Information and Guidelines for

Cooperating Teachers, University Supervisors, and Interns
Nevada

N2

NSU

NOVA SOUTHEASTERN UNIVERSITY

ABRAHAM S. FISCHLER SCHOOL OF EDUCATION
DIVISION OF UNDERGRADUATE EDUCATION

EDUC 4570NV Pagel of 57 August 2011



TABLE OF CONTENTS

Accreditation Statement and Notice of NondiSCHmMINALON............uueiiiiiiicceeiiiiiiiieee e 3.

(AT (o g Lo I Y = o PPPPPRR 4.

Professional EthiCS fOr INTEINIS........uuuuiiiiiiiiii e neee s 5

110 o [ [ i o] o PO P PP PR R RRPOTPPRR 6

I LI Tl T R 1= T o 1.

EXPEriences fOr the INTEIN..........u it eee et e e nnne e e e e eeees 8

Roles and Responsibilities of the INTerN...............uuiiiiiiieee e 9.

Roles and ResponsibiliBeof the University SUPEIVISOL.............uuuuriiiiiiiieeeiiiiiieeeeeeeeeeeeeeenns 11

Document Submissions for the University SUPEIVISOL............uuuuuiirrimeeiiiiiiiiiiieeeeeeeeeeeeeens 13

Roles and Responsibilities of the Cooperating Teacher............ooovviviiiiiieevieeiiiiin, 14

Document Submissions for the Cooperating TeaCher..............ooooiiiieeeiii e 15

Procedures to Follow if Problems Should AriSe.............c.uuviiiiiimeeiiiiiiiiieeeeeece e 17

| nt e ssandpson &f Classroom Responsibilities and Lesson Planning....................... 18

(2 3 o T T 0 0 0 TSSO O R o T I o 1 Y 19

Suggested Schedule fOr INTEIMS..........uuuiiiiiiii e 20

APPENDICES

A. Initial Intern Orientation FOMM...........uiiiiiiiiii e 22

B. Observation Feedback FOrM...........ooooiiiiiiiiee e 24

Ci. Internship Midpoint Evaluation FOIML.............eeiiiiiiiiiiieeeiieieeeeeeeeeee e 26

Co. Internshp Final Evaluation FOIM............oooiiiiiiiiiiiieee s 29

D. Cooperating Teacherodos Assessment of the Pr
Extern/Intern (Pre and POSL)..........oooiiiiiiiiiieeen e 33

E;. IntermediateSt udent 6 s Asses.s.ment...of..t.he..l.n36er n

E.. Secondary Student 6s....As.s.e.s.s.me.nt..of..t.B8 | nte

F. Coperating Teacher 6s Sur v.ey..Campa.r.i.sd0n of E

G. Il nternds Assessment .af..t.he..Cooper.atid3ng Tea

H. Il nternds Assessment oa.f..t.he..Uni.v.er.si.gby Supe

l. Intern Telephone Survey Midpoint and Final...............oooii e 47

J. Il nternds Assess meS8tandaods.....t..h.e.....l.NIT.ASC..C4x e

K. SeltAssessment of Professional Behaviors and Skills of the Intern..................... 51

L. P-12 Student ASSESSMENT DAL@........cuuuuuiiiiiiii it eeeer e 54

M. Internship Professional Development Plan...............oooovieciiiiniiciveiie e 56

EDUC 4570NV Page2 of 57 August 2011



NOVA SOUTHEASTERN UNIVERSITY

FISCHLER SCHOOL OF EDUCATION AND HUMAN SERVICES
DIVISIO N OF UNDERGRADUATE EDUCATION

N2

NSU

ACCREDITATION STATEMENT

Nova Southeastern University is accredited by the Commission on Colleges of the Southern
Association of Colleges and Schools (1866 Southern Lane, Decatur, GA-80933Telephone
number 4@-679-4501) to award bachelors, masters, educational specialist, and doctoral degrees.

NOTICE OF NONDISCRIMINATION

Nova Southeastern University admits students of any race, color, sex, age, nondisqualifying
disability, religion or creed, or national ohatc origin to all the rights, privileges, programs, and
activities generally accorded or made available to students at the school, and does not
discriminate in administration of its educational policies, admissions policies, scholarship and
loan programsand athletic and other schemdiministered programs.
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NOVA
SOUTHEASTERN
UNIVERSITY

Dear School Administrators, Cooperating Teachers, and Intern Supervisors:

Welcome to Nova Southeastern Universitytedergraduat@eacher Education Program

internship experience! Thank you so méehyour willingness to join the professional team

that prepares teacher candidates for the classrooms of tomorrow. Your efforts are extremely
important in structuring a positive, meaningful learning experience for the intern under your
supervision. Your couragement and support create an environment in which the intern can
celebrate successes and learn from mistakes. Your constructive suggestions can contribute
toward a significant improvement in the teaching performance of the intern. Needless to say,
your guidance is invaluable in the professional development of the student teacher. This booklet
is designed to help answer questions you may have about the internship experience.

