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UNIVERSITY
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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 facuitygntorsuniversity supervisors, school
district partners, the state departmeneddicatiofNH DOE), andother agencies to maximize

the learning experiences ioterns recommends interns for teaching licensure in NH.

Intern: as an intern, the teacher candidateks under the direct supervision of the mentor;
sharesstudents and classroom with the mentors&skand listens to mentor for advice,

feedback, and wisdom; plans and implements lessons utilizing a scaffole¢edchong

relationship with the mentor; builds rapport with students and teaches responsivajy, u

formative and summative assessments to inform practice; works reflectively on personal goals
aspiring for best practice in @bucatocompetencies and doesnét hesitate
the mentor, the university supervisor, and the Holmes Ceé®gersectionl he Intern, for more
information.

Mentor (cooperating teacher3hares space and students with the iraachassumes the primary

role in assisting the intern to become a cetapt, creative professionalrovides pedagogical

and content knowledge; plans and implements lessons utilizing a scaffoldedching

relationship; provides feedback, support, and encouragement; completes-teenméahd end

of-term evaluations on Bastreamand shares them with theintern and doesndt hesi
out to the university supervisor and/or Holmes Center for questions and coentsing is

essentiato teacher developmergee section’he 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 encourageras well as pedagogical and content

knowledge taheintern; 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 riierm and enaf-term evaluations on Taskstreamd shares them
withtheintern and doesndét hesitate to reach out to
concernsSee sectionrhe University Supervisor, for more information.
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Interns will differ as to the pace of progressiamg 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 schedulr acclimating to the placement, lhbe Internship Calendar, theacing guide

in this handbook Appendix C), andin theinternshipsyllabusyou receivewill assist in

planning. The goal i® bein a position of fultime leadteaching for as long as possiljé least

two weeks)while receivingcoachingirom thementorteacher through eo-teaching model. See
Appendix A for a coteaching infographic and the link to a training videoaddition,

Appendix E is a useful checklist of the following requirements.

The Internship in Teaching is tleeux of Decision Point I\Vfor the PSU Holmes Center Road to
Certification For more information,n addition to the following pages this section, see the
Decision Point IV Checklish Appendix B, the Holmes Centevebsite pag&oadto Teacher
Certificationand the teacher candidate handisofak undergraduate students and for graduate
students

Seminar I: Preparing for the Internship

This seminar takes platefore or in the early days of the Internship in Teaching. In fact, it is
considered part of Decision Point IThe Holmes Center will host a meeting to explain the ins
and outf your internship. Mentors and University Supervisors will experienceasimiaterial
in their internship overview and training sessions. Seminar | includes:

U Overview of your internship calendar including ddtasevents such as resume
workshopping, Seminar I, and Seminar Il

Overview of the Internship in Teaching policies dnid handbook

Review of the Evaluation Competencies Rubric for your program
Co-teaching training

Lesson planning expectations and guidance

U Review of the NH Codes of Conduct & Ethics

Getting Started Developinga Collaborative Classroom

The intern and the mentor teacher develop a collaborative, professional team to establish the
classroom as a positive learning commu(sgeAppendix D for suggesons). This includes

makinga plantogetherfor integrating the intern as a partner teacher in the classtatems
engage i n Al ear nvorktg mastgr camtent and) pedagagyngtthe prggram
evaluationrubric (seeAppendix N for program specific linksjo set competency goals.
Understanding the thinking and reasoning behind the many varied decisions teachers must make
throughout the dais a critical obgctive.Interns engage in active listening to thentor

teaches At hi nki ng o learnptoaesses@nd procedomesbetaxt Thraugh a
well-developed relationship, interase encouraged task how and why specific structures are
designed.

cCccc
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Guided Leadership & Lead Teachingi The Bulk of the Internship

The internmovesinto an active leadership role with close guidance and continutghcbing

support from the mentor teach@ientor responsibilities are explained in the Mentor section on
page 13 and listed inAppendix H.) The intern will begin orchestrating multiple classroom
demands while continuing to discuss processes and procedures with the mentor teacher. The
intern sees the menttwacher as a coagthoassumea r ol e gyf O0faskiogithe
guestions about plans and strategigse intern engages purposefulisk-taking without fear of

judgement ofailure.

T
T
T

T

= =4

T
il

Activitiesluring this phaselude, but are not limited to:

Utilizing therogranevaluation rubric to set atemzy goals
Planningmplemeirtg, and reflectingedfective teaching strategies
Building a repertoirefééctive classroom management techniques for use
during the transitiotetdteaching

Obsemngand wolkgto understandtiree nt or t eacher 6s
strategies that address differenéatiaimsing formative and summative
assessments to inform instruction

Engaging in discoupssed on formative and summative observations
Usngfeedback frothementrteacheand personal reflec{sse
suggestions Appendix G) to informoth professiompals and teaching
plans

Looking ahead toward the future

Draftingesume and atteémgiSeminaki

SeeAppendix E for a more indepth list of intern responsibilitiekiterns gradually assume the

position of lead teachésee the internship syllabus or the pacing guidedpendix C for

pacingguidelines) This does not mean the mentor teacher is relinquishing responsibility but
rathera shift in whohasthe lead rolelnterns will utilize their plan books and should only need

thoroughly written leson plans when they are to be formally obsefgegLesson Plans

section below)The mentor teacher contiras® guide, coach, cteach, and observe, providing

feedbackas often apossible

T
T

= =4

Activitiem this phadaclude, but are not limited to:

