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Roles Defined 

Holmes Center: is responsible for the Internship in Teaching that leads to teacher licensure in 

New Hampshire; collaborates with program faculty, mentors, university supervisors, school 

district partners, the state department of education (NH DOE), and other agencies to maximize 

the learning experiences of interns; recommends interns for teaching licensure in NH. 

Intern : as an intern, the teacher candidate works under the direct supervision of the mentor; 

shares students and classroom with the mentor; asks for and listens to mentor for advice, 

feedback, and wisdom; plans and implements lessons utilizing a scaffolded, co-teaching 

relationship with the mentor; builds rapport with students and teaches responsively, using 

formative and summative assessments to inform practice; works reflectively on personal goals 

aspiring for best practice in all educator competencies; and doesnôt hesitate to ask questions of 

the mentor, the university supervisor, and the Holmes Center. See section, The Intern, for more 

information. 

Mentor  (cooperating teacher): shares space and students with the intern and assumes the primary 

role in assisting the intern to become a competent, creative professional; provides pedagogical 

and content knowledge; plans and implements lessons utilizing a scaffolded, co-teaching 

relationship; provides feedback, support, and encouragement; completes the mid-term and end-

of-term evaluations on Taskstream and shares them with the intern; and doesnôt hesitate to reach 

out to the university supervisor and/or Holmes Center for questions and concerns. Mentoring is 

essential to teacher development. See section, The Mentor Teacher, for more information. 

University Supervisor: is the liaison between the intern and mentor as well as the Holmes 

Center; provides feedback, support, and encouragement as well as pedagogical and content 

knowledge to the intern; completes four formal observations at site visits, including previewing 

lesson plans and goals and then debriefing in person and in writing after the observation is 

completed; completes the mid-term and end-of-term evaluations on Taskstream and shares them 

with the intern; and doesnôt hesitate to reach out to the Holmes Center for questions and 

concerns. See section, The University Supervisor, for more information. 

HOLMES  CENTER  

INTERN

UNIVERSITY  
SUPERVISOR

MENTOR

https://www.education.nh.gov/
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Interns will differ as to the pace of progression, and all phases of the internship (orientation, 

observation, participation, and teaching) should be carefully planned and take place through a 

gradual induction period that is specific to the needs of the intern and the setting. There is no 

required schedule for acclimating to the placement, but the Internship Calendar, the pacing guide 

in this handbook (Appendix C), and in the internship syllabus you receive will  assist in 

planning. The goal is to be in a position of full-time lead teaching for as long as possible (at least 

two weeks) while receiving coaching from the mentor teacher through a co-teaching model. See 

Appendix A for a co-teaching infographic and the link to a training video. In addition, 

Appendix E is a useful checklist of the following requirements. 

The Internship in Teaching is the crux of Decision Point IV for the PSU Holmes Center Road to 

Certification. For more information, in addition to the following pages of this section, see the 

Decision Point IV Checklist in Appendix B, the Holmes Center website page Road to Teacher 

Certification and the teacher candidate handbooks for undergraduate students and for graduate 

students. 

Seminar I: Preparing for the Internship 

This seminar takes place before or in the early days of the Internship in Teaching. In fact, it is 

considered part of Decision Point III. The Holmes Center will host a meeting to explain the ins 

and outs of your internship. Mentors and University Supervisors will experience similar material 

in their internship overview and training sessions. Seminar I includes: 

ü Overview of your internship calendar including dates for events such as resume 

workshopping, Seminar II, and Seminar III 

ü Overview of the Internship in Teaching policies and this handbook 

ü Review of the Evaluation Competencies Rubric for your program 

ü Co-teaching training 

ü Lesson planning expectations and guidance 

ü Review of the NH Codes of Conduct & Ethics 

Getting Started Developing a Collaborative Classroom 

The intern and the mentor teacher develop a collaborative, professional team to establish the 

classroom as a positive learning community (see Appendix D for suggestions). This includes 

making a plan together for integrating the intern as a partner teacher in the classroom. Interns 

engage in ñlearning by doingò as they work to master content and pedagogy using the program 

evaluation rubric (see Appendix N for program specific links) to set competency goals. 

Understanding the thinking and reasoning behind the many varied decisions teachers must make 

throughout the day is a critical objective. Interns engage in active listening to the mentor 

teacherôs ñthinking out loudò in order to learn processes and procedures in context. Through a 

well-developed relationship, interns are encouraged to ask how and why specific structures are 

designed. 

  

https://www.plymouth.edu/educator-preparation/road-teacher-certification
https://www.plymouth.edu/educator-preparation/road-teacher-certification
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Guided Leadership & Lead Teaching ï The Bulk of the Internship 

The intern moves into an active leadership role with close guidance and continued co-teaching 

support from the mentor teacher. (Mentor responsibilities are explained in the Mentor section on 

page 13 and listed in Appendix H.) The intern will begin orchestrating multiple classroom 

demands while continuing to discuss processes and procedures with the mentor teacher. The 

intern sees the mentor teacher as a coach who assumes a role of ñcuriosity,ò asking the intern 

questions about plans and strategies. The intern engages in purposeful risk-taking without fear of 

judgement or failure. 

Activities during this phase include, but are not limited to: 

¶ Utilizing the program evaluation rubric to set competency goals 

¶ Planning, implementing, and reflecting on effective teaching strategies 

¶ Building a repertoire of effective classroom management techniques for use 
during the transition to lead teaching 

¶ Observing and working to understand the mentor teacherôs varied teaching 
strategies that address differentiation and using formative and summative 
assessments to inform instruction 

¶ Engaging in discourse based on formative and summative observations 

¶ Using feedback from the mentor teacher and personal reflection (see 
suggestions in Appendix G) to inform both professional goals and teaching 
plans 

¶ Looking ahead toward the future 

¶ Drafting resume and attending Seminar II 

See Appendix E for a more in-depth list of intern responsibilities. Interns gradually assume the 

position of lead teacher (see the internship syllabus or the pacing guide in Appendix C for 

pacing guidelines). This does not mean the mentor teacher is relinquishing responsibility but 

rather a shift in who has the lead role. Interns will utilize their plan books and should only need 

thoroughly written lesson plans when they are to be formally observed (see Lesson Plans 

section below). The mentor teacher continues to guide, coach, co-teach, and observe, providing 

feedback as often as possible. 

