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INTRODUCTION

Field experiences are essential components in the UMHB Teacher preparation Program. While there are
usually field assignments in all teacher preparation courses, the major field experiences are provided through
the Internship. Thedid experience component is collaboratively planned by partners UMk

Cooperative Teacher Education Council (UMI@B EP), whichis the College of Education entity for the

delivery of the Teacher Preparation PrograutMHB-CTEPpartnerdnclude UMHBand area schodlistricts

as well as other related constituents

This handbook provides guidelines for the field experiences required of UMHB interns. Field experiences are
critical to the success of the Teacher Preparation Program. They are struchekpdarospective teachers see

the relationship between theory and practice. They allow students to observe master teachers, to develop
professional and personal strengths, and to acquire skills required of a teacher. The main purpose of the fiel
experence is to gain an understanding of the total school culture as it impacts students, families, teachers, ar
the community.

TEXAS EDUCATION AGENCY (TEA)
STATE BOARD of EDUCATOR CERTIFICATION (SBEC)
Learner-Centered Proficiencies

LEARNER-CENTERED KNOWLEBGE

The teacher possesses and draws on a rich knowledge base of content, pedagogy, and technology to provid
relevant and meaningful learning experiences for all students.

LEARNER-CENTERED INSTRUCTION

To create a learnarentered community, the teacherlabbratively identifies needs and plans, implements, and
assesses instruction using technology and other resources.

EQUITY IN EXCELLENCE FOR ALL LEARNERS
The teacher responds appropriately to diverse groups of learners.

LEARNER-CENTERED COMMUNICATION

While acting as an advocate for all students and the school, the teacher demonstrates effective professional
interpersonal communication skills.

LEARNER-CENTERED PROFESSIONAL DEVELOPMENT

The teacher, as a reflective practitioner dedicated to all stddenssuc cess, demonstrates
to improve the profession, and to maintain professional ethics and personal integrity.
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Partnership Statement

The Department of Education provides fibldsed experiences in a diverse, studentered envinement

where UMHB interns have caring mentors as role modehpitalizing on the strengths and skills of a
committed, knowledgeable staff, fiekkperiences help interns build collaborative relationships so that each
intern is challenged by and engagedjiawth possibilities contributing to their future success as educators.

Special Terms Used in the Handbook

Intern

Internship

Mentor Teacher

Pacing Guide

Partnership

Site

Site Professor

STEP

An intern is university student enrolled in the professional
education classes that precesfedent teaching.

An internshipis a field experience that is an integral part of pedagogy
courses taught at a public school site during semesters preceding student
teaching.

A mentor teacher is a public school teacher who guides the work of an
intern.

This set of documents includes verification of hours in the field
internships, as well as a variatrelevantactivities and evaluations.
Refer to each course syllabus for specific instructions.

A partnership is a commitment between a pubthool

and a university for the purpose of improving instruction and learning at
all levels.

Public school setting where internship takes place.

The site professor is a university professor teaching at alfeddd site.

An acronym for Successful Teaching Empowered by Partnerships, this
UMHB-specific program is a sequential framework of courses designed to

gradually move students through the content and pedagogy needed for
success in the classroom.

THE INTERNSHIP

Internship semesters precede student teaching in the Tda@pmaration Program at UMHBiversity
students attend the courses taught on a public school campus for a portion of the day, and they spend a
minimum number of hours per week working as an intath an assigned mentor teach&his experience
provides students with the opportunity to apply specifit@ot to the classroom settinghe STEP internship
occurs in public elementary and middle schools locatedwigaiB. Prior to the STEP Program, thrgern
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must have applied for admission to the Teacher Education Program and have proof opmfessibnal

liability insurance in order to participate in the internshipaddition, interns must satisyac h di st r i c
criminal history background chlecThesite professds) and buildingadministratiormake mentor teachers
assignmentsCollaboration between UMHB students, UMHB professors, meatmhersanddistrict
administratoraddressesxpectations and radef each member in an attempt to nmaide the success of the
STEP Program.