Leadeaching fdilme

Usgngeffective differentiation strategiesmative and formative
assessments, as well as relationships with studentplamingand
implemeation olessons

Utilizing theentor teacher to assist with small groups and indivigluals
various cteaching models

Reflecting @ompeteary goal progress aymdwtlas a teachevith feedback
based upon multiple data sources such as observations and student
assessments

Continuing with ongalisgoursabout planning and teaching
Initiativéorexplong collaboraigand experimemywithinnovative ideas

Internship in Teaching Handboolkergion8.2023



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. fdehowever,
sper courtless hours over their years of teaching, considering coremiculum requirements,
best practicpedagogyand thedevelopmental and individuakeds of their student§hey have
developedand continue to enhandeeir own effectiveplanning and teaahg skills.

That kind of experienceakes time. Thereforen ithe beginninginternsare expectetb write
detailed lesson plarier the lessons they are teachikiversal Design for Learning Lesso
resourceprovide guideline forthe factors that should be considered during lesson plans (see
Appendix F). Lessonplans should be submitted to tmentor teacher for approval the day
beforea lesson will be taughRatiorale forthis requiremenincludes:

1 Intentionally consider all factors of the planning process.

f Gain fimuscl e mevadually,dhe gracess willdbécome ingrained and
formally written plans will no longer be necessary.

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

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

The intern andhte mentor teacher, determitogetherthe format for written plans thatill best
meet their need&.g.,outline form, table form, etg.)nterns are encouraged to try different
formats to find one that best suits their learning and planning styl@spossible lesson plan
formats are includedt the end oRppendix F.

In addition, interns are expected to keep a plan book in a format of their ochggedditional,

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

t he mentor t eacheriny®devebgah effdctiva method thatesuits tveir r k
own style and need$he plan book should be tpeimarytool for recordingplars by the time

the intern is engaged in lead teaching; thoroughly written lesson plans should not be necessary
unlessa lessonis to be famally observed.

Seminar Il: Preparing for Employment

This seminar takes placiiring the internshigsee the calendar for your internship semester for
the exact dategnd is considered an excused absence from your placement. Like all seminars,
this seminais requiredThe purpose of this seminar is for interns to learn about the hiring
process for educators. It is an opportunityifiierns to meet NH administratordo will share

their expectations aratlvice forapplications, resumes, cover letters, ardrviews.Interns will
dress professionally for this networking experience.

Performance Evaluations

Interns are in a constant state of reflection andeselfuation as they worloward competency
growthfor best practicevhile workingfor 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. Sgpendix F for lesson planningesourcesind
Appendix G for sample reflection questions addition, interns use the evaluation rubric to set
and work towarccompetencybased gals

Internship in Teaching Handboolkergion8.2023 9



Evaluation of interns is an important component of the teacher education program and is a
rigorous multidimensional proces3he formula for the calculation of the final grade for the
internshipvaries by programlhecompetencydomains dintern evaluatioafor all programs
(seeAppendix N for programspecificrubric links)are:

1 Pedagogy 1 Professionalism

1 Classroom Atmosphere 1 Content and’eaching

1 Reflective Practice

Interns receive both formative and summative feedback throughout the internship. Formative and
summative assessmeardre used by mentor teachers, university supervisors, the Holmes Center,
and program faculty to evaluate progress toward competenci

Midterm and Final Evaluations

The mentor teacher and university supervisor complete midterm and final evaluations using a
programcentered rubrithatcan be found on thdolmes Center Internship in Teaching

Overview pageinderinternship Evaluation Forn(seeprogramspecificrubriclinks in

Appendix N). Taskstream is a cloudbased softwarthathas been integrated wi@anvas so
faculty and students carse these tools cohesively. Menteachers andniversity supervisors

will receive awelcome email for logging into Taskstream to complete the evaluaSees.
Appendix K.1 for a Taskstreartog-in guide.Contact the Holmes Center for technical assistance
with Taskstream.

NH TCAP

New Hampshire TCAP requir@sternsto demonstrate strategies they will use to make learning
accessible to thestudentsThis entailsexplairing the thinking underlying teaching decisions

and analying strategies ugkto teach3-5 lessons to one set of studemtgernsexamine the

effects of their instructional ddBRisppjectisnd tea
an opportunity to work on competency goals

The TCAP Strands

I. Contextualizing Learners & Learning
[I. Planning & Preparing
[ll. Instructing Students & Supporting Learning
IV. Assessing Student Learning
V. Reflecting & Growing Professionally
VI. Using academitanguage

Candi datesd6 Performance Across Strands

1 Establishing instructional focus 1 Using feedback to promote learning

1 Making content accessible 1 Using assessment to inform teaching

1 Designing assessments 1 Monitoring student progress

1 Engaging students in learning 1 Reflecting on learning

1 Monitoring student learning 1 Understanding language demands

1 Analyzing student work fDevel oping studentsd ac

Seminarcourseinstructos provide guidance and chunking recommendations for this project. It is
strongly recommended thiaternsfollow thei nst ruct or 6s suggested dead
a useful tool for growth as a professional as well as a portfolio to share withgiresgenployers.

