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I. PURPOSE OF HANDBOOK

Third in the series of three field experiences at Kean University, the professional
internship provides a full-time, five-day-a-week, supervised semester for instruction and
personal reflection on the teacher’s role in the classroom and in the school. Working under
the daily supervision of a certified teacher, the professional intern instructs individual
students and small groups as well as the entire class.

During the professional internship semester, the university student is assessed at least
twice by the cooperating teacher and a minimum of eight (8) times by the university
supervisot/clinical instructor.

A professional intern is expected to assume gradual responsibility for the total, daily class
instruction by the mid-point of the internship semester. S/he also is required to create and
present plans for each lesson taught, maintain a journal reflecting his’her professional
growth, complete and present a Teacher Work Sample portfolio, complete a 10 minute
videotape, and confer regularly with his’her cooperating teacher and university
supervisor/clinical instructor.

Policies and procedures included in this handbook originated with and were approved by
university faculty and the faculty of Kean’s partnership schools. Other policies are
mandated for teacher certification by the New Jersey Department of Education.

This handbook has been developed to serve as a guide for professional interns, their
cooperating teachers, and university supervisors/clinical instructors. We dedicate it to the
hundreds of cooperating teachers and administrators in the schools of New Jersey who
continue to provide guidance and to model effective teaching strategies and educational
values for future generations of educators.
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II. MISSION STATEMENT: COLLEGE OF EDUCATION

The mission of the College of Education, based on our conceptual framework, is to prepare
informed, dynamic professionals for diverse settings who:

* demonstrate a broad background in humanities, mathematics, and the sciences, have an in-
depth understanding of one academic discipline, and apply this knowledge and understanding
in their professional settings (Knowledge and Skills);

= think creatively and critically in solving educational problems and make sound decisions
based on their knowledge of theory (Knowledge and Skills);

* design and integrate a variety of instructional strategies matched to appropriate diverse
learning styles (Skills);

= accurately assess, analyze, and monitor student learning, make appropriate adjustments to
instruction, and have a positive effect on all students (Skills and Dispositions);

* recognize, respect, and respond appropriately to individual and cultural differences
(Dispositions/Values);

* establish professional and collaborative relationships among all educational stakeholders
(Dispositions/Values);

* commit to be life-long learners and advocate quality schooling for all (Dispositions/Values).
The Mission of the College of Education

Currently, there are over 2,000 students enrolled in 14 undergraduate programs and close to 1,000
students enrolled in nine graduate programs in the College of Education at Kean University. Kean
University is the largest producers of teachers in the state of New Jersey and ranks 15" in the
nation in the number of education degrees awarded to Hispanics. In addition to providing
academic programs on campus, the College of Education affords accessibility to research and
methodology for teachers in the workplace and through distance leaning. Its Bureau of
Educational Services maintains a continuous outreach to New Jersey schools by providing
workshops, courses, and consultations to administrators, teachers, and parents. Its Professional
Development Schools (PDSs) provide optimum guidance through the field experience. Kean
University is committed to improving the quality of its teacher education programs and to
increasing its capacity to prepare effective educators for New Jersey Schools.

(Adopted, College of Education, October 4, 2000)
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III. CONCEPTUAL FRAMEWORK FOR TEACHER EDUCATION:
SPECTRUM MODEL

Kean’s College of Education prepares its graduates to be informed, dynamic professionals. Toward that
end, a basic curriculum model called the SPECTRUM has been adopted to provide teacher education
students with the knowledge, skills, and dispositions to become informed, dynamic professionals.

The SPECTRUM embraces the components of general education, specialization, and professional
education while emphasizing their role in the acquisition, application, and evaluation of knowledge,
skills, and values/dispositions. This model is based on the premise that a teacher is first and foremost a
committed professional whose primary responsibilities are within three categories: identifying
educational problems, developing solutions, and applying professional knowledge, skills and dispositions.
Each of these components, in turn, is composed of many subskills, attitudes, and values.

Webster defines a spectrum as an array of components, separated and arranged in order of some varying
characteristics’. Kean University models its SPECTRUM as a series of circles. The center or locus of
the circles is the informed, dynamic professional whose development is created by the intersection of
three smaller inner circles representing knowledge, skills, and values/dispositions. Each of the small
circles is interconnected showing the giving and receiving of input from the classroom, school,
community, state, nation, and world. Surrounding the inner core is yet another circle that establishes
boundaries of professional studies, field experience, academic specialties, and general education. The
model is only fully represented when the circles turn, emphasizing that the development of an informed,
dynamic professional is interconnected, interdependent, and interrelated. The colors of the SPECTRUM
blend together, as do the content, process and context of the College of Education. Each course and field
experience contributes to the sum of an educator who is well grounded in basic skills and content
knowledge, is competent in the practices of instruction, is reflective, and is a member of the larger
community of learners.

' Webster's New World College Dictionary, Third Edition. New York, NY: MacMillan, 1997
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IV. COLLEGE OF EDUCATION LEARNING OUTCOMES

The College of Education has defined a set of learning outcomes that candidates must meet reflecting the
SPECTRUM conceptual framework of Knowledge, Skills and Dispositions (Values). Every individual
program within the College also has developed a set of specific learning outcomes reflecting knowledge,
skills, and dispositions of particular disciplines. In order to graduate and/or be certified, candidates must
show evidence that they have achieved both Coliege and Program outcomes. The Teacher Work Sample
Portfolio is one way in which students demonstrate their achievements. The College of Education learning
outcomes that appear below are aligned with the New Jersey Professional Standards for Teaching
(Appendix D):

Knowledge

(A)

(B)

(©)

(D)

(E)

(B)

Subject Matter

The beginning teacher has a thorough understanding and knowledge of subject matter and
national, professional, and New Jersey Core Curriculum Content Standards, and uses such
knowledge to create effective learning experiences for students.

Student Learning

The beginning teacher has knowledge of how students learn and develop and creates opportunities
for each student’s academic development.

Diversity of Learners

The beginning teacher understands differences in how students learn and knows how to provide
instruction to accommodate such diversity through the use of differentiated instruction and
collaborative learning.

Classroom Management

The beginning teacher understands classroom management theories.

Assessment

The beginning teacher knows how to assess, evaluate, analyze, and monitor student learning,

Planning Instruction

The beginning teacher plans instruction based on knowledge of subject matter, of national,
professional, and New Jersey Core Curriculum Content Standards, of students, and of curriculum
goals and models.

Instructional Strategies/Technologies

The beginning teacher uses a variety of instructional strategies and technologies that encourage
each student to develop critical thinking and problem-solving skills.
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(€)

(D)

(E)

(F)

(G)

Learning Environment

The beginning teacher creates a learning environment that encourages active, engaged learning,
positive interaction, and self-motivation for all students.

Commaunication

The beginning teacher effectively communicates in the classroom by using a variety of
communication skills including verbal and nonverbal techniques, technology, and media.

Assessment

The beginning teacher effectively uses formal and informal assessment strategies to evaluate
student progress and makes appropriate adjustments to instruction based on his/her assessment.

Student Support

The beginning teacher works with parents/family members, school colleagues, and community
members to support student learning and development.

Reflection and Professional Development
The beginning teacher is a reflective practitioner who continually evaluates the effects of her/his

choices and actions on others (students, parents, and other professionals in the learning
community) and who actively seeks opportunities to grow professionally.

Dispositions

(A)

(B)

©

(D)

Diversity/Individual Differences

The beginning teacher appreciates individual, cultural, and linguistic differences, shows respect for
the diverse talents of all learners, and is committed to helping develop self-confidence and
competence.

High Expectations

The beginning teacher believes that all students can learn at high levels and demonstrates a
commitment to meet the educational needs of all students in a caring, non-discriminatory and
equitable manner.

Community/Culture

The beginning teacher works productively within community and cultural norms.

Positive Climate

The beginning teacher takes responsibility for establishing a positive climate in the classroom and
participates in maintaining such a climate in the school as a whole.
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(E) Positive Role Model
The beginning teacher recognizes her/his responsibility to serve as a positive role model.
(F) Life-long Learner

The beginning teacher is a life-long learner who seeks out opportunities for continued growth.