Activities in this phase include, but are not limited to: 

¶ Lead teaching full-time 

¶ Using effective differentiation strategies, summative and formative 
assessments, as well as relationships with students to inform planning and 
implementation of lessons  

¶ Utilizing the mentor teacher to assist with small groups and individuals using 
various co-teaching models 

¶ Reflecting on competency goal progress and growth as a teacher with feedback 
based upon multiple data sources such as observations and student 
assessments 

¶ Continuing with ongoing discourse about planning and teaching 

¶ Initiative for exploring, collaborating and experimenting with innovative ideas 



Internship in Teaching Handbook, version 8.2023  9 

Lesson Plans 

Experienced teachers do not write formal lesson plans for every lesson they teach every day. 

Time does not allow for that, nor would it be an effective use of their time. They have, however, 

spent countless hours over their years of teaching, considering content, curriculum requirements, 

best practice pedagogy, and the developmental and individual needs of their students. They have 

developed and continue to enhance their own effective planning and teaching skills.  

That kind of experience takes time. Therefore, in the beginning, interns are expected to write 

detailed lesson plans for the lessons they are teaching. Universal Design for Learning Lesso n 

resources provide guidelines for the factors that should be considered during lesson plans (see 

Appendix F). Lesson plans should be submitted to the mentor teacher for approval the day 

before a lesson will be taught. Rationale for this requirement includes:  

¶ Intentionally consider all factors of the planning process. 

¶ Gain ñmuscle memoryò so that, eventually, the process will become ingrained and 
formally written plans will no longer be necessary. 

¶ Envision the lesson and determine specific planning questions to ask of the mentor 
teacher. 

¶ Lesson plans serve as a valuable record, particularly when interns reflect immediately 
following the lesson. What went well? What surprises did I experience? How long did 
each segment take? What will I do differently next time? 

The intern and the mentor teacher, determine together the format for written plans that will best 

meet their needs (e.g., outline form, table form, etc.); interns are encouraged to try different 

formats to find one that best suits their learning and planning styles. Two possible lesson plan 

formats are included at the end of Appendix F. 

In addition, interns are expected to keep a plan book in a format of their choice (e.g., traditional, 

in a digital document, on a lesson plan website, etc.). It is suggested that interns begin by trying 

the mentor teacherôs method and then working to develop an effective method that suits their 

own style and needs. The plan book should be the primary tool for recording plans by the time 

the intern is engaged in lead teaching; thoroughly written lesson plans should not be necessary 

unless a lesson is to be formally observed. 

Seminar II : Preparing for Employment 

This seminar takes place during the internship (see the calendar for your internship semester for 

the exact date) and is considered an excused absence from your placement. Like all seminars, 

this seminar is required. The purpose of this seminar is for interns to learn about the hiring 

process for educators. It is an opportunity for interns to meet NH administrators who will share 

their expectations and advice for applications, resumes, cover letters, and interviews. Interns will 

dress professionally for this networking experience. 

Performance Evaluations 

Interns are in a constant state of reflection and self-evaluation as they work toward competency 

growth for best practice while working for and with their students. Keeping a journal and/or a list 

of questions for the mentor, university supervisor, program advisor, the Holmes Center, and/or 

for further research is highly encouraged. See Appendix F for lesson planning resources and 

Appendix G for sample reflection questions. In addition, interns use the evaluation rubric to set 

and work toward competency-based goals. 
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Evaluation of interns is an important component of the teacher education program and is a 

rigorous multi-dimensional process. The formula for the calculation of the final grade for the 

internship varies by program. The competency domains of intern evaluations for all programs 

(see Appendix N for program-specific rubric links) are:

¶ Pedagogy 

¶ Classroom Atmosphere 

¶ Reflective Practice 

¶ Professionalism 

¶ Content and Teaching

Interns receive both formative and summative feedback throughout the internship. Formative and 

summative assessments are used by mentor teachers, university supervisors, the Holmes Center, 

and program faculty to evaluate progress toward competencies. 

Midterm and Final Evaluations 

The mentor teacher and university supervisor complete midterm and final evaluations using a 

program-centered rubric that can be found on the Holmes Center Internship in Teaching 

Overview page under Internship Evaluation Forms (see program-specific rubric links in 

Appendix N). Taskstream is a cloud-based software that has been integrated with Canvas, so 

faculty and students can use these tools cohesively. Mentor teachers and university supervisors 

will receive a welcome email for logging into Taskstream to complete the evaluations. See 

Appendix K.1 for a Taskstream log-in guide. Contact the Holmes Center for technical assistance 

with Taskstream. 

NH TCAP 

New Hampshire TCAP requires interns to demonstrate strategies they will use to make learning 

accessible to their students. This entails explaining the thinking underlying teaching decisions 

and analyzing strategies used to teach 3-5 lessons to one set of students. Interns examine the 

effects of their instructional design and teaching practices on studentsô learning. This project is 

an opportunity to work on competency goals. 