For moreTCAP overviewinformation, seé\ppendix L.
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Winding Down & Learning from the Larger Community

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

lead teaching, this can be a time of extensive professional growth. Whiteettierteacher

transitions back into the lead teaching role, the intern continues to engage with the learners in the
classroom as well as throughoue tschool. The mentor teacterdadministratorc€ansuggest
otherexemplaryteacherdo observen varied contextsThrough 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 ithiern

Seminar Il : Internship Wrap -up & Licensure Requirements

This seminar happens the day following the $a$teduled day of the internsl{gee the calendar

for your internship semester for the exact dafteg Holmes Center will hosin 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 explasedll the
teacher candidateb6s role after recommendati on.

The New Hampshire Department of Education applicatdhbe reviewed duringseminadll .
Information is also availablen the Holmes CentéiH Licensure Requiremerpage as well as the
NH DOE NH Approved Educator Preparatidfrogram Recommendatiggage. An internwho
desiredicensurein another state shoutntactthe Holmes Center and tH2epartment of
Educationof the particular state

pd

001 ZAOOQEIT 1T Al EOI
Standards of Conduct& Ethics

Internsare obligated to meet all die following conduct and disciplinary standards throughout
their participation in the internship:

U The host school rules regarding lesson planning, assessment, attendance, professional
demeanor, etc.;

U The role of the interasdescribedn this handbook;

U The competency expectations as outlined on the internship evaluatran (links in
Appendix N);

U TheNH Codes of Conduct & Ethics for Educatéfgopendix M);

U The PSU Code of Student Conduct.

Abiding by Protocols of the Host School

Theinternshould become familiar with and abide by the s t  sestédiblisied @ratocols,
including, but not limited to safety issues; emergency procedures; entering and exiting school
property; communication with school personnel, homes, families and commusoies; media;
and field trips and special events.

Internship in Teaching Handboolersion8.2023 11
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Appropri ate Attire and Appearance

The policies and culture of each individual school and/or district and the nature of the instructional
activities defineappropriatedress and groomingt s the nterrd s r e s p obecoméfanliliart y t o
wi t h the saidnoforfadully agpeapaeeadmaintain standards of dress and

appearance. Interns should have a general discussion on choices of attire mehttréeacher

prior to the first day of the experiendeternsare expected tweart hei r s (ffissued)ays | D
thar PSU IDwhile on school property.

Attendance

Interns have an obligation to be consistent and punctual in attentt#eces should be in their
assignectlassroomat the time designated by theientor teacheischool principal, and university
supervisorBest practice i®nly possible withpreparation outside of school houesmd nterns

expect tospend time before and/or after schplainningboth with the mentor teacher and
independentlevery daylnterns ae expectedo attend all workdays, eervice daysand
professional developmedtys with thementor teacheln addition, students are expected to attend
seminars provided by the Holmes Centard any internship absence due to tlseseinars will be
excused.

It is expected that interns willot miss any days during the internship experieicg up to three
absencemay be excusedbsence for even part of a day counts as one abs¢eséenuating
circumstancearise, the intern must notify tlreentorteachemnduniversity supervisoas early as
possibleln 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 Universiynid assume any
responsibility or liability for travel expenses related to field experiences.

Confidentiality

Teachers and other educatiprofessionals 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, andinteresare
encouraged to askugstions regarding confidentiality policiasthe host school.
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4 (% -%. 4/ 2 4% #( %2

Thank you for welcoming a Plymouth State University undergraduate/gradtexteinto your

classroom to complethelnternship in Teachingfou ar e an i ntegr al part
teamwhich directly includes a university supervisor, the clinical coordinator and whole Holmes

Center teamas well agprogram facultyThe purposeof this team is ta@ollaborativelyfacilitate the

growth and success of the intektentor teachersareencd aged t o contact the
supervisor, programoordinatoy andor the Holmes Center (ség@pendix 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 far suppor

As amentorteacher, you are one of thet er n6s mo st i Yopfanctioraas #doache s o ur
to yourintern and provide regular positive feedback, construd@eiefing and meaningful

suggestions to improve teaching. Your active involvemeessentiato a successfulnternship in

Teaching experience.

Previousmentorshave indicatedhat achecklistof expectationss helpful and one is provided in
this handbookAppendix 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 attentt#eces should be in their
assignedlassroonat the time designated by thaientor teacherBest practice ignly possible

with preparation outside of school houasd nternsare expected tepend time before and/or after
schoolplanningboth with the mentor teacher aimdlependentlyevery day. Interns are expected to
attend all vorkdays, inservice days, and professional developnuayss with thanentor teacher

In addition, students are expectecattend seminars provided by the Holmes Center, and any
internship absence due to these seminars will be excused.

