Washington College
Education Department Faculty & Adjunct Faculty

James Siemen, Professor of Psychology (410) 778-7283
Chair, Education Department jsiemen2@washcoll.edu
Robert Siudzinski, Assistant Professor (410) 810-7129
Coordinator of Secondary Education rsiudzinski2@washcoll.edu
Erin Counihan, Lecturer (410) 778-7267
Secondary PDS Liaison ecounihan2@washcoll.edu
Bridget Bunten, Assistant Professor (410) 778-7768
Coordinator of Elementary Education bbunten2@washcoll.edu
Michelle Johnson, Lecturer (410) 810-7439
Elementary PDS Liaison mjohnson2(@washcoll.edu

Secondary Special Methods Instructors

Art - Stephanie Spencer, Kent County H. S. sspencer@kent.k12.md.us
English - Marsha Wilder, Centreville M.S. marsha.wilder@qacps.org
Foreign Language - Stephanie Gerhold, Kent Cty HS sgerhold@kent.k12.md.us
Math — Nina Newlin, Kent County Public Schools nnewlin2@washcoll.edu
Science - LeeAnn Hutchison, MSDE LHutchison@msde.state.md.us
Social Studies - Mikki Senn, Bohemia Manor M.S. msenn@ccps.org

Theater - n/a

Secondary PDS Site Coordinators

Barbara Lort - Bohemia Manor High School blort@ccps.org

Mikki Senn - Bohemia Manor Middle School msenn{@ccps.org

Janice Steffy - Kent County High School jsteffy@kent.k12.md.us
Nicole Boyce - Kent County Middle School nboyce@kent.k12.md.us
Tracy Kenna - Queen Anne’s County High tracy.kenna@qacps.org
Dina Clark - Centreville Middle School dina.clark@qacps.org

TBD - Sudlersville Middle School
Elementary Special Methods Instructors

Math — Nina Newlin, Kent County Public Schools nnewlin2@washcoll.edu
Science — Terri Gloyd, Sudlersville Elementary School tgloyd2@washcoll.edu

Elementary PDS Site Coordinators

Amy Crowding - H.H. Garnett Elementary School acrowding@kent.k12.md.us
Stacey Baker - Worton Elementary School sbaker@kent.k12.md.us
Majorie Hershberger - Church Hill Elementary School marjorie.hershberger@qacps.org
Tom Walls - Sudlersville Elementary School wallst@qacps.k12.md.us

TBD - Millington Elementary School
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PDS Responsibilities During Internship
(as outlined in MSDE Implementation Manual)

Mentor Teacher: (Pre-service Mentor)

Mentor teachers provide opportunities for interns to experience the blending of theory and
practice as they learn to become competent teachers. Interns learn instruction, classroom
management and human relations competencies under the tutelage of the mentor teacher. While
coaching interns, the mentor continues working with PreK-12 students, who remain the teacher’s
primary responsibility. Even when the intern is providing large-group instruction, the pre-service
mentor should be engaged in instructional activities such as small group tutoring or enrichment.
The mentor teacher’s role and responsibilities are as follows:

11. Give the intern responsibilities which identify him/her as a TEACHER.

Make the duties simple at first and add more complex duties gradually.

Facilitate the transition from that of a “participating observer” to that of “teacher-in-

charge.” Give the intern his or her own “teacher” desk.

2. Present an overall picture of the school system, including the following:

(a) school and district goals & objectives

(b) building protocol and routines, such as signing in, hours, fire and other
emergency drills, special duties, clerical assistance, and use of AV equipment

(c) school calendar, extracurricular activities

(d) community information

(e) attendance expectations at faculty meetings, school board meetings, and
professional organization meetings

® supporting roles of administrators and specialists

3. Orient the students to the intern

(a) introduction which establishes the status of the teaching intern as a co-teacher
(avoid use of the term “student teacher™).

(b) establishment of a role which develops mutual respect —The manner in which the
mentor teacher addresses the intern will set the tone of the classroom and the
expectations of the students.

4. Share information with the intern which is basic to the group-living situation in a class,
including

(a) routines

(b) past activities of the group

() significant health data about specific pupils

5. Establish a routine for communication between mentor teacher and intern by

(a) daily conferences at a specified time; [avoid interrupting or correcting the intern

while he or she is teaching; this undermines the confidence the students have in

the intern]
(b) review of lesson plans
(c) organization of materials

(d) continuous feedback and suggestions for improvement
(e) addressing individual student needs
6. Help the intern derive value from observations by providing opportunities to discuss
(a) specific purposes and guidelines for observation experiences
(b) individual learners



(c)
(d)
(e)
®
(g)

education principles in the teaching-learning process
techniques of group interaction and class control
teacher/student assessment/evaluation methods

the purpose of the teacher’s lesson plan

best teaching practices in the mentor’s field

7. Assist the intern to develop and evaluate lesson plans, including

(a)
(b)
(c)
(d)
(e)
®
€]
(h)
1)

instructional objectives/indicators

alternatives

materials

timing

motivation

procedures

assessment/evaluation (in terms of the instructional objectives/indicators)
aligning instructional planning with state curricular and assessment programs
modifying and accommodating instruction to both incorporate a multicultural
perspective where appropriate, and integrate special needs students into the
classroom

