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SECONDARY EDUCATION

Dear Students and Colleagues:

On behalf of the UVU School of Education, welcome to the Teacher Education Program. A critical component of this
program is your experience in the classroom as either a student teacher or intern. This culminating experience will give
you the opportunity to practice what you have studied so far.

This handbook, Student Teaching/Intern Handbook is designed to facilitate quality experiences and provide further
guidance, direction, and understanding for:
e Student teachers
Interns
Cooperating and Mentor Teachers
School Administrators
University Supervisors

This handbook includes information about program goals, suggestions and requirements for student teachers and interns,
and instructions on the responsibilities of all participants. It is a valuable, readily available resource. Please refer to its
contents frequently.

If I can be of assistance, do not hesitate to contact me directly with questions or concerns at trevor.warburton@uvu.edu or
801-863-5320. I look forward to supporting you and working together for a high quality, successful experience

Sincerely,

> O [ A
Pl \wdpld =)
Dr. Trevor Warburton
Chair, Secondary & Special Education
School of Education
Utah Valley University


mailto:trevor.warburton@uvu.edu
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Introduction

Overview

Many educators have identified student teaching and internships as the most essential and valuable components
of a teacher education program. It is an opportunity to practice what has been learned on the university campus
and, more importantly, it is an opportunity to continue academic and professional growth.

Student teachers and interns from Utah Valley University are assigned to a variety of locations, grade levels,
and subject areas. Great care is taken when choosing the host schools and cooperating teachers to ensure the
success of our students.

Mission Statement

The School of Education prepares educators and leaders to enhance the quality of life for individuals and
communities. Through engaged pedagogy, transformative collaborations, and meaningful innovations, we
cultivate equity and inspire lifelong learning.

Purpose

The purpose of student teaching/interning is to provide opportunities to develop and evaluate the major areas of
teacher activity. Student teaching/interning entails the constant pursuit of productive curriculum plans, effective
teaching strategies, and appropriate use of assessment to provide quality learning for all students. The
experience provides an opportunity to develop and evaluate the student’s competence in an actual school setting
and is intended to bridge theory into practice.



Student Teacher

Student teaching is a full-time, 14-week teaching experience. It shifts from observation and partial
responsibility to assuming the responsibility for the full range of teaching duties under the direction and
supervision of a competent Cooperating Teacher and a University Supervisor. The school districts used to
accommodate secondary student teaching assignments are Alpine, Canyons, Granite, Jordan, Nebo, North
Summit, Park City, Provo, South Summit, and Wasatch. Student teachers should not attempt to make their own
school placements.

As noted, student teaching is a 14-week experience. During this time, you are required to be at the school for
contract hours and participate in other teacher responsibilities such as: meeting with cooperating teacher to
complete initial written assignment and planning, parent teacher conferences with the cooperating teacher,
school and district professional development, and any other days/events that teachers at your placement school
are expected to be at. There will also be two TAP workshop days, you will attend on the UVU campus.

Before Student Teaching

e Submit the student teaching application by the 3™ Friday in January (for fall semester student teaching)
and by the 3" Friday in September (for spring student teaching)

e Student teaching placements may be considered for charter schools. If interested, contact the UVU
Clinical Office.

e Out-of-area student teaching is rare, but it will be considered on a case-by-case basis. It will also incur
an additional expense.

e Complete all education program classes with a grade of B- or higher

e Complete all content-related courses with a grade of C or higher

e Be familiar with the UVU School of Education Professional Teacher Dispositions

During Student Teaching
e Enroll in required coursework, including TAP and Student Teaching
e Practice high moral and ethical behavior - know the legal and ethical responsibilities for the classroom
e Act and dress appropriately
e Work the same contract hours as the Cooperating Teachers. Additional time outside of contract hours is
often necessary in order to fulfill responsibilities
Make time available for frequent conferences with the Cooperating Teacher and University Supervisor
e Arrive on time, participate in school activities
e Apply for graduation (by Oct 1 for December graduation; by Feb 1 for May graduation)