November 30, 2001
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V. STATE REGULATIONS FOR TEACHER PREPARATION PROGRAMS

State of New Jersey, Department of Education (2008)
New Jersey Administrative Code 6A:9: Professional Licensure and Standards
(Projected Sunset Date: January 20, 2014)

NJAC 6A:9-10.2(a) Curriculum for Teacher Preparation Programs

(a) The preparation program for all instructional certificates shall include the provisions in (a) a through §
below.

(1} A minimum of 60 semester credit hours of general education including electives. General
education courses shall be distributed among the arts, humanities, mathematics, science,
technology and social sciences. There must be some study in each area. Study in technology may
include topics such as educational technology and tools, the history of technology and the
sociological impact of technological advancement which would contribute to the general
technological literacy of students. The purpose of general education is to develop the prospective
teacher as an educated person rather than to provide professional preparation. This component of
the program shall exclude courses that are clearly professional or career and technical in nature.

(2} A major in the arts, humanities, social sciences, mathematics, science or technology disciplines;

(3} A minimum of 90 credits of the total program distributed among general education and the
academic major;

(4) A sequence of courses devoted to professional preparation. Study must be devoted to the
behavioral/social sciences, the teaching of literacy and numeracy, educating linguistically diverse
and special education students and, effective May 31, 2010, integrating educational technology
and tools into the curriculum and classroom. Some of these areas may be included in the
professional or liberal arts component of the program consistent with (a)l above. The professional
component of the undergraduate program shall be aligned with the Professional Standards for
Teachers as specified in N.J.A.C. 6A:9-3:3 and shall provide students, normally beginning in
sophomore year, with practical experiences in an elementary, middle or secondary school setting.
These opportunities shall increase in intensity and duration as the student advances through the
program and culminate with a student teaching experience; and

(5) A student teaching experience. School districts have a responsibility, as part of the continuum of
professional education and development, for accepting and placing student teachers. This shall be
the equivalent of a full-time experience of one semester’s duration and shall be included within the
professional component. The student teacher shall be under the direct and continuous
personal supervision of an appropriately certified cooperating teacher.
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V1. OVERVIEW OF FIELD EXPERIENCES AT KEAN UNIVERSITY

Over the course of the professional educational sequence at Kean University, students compiete 14
semester hours in field-based education. The sequential experiences become increasingly complex and
demanding as students continue through the program. Clinical experiences in schools/districts/agencies
are designed as integral to the university course work and each serves as a prerequisite to the next level of
field-based education. The goal of the field experience structure is to provide students with the
information, experience, and opportunity needed to engage in substantive analysis of and reflection upon
the complex task of educating the children and youth of the State of New Jersey.

The success of the Teacher Education Program at Kean University is highly dependent upon the success of
the clinical experiences in which students participate each semester. The clinical experience is a
collaborative effort, one that involves the university student, the cooperating teacher, and the university
supervisor/clinical instructor. These three individuals make up the clinical or field experience team. While
each member of the team has different responsibilities to carry out, the successful experience is truly the
outcome of the cooperating teacher and university supervisor/clinical instructor nurturing and supporting
the field experience student.

The following several pages contain charts that display the component similarities as well as contrasts
among the three separate and distinct professional field experiences at Kean University and the different
time and placement requirements for each level of field work.
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VII. PROFESSIONAL INTERNSHIP EXPERIENCE

A. Purpose of the Professional Internship Experience

The professional internship is the third and final stage in the teacher preparation sequence; a stage
that requires a student to spend an entire semester — everyday, all day - in an assigned school or
agency. Interns are expected to follow the same schedule as the cooperating teacher including
appropriate professional activities.

Field experiences provide opportunities for teacher education students to acquire an understanding
of the teaching process by means of a gradual induction into increased instructional
responsibilitics. The professional intern practices theories he/she has learned regarding daily
lesson planning, classroom management, assessment, and the integration of technology into
classroom practice. The professional intern is required to instruct individual students and small
groups of students as well as the whole class and to reflect on that instruction.

The professional internship provides opportunities for working with linguistically and culturaily
diverse students and cxceptional populations. A supervised professional internship experience
prepares students to assume full-time, entry-level teaching responsibilities.

B. Admission to Professional Internship Experience

Admission requirements for professional interns have been established by the College of
Education to meet New Jersey Department of Education requirements, as well as those of Kean
University. The following are prerequisites to the professional internship:

1. Undergraduate Students

a. Formal acceptance into a department within the College of Education. These departments
are: Early Childhood and Family Studies; EBE-Elementary and Bilingual Education;
MSE-Middle and Secondary Education; Fine Arts (K-12); Music (K-12); Physical
Education and Health (K-12); and Special Education (Teacher of Students with
Disabilities).

b. A minimum of 95 credit/semester hours completed.

¢. Cumulative grade point average (GPA) of 2.75 or above from all institutions attended and
at Kean University.

d. Negative test results for the Mantoux (Tuberculin) Test before entering the assigned
school for the Professional Internship experience. The resuits must be no more than six
(6) months old and be submitted to the school nurse on the first day of the experience. A
student with a positive reaction to the Mantoux test must comply with the State’s follow-
up procedures (including chest x-ray and medical evaluation) by submitting a physician’s
report.

e. Successful completion of Introductory Field Experience and Preprofessional Field
Experience. Undergraduate teacher education candidates seeking an initial certification at
Kean University are required to successfully complete at least one preprofessional field
experience at Kean as well as a full semester of professional internship.

OAKEANDOCS'HANDBQOK! \ProfessionaliInternship Complete Handbook.doc
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f. Earned grades of C or better in professional education courses. A minimum of B- in
professional education courses is required for some education programs. Please check
with the coordinator for required grades in each program. Grades below C or a grade of [P

(Incomplete) in professional education courses will cause a student to be ineligible for
field work.

g. Successful completion of specific program requirements including prerequisite courses as
determined by the department in which accepted. Individual department and/or program
requirements may supersede the above stated eligibility requirements. Please check with
the coordinator of your specific program.

h.  The College of Education requires that a professional internship student take and pass
the respective Praxis 11 Test(s) for the teacher certification that he/she is seeking before
he/she can participate in the internship field experience. Students seeking ESL licensing
will be required to pass the Elementary Education Content Knowledge Test. Early
Childhood candidates are required to pass both the Elementary Education Content
Knowledge Test AND the Early Childhood Content Knowledge Test. Effective Spring
2011, Elementary and Middle School candidates are required to take and pass both the
Elementary Education Content Knowledge exam AND the Middle School Content
Knowledge exam for their academic area. Students in the Teacher of Students
w/Disabilities program must pass the Content Knowledge Test for their content area.
TSD students seeking K-5/5-8 certification are required to pass both the Elementary
Education Content Knowledge exam AND the Middle School Content Knowledge exam
for their academic area, effective Spring 2011. It is the candidate’s responsibility to
schedule and pass the appropriate Praxis I test(s) within the appropriate timeframe.
Students must submit a copy of all pages of the student’s Examinee Score Report from
ETS to the Teaching Performance Center by the stated deadlines (Fall: August 15, Spring:
November 1) in order to participate in the professional internship.

i. A student seeking Bilingual Teacher Certification will be recommended for field
experience placement, both preprofessional and the internship, when documented
evidence of satisfactory scores on written and oral proficiency tests are presented along
with the field experience placement application to the program coordinator. Satisfactory
scores on oral proficiency are acceptable only at the level of Advanced High and written
proficiency at the level of Advanced Medium. Proficiency scores must be submitted for
English as well as the other language of instruction.

2. Post Baccalaureate Certification Students (must be matriculated)

a. Formal acceptance into the Post Baccalaureate Certification Program within the College of
Education.

Cumulative GPA of 2.75 or above.

