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The Intern and the Clinical educator should also consult the PPAT Handbook for additional requirements.

INTRODUCTION
The Intern experience is generally considered to be the highlight of the professional education program by
teacher candidates at OPSU. Since the success of beginning teachers is so dependent upon a successful Intern
assignment, it seems obvious that the clinical educator and school administrators are critical members of the

teacher education team in providing quality laboratory teaching experiences.

This Intern handbook was prepared as a guide for both Interns and clinical educators who are directly involved
in this phase of the OPSU Teacher Education Program (TEP). The university does not operate a laboratory
school; therefore, the Intern experience must be completed in nearby public schools under the competent and

professional supervision of classroom teachers.

The Internship is an opportunity for the teacher candidate to initiate his/her teaching experience with the benefit
of counsel and direct supervision of a master teacher(s). This opportunity will bring into sharp focus
information from a variety of areas of learning and will enable the Intern to coordinate them into meaningful
application within the classroom. Ultimately, the classroom experience will allow the student to solidify a

philosophy and practical theory of education.

The clinical educator will be rewarded many times as they observe the Intern develop and mature into a
successful teacher under their guidance and supervision. The supervision of the Intern will provide the clinical
educator access to current and new ideas in teaching; will partially fulfill a professional obligation in preparing
prospective teachers for the field; and will enable the school district to establish a broader base for recruiting
new classroom teachers. Each Intern will be coming to the clinical educator with similar apprehensions, fears,
and uncertainties that were experienced at the beginning of the clinical educator’s professional career. The

clinical educator holds a key position to the student’s successful entry into the teaching profession.
UNIVERSITY’S RECOGNITION OF PROFESSIONAL CONTRIBUTION
The education faculty of OPSU is cognizant of the fact that the clinical educator is the key professional mentor

and supervisor in the Intern process. The faculty greatly appreciates the clinical educator’s assistance and

contribution in the professional development of beginning teachers.

Usually the superintendent and/or principal of the participating school district are in the best position to identify
and suggest clinical educators. The clinical educator should be willing to assume the responsibility of this

important assignment rather than it being a delegated duty. Other individuals who may actively participate in
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the suggestion of clinical educators are the university professors who are responsible for the Intern program, the
Interns themselves through specific requests, and the Field Placement Officer. The final decision concerning an

Intern’s placement rests with the Director of Teacher Education.

Generally, the clinical educator should possess a master’s degree with three (3) or more years of successful
teaching experience. Additional years of experience may be substituted for the master’s degree; however, no

Intern will be placed with a clinical educator having less than three (3) years actual classroom experience.

The university faculty is always cager to assist and be of service to the clinical educator throughout the Intern
assignment. They are available to discuss teaching problems, curriculum development, and to explore avenues

for improving and strengthening the cooperation between the university and the school district.

As recognition of the value placed on the importance of the clinical educator, all clinical educators will be hired
by OPSU as adjunct teachers. A payment of $300 per Internship will be provided to cover expenses of required
travel to the OPSU campus for the pre-service, mid-term, and other possible meetings. Clinical educators

serving Interns with “split assignments” will have the payment divided equally among them.

The clinical educator(s) will be required to sign a contract with OPSU stating his/her understanding of the

requirements of the Internship and the assurance of attending all required meetings on the OPSU campus. If

the clinical educator(s) cannot fulfill this requirement, or breaks the contract, the adjunct payment will be
revoked and the Intern may be placed in another location.

Information for Interns
The Internship is a full-semester assignment. The assignment will begin on the first day of the assigned school
and will end on a date set by OPSU (this date may be prior to the end of the semester at the assigned school),
with a minimum of three days that the Intern will be required to return to the OPSU campus for additional

instruction.

During the Internship, the Intern is expected to devote full time to the classroom and professional

responsibilities.

The following conditions comprise the professional semester requirements:

1. Itis the belief of the OPSU TEP that practical experience is just as valuable as classroom learning. That is
why there are so many field experiences built within our program. One of the most valuable experiences
that a teacher candidate can have is that of “setting up the classroom for the first of the year.” For this

reason, the OPSU TEP has implemented the “August Experience.” All teacher candidates who have been
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accepted into the professional semester will be given the location of their Internship and the name of their

clinical educator by the first of May of the year prior to their Internship. This will be for teacher candidates

completing their Internship in the Fall or Spring semesters.

To fulfill the requirements of the August Experience, a teacher candidate must contact both the building
principal of their assigned school and their assigned clinical educator toward the end of the spring semester.
This will allow the teacher candidate and clinical educator to meet and become familiar with each other.
The teacher candidate will need to set up future dates prior to the beginning of the school year for the
following activities:

a. One half-day minimum will be spent helping the clinical educator “set up” the classroom—creating
bulletin boards, arranging desks, entering names in the grade book, etc.

b. One half-day minimum is required to attend a pre-school professional development activity with the
clinical educator, other teachers at the school, and the administration.

¢. The teacher candidate will be expected to attend his/her assigned school for the first day of class.
Teacher candidates may miss the first day of their scheduled classes at OPSU if the first day of
public school happens to be the same as OPSU’s. If this happens, the teacher candidate will contact
the Field Placement Officer by calling 580-349-1414, who will issue a memo to the OPSU professor
explaining the absence.

d. The teacher candidate will be required to write a 3-5 page reflection paper about the August
Experience. It is expected that this August Experience will be one of the most beneficial of all pre-
service experiences that OPSU can provide the teacher candidate. Therefore, there will be no
exceptions to this requirement.

All teacher candidates will participate or they will not be allowed to fulfill their Internship.

2. Teacher candidates must have completed all course work for certification in at least one area (Elementary,
Secondary, P-12) prior to being admitted to their professional semester. This includes the completion of all

correspondence courses (with grades recorded on transcript) and the finalization of “incomplete” grades.

3. A teacher candidate who completes a double major (or an additional endorsement area—if certification test
1s passed) will Intern in only one area unless the school district is willing to split the assignment into a
primary and intermediate or a middle and senior high school level. A minimum of six (6) semester hours,
the equivalency of eight (8) weeks of Internship, must be completed in cach area where a credential is to be

obtained.