Absences
e Absences are not permitted during student teaching except for extenuating circumstances (ex: personal
illness or a death in the immediate family).
e Student teachers must notify their Cooperating Teacher, University Supervisor and the clinical office as
soon as possible before the absence.
Student teachers do not have personal leave days.
If a student teacher does miss a day they should provide a sub plan.
All non-school related appointments need to be scheduled outside of contract time.
Any days missed by a student teacher must be made up. Days must be added to the end of the student
teaching experience.
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Substituting

UVU School of Education recognizes that emergency situations may arise in which student teachers might be
called on to work as a substitute teacher-of-record without their Cooperating Teacher present. UVU student
teachers may, in such an emergency situation, be employed as a substitute under the following conditions:

The student teacher is paid (employee) for the time they are a substitute teacher-of-record alone in their
classroom (registered through the district substitute staffing agency).

The student teacher is ONLY substituting in the class to which they are assigned for their student
teaching experience.

The student teacher may substitute no more than 5 days cumulative, of which no more than 3 days may
be consecutive.

The student teacher has the opportunity to decline the request to substitute without retribution.

Any days spent as a substitute still count toward student teaching.

Commitment to Students

Keep all information about students confidential

Focus on student learning

Maintain dignity to gain respect from students

Maintain an empathetic and courteous attitude toward all students

Employ disciplinary measures that conform to the instructions of the Cooperating Teacher
Be mindful of each student as an individual with special abilities, interests, and capacities for
learning

Remain impartial in working with students and strive to be fair in judging their actions

Show respect toward all groups and individuals

Commitment to the Cooperating Teacher

The Cooperating Teacher is legally responsible for the class

Be loyal to the Cooperating Teacher

Do not be judgmental of the Cooperating Teacher’s teaching style

Do not say anything negative regarding the Cooperating Teacher to students or other faculty and
staff members

Be respectful of the Cooperating Teacher’s knowledge and experience

Accept the Cooperating Teacher’s decisions regarding curriculum and instruction

Strive to meet the expectations of the Cooperating Teacher

Be open to suggestions from the Cooperating Teacher

Be willing to assume teaching responsibility

Preview lesson plans with the Cooperating Teacher to receive positive feedback and correction
Give credit and appreciation to the Cooperating Teacher for assistance rendered

Transition to Remote Learning

In the event that your school or class is required to transition to remote learning, the student teacher will follow
the lead of the Cooperating Teacher and participate directly in the development and delivery of remote
instruction. Days spent developing and delivering remote instruction will count toward the 65-day total required
for student teaching.



Early Termination of Student Teaching

Student teaching may be terminated by the Department Chair upon recommendation from the School of
Education Admission & Retention Committee if a conclusion is reached that the situation is damaging to the
pupils, the placement school, the student teacher, and/or the reputation of UVU and/or the teacher candidate
fails to comply with school district policies. Before termination occurs, every effort will be made to allow the
student teacher to correct the situation. It is the intent of the teacher education program to create a condition
wherein each UVU student can experience success; however, each student must accept responsibility for his or
her own performance and conduct. A student teacher may be offered a second placement if the Department
Chair and the School of Education Admission & Retention Committee deem it appropriate.

Accessibility Services

The Office of Accessibility Services (OAS) provides accommodations to ensure equal access to educational
opportunities for individuals with disabilities. It is the student’s responsibility to request accommodations from
the OAS each semester and provide sufficient documentation for appropriate and reasonable accommodations.
Accommodations are not retroactive so please set up an appointment early by contacting the office at 801-863-
8747, LC 312, https://www.uvu.edu/accessibility

Health & Wellness Resources
Click here to view the many resources available to UVU students.


https://www.uvu.edu/accessibility
https://www.uvu.edu/accessibility
https://www.uvu.edu/studentcare/

Interns

Interns are employed by the district and assume full-time classroom teaching responsibilities as the teacher of
record for their classes. The internship involves a signed employment contract for a full academic year.
Internships are only available to students eligible for fall student teaching. The school districts used to
accommodate secondary student internships are Alpine, Canyons, Granite, Jordan, Nebo, North Summit, Park
City, Provo, South Summit, and Wasatch.