8. Observe and evaluate intern’s lessons, including the following:

(a)
(b)
(c)
(d)
(e)
(H)
(2
(h)
(i)

relationship with pupils

dealing with different needs: achievement, potential, interest, learning style, etc.
motivation

use of a variety of materials

pacing

questioning techniques

projects

creativity

integration of subjects

9. Assist the intern with pupil evaluation, including the following points:

(a)
(b)
(@
(d
(e)
®

teacher-made rubrics and tests
standardized tests

anecdotal observations
portfolios

report cards

cumulative records

10. Guide the intern in good classroom management practices, including

(@)
(b)
(c)
(d)
(e)

decision-sharing

handling and storing materials
furniture arrangement

pupil movement

intern placement and movement

11. Encourage the intern’s personal growth in the following ways:

(a)
(b)
(c)
(d
(e)
®

responsibility

self-assurance

appearance and mannerisms

speech and voice

consistency

acceptance of evaluations and suggestions



12. Become thoroughly acquainted with the intern as a person and as a prospective teacher
and be honest and open about areas needing improvement. As a mentor teacher, you can
powerfully influence the ideals and outlook of the intern.

13. Provide opportunities for the intern to observe a variety of teaching styles.

14.  Confer with PDS Site Coordinator and College personnel to maintain ongoing
communication.

15. At the end of the experience, present a written evaluation to the college.

Remember:

Although the mentor teacher willingly accepts the responsibility for daily guidance of a teaching
intern, he/she must recognize the first responsibility to be the welfare and growth of the students
entrusted to his/her care.

Teaching Intern:

The internship is a time of personal and professional growth. For interns, it is
challenging, exciting, demanding, and rewarding. Flexibility in adapting to this
total experience is a vital component for the intern. The intern is expected to

1. Provide the mentor teacher with pertinent background information relative to past teaching
experiences, preparation, special interests, hobbies, etc.
2. Respect school regulations and protocol as regards
(a) promptness — observing the hours required of the classroomteacher
(b) dress — observing the code established in the school
(o) speech — using exemplary diction, grammar and vocabulary
(d)  attitudes — remaining open to direction from the school’s professionals
(e) attendance — notifying the mentor teacher of any absences
® confidentiality — refraining from discussion of confidential information in an
unprofessional manner
(g)  availability — willingness to be available past the regular school hours for extra-
curricular activities or lesson preparation.
Become acquainted with school personnel and their functions.
4. Acquire pertinent information about students for whom he/she is responsible and become well
acquainted with students.
5. Develop professional competencies in
(a) writing lesson plans and unit plans
(b) teaching lessons
(c)  assessing and evaluating pupils
(c) classroom management
(d) accommodating instruction
(e) use of resources, ancillary personnel, specialists
® self-evaluation
6. Develop initiative by
(a) suggesting appropriate tasks as experience develops
(b) experimenting with best teaching practices under guidance of mentor
7. Attend school functions such as P.T.A. meetings, faculty meetings, and other events that
teachers normally are expected to attend.
8. Attend seminars and workshops scheduled by the school or college.

(8]



9. Submit lesson plans to the mentor teacher prior to the scheduled teaching time, so that they
can be reviewed and discussed.
10. Confer with the mentor teacher on a daily basis to discuss
(a) content to be taught
(b) materials to use
(c) procedures to follow
(d) problems or situations to be anticipated
(e) lessons to be taught by either intern or mentor teacher
® strengths and weaknesses
(2) general progress
11. Develop a professional portfolio based on the Maryland Essential Dimensions of Teaching.

Remember: Interns are guests in the schools and should always conduct themselves in a
professional, courteous manner. They should strive to exemplify the attitudes and actions of a
professional teacher rather than those of a college student.

College Supervisor:

Faculty of the Washington College Education Department extend the training of
interns from the college classroom to the school classroom by observing and
conferring with the interns frequently throughout their school internship. The
duties of the College faculty also include the following:

1. Serving as liaisons between the College and the Professional Development School.

2. Helping interpret the teacher education program to the mentor teacher and school
administrators.

3. Providing the mentor teacher with broad dimensions of intern’s experience and professional
and personal data.

4. Cooperating with the mentor teacher in guiding the growth and development of the intern
from novice teacher to full-fledged teacher-in-charge.

5. Providing background curriculum and materials to the intern.

6. Observing the intern in the classroom several times a semester and making specific
suggestions and comments.

8. Keeping notes on the lessons observed and holding regular conferences with the intern and
mentor teacher.

9. Collecting and interpreting all evaluative data and arriving at a final report on the intern's
performance.

PDS Site Coordinator:

The Site Coordinator assumes various roles and responsibilities in collaboration with College
faculty. He/she serves as the “point person” or designated representative for the school principal
and resolves many questions and problems on behalf of the school administration. The site
coordinator typically performs the following duties:

1. Places interns with pre-service mentors
2. Coordinates school academic schedules with college curriculum needs
3. Identifies and recruits mentor teachers
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Conducts meetings and serves as a liaison between college faculty and mentor teachers
Coordinates the introduction of interns to the school/school staff

Coordinates PDS site visitations

Co-hosts PDS site visits

Disseminates registration forms to school faculty for graduate, undergraduate and workshop
course offerings