TheUndergraduat@&eacher Education Program is engaged in a continuous proiceslt
assessment to improve the quality and consistency in our teacher preparation program. As a
result of feedback from professionals such as you, we will be able to continuously improve the
program. Therefore, since we are reliant on your evaluafionr interns, you are encouraged to
communicate comments and questions to:

Dr. Marliese Hogan, Director of Placement Services
(954) 2628417 or (800) 338723, ext. 28417
mhogan@nsu.nova.edu

Again, thank you for your commitment to the developmeneathers for the twentfjrst
century. | convey my best wishes for an exciting and successful academic year.

Sincerely,

(o
Marliese

Director of Placement Services
1 Program Professor

M Abraham S. Fischler School of Education
Nova Southeastetfdniversity
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PROFESSIONAL ETHICS FOR INTERNS

Student interns will meet the conditions of the Code of Ethics at all times. Under the code of
professional and ethical behavior standards, it is inappropriate for you to discuss your students
with anyone exept your cooperating teacher or your university supervisor. As a future teacher

you are expected to treat students, parents, and peers in a fair, just manner that shows respect for
all people, regardless of their ability, culture, race, or socioecona@ukglound.

The Florida ¥ District Court of Appeals states that teachers are held to a higher standard.
Aéeit should be noted that educators are held

professionals because of their role in educating childéelams v. State Professional Practices
Council 406 So. 2d 1170 (Fla. 1st DCA 1981).

AA school teacher holds a position of great t
teacher. We look to the teacher to educate and to prepare out cfoldifegir adult lives. To

fulfill this trust, the teacher must be of good moral character; to require less would jeopardize the
future | i ves Tomérling.Dade CoantylSchootBoa@h8 So. 2d 159 (Fla. 1st

DCA 1975).
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NOVA SOUTHEASTERN UNIVERSITY
UNDERGRADUATE TEACHER EDUCATION PROGRAM INTERNSHIP
INTRODUCTION

TheUndergraduat@eacher Education Program internship at Nova Southeastern University is
designed to meet the individual educational needs of the teacher candidate seekosadioprti
It has the following two components for which the intern is responsible:

1.

Internship Seminar

The seminar offers a comprehensive review of educational philosophy, lesson planning,
instructional strategies, classroom management, assessmeiig &wtle of Ethics and
Professional Conduct for the education profession. The students also examine the
professional responsibilities involved in student teaching, including a study of the
INTASC Principles, Subject Matter Content Standards (Elementaryr$)afdorida

ESOL Standards. Lesson planning requires utilization of the Nevada State Standards.
The seminar class meets eight times throughout the internship. Attendance and
punctuality are mandatory at all sessions.

Student Teaching

Student Teachingffers the intern a X#%veek classroom observation and participation
experience in a school setting under the direction and supervision of a master teacher who
has received clinical education training. The university supervisor visits the intern a
minimum of four (4) times in the classroom to provide encouragement, support, and
helpful suggestions for improvement. The cooperating teacher and university supervisor
work together to structure a positive learning experience for the intern.

The combination ofhe internship seminar and the student teaching experience comprise
the internship program. Successful completion of both components is required to obtain a
B a ¢ h edegree im education from NSU.
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THE TEACHING TEAM

INTERN

An intern is a teacher camtdite who is completing student teaching in a clinical setting under the
guidance of a fully certified, experienced teacher and a university supervisor.

This degreeseeking student has completed the required courses in hisdoar h eprogrand s
and pass# the appropriate tests. Upon completion of a successful internship, the intern may
apply for degree conferral.

The intern is not a teacherdés aide and is no
candidate, under the guidance of the coopsgateacher, the university supervisor, and the
school principal, will gain valuable experience in the classroom.

The intern should be considered a professional member of the school staff. However, the intern
is NOT to be used as a substitute teachehelfcooperating teacher is absent, a substitute MUST
be in place.

COOPERATING TEACHER

The cooperating teacher is an experienced classroom teacher who is responsible for assisting in
the development and preprofessional success of the intern. This ¢owpé&racher will have

had at least three years of successful teaching experience, excellent classroom management
skills, and will have Clinical Education and ESOL training.

UNIVERSITY SUPERVISOR

The university supervisor is a representative of theausity who serves with the cooperating
teacher to supervise and evaluate the intern. The university supervisor must have had successful
classroom teaching experience as well as Clinical Education and ESOL training.