Before Internship

Submit the intern application along with student teaching application by the 3" Friday in January
Complete all education program classes with a grade of B- or higher

Complete all content-related courses with a grade of C or higher

Be familiar with the UVU School of Education Professional Teacher Dispositions

Attend the intern orientation meeting. This meeting is required or the intern’s name will not be sent to
principals for interviews

Interns must notify the UVU Clinical Director once they’ve accepted an internship position

During Internship

We recommend interns not teach more than 5 periods on an A/B schedule. On a traditional 7-period day the
load should not exceed 5 classes. We also recommend that the mentor’s schedule be created with time allowed
both for observing and collaborating with the intern.

Enroll in required coursework, including TAP and Student Teaching

Practice high moral and ethical behavior

Act and dress appropriately

Know the legal and ethical responsibilities for the classroom

Make time available for frequent conferences with the Mentor Teacher and University Supervisor
Arrive on time

Interns assume full-time classroom teaching responsibilities as the teacher of record for their classes.
The intern’s workload will be heavier than a student teacher’s.

The intern must fulfill responsibilities required of an employee of the school district.

Interns work under the direction of a Mentor Teacher and the school Principal.

Interns will be provided support and guidance from a University Supervisor for fall semester.

All coursework is due at the end of fall semester including the completion of TAP.

Interns are eligible to graduate at the end of fall semester if all graduation requirement are met (apply for
graduation by Oct 1).

Interns are evaluated by school administration as employees of the district.

Interns are evaluated by University Supervisors as part of School of Education requirements.

Interns must attend all school and district meetings and trainings required of new teachers as contract
employees of the district.

Absences
e Follow district policy for absences. During fall semester, interns are still required to communicate with

University Supervisors if they will be absent.
-6-



Commitment to Students
e Keep all information about students confidential
Focus on student learning
Maintain dignity to gain respect from students
Maintain an empathetic and courteous attitude toward all students
Employ disciplinary measures that conform to the instructions of the Cooperating Teacher
Be mindful of each student as an individual with special abilities, interests, and capacities for
learning
Remain impartial in working with students and strive to be fair in judging their actions
e Show respect toward all groups and individuals

Early Termination of Internship
Internships require an employment contract with a district. Terminating an internship prior to the end of the
school year may be considered a breach of contract.

Accessibility Services

The Office of Accessibility Services (OAS) provides accommodations to ensure equal access to educational
opportunities for individuals with disabilities. It is the student’s responsibility to request accommodations from
the OAS each semester and provide sufficient documentation for appropriate and reasonable accommodations.
Accommodations are not retroactive so please set up an appointment early by contacting the office at 801-863-
8747, LC 312, https://www.uvu.edu/accessibility

Health & Wellness Resources
Click here to view the many resources available to UVU students.


https://www.uvu.edu/accessibility
https://www.uvu.edu/accessibility
https://www.uvu.edu/studentcare/

Cooperating/Mentor Teachers

Role

The Cooperating/Mentor Teacher facilitates the professional experiences of the student teacher/intern and is an
integral part of student teaching/internships. Cooperating Teachers work with student teachers. Mentor Teachers
work with interns.

Responsibilities

We recommend interns not teach more than 5 periods on an A/B schedule. On a traditional 7-period day the
load should not exceed 5 classes. We also recommend that the mentor’s schedule be created with time allowed
both for observing and collaborating with the intern.

e Provide relevant experiences for UVU students that may include, but are not limited to: observation,
classroom activities, teacher responsibilities (all duties), parent/teacher conferences, and professional
meetings.

e Observe and critique whether the student teacher/intern demonstrates adequate knowledge of the content
being taught, and assess the student teacher’s communication, management, planning, presentation, and
assessment skills at a preservice competency. Student teachers/interns should not be evaluated as veteran
educators.

e Observe and critique the student teacher/intern’s performance on a frequent and continual basis.

e Support the student teacher/intern in assuming teaching responsibility as outlined in their respective
timeline (see appendices “Timeline for Cooperating Teacher” “Timeline for Intern Mentor™)

Compensation

UVU offers a $230 honorarium per student teacher in recognition and appreciation of your time and mentoring
efforts. The Independent Contractor Form will be sent to you via email prior to the beginning of the semester,
and it must be accurately filled out and returned via Adobe eSign prior to the first day of student teaching. We
cannot issue the stipend if the form is not completed prior to the service being performed. Payment will be made
after the end-of-practicum survey has been received. The form must be completed each time, even if you have
submitted it previously for a different student.