9. Plans annual Strategic Planning Institute collaboratively with College Liaison

10. Attends or co-chairs various meetings such as PDS Steering Committee meetings

11. Maintains archives of documents of the PDS partnership

12. Assists principal with any PDS-related administrative task

13. Disseminates needs assessments to faculty

14. Plans activities for interns, such as welcome breakfasts and closing portfolio presentations
15. Publicizes PDS partnership activities within and beyond the school site

16. Facilitates school PDS meetings

17. Creates and distributes flyers and notices

el A

College PDS Liaison:

Just as the site coordinator is a point person in facilitating the partnership in the school, the
College Liaison is the contact for the Washington College. This is the individual whose presence
in the school building manifests the College's involvement in the partnership. The Liaison is
responsible for approaching PDS work with sensitivity to the needs of the school and with a
spirit of true collaboration and respect. Some of the many tasks the College Liaison performs are
as follows:

1. Coordinates intern placements with Site Coordinator

2. Plans annual Strategic Planning Institute collaboratively with school system counterpart
3. Conducts intern course work on site (if possible)

4. Serves as the College's presence in the school

5. Serves on the School Improvement Team

6. Provides or secures staff development to meet school improvement needs

7. Provides or secures training for mentor teachers

8. Observes intern work in the classroom and provides formative and summative feedback
9. Serves on or co-chairs the PDS Steering Committee meetings

10. Co-hosts MSDE PDS site visits

PDS Site Principal:

1. Provide a welcome and orientation to the PDS site so that the intern understands school
procedures and the obligations of the regular faculty.

2. Communicate with the Washington College PDS liaison and supervisor, the site coordinator,
the mentor teacher, and the intern regarding your professional assessment of the intern’s
effectiveness in the classroom.

3. If possible, observe the intern in the assigned classroom on at least one occasion.
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- GUIDELINES FOR MENTOR TEACHERS

The role of the mentor teacher is perhaps the most critical in the professional growth of the
intern. By serving in the capacity of mentor, the mentor teacher can determine the direction and
outcome of the intern’s experience by guiding growth from student to professional. As a role
model to the intern, the mentor teacher assures her/himself of the stimulus to improve
professional effectiveness. Below are some guidelines to assist in the process.

Intern Participation:

Beginning with the first or second day, delegate routine but essential responsibilities to the
intern. Assign small group instruction, parts of lessons, follow-up activities, etc. almost
immediately.

Instructional Planning:

Stress that effective teaching is impossible without good planning.

Review the intern’s lesson plan for each lesson ar least 24 hours before it is taught so that
suggestions might be made and incorporated. Please initial and date each plan to indicate
that you have reviewed it. No instruction should be delivered until a complete lesson
plan has been presented to you.

As the intern gains proficiency in planning, more condensed forms may be implemented
after consultation with the Washington College supervisor. This will generally occur
some time during the spring semester when the intern is engaged in full time teaching.
Stress the importance of considering the range of learning styles and special needs of
students when planning and evaluating instruction.

Classroom Teaching by the Intern:

Share initial responsibility for one area of the curriculum (i.e., a small reading group). As
the intern is able, assign major responsibility for that area and/or begin to include other
areas of the curriculum.

Provide experiences with groups of varying ability so that the intern will be prepared to
handle the class as a whole.

Support the intern’s attempts at classroom management by making clear to the students
that the intern is “in charge” when s/he is teaching or acting as your agent.

Provide experiences for measuring and evaluating pupil growth and development using a
variety of assessments and evaluation procedures. Clarify the role of the MSA and/or
other standardized assessments at your grade level.

Agree on a time and means for planning with your intern and for providing feedback on
the intern’s planning, teaching, and management.
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Pupil Welfare:

The mentor teacher has the ultimate responsibility and accountability for the growth and
development of the pupils in her/his class. The intern will respect this responsibility and will
endeavor to manage the classroom and instruction to accomplish the mentor teacher’s goals for
the class. Because the intern is a beginner, her/his attempts may be less facile and effective than
those of an experienced teacher, but the intern, upon reflection and in consultation with the
mentor teacher, will certainly learn from any mistakes s/he may make. Consult regularly with
the intern to help her/him understand why challenging situations develop and the measures that
can be undertaken to manage them. While it may seem difficult, please refrain from intervening
while the intern is teaching except when you ascertain that irreparable damage will occur.
Report any such occurrences or your concerns to the Washington College supervisor
immediately.

Professional Growth and Development:

* Guide the intern in making a realistic, yet sympathetic, interpretation of remarks made by
other teachers and/or administrators.

* Encourage planned professional reading and research. Share resources you have found to
be particularly useful to you in the classroom.

* Encourage the development of a carefully planned library of teaching aids and materials.

* Help the intern to become conscious of the application of professional ethics to the many
and varied situations which arise. The NEA Code of Ethics of the Education Profession is
included on the next two pages as a reference.

Evaluation of Growth and Development:
* Make evaluation a continuous process that occurs before and after every lesson that is
taught.
* Participate in conferences, at least at the mid-point and end of the placement, that include
you, the intern, the Washington College representative and site coordinator if possible.
* Guide the intern in self-evaluation on a regular basis and especially at the mid-point and
end of the internship. Indicate the status of both growth and development.
Evaluation is vital to the growth and development of the intern. The appendices include some
suggestions for feedback formats you may find useful.