Successful completion of the respective Introductory Field Experience and Preprofessional
Field Experience. Post-baccalaureate teacher education candidates seeking an initial
certification at Kean University are required to successfully complete at least one
preprofessional field experience at Kean as well as a full semester of professional
internship.

d. Eamed grades of C or better in professional education courses. A minimum of B- in
professional education courses is required for some education programs. Please check
with the coordinator for required grades for your program. Grades below C or a grade of

O KEANDOCS'\HANDBOOK \ProfessionaltInternship Comnplete Handbook.doc
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IP (Incomplete) in professional education courses will cause a student to be ineligible for
field work.

¢. Negative test results for the Mantoux (Tuberculin) Test before entering the assigned
school for the Professional Internship experience. The results must be no more than six
(6) months old and be submitted to the school nurse on the first day of the experience. A
student with a positive reaction to the Mantoux test must comply with the State’s follow-
up procedures (including chest x-ray and medical evaluation) by submitting a physician’s
report.

f. Successful completion of specific program requirements including prerequisite courses as
determined by the department in which accepted. Department and/or program
requirements may supercede above eligibility requirements. Please check with the
program coordinator,

g The College of Education requires that a professional internship post-baccalaureate
student take and pass the respective Praxis II Test(s) for the teacher certification that
he/she is secking before he/she can participate in the internship field experience.
Students secking ESL licensing will be required to pass the Elementary Education Content
Knowledge Test. Early Childhoed Post-Baccalaureate candidates are required to pass
only the Early Childhood Content Knowledge Test. Effective Spring 2011, Elementary
and Middle School candidates are required to take and pass both the Elementary
Education Content Knowledge exam AND the Middle School Content Knowledge exam
for their academic area. It is the candidate’s responsibility to schedule and pass the
appropriate Praxis II test within the appropriate timeframe. Students are to submit a copy
of all pages of the student’s Examinee Score Report from ETS to the Teaching
Performance Center by the stated deadlines (Fall: August 15, Spring: November 1) in
order to participate in the professional internship.

h. A student seeking Bilingual Teacher Certification will be recommended for field
experience placement, preprofessional and the internship, when documented evidence of
satisfactory scores on written and oral proficiency tests are presented along with the field
experience placement application to the program coordinator. Satisfactory scores on oral
proficiency are acceptable only at the level of Advanced High and written proficiency at
the level of Advanced Medium. Proficiency scores must be submitted for English as well
as the other language of instruction.

3. Candidates at the Graduate (Advanced) Level

a. Formal acceptance into a department within the College of Education. These departments
are: Early Childhood and Family Studies; EBE-Elementary and Bilingual Education;
MSE- Middle and Secondary Education; Fine Arts (K-12); and Speech Pathology.

b. A minimum of 18 credit/semester hours of prerequisite courses
Cumulative grade point average (GPA) of 3.0 or above.

d. Negative test results for the Mantoux (Tuberculin) Test before entering the assigned
school for the Professional Internship experience. The results must be no more than six
(6) months old and be submitted to the school nurse on the first day of the experience. A
student with a positive reaction to the Mantoux test must comply with the State’s follow-
up procedures (including chest x-ray and medical evaluation) by submitting a physician’s
report.

O:KEANDOCS\HANDBOOK \Professional\Internship Complete Handbook.doc
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¢. Eamed grades of B or better in professional education courses. Grades below B or a grade

of IP (Incomplete) in professional education courses will cause a student to be ineligible
for field work.

f. Successful completion of specific program requirements including prerequisite courses as
determined by the department in which accepted. Department and/or program
requirements may supercede above eligibility requirements. Please check with the
program coordinator.

g. The College of Education requires that a professional internship graduate student take
and pass the respective Praxis Il Test for the teacher certification that he/she is seeking
before he/she can participate in the internship field experience. Students seeking ESL
licensing will be required to pass the Elementary Education Content Knowledge Test.
Early Childhood graduate candidates are required to pass only the Early Childhood
Content Knowledge Test. Effective Spring 2011, Elementary and Middle School
candidates are required to take and pass both the Elementary Education Content
Knowledge exam AND the Middle School Content Knowledge exam for their academic
area. It is the candidate’s responsibility to schedule and pass the appropriate Praxis II test
within the appropriate timeframe. Students must submit a copy of all four pages of the
student’s Examinee Score Report from ETS to the Teaching Performance Center by the
stated deadlines (Fall: August 15, Spring: November 1) in order to participate in the
professional internship.

h. A student secking Bilingual Teacher Certification will be recommended for field
experience placement, preprofessional and the internship, when documented evidence of
satisfactory scores on written and oral proficiency tests are presented along with the field
experience placement application to the program coordinator. Satisfactory scores on oral
proficiency are acceptable only at the level of Advanced High and written proficiency at
the level of Advanced Medium. Proficiency scores must be submitted for English as well
as the other language of instruction.

4. Visiting Professional Interns

The College of Education accepts visiting professional interns only from other NCATE
approved institutions for guest placements during the final semester of the professional
intemnship.

The following criteria must be in place for acceptance. A student must:

a. Have a minimum cumulative GPA of 2.75 from an accredited NCATE institution.

b. Have passed the Praxis II test for the intended area of certification. The Praxis II score
must meet or exceed the required passing score of the state in which the sending
institution is located.

Submit a letter of support by his/her academic department.

Be interviewed by the director of the Teaching Performance Center.

e. Submit a completed Visiting Professional Internship Application (available at TPC-
Willis 110).

f. Complete a TPC Field Placement application (available at TPC-Willis 110).

Register for professional internship at the sending institution.

Make payment of fees to Kean University for supervision, cooperating teacher

honorarium, and university supervisor/clinical instructor travel costs before August 15

for fall semester placement or December 15 for spring semester placement.

g o

SRS
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VIII. PROFESSIONAL INTERNSHIP PLACEMENTS

A. Selection of Cooperating Schools

Two important factors in the development of a successful field experience program are: 1) the availability
of effective cooperating schools for field experiences, and 2) the matching of cooperating teachers and
university students. The following general policies are intended to help ensure that sound procedures are
used in the selection of the cooperating schools and in the assignment of interns to those schools.

1. A listing of professional internship sites, as approved by program faculty and school districts, is
made available for students as part of the application packet. Students must select a regional
assignment from the approved list and/or choose from partnership districts and Professional
Development Schools (PDS). Students who attend Kean@OCC will be placed within 30 miles of
Ocean County College.

2. The school district must possess the following qualities or resources:

a. A sound and innovative curriculum which will offer teaching interns opportunities to
develop and demonstrate initiative and resourcefulness as teachers.

b. A diverse administrative and teaching staff genuinely interested in teacher education at the
preservice level. This includes, but is not limited to:

1)

2)

3)

4)

5)

6)

A willingness to attend preparatory programs necessary to serve as a cooperating
school.

A willingness to provide appropriate learning experiences for professional interns.

A willingness to provide continuous supervision and weekly conferences to assist
the intern in professional development.

A willingness to evaluate the performance of the intern using instruments
designated by Kean University.

A willingness to work cooperatively with Kean University staff members in all
aspects of the field experience program.

A willingness to select cooperating teachers who meet Kean University’s criteria
for cooperating teachers.

OMKEANDOCS'HANDBOOK \Professionalt Internship Complete Handbook.doc
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B. Selection of a Professional Development School

In line with national movements in education, Kean University, in partnership with area school
districts, has created a network of Professional Development Schools (PDSs) in which prospective
teachers are prepared through a complex, comprehensive and systematic approach. The work in a2 PDS
is designed to improve K-12 student learning, strengthen teacher education, promote professional
development, and support collaborative inquiry.

Professional Development Schools have been advocated in many commissions and reports on teacher
education (Goodlad, 1990; Holmes, 1986; Holmes, 1990; Levine, 1992) as a vehicle for educational
change. Darling Hammond (1998) describes PDSs as places where prospective and cooperating
teacher learning becomes (1) experimental, (2) grounded in teacher questions, (3) collaborative, (4)
connected to and derived from teachers’ work with their students, and (5) sustained, intensive, and
connected to other aspects of school change.