Role

The University Supervisor

The primary role of the University Supervisor is to support and evaluate the student teacher/intern. They also
act as a liaison between the university and the school.

Responsibilities

Support the student teacher/intern

Observe each student teacher/intern at least 4 times and give constructive criticism and positive
feedback

Complete 4 formative evaluations and 1 summative evaluation for each student teacher/intern
Adpvise the Clinical Director/Department Chair of serious concerns with student teachers/interns
Coordinate intervention when needed with school administration and UVU Clinical Director

Compensation

Mileage will be reimbursed according to UVU policies and procedures
Compensation as part of faculty load

Observations & Evaluation Links

We ask that you complete four (4) formative evaluations and one (1) summative evaluation for each
student you work with. The semester calendar states when they should be submitted.

Their purpose is to provide helpful feedback for continued professional development. The rubric is
designed for preservice teachers, not veteran educators. Students/interns are only graded on the
summative assessment.

The evaluations are completed electronically, and the links will be sent to you in a separate email at the
beginning of the teaching period.

The link is unique to each student, and you will use the same link multiple times for the same person. Do
not delete the email with the link until you have completed all five (5) evaluations.

After you complete the summative evaluation, the student will receive an email requesting a digital
signature.

A note about devices: you can complete different evaluations on different devices, but an evaluation
must be opened and completed on the same device. If you begin an assessment on one device, get
interrupted, and later attempt to finish the assessment on a different device, you will get an error
message saying the link is disabled.

If you make an error and need to resubmit an evaluation, contact the Clinical Office and we will be
happy to assist you.




The Principal

Role
The primary role of the Principal is to establish the same relationship with student teachers and interns as the
rest of her or his faculty.

Responsibilities
e Ensure Cooperating/Mentor Teachers receive necessary training

e Ensure that student teachers/interns understand the philosophy, organization, programs, and
administrative expectations of the school

e Ensure student teachers/interns are aware of and involved in the professional development of staff that
occurs through the school

e Ensure that the Cooperating/Mentor Teachers are meeting the expectations of their assignments as
mentors

e Ensure the intern has a substitute and does not use personal leave to attend the required two training
sessions for TAP.
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Notice Regarding Sexual Harassment:

A student assumes the responsibility to conduct one’s self in an appropriate manner. Categories of misconduct
that are not considered responsible behavior include, but are not limited to, the following:
= Failure to respect the right of every person to be secure and protected from fear, threats, intimidation,
harassment, hazing and /or physical harm caused by the activities of groups or individuals.
= Sexual assault, harassment, or any other unwelcome verbal or physical sexual activity, including the
support of assistance of such activities.

A student, while properly enrolled at the College, will have the right to ... freedom from sexual harassment ...
(and) access to the college Ombudsman for consultation in matters of personal and school issues and concerns.

Student Ombudsman/Title IX Coordinator
(801) 863-8665
Office located in SC 107.

References:
= Student Rights and Responsibilities Code, UVU Policy # 541.
= Sexual Harassment and Consensual Relationships and Grievance, UVU Policy # 155.
= Under the “Current Students” tab on the UVU website, click on “Student Conduct and Conflict
Resolution”, then “Title IX/Sexual Misconduct” or go to:
https://www.uvu.edu/studentconduct/report/misconduct.html.

See Also:

Alpine School District: Policy No. 4097: Sexual Harassment

Canyons School District: Employee Discrimination and Harassment, Policy Number DP358
Granite School District: Policy Prohibiting Sexual Harassment, Article V.C.1

Jordan School District: Employee Discrimination and Harassment, Policy Number DP358
Nebo School District: Employee Discrimination and Harassment Policy Statement, File #GBEB
North Summit District: Policy DAC Sexual Harassment

Park City District: Policy No. 1000: Harassment and Non-Discrimination Prohibited

Provo School District: Employee Handbook, Section 9: Discrimination and Harassment

South Summit District: Policy No. 5031: Employee Sexual Harassment

Wasatch School District: Policy Prohibiting Sexual Harassment

This is an example of a district level policy: “(Name of District) is committed to the maintenance of an
environment which is free from any form of sexual harassment; an environment in which employees are
allowed to work free from unwanted conduct or communication of a sexual nature; one which is in compliance
with State and Federal laws dealing with this form of discrimination.”