CODE OF ETHICS OF THE EDUCATION PROFESSION

Preamble

The educator, believing in the worth and dignity of each human being, recognizes the supreme
importance of the pursuit of truth, devotion to excellence, and the nurture of the democratic
principles. Essential to these goals is the protection of freedom to learn and to teach and the
guarantee of equal educational opportunity for all. The educator accepts the responsibility to
adhere to the highest ethical standards.

The educator recognizes the magnitude of the responsibility inherent in the teaching process. The
desire for the respect and confidence of one's colleagues, of students, of parents, and of the
members of the community provides the incentive to attain and maintain the highest possible
degree of ethical conduct. The Code of Ethics of the Education Profession indicates the
aspiration of all educators and provides standards by which to judge conduct.

The remedies specified by the NEA and/or its affiliates for the violation of any provision of this
Code shall be exclusive and no such provision shall be enforceable in any form other than the
one specifically designated by the NEA or its affiliates.

PRINCIPLE 1
Commitment to the Student

The educator strives to help each student realize his or her potential as a worthy and
effective member of society. The educator therefore works to stimulate the spirit of
inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation
of worthy goals.

In fulfillment of the obligation to the student, the educator--

1. Shall not unreasonably restrain the student from independent action in the pursuit
of learning.

2. Shall not unreasonably deny the student's access to varying points of view.

Shall not deliberately suppress or distort subject matter relevant to the student's
progress.

4. Shall make reasonable effort to protect the student from conditions harmful to
learning or to health and safety.

Shall not intentionally expose the student to embarrassment or disparagement.

6. Shall not on the basis of race, color, creed, sex, national origin, marital status,
political or religious beliefs, family, social or cultural background, or sexual
orientation, unfairly--

a. Exclude any student from participation in any program
b. Deny benefits to any student

c. Grant any advantage to any student



14

7. Shall not use professional relationships with students for private advantage.
Shall not disclose information about students obtained in the course of
professional service unless disclosure serves a compelling professional purpose or
is required by law.
PRINCIPLE 11

Commitment to the Profession

The education profession is vested by the public with a trust and responsibility requiring
the highest ideals of professional service.

In the belief that the quality of the services of the education profession directly influences
the nation and its citizens, the educator shall exert every effort to raise professional
standards, to promote a climate that encourages the exercise of professional judgment, to
achieve conditions that attract persons worthy of the trust to careers in education, and to
assist in preventing the practice of the profession by unqualified persons.

In fulfillment of the obligation to the profession, the educator--

9.

10.
11.

12.

13.

14.

15.
16.

Shall not in an application for a professional position deliberately make a false
statement or fail to disclose a material fact related to competency and
qualifications.

Shall not misrepresent his/her professional qualifications.

Shall not assist any entry into the profession of a person known to be unqualified
in respect to character, education, or other relevant attribute.

Shall not knowingly make a false statement concerning the qualifications of a
candidate for a professional position.

Shall not assist a noneducator in the unauthorized practice of teaching.

Shall not disclose information about colleagues obtained in the course of
professional service unless disclosure serves a compelling professional purpose or
is required by law.

Shall not knowingly make false or malicious statements about a colleague.

Shall not accept any gratuity, gift, or favor that might impair or appear to
influence professional decisions or action.

— Adopted by the NEA 1975 Representative Assembly
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Advice from Veteran Mentors

A group of experienced mentor teachers (Judy Adkins, Susan Clark, Bob Crooks, Barbara Lort,
Kaye Romanosky, Mikki Senn) compiled the following suggestions for new mentors:

1.

W

0 %0 N o

10
11.

12.
13.

14.
15.

16.
17.

18.

19.

20.

21.

22.

Verbalize ("think aloud") for your intern what you are doing throughout the day, and why you
are doing that.

. Encourage questions from the intern.

Have your objectives on the board and explain where they come from.
Make a running list of things that you do, and plan in what order your intern can assume those
responsibilities.
Introduce the intern to all administrators and staff.
Review fire/lock down procedures.
Have your intern observe other teachers in the building.
Review your school's discipline policies and classroom procedures.
. Have your intern observing when you present rules to your students.
Assign observation tasks; e.g. have intern list all management procedures observed.
Teach your intern not to be too familiar with students; for example, not to let the students
call the intern by his/her first name, e-mail him/her, or “friend” him/her on social
networking sites.
Teach the intern to keep a journal of all referrals.
Explain that your own management style is based on your years of experience. Interns need
to recognize that it doesn't just happen.
Explain the formal theory that you live by; e.g. Lee Cantor's "Assertive Discipline."
Early on, have the intern monitor group work and teach minilessons.
When the intern begins teaching stay in the room, but try not to interfere during a lesson.
After the intern gains some confidence, begin to leave him/her alone:
- get up unexpectedly and step outside the door for a brief moment;
- then leave for 15 minutes but stay right outside the door;
- leave for 30 minutes but stay in the area.
If you need to be absent for a day, ask the intern if he/she feels confident to teach your load.
The substitute teacher can remain in the back of the class.
If student behavior is getting out of control while the intern is teaching, use your physical
presence near the disruptive students to keep them in line. Don't let things get out of hand.
Support the authority of the intern by not interrupting instruction to discipline students.
After the intern has assumed your duties, and students still come to you for permissions,
send them to the intern.
Make sure intern is aware of special adaptations/accommodations/[EP's/medical conditions
as per district policies.
Opening procedures need to be made routine & followed consistently.
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Checklist for Mentor Teachers

The following checklist provides suggestions for use by mentor teachers.