The central goal of a PDS is to create an exemplary school environment that provides for the ongoing
tasks of school renewal while seeking to serve the needs of P-12 students. A PDS provides a clinical
setting for pre-service education in which university students and P-12 faculty engage in professional
development, receive intense supervision, promote and conduct inquiry that advances knowledge of
schooling, foster parental involvement with the school, and strengthen the university-school
collaboration.

Professional Development School Sites

Elementary Schooel Sites Middle School Sites

Elizabeth: Dr. Orlando Edreira School #26, K-8 Hillside: Walter O. Krumbiegel Middle School

Hillside: Calvin Coolidge and George Washington | Linden: Soehl Middle School
Elementary Schools

Perth Amboy: Flynn Elementary School Perth Amboy: McGinnis Middle School

Rahway: Cleveland, Franklin, Madison and Piscataway: Conackamack Middle School
Roosevelt Elementary Schools

Roselle: Harrison Elementary School Rahway: Rahway Middle School

Woodbridge: Matthew Jago Elementary School

High School Sites Special Education Sites

Linden: Linden High School Morris-Union Jointure Commission:
Developmental Learning Center

Plainfield: Plainfield High School

Rahway: Rahway High School

OMKEANDOCS\HANDBOOK \Protessionali\Internship Complete Handbook.doc
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C. Selection and Qualifications of Cooperating Teachers

A teacher must meet the following criteria to serve as a cooperating teacher:

1.

2.

10.

11.

12.

13.

14.

Be approved by the principal and the district office,

Be tenured and fully certified in the content area.

Have appropriate certification to match that being sought by the professional intern.

Be able to serve as a model for excellence in teaching,

Be familiar with and model New Jersey Professional Standards for Teachers (2009).

Possess and exhibit high expectations for students and have a positive impact on student learning.

Have strong skills in planning, oral/written communications, collaborative decision- making,
judgment, and human relation skilts.

Have strong instructional skills and current content knowledge.
Have strong skills in collaborating with other teachers and parents.
Be committed to the time and effort needed to serve as a mentor to a field experience student.

Be willing and able to assist the student in developing and implementing lesson plans, observe
instruction, and provide meaningful feedback.

Have the capacity to mentor an adult learner and be available to him/her before, during and after
school.

Be willing to provide evaluative feedback to the field experience student regarding his/her
effectiveness in preparing lessons, delivery of instruction, and providing meaningful feedback to
PK-12 pupils.

Be willing to participate in university-sponsored professional development opportunities and
experiences that increase his/her expertise as a cooperating teacher and classroom instructor.

D. Placement Procedures

1.

Internship placements are made through a cooperative and mutual arrangement with P-12 schools
and agencies. These arrangements are initiated and completed by the Teaching Performance
Center in accordance with departments within the College of Education. Preferences will be given
to placements where agreements exist with selected P-12 partner schools and agencies.
Placements will be within the State of New Jersey and where there is an availability of university
SUpervisors.

Within the contextual framework of its informed, dynamic professional model, field-based
experiences are designed to provide teacher candidates with an education sequence for their
participative study of leaming, teaching and schools. The faculty and staff of the College of
Education endorse clinical placements in multicultural districts and classrooms. Field assignments
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are designed for COE students that prioritize opportunities to interface with P-12 students of
differing abilities, races and cultural backgrounds.

Professional intemns will be assigned to placements that are consistent with the certification being
sought.

Professional interns will be assigned to schools in towns other than where they reside, where they
went to school, where their children attend, or where they have relatives employed in the schools.
Exceptions may be made for students living in special needs districts or professional development
school districts. Placements in districts with diverse populations can be expected.

Placements in Professional Development Schools are a priority for the College of Education.

Requests for special considerations in placements are to be made in writing to the director of the
Teaching Performance Center with a copy to the program coordinator at the time the application is
submitted. Special requests for placement by students will be considered only where there is
evidence of extenuating circumstances.

Each student will be provided two opportunities to interview for an intemship placement. If both
interviews result in non-acceplance, the student will be evaluated by a Fieldwork Review
Committee convened by the Teaching Performance Center to determine his/her suitability for
classroom placement. The committee membership will consist of the student’s designated
program coordinator or faculty advisor and representatives from the Teaching Performance Center
and the appropriate department within the College of Education.

Transportation to and from the sites of all field assignments are the responsibility of the
professional intern.

E. Professional Internship at Place of Employment:

A student employed as a teacher’s aide or assistant who wishes to be placed in that setting for the
professional internship must present a letter from the school/agency principal/director to the Teaching
Performance Center. This letter, on school/district/agency stationery, is to be presented at the time the
Protessional Internship application is submitted. The letter should contain:

1.

Affirmation of employment at a specific school or agency including grade and/or subject taught
and affirmation that the student is under contract to the district/agency/school.

Acknowledgment from the employer sanctioning continuing employment while the requirements
of the professional internship are met.

Acknowledgment that a university supervisor/clinical instructor from Kean University will be in
the classroom to observe and assess the professional intern during the semester in consultation
with the cooperating teacher.

The name and address of the principal/supervisor or his/her designee who will assume the role of
cooperating teacher and who will collaborate with the university supervisor/clinical instructor.

Affirmation that the class placement and cooperating teacher’s N.J. teacher certification is
consistent with the certification sought. For example, a student who is seeking elementary
education teacher certification is employed and working in an elementary class that is being taught
by a certified K-8 teacher.
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IX. PROFESSIONAL INTERNSHIP POLICIES & PROCEDURES

A. Registration

A student participating in a professional internship must be registered with the Office of the
Registrar using Kean Wise or One-Stop Service.

1. A student is to check the registration bulletin for the correct course and section number to
register for his/her field experience and receive transcript credit. It is the student’s
responsibility to contact his/her program advisor to obtain a petition in order to register for
the internship.

2. It is the student’s responsibility to pay his/her tuition bill on time or contact student
accounting if a tuition and fees bill is not received prior to the start date of the semester of
field experience.

3. A student enrolled in a professional internship may register for only one¢ additional
course for the semester in which the professional internship is performed.

B. State of New Jersey Requirements for Educators
1. Mantoux Test (Required)

A candidate is required to have negative test results for the Mantoux (Tuberculin) Test
before s/he enters the assigned school for the Professional Internship experience. The
results must be no more than six (6) months old and be submitted to the school nurse on
the first day of the experience. A student with a positive reaction to the Mantoux test must
comply with the State’s follow-up procedures (including chest x-ray and medical
evaluation) by submitting a physician’s report.

2, Reporting Child Abuse in New Jersey (Required)

A preservice teacher should check with his/her cooperating teacher to learn the reporting
procedures of the school district to which he/she has been assigned.

New Jersey law states: that any person having reasonable cause to believe that a child has
been subjected to child abuse or acts of child abuse shall report this information
immediately to the Division of Youth and Family Services (DYFS). From 9:00 AM to
5:00 PM weekdays, reports of child abuse and neglect can made to the local DYFS district
office. There is at least one district office in every county. The hotline number (800-792-
8610) is available 24 hours a day, seven days a week.

Any person, who pursuant to the law, reports child abuse or neglect or testifies in a child
abuse hearing resulting from such a report is immune from any criminal or civil liability as
a result of such action.

Any person who knowingly fails to report suspected abuse or neglect pursuant to the law
or to comply with the provisions of the law is disorderly and is subject to a fine up to
$1,000 or up to six months imprisonment or both.
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3. Criminal History Background Check

Since 1986, the New Jersey State Department of Education requires all new employees to
be fingerprinted and undergo a criminal history background check.

A student teacher is not an employee of the school district where he/she completes the
field experience; however, a district may require a student intern to provide assurance that
he/she has not been convicted of any disqualifying offense. (See #4 below.)

Local school districts, in order to ensure themselves and the public that a student intern
has fot been convicted of a disqualifying offense, may require the intern to submit, have
notarized, and keep in their records, the second part of the “Application Authorization and
Certification Form™ which provides this assurance.