Interns are required to return to the OPSU campus for two days plus the midterm seminar and final portfolio
reviews. Dates for these meetings will be set by the Department of Teacher Education prior to the Internship
with the exception of the final portfolio review date. This date will be set during the midterm seminar by

the Intern and his/her portfolio chair.

OPSU will place Interns within the OPSU service arca. The only exception to this may be for an Intern in
the area of Agriculture Education, or with special permission.
. The Intern is expected to attend and participate in all the school activities that the clinical educator is

expected to attend.

Record keeping is very important. Interns must complete and submit a Weekly Teaching Log (WTL). The
weekly logs should be submitted in the Canvas portal for EDUC 4450, EDUC 4720, or EDUC 4750 on the
Wednesday prior. WTLs should also be emailed to the two supervising faculty members for ease of

determining the best times for observations.

Responsibility of the Intern

The Intern will share in many of the school’s responsibilities and must personally give attention to the

following:

A. Employment during Internship

Students from the Department of Education at Oklahoma Panhandle State University who are involved in an
Internship may not include substituting as part of their Internship experience until after the completion of the
minimum requirement of the State Regents. This will be approximately 13-14 weeks after the Intern’s

starting date for the semester-not counting holidays. The Intern is assigned to his/her school from the first

day of class [at the start of school or following the school’s winter break] until the date set by OPSU as the
last day of Internship.

. Family Responsibility during Internship
Childcare or family responsibilities should not affect the Intern’s arrival time at school, his/her

responsibilities during the day, or his/her departure time.

C. Vacation Schedule

An Intern will observe the vacation periods of the particular school to which he or she has been assigned, not

the university vacation schedule.

D. Absences during Internships



1. Interns are expected to be in the classroom every day.

2. All absences must be reported to the clinical educator and school principal, as well as the OPSU
Field Placement Officer.

3. More than five (5) absences (the required return trips to the OPSU campus do not count as absence)
may result in an extension of the Internship period. This extension may be at the same location or
another and may consist of one day to a full semester depending upon the circumstances.

E. Classroom Responsibilities

Specific classroom responsibilities of the Intern vary from program to program and while all professional
situations cannot be provided through a semester’s Internship, the list below serves as a guide in assessing

the completeness of the intern experience.

During Internship, the Intern should be expected to:

prepare a seating chart and learn the names of the pupils

study cumulative records to gain knowledge about the pupils

make a case study of a pupil

discuss his/her pupil’s records with guidance personnel

discuss pupil behavior and progress with the clinical educator

work with individual pupils and with small groups

participate with the clinical educator in parent conferences

attend and participate in meetings, such as the PTA, where they meet the pupils’

parents/guardians

9. attend community activities and social functions

10. share in routine teacher tasks

11. assume record-keeping duties

12. apply techniques of opening and dismissing classes in a systematic and effective manner

13. assist with discipline and classroom management issues

14. assist with extra-curricular activities, such as working at athletic contests, chaperoning social
activities, and helping with various clubs

15. help supervise playground, cafeteria, corridors, and study hall

16. participate in pupil groups, such as homerooms and clubs

17. supervise classroom independent study/practice time

18. observe various teachers throughout the school

19. learn of the work of school specialists, such as librarian, school nurse and speech therapist

20. develop and use acceptable communication skills

21. prepare a bulletin board or other display

22. use different types of instructional technology

23. locate and use supplemental reference materials

24. learn to use the copier and other office machines

25. prepare, administer, and score classroom tests
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F. Relationships

1. Intern - Clinical Educator Relationship

The Intern should make every effort to form a professional relationship with the clinical educator.
The clinical educator should be consulted about formal and informal school policies. As problems
are encountered during the Intern experiences, the Intern should not hesitate to seek guidance from
the clinical educator. Constructive criticism should be expected and graciously accepted.

If the Intern is forced to miss school due to illness or other causes, the clinical educator should be
informed in advance. The Intern is responsible for following the procedure of the school system in
notifying the principal and clinical educator of any necessary absence. The OPSU Field Placement
Officer, as well as local school officials, will approve and document absences.

Clinical educators are encouraged to permit the Intern to assume a major role in the planning and
execution of teaching procedures. However, the clinical educator is legally responsible to the local
board of education for the instruction of pupils in the classes and consequently, should review and
approve the Intern’s plans for methods, materials, and content. It is expected that clinical educators
will permit some Interns more freedom than others. The clinical educator is urged to provide the

Intern with as many different professional activities as possible.

2. Intern - Pupil Relationship

The pupil-teacher relationship is one of the most important factors in determining the success of

the beginning teacher. Striking the right balance between friendliness and aloofness is largely a

matter of judgment. An Intern needs to make some definite decisions concerning this relationship

early in the Intern experience.

The following suggestions are offered.

a.  Get to know student names, abilities, and personal characteristics.

b.  Observe students in various situations, such as the classroom, in the laboratory, or in
extracurricular activities.

c.  Avoid personal friendship with students. There is a fine line between friendliness and
becoming “buddy-buddy.” Students respect the teacher who is friendly, fair, and
understanding; they often take advantage of the teacher who goes beyond these bounds,

especially when the teacher is a beginner.



3. Intern - Other Teaching Staff Relationships

The Intern serves with the regular teachers and is temporarily a member of the professional group
that comprises the staff of the cooperating school.

An Intern should anticipate some disagreement among any group of colleagues. Where personal
disagreements between teachers exist or where there are factions within a school, the Intern should
not become involved.

The Intern should not discuss controversial school matters with individuals outside of the school. It
is highly unethical for an Intern, as a guest in the school, to speak critically of the school or of its
staff to anyone.