A. Before the teaching intern arrives

Inform the students and parents, when possible

Collect materials for the teaching intern to use

Set aside desk and workspace for the teaching intern

Outline basic teaching responsibilities for the experience

Have a copy of the class schedule for the teaching intern

Review teaching intern background information

Verify teaching intern arrival with principal

Duplicate copy of class list and seating chart

List days of special schedules and days on which school is closed

B. Welcome period (first and second weeks)

Orient the teaching intern to the school, school personnel, support services, students, and
community
Arrange a meeting between the principal and the teaching intern
Share school rules, regulations, policies (give handbook and calendar)
Discuss expectations for teaching intern with respect to

confidentiality

working hours

procedures to follow in case of illness

personal property

procurement of supplies

other general responsibilities
Explain your method of classroom or laboratory management and discipline, and review
the district’s policy and philosophy about these items
Assist in arranging observations of other teachers (see C below)
Give the teaching intern informal opportunities to adjust to being in front of the class
Explain your methods of testing and grading, keeping of records and reporting to parents
Help the teaching intern become familiar with the location and the operation of equipment
Provide the opportunity for the teaching intern to work with individual students
Share curriculum completed prior to the teaching intern’s arrival, and review future
educational goals
Confer with the teaching intern daily
Provide daily feedback on teaching intern performance
Check and initial plans at least one day in advance of when they are used
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C. Observation and assistance (second and third weeks)

Explain development characteristics of the age group

Explain unique characteristics of individual students that directly affect their learning
Permit the teaching intern to accept more and more teaching responsibilities

Check and initial plans before they are used throughout the experience

Provide the teaching intern with opportunities to observe and assist in parent conferences

Demonstrate masterful teaching

Alert principal and college supervisor of significant problem areas

Provide both written and oral feedback to the teaching intern frequently

Confer with the teaching intern daily

Assist the teaching intern in fulfilling the practicum requirement

D. Pre-service teaching (third week to end of internship)

Demonstrate masterful teaching

Promote self-evaluation of lessons by the teaching intern (thereby helping him/her to
develop a perception of one’s own strengths and weaknesses)

Give the teaching intern an opportunity to accept full responsibility for the class/schedule
Encourage increasingly independent lesson plan development

Continue informal daily evaluations noting strengths and weaknesses

Assist the teaching intern in developing skills to analyze

Commend the teaching intern for his/her strengths

Permit the teaching intern freedom to try his/her own ideas and techniques reassure the
teaching intern that just because a technique failed, it was not necessarily due to poor
judgment

Demonstrate techniques to help the teaching intern remediate weaknesses

Confer with college supervisor throughout the term and for the final teaching intern
evaluation

Complete and share your final evaluation with teaching intern and college supervisor
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Professional Portfolio

As evidence of intern planning, teaching, and assessing, each student completing a Maryland
approved certification program through the Washington College Teacher Certification Program
will prepare a portfolio using the Maryland Essential Dimensions of Teaching (EDoTs) as an
organizing element. Through formal studies and the clinical experiences in Professional
Development Schools, each intern will develop a working performance portfolio that will serve
as a formative assessment instrument. From the artifacts developed and collected throughout the
program and assembled in the portfolio, the intern will present a showcase or presentation
portfolio at the conclusion of the student teaching internship in May. This event will engage
interns in a portfolio review process designed to validate application for official certification by
the Maryland State Department of Education and to prepare each intern to utilize a presentation
portfolio in the interview process.

Portfolio Resources: (found in the Appendix)
® List of Maryland’s Essential Dimensions of Teaching (EDoTs)
® Portfolio Rubric (used by WC supervisors and professors)
* Exit Portfolio Presentation Rubrics (used by mentor teachers and audience members)

The Internship Calendar

The purpose of the internship calendar is to give a general scope and sequence of the
expectations of the interns and their level of development, to plan observations by WC
supervisors, and to coordinate the various days when classes are not in session between Kent and
Queen Anne’s counties. While the document is a “working document” the purpose is to serve as
a guideline for all involved. There are NOT specific lessons or “a one-size fits all” approach,
since each individual classroom presents unique opportunities and obstacles. Mentor teachers
should work with interns to determine the timeframes for co-planning, co-teaching, and co-
reflecting that will best suit their classroom.

Interns are expected to approach mentors regarding the planning and teaching and DATES of
each lesson that will be observed by WC supervisors. It is the interns’ responsibility to schedule
the time and date of these observations, at least a week in advance, as indicated on the calendar.

NOTE: The Fall semester calendar (EDU 413) is included in this binder. The Spring semester
calendar (EDU 414) will be disseminated in January 2012.
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Lesson Plans and Teaching

Mentors are best able to determine when their intern is ready to prepare lesson plans, and to
teach small and whole class groups. Mentors are expected to review, initial, and date all of the
intern’s lesson plans. Interns are required to write lesson plans, according to the Department’s
format, prior to teaching. The WC supervisor and professor will also review most lesson plans
and will provide additional support and instruction as needed. As interns become more adept at
lesson planning, we will discuss the use of an abbreviated form. This will be done on an
individual basis and in consultation with the WC supervisor and professor. If you have concerns
about the lesson planning of your intern, please feel free to contact the WC supervisor and
professor. The WC Elementary Education Lesson Plan Format and an explanation of the format
can be found in the Appendix.