All College of Education students are advised strongly to seek a substitute teaching
certificate as soon as they have earned 60 credits as proof of a clean criminal background
history. In accordance with the NJ Department of Education, school districts that require
students to obtain a New Jersey Substitute Certification must place those students on their
approved substitute teacher list.

4. Disqualifying Offenses

As required by New Jersey law, the State of New Jersey, Department of Education will
not issue a teaching certificate, in most cases, to anyone with a criminal history of certain
disqualifying offenses. Similarly, New Jersey facilities, schools, and school systems
under the supervision of the Department of Education are barred from employing such
individuals in positions which involve regular contact with pupils under the age of 18,

A conviction or charges pending for any of the following crimes or offenses may preclude
a student from participation in field experiences (introductory, preprofessional and
professional internship) and placement in school districts/agencies.

These disqualifying crimes/offenses include:

¢ Any crime of the first or second degree;

¢+ Any crime involving sexual offense or child molestation;

¢ An offense involving the manufacture, transportation, sale, possession, distribution or
habitual use of a drugs or any violation involving drug paraphernalia;

¢ Any crime involving the use or force or the threat of force to or upon a person or
property, including, but not limited to, robbery, aggravated assauit, stalking,
kidnapping, arson, manslaughter and murder;

¢ Any crime of possessing a weapon;

¢ A third degree crime of theft or a related offense;

¢+ An offense of recklessly endangering another person, terroristic threats, criminal
restraint, luring or enticing a child into a motor vehicle, or isolated structure;

¢ An offense of causing or risking widespread injury or damage;

¢ Any crime of criminal mischief, burglary, usury, threats or other improper influences,
perjury and false swearing, resisting arrest, or escape;

¢ Any conspiracy to commit or attempt to commit any of the crimes described above.

Any student who believes that he or she may have been convicted of or have charges
pending for any of the above crimes/offenses should contact his/his program coordinator
immediately.
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C.

D.

Calendar and Schedule

1.

1.

The professional internship calendar for each semester is developed by the Teaching
Performance Center in conjunction with university faculty, This calendar will be included
with general information sent to the field experience triad: the student, the cooperating
teacher, and the university supervisor/clinical instructor.

2. A professional intern is required to be in the school and under direct supervision for the
designated period of time and for the preparatory periods before and after school. The
student is to follow the cooperating teacher’s daily schedule. (See page 7)

3. A professional intern is not to be left alone in the classroom with students. The field
student shall be under the direct and continuous personal supervision of an appropriately
certified cooperating teacher.

4. A professional intern will follow the calendar of the school to which he/she is assigned
and observe those vacations and holidays.

Attendance

A professional intern has an obligation to be consistent and punctual in attendance. This
applies to two areas:

a. School-related Activities

A student should be in the assigned school at the time designated by the
cooperating teacher and principal. He/She should remain at the school for the
time duration as specified by the Kean University supervisor/clinical instructor.
Most districts require preservice students to be at the school approximately 15-20
minutes before the first bell and to stay 15-20 minutes after the last bell. A
student should also factor in travel time to the placement site in order to arrive at
the designated time.

The professional intern is expected to be present for all assigned days in the
schools. No absences will be allowed except for illness or death in the immediate
family. If a student must miss days due to reasons cited, all work must be made
up. The cooperating teacher and university supervisor/clinical instructor will
determine how the professional intern can make up the work.

If a professional intern has children, their childcare and/or transportation to and
from their schools during the internship is the student’s responsibility. The
preservice teacher must handle these needs the same as if he/she were employed
by the placement district and allot a sufficient amount of time to arrive at school at
the designated time.

b. University-related Activities

At specified times during the semester, a professional intern may be required to
participate in conferences and meetings with Kean University faculty members,
Attendance at these activities is required. These meetings may be during the
teaching day or in the afternoon or evening.
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2. In case of excessive absences, the professional intern may be removed from the

placement.

3. Absence for part of a day counts as one absence.

4. If a student is absent, he/she is to call the office of the cooperating school as soon as it
opens, contact the cooperating teacher, and then call the university supervisor/clinical
instructor.

5. It is expected that the professional intern will not participate in any employment, activity,
or university functions which interfere with the responsibilities and requirements of the
professional experience.

E. Snow or Inclement Weather

A student’s responsibilities for attendance are the same as those for a professional teacher.
Schedules are developed to meet requirements of Kean University. Therefore, days missed due to
weather problems must be made up by university students.

The student should become familiar with the school/district’s notification procedures for closing.
On days when the weather is questionable, the professional intern should check the district’s
website and/or listen to the local radio station to find out about school closings. Please do not call
the school for the information. Announcements are generally available on the web, TV and radio
stations by 6:30 A M.

Most schools have planned for the possibility of make-up days and have already designated
specific days for make up. Some days may be those scheduled as teacher workdays or a spring
break. Students should check the district schedule.

F. Absence of Caoperating Teacher

In the event that the cooperating teacher is unable to perform the supervisory function, the
professional intern may be reassigned. The principal, university supervisor/clinical instructor, and
the Teaching Performance Center staff will determine whether the student will be reassigned in the
same school or moved to another setting.

G. Substitute Teaching

Kean University does not permit a student to be used as a substitute teacher while completing
his/her professional internship. When a cooperating teacher is absent, it is expected that the school
or district will hire a substitute teacher.

However, the University strongly urges that students obtain their county substitute certification as
soon as they have earned the required 60 credits. Substitute teaching allows students the
opportunity to gain valuable experience at varying grade levels and in many different subject
areas. A valid NJ State Substitute Certificate, while providing proof of a clean criminal
background history, is also an important bridge to obtaining a teaching position after graduation
and prior to receiving the standard teaching license from the state.

A student may substitute teach only on the days he/she is not assigned to student teach, i.e. before
school closings at the end of a semester.
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H.

Strike Threatened at the Site of the Field Experience

In the event that the school or district to which the university student is assigned is subject to any
serious conflict or dispute between the teachers’ association and the Board of Education, the
professional intern should occupy a position of neutrality, which means:

1.

2.
Supervision
1.
2.
3
a)
b)
)
d)
4.

The situation that affects professional internship is to be reported to the university
supervisor and the Teaching Performance Center, 110 Willis Hall, (908) 737-4185.

The professional intern is not to cross a picket line or participate in a job action.

The professional internship experience is a supervised experience.

The director of the Teaching Performance Center, in cooperation with the program
department, assigns a university supervisor/clinical instructor to mentor each student
during the experience.

There will be a minimum of seven on-site observations and one videotaped evaluation for
a total of eight written assessments.

Formal observation reports that are to be completed, signed and submitted include
a minimum of five narrative reports, one midterm evaluation, one final evaluation
and one video analysis report.

If, for some reason, a school or district will not permit a professional intern to be
videotaped, an additional narrative report is to be completed and submitted in lieu
of the video analysis report.

For a two-part professional internship experience the following is suggested:

1¥_half - observation reports to be completed, signed and submitted include a
minimum of two to three narrative reports, one midterm evaluation, one final
evaluation, and one video analysis report.

2nd half - observation reports to be completed, signed and submitted include a
minimum of two to three narrative reports, one midterm evaluation, and one final
evaluation. (Note: The Physical Education/Health Department requires a video
tape for each of the two experiences.)

A university supervisor/clinical instructor is expected to spend a minimum of
fifteen (15) contact hours supervising/observing a professional intern each
semester.

For the purpose of evaluation, the professional intern should be viewed as an emerging
professional, a work-in-progress and evaluated by standards appropriate to an emerging
educator.

O\KEANDGCS\HANDBOOK \Professional\Internship Complete Handbook.doc

24



J. Removal from Internship Placement

1.

Removal from a field experience placement may be initiated by a school district
administrator, cooperating teacher or university supervisor/clinical instructor.