4, Intern - Administration Relationship

Every teacher contributes to the administration of the school. Taking attendance, reporting
tardiness, requisitioning supplies, serving on teacher committees, and supervising study halls are
examples of these responsibilities. The following list suggests steps the Intern can take to gain an

understanding of the administrative aspect of school operations:

a.  Read the Teacher’s Handbook. It sets forth the responsibilities of the teacher in the
specific school, including arrival and departure times.

b.  Read the Student Handbook. It often explains regulations that relate to students and
lists the activities available to students.

c.  Leamn the school’s administrative report mechanisms for functions such as attendance
and tardiness, library permits, and report cards.

d.  Study the administrative structure of the school. Become familiar with the
departmental organization, the guidance and health services, the administrative
assistants’ responsibilities, and the principal’s role.

An informed teacher understands the school, is familiar with the job requirements, and knows not
only when and how to seek assistance; but from whom to seck the help. There are occasions when
a pupil must see the guidance counselor, the librarian, or the nurse. Likewise, there are times when
a teacher may need the principal’s or vice principal’s assistance in handling an unruly student.

An informed teacher is aware of how work with pupils relates to what other teachers are doing and
to the school programs as a whole. A pupil or parent may question a teacher about school activities
beyond the classroom. Oftentimes a superintendent, when interviewing a prospective teacher for a

position, will seek to discover if the applicant understands the school’s philosophy and total



program. Consequently, an informed Intern helps build positive school-community relationships

and enhances the chance of being selected for a teaching position.

5. Intern - Community Relationship

While it takes time to get to know the community and the cultural heritage of the people who live
in it, the Intern should make the effort to understand and appreciate the community and its
inhabitants. Pupils are influenced by their local environment and their cultural background; an
Intern’s awareness of these influences will make it possible to utilize community resources in

teaching and to recognize the impact of these influences in pupil responses and behavior.

Problem Interns
The majority of Interns enrolled at Oklahoma Panhandle State University will prove to be mature individuals
capable of assuming adult responsibility in the classroom. However, in spite of the best programs of
preparation, screening, and orientation to the Intern experience, some students will enter this experience unable
to cope with the demands of teaching. If a problem arises, the clinical educator should immediately notify the

OPSU Director of Education and Field Placement Officer so that a suitable solution is found.

Liability for Interns
While in the classroom and at all school functions, the Intern should be under the direction of the clinical
educator and shall be subject to the rules and regulations of the school. The clinical educator and the Intern will
be subject at all times to the authority of the principal of any school building involved and the administrative

personnel of the school district.

The state does not provide insurance coverage for Interns. Teacher candidates from Oklahoma Panhandle State
University are encouraged to become student members of NEA/OEA or other organizations (AAE, AFT, POE,

cte.) so they can receive the liability coverage provided by the organizations.
Frequently Asked Questions

1. How many hours of actual teaching are required of the Intern in any particular class? Although
College Accrediting Agencies recommend 435 college hours of teaching, exclusive of observation, be
provided Interns before they are granted degrees with standard teaching certificates; most clinical
educators agree that a particular number of clock hours cannot always be provided, nor can an arbitrary
standard be set. Interns should be provided with as much actual teaching experience as their readiness

for teaching and the welfare of classroom pupils will afford. OPSU does not require a set number of
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actual teaching hours. The Internship covers approximately 16 weeks, and it is understood that the

Intern will have ample time to experience an adequate amount of actual teaching experience.

In addition to actually teaching the class, what are some of the ways in which an Intern can
participate in the on-going class?
There are many activities in which an Intern may participate. At first he/she may only observe the class
and learn each student’s name. He/she may ask to take care of some of the routine activities such as
checking the seating plan for absences, securing needed supplies, checking papers, and participating in
the various group activities of the class.

Other introductory activities may include:

* Preparing materials for class use

* Operating various modes of technology

* Securing teaching and resource materials

* Assisting individual students

* Caring for bulletin boards

* Arranging field trips

* Observing other teachers

* Recording grades or attendance

* Grading papers of students

* Giving short examinations

* Making assignments

* Studying clinical educator’s lesson plans

* Supervising extended learning activities

* Making a list of community resources

* Helping arrange furniture for various activities
* Assisting the clinical educator in the maintenance of student portfolios

What are some of the out-of-class activities in which Interns can participate?

The following list indicates some of the opportunities the Intern may have to learn about the wider
responsibilities of a teacher as a member of a community. It is well to remember the role of a teacher in
and out of the classroom. The list is not exhaustive, but will suggest types of activities in which the
Intern should not only observe, but also take an active part in:

* Student Council meetings

* Assembly program or other public performance by pupils

e Playground or lunchroom supervision

* Dances and parties of pupils

» Athletic games, interscholastic and intramurals

* Field trip with students

* Community youth organizations (Scouts, church youth groups, etc.)
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* Conferences with parent and teacher concerning a pupil

* Faculty meetings

» Teacher’s meeting (local, district, state)

* Parent-Teacher Association Meetings

* Visits in homes of pupils

* Political meetings and rallies

* Conferences with superintendents, principals, school librarians, school nurses, etc.
How should an Intern dress during his Internship?
The old adage, “When in Rome, do as the Romans do,” is good advice in this case. Careful observation
of your clinical educator’s dress and an understanding of school policy will assure you of the most
appropriate dress. This rule is always sound: use moderation and good taste in dress, cosmetics, and

Jjewelry. Wear clothing appropriate to the grade level, subject field, and the kind of activities scheduled.

Interns may not have really fine clothes, but you can always be well-groomed, neat, and clean.

What responsibilities does an Intern have to a class in case of absence?

Interns should undertake their teaching assignment with the same attitude as a regular teacher in
matters of promptness, attendance, and duties. Reasons for being late or absent should be similar to
those of an employed teacher; and should always have advance notice and acceptance by the clinical
educator. The Intern should not engage in any outside activities that conflict with his/her Internship
assignment. All absences will be reported to the OPSU Field Placement Officer, in addition to the

clinical educator and principal of the school.

What holidays will the Intern observe?

The Intern is expected to follow the schedule of the school in which he/she is teaching.

If I am asked to do substitute teaching, will I be paid for this service?

NO substitute teaching should occur until after the completion of the minimum requirement.