We believe that good planning contributes to good teaching. Whatever the format, good plans
share these similarities: they are well organized, clear, and comprehensive. The lesson plan
format for Washington College PDS interns is flexible within certain limits. Plans must include
MSC standards, specific objective(s), a plan for assessment of student learning (written to
measure students’ achievement of stated lesson objectives), list of materials, procedure for
lesson details (including motivational set [hook] and closure), plans for differentiating
instruction, and (to be added no more than 24 hours after teaching) the intern’s analysis and
reflection of teaching effectiveness.

Please examine, approve, and initial all teaching plans developed by your intern. If your intern’s
teaching plans consistently fall below expectations, ask that they pose the following questions
before submitting them to you:

1. Have I included outcomes and indicators? Is my instructional objective clearly defined?
EDoT 2, 6

2. Is my plan essentially a strategy for achieving the learning objective? EDoT 1

3. Have I made provision to inform the students of the objectives of the learning activity and
their importance? EDoT 1, 6

4. Have I planned an introduction that will arouse the students’ interest and curiosity and laid the
groundwork for what follows? EDoT 2

5. Have I planned for the active involvement and contribution of all students? EDoT 1, 6

6. Have I allowed for students to function within a reasonable range of interest levels,
developmental abilities, and learning styles? EDoT 2, 3, 4

7. Is there sufficient change and a variety of learning activities in recognition of students’
attention spans? EDoT 1,3, 6

8. Does my teaching strategy include helping students with learning processes as well as
learning outcomes? (i.e. communication skills, study habits, methods of inquiry, library and
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resource skills, outlining and organization, formation of work schedules, establishing personal
goals, and critical self-evaluation) EDoT 1, 6

9. Do key questions (especially higher order questions and questions relating to values) show
thorough pre-thought? Have I stated these incisively in the lesson details for ready reference?
EDoT 1,6

10. Have I considered how the various learning aids (the blackboard, AV equipment, technology,
reading materials, etc.) are to be employed? EDoT 6, 7, 9

11. If supplies and materials are required, have I followed appropriate policies and procedures
for their acquisition, availability, and use? EDoT 9

12. Have I planned a distinct closure of the learning activities with a summary of the important
learning outcomes? Have I included a statement of the extent to which the objectives have
been achieved? EDoT 1, 6

13. As a final consideration, will the students tend to view the lesson taught from this plan as a
worthwhile learning experience? EDoT 1, 6

Providing Feedback to Interns

Mentors are asked to complete a Feedback Form during and after observing an intern teach a
lesson. The form is enclosed in the Appendix. Please negotiate with your intern when you will
do more formal observations (and fill out the form) and when you will observing/participating
informally. During the Fall semester, you will probably want to use this form for most (if not
all) lessons planned and taught by the intern. During the Spring semester, you may use the form
less (a few lessons a week) as the intern becomes more proficient. After the observation, please
find time for a Post Observation Conference when you can discuss your observations. The intern
is also required to reflect on her or his lesson, from their own perspective, without the influence
of other’s reactions. This helps develop interns’ self-reflection skills. Unless a WC supervisor is
formally observing the intern, please give the completed form to the intern directly.

Feedback should be in relation to expectations of a beginning teacher. Please be as specific in
your comments as possible and refer to the Guidelines on the following page.

Observations of Interns by College Supervisors and Professors

Observation visits in the Fall will be arranged in advance. Observation visits in the Spring will
mostly be arranged in advance, but some will also be unannounced. Please refer to the calendar
for the weeks WC supervisors will visit.

The interns should design the lessons for these observations. Please feel free to review and make
suggestions, but keep in mind that it is in completing the planning, teaching, and reflection
process that your intern will develop competency.
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Guidelines for Mentor Teachers to Provide Feedback to Teaching Interns

“Feedback” is a way of helping people to consider changing their behavior. It is communication
with people, which gives them information about how they affect others. Feedback helps
individuals keep their behavior “on target” and thus better achieve their goals.

Some criteria for useful feedback:

1.

It is descriptive rather than evaluative. Discussing data from observation notes avoids
evaluative language, and reduces the need for the individual to react defensively.

It takes into account the needs of both the receiver and giver of feedback. Feedback can
be destructive when it serves only the providers own needs and fails to consider the needs
of the person on the receiving end.

It is directed toward behavior, which the receiver can do something about. Frustration is
only increased when people are reminded of short-comings over which they have no
control.

It is solicited, rather than imposed. Feedback is most useful when the receivers
themselves have formulated the kind of questions, which those observing can answer.

It is well timed. In general, feedback is most useful at the earliest opportunity after the
given behavior, depending on the person’s readiness to hear it, support available from
others, etc.

Negative feedback is most effective when done in a relaxed manner. It is not necessary
to criticize severely in order to obtain results. Before offering suggestions for the
solution of a professional problem, the interns should be given an opportunity to criticize
themselves.

Feedback is checked to insure clear communication. One way of checking is to have
receivers try to rephrase the feedback they have received to see if it corresponds to what
the sender had in mind.