It is expected that interns willot miss any days during the internship experieiecg up to three
absences may be excusétbsence for even part of a day counts as one abséreséenuating
circumstancearise, the intern must notify tlreentor teacheanduniversity supervisoas early as
possible. In case of excessive or unexcused absences, the intern may be removed from t
placementNotify 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, professiondhtgamil enrich the

positive learning communitgf the clasom This includesnakinga plantogetherfor integrating

the intern as a partner teacher in the classrawterns will differ as to the pace of progression, and
all phases of the internship (orientation, observatiorigyaation, and teaching) should be

carefully planned and take place through a gradual phasiperiod 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 gdie inAppendix C andin the internship syllabus serve as guides to assist in
planning. The goal i®r the internto bein a position of fultime lead teaching for at least two

weeks while eceiving guidance and support from the mentor teacher thiamgaching See
Appendix A for a coeteaching infographic and the link to a training video.
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Il nterns engage in Alearning by doingo as they

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

be a critical objective. I nterns shoul d engage
out |l oudod in order to | earn proc-devegdopesss and pr oc
relationship, interns are encouraged to ask how and whyfispstoiictures 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 consideredidng lesson plans (séependix 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 incldes:

1 Intentionally consider all factors of the planning process.

f Gain Amuscle memoryo so that, eventwually, t
written plans will no longer be necessary.

Envision the lesson and determine specific planning aquressto 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 | experience? How long did each
segment take? What will | do differently neéxhe?

T
T

Together, lhe intern and the mentor teacloan determine the format for written plans that will best
meet their need®(g.,outline form, table form, etc.); interns are encouraged to try different
formats to find one that best suits their learning planning styles.

In addition, interns are expected to keep a plan book in a format of their ochggedditional, in

a digital document, on a lesson plan site, etc.). It is suggested that interns begin this by trying the
ment or t e ac htendvark tordevelbpoad effactivd method that suits their own style
and needsThe 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 #slasberiormally
observed.

Performance Evaluatiors

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 thenternship. The domains of intern evaluation are:

1 Pedagogy 1 Professionalism

1 Classroom Atmosphere I Content and Teaching
1 Reflective Practice

Interns are in a constant state of reflection andeselfuation as they work towgicompetency
growth for best practice while working for and with students. Keeping a journal and/or a list of
guestions for the mentor, university supervisor, program advisor, the Holmes Center, and/or for
further research is highly encouraged. Sppendix F for Universal Design for Learning
resourceaindAppendix G for sample reflection questions addition, interns use the evaluation
rubric to set and work toward competeriidsed goaldnterns receive both formative and
summative feedback throughout the internsfigom themertor teacher, university supervisor, the
Holmes Center, and program faculty to evaluate progress toward competencies.
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Prior to Midterm :

1 Accessheevaluation in Taskstrearfsee guide il\ppendix K.2)

1 Establish weekly planning tinrschedule.

1 Assist intern irusing the pacing guide (sé@pendix C) and/or internship syllabusr
semester planning

1 Become familiar with thevaluationrubric competenciegsee prograrspecific links in
Appendix N) and collect data that shows understanding of these competencies.

1 Help the intern set competenbyased goals to accomplish by tha&lterm andacilitate
ongoing feedback for reflection and growth

1 Engage in professiondiscourse with your intern regarding all aspects teacldag.
Appendix F for Universal Design for Learning resourasl Appendix G for sample
reflection questions

1 Complete observations with a pend posiconference for each. Provide oral and written
feedback to the interfseeAppendix | for a sample observation record formResources
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 contirleadidng

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

while continuing to discuss processes and procedures with themteaather. The mentor teacher
serving as a coach should assume a role of #fAceL
strategies while providing opportunities for rtgkking without fear of failureSeea list of

activitieson page 8 of the section, The Intern.

Formal Evaluations

The mentor teacher and university supervisor complete midterm and final evaluations using a
programcentered rubric that can be found ontl@mes Center Internship in Teaching Overview
pageunderinternship Evaluation Forn{see prograrspecific links inAppendix N). Taskstream

is a cloudbased software that has been integrated with Canvas, so faculty and students can use
these tools cohesively. Mentor teachers and university supervisors will receive a wetoaiier
logging into Taskstream to complete the evaluations Ageendix K.2 for a Taskstream guide.

The Internship calendéists the midterm and final evaluation windowontact the Holmes Center
for technical support.

During the Midterm Evaluation Window

1 Completethe midterminternshipevaluation(programspecific links inAppendix N).

91 Debrief/review the midterm evaluation with timeernand university supervisor.

1 Submitthe mdtermevaluation inTaskstreanfguide inAppendix K.2).

1 Helpthe internreview previous goals arstnewcompetencybased goalt accomplish
by the endf the internship

Internship in Teaching Handboolersion8.2023 15


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

Lead Teaching

Interns gradually assume the position of lead teadeer the internship syllabus or the pacing
guide inAppendix C for pacingguidelines) This does not mean the mentor teacher is
relinquishing responsibility, but it is more a shift in who has the leadirdkrns will utilize their
plan booksand should only need thoroughly written lesson plans \tenare to be formally
observedThe mentor teacher continues to guide, coachieaoh, and observe, providing feedback
as often as possibl&ee a list oéctivities onpage 8 in the sectionThe Intern.

Between Midterm and Final Evaluation

As the interrgradually assungthe position of lead teacheéhe mentor teaches notrelinquishing
responsibity. Rather a shift in who is taking the lead rotecurs

1 Continue to guide, coach, teach, and observe your intern, providing feedback and
engaging in professional discourse whenever possible.