If a teacher candidate is removed from his/her placement, the student will be required to
withdraw from the field experience for that semester. The student will not have the
opportunity to be placed again in the field in the same semester. Withdrawal from a
course remains the responsibility of the student. Specific guidelines and procedures for
withdrawal are outlined in the university course bulletin. A refund determination for the
semester in question will be made consistent with the established University Refund
Policy found in the university course bulletin. A student who has been removed from a
placement will be required to meet all recommended interventions determined by his/her
program advisor prior to a second and final placement opportunity.

Application to repeat one field experience course (preprofessional or internship) are
delineated in Section K below. If removal from the placement is the result of unethical
conduct, criminal activity or extreme incompetence in performing the requirements of the
experience, the student may be denied a second opportunity for placement.

A student who graduates from any program of Kean University College of Education
without certification and returns to any post-baccalaureate program is also governed by
this policy.

K. Repeating the Professional Internship

1.

A student will have one opportunity to repeat either the preprofessional or internship
experience.

Application to repeat one field experience course (preprofessional or internship) may be
made within a two-year period upon receipt of a grade of “U”-unsatisfactory or a student-
initiated withdrawal which culminates in a grade of “W”.

A field experience course may be repeated only once, provided the student meets all
recommended interventions as determined by the student’s program advisor. A formal
intervention plan will be developed by the program coordinator in collaboration with the
university supervisor/clinical instructor, student and the Teaching Performance Center.

A student who graduates from any program of the College of Education without
certification and returns to any post baccalaureate program is also governed by this policy.

Students with extenuating circumstances may submit a letter of appeal with supporting
documentation to the Teaching Performance Center.

Formal application to repeat a field experience is initiated by letter to the director of the
Teaching Performance Center with copies to the department chairperson, program
coordinator and the dean of the College of Education. This letter must identify the
semester in which the student is requesting a second placement opportunity and must be
submitted two months prior to the start of the requested semester. The request will be
reviewed by a committee consisting of the director of the TPC, the department chairperson
or designee, the program coordinator, the university supervisor/clinical instructor of record
and a representative of the COE dean’s office; however, it may not result in a
recommendation for a second opportunity to repeat the internship. The committee’s
recommendation will be sent to the dean of the College of Education for a final decision.
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7. A professional intern who is repeating a professional internship will be assigned a Kean
University residential faculty member as his/her supervisor for the duration of the field
experience semester. Students who are placed in a Professional Development School or
Teacher Development Program School (Section M) will be supervised by a university
supervisor/clinical instructor who has been assigned to that particular site.

L. Extending Professional Internship

In some cases where a candidate’s successful completion of the internship is in jeopardy and
where it is judged that an additional guided experience can be beneficial, the director of the
Teaching Performance Center, at the recommendation of the university supervisor/clinical
instructor, will form a committee consisting of the director of the TPC, the university
supervisor/clinical instructor and the department chairperson or designee. This committee will
review the student’s particular situation and recommend an extension of the internship, a recycling
of the entire internship, or a complete removal from the internship process.

If a candidate is unable to progress according to the suggested schedule in Section IX.C. because
of justified excessive absences or the cooperating teacher is not able to allow the candidate to take
over the class and teach full-time for at least seven (7) weeks, the committee will convene and
determine how long the internship should be extended. If the internship is to be extended, a
Special Case Report must be completed on which are indicated specific program performance
competencies in need of strengthening.

If the committee determines that the candidate will not be able to complete the internship within a
maximum of a three (3) week extension, the committee may recommend removal from placement
and refer the candidate to the Teacher Development Program. In this instance a grade of IP —
Incomplete will be given to the candidate until the extension of the internship is completed. The
committee can recommend to extend the internship for a designated period of time beyond the
instruction period, at the end of which the committee then will decide whether to award the grade
of “S” or “U.” If a student declines to extend the internship at the request of the committee, it will
not be possible for the student to receive a grade of “S” and a grade of “U” will be given.

It is the prerogative of the committee to recommend ending the internship if it is determined that,
(1) doing so is in the best interests of the P-12 students with whom the candidate is working, (2)
the identified problems are so severe that the intern requires additional specialized instruction and
practice, or (3) the candidate is demonstrating unprofessional behaviors such as continuous
lateness, frequent absences, or conduct unbecoming to the teaching profession. If this is the case,
the committee is to determine also whether the student will be able to repeat the experience in its
entirety after specific measures to remediate the difficulties have been completed.

M. Guided Practice Intervention: Teacher Development Program

An intern who has received a score of two or below on any competency on the Professional Intern
Performance Competency Assessment or a student who is identifted by a Special Case Report may
be referred to the Teacher Development Program. A student may also be self-referred or faculty
referred. At a conference with the student an intervention plan will be developed indicating the
competency areas requiring remediation and/or support services. The student’s progress will be
monitored closely until the completion of his/her teacher education program or until other career
choices have been selected.
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Support services provided through the Teacher Development Plan address pedagogical and
personal knowledge, skills, and dispositions and may include, but are not limited to:

*  Opportunities to discuss performance evaluations and remediation strategies, as well
as review placement difficulties and/or personality conflicts.

* Small group seminars conducted on topics such as time management, lesson planning,
inclusion, classroom management, assessment strategics or critical thinking skills.

» Directed field observation of a master teacher.

*  Access to videotape resources focusing on classroom models and teaching strategies.

* Intensive supervision by a designated university supervisor/clinical instructor and/or
departmental faculty to observe the student in teaching situations and to provide
immediate feedback.

= Frequent video taping and/or audiotaping of the intern to encourage reflection and
self-evaluation.

* Weekly on-site conferences among the intern, cooperating teacher and university
supervisor/clinical instructor.

* Identification of university and community services available to the intern including
computer software.

* Referrals made to appropriate counseling services as needed.

A student who is accepted to the Teacher Development Program will be asked to sign a release
form acknowledging that the participants involved in the student’s intervention program
(university supervisor/clinical instructor, cooperating teacher, school principal) may be made
aware of the student’s previous performance in those competency areas in need of remediation.

N. Problems and Concerns

A professional internship assignment may create challenges which require identification and
professional management by the university supervisor/clinical instructor. During the placement, a
student may experience difficulty with problems or professional concerns. These may include, but
are not limited to such areas as classroom instruction, spoken or written English, management
skills, content knowledge, or interpersonal relationships.

The following procedure is outlined as a management plan leading to the resolution of a problem
or concern with a professional intern:

1. A serious problem (or problems) is identified by the cooperating teacher and /or the
university supervisor/clinical instructor.

2. The university supervisor/clinical instructor and the cooperating teacher confer to further
define the problem(s).
3. The university supervisor/clinical instructor, the cooperating teacher and the field

experience student confer formally to identify clearly and explain fully the problem(s) as
well as generate suggestions for its solution. This conference is to be dated, noted and
recorded on a narrative report or appended to the narrative report. In most cases, this
should take place within the first 4 to 5 weeks of the student’s placement.

4. The director of the Teaching Performance Center is to be informed of the problem at this
time. The director will then notify the program coordinator.
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5. If the problem(s) persists, a second formal conference with the student, the cooperating
teacher and the university supervisor/clinical instructor is held. A Special Case Report
(Appendix N) is to be completed by the university supervisor/clinical instructor and
signed by the student, the cooperating teacher and the university supervisor/clinical
instructor. The original and one copy of the Special Case Report are sent immediately to
the Teaching Performance Center. The remaining copies are distributed to the persons
indicated. In most cases, this should take place by the end of the 6" week and must be

filed if a student is failing at mid-semester.

6. If progress is not observable by the cooperating teacher and/or the university
supervisor/clinical instructor, the director of the Teaching Performance Center is formally
and directly notified by the university supervisor/clinical instructor. The director of the
Teaching Performance Center will arrange a conference with the university
supervisor/clinical instructor, the cooperating teacher and the university program
coordinator to discuss available options. The field experience student will then be invited
into the conference. (This must take place no later than the 8" week of the professional
intern’s placement.)

7. Options available at this point would include:
. removal from placement;
. creation of a plan for remediation/intervention;
. reapplication for placement in a subsequent semester;
. assignment of a grade of Unsatisfactory;
. withdrawal from the program;
counseling of the student 1o pursue a career path other than teaching.