Each Intern will be notified of this date depending upon the starting day of classes at his/her

assigned school. Substitute teaching should not take place during the first 13-14 weeks; however, if an
Intern is used as a substitute teacher, it is recommended that the administration of each school system
pay the Intern for this service. Building principals should use Interns for substitute teaching only as a
“last resort” during the first 13-14 weeks. Interns will not be paid for substituting for their clinical

educator.

What planning requirements does the Intern meet?
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10.

11.

12.

Good teaching does not happen by accident; it is the result of sound planning by the teacher. The Intern
should start planning to teach when he/she is acquainted with the students and has an understanding of
their academic standing and attitude toward the subject(s) being taught.

The Intern 1s expected to be prepared to teach the class at any time. This necessitates daily lesson
planning. These plans should be flexible and include the specific goals or objectives; the instructional
materials needed; the procedures to be followed to reach these objectives; and the ways in which
progress is evaluated.

Interns are urged to confer and collaborate with their clinical educator regarding planning. Lesson plans

should be received and approved by the clinical educator before directing the class.

What student records should be utilized by the Intern?

Although cumulative and confidential records on students may be accessible to the Intern, their use
should be guided by the clinical educator. Interns must remember that all student records are strictly
confidential and will not be discussed with unauthorized individuals or agencies. As the Intern creates

student product reports for his/her portfolio, a variety of student achievement indicators may be useful.

How is the final grade of the Intern determined?
The Director of Teacher Education will assign the final grade for the Intern after careful consideration
of evaluation given by the clinical educator(s), and university supervisors. The following scale will be
used:

> 20% Evaluation(s) by Clinical educator(s)

> 20% Evaluation(s) by University Supervisor(s)

> 10% Attendance at required seminars

» 10% Demonstrated responsibility in returning weekly teaching schedules and other required

information to the Field Placement Officer

» 40% Final Portfolio Review

What about conferences with the clinical educator?

The clinical educator should conduct frequent conferences with the Intern. The Intern should raise
questions related to the teaching situation. It is especially important that the Intern ask questions
concerning matters of classroom and building routine, problems of classroom control, materials of

Instruction, and teaching procedure.

What procedure should the prospective teacher follow in applying for a job?
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We recommend that you register and create a credential file with the OPSU Placement Office,
located in HMH 122. This should be done in the semester prior to student teaching. There is no
charge for this service.

The Placement Office will give you reference/recommendation forms for your use with major
professors, supervising teachers and other professionals who can verify your preparedness for a
teaching position. These references, along with your academic standing, resume’ and related

documents will compile a confidential file that can be useful to potential employers.

You will also want to register on the Aggie Job Board (www.collegecentral.com/opsu). As an

applicant for jobs, you can post your resume’ and search for available positions registered through

OPSU. This allows you to search for jobs at any time following graduation.

When school officials plan to be on campus for a recruiting visit, the Placement Office will schedule

an interview time for you to meet with them. If you make an appointment, but are unable to hold it,

you should notify the Placement Office as soon as possible. Recruiters often call before making the

trip here to determine if there are interested candidates. For interviews, you would be expected to

dress professionally and bring copies of relevant documents for the recruiters to take with them.

Suggestions regarding a letter of inquiry or letter of application:

v" A letter of inquiry is used when you have an interest in a school district, but there is currently no
openings [in your area] posted.

v A letter of application is used when there is a specific opening for which you are qualified and
wish to apply.

v" The letter should be no longer than one page in business-letter format.

\

The first sentence should contain your reason for writing (your objective).

v" The middle paragraph should market your qualifications as they relate to district needs (refer to
the job posting for clues).

v' The closing paragraph states that you have included your resume’ for consideration; your
placement file is being forwarded to them (if applicable); and you are willing to meet to discuss
your qualifications and “fit” for this job.

v" Be sure that the letter is typed, neat, and errorless!

v The letter should be directed to the Superintendent or Director of Personnel (see job posting for
this name and title).

v’ Include all appropriate contact information, so they can find you. If you do not have a

professional email address, create one: ex. firstnamelastname@mail.com.
14




v" This is your chance to make a great first impression! Take time to ensure that all district
information is accurate. Beware of using a “form” letter that you copy for different districts, as
the use of incorrect details can cost you an interview.

v" Please send an email to the OPSU Department of Teacher Education when you secure a teaching
position, so we can update your file.

Information for Clinical educators
In a publication of the Association of Teacher Educators, L. O. Andrews suggested that the role of the clinical
educator must move from “dispenser of knowledge” to a more indirect process in working with Interns.
According to the new concept, the teacher educator in the schools should have the ability to:

1. accept a college student as an equal and a professional colleague;

2. accept and live comfortable with the usual mistakes of the beginner;

3. refrain from almost all prescriptive directions;
4

lead a relaxed, professional discussion on learning, teaching, and a wide variety of
methodologies;

5. accept the student’s evaluative observation and discussion of the teacher’s own activities and
effectiveness while teaching;

6. diagnose learners’ interests, needs, and learning difficulties and assist learners in adapting to and
using them; and

7. design individualized learning strategies.

These competencies all have implications for the necessity of working with an Intern in a more democratic
manner. A periodic check of performance of these criteria may create some insights into the nature of the

relationship between Intern and clinical educator.

Observation
The clinical educator’s responsibility to the Intern includes observation and evaluation. Although Interns will
be observed with different interests, depending upon their experience, interest, and orientation, they should be
analyzed in light of some common elements of the classroom situation. A checklist may be an effective way of

organizing items to consider. Consider adapting the following checklist to your particular needs.

1. The Intern

a. What image did the Intern project? Did his/her dress, mannerisms, and general demeanor enhance

their image?
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b. Did the Intern move around the room, changing physical location when the class changed pace or
switched activities? Did these movements reinforce the progress of the lesson, or were they
distracting?

c. Note his/her speech in terms of volume, projection, fluctuation, grammar, vocabulary, and quality
of interest. Were the characteristics appropriate to this class?

d. Did his/her actions accurately reflect the announced purpose of his or her sense of values? For
example, was the Intern respectful?

e. Did the lesson give evidence of careful planning? Did it display a thoughtful and creative use of
the resources available? Did it clearly fit into the current unity of study?

f.  How did the Intern conduct the classroom? Was any time wasted by poor management?