SCHOOL PRINCIPAL

The principal works losely with the county office and is responsible for accepting the intern.
He/she also provides the opportunity for the cooperating teacher to accept an intern in his/her
classroom. The principal or viggincipal may wish to play an active role in thedsnt teaching
experience, or he/she may wish to delegate that role to others. In any case, the principal will want
to meet with the intern to explain the overall policies of the school and to provide a welcoming
environment.
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EXPERIENCES FOR THE INTERN

An effective, successful internship provides the student teacher with the opportunity to engage in
the following experiences:

1. Obtain background information on the community, school, and student population
involved in the teaching experience.

2. Interact wth the administrative staff, support staff, professional staff, and resource
personnel and to utilize the materials and equipment available in the school.

3. Examine the school handbook in order to become familiar with the school policies and
procedures, saol board rules and regulations, and the professional responsibilities of
teachers.

4. Receive information regarding the academic program and curriculum for each content
area included in the student teacherés sch

5. Develop lesson plans with the assis&of the cooperating teacher and gradually assume
a greater degree of responsibility for the-pr&ructional process.

6. Build a successful instructional repertoire by integrating knowledge of content, methods,
and materials with an understanding of indial needs.

7. Accept responsibility for varying aspects and degrees of classroom management.

8. Facilitate and deliver instruction with gradual assumption of the teaching responsibilities
of the cooperating teacher.

9. Engage in various types of learning assesnt with gradual assumption of responsibility
for assigning and recording grades as well as the preparation of grade reports.

10.Observe and participate in parent conferences and professional meetings.
11.Observe other successful teachers and programs schioel.

12.Receive daily feedback from the cooperating teacher, which includes encouragement,
praise, and specific suggestions for improvement.

13.Engage in the reflective process regarding daily events and student and teacher behaviors.

14.Experience a suppave teaching team, including the intern, cooperating teacher and
university supervisor.

15. Apply current and effective ESOL teaching methods and strategies in lesson delivery.

16. Apply the Code of Ethics and the Principles of Professional Conduct of the ieducat
Profession to the teaching experience.

17.Use technology effectively to maximize student learning.
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ROLES AND RESPONSIBILITIES OF THE INTERN

The student teacher works collaboratively with the building administrator, cooperating teacher,
and the universy supervisor to develop the personal qualities and professional competencies
necessary to receive certification. During student teaching, the intern assumes the important
duties and responsibilities of the classroom teacher. In order to have a peaitieg

experience the student assumes responsibility for the following behaviors:

1.

Calendar

1 The school calendar will be followed by the intern.

1 The Cooperating Teacherds hours wil/l di c
intern.

1 School duties aro be placed ahead of personal concerns.

T Any professional i nterviews wil|l not be

responsibilities in the assigned classroom.

Regular Attendance

T
T

= =4 =4

100% attendance in the designated classroom at the assigned sexpedted.

If illness occurs or an emergency arises, the intern must notify the school, cooperating
teacher, and university supervisor prior to the start of the school day with an
explanation of the absence.

Only two (2) excused absences are permitted.

Any additional absences must be made up at the end of the internship.

Absence of more than one (1) week will result in the recommended withdrawal from
internship for that semester and is subject to departmental review.

Transportation

il
il

Transportation tand from the teaching assignment is the sole responsibility of the
intern.

Money for cab fare should always be available in case of automobile trouble, since it
is of vital importance that the intern assumes the responsibility for a timely arrival.

Outgde Employment

1 It is strongly recommended that the intern does not seek / secure / engage in outside
employment during the internship.

T Since the I nternship Seminar wi | | pr oduc
outside employment is not in the besterest of the successful completion of this
clinical experience.

Appearance

91 Dress professionally and appropriately for the school setting and specific activity.

1 Maintain a clean and neat appearance at all times.

1 Avoid clothing that is revealing and/provocative in nature.

1 No visible body piercings are allowed, excluding earrings.

f Hair should be worn in such a way as that
mouth.
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6. Respect/Loyalty
1 Demonstrate professional behavior by avoiding negative @mtsmabout the
university, assigned school, administration, staff, and/or cooperating teacher.
1 Address administrators, school staff, university supervisor, students, and parents in a
courteous manner.

7. Professionalism

1 Comply with the Code of Ethics artde Principles of Professional Conduct of the
Education Profession at all times.

8. School Board Rules and Regulations
1 Become familiar with the School Board Rules and Regulations and the teacher
handbook at the assigned school during the first week imdzitee.