When feedback is given in a group, both giver and receiver have opportunity to check
with others in the group the accuracy of the feedback. Is this one person’s impression or
an impression shared by others?

The feedback conference should close with three things
a. Make certain that a decision has been made regarding some course of action.
b. Summarize findings, conclusions, and decisions.
c. Close the conference on a friendly note. Be encouraging. Leave the teaching
intern with the feeling that as result of this conference, the decisions made and
her/his ability growth is inevitable.
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Guidelines for Post Observation Conference with Teaching Interns

. Use open-ended questions first to ask interns to analyze their own performance.
For example:
How do you feel the lesson went? Did it go as you planned?
What do you think went well?
What part were you not satisfied with?

. Use specific questions to probe interns' perceptions and guide self-evaluation.
For example:
Did you accomplish your planned objectives?
Did the lesson move as quickly as you wanted?
Were you comfortable with the amount of noise and movement?
What would you do differently next time?
What alternative strategies could be used?

. Use data from your written notes to present positive feedback first.
For example:
You used questioning strategies very effectively. At the beginning of the lesson you
asked

. Use data from written notes to present negative feedback with alternative strategies.
For example:
"I noticed that during seatwork, several pupils were off task. Maybe you should check to
see if the work is too difficult or if the directions were not clear.”

. Ask the interns if more information or help is needed.

. Summarize and bring closure to the conference.
Restate the purpose of the conference (on-going, formative assessment).
Have interns restate what improvements they will focus on during the coming day(s).
Keep this list short, perhaps one technique at a time.
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Guidelines for Effective Mentoring*

Strategies for Mentoring:

>

VVV VV VV V¥V

Provide regular oral and written evaluation of teaching performance. (View evaluation
information and forms.)

Present demonstration lessons using varied teaching strategies and discuss them with the
intern.

Review all lesson plans and provide appropriate feedback.

Provide the intern with opportunities to prepare and develop original teaching plans,
using a variety of strategies and materials.

Plan together for effective assessment of learning.

Guide the intern in planning assignments and homework that provide appropriate
challenges.

Assist the intern in accommodating students with special needs.

Guide the intern in the use and care of school equipment and materials.

Provide feedback on classroom presence, e.g., moving throughout the classroom, voice
effectiveness, appropriate professional appearance, etc.

Human Relationships and Professionalism:

>

>
>
>

Discuss with the intern the role and performance of a professional teacher, including
discussions of students and colleagues outside the classroom.

Stress the importance of being a role model in the classroom, including respect for others,
respect for diversity, and appropriate language and dress.

Involve the intern in parent conferences and other professional meetings.

Integrate the intern into the school as a professional colleague.

Suggestions for Collaborative Teaching:

>
>

>

Team plan a unit or mini-unit, alternating instructors or team teaching.

Intern provides the main instruction; the mentor teacher reviews difficult concepts or
conducts tutorial sessions with individuals or small groups.

Each teacher presents a mini-unit to a small group and then reverses groupings.

Addressing Concerns:

>

YV VVY

If progress is not satisfactory, discuss the specifics of the concern with the intern as soon
as the situation becomes apparent; document all discussions.

Work together to develop strategies to overcome the problem.

Notify the college supervisor and schedule a three-way conference.

In consultation with the intern and the college supervisor, decide upon a course of action.
Invite the assistance of a school or college administrator, if you feel it would be helpful
and/or necessary.

(*Adapted from: http://education.byu.edu/ess/mentoring.html)
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Stages of Student Teaching (Internship)*

The internship progresses through five stages of mentoring and supervision. Typically Stages 1,
2 and 5 require approximately two weeks to accomplish the desired objectives and Stages 3 and
4 occupy the remaining time. While the length and structure of each stage will vary, all are
important to intern success.

During these stages, the mentor gradually releases classroom responsibilities to the intern and
then the intern gradually releases them back to the mentor teacher.

Stage 1: Observation

> The intern observes the mentor teacher modeling good teaching practices.

» The intern should be able to clearly reflect understanding of the skills demonstrated
before moving to the next stage. At the same time the intern should be anticipating and
preparing for Stage 2.

Stage 2: Teaming

» The intern and the mentor teacher plan and teach lessons cooperatively.
» The team teaching experience should provide opportunities for the intern to ask questions
and for the mentor teacher to demonstrate specific techniques.

Stage 3: Independent Teaching with Observation

» The intern teaches independently with the mentor teacher reviewing plans, observing the
intern 's instructional methods and conferencing after each lesson.

Stage 4: Independent Teaching

» The intern teaches independently. This stage is important for the intern to gain
independence and confidence.

» The classroom students learn to depend on the intern rather than on the mentor during
this stage.

» Many opportunities to exercise judgment and learn from experience occur during
independent teaching.

» Conferencing continues during this stage.

Stage S: Closure - Intern as Critical Observer

» The mentor teacher begins to assume more responsibility for the classroom.
» The intern may again become the observer, now from the vantage point of more
knowledge, or may be invited to observe in other classrooms.

» The intern may now repeat a personal evaluation with new insights on their knowledge
and skills.

(*Adapted from: http://education.byu.edu/ess/mentoring.html)
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Collaborative Classroom Teaching Strategies
(Borrowed from Salisbury University)

Grazing — Strategic placement throughout the classroom during lead teacher instruction,
assisting students & maintaining order.