2 The Structure of the Lesson

a. Did the lesson have a clear structure? Was its purpose announced at the beginning of the class?
Did it follow a rationale? Was its purpose effectively carried out?

b. Was the class period divided into several activities? Were these activities well integrated? How
did the Intern provide for transitions?

¢. How did the class utilize homework or previous knowledge? Did the Intern give suggestions for
further study and investigation? Was homework assigned as a natural outcome of the class?

d. Was the time used to best advantage? Was incidental learning encouraged? Did the lesson plan
have enough flexibility to capitalize on the special interests of students?

e. Was the lesson successful as a whole? Why, or why not?

f.  Did the lesson relate to other courses, current events, or the personal interests of the students?

g. How could the lesson be improved? What alternatives should be considered?

Upon observing an Intern’s lessons, the clinical educator should provide feedback and guidance. Observations
and evaluations are of little merit if suggestions for improvement are not provided. When evaluating the
Intern’s classroom performance, some of the suggestions below might be of assistance:

1. Suggestions for improvement should be positive whenever possible.

2. Ask questions of the Intern instead of merely listing good and weak points.

3. Use a variety of evaluative procedures and techniques.

4. Evaluation should be specific. Specific ideas can be implemented more readily than generalizations.

5. Evaluation should be individualized. No two Interns have the same needs or make progress at the same
rate.
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10.
11.
12.
13.

Offer suggestions for improvement or reinforcement of techniques as soon after the experience as
possible.

Evaluation should focus on the activity instead of the person.
What actually happened?

Why did the class go well?

What was difficult about this lesson?

Why did the students become restless near the end of the period?
What was learned from the group discussion?

What caused the problem?

Evaluating Your Intern

The recent emphasis on Intern evaluation and its importance has prompted concern about the nature of the

rights of the evaluator. Clinical educators have the obligations, authority, and ability to evaluate Interns. Their

only concern is that due process is exercised. What does it mean to exercise due process in evaluation? The

clinical educator will have followed due process if he/she completes the following steps:

4.
5.

Review the evaluative instruments and the keys
a. Explain to the Intern what each of the factors on the evaluation form means to you.
b. Indicate what you, the evaluator, expect from the Intern.

Observe the Intern. Indicate in the report the approximate amount of time or number of observations
made.

Critique and analyze the Intern. Interns have a right to know that they are not doing well so they can
attempt to improve.
Assess continuously.

Review the completed evaluation instrument with the Intern.

The following is a list of evaluative statements concerning supervisory techniques that were solicited from

previous Interns. Although Interns react in terms of their own need or priorities, the statements reveal some of

the most prominent concerns regarding techniques of evaluation by clinical educators:

The teacher corrected me in front of the class. This was very devastating to me.

The teacher never let me know that I had this problem until it was reported on the final evaluation

form. I wish I had known sooner so that [ could have worked on it.

The teacher just doesn’t say anything to me about how I am doing.
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* The teacher said I was doing all right, but did not indicate when I was doing right or why I was doing
all right.

* The teacher was very helpful in going over the lesson with me and telling me where I needed
improvement.

* The teacher never seemed to threaten me in our discussions. He was careful to point out that all of us
have areas where improvement is needed.

e Talways knew where I stood.

* Criticism was always combined with praise.

ASSESSMENT

In the 2010/2011 Legislative session, SB 2033 was passed which requires a new cevaluation system for
Oklahoma teachers. The bill establishes a teacher evaluation/performance system which is based 35 percent
on student test scores, 15 percent on other academic measures, and 50 percent on "qualitative assessments"

such as organization and classroom management.

Tulsa Public Schools has developed an evaluation system that several other Oklahoma school districts have
adopted. The Oklahoma Panhandle State University (OPSU) Teacher Education Program (TEP) has always
strived to present assessments that are both beneficial to our Interns and our program. Therefore, we have
adopted the Tulsa Model evaluation system. This handbook offers guidelines for the clinical educator, the

university supervisor and the OPSU Intern.

1. INTRODUCTION

The OPSU TEP is embarking on a new TEACHER EFFECTIVENESS INITIATIVE (TEI) that will
support the core of our conceptual framework and provide the best possible education for the students we
serve. Research has demonstrated that the key to advancing student learning rests most prominently with
the teacher. The OPSU Intern Evaluation System recognizes the complexity and importance of teaching in
high performing school environments where continuous improvement and shared accountability for
student achievement are stressed. Teaching practice can and will grow in school sites and systems that

value constant feedback, analysis, and refinement of the quality of teaching.

The OPSU TEP system incorporates classroom observations and specific feedback through Domains,
Dimensions and Indicators that will help the Intern to continuously improve his/her practice. The essential

elements of the system and process arc as follows:
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a. Five (5) Domains for intern performance based on Charlotte Danielson’s Effective Teaching model,
with 37 performance Indicators for how the standards are to be met and descriptive examples
(within each rubric cell) of observable teacher behaviors. The OPSU Intern Evaluation will use only

TWO of these Domains. The remaining three are for “experienced” teachers.

b. Initial and ongoing training for evaluators and Interns will create a common understanding and
language for the discussion of what good teaching is and is not. As part of the initial training,
evaluators and clinical educators will receive individual copies of the Handbook with Rubrics,
Personal Development Plans and Evaluation Forms.

c. Additional discussion sessions throughout the school term will target Domains, Dimensions and
Indicators and will support the efforts of the Intern to improve his/her practice.

d. The evaluation process during Internship will provide qualitative feedback to the Intern about
his/her performance and serve as the official formative assessment.

¢. A Personal Development Plan for any ranking of 1 - Ineffective or 2- Needs Improvement is
required.