1 Complete formative observations with a{aeadpostconference for each. Provide oral and
written feedback to the intern. Focus observationsamnpetencygoals documented on
observation recordg\ppendix ).

1 Encourage initiativéor exploration and experimentation with new ideas.

During Final Evaluation Window & Upon Completion

1 Completethefinal internship evaluatiorfprogramspecific links inAppendix N).
1 Debrieffeview the final evaluation with theternand university supervisor
1 Submitfinal evaluation inTaskstreanfguide inAppendix K.2).

Internship in Teaching Handboolersion8.2023 16


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

4 (% 5. )6%23)49 350%26) 3/ 2

Thank you for king a university supervisor for the Holmes Center for School Partnerships and
EducatorPreparation at Plymouth State Universityau are anmportantp ar t of your i nt
support team which directly includdse mentor teachethe clinical coordinator and whole

Holmes Center team, and program faculty. phgoseof this team is to collaboratively facilitate

the growth and success of the intern.

The university supervi sor O0meetmgcompetwiestateadn i s th
licensure. The university supervisor checks in with the intern and mentor tesatiextules and

completesat least fouformal observations of the intern, and communicates with the Holmes

Center angbrogramfaculty. Think of yourself ag coach for the interas well as diaison between
thementorpartner school and the universiBeveloping a professional relationship between

yourself, the internandthe mentoris importantin the first weeks.

The intern and the mentor teacher deped 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) andmiifigl

with the mentor teachearly in the internshiplhere is no required schedule for acclimating

interns to the placement, but the pacing guidégpendix C and the internship syllabserve as

guides to assist in planningollowing a gradual phasinm period that is specific to the needs of

the intern and the settinthe goal is for the intern to be in a position of futhe lead teaching for

at least two weeks while receiving gunda and support from the mentor teacher thraugh

teaching SeeAppendix A for a coteaching infographic and the link to a training video.

|l nterns engage i n il eamasterecaptenand padagogygUndeestandingh e y
the thinking and reasoning behind the many varied decisions teachers must make throughout the
day wi |l | be a critical objective. Il nterns shot
Athinkidg omtodl der to | earn processedevelappdd pr oc
relationships, interns are encouraged to ask how and why specific structures are designed.

It is expected that interns willot miss any days during the internship experieiecg up to three
absences may be excus@dbsence for even part of a day counts as one abdéegéenuating
circumstancearise, the intern must notify tlreentor teacheanduniversity supervisoas earlyas
possible. In case of excessive or unexcused absences, the intern may be removed from the
placementNotify the clinical coordinator at the Holmes Center as soon as possible if attendance is
an issue.

University supervisors are encouraged to cortestlinical coordinator at thelolmes Center or

t he | nt e rcooidmatofsead\mpendixiN for a contact listat any time during the
semester with questions and concerns and to regosstvations and/or visits. It is not necessary,
nor recommended to wait until the midterm evaluation to reach out for support for the intern.

Previousuniversity supervisorgave indicatedhat achecklistof expectationss helpful and one is
provided n this handbookAppendix 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 detddssbn 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 fseendix 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:

1 Intentionally consider all factors of the planning process.

! Gai n fAmuscl ethamevantually, the psoocess will become ingrained and formally
written plans will no longer be necessary.

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

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

The intern and the mentor teacher, determine together the format for writtenhpliawiltbest
meet their need®(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 othiwece €.g.,traditional, in

a digital document, on a lesson plan site, etc.). It is suggested that interns begin this by trying the
ment or teacherds method and then work to devel
and needs. The plan boskould be the tool for planning by the time the intern is engaged in lead
teaching; thoroughly written lesson plans should not be necessary unless slasberformally

observed.

Performance Evaluatiors

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 evaluatien

1 Pedagogy 1 Professionalism
1 Classroom Atmosphere 1 Content and Teaching
1 Reflective Practice

Interns are in a constant state of reflection andesalfuation as they work toward competency
growth for best practice whileavking for and with students. Keeping a journal and/or a list of
guestions for the mentor, university supervisor, program advisor, the Holmes Center, and/or for
further research is highly encouraged. Sependix F for Universal Design for Learning
resourceandAppendix G for sample reflection questions addition, interns use the

evaluation rubric to set and work toward qmetencybased 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 mator teacher and university supervisor complete midterm and final evaluations using a
programcentered rubric that can be found on w@mes Center Internship in Tdang
Overview pagenderinternship Evaluation Forn(seeAppendix N for programspecific links
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). Taskstream is a clodoiased 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 evahsatSeé\ppendix K.2 for a
Taskstream guide.

Prior to Midterm :

1 AccessTaskstrean{see guide sheet ippendix K.2).

1 Reviewtheevaluation forn(see progranrspecific links inAppendix N) and collect data

that shows competenpperformance.

Help the intern set competenbgsed goals taccomplish by the midterm.