Graze + Tag — “Lead teacher” role shifts between 2 parties during instruction, with the
other grazing.

Modeling — The second teacher assumes role of a student and models appropriate
behavior, asks questions, and facilitates instruction while “lead teacher” conducts the
class.

Parallel Teaching — Both teachers conduct similar lessons simultaneously with smaller
groups.

Think-Alouds — Both teachers contribute alternative solutions and approaches during
instruction.

Role-play — Both teachers prepare in advance to assume roles that will enrich instruction,
such as historical characterizations, debates, and problem-solving scenarios.

1 on 1 — While “lead teacher” conducts instruction, the second teacher supports
individual learning through assessments, tutoring, conferencing, make up work or
enrichment.

Pullouts — The second teacher may use an adjacent room, lab or media center for small
group instruction.

Technology Applications — Ambitious technology usage (and trouble-shooting) can be
facilitated through collaborative efforts.

Compacting — Encourages teachers to assess and accelerate instruction for those students
needing challenges.

Co-op Learning — Many cooperative learning structures become more manageable with
two active teachers involved in planning, preparation and monitoring.

Tiered Instruction — Used in conjunction with other strategies, two teachers can meet the
needs of different levels appropriately.

Project -Based Instruction — From science fairs to community service, ambitious projects
can be tackled more readily with two fully involved teachers.
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Elements to Include in a Letter of Recommendation

Mentor teachers should consider the following suggestions when crafting a letter of
recommendation for a teaching intern at the end of her/his internship.

Introduction:
* Provide a clear introduction to who is writing the letter: include name of school, number
of years taught, titles, etc. (qualify yourself)
* Describe how you feel about writing this letter
* Discuss the role of the teaching intern: length of time he/she has worked in your
classroom, courses/grade levels taught
* End the paragraph with a clear statement of your level of recommendation

Body of Letter:

* Explain two or three specific examples of intern strengths, perhaps specifically related to
the Maryland Essential Dimensions of Teaching (EDoTs; see Appendix) and / or to your
grade level
o Consider topics most relevant to current job market: scaffolding and differentiation,

use of technology, stressing critical thinking, etc.

* Provide personal stories or observations about the intern’s personal and professional
strengths
o Consider topics that may not be covered in the EDoTs, such as working well with

others, having professional demeanor, dressing for success, rapport with students and
colleagues, knowledge of hardware / software, etc.

* Share a story of a personal success that you saw in the classroom

* Highlight anything that makes this intern different from other teacher candidates
o Consider discussing major and minor, additional certifications or endorsements,

extra-curricular activities, etc.

Conclusion:
* Share your contact information and mention your availability for follow up questions
* Restate your level of recommendation

Additional Considerations:

* Print the letter on professional letterhead from your school or district

* Ask your intern for names of districts/schools to which s/he is applying in order to
personalize the greeting

* Don’t forget to revise and edit by asking colleagues to look over drafts of the letter

* Ask other teachers, your principal, or the WC supervisor and professor for sample letters

* Keeping a running summary of your intern’s activities in your classroom and in the
school will be helpful when writing a letter. On the next two pages you will find a
Sample Summary of Intern Activities for you to use as a guide.
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Sample Summary of Intern Activities

Dates: August _ ,20 ~May ,20

[ntern Name:

Mentor Teacher:

Subjects Taught:

Grade Level:

School:

The following summary statement 1) describes the intern’s activities and 2) assesses progress.

Description of Ms. Washington’s Classroom Activities

Ms. Washington has an outstanding work ethic, an extraordinary ability to focus on overall goals
while planning and a natural talent for interacting positively with people. She took full teaching,
evaluating, record-keeping and disciplinary responsibilities for her classes. She was meticulous
and good-natured about fulfilling her responsibilities as a teacher. Following is a list of many
methods Ms. Washington used to engage students in the learning process:

1. Written and oral political cartoon analysis: This activity involved research for background
information and the identification of symbols. Students used a rubric to be used as a guide
and evaluative tool.

2. Comparative chart construction

3. Discussions: small group and full class

4. Quizzes to check for understanding of reading assignment (occasionally using Interactive
White Board technology)

5. Small group cooperative preparation for class discussion

6. Photograph analysis and research of background information

7. Internet research, use of WebQuests, and analysis of credibility of online sources
8. Lecture with outline provided in PowerPoint presentation

9. Student-constructed review questions (developed into a “Jeopardy” game on the Interactive
White Board)

10. Student-prepared review presentations (including student use of Interactive White Board)
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Instruction on essay writing
Tests with varied question types

Individual reports / cooperative learning: all students were responsible for information in all
reports

Directed video watching (use of subscription sites like Discovery Education)
Simulations such as the Stock Market Game and a Financial Plan
Writing and presenting supported opinions

Directed reading activities, including modified and scaffolded exercises for special needs
students

Keeping an organized notebook
Timelines
Map completion and analysis

Comparison of articles which expressed and supported different political views; analysis of
effectiveness of articles

Scholarly article analysis

Hypothetical letters to different audiences

The use of a layered unit design so that students will be able to choose from a variety of
activities to fulfill the unit requirements; students were given a “learning inventory

assessment” in advance so intern could find most relevant activities

Intern also kept a notebook with copies of lesson plans, daily reflections, and observation
forms with reflections