;O a0 oW

N.B.

This procedure is designed so that a professional intern will know what the problem(s) is,
specifically how he or she is to correct the situation and, given time, helped to make adjustments.
Clearly, the major burden of change is on the professional intern. The university
supervisor/clinical instructor, working collaboratively with the cooperating teacher and other
university personnel, provides the professional assistance and guidance to help the student realize
his or her progress in this field experience by following the above procedure.

Assessment and Grading

1. Assessment
The professional intern is assessed on an ongoing basis with both formative and summative
evaluation instruments.

A minimum of eight (8) observational visits and supervisory reports are to be completed by the
university supervisor/clinical instructor and provided to the professional intern as written
feedback. Five (5) narrative reports, one (1) video analysis, one (1) mid-experience, and one (1)
final assessment report constitute the eight reports. Please see Appendix H for a sample narrative
report and Appendix I for a sample assessment form. The same assessment report form is used for
the mid and final reports. Beginning in fall 2010, internship assessments can be submitted online.

The review and analysis of the videotape is also used to evaluate the intern. Videotaping of a
professional intern’s performance is a routine part of the assessment process at Kean University.
Should a school or district prohibit a videotape, a sixth narrative report is to be substituted. See
Appendix K for a sample copy of the video analysis form. Beginning in fall 2010, video analysis
assessments can be submitted online.
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Frequency of Assessments

a.

Single Experience

The professional intern is observed by a university supervisor/clinical instructor a
minimum of seven (7) times during the semester completing a narrative or formative
report for five (5) observations. A mid-term and a final competency form or summative
report is completed by the cooperating teacher and the university supervisor/clinical
instructor, for a total of two (2) each. A minimum of one (1) video analysis form is
completed by the university supervisor/clinical instructor as a substitution for the eighth
(8"™) visit. The university supervisor/clinical instructor will also evaluate the intern’s
Teacher Work Sample Portfolio and complete one (1) TWS Assessment form. The
cooperating teacher will evaluate the intern over the course of the semester using the
student’s national program standards and completc one (1) Supplemental Program
Assessment,

Double Experience
Program majors in Health/Physical Education, Music, and Fine Arts are required to

participate in two (2) separate and distinct field experiences during their professional
internship. The professional intern will be observed and supervisory reports completed for
cach of the two (2) experiences. A mid-term and final competency assessment for each of
the two (2) experiences are to be completed by the cooperating teacher and university
supervisor/clinical instructor. In addition, two (2) to three (3) narrative observation
reports for gach of the two experiences are to be completed and filed with the Teaching
Performance Center. A minimum of one (1) video analysis form is completed by the
university supervisor/clinical instructor for the professional intern. (NOTE: The
health/physical education program requires a separate videotape to be completed for each
of the two (2) experiences.} One (1) Teacher Work Sample Portfolio Assessment is
completed during the internship experience. The cooperating teacher for each experience
will evaluate the intern and complete one (1) Supplemental Program Assessment.

Assessment Summary
SINGLE EXPERIENCE DOUBLE EXPERIENCE

University 5 narrative observation forms 4-6 narrative observation forms
Supervisor/ (2-3 from each experience)
Clinical 2 competency assessment forms 4 competency assessment forms
Instructor (2 from each experience)

1 video analysis form 1-2 video analysis forms
1 Teacher Works Sample form 1 Teacher Work Sample form
Special case report (as needed) Special case report (as needed)

Cooperating 2 competency assessment forms 4 competency assessment forms
Teacher (2 from each experience)

1 Supplemental Program Assessment | 2 Supplemental Program Assessments
(1 from each experience)
Special case report (as needed) Special case report (as needed)

Detailed descriptions of the assessment procedures are found in Section X for the cooperating teacher and
in Section XI for the university supervisor/clinical instructor.

When mid and final assessments are submitted online, the University Supervisor/Clinical Instructor is to
submit a Mid/Final Meeting form indicating the intern’s scores and signatures of all parties.
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2. Grading

A grade of “S” or “CG” is granted upon successful completion of al} requirements.

Traditional letter grades are not awarded for professional internship and the grade is not figured in
the intern’s GPA,

a. Undergraduate and Post Baccalaureate interns eam the following grades:

S — Satisfactory Performance Recommended for certification

U — Unsatisfactory performance Not recommended for certification
b. Graduate interns earn the following grades for field experience:

For Satisfactory Performance:
CG — Credit Given Recommended for certification

For Unsatisfactory Performance
NG - No Credit Given Not recommended for certification

It is possible that a professional intern will be unable to demonstrate satisfactory competency by
the conclusion of the professional internship semester. In such a case, the student has the
following options:

a. Withdraw from the professional internship if it is within the time limit and receive
an automatic grade of “WD”.

b.. Receive a grade of “U” indicating unsatisfactory performance. A Special Case In
Field Experience report must be on file in the Teaching Performance Center as
one documentation of unsatisfactory performance. See Appendix N for a sample
of this report.

d. Assignment to the Teacher Development Program. See Section M .
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X. THE PROFESSIONAL INTERN

Ope expectation for each professional intern is that an interview at the placement district/agency/ school
will be held well before the onset of the semester of field experience. During this time the university

student is to make a note of the principal’s name as well as that of the contact person and telephone
number to call if he/she is late or absent.

The first few days of professional internship are extremely important, for they set the tone for the entire
experience. While orientation to the school and community may continue throughout the semester, most
orientations take place the first week.

A, Responsibilities

The preservice teacher plays the central role in the professional internship semester.
Consequently, it is essential that the intern approach this experience with an understanding of the
basic program and the responsibilities to be met. The professional intern, the cooperating teacher,
and the university supervisor/clinical instructor assume certain responsibilities. Please refer to the
information regarding those responsibilities in the appropriate sections of this handbook.

The following is a list of basic responsibilities for the professional intern during the semester of
professional internship. The professional intern:

1. presents negative test results for the Mantoux (Tuberculin) Test to the school nurse before
the first day of the experience. The results of which must be no more than six (6) months
old. A student with a positive reaction to the Mantoux test must comply with the State’s
follow-up procedures (including chest x-ray and medical evaluation) by submitting a
physician’s report.

2. follows the school district’s calendar. The intern is to report on the first day of school
according to the semester of the assignment. The university assigns the last day of
professional internship. The Professional Internship Calendar identifies specific dates of
importance to each intern.

3. is expected to be in attendance every day, all day for the fifteen weeks of the professional
internship. If illness prevents a student from attending, the intern is to notify the school as
early as possible and make arrangements for lesson plans and materials. The university
supervisor/clinical instructor is to be made aware immediately that a professional intern is
not in attendance.

4. dresses according to the professional standards established by the teacher(s) with whom the
professional intern works. Jeans are not appropriate for most teaching situations.

5. behaves professionally in his’her relationships with students, faculty, non-teaching staff,
parents, and administrators.

6. makes it a priority to become acquainted within the first two weeks with other school staff
members such as teachers, administrators, nurses, librarians, secretaries, and custodians.

7. plans to arrive at school early and stay late and notifies the school and the university
supervisor/clinical instructor of an impending late arrival.

8. observes as many different teaching situations as possible. For example, the intern plans to
observe an English as a Second Language (ESL) class, a Gifted and Talented (G and T)
class, and at least one inclusion class.
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participates in student after-school activities/programs along with the cooperating teacher.

10.  obtains a map of the school district and a school calendar for his/her personal use, as well as
for his/her university supervisor/clinical instructor.

11.  becomes familiar with district policies and regulations such as accidents, discipline, fire
drills, school closings, drug and other substance abuse, child abuse and sexual harassment.

12, attends faculty meetings, professional development sessions, school board meetings, and
PTA meetings.

13.  attends university scheduled professional internship workshops and/or seminars.

14.  prepares a daily and semester schedule for the university supervisor/clinical instructor.

15.  discusses with the cooperating teacher the classroom management and discipline procedures
that the cooperating teacher would wish him/her to use.