-11 -
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Teacher Assessment Project (TAP)

Purpose

Utah Valley University School of Education designed the Teacher Assessment Project (TAP) to better prepare
students for the teaching profession. The TAP was created through the collaborative efforts of UVU faculty and
students as well as K-12 stakeholders including teachers, administrators, and others with a connection to local
public schools. This assessment allows student teachers/interns to demonstrate what they have learned
throughout the program through authentic interactions with students. The TAP also provides opportunity for
professional growth; student teachers/inters seek out feedback, set goals, take action, and reflect on progress and
challenges.

State and Program Requirements

The state of Utah requires a pedagogical performance assessment as part of licensure requirements for
all teacher preparation programs. Students must complete TAP to graduate. Students must pass TAP to
be recommended for licensure.

Process

Students complete the TAP during their student teaching experience or the first semester of their teaching
internship. The TAP is embedded throughout the elementary, secondary, and special education preparation
programs. Instruction and assistance are also provided through a capstone course, workshops and UVU
instructors. While students receive support and guidance through the process, each student is ultimately
responsible for timely submission and the content of the completed assessment.

Required On-Campus Workshop Days

As part of the TAP support process during student teaching, all student teachers and interns are required to
attend in-person, on-campus workshop days. Student teachers and interns are to be excused from any activities
at their assigned student teaching/internship schools for these two critical workshop days. A sub will be
necessary for interns. The intern should not take personal days for the sub. These are required training days.

Scoring

The Tap includes three Parts (Planning, Assessment, and Professional Growth). UVU faculty members will
assess the TAP. If the TAP is not completed during student teaching or the first semester of the internship,
students will likely need to reenroll in the course the following semester (course fees etc. will apply). TAP
templates and rubrics are available through the Capstone course.

Part 1 includes six requirements; students must score twelve or higher to pass with no scores of 0.

Part 2 includes four requirements; students must score eight or higher with no scores of 0.

Part 3 includes three requirements; students must score six or higher with no scores of 0.

Note to Cooperating Teacher/Intern Coach

The TAP is meant to complement the student teaching/intern experience. Nothing in the student teaching/intern
experience can replace the quality mentoring and coaching the student teacher/intern receives from you, the
Cooperating Teacher/Intern Coach. Thank you for the support and encouragement you provide as your student
teacher/intern completes the requirements for TAP.

-12 -



Student Teaching Evaluation Rubric (STER)

Overview

The Student Teaching Evaluation Rubric or STER was developed by a committee consisting of educator
preparation faculty from Utah Valley University, Utah State University, University of Utah, Weber State
University, Westminster University, Brigham Young University, Southern Utah University, and Utah Tech
University.

University Supervisors will use STER for all 5 of their assessments. Four evaluations will be formative with the
fifth evaluation being the summative evaluation. Cooperating Teachers/Intern Coaches will use the STER for
two formative evaluations and a summative evaluation on the student teacher/intern during the clinical
experience. The student teacher may use the STER to create a professional growth goal for TAP; however, they
may also choose a goal that does not appear within the STER.

Scoring
When used as a summative assessment at the end of the final clinical experience, the expected (i.e.,

required) level of performance is two (2) or “demonstrates competency at expected level.” In addition,
when used as a summative assessment, teacher candidates/student teachers are not expected to score a three
(3) on any rows of the rubric; however, teacher candidates/student teachers are not succeeding if they score
a zero (0) or one (1) on any row of the rubric. Thus, to succeed, the total score must be 70 or higher

(minimum of 2 on each item).

Appeal Process

To appeal a summative evaluation, a written request must be submitted to the Elementary Education
Department Chair within 15 days from the close of the student teaching/internship assignment. A hearing with
the Teacher Education Admission and Retention Committee will be scheduled. As a result of the hearing, the
committee may reach one of the following possible conclusions:

I. Determine the evaluation was fair and accurate and extend the student teaching experience to allow
the student to rectify deficiencies either at the same or a different location.