The TCAP Strands: 

I. Contextualizing Learners & Learning 

II. Planning & Preparing 

III.  Instructing Students & Supporting Learning 

IV. Assessing Student Learning 

V. Reflecting & Growing Professionally 

VI. Using academic language 

Candidatesô Performance Across Strands: 

¶ Establishing instructional focus 

¶ Making content accessible 

¶ Designing assessments 

¶ Engaging students in learning 

¶ Monitoring student learning 

¶ Analyzing student work 

¶ Using feedback to promote learning 

¶ Using assessment to inform teaching 

¶ Monitoring student progress 

¶ Reflecting on learning 

¶ Understanding language demands 

¶ Developing studentsô academic language 

Seminar course instructors provide guidance and chunking recommendations for this project. It is 

strongly recommended that interns follow the instructorôs suggested deadlines. This project can be 

a useful tool for growth as a professional as well as a portfolio to share with prospective employers. 

For more TCAP overview information, see Appendix L.  

https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://login.taskstream.com/signon
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Winding Down & Learning from the Larger Community  

Although it may be tempting for the intern to relinquish all responsibilities after the demands of 

lead teaching, this can be a time of extensive professional growth. While the mentor teacher 

transitions back into the lead teaching role, the intern continues to engage with the learners in the 

classroom as well as throughout the school. The mentor teacher and administrators can suggest 

other exemplary teachers to observe in varied contexts. Through observation and engagement, the 

intern can continue to build knowledge and skills of the teaching profession. Having exposure to 

other grade levels and various teaching styles and instructional content provides a repertoire of 

teaching strategies and styles for the intern. 

Seminar III : Internship Wrap -up &  Licensure Requirements 

This seminar happens the day following the last scheduled day of the internship (see the calendar 

for your internship semester for the exact date). The Holmes Center will host an event to debrief 

and celebrate the completion of internships as well as presenting an overview of next steps for 

licensure. Recommendation for licensure by the Holmes Center will be explained as will the 

teacher candidateôs role after recommendation. 

The New Hampshire Department of Education application will be reviewed during Seminar III . 

Information is also available on the Holmes Center NH Licensure Requirements page as well as the 

NH DOE NH Approved Educator Preparation Program Recommendation page. An intern who 

desires licensure in another state should contact the Holmes Center and the Department of 

Education of the particular state. 

0ÒÏÆÅÓÓÉÏÎÁÌÉÓÍ 

Standards of Conduct & Ethics 

Interns are obligated to meet all of the following conduct and disciplinary standards throughout 

their participation in the internship: 

ü The host school rules regarding lesson planning, assessment, attendance, professional 

demeanor, etc.; 

ü The role of the intern as described in this handbook; 

ü The competency expectations as outlined on the internship evaluation rubric (links in 

Appendix N); 

ü The NH Codes of Conduct & Ethics for Educators (Appendix M); 

ü The PSU Code of Student Conduct. 

Abiding by Protocols of the Host School  

The intern should become familiar with and abide by the host schoolôs established protocols, 

including, but not limited to safety issues; emergency procedures; entering and exiting school 

property; communication with school personnel, homes, families and communities; social media; 

and field trips and special events. 

https://www.plymouth.edu/educator-preparation/internship-teaching/nh-doe-licensure-requirements
https://nhdoepm.atlassian.net/wiki/spaces/CHD/pages/323452977/NH+Approved+Educator+Preparation+Program+Recommendation


Internship in Teaching Handbook, version 8.2023  12 

Appropri ate Attire and Appearance 

The policies and culture of each individual school and/or district and the nature of the instructional 

activities define appropriate dress and grooming. It is the internôs responsibility to become familiar 

with the schoolôs expectations for faculty appearance and maintain standards of dress and 

appearance. Interns should have a general discussion on choices of attire with the mentor teacher 

prior to the first day of the experience. Interns are expected to wear their schoolôs ID (if  issued) or 

their PSU ID while on school property. 

Attendance 

Interns have an obligation to be consistent and punctual in attendance. Interns should be in their 

assigned classroom at the time designated by their mentor teacher, school principal, and university 

supervisor. Best practice is only possible with preparation outside of school hours, and interns 

expect to spend time before and/or after school planning both with the mentor teacher and 

independently every day. Interns are expected to attend all workdays, in-service days, and 

professional development days with the mentor teacher. In addition, students are expected to attend 

seminars provided by the Holmes Center, and any internship absence due to these seminars will be 

excused. 

It is expected that interns will not miss any days during the internship experience; but up to three 

absences may be excused. Absence for even part of a day counts as one absence. If extenuating 

circumstances arise, the intern must notify the mentor teacher and university supervisor as early as 

possible. In case of excessive or unexcused absences, the intern may be removed from the 

placement. 

Transportation to and from Field Sites - Transportation to and from school sites is the 

responsibility of the teacher candidate. Plymouth State University does not assume any 

responsibility or liability for travel expenses related to field experiences. 

Confidentiality  

Teachers and other education professionals regularly work with confidential information in the 

context of schools. Confidential information can include student grades, student health records, 

academic records, Individualized Education Plans (IEP), family histories, and more. Interns are 

encouraged to ask questions regarding confidentiality policies at the host school. 
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Thank you for welcoming a Plymouth State University undergraduate/graduate intern into your 

classroom to complete the Internship in Teaching. You are an integral part of your internôs support 

team which directly includes a university supervisor, the clinical coordinator and whole Holmes 

Center team, as well as program faculty. The purpose of this team is to collaboratively facilitate the 

growth and success of the intern. Mentor teachers are encouraged to contact the internôs university 

supervisor, program coordinator, and/or the Holmes Center (see Appendix N for a contact list) at 

any time during the internship with questions, concerns and to request observations and/or visits. It 

is not necessary, nor recommended, to wait until the midterm evaluation to reach out for support. 

As a mentor teacher, you are one of the internôs most important resources. You function as a coach 

to your intern and provide regular positive feedback, constructive debriefing, and meaningful 

suggestions to improve teaching. Your active involvement is essential to a successful Internship in 

Teaching experience.  