Check inregularlywith theintern and mentareacher andommunicate with the Holmes

Center as needed

1 Schedule and completeo formal observationgocusing on the domains of the
evaluationwith a pre and postconference foeach

)l
)l

o Collect formal lesson plarfeom the intern Resources for planning with Universal
Design for Learning consideratioase located i\ppendix F.

o Provide oral and written feedbackttee intern(seeAppendix | for asample
documentation form

During the Midterm Evaluation Window

1 Completethe miderminternship evaluatiorfprogramspecific links inAppendix N).

91 Debrief/review the midterm evaluation with timern, and check in with the mentor
1 Submit final evaluation ifaskstreanfguide inAppendix K.2).
1

Help the intermmreview previous goals arsgtnewcompetencybased goals to accomplish
by theend of the internship.

Between Midterm and Final Evaluation

1 Schedule and completeo formal observations with a preand posiconference for eagh
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 providechimendix F.

o Provide oral and written feedback to the inteseeAppendix | for a sample
observation form)

1 Check in with intern and mentor teacha&nd commaoicate with the Holmes Center as
needed.

During the Final Evaluation Window & Upon Completion:

1 Completethefinal internship evaluatiorfprogramspecific links inAppendix N).
1 Debrief/review the final evaluation with tireternand the mentor
1 Submitfinal evaluation inTaskstreanfguide inAppendix K.2).
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Internship Team Communication

The Holmes Centas dedicated tdacilitating the success of all interr@pen and frequent
communication among the intementor teacheuniversitysupervisoy program coordinator,

and the Holmes Centes the key to a successful internship experieBeeAppendix N for a
contact listWhen this professional team maintains high levels of effective communication,
interngrowth ismaximized,and problems are minimize@he 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 intemh Isbaigcussed

with themby thementor teacheandshared witlthe university supervisor and théolmes

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

Focus Plan

If concerns lingetthe Holmes Centeandthe program coordinator will collaborato develop a
focusplan supportdocument for the interrzocus pansinform the intern oireas of
concentratiorandspecificexpectationsnd providea time frame for improvement

Removal From Internship

As dated above in the Intesection,Standards of Conduct and Ethics. internsare expected
to adhere to all of the following:

U The host school rules regarding lesson planning, assessment, attendance, professional
demeanoretc.

Therole of the interrasdescribedn this handbook

The competencexpectationsis outlined on the internship evaluation form

TheNH Codes ofConduct & Ethicdor EducatorgAppendix M of this handbogk

U The PSU Code of Student Conduct.

Failure to adhere to any of these sets of expectatiot®r unsatisfactory performanaeer a
period of time may resul t nshpekpbrencat udent 6s r e

CARE Program

Through the use of a reporting tptie CARE form faculty, staff, students, and family members
are able to alert thBeanof StudentAffairs office when a student ay be in need or when they
may have experienced an emergency or significant incident impacting their ability to succeed
temporarily or long termin the campus environment.

c-CcCCc:

Withdrawal from Placement

There may be instances when a candidate wishes to withdraw from the internship. The decision
to withdraw is the studentds alone, but consu
and academic advisor is strongly encouraged.
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What Is Co-Teaching?

Co-Teaching is defined as two teachers

working together: sharing the planning,

organization, delivery, and assessment of
instruction as well as the physical space.

Why Co-Teaching?

reduced student/teacher ratio
enhanced ability to meet students’
needs

full use of mentor’s experience and
expertise

consistent classroom management
greater student participation and
engagement

enhanced collaboration skills
increased instructional options for
students

For more informatiomeadthis articlethat summarizes 6 models of-tzaching.
ReferenceAcademy forCo-Teachingand Collaboratiohe CeTeaching Foudational Workshop
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v

Meet your mentor and complete tmentor confirmation sheet Submit
the completed sheet to the Holmes Center.

Register for the internship cour&@nd seminar if applicable).
Completebackground checkrequirements foyour placement school.

Think aboutthe internship cycléseetheinternship handbook pacing
guide and yourprogram syllabus) and be prepared tnake a plan with
your mentor at the very beginning of the internship.

Attend Seminar | with the Holmes Center.

Read thenternship handbook andyour internship evaluation andask

clarifying questionshttps://www.plymouth.edu/educatpreparation/internship
teachingoverview

Visit or correspondo learnyour mentoré sxpectations including arrival
for the first day, professional dress requiremeiitst, day plans, etc.

Ask your mentor teacher f@urriculum resources and familiarize
yourself with them.

Plan to takePraxis Il (and any other test/s required for yowehsure).

Googleyourself ancconsider goingocial mediasilent for the duration o
the internship.

It v > Dt Dt >

TCAP
Midterm Evaluations - debrief with mentor and university supervisor
Seminar Il attendance
Graduation application
Final Evaluations T debrief with mentor and university supervisor
Seminar Il attendance

o NH EDID# submitted to Holmes Center
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Throughout the Internship: Work in accordance with yeuntote ac her 6 s contr act
Schedule time to weith your mentor and on planaoisgle of contract oiiau should be available

to serve duty with yoantoteacher, attend faculty/staff meetingssandade events, and participate

in other appropriate professamtiaities.