16.  incorporating NJ Core Curriculum Content Standards (2009) into lesson planning activities.

17. limits outside employment during the period of professional intemnship, making every effort
not to permit personal needs and obligations, or other university courses or activities to take
precedence over his/her internship responsibilities. A student is not to ask to leave carly or
to be absent from his/her cooperating school to engage in a university course or
employment.

18.  resolves conflicts between professional internship obligations and other activities with the
university supervisor/clinical instructor and cooperating teacher.

19.  limits registration to one course in addition to the professional internship.

20.  practices daily NJ Professional Standards for Teachers (2009).

21. Is under the direct and continuous personal supervision of an appropriately certified
cooperating teacher.

B. Requirements

Underlying the teacher preparation program at Kean University is the goal that the professional
intern becomes an informed, dynamic professional. This means that the faculty and staff are
committed to the preparation of educators who will be creative, innovative and inquiring
educational leaders in the settings in which they will work. Teachers engage in a wide array of
decision-making activities, and we believe that reflective practice and ongoing teacher inquiry are
ways in which a teacher’s knowledge, skills and dispositions/values can be strengthened and
improved.

There are five requirements of the professional internship semester:

1. the maintenance of a daily reflective journal to be reviewed by university
supervisor/clinical instructor;

2. preparation of lesson plans;
completion and analysis of videotaped lesson;

4. instruction and assessment of P-12 students; plan, implement and be observed
teaching at least one (1) computer-aided lesson during the professional internship;

5. completion of a Teacher Work Sample Portfolio.
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1. Journal (Reguired)

Keeping a reflective journal of the events and experiences occurring during the
professional internship is a course requirement. The journal is an ongoing narrative in
which daily entries reflect the professional intern’s increased awareness of:

a. Growth in understanding of his/her professional and personal needs, i.e.,
areas in which additional training is necessary, such as questioning,
summarizing, or transitioning between instructional strategies.

b. Relationships with students, cooperating teacher and building personnel,
i.e., communicating, responding, valuing of others.

C. Development of teaching skills, i.c., specific skills you have learned and
strengthened through classroom application, as well as the identification
of areas in need such as planning or classroom management.

d. Flexibility in dealing with daily occurrences, i.e., strategies for handling
students who arrive late to class or positive reinforcement of student
behavior.

€. Recognition and use of student interests, responses and questions, i.e.,
relevancy of subject or topics to students’ lives or integrating student
interest,

f. Understanding the role of the teacher in the school and community.

g Recognition and application of educational principles related to

instructional intelligences or questioning techniques.

h. Creation of instructional opportunities adaptable to diverse learners, i.e.,
planning with teacher of the handicapped for a student with special needs.

i. Contextual factors that shape the nature and diversity of the community,
district and the classroom.

The university supervisor/clinical instructor will instruct the intern as to how often the
Jjournal entries are to be submitted and reviewed and in what form, i.e. electronically, via
email, etc.

2. Lesson Plans (Required)

Units, lessons, activities, experiences, techniques, plans and strategies are terms that are
used every day in a classroom to identify some aspect of the planning-to-teach process.
Teachers plan in order to introduce, reinforce, clarify, assist, organize, and better
communicate with their students. Lesson plans are to incorporate the NJ Core Curriculum
Content Standards (2009).

During the professional internship, each professional intermn will be responsible for both
short and long range planning. Initially, a student will plan with greater detail so that the
plans will provide support in the lessons what will be taught. As more instructional
responsibilities are added and assumed and the intern becomes more experienced, the
student and the cooperating teacher, after consulting with the university supervisor/clinical
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instructor, may decide that plans may become less detailed. Sce Appendix Z for a Daily
Lesson Plan for Middle and Secondary Education students.

A professional intern is responsible for submitting a plan for each lesson that is to be
taught. The lesson plan is to be signed by the cooperating teacher before the lesson is
implemented. Each university supervisor/clinical instructor will review a lesson plan and
observe a lesson that incorporates the use of computer technology, software, and/or media.

3. Videotape/Video Analysis (Required)

The purpose of a self-videotape and its analysis is to provide a professional intern with a
medium to present himself/herself in action and to allow the intern to perform a self-
assessment of his/her performance as a teacher. It is a unique experience that focuses on
the student’s visual and auditory impacts in the classroom. It also enables a student to
reccive objective feedback from the university supervisor/clinical instructor and the
cooperating teacher, that in turn, builds confidence and may lead to significant growth in
classroom teaching.

Each student is responsible for making arrangements for videotaping a lesson and
determining what policies are in place within the district concerning the videotaping of
children in the classroom. Arrangements are to be completed with school or district
personnel early in the internship semester,

More than one videotaped lesson may provide insights into areas of strength as well as
areas of needed improvement. Certainly a videotape will reveal idiosyncratic behavior or
personal speech patterns which may not have been previously noticed. The videotape is
to be completed between week seven (7) and week ten (10) of the professional
internship semester, providing time for remediation, if indicated, and an opportunity
for one or more additional tapings.

The videotape assessment form and additional instructions, including format, may be
found in Appendixes K, L & M. A written lesson plan is to accompany the videotaped
lesson at the time of the video analysis conference with the university supervisor/clinical
instructor and the cooperating teacher.

4. Classroom Teaching (Required)

After a reasonable period of observation and work with small group and individual student
instruction, the professional intern will assume major responsibility for lesson planning,
classroom management, and instruction.

a. At the elementary level, the professional intern is required to teach in all content
areas and work with all ability levels during the course of the 15-week experience.
The intern is required to teach full time/all day starting in the seventh week and
continuing through the 15-week period.

b. At the secondary level (middle and high school), the professional intern is

required to teach full-time for a maximum of five (5) periods per day starting at

the seventh week and continuing through the 15-week period.
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C. T}.le professional intern who is enrolled in the Teacher of Students with
Disabilities Program is required to follow the teaching schedule of his/her
cooperating teacher(s) during the course of the 15-week experience.

d. The professional intem is required to prepare written lesson plans which are to be
made available for examination, comment, and approval by the cooperating
teacher and the university supervisor/ctinical instructor. Foundational to lesson
planning is the incorporation of the NJ Core Curriculum Content Standards.
Plans are to be organized in chronological order and filed in a folder or ring
binder.

e. The professional intern is required to prepare and implement at least one (1)
lesson incorporating computer-aided instructional strategies during the internship.
This lesson is to be observed and documented by the university supervisor/clinical
instructor.

5.  Completing a Teacher Work Sample Portfolio (Required)

Successful teacher candidates support learning by designing a Teacher Work Sample

{TWS) that employs a range of strategies and builds on each P-12 student’s strengths,

needs, and prior experiences. Through this performance assessment, teacher candidates

provide credible evidence of their ability to facilitate learning by meeting the following

TWS standards:

» The teacher uses information about the learning-teaching context and student
individual differences to set learning goals and plan instruction and assessment.
The teacher sets significant, challenging, varied, and appropriate learning goals.
The teacher uses multiple assessment modes and approaches aligned with leaming
goals to assess student learning before, during, and after instruction.

» The teacher designs instruction for specific learning goals, student characteristics and
needs, and learning contexts.

e The teacher uses regular and systematic evaluations of student learning to make
instructional decisions,

e The teacher uses assessment data to profile student learning and communicate
information about student progress and achievement.

e The teacher reflects on his or her instruction and student learning in order to improve
teaching practice.

An explanation of a Teacher Work Sample Portfolio, a guide to the portfolio, and other
requirements can be found in Appendix E. Please refer to A Guide to Compiling a
Teacher Work Sample Portfolio on the College of Education’s website:
www.kean.edw/College-of-Education for complete instructions, processes, rubrics, and
evaluation forms.

A professional intern, completing a Teacher Work Sample Portfolio engages in a process
that enables teacher candidates to demonstrate teaching performances directly related to
the implementation of a standards-based instructional unit by planning, instructing and
assessing P-12 student learning. Interns analyze P-12 student learning and reflect on their
teaching effectiveness.
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