Previous mentors have indicated that a checklist of expectations is helpful, and one is provided in 

this handbook (Appendix H). In addition, we invite your suggestions and comments for future 

revisions of this document.  

Attendance 

Interns have an obligation to be consistent and punctual in attendance. Interns should be in their 

assigned classroom at the time designated by their mentor teacher. Best practice is only possible 

with preparation outside of school hours, and interns are expected to spend time before and/or after 

school planning both with the mentor teacher and independently every day. Interns are expected to 

attend all workdays, in-service days, and professional development days with the mentor teacher. 

In addition, students are expected to attend seminars provided by the Holmes Center, and any 

internship absence due to these seminars will be excused. 

It is expected that interns will not miss any days during the internship experience; but up to three 

absences may be excused. Absence for even part of a day counts as one absence. If extenuating 

circumstances arise, the intern must notify the mentor teacher and university supervisor as early as 

possible. In case of excessive or unexcused absences, the intern may be removed from the 

placement. Notify the clinical coordinator at the Holmes Center as soon as possible if attendance is 

an issue. 

Developing a Collaborative Classroom 

The intern and the mentor teacher develop a collaborative, professional team that will enrich the 

positive learning community of the classroom. This includes making a plan together for integrating 

the intern as a partner teacher in the classroom. Interns will differ as to the pace of progression, and 

all phases of the internship (orientation, observation, participation, and teaching) should be 

carefully planned and take place through a gradual phasing-in period that is specific to the needs of 

the intern and the setting. There is no required schedule for acclimating interns to the placement, 

but the pacing guide in Appendix C and in the internship syllabus serve as guides to assist in 

planning. The goal is for the intern to be in a position of full-time lead teaching for at least two 

weeks while receiving guidance and support from the mentor teacher through co-teaching. See 

Appendix A for a co-teaching infographic and the link to a training video. 
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Interns engage in ñlearning by doingò as they work to master content and pedagogy. Understanding 

the thinking and reasoning behind the varied decisions teachers must make throughout the day will 

be a critical objective. Interns should engage in active listening to the mentor teacherôs ñthinking 

out loudò in order to learn processes and procedures in context. Through a well-developed 

relationship, interns are encouraged to ask how and why specific structures are designed. 

Lesson Plans 

In the beginning, interns are expected to write detailed lesson plans for the lessons they are 

teaching. Universal Design for Learning Lesson resources provide guidelines for the factors that 

should be considered during lesson plans (see Appendix F). Lesson plans should be submitted to 

the mentor teacher for approval the day before a lesson will be taught. Important rationale for this 

requirement includes:  

¶ Intentionally consider all factors of the planning process. 

¶ Gain ñmuscle memoryò so that, eventually, the process will become ingrained and formally 
written plans will no longer be necessary. 

¶ Envision the lesson and determine specific planning questions to ask of the mentor teacher. 

¶ Lesson plans serve as a valuable record, particularly when interns reflect immediately 

following the lesson. What went well? What surprises did I experience? How long did each 

segment take? What will I do differently next time? 

Together, the intern and the mentor teacher can determine the format for written plans that will best 

meet their needs (e.g., outline form, table form, etc.); interns are encouraged to try different 

formats to find one that best suits their learning and planning styles.  

In addition, interns are expected to keep a plan book in a format of their choice (e.g., traditional, in 

a digital document, on a lesson plan site, etc.). It is suggested that interns begin this by trying the 

mentor teacherôs method and then work to develop an effective method that suits their own style 

and needs. The plan book should be the tool for planning by the time the intern is engaged in lead 

teaching; thoroughly written lesson plans should not be necessary unless a lesson is to be formally 

observed. 

Performance Evaluations 

Evaluation of interns is an important component of the teacher education program and is a rigorous 

multi-dimensional process. Each program area decides the formula for the calculation of the final 

grade for the internship. The domains of intern evaluation are: 

¶ Pedagogy 

¶ Classroom Atmosphere 

¶ Reflective Practice 

¶ Professionalism 

¶ Content and Teaching

Interns are in a constant state of reflection and self-evaluation as they work toward competency 

growth for best practice while working for and with students. Keeping a journal and/or a list of 

questions for the mentor, university supervisor, program advisor, the Holmes Center, and/or for 

further research is highly encouraged. See Appendix F for Universal Design for Learning 

resources and Appendix G for sample reflection questions. In addition, interns use the evaluation 

rubric to set and work toward competency-based goals. Interns receive both formative and 

summative feedback throughout the internship. from the mentor teacher, university supervisor, the 

Holmes Center, and program faculty to evaluate progress toward competencies. 
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Prior to Midterm : 

¶ Access the evaluation in Taskstream (see guide in Appendix K.2) 

¶ Establish weekly planning time schedule. 

¶ Assist intern in using the pacing guide (see Appendix C) and/or internship syllabus for 

semester planning. 

¶ Become familiar with the evaluation rubric competencies (see program-specific links in 

Appendix N) and collect data that shows understanding of these competencies. 

¶ Help the intern set competency-based goals to accomplish by the midterm and facilitate 

ongoing feedback for reflection and growth. 

¶ Engage in professional discourse with your intern regarding all aspects teaching. See 

Appendix F for Universal Design for Learning resources and Appendix G for sample 

reflection questions. 

¶ Complete observations with a pre- and post-conference for each. Provide oral and written 

feedback to the intern (see Appendix I for a sample observation record form). Resources 

for planning lessons with Universal Design for Learning considerations are provided in 

Appendix F. 

Guided Leadership 

The intern moves into an active leadership role with close guidance and continued co-teaching 

support from the mentor teacher. The intern will begin orchestrating multiple classroom demands 

while continuing to discuss processes and procedures with the mentor teacher. The mentor teacher 

serving as a coach should assume a role of ñcuriosity,ò asking the intern questions about plans and 

strategies while providing opportunities for risk-taking without fear of failure. See a list of 

activities on page 8 of the section, The Intern. 