2. Determine the evaluation was fair and accurate and take no action.

3. Determine the evaluation was of questionable validity and provide an additional placement option.

- 13-
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Appendix: Student Teaching/Internship Handbook
Secondary Education Department

UVU School of Education Professional Teacher Dispositions

Timeline for Cooperating Teacher
Timeline for Mentor Teachers

Timeline for Principal with Intern

Student Teaching/Intern Evaluation Rubric (STER)

Lesson Planning Guide

TAP Part 1 & 2

TAP Part 3

TAP Rubric

14
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UVU School of Education Professional Teacher Dispositions

The following dispositions were developed by a UVU committee. From Portrait of a First Year Teacher:
Dispositions are professional attitudes, values, and beliefs demonstrated in verbal and non-verbal behaviors
as educators interact with students, families, colleagues, and communities to impact student learning.

In general, these are habits of being and practices that make for a successful teaching experience. These
dispositions are introduced within UVU School of Education coursework, but some are better developed
during field experience and during clinical experience. A student teacher or intern is a Level 4.

Student Name: Level: 1 2 3 4 Semester:
Scoring: Exceeds Expectations (4), Meets Expectations (3), Approaches Expectations (2), Does Not Meet Expectations (1)

Disposition 1: Self-Efficacy Comments:
Recognizes that intelligence, talents, and abilities can be developed through
intentional effort, persistence, and input from others.

a. Recognizes personal strengths and uses them to professional advantage. (3.3

b. Recognizes limitations, is willing to change, and works to develop solutions on own before asking for support. (5.2)
c. Shows intellectual curiosity and demonstrates professional initiative by creating learning opportunities for self;

d. Reflects on and models professional growth for others. (5.2)

e. Understands that productive struggle 1s part of the learning process and demonstrates resilience.

Disposition 2: High Learning Expectations for Each Student Comments:

Views each student through an asset-based lens and believes they can

achieve rigorous academic standards and social and emotional competence.

a. Prepares and enacts instruction that demonstrates positive verbal and non-verbal affect. (1.1, 1.4)

b. Uses data and data analysis to inform future instruction to alter lessons as necessary to meet individual students’ needs. (2.2, 3.1, 3.2,
and 4.4)

c. Routinely gathers instructional materials from multiple sources and seeks additional content knowledge when necessary to ensure
learning objectives are met. (2.1)

d. Utilizes effective instructional techniques that include and engage all learners. (2.4, 3.1)

e. Aligns educational technology with instructional goals to enhance student learning. (3.4)

Disposition 3: Ethical/Professional Comments:

Values professional conduct and ethics and respects students, families,

communities, and colleagues.

a. Demonstrates an understanding and follows appropriate education laws, ethics, and standards; follows program and university
policies.

b. Demonstrates professionalism by exhibiting punctual attendance, completing tasks on time, and responding promptly and
professionally in all communications. (5.3)

c. Establishes and maintains appropriate relationships with peers, faculty, staff, and others (including students). (5.2, 5.3)

d. Productively collaborates in academic and professional settings and keeps personal and professional confidences with colleagues. (5.4)

Disposition 4: Reflective Practitioner Comments:

Values a personal commitment to continuous growth and professional

learning by fostering self-reflection and acting on feedback.

a. Actively seeks and 1s willing to apply supportive and corrective feedback from others to make positive change. (5.2)

b. Receptive to new ideas and techniques. (5.2)

c. Critically analyzes and reflects on own learning and teaching and makes changes. (5.2)

d. Uses critical reflection to seek out. analvze. and applv current research to improve teaching practice. (5.2)

Disposition 5: Emotionally Intelligent Comments:

Exhibits awareness, control, and expression of one’s emotions in multiple

contexts to navigate interpersonal relationships in academic and

professional settings.
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Disposition 6: Educational Equity Comments:
Demonstrates educational equity by developing and maintaining an

inclusive learning environment that values individual, family, and

community assets.

a. Leverages personal or social identities such as gender, disability, ethnic origins, sexual orientation, race, immigration status, native
language, or family background as assets that enhance the classroom learning environment.

b. Welcomes and respects cultural and academic diversity, considers issues in terms of multiple perspectives, and demonstrates
leadership by modeling culturally inclusive beliefs and behaviors. (4.1)

c. Considers difference in student backgrounds, interests, and attitudes while incorporating culturally inclusive perspectives in all
instructional planning. (3.3)

d. Implements equitable and appropriate learning experiences for all students, including those with disabilities and language learners.
(3.1)

e. Develops and maintains an inclusive classroom where all students experience a sense of belonging and support.