9. Priorities

1 Make the personal and academic welfare of students in your classroom the top
priority of your internship.
Work diligently to facilitate a quality instructional program for the students.
Strive to the best of your ability to meet agxteed the expectations of the university,
assigned school, and cooperating teacher during your internship.

T
T

10. Open Communication

1 The intern is encouraged to initiate a discussion with the cooperating teacher when
assistance is needed, rather than waitingr t he cooperating tea:
help is needed. A positive receptiveness to constructive criticism is of vital
importance to a successful internship!

1 If there is a problem between the intern and the cooperating teacher, the intern is to
first have an open, honest discussion with the cooperating teacher. Open
communication often will solve the problem. If the problem persists, the intern should
then discuss it with the university supervisor. At that time, the supervisor will suggest
the next sp.

1 If a problem arises between the intern and the university supervisor, the intern is to
discuss it only with the Director of Placement Services.
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ROLES AND RESPONSIBILITIES OF THE UNIVERSITY SUPERVISOR

The university supervisor plays an importaneriol orchestrating a successful internship
experience for the student teacher. He/she makes a valuable contribution by working
collaboratively with the school administrator, cooperating teacher, and intern to prepare the
student teacher for assuming costplresponsibility for classroom instruction and management
and assumes the following responsibilities:

1. Serves as a liaison between the placement school akbhtleegraduatdeacher
Education Program at Nova Southeastern University and reports to duoDiof
Placement Services.

2. Supports and assists the cooperating teacher in the personal and professional
development of the intern.
3. Obtains copies of the daily classroom schedule and the schedule for the intern's

assumption of responsibility, for the pase of planning visitations.

Attends the first scheduled seminar session to meet and greet the interns.

Sends weekly email messages to teacher candidate(s) informing them of the
responsibilities for each week and reminding them of due dates. Copyctuofterating
teacher(s) and the program office.

6. Visits the intern in the placement school a minimum of four (4) times during the twelve
(12) week internship; the first visit must occur within the first three (3) weeks of the
internship.

Meets and greets tlewoperating teacher and intern; verifies the placement is suitable.
Completes the Initial Intern Orientation Form and submits online.

Conducts a minimum of four observations following the timeline provided and submits
the designated assessments online.

ok

© o N

More visits may be necessary if warranted by problems documented during the
observations. This is up to the discretion of the supervisor and cooperating teacher.
Visits may be scheduled or unscheduléda combination is recommended.

10.  Consults with the cqeerating teacher regarding the progress of the intern during each
visit.

11. Discusses and implements the concept and expectations of planned and unplanned
visitations with the teacher candidate and the cooperating teacher.

12.  Checks the lesson plans, instrucibmaterials, bulletin boards, interest centers, and
assessment tools created by the intern.

13. Observes the intern in action in the classroom and provides for-alps®stvation
conference in which strengths and goals for improvement are discussed.

14. Communicges (as necessary) with the building administrator who is responsible for
teacher candidates.

15. Engages in problem solving and provides assistance for any interns who are experiencing
difficulty.

16. Informs the Director of Placeent Servicesf any problems thaarise in the field.

17.  Writes a letter of recommendation on official NSU letterhead on behalf of the intern.
Gives original letter to the intern and sends a copy of the letter to the Office of Placement
Services.
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18.  Writes a personal thank you note to thepmrating teacher on NSU note cards provided.

IMPORTANT : Itis unfair to a developing teacher to make a negative judgment of the
individual 6s teaching abilities and progress
weaknesses were not identified, dcussed, and documented on the midterm evaluation. The
Professional Development Plan should be designed and implemented to offer assistance to

the intern.
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DOCUMENT SUBMISSIONS FOR THE UNIVERSITY SUPERVISOR

We have provided the following document subsiia checklist in order to make the completion, collection, and
submission of documents more manageable. The checklist below contains a timeline which outlines the required
week of submission for each document. If you have any questions or concernsnietfa@dassessments, please
contact the program office

Document Submission Timeline

Cooperating Teacher Information Sheetsend to program offick= CT has not yet done so ASAP
Initial Intern Orientation : manually prepare, submit online Week 3
Observation Feedback Form #1subnit online Week 3
Observation Feedback Form #2 submit online Week 6
Mid -term Evaluation: submit online Week 6
Observation Feedback Form #3submit online Week 89
Observation Feedback Form #4 submit online Week 11
Final Evaluation: collaboratewith CT, submit online Week 11

Intermediate/Secondary Student Assessment of Interrsend to program office if CT has not yet done so Week 11
University Supervisor's Feedback for the Cooperating Teachersubmit online Week 12
Recommendation Letter : original on NSU letter head paper presented to intern, copy to program offic Week 12