Formal Evaluations 

The mentor teacher and university supervisor complete midterm and final evaluations using a 

program-centered rubric that can be found on the Holmes Center Internship in Teaching Overview 

page under Internship Evaluation Forms (see program-specific links in Appendix N). Taskstream 

is a cloud-based software that has been integrated with Canvas, so faculty and students can use 

these tools cohesively. Mentor teachers and university supervisors will receive a welcome email for 

logging into Taskstream to complete the evaluations. See Appendix K.2 for a Taskstream guide. 

The Internship calendar lists the midterm and final evaluation windows. Contact the Holmes Center 

for technical support. 

During the Midterm Evaluation Window  

¶ Complete the midterm internship evaluation (program-specific links in Appendix N). 

¶ Debrief/review the midterm evaluation with the intern and university supervisor. 

¶ Submit the midterm evaluation in Taskstream (guide in Appendix K.2). 

¶ Help the intern review previous goals and set new competency-based goals to accomplish 

by the end of the internship.  

https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://login.taskstream.com/signon
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Lead Teaching 

Interns gradually assume the position of lead teacher (see the internship syllabus or the pacing 

guide in Appendix C for pacing guidelines). This does not mean the mentor teacher is 

relinquishing responsibility, but it is more a shift in who has the lead role. Interns will utilize their 

plan books and should only need thoroughly written lesson plans when they are to be formally 

observed. The mentor teacher continues to guide, coach, co-teach, and observe, providing feedback 

as often as possible. See a list of activities on page 8 in the section, The Intern. 

Between Midterm and Final Evaluation 

As the intern gradually assumes the position of lead teacher, the mentor teacher is not relinquishing 

responsibility. Rather, a shift in who is taking the lead role occurs. 

¶ Continue to guide, coach, co-teach, and observe your intern, providing feedback and 

engaging in professional discourse whenever possible. 

¶ Complete formative observations with a pre- and post-conference for each. Provide oral and 

written feedback to the intern. Focus observations on competency goals documented on 

observation records (Appendix I). 

¶ Encourage initiative for exploration and experimentation with new ideas. 

During Final Evaluation Window & Upon Completion 

¶ Complete the final internship evaluation (program-specific links in Appendix N). 

¶ Debrief/review the final evaluation with the intern and university supervisor. 

¶ Submit final evaluation in Taskstream (guide in Appendix K.2). 

 

https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://login.taskstream.com/signon/?_ga=2.15320693.2141539397.1636395863-156767202.1636395863
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Thank you for being a university supervisor for the Holmes Center for School Partnerships and 

Educator Preparation at Plymouth State University. You are an important part of your internôs 

support team which directly includes the mentor teacher, the clinical coordinator and whole 

Holmes Center team, and program faculty. The purpose of this team is to collaboratively facilitate 

the growth and success of the intern.  

The university supervisorôs main concern is the internôs success meeting competencies for teacher 

licensure. The university supervisor checks in with the intern and mentor teacher, schedules and 

completes at least four formal observations of the intern, and communicates with the Holmes 

Center and program faculty. Think of yourself as a coach for the intern as well as a liaison between 

the mentor/partner school and the university. Developing a professional relationship between 

yourself, the intern, and the mentor is important in the first weeks.  

The intern and the mentor teacher develop a collaborative, professional team that will enrich the 

positive learning community of the classroom. Interns will differ as to the pace of progression, and 

all phases of the internship (orientation, observation, participation, and teaching) and will plan this 

with the mentor teacher early in the internship. There is no required schedule for acclimating 

interns to the placement, but the pacing guide in Appendix C and the internship syllabus serve as 

guides to assist in planning. Following a gradual phasing-in period that is specific to the needs of 

the intern and the setting, the goal is for the intern to be in a position of full-time lead teaching for 

at least two weeks while receiving guidance and support from the mentor teacher through co-

teaching. See Appendix A for a co-teaching infographic and the link to a training video. 

Interns engage in ñlearning by doingò as they work to master content and pedagogy. Understanding 

the thinking and reasoning behind the many varied decisions teachers must make throughout the 

day will be a critical objective. Interns should engage in active listening to the mentor teacherôs 

ñthinking out loudò in order to learn processes and procedures in context. Through well-developed 

relationships, interns are encouraged to ask how and why specific structures are designed. 

It is expected that interns will not miss any days during the internship experience; but up to three 

absences may be excused. Absence for even part of a day counts as one absence. If extenuating 

circumstances arise, the intern must notify the mentor teacher and university supervisor as early as 

possible. In case of excessive or unexcused absences, the intern may be removed from the 

placement. Notify the clinical coordinator at the Holmes Center as soon as possible if attendance is 

an issue. 

University supervisors are encouraged to contact the clinical coordinator at the Holmes Center or 

the internôs program coordinator (see Appendix N for a contact list) at any time during the 

semester with questions and concerns and to request observations and/or visits. It is not necessary, 

nor recommended to wait until the midterm evaluation to reach out for support for the intern. 

Previous university supervisors have indicated that a checklist of expectations is helpful, and one is 

provided in this handbook (Appendix J). In addition, we invite your suggestions and comments for 

future revisions of this document.  
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Lesson Plans 

In the beginning, interns are expected to write detailed lesson plans for the lessons they are 

teaching. Universal Design for Learning Lesson resources provide guidelines for the factors that 

should be considered during lesson plans (see Appendix F). Lesson plans should be submitted to 

the mentor teacher for approval the day before a lesson will be taught. Important rationale for this 

requirement includes:  

¶ Intentionally consider all factors of the planning process. 