Timeline for Cooperating Teachers

This is a suggested timeline and may be adjusted by the Cooperating Teacher as needed. It is normal for
cooperating teachers to leave the classroom and be in another part of the school during the student teaching
experience to allow the student teacher to grow and develop as a solo teacher.

Prior to the Beginning of School
e Meet with the student teacher to review expectations and timeline

1-2 Weeks
e Assist student teacher in developing relationships with the students, including learning their names
e Review classroom rules and procedures
e Prepare student teacher to begin assuming some teaching responsibility

3-8 Weeks
e Gradually assume additional teaching responsibilities
e Week 4: teach 2-3 class sections
e Week 8: teach about 4-5 class sections

9-14 Weeks

e Continue to confer regularly with the student teacher, setting short and long range goals, planning units
and topics to be taught as student teacher assumes responsibility for instruction
e The student teacher should be responsible for teaching five to six class sections.
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Timeline for Mentor Teachers

The intern assumes full-time classroom teaching responsibilities. These responsibilities include those required
of an employee of the school district in which they are interning, as well as the required responsibilities of a
student teacher at UVU. Interns will work under the direction of a Mentor Teacher and the school Principal.
Interns will also be provided support and guidance from a UVU University Supervisor.

August
e Orient the intern to the school calendar, plan book, first-day plans, substitute teacher plans
e Help the intern develop a “first of the year” procedures outline.
Orient the intern to the school policies/procedures.
Assure the intern receives all necessary classroom supplies.
Orient the intern to purchasing procedures and availability of state legislative money.
Orient the intern to the school’s grading system
Under the direction of the Principal, make the intern aware of any IEP or 504 plans for his/her students.
Model lessons for the intern
Facilitate opportunities for the intern to observe other master teachers in the school
Review the intern’s lesson plans
Observe the intern frequently and provide needed feedback
Involve the intern in Professional Learning Communities
e Involve the intern in weekly team meetings and weekly planning sessions
September
e Orient the intern to the parent teacher conference format and suggest ideas for conducting successful
parent teacher conferences
e Meet with the University Supervisor after each of their observations. Discuss the intern’s strengths or
concerns with the University Supervisor
e Develop any needed improvement plans with the intern and the University Supervisor
October
e Review grading procedures.
e Orient the intern to the district evaluation process.
e Review the district evaluation instrument with intern.

November
e Review curriculum pacing. Is the intern where he/she needs to be in the curriculum at this point of the
year?

e Continue providing opportunities for the intern to grow professionally and gain knowledge and skills in
different types of practice.
December
e Share strategies for the school days preceding Winter Recess
e Continue providing opportunities for the intern to grow professionally and gain knowledge and skills in
different types of practice.
January - May
e Discuss district hiring procedures with the intern
e Help the intern to prepare for additional district evaluations.
e Continue providing opportunities for the intern to grow professionally and gain knowledge and skills in
different types of practice.
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Timeline for Principals with Interns

Upon Hiring the Intern

Submit completed “Request for Intern” form to UVU Clinical Office

Make certain the Mentor Teacher is assigned one period to assist

Make certain the Mentor Teacher and the intern are assigned a common planning period (minimum of 2
planning periods in the schedule)

Provide the intern with classroom assignment, keys, textbooks, and other related materials

August

Ensure that the teaching load as agreed upon with UVU is maintained.

Make sure that the intern is involved in all “new teacher” induction programs provided by the school
and/or district.

Ensure the intern is made aware of any IEP or 504 accommodated students assigned to his/her classroom
prior to the start of school.

Make sure that the intern is provided with the necessary budgets and supplies including legislative
money.

September/October

Make certain that the Mentor Teacher is expending the appropriate time and effort in assisting the intern
Make sure the intern has subs for the required on-campus TAP training days. These are not personal sub
days and should be put in as training days.

Orient the intern to the district evaluation process

Review the district evaluation instrument with the intern
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