Thank You Note: use NSU note card and send to the cooperating teacher Week 12
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ROLES AND RESPONSIBILITIES OF THE COOPERATING TE ACHER

The cooperating teacher plays an instrumental role in helping the student teacher develop the
personal qualities and professional competencies required for successful classroom teaching.
He/she makes an invaluable contribution by assisting indhertg of candidates seeking
certification and assumes the following responsibilities:

1. Completes the Cooperating Teacher Information Sheet and submits it to the program
office by fax, email, or mail using the s@lfidressed, postage paid envelope provided

2. Upon receipt of your Cooperating Teacher Information Sheet a user account on our
Teacher Preparation Program Assessment System will be created, and an email will be
sent to you with your username and password for the online submission of all evaluation
forms and surveys which are required throughout the program.

3. Serves as a model of successful teaching by demonstrating effective planning skills,

utilizing a variety of instructional strategies, creating developmeraaibyropriate

learning materials, anichplementing a positive classroom management system.

Introduces the intern as a colleague and authority figure in the classroom.

Demonstrates loyalty and support for the intern in front of the students.

Provides a substitute teacher for the classro@n #bsence occurs.

Provides a personal work area for the intern for the storage of textbooks, lesson plans,

student papers, and personal items.

Creates a schedule which clearly outlines the intern's gradual assumption of responsibility

for classroom actities on a weelby-week basis and gives copies to the university

supervisor.

9. Allows the intern to have supported independence and full responsibility of teaching a
variety of subject matter.

10. Designates a specific time every day for collaborative plaramiggconstructive
feedback.

11.Conducts observations following the timeline provided and submits the designated
assessments online.

12.Consults with the university supervisor regarding the progress of the intern during each
visit from the university supervisor

13. Provides the intern with student textbooks, teacher's guides, curriculum guides, and
Nevada State standards for the purpose of instructional planning and preparation.

14.1dentifies instructional, management, and professional strengths and deficienlsges in t
intern's performance and counsels the student to improve teaching strategies.

15. Notifies the university supervisor immediately if the intern is failing to meet expectations
in any area. (Communication is vitally important!).

16. Asks the intern to make cas of thentermediatdOR Secondary Student ds
of the Intern Form (see Appendix & E,). Assists students with directions to
complete this form. Once the forms have been completed, they are delivered to the
university supervisor who will forard them to the program office.

17.Writes a letter of recommendation for employment on official school letterhead on behalf
of the intern. Delivers original letter to the intern and gives a copy to the university
supervisor who will forward it to the progreoffice.

No ok

o

EDUC 4570NV Pagel4 of 57 August 2011



18. Internship Program contact information:
Nova Southeastern University
Abraham S. Fischler School of Education
Office of Placement Services
3301 College Avenue
Carl DeSantis Building, 2Floor
Fort Lauderdale, FL 33314796
(954) 2627900, (800P86-3223, ext. 27900
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DOCUMENT SUBMISSIONS FOR THE COOPERATING TEACHER

We have provided the following document submission checklist in order to make the completion,
collection, and submission of documents more manageable. The checklist below contains  a timeline
which outlines the required week of submission for each document. With the completion of all forms,

we will send you a 3 -credit voucher. This voucher will allow you to enroll in any 3  -credit course at
the undergraduate level offered by the Fis chler School of Education and Human Services free of
tuition. The voucher may also be transferred to any immediate family member. If you have any
questions or concerns regarding the assessment forms, please contact the program office.

Document Submission Timeline

Cooperating Teache r Information Sheet : send to program office Week 1
Pre-Assessment of the Professional Behaviors and Skills : submit online Week 3
Observation Feedback Form #1 : submit online Week 3
Observation Feedback Form #2 : submit online Week 5
Mid -term Evalua tion : submit online Week 5
Observation Feedback Form #3 : submit online Week 7
Observation Feedback Form #4 : submit online Week 9
Observation Feedback Form #5 : submit online Week 11
Final Evaluation : collaborate with the university supervisor,  and submit online. Week 11
Intermediate OR Secondary Student Assessment of the Intern : deliver to supervisor Week 11
Recommendation Letter : original presented to intern, deliver copy to supervisor Week 11
Post-Assessment of the Professional Behavio rs and Skills : submit online Week 12
Cooperating Teacher Comparison of the Intern : submit online Week 12
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PROCEDURES TO FOLLOW IF PROBLEMS SHOULD ARISE

If the cooperating teacher determines that the intern is exp@gedificulty in any aspect of
the internship, he/she should discuss the pro
attempts to resolve the problem.