A Personal Development Plan(s) may follow any classroom observation, be attached to any

evaluation,
or presented as a stand-alone document with regard to an Internship-related incident or problem

independent of an observation or evaluation. These Plans, using a standardized form, will utilize the
SMART format of specific, measurable, attainable, results-based, and time bound.
f.  The award of any evaluation ranking of 5 - Superior requires evaluator's specific supporting
narrative to be written under the Comment Section of the Evaluation Form.
2= DOMAINS, DIMENSIONS AND INDICATORS

The Teacher Evaluation System is anchored in Domains, Dimensions, and Indicators that define effective

teaching. The common language that defines quality teaching and learning will guide Interns to continually

improve practice. The structure is based on components in Charlotte Danielson’s Framework for

Teaching. The structure that guides the assessment rubric is:

Domain 1: Classroom Management (weight by percentage: 40%)
Preparation (Dimension / 1 Indicator)

Discipline (Dimension / 1 Indicator)

Building-wide Climate (Dimension / 2 Indicators)

Lesson Plans (Dimension / 1 Indicator)

Assessment Patterns (Dimension / 1 Indicator)

o a0 o

Domain 2: Instructional Effectiveness (weight by percentage: 60%)
19



Involves All Learners (Dimension / 5 Indicators)
Explains Content (Dimension / 1 Indicator)

5@

Explains Directions (Dimension / 1 Indicator)
Models (Dimension / 1 Indicator)
Monitors (Dimension / 3 Indicators)

—

Adjusts Based Upon Monitoring (Dimension / 7 Indicators)
Establishes Closure (Dimension / 2 Indicators)

o] Ll e

. Student Achievement (Dimension / 3 Indicators)

The following three Domains will not be used in the OPSU Intern Evaluation

The Domains / Dimensions are developed for classroom teachers include Indicators that guide
instructional practice. Supervisors will use multiple measures to determine the overall performance of an
Intern, but the cornerstone of the evaluation will be classroom observations that inform the overall

evaluation process.

3. THE INTERN EVALUATION PROCESS:
The OPSU EPP will provide periodic training for every university supervisor, clinical educator, and Intern

in the TEI Evaluation Process, Rubric, and Documentation.

OBSERVATION:

Formal evaluations, by both the clinical educator and university supervisor, should occur prior to the

scheduled Mid-Term Seminar and prior to the end of the Internship.

a) Ideally, the evaluator conducts observations with a tablet and/or laptop. The evaluation is
accessible via the Foliotek site or link.

b) It is required that the evaluator conduct observations with a printed or electronic copy of the Intern
evaluation in hand.

¢) Evaluators will conduct a personal conference with Intern following every formal observation
immediately following the observation. Daily or ongoing informal evaluations are excluded from
the conferencing requirement. During the formal conference, the evaluator will apprise the teacher
of any issue by specific Domain, Dimension, and Indicator that could lead to less than effective

ratings of the Intem’s performance. Less than effective performance is defined as 1 - Ineffective

20



or 2 - Needs Improvement and will result in the creation, discussion, and delivery of a written Plan

of Improvement (POI) to the Intern during the conference.

EVALUATION:

a) No evaluation shall be completed and filed unless, and until the evaluator has observed the Intern

at work and conferenced with the Intern regarding the observation.

b) Formal evaluations, by both the clinical educator and university supervisor, should occur once
prior to the scheduled Mid-Term Seminar and once prior to the end of the Internship. During the
evaluation conference, the evaluator will identify and discuss with the Intern any issue by specific
Domain, Dimension, and Indicator, that has led to an Ineffective or Needs Improvement
performance assessment. Identified areas must be re-evaluated for compliance by the review date
set forth in the POI. If a POl is issued, the Intern will receive an evaluator-signed hardcopy of the
POI and the Intern will sign in acknowledgement of receipt of same.

¢) Once the POI is completed, the evaluator forwards a signed hardcopy of the POI to the OPSU
School of Education office within one business day.

d) If the conference does not result in a POI, the Intern can assume that at the point of this relevant
observation, his or her performance for all observed Rubric measures is at least at an effective or
higher level.

¢) The award of any ranking of 4 - Highly Effective or 5 - Superior requires evaluator's specific
supporting comments to be written under the Comment Section of the Evaluation Form (which

may include an attachment).

4. SPECIFIC DEFINITIONS

Evaluation Rankings:

Ratings are assigned by individual Dimension and/or Indicator and averaged by Domain and "weighted"
by the Domain's influence / weight as part of the total evaluation instrument:

* Classroom Management at 40%

* Instructional Effectiveness at 60%

The following are not used in the OPSU Intern Evaluation

° ProfessionalGrowth-and-Continvous-tmprovement-at-H%
*  lnterpersonal-Skills-at 10%
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°  Leadership-at-5%
The evaluation rankings are defined by the descriptive narratives provided within each individual rubric

cell:

* 1 =Ineffective

* 2 =Needs Improvement
* 3 =Effective

* 4 =Highly Effective

* 5=Superior

A ranking of "N/O" can be assigned to any of the ratings if the evaluator makes the determination that the
Dimension and/or specific Indicator does not apply to the individual teacher or was not observed during

the formal evaluation.

Plan of Improvement:

A Plan of Improvement (POI) is written by the evaluator in collaboration with the Intern. The POI is
designed to assist the Intern to become an effective teacher. The POI will be reviewed between the Intern
and the evaluator. The Intern is expected to meet the POI in all respects within the time specified. Failure
of the Intern to meet the POI in all respects within the time specified may result in the Intern’s dismissal
from the OPSU TEP.
A POl is required for any observation or evaluation ranking of 1- Ineffective or 2- Needs Improvement.
The POI statements will utilize the SMART format of specific, measurable, attainable, results based, and
time bound (see definitions below). The POI will be reviewed for progress by the Intern and evaluator in a
follow-up conference by the date set by the evaluator.
SMART Goals:
Specific — Specific goals identify with sufficient detail the who and what the Intern needs to target. Specificity
enables a focusing of resources and attention for the greatest benefit.
Measurable - A measurable goal is one that defines the starting point and the final value to be achieved.
Attainable — Attainable goals are those that have a final value, a measure that is reachable within the given time
frame with reasonable efforts by the evaluator to assist the Intern in correcting poor performance.
Results-Based — Results-based goals are those that have built in benchmarks or progress monitoring checks to
measure efforts.
Time Bound — A time bound goal is one that has a specific time frame. Example of a Plan of Improvement:
The specific Dimension or Indicator for each POI must be referenced, e.g., 11c.
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11c. The intern will provide appropriate, timely, and specific feedback to students on instructional
assignments.
1) Observe Ms. Jones’s class to gain insight on the various feedback strategies that can be
employed.
2) Cite within Lesson Plans specific feedback strategies to be used.