Purpose, Objectives, and Tasks

The purpose of the internship is to prepare the students for student teaching by providing
handson experience in a school environment. Specific objectives are the following:

gain krowledge about the personal, professional, and ethical qualities essential to becoming a success
teacher;

tutor individual students;

prepare teaching materials;

obtain authentic knowledge of the cognitive, physical, social, cultural, and emotionatetistias of
students;

teach single concepts, small group and whole group lessons;

develop appreciation for the cultural diversity of students;

share teacherdéds duty assignment s;

gain knowledge about speciabpulation students;

analyze educational resousgéncluding media and technology;

increase skills in curriculum organization, planning, and instruction;

share experiences in classroom management;

observe work of educators with parents, colleagues, and supervisors;

participate in professional developmectivities, and

review the structure and organization of the schools.

The STEP Intern will:

keep student achievement as the primary focus;

respect confidentiality;

exhibit punctuality;

notify appropriate people if they will be absent;

meet with mentoteacher during scheduled conference time to develop lesson or activity plans and
schedule lessons or activities to be taught at the beginning of each pacing guide and;

submit lesson plans to the mentor teacher prior to teaching the lesson. Internfowiltdquirements

in the course syllabi;

teach the required number of lessoi®TEP Il , in a 45 week period, one lesson per week, but not to
exceed two in a given week;

follow the policies and procedures in the Teacher Handbook;

check out resources frothe library and sign out audiovisual equipment according to school policy; and
assist the mentor teacher through individualized instruction, small group instruction, and whole group
instruction
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The partnership between UMHB and the public school reqomesnitment from all stake holders in order to
assure the program is successful.

Roles and Responsibilities of Interns

As part of the STEP program, studerggort to a public school sifer specific fieldbased courses (seasurse
description or comictyour advisor for a list oO6TEPcourses) For part of each day, the students observe and
assist in the classroom of the mentor to whom they have been assigned. Specific duties within that classrool
are determined collaboratively by the mentor teaahdrthe student, according to course guidelines. For an
additional time period, students meet with the university site professor, discussing foundations of teaching,
instructional strategies, and methodology. The university site professor will obiseméern in the delivery of
instructional and noimstructional activities during the semester.

The purpose of the internship is to provide prospective teachers with exposure to the various types of activitie
undertaken by classroom teachers on aleg@asis. These include management tasks (implementing a
behavior management plan, grading papers, making copies, recording grades, assembling materials) but the
should also include activities with an instructional focus, such as tutoring or pro&iding-lesson. The

following are examples, but this is certainly not an exhaustive list:

Designing and delivering individual, small group, or whole class lessons

Designing and monitoring warup activities

Tutoring individuals or small groups

Developinggames or activities to enhance or reinforce a concept

Previewing or pre@eaching concepts for struggling learners in order to prepare them for direct
instruction

Preparing teaching aids (flash cards, manipulatives)

Working with a student who has been albsen

Working with a small group on a research, computer, or library assignment

Working with one group that needs special monitoring while the class is involved in cooperative
learning

Working with an individual student who needs special monitoring duringuotin

Administering quizzes and tests

Helping students edit their writing

Creating or monitoring center activities

Reading text aloud to the class

Establishing proximity to a student who is sometimegaxtk

Developing assessment materials

Listening toand prompting a struggling reader as he reads aloud to improve fluency
Extending classroom assignments for gifted students

Monitoring behavior

Accompanying the classroom teacher in meetings

Sharing mentor teacherds duty assignments
Grading, recording gradetaking and recording attendance
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Students should come away from the internship with authentic knowledge of the culturally diverse, cognitive,
physical, social, and emotional characteristics of students as well as an understanding of the natumegof teachi
including working with parents, colleagues, and supervisors.

Evaluation of the Internship

Evaluation of the internbés performance in course
requirements as outlined in each course syllalAteendance, punctuality, and participation affect the grade.

The work with the mentor teacher has an impact on the evaluation of the internship experience. Evaluation i
collaborative effort of the interthe site professors, and the mengacher The intern should use personal
reflections as a means for professional growth and development and check lists and feedback provided durin
conferences for selvaluation.

Expectations

Interns follow the University of Mary HardiBaylor calendar. Dumg the internship semester, interns may
attend university classes on campus as well as at a field site where they also workntattieachers. Interns
are required to be present each day of the internship assignment. Interns are responsibleting ¢batsite
(professor omentorteachey in caseof excused bsences. Absences must be madwiititin the current pacing
guide, according to guidelines on the course syllabi.