If the problem persists, fully document the problem in writing and provide the intern eothya
Immediately notify the university supervisor. The university supervisor will then contact both the
intern and the cooperating teacher in order to provide assistance in resolving the problem. The
university supervisor may also ask another faculty bemschool personnel, and/or Director of
Placement Services to observe the intern and provide written feedback.

If the problem is not resolved by these means, the university supervisor will discuss options
regarding the i nt er nhedirectar of Placemest 8ervigdsaThe ment  wi
Director of Placement Services will make the final decision as to whether the student will be

allowed to continue the internship at another location, extend the internship, or repeat the student
teaching the followng semester and the conditions under which this will occur. It may become
necessary for further action to be taken in regard to the intern.

PLEASE NOTE:

It is unfair to a developing teacher to make
teaching abilities and progress in the classroom at the end of the semester if weaknesses

were not identified, discussed, documented, and assistance provided. It would be necessary

to identify problems/concerns by midterm (allowing for unusual circumstances) to permit

the developing teacher time to address those concerns and adjust practices. The

Professional Development Plan should be designed and implemented to offer assistance to

the intern.

It is understood that developing teachers are guests in the school. In sommusual
circumstances, a school may request a develop
Such requests are honored by the University in its collaboration with school districtsin

those instances, the Director of Placement Services is notified byetechool administrator

or university supervisor. Every effort will be made by both offices to assess the situation

and develop a resolution to the benefit of all parties involved.
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INTERN'S ASSUMPTION OF CLASSROOM RESPONSIBILITIES

The cooperating teacheas a true professional, is committed to helping the candidate gain the
needed practical experience without jeopardizing the classroom learning opportunity offered to
his or her students. This requires careful monitoring of the intern's competenciegasing
classroom responsibility is assumed on a gradual basis.

During the first week of the internship, the cooperating teacher and intern work together to
develop a tentative schedule for the assionpf classroom responsibilities\ copy of this
schedule must be given to the university supervisor. In addition, the intern is responsible for
providing a copy of the daily classroom routine for the university supervisor.

It is suggested that the first week of internship be devoted to study and dbsen¥/the

program, students, and instructional methods. Next, the intern will probably profit from working
with a small group of students before finally assuming total class responsibility for planning,
instruction, and management. The time schedulméoeasing responsibilities will be as

individual as the student teacher. Only the cooperating teacher, by observingtbeldgay

progress, can determine this. The following pages outline a suggested schedule for the intern to
assume classroom duties.

LESSON PLANNING

Clear and complete lesson plans are a key component of a successful and effective classroom. It

is imperative that interns develop effective planning skills and become proficient in planning
day-to-day, weeklong, and unit plans that botheet the academic needs of their students and fit
within scope and sequence of t hpmanssshoblbbel 6 s ac a
completed prior to the work week for the entire week and reviewed by the cooperating

teacher.

The syllabus providea departmental template for the long lesson plan. Interns must show

evidence of mastering the full lesson plan format before gradually adapting to the abbreviated

format agreed upon with the cooperating teacher and university supervisor. Develofitig the

lesson plan is demanding in both time and effort, so the lesson planning guidelines are designed

to gradually transition from long lesson plans to the abbreviated version. Once an intern has
completed the full lesson plan format for the ffair (4) weeks, he/she may be approved to

transition to the abbreviated form@te long format lesson plans are required until both the

cooperating teacher and university supervisor agree that the intern can transition to the

abbreviated format. P| eas e mpetei diAsesfu Duti eso for a sugge:
planning duties.

Plan Books

Each intern is responsible for keeping his/her own plan book. This plan book must document
lessons and activitidsr each day of the internship experiencand will begin oge the intern
begins to resume responsibility for instruction. Ag#ne, long format lesson plans are

required until both the cooperating teacher and university supervisor agree that the intern
can transition to the abbreviated format.A minimum of 30 long lesson plans must be

provided in the Lesson Plan Book.(See syllabus for Lesson Plan Books requirement.)
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Bloom's Taxonomy

Much of the current testing in NevadalR education is based upon the research of Bloom's
Taxonomy. Students must be allowedekperience success at higher levels of thinking.
Interns must plan to provide these opportunifiégerefore, explicit questions representing
various levels of the taxonomy must be included in lesson plankven when interns have
transitioned to the albbviated lesson plan format, they should continue to develop and
document explicit questions for their lessons.
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SUGGESTED SCHEDULE FOR INTERNS (Modifications are appropriate)

First Week - "Observation with minimal participation”
Active observation ofeacher, schedule, and students.