¶ Gain ñmuscle memoryò so that, eventually, the process will become ingrained and formally 
written plans will no longer be necessary. 

¶ Envision the lesson and determine specific planning questions to ask of the mentor 
teacher. 

¶ Lesson plans serve as a valuable record, particularly when interns reflect immediately 
following the lesson. What went well? What surprises did I experience? How long did each 
segment take? What will I do differently next time? 

The intern and the mentor teacher, determine together the format for written plans that will best 

meet their needs (e.g., outline form, table form, etc.); interns are encouraged to try different formats 

to find one that best suits their learning and planning styles.  

In addition, interns are expected to keep a plan book in a format of their choice (e.g., traditional, in 

a digital document, on a lesson plan site, etc.). It is suggested that interns begin this by trying the 

mentor teacherôs method and then work to develop an effective method that suits their own style 

and needs. The plan book should be the tool for planning by the time the intern is engaged in lead 

teaching; thoroughly written lesson plans should not be necessary unless a lesson is to be formally 

observed. 

Performance Evaluations 

Evaluation of interns is an important component of the teacher education program and is a rigorous 

multi-dimensional process. Each program area decides the formula for the calculation of the final 

grade for the internship. The domains of intern evaluation are: 

¶ Pedagogy 

¶ Classroom Atmosphere 

¶ Reflective Practice 

¶ Professionalism 

¶ Content and Teaching

Interns are in a constant state of reflection and self-evaluation as they work toward competency 

growth for best practice while working for and with students. Keeping a journal and/or a list of 

questions for the mentor, university supervisor, program advisor, the Holmes Center, and/or for 

further research is highly encouraged. See Appendix F for Universal Design for Learning 

resources and Appendix G for sample reflection questions. In addition, interns use the 

evaluation rubric to set and work toward competency-based goals. Interns receive both formative 

and summative feedback throughout the internship. from the mentor teacher, university 

supervisor, the Holmes Center, and program faculty to evaluate progress toward competencies. 

Formal Evaluations 

The mentor teacher and university supervisor complete midterm and final evaluations using a 

program-centered rubric that can be found on the Holmes Center Internship in Teaching 

Overview page under Internship Evaluation Forms (see Appendix N for program-specific links 

https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
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). Taskstream is a cloud-based software that has been integrated with Canvas, so faculty and 

students can use these tools cohesively. Mentor teachers and university supervisors will receive a 

welcome email for logging into Taskstream to complete the evaluations. See Appendix K.2 for a 

Taskstream guide. 

Prior to Midterm : 

¶ Access Taskstream (see guide sheet in Appendix K.2). 

¶ Review the evaluation form (see program-specific links in Appendix N) and collect data 

that shows competency performance. 

¶ Help the intern set competency-based goals to accomplish by the midterm. 

¶ Check in regularly with the intern and mentor teacher and communicate with the Holmes 

Center as needed. 

¶ Schedule and complete two formal observations focusing on the domains of the 

evaluation, with a pre- and post-conference for each. 

o Collect formal lesson plans from the intern. Resources for planning with Universal 

Design for Learning considerations are located in Appendix F. 

o Provide oral and written feedback to the intern (see Appendix I for a sample 

documentation form). 

During the Midterm Evaluation Window  

¶ Complete the midterm internship evaluation (program-specific links in Appendix N). 

¶ Debrief/review the midterm evaluation with the intern, and check in with the mentor. 

¶ Submit final evaluation in Taskstream (guide in Appendix K.2). 

¶ Help the intern review previous goals and set new competency-based goals to accomplish 

by the end of the internship. 

Between Midterm and Final Evaluation: 

¶ Schedule and complete two formal observations with a pre- and post-conference for each, 

focusing on the domains of the evaluation.  

o Collect formal written lesson plans before the observation. Resources for planning 

with Universal Design for Learning considerations are provided in Appendix F. 

o Provide oral and written feedback to the intern (see Appendix I for a sample 

observation form). 

¶ Check in with intern and mentor teacher, and communicate with the Holmes Center as 

needed. 

During the Final Evaluation Window & Upon Completion: 

¶ Complete the final internship evaluation (program-specific links in Appendix N). 

¶ Debrief/review the final evaluation with the intern and the mentor. 

¶ Submit final evaluation in Taskstream (guide in Appendix K.2). 

 

https://login.taskstream.com/signon/?_ga=2.15320693.2141539397.1636395863-156767202.1636395863
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://login.taskstream.com/signon/?_ga=2.15320693.2141539397.1636395863-156767202.1636395863
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://login.taskstream.com/signon/?_ga=2.15320693.2141539397.1636395863-156767202.1636395863
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Internship Team Communication 

The Holmes Center is dedicated to facilitating the success of all interns. Open and frequent 

communication among the intern, mentor teacher, university supervisor, program coordinator, 

and the Holmes Center is the key to a successful internship experience. See Appendix N for a 

contact list. When this professional team maintains high levels of effective communication, 

intern growth is maximized, and problems are minimized. The internship is a developmental 

process. Therefore, interns are supported in learning from their experiences and making the 

necessary adjustments to meet all requirements. 

Any problems or concerns that arise related to the performance of the intern should be discussed 

with them by the mentor teacher and shared with the university supervisor and the Holmes 

Center. Information related to challenges should be documented and clearly communicated to the 

intern.  

Focus Plan 

If concerns linger, the Holmes Center and the program coordinator will collaborate to develop a 

focus plan support document for the intern. Focus plans inform the intern of areas of 

concentration and specific expectations and provide a time frame for improvement.  

Removal From Internship 

As stated above in the Intern section, Standards of Conduct and Ethics. interns are expected 

to adhere to all of the following: 

ü The host school rules regarding lesson planning, assessment, attendance, professional 

demeanor, etc. 