Standards of Behavior

Successful interns should be professional in tleationships with students, administrators, mentor teachers,
site professors, public school teachers, fellow interns, parents, and support staff. They should exhibit the
following behaviors:

U Professionalism Interns must exhibit behavior thagetsfimaturity, good
judgment, diplomacy, and high ethical standards including honesty. Such
attributesncludemodeling the professional role, refraining from studying in class,
avoiding sitting passively in class, and activedytipating in class activities.

o Image Interns must be professially dressed, clean, and
wellgroomedand t hey must adhere to the dis
dress. Professional dress communicates respect for the role of téarcher,
students, and for the profession. Blue jeans @firts are not allowed except for
special days. Shorts, midriff tops, éasders, and overalls are not allowed. Skirts
and dresses for female interns should be #eegth

0 Punctuality Interns mst be punctual when going to the public school
campus. Daily attendance for field experiences and class meetings expected. If
unavoidable absences occur, they must be approved aneupadthin the
current pacing guide.

0 Integrity Interns must be honeand professional inllaactions and
relationships.Furthermore,lie appearancd onpropriety should be avoided.

U Relationships Interns must maintain appropriate relationships with teachers and
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students. These attributes includamtaning confidentiality,

modeling appropriate teachstudent relationships, enforcing the

management system of the school and teacher, and using appropriate conversatior
with all individuals during the internship.

U Regulations Interns must follow all school rules, procedures, and regulations for
teachers and students as well as adhere to the contract with the
school district. All UMHB rules and regulations must digo
followed.

Students must exhibit the above appropriate standards of behavior; however, it they do not, students are sub
to disciplinary action which may include removal from the program.

Roles and Responsibilities of Mentofeachers

Mentor teachers model the roles of professional educators and are very influential in the development of pre
service teachers. Interns quickly absorb attitudes and philosophies from mentors; therefore, the work of the
mentors is critical to the teachingofession. An effective internship experience is based on respect,
understanding, and cooperation among the interns, the mentor teachers, and the site professors. Methods
courses have not been completed; the intern is not a student teacher. Howéveryitap is not an

observation experience; the interns are responsible for being involved in classroom responsibilities, including
teaching. Basically, the mentor teachers assume the responsibilities listed on the following checklist.

The Mentor Teacher will:

meet with intern before the intern is scheduled to come into the classroom;

introduce intern to classes, administrators, and colleagues;

sign attendance records;

share specific information about resources, work space, lounge, lunch, and s¢ghedules

involve the intern in the role of a teachetheintern may call the roll, develop bulletin boards, grade
papers, prepare educational materials, assist in laboratory experiences, and teach whole group,
individual and small group lessonsall assignmats should fall within school hoursemphasize
experiences which provide contact with studemd limitclerical duties;

e give specific directions about the assigned tasks to the intern;

provide opportunities for planning and team teaching with theninter

guide and give explicit instructions to the intern in planning limited teaching experiemceside
objectives and suggest resoureesheck and initial plans before presentations;

explain classroom policies and methods to the intern;

support and esourage the inters give specific feedback;

keep the intern involved in teaching responsibilities;

provide on-going intern evaluation through the use of checklists, conferences, and communication with
site professors;

communicate regularly with site gessors

e provide information of upcoming special events and activities (field trips, play days) to the intern; and
attend mentor meetings with the university faculty.

Roles and Responsibilities of Site Professors
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The site professor is responsible fog thverall coordination of the internship experience. While the daily
responsibility for supervising the intern lies within the classroom with the mentor teacher, the site professors
deliver instruction and serve as a resource for the intern. The disgwointerprets University policies that
apply to interns and is the liaison between the University and the public schoditeTpefessor also serves

as an integral part of the school faculty. In general, the responsibilities of the site praessoose shown on
the following checklist.