Observe teacher at work:

Evidence of planning

Procedures

Techniques and strategies employed
Materials used

Assessment and evaluation
Classroom management strategies

=4 =4 =8 -8 -8 =9

Observe schedule in operation:
1 Balance
1 Organizatio
1 Time management

Observe students at work:

Names of students

Grouping system

Abilities, difficulties, problems, and needs
Individual folders and records

Helping individual students

Checking students' work

E R ]

Begin preinstructional process:

Lesson Planning Responsibilities

Begin preparing lesson plan
i book; Responsible for lesson i
i plans only upon assumption of

1 Planand prepare for first teaching responsibilities for next week

1 Begin setting up plan book-f&hg binder)

1 Prepare instructional materials, bulletin boards, and interest centers to enhance learning

Due (to supervisor):
9 Copy of daily classroom schedule

9 Schedule for assumption of responsibility (by subject, grade level, etc.)

SecondWeek i Begi n Mi ni mal I nstructiono
1 Continue to assume light duties such as:
I Begin helping small groups i Lesson Planning Responsibilities
1 Handling matters pertaining to management
1 Checking studentssaignments i Upon assumption of instructional i
{ Assisting with attendance checking i responsibilities Long lesson plans
9 Observing and participating in class activities i for one subject per day for 5 days.i
Instructional Process .
1 Begin initial teaching responsibilities T T T T I

1 Have plans ready for entire week for that subject/area

T Prepare and pl aninstruotionalfregsporsibiliitdsn g we ek s
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Third Week
1

- "Begin Responsible Teaching"

Share responsibility for continuously planning and
extending teaching time

Planning, teaching, and assesding (2) or three (3)
classessubjects daily

T

1
constructive feedback on a daily basis

1 Begin planning for a unit
Fourth Week - "Continue Responsible Teaching"

1 Cooperating teacher continues to provide feedback and
assistance
Continue developing unit
Planning, teaching, and assesgimge (3) or four (4)
classes/ subjects daily

1
1

Fifth Week - "Continue Responsible Teaching"
1 Planning, teaching, and assesdimgr (4) or five (5)
classes/ subjects daily
1 Begin presentation ofnit
9 Cooperating teacher's assistance diminishing

Sixth through Tenth Week - "Total Responsibility"”
1 Assume responsibility faall classroom duties
1 Cooperating teacher's assistance is minimal
1 Schedule one formal observation per week by
cooperating tezher

Eleventh Week- "Total Responsibility"
1 Continue total responsibility
1 Invite administrator to observe intern in action and
request summative evaluation from school administrator
Cooperating teacher prepares final evaluation and
recommendation foemployment
Students prepare thetermediateor Secondary
Student 6s Assessment

T

1
of t

Twelfth Week - "Observation and Conclusion”
1 Continue responsibility for light duties
9 Gradually drop some planning and teaching
9 Observe other teachers andgmaims at work within the
school, but remain accountable to cooperating teacher.
1
1 Complete online internship assessments and surveys
found at
http://apps.fischlerschool.nova.edu/oat/login.aspx
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Evaluate internship experience with cooperating teacher

Lesson Planning Responsibilities

Lesson Planning Responsibilities

Long lesson plans only for the
two or three classes/subjects

Cooperating teacher approves lesson plans and provides P

. Lesson Planning Responsibilities

Abbreviated lesson plans, only
: IF approved by university G
i supervisor

Lesson Planning Responsibilities

Abbreviated lesson plans, orlly
: approved by university supervisor :

Lesson Planning Responsibilities

Abbreviated lesson plans only

Abbreviated lesson plans for
i teaching responsibilities
hi
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APPENDIX A

Initial Intern Orientation Form

This form is to be used within the first three (3) weeks of internship by the University Supervisor
on the occasion of the first imteobservation. Access this form online and submit.
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Teacher Preparation Programs Intern
\] j Name
\\ // Initial Intern Orientation Form
Supervisor
N OVA “UUT!”‘ PRy Y| Directions to University Supervisors: The purpose of this Name
checklist 15 to ensure that all areas are discussed with the Intern
{ N I VERSITY prior to placement. This orientation visit must be made within the
first three weeks of the Intern's placement. Please review the
following materials with the mtern duning the first three weeks of
the intern’s placement. Please print three copies (one for the Intern,
cne for }=omelf. au_d cne for the Office of Placement Services. Cocperating Teacher
School Signed copies of this form must be retained by the intern. the Name =
University Supervisor, and the Office of Placement Services.
Grade Locatien of NSU instruction
Off-Campus (location)
Today's Date On-Campus (location) [ Online
PreE-12 School (location)

1 Biology (B.5.)

1 Computer Science Education (M.S.)
| Educaticnal Media (M.5.)

| Elementary Education ESOL (B.S.)
1 Elementary Education ESOL (M.5.)