ü The role of the intern as described in this handbook 

ü The competency expectations as outlined on the internship evaluation form 

ü The NH Codes of Conduct & Ethics for Educators (Appendix M of this handbook) 

ü The PSU Code of Student Conduct. 

Failure to adhere to any of these sets of expectations and/or unsatisfactory performance over a 

period of time may result in the studentôs removal from the internship experience. 

CARE Program 

Through the use of a reporting tool, the CARE form, faculty, staff, students, and family members 

are able to alert the Dean of Student Affairs office when a student may be in need or when they 

may have experienced an emergency or significant incident impacting their ability to succeed- 

temporarily or long term- in the campus environment. 

Withdrawal from Placement 

There may be instances when a candidate wishes to withdraw from the internship. The decision 

to withdraw is the studentôs alone, but consultation with the coordinator of clinical experiences 

and academic advisor is strongly encouraged. 

https://publicdocs.maxient.com/reportingform.php?PlymouthStateUniv&amp;layout_id=20
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For more information read this article that summarizes 6 models of co-teaching. 

Reference: Academy for Co-Teaching and Collaboration The Co-Teaching Foundational Workshop

https://www.understood.org/en/articles/6-models-of-co-teaching
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Intern Responsibilities Prior to Day One 
Ã Meet your mentor and complete the mentor confirmation sheet. Submit 

the completed sheet to the Holmes Center. 

Ã Register for the internship course (and seminar if applicable). 

Ã Complete background check requirements for your placement school. 

Ã Think about the internship cycle (see the internship handbook pacing 

guide and your program syllabus) and be prepared to make a plan with 

your mentor at the very beginning of the internship. 

Ã Attend Seminar I with the Holmes Center. 

Ã Read the internship handbook and your internship evaluation and ask 

clarifying questions. https://www.plymouth.edu/educator-preparation/internship-

teaching-overview  

Ã Visit or correspond to learn your mentorôs expectations, including arrival 

for the first day, professional dress requirements, first day plans, etc. 

Ã Ask your mentor teacher for curriculum resources and familiarize 

yourself with them. 

Ã Plan to take Praxis II  (and any other test/s required for your licensure). 

Ã Google yourself and consider going social media silent for the duration of 

the internship. 

 

Teacher Candidate Decision Point IV 

Ã TCAP 

Ã Midterm Evaluations - debrief with mentor and university supervisor 

Ã Seminar II attendance 

Ã Graduation application  

Ã Final Evaluations ï debrief with mentor and university supervisor 

Ã Seminar III attendance 

o  NH EDID# submitted to Holmes Center     

  

 

https://www.plymouth.edu/educator-preparation/internship-teaching-overview
https://www.plymouth.edu/educator-preparation/internship-teaching-overview
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Internship in Teaching Pacing Guide 

Throughout the Internship: Work in accordance with your mentor teacherôs contract hours. 

Schedule time to work with your mentor and on planning outside of contract ours. You should be available 
to serve duty with your mentor teacher, attend faculty/staff meetings and in-service events, and participate 
in other appropriate professional activities. 

Week  

Prior 
to Day 

1 

¶ Turn in completed mentor confirmation sheet to the Holmes Center. 

¶ Register for internship course (and seminar if applicable). 

¶ Complete background check requirements. 

¶ Attend Seminar I with the Holmes Center.  

¶ Review this handbook and your evaluation rubric. Ask questions! 

¶ Google yourself and consider going social media silent for the duration of the internship. 

¶ Plan for Praxis II (and any other tests required for your licensure). 

Weeks 
1ð2 

¶ Gather information on your placement school (i.e., handbooks, maps, schedules, discipline 
policy, special education services and procedures). Get to know your way around. 

¶ Familiarize yourself with available district and community resources. 

¶ Meet with the mentor teacher and plan for gradual exchange of teaching responsibilities. 

¶ Meet with university supervisor and arrange a time with the university supervisor to meet the 
mentor teacher, principal and special educators and support personnel on site. Schedule 
observation/s. 

¶ Set competency-based goals to be met by the midterm (see the evaluation rubric). 

Weeks 
3ð4 

¶ Discuss assessment practices with your mentor teacher. Assist the mentor teacher with current 
assessment efforts. 

¶ Be prepared to explain and answer questions regarding lesson plans and lessons observed. 
See ñReflection Questions for Self-Evaluation of Teachingò (handbook Appendix G). 

¶ Begin co-planning and be sure you, your mentor teacher, and your university supervisor make 
a plan to ensure you have opportunities to demonstrate all of the competencies described on 
your evaluation form. 

¶ Begin using a plan book for all lessons, regardless of lead teacher, and decide with mentor 
on a format for formally written lesson plans. 

Weeks 
5ð6 

¶ Be sure to participate in at least one staff development/professional learning activity.  

¶ Review mid-term evaluation with your mentor teacher and university supervisor. 

Weeks 
7ð8 

¶ Review previous goals and set new competency-based goals to be accomplished by the 
end of the internship. 

¶ Confer regularly with your mentor teacher regarding your performance, lesson planning and 
other appropriate topics. 

¶ Continue to assume additional responsibilities as appropriate. 

Weeks  
9ð12 

¶ Enjoy your lead teaching opportunity! 

¶ Request letters of recommendation. 

¶ Arrange for gradual transition of class(es) back to mentor teacher. 

¶ Attend Seminar II. This is a requirement. 

Week  
13-14 

¶ Review final evaluation with your mentor teacher and university supervisor. 