Week

1 Turn itompletedchentor confirmatgireet to the Holmes Center.
1 Register famternship cour&nd seminar if applicable)
Prior | Complete background check requirements
to Day| 1 Attend Seminar | with the Holmes.Center
1 |1 Review this handboaind your evaluation rubrigsk questions!
1 Googleyourself anzbnsider going social media silent for the duratiote wistip i
1 Plan for Praxigdhd any other tests required for your licensure).
1 Gather informationyomir placemestthool (i.e., handbooks, maps, schedules, discij
policy, special education services and procedures). Get to knaroyodr way
1 Familiarize yourself with available district and community resources
Weeks 1 Meet with theentoteacheandplan for graduaxchangef teaching responsibilities
162 | Meet withniversitgupervisor amdrange a time with timiversity supervismmeethe
mentor teacheqarincipal and special educators and support personSehaualsiee.
obsewation/s
1 Set competenelyased goals to be met by the midtésee the evaluation rubric).
1 Discuss assessment practices wittmgrdorteacher. Assist threntoiteacher with curre
assessment efforts.
1 Be prepared éxplain and answer questions regarding less@am¢iessons observed.
W SeeiReflection Questions forESgla | u at i o (mandbbok AppemdixiG). n g @
eeks . . : . .
231 1 Begin c@lanning arfsesure yOLyourr.n.entorteacherand younmversﬂysqpemsqmde
a plarto ensure you have opportunities to demahsifhiecompetenciedescribed or
your evaluation form.
1 Begin usingm@an booKor all lessonsregardless of lead teacher, and decide with n
on a format for formally written lesson plans.
Weeks 1 Be sue to participate in at least one staff development/professional learning actiy
536 |9 Reviewnidterm evaluatiowith youmentoteacher andniversitgupervisor.
1 Review previous goals andesgetcompetenelyased goals to be accomplished by thq
end of the internship
Weeks . . |
758 9 Confer regularlwlth yqurrentorteacher regarding your performance, lesson planni
other appropriate topics.
I Continue to assume additionalirsibjiities as appropriate.
1 Enjoy yodeadteachingopportunity!
Weekg 1 Request letters of recommendation
9012 | q Arrange for gradual transition of class(esnteatkteacher.
1 AttendBeminatl. This is a requirement.
Week | T Reviewiinal evaluatiowith youmentotteacher anghiversitgupervisor.
1314 | Attend Seminar Tlhis is a requirement.
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As is also the case with new teachers, it is important for the intern to becemidwith

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 discussighefole 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 FORCHOOL ORIENTATION PERSONAL NOTES

Library: Introduce yourself. What are the hours? WH
policies are employed in the library? What access d
students have to the library during school hours? H
you make use of the services of the filor#ing &brarian
as a support for your teaching?

Nur se: I ntroduce your se
often is the nurse available (especially if nurse trave
between schools)? What services are provided to st
i.e. eye exams, dental cheak®, ikhow the accident
policy.

Guidance: Introduce yourself. What services are prg
students? What access do students have to the gui
counselor during school hours? How can you make
the services of the guidance counselor as a suymuort
teaching?

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

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

Lunchroom: How many lunch periods? What types
service are available? Do they serve breakfast for s
What school policies govern students while they are
lunchroom? How do you, as an Intern, get a lunch?
Administrative Offices: Introduce yourself to Adminit
and administrative staff. Be aware of the roles of ed
Administrators. Discuss how these individuals supp
teacher. Request copies of student and faculty hang
school policy maals (if they are available to teachers
parent handbooks, bell schedule, school calendar, €

*This chart is provided for thaternd s u s e . I't does not need to be
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Thementorteater and théntern should schedule a time to establislosthelated expectations

during the observation/orientation period.

TOPICS FOBRLASSROOM ORIENTATION

PERSONAL NOTES

Dates/Times: for practicum periods, midterm exam
vacations, holidays, daily time schedules, standarg
testing periods, etc.

Clarification of school policies and Intern involvem¢
general discipline, record keeping, emergency pro
honeroom, lunchroom, study hall, bus duty, library,
availability of student and faculty handbooks.

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

Accessibility of services: eguipriechnology, duplical
services, materials and supplies, faculty workroom
lunchroom, etc.

ExtraCurriculactivities: field trips, clubs, school acl
tutoring, etc.

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

Subject matter to be taught: what areas or grade I¢
when will instructional responsibilities be assumed
curriculumuides, texts, etc.?

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

Meeting Diverse Student Needs: students with lea
disabilities, physical or emotional handicaps, ESL/
students, access to IEBsyMunication with support
personnel.

Instruction: grouping techniques, teaching strategie
individualization, whole class instruction, use of tec

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

Communication: Internragigtoteacher conferencing
schedule, procedures for addressing problems, etq

Scheduling a Daily Conference Time: the best tim¢
to meet with your Mentor Teacher.

Professional Commitment: absepoging procedure,

make up schedule;sahool notification, etc.

*This chart is provided for thaternrd s u s e .
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Attend meetings with yoentoteacher and university supervisor.

po]

p>]

Coconstruct an evolving schedtheyour mentbat encourages your active involvemg
throughout each day(teaching, observing, debriefing, finding resources).

A Use the program evaluation rubric to seeoogyased goals to be accomplished by
midterm and again by the end of the internship.

>

Creatdesson plans usidgiversal Based Design Lessocdtaiterations (see handbo
Appendi¥ and program syllapugrite formal lesson plagf®rdessons are taugist
required by your mentor teacher and university supesubonit them when expected.
Written reflections may be required d@spweilidix lists suggested reflection
considerations.

p]

Expect to be observed formally metiteteacher. Informal observations and feedbag
occur dailfge prepared debrief anckflect frequently.

p]

Expect to be observed formally by your university supervisor at least four times d{
semester.