The Site Professors will:

participate inthe training of mentor teachers;

teach assigned fieldased courses

serve as a resource for the intern and the mentor teacher

communicate regularly with interns, menteachers, and the principal

provide specific, detailed explanations of course expectations, assignments, and; projects
provide for documentation of intern performance as described in the handbook

be a valueadded resource for the public school

becomean integral part of the school system

represent the University within the public school setting

work collaboratively with other site professors in making decisions regardir&jritee program
be an encourager and a role model for the infemnd

attendmentor meetings with the mentors.
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APPENDIX
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University of Mary Hardin -Baylor

1. Name of Intern

2. Address City/Zip

3. Phone -mail address Birthday
4. In emergency, notify Relationship Phone
5. Teaching related ark experience

6. Marital Status Children/Ages

7. Personal interests (hobbies/etc.)

8. Othe colleges attended

9. Subject area considered to be my strongest

10. Areas in which | need to grow

11. Personal, physical, emotional, or health needs you neetto k

12. Other information | would like to add

13. Expectations for internship (what | hope to acptiah)

INTERN NOTICE OF CONCERN
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REQUEST CONFERENCE WITH SITE PROFESSOR

Intern

Mentor Teacher

Site Professor

Room Number Building

Date of Request Conference Period Time

kkkkkkkkkkkkkkkkkhkk kkkkkkkkkkkkkkkkkkkhkkhkkkhkkkkkkkkkkkkhkkkkkkhkkkkkkkkkkkkkkkkkkkk

| am requesting a conference with a site professor regarding the intern named above for the following reason
Attendance
Punctuality
Professional Appearaaddress, personal hygiene)
Professionalism and Commitment
Responsibilities Assigned to the Intern
Interpersonal Communication
Professional Demeanor
Other:

Please specify:

Results of Confence:

Intern Signature Date
Site Professor Signature Date
Mentor TeacheBignature (if applicable) Date
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DEFICIENCY NOTICE

To Intern: Date

From:

Copiesto:

Site Professor Mentor Teacher Campus Administrator

kkkkkkkkkkkkhkkkhkkkkkkkkkkkkhkhkkkkkkkkkkkkkhkkhkkhkkkkkkkkkkkkhkkhkkhkkkkkkkkkkkkhkkkx

All UMHB studentsseeking teacher certification are informed that the STEP Ihtanclbook and the UMHB
College of Education set forth requirements for the internship. The purpose of this deficiency notice is to
inform you that the following expectations are not being met. Check all that apply.

Weekly reports not submitteat late without proper explanation
Attendance

Professional appearance

Punctuality

Adherence to hours required of the distric
Refusal to accept constructive suggestions

Planning

Instruction

Discipline management

Knowledge of content

Consistent daily preparation to teach

Others as indicated

Failure to correct the deficiencies noted above may resutiur being removed from the internship. In order
to correct the deficiencies, the following action is required:

Intern Signature Date
Site Professor Signature Date
Mentor Teacher Signature(if applicable) Date
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UMHB LESSON PLAN
Name: Course: Date:

TEKS (Texas Essential Knowledge and Skills):
TAKS (Texas Assessment of Knowledge and Skills):
Behavioral objective (a-b-c-d):

Resources/Materials:

e INTRODUCTION (assessing prior knowledge, anticipatory set, relevance, purpose):

e STATEMENT OF LEARNING:

Instructional Input Modeling Checking for Understanding

e GUIDED PRACTICE:

e INDEPENDENT PRACTICE (final assessment)

e CLOSURE (at an appropriate time):

e ENRICHMENT, MODIFICATIONS, EXTENSIONS (when appropriate)

Pre-Approval:
UMHB Professor Date:
Mentor Teacher Date:
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SAMPLE PACING GUIDE CHECKLIST

(see course professor for actual Pacing Guide Requirements)

Downloadand discuss the STEP Il Handbook.

Discuss procedures pertinentMeridith-Dunbar Elementary Schdo

As a group, meet with the principal.

Write biographical information for mentor teacher. Edit with partner.
Receive name of mentor teacher.

Tour the school and locate cafeteria, office, play area, music area, library, comg
lab, workroom, lounge, adult\atories, book and materiadtorerooms.

Meet with mentor teacher.
Share biographical information with teacher and principal.

Obtain the class list, seating arrangement, daily schedule, and clas#ittdeb. a
copy to the back of the pacing guide.

Become familiar with the fire drill/tornado policy.

Read the school handbook.

Observe mentor teacher.

Attend a group library orientation session.

Eat in cafeteria withite students.

Begintoleasnt he chi |l drends names.

Teach lessons as required.

Attach completed Verification of Step Intern Field Experience time sheet

Attach completed Step Intern Activities Assessment sheet

Date

Professoroés Sigmateume&s Signatu
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