¶ Attend Seminar III. This is a requirement. 
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Orientation to the School & Classroom 

As is also the case with new teachers, it is important for the intern to become oriented with 

school policies and procedures and the workings of the assigned classroom(s) as soon as 

possible. Orientation might include a tour of the school, a discussion of the role of various 

personnel in the school, an overview of available equipment and its use, and introductions to 

persons important to the intern's success during the internship (such as administrators, office 

personnel and media, and counseling staff).* 

TOPICS FOR SCHOOL ORIENTATION PERSONAL NOTES 

Library: Introduce yourself. What are the hours? What 
policies are employed in the library? What access do 
students have to the library during school hours? How can 
you make use of the services of the library and the librarian 
as a support for your teaching? 

 

Nurse: Introduce yourself. What are nurseôs duties? How 
often is the nurse available (especially if nurse travels 
between schools)? What services are provided to students, 
i.e. eye exams, dental checks, etc.? Know the accident 
policy. 

 

Guidance: Introduce yourself. What services are provided to 
students? What access do students have to the guidance 
counselor during school hours? How can you make use of 
the services of the guidance counselor as a support for your 
teaching? 

 

Special Needs/Resource Room: Introduce yourself. Make 
sure that you are aware of those students in your classes 
who receive services. How can you and the special 
education professional support each otherôs work with your 
student(s)? 

 

Technology: Is there a separate computer lab/technology 
facility in the school? What systems and system software are 
available? What is the accessibility for students, for faculty 
and staff? How can you make use of the technology services 
as a support for your teaching? 

 

Lunchroom: How many lunch periods? What types of lunch 
service are available? Do they serve breakfast for students? 
What school policies govern students while they are in the 
lunchroom? How do you, as an Intern, get a lunch? 

 

Administrative Offices: Introduce yourself to Administrators 
and administrative staff. Be aware of the roles of each of the 
Administrators. Discuss how these individuals support the 
teacher. Request copies of student and faculty handbooks, 
school policy manuals (if they are available to teachers), 
parent handbooks, bell schedule, school calendar, etc. 

 

*This chart is provided for the internôs use.  It does not need to be turned in.  
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The mentor teacher and the intern should schedule a time to establish school-related expectations 

during the observation/orientation period.* 

TOPICS FOR CLASSROOM ORIENTATION PERSONAL NOTES 

Dates/Times: for practicum periods, midterm exams, school 
vacations, holidays, daily time schedules, standardized 
testing periods, etc. 

 

Clarification of school policies and Intern involvement: 
general discipline, record keeping, emergency procedures, 
homeroom, lunchroom, study hall, bus duty, library, 
availability of student and faculty handbooks.  

 

Clarification of classroom procedures: classroom 
management, housekeeping, bulletin boards, clerical duties, 
recess, etc. 

 

Accessibility of services: equipment, technology, duplication 
services, materials and supplies, faculty workrooms, faculty 
lunchroom, etc. 

 

Extra-Curricular Activities: field trips, clubs, school activities, 
tutoring, etc. 

 

Meetings: parent conferences and working with families, 
staff development activities, faculty and/or department 
meetings, etc. 

 

Subject matter to be taught: what areas or grade levels, 
when will instructional responsibilities be assumed, what 
curriculum guides, texts, etc.? 

 

Planning: additional requirements for lesson plans/units, 
plan book, etc. 

 

Meeting Diverse Student Needs: students with learning 
disabilities, physical or emotional handicaps, ESL/bilingual 
students, access to IEPs, communication with support 
personnel. 

 

Instruction: grouping techniques, teaching strategies for 
individualization, whole class instruction, use of technology. 

 

Student Evaluation: homework/grades, grading papers, 
keeping grades and records, etc. 

 

Communication: Intern and mentor teacher conferencing 
schedule, procedures for addressing problems, etc. 

 

Scheduling a Daily Conference Time: the best time for you 
to meet with your Mentor Teacher. 

 

Professional Commitment: absence-reporting procedure, 
make up schedule, no-school notification, etc. 

 

*This chart is provided for the internôs use.  It does not need to be turned in. 
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Intern  Responsibilities Throughout the Internship 

Ã Attend meetings with your mentor teacher and university supervisor.  

Ã Co-construct an evolving schedule with your mentor that encourages your active involvement 
throughout each day (e.g., teaching, observing, debriefing, finding resources).  

Ã Use the program evaluation rubric to set competency-based goals to be accomplished by 
midterm and again by the end of the internship. 

Ã Create lesson plans using Universal Based Design Lesson Plan considerations (see handbook 
Appendix E and program syllabus). Write formal lesson plans before lessons are taught as 
required by your mentor teacher and university supervisor and submit them when expected. 
Written reflections may be required as well. Appendix F lists suggested reflection 
considerations. 

Ã Expect to be observed formally by the mentor teacher. Informal observations and feedback will 
occur daily. Be prepared to debrief and reflect frequently. 

Ã Expect to be observed formally by your university supervisor at least four times during the 
semester. 

Ã Participate in post-observation feedback sessions with the university supervisor and your 
mentor teacher.  

Ã Be open to the objective, formative, constructive, and honest feedback you will receive. 
Examine and implement suggested changes. Take risks and challenge yourself.  

Ã Pre-plan for your lead teaching experience. Expect a large degree of autonomy; however, you 
should still review your lesson plans (kept in plan book) with your mentor teacher and expect to 
be observed and to co-teach.   

Ã Integrate the arts, health, and physical education into the classroom. (This is required at the 
elementary level and is encouraged at the secondary level.)  

Ã Explore and reflect on aspects of diversity and multicultural perspectives. Develop best-practice 
strategies for classroom management and discipline.  

Ã Observe other teachers, interns, and teachers with specific areas of expertise (English Language 
Learners, exceptional learners, multicultural perspectives, etc.). Observe teachers in other 
schools.  

Ã Attend Seminar II and Seminar III (both mandatory) as well as optional offerings such as 
resume workshop, lesson planning workshop, job fair, etc. 
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Lesson Planning Resources 

UDL Guidelines 
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UDL Lesson Design: Step-by-step Planner 
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