3) Implement on a regular / routine basis three (3) feedback strategies

S. EVALUATION FORMS and RUBRICS

Copies of all forms and Rubrics are attached to this Handbook and available in the OPSU Department of

Education Office as well as online: http://www.opsu.edu/Academics/Education/

The OPSU TEP will keep records of all evaluations and copies of all evaluations will be placed in the

individual Intern’s file.
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OPSU INTERN CONFIDENTIAL EVALUATION

Name of Intern: Name of Evaluator:

Date(s) of observation: School:
Select a numeric ranking for each indicator/statement regarding the Intern’s current level of performance.

CLASSROOM MANAGEMENT

1 = Ineffoctive 2 = Noeds 3 = Effective 4 = Highty 5 e Superlor NO
The Intern:

Improvemenl Effective Not Observed

1. Plans for delivery of the lesson
relative to short term and long
term objectives.

2. Clearly defines expected
student behavior

3a. Contributes to and
enforces orderly
behavior throughout the
school
3b. Follows procedures to protect the
health and safety of the students,

4. Develops daily lesson plans
designed to achieve the identified
objectives.

5. Utilizes assessment patterns that are
fairly administered and based on
identified criteria.

Comments:

INSTRUCTIONAL EFFECTIVENESS / Involves All Learners

The Intern uses questioning technlques
and/or guided practices to involve all
students in active learning:

1 = Ineffeclive 2 = Neads 3 = Effective 4 = Highly 5 = Superlor N/O
Improvement Effective Not Observed

6a. Engages learners in active learning
80% or more of class time

6b. Uses cooperative learning activities,
advance organizers, and teaching
strategies that foster participation of
students and activities that address a
variety of learning styles/multiple
intelligences to involve all learners.

Bc. Asks critical thinking questions
throughout the lesson and uses
questioning technigues to involve
all learners

6d. Uses language that increases
student awareness of learning

6e. Requires participation of all
students

Comments:



INSTRUCTIONAL EFFECTIVENESS / Explains Content

The Intern: 1 = Ineffective 2 = Noods 3 wEffeclive 4 = Highly 5 = Superior O
Improvemenl Effeclive Not Observed
7. Teaches the objectives through a
variety of methods.
Comments:
INSTRUCTIONAL EFFECTIVENESS / Explains Directions
The Intern: 1 = Ineffective 2 = Needs 3 = Effective 4 = Highly 5 = Guperlor N/O
Improvement Effective Not Observed
8. Gives directions that are
clearly stated and relate
to the leaming objectives.
Comments:
INSTRUCTIONAL EFFECTIVENESS / Models
The Intern: 1 = Ineffective 2 = Neads 3 = Effeclive 4 = Highly 5 » Superior N/O
Improvement Effective Nol Observed
9. Demonstrates the desired skill or
process,
Comments:
INSTRUCTIONAL EFFECTIVENESS / Monitors
The Intern checks to dletermine if 1 = Ineffeclive 2 = Needs 3 = Effective 4 = Highly 5 = Superlor NO
students are progressing toward stated Improvement Effoctive Not Observed
objectives.

10a. Moves around the room while
students are working on guided

practice.

I0b. Uses different types of student
response techniques, beth

individua! and group.

10c. Uses appropriate wait-time in
questioning.

Comments:

INSTRUCTIONAL EFFECTIVENESS / Adjusts Based Upon Monitoring

The Intern changes instruction based 1 = Ineffective 2 = Noeds
on the results of monitoring. Impravement

3 = Effeciive

4 = Highty

Effeclive

5 = Superior N/O
Not Observed

11a. Reinforces the effort of students with
positive feedback that is timely and

specific,

11b. Provides a method for students to

track their own effort and
accomplishments,




11c. Provides appropriate, timely and
specific feedback to students on
instructional involvements.

11d. Responds to students' answers to
questions appropriately

11e. Responds to students' questions
appropriately.

11f. Primarily provides feedback that is
constructive.

11g. Re-teaches learning in different
ways that is not mastered.

Comments:

INSTRUCTIONAL EFFECTIVENESS / Establishes Closure

The Intern summarizes and fits into
context what has been taught. 1 = Ineffective 2 = Neeods 3 = Effaclive 4 = Highly 5 = Superior N/Q
Improvement Effeciive Nol Observed

12a. Summarizes or teaches students to
summarize new learning in a variety of
ways.

12b. Assesses mastery of the new learning to
determine if independent practice is
appropriate

Comments:

INSTRUCTIONAL EFFECTIVENESS / Student Achievement Indicators

The Intem uses common/varied assessments,

tracks student progress, uses data from various ‘| & Ineffeclive 2= Needs 3 = Effective 4 = Highly 5 = Superor N/O
assessments, recognizes student achlevement, Improvement Effective Not Observed
and appropriately modifles assessments.

13a. Uses data from various assessments to
modify instruction and guide
intervention strategies.

13b. Recognizes student progress and
achievement regularly.

13c. Appropriately and consistently adheres to
IEP's, and modifies assessments for
special student populations if required in

the IEP
Comments:
Evaluator's Signature: Intern’s Signature:
PLEASE NOTE: Any ranking of 1 and 2 on any component of this evaluation | acknowledge roceipt of this d t and the explanation of its content.

requires a Plan of Improvement (POI}.
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OPSU INTERN LESSON PLAN

Name:

Grade Level:

Date:

Subject:

Week

Monday

Tuesday

Wednesday

Thursday

Friday

Standards

Objectives

Activities

Materials

Vocabulary

Homework

Modifications

Closure

Extender

Reflections
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SCHEDULE OF INTERN INVOLVEMENT
AND SUBMITTING EVALUATIONS

The following chart provides a suggested schedule for the Intern's classroom teaching experience.