Program (Select one):

| Mathematics (B.5)

| Pre-E—Primary/ESOL (B.5.)
| Pre-K—Primarv/ESOL (M.S.)
| Reading Education (M.5)

| School Psychelogist (Psyv.5.)

Endorsements:
Gifted Education (M.5.)
Prel Disabilities (M.S)
Reading Education (M.S)
TESOL (M.5.)

1 Exceptional Student Educaticn ESOL (B.S.)

| Speech Language Patholegy (M.S.)

1 Excepticnal Student Education ESOL (ML5)

Please check the

_ . . . . . appropriate response:
The following information was discussed with the Cooperating Teacher and the Intern: PProp P

Yes No

The NSU Internship Handbook

Vernfication of appropriate placement

Orientation of the Intem to the school persennel and physical plant

Procedutes to follow in the event of illness of the Intern or Cooperating Teacher

Role of the Intern

Rele of the Cooperating Teacher

Rele of the University Supervisor

Suggested time schedule for the Intern’s assumption of duties

Format of lesson plans

focus and responsibilities

Assessing the Intern

Observation forms and evalnations; submission of all forms

Policies covered in the school'teacher handbook

Additional information discussed:

Reflections on orientation:

Cooperating Teacher’s Signature

Intern’s Signature

University Supervisor's Signature
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APPENDIX B
Observation Feedback Form
Cooperating Teacher/University Supervisor

This form is to be used by ti@ooperating Teacher when conducting the five (5) assigned
intern observations. The fam is to be completed online.

This form is also to be used by thniversity Supervisor when conducting the four (4)
assigned intern observationsThe form is to be completed online.

EDUC 4570NV Page24 of 57 August 2011



AR R | NOVA

SU:

Teacher Preparation Programs

Observation Feedback Form

Directions to Observer: Please review the assessment/lesson
plan with the extern/intern prior to the cbservation. Please print

Extern/Intern
Name

Today's Date and
Week of Externship/Internship

Term

Location of NSU mstruction

two copies (one for the student and one for yourself). Signed 7 Off-Campus (location)
copies of this form must be retained by the extern/intern. the 0 On-Campus (location) O Online
supervisor, and the program office. 71 PreK-12 School (location)
Program (Select one):
1 Biology (B.S.) 1 Mathematics (B.5.) Endorsements:
1 Computer Science Education (M.5) | Pre- K—Primary/ESOL (B.5) 1 Gifted Education (M.5.)
1 Educational Media (M.5)) | Pre-K—Primary/ESOL (M.S.) 1 PreK Disabilities (M.S))
1 Elementary Education ESOL (B.S.) 1 Reading Education (M.5.) 1 Reading Education (M.5.)
1 Elementary EducationESOL (M5 ) 1 School Psychologist (Psy.5.) 1 TESOL (M.5)
1 Exceptional Student EducatonESOL (B.S.) 1 Speech Language Pathelogy (M.S)
| Exceptional Student Education/ESOL (MLS.)
PreK-12 Student Demographics: #Female  #Male_ #LEP Students _ # of ESE Students

Areas of Focus:

AP 1: Assessment (Observation, Performance, Rubric, Test)
Communtcation (Specific Praise, Voice Control, Wait Time)

AP 2:
AP 3:
AP 4.
APS.
AP6.
APT
APS.

Continuous Improvement (Reflections)

Ethies (Confidentiality)

Critical Thinking (Questioning Techniques)
Diversity (Accommodations for Learners)

Human Development & Learning (Instructional Strategies)
Enowledge of Subject Matter (Accuracy and Currency)

AP 9  Learmng Environments (Classroom Management, Room
Circulation, Time Management, Transitions, “Withitness™)

AP 10. Planning (Instructional Goals and Objectives, Lesson Plan)

AP 11. Role of the Teacher (Professionalism)
AP 12. Technology (Evidence of Instructional Technology, Use of

Electromic Gradebook)

Other:

Effective Behaviors Ohserved:

Areas for Improvement:

Recommendations:

Goals for Next Ohservation (if applicable): Include at least one goal related to Educator Accomplished Practices (Florida) or INTASC Core

Standards (Nevada).

Reflections on Performance:

Signature of Supervisor:

Extern/Intern Signature:
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( On-site Supervisor or University Superviser)
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APPENDIX C,
Externship/Internship Midpoint Evaluation Form
Cooperating Teacher/University Supervisor
This form is to be used by tl@ooperating Teacher and the University Supervisor in

assessing the midpoint evaluationThe form is to be submitted online. If the evaluator

determines any problems at the midterns form must be submitted and discussed with the
Director of Placement Services immediately.
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