P!

Participate in padiservation feedback sessions withivieesity pervisor and your
mentoteacher.

P!

Be open to the objectmenétive, constructive, and honest feedback you will receivg
Examine anohplement suggested changes. Take risks and challenge yourself.

p2!

Preplan for your lead teaching experience. Expect a large degree of autonomy; h
should still review ylesson plar(&ept iplan bogkvith your mentor teacher and expeq
be observed and teteach.

p2!

Integrate the grigealthand physical education into the classroom. (This is required
elementary level and is encouraged at the secondary level.)

p]

Explore and eft on aspects of diversity and multicultural perépeatiogsbeptactice
strategies for classroom management and discipline.

p]

Observe other teachers, interns, and teachers with specific areas of expertise (Ern
Learners, exceptional learners, multicultural perspectives, etc.). Observe teacher;
schools.

p]

Attendseminar Il and Semindbdith mandatory) adlae optional offerisgsh as
resume workshop, lesson planning workshop, job fair, etc
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UDL Guidelines

The Universal Deslgn for Learning Guldellnes

Provide multiple means of

Engagement

Affective Networks
The "WHY" of Learning

Provide options for
Recruiting Interest
=« Optimize individual choice and autonomy

+ Optimize relevance, value, and authenticity
+ Minimize threats and distractions

Access

Provide options for

Sustaining Effort & Persistence

* Heighten salience of goals and objectives

Build

» Foster collaboration and community
» Increase mastery-oriented feedback

Provide options for
Self Regulation

« Promote expectations and beliefs that
optimize motivation

« Facilitate personal coping skills and strategies

= Develop self-assessment and reflection

Internalize

Expert learners who are...

Goal

= Vary demands and resources to optimize challenge

Provide multiple means of

Representation

Recognition Networks
The “WHAT" of Learning

Provide options for

Perception

« Offer ways of customizing the display of information
& Offer alternatives for auditory information

« Offer alternatives for visual information

Provide options for

Language & Symbols

* Clarify vocabulary and symbols

* Clarify syntax and structure

+ Support decoding of text, mathematical notation,
and symbols

* Promote understanding across languages

* lllustrate through multiple media

Provide options for
Comprehension

« Activate or supply background knowledge

» Highlight patterns, critical features, big ideas,
and relationships

+ Guide information processing and visualization

s Maximize transfer and generalization

CAST | untillearning has nolimits

Provide multiple means of

Action & Expression

Strategic Networks
The "HOW" of Learning

Provide options for
Physical Action

« Vary the methods for response and navigation
+ Optimize access to tools and assistive technologies

Provide options for
Expression & Communication

* Use multple media for communication

* Use multiple tools for construction and composition

+ Build fluencies with graduated levels of support for
practice and performance

Provide options for
Executive Functions

» Guide appropriate goal-setting

+ Support planning and strategy development

« Fadlitate managing information and resources
«» Enhance capacity for monitoring progress

Purposeful & Motivated Resourceful & Knowledgeable Strategic & Goal-Directed

| ® CAST, Inc. 2018 | Suggested Citation: CAST (2018). Universal design for learning guidelines version 2.2 [graphic organizer]. Wakefield, MA: Author.
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UDL Lesson Design: Stegby-step Planner

Step 1: Proactively design

Analyze the lesson goal
Record what students will know, do, and care about in this Ask yourself or a planning
part of the lesson. (Think about the content they need to partner:
understand, group work there may be, and different skills in
the activity or task.) 0 s my goal clear
and specific?
[l Havelseparated
. . . the primary goal
Mext, decide on the primary goal for this part of the lesson. from the other
Craft a clear, specific goal for students to focus on. parts of the lesson?
Optional tool: Top 10 UDL Tips for Developing Goals
J
-
Anticipate variability: Engagement
What do you anticipate the range of student interest and Ask vourself or a plannin
effort will be for this part of the lesson? par‘t?‘ner: P °
1 Dothe design
strategies support
the learning goal?
What do you anticipate as barriers to student engagement?
1 Dothe design
strategies support
the range of my
What one or two design strategies can you include in your students’ interest,
lesson to increase engagement? effort, or self-
regulation?
Optional tool: Use CAST's UDL Engagement Guidelines to explore options for engagement.
Examples:
+ Choice boards to get students’ interest
- Options for collaboration to sustain effort
- Options for self or group reflection for self-regulation )
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-

Anticipate variability: Representation

What do you anticipate the range of student background
experience, vocabulary, and perception will be for this part
of the lesson?

What do you anticipate as barriers to student comprehension?

What one or two design strategies can you include in your
lesson to increase options for representation?

Optional tool: Use CAST's UDL Representation Guidelines to
learn more.
Examples:

Different ways of presenting directions
Clarifying vecabulary to support with language
Activating background knowledge to improve comprehension

Ask yourself or a planning
partner:

[ Do the design
strategies support
the learning goal?

[] Do the design
strategies support
the range of my
students’ perception,
language and symbol
knowledge, and
comprehension?
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