' EVALUATION ~ ACTIVITY LEVEL

1 - First Observation and support

2 - Second Teach one subject/class

3 - Third Teach one subject/class

4 - Fourth Teach one subject/class

5 —Fifth Teach one or more subject/class

6 — Sixth Teach all subjects

7 — Seventh Teach all subjects

8 — Eighth Evaluation #1 — Mid-Term due Teach all subjects

9 — Ninth Teach all subjects

10 — Tenth Teach all subjects

11 — Eleventh Teach all subjects

12 — Twelfth Teach all subjects

13 — Thirteenth Clinical educator begins to take back
class instruction

14 — Fourteenth Intern has minimal teaching
responsibilities/Observation in other
school classes/programs

15 — Fifteenth (may be Intern has minimal teaching

final week) responsibilities/Observation in other
school classes/programs

16 — Sixteenth (may be Evaluation #2 — Final due Either complete school observations or

final week) return to campus

The Intern’s PPAT should be “planned” during the first two-three weeks of the Internship and the
lessons taught prior to the ETS schedule for submission dates of Task. Both Interns and Clinical
cducators need to review the ETS PPAT Handbooks and supporting information for details (located at
the following link: https://www.ets.org/ppa/test-takers/teachers/build-submit/requirements/
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STANDARDS OF PERFORMANCE AND CONDUCT FOR TEACHERS

Teachers are charged with the education of the youth of this State. In order to perform effectively, teachers
must demonstrate a belief in the worth and dignity of each human being, recognizing the supreme importance
of the pursuit of truth, devotion to excellence, and the nurture of democratic principles.

In recognition of the magnitude of the responsibility inherent in the teaching process and by virtue of the desire
of the respect and confidence of their colleagues, students, parents, and the community, teachers are to be

guided in their conduct by their commitment to their students and their profession.

PRINCIPLE I - COMMITMENT TO THE STUDENTS
Oklahoma Administrative Code (OAC) 210:20-29-3 — Effective June 25, 1993

The teacher must strive to help each student realize his or her potential as a worthy and effective member of
society. The teacher must work to stimulate the spirit of inquiry, the acquisition of knowledge and

understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the teacher:

1. Shall not unreasonably restrain the student from independent action in the pursuit of learning,

2. Shall not unreasonably deny the student access to varying points of view,

3. Shall not deliberately suppress or distort subject matter relevant to the student's progress,

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and

safety,

w

Shall not intentionally expose the student to embarrassment or disparagement,
6. Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious beliefs,
family, social, or cultural background, or sexual orientation, unfairly
a. Exclude any student from participation in any program;
b. Deny benefits to any students; or
c. QGrant any advantage to any student.
7. Shall not use professional relationships with students for private advantage,
8. Shall not disclose information about students obtained in the course of professional service, unless

disclosure serves a compelling professional purpose and is permitted by law or is required by law.
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PRINCIPLE IT - COMMITMENT TO THE PROFESSION

Oklahoma Administrative Code (OAC) 210:20-29-4 — Effective June 25, 1993

The teaching profession is vested by the public with a trust and responsibility requiring the highest ideals of

professional service.

In order to assure that the quality of the services of the teaching profession meets the expectations of the State

and its citizens, the teacher shall exert every effort to raise professional standards, fulfill professional

responsibilities with honor and integrity, promote a climate that encourages the exercise of professional

judgment, achieve conditions which attract persons worthy of the trust to careers in education, and assist in

preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the educator:

1.

Shall not, in an application for a professional position, deliberately make a false statement or fail to
disclose a material fact related to competency and qualifications;

Shall not misrepresent his/her professional qualifications;

Shall not assist any entry into the profession of a person known to be unqualified in respect to character,
education, or other relevant attribute;

Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional
position;

Shall not assist an unqualified person in the unauthorized practice of the profession;

Shall not disclose information about colleagues obtained in the course of professional service unless
disclosure serves a compelling professional purpose or is required by law; Shall not knowingly make false
or malicious statements about a colleague; and

Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decisions

or actions.
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College of Arts and Education

GENERAL INFORMATION:

Address: PO Box 430
Goodwell, OK 73939
580-349-2611 1-800-664-6778

www.opsu.edu

EDUCATION DEPARTMENT INFORMATION:

Hamilton Hall 122
580-349-1483

™M
STATE
TY

A

Dr. Charla Lewis Dean College of Arts and
Education/Director of Teacher
Education/Asst. Prof./Director,

Music Education

580-349-1483

charla.lewis(@opsu.edu

Education

Mandy Batenhorst Field Placement Officer 580-349-1414 fieldplacementoffice@opsu.edu
Jorge (Tito) Aznar Instructor/Director, English 580-349-1418 taznar(@opsu.edu

Amber Hollis-Fesmire Education Generalist, Education

and HPE

580-349-1383

ahollis@opsu.edu

Dean College of Agriculture,
Science and Nursing/Asst. Prof.,
Agriculture Education

Tracy Kincannon

580-349-1534

tracy.kincannon(@opsu.edu

Stacy Nordquist Asst. Prof./Director HPE

580-349-1425

stacy.nordquist@opsu.edu

Dr. Kimberly Conyers Asst. Prof., Education

580-349-1412

kimberly.conyers@opsu.edu

Gwen Strain Instructor/Director, Math

580-651-2458

gwen.strain{copsu.edu

Education
Kristin Shelby Adjunct Instructor, Education 580-381-0392 kristin.shelby@opsu.edu
Zachary Mclntyre Adjunct Instructor, Education 580-338-4350 zachary. meintyre(@opsu.edu

Laura Leiter Adjunct Instructor, Education

580-651-2352

laura.leiterf@opsu.edu

Cezanne Shannon Adjunct Instructor, Education

cezanne.shannon@opsu.edu
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