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Section 2: Program Coordination

The information listed in the following pages helps those 
involved with coordinating the Pre-Professional Teacher 
Practicum by providing guidance on key tasks involved as 
well as sample documents and suggestions for use.  

NOTE: Despite being separate functions, program coordi-
nation and practicum instruction are typically jointly per-
formed by one or two individuals.

Coordinators work to set up and manage the Pre-Profession-
al Teacher Practicum. Key responsibilities include: 

n	 Scheduling — Coordinating program components 
will require working closely with the district’s re-
quirements as well as allowing for student conflicts 
and supervising teacher needs.

n	 Marketing — Communicating program goals and 
objectives to your target audience requires devel-
oping key marketing messages and using effective 
marketing tactics to ensure program success.

n	 Utilizing an Advisory Committee — Once es-
tablished, the volunteer advisory committee can 
provides effective insight, guidance, and assistance 
for making the Pre-Professional Teacher Practicum 
an ongoing success.

n	 Directing the Application Process — The ap-
plication process involves reviewing the student’s 
completed application form and essay, conducting 
an interview, and providing followup response on 
program acceptance and placement.

n	 Placing Participants in Assigned Schools —  
Placement is an important aspect for a successful program both from the perspective of the 
participants and the supervising teachers.  It is important to work within the culture of the 
district and ensure appropriate communication and that district-required documentation 
has been completed. 

n	 Administering the Technical Skills Assessment — A required Technical Skills Assess-
ment (e.g., NOCTI or AAFCS) will need to be administered to those considered a “pro-
gram completer” in this practicum experience.

n	 Enforcing Discipline — Occasionally, a participant may fail to meet the standards set forth 
for classroom expectations. It is important to have a discipline process in place appropriate 
to the infraction.

n	 Observing Participants in Assigned Schools — Observations simulate the teacher evalu-
ation process every district is required to complete for teachers. Moreover, observing par-
ticipants in the assigned school setting ensures they are obtaining experience working with 
students and interacting with both the supervising teachers and students in the classroom.

n	 Implementing Student Organization Programs — The opportunity to participate in a 
Career and Technical Student Organization (CTSO) and develop leadership and career 
skills not only sets the stage for participants’ success, but also is an effective marketing tool 
for the program. 
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Scheduling 
Scheduling will be determined based on the school district’s 
policies; coordinators will need to adapt their program man-
agement to the district’s scheduling requirements. For exam-
ple, if your district requires a block schedule, you might meet 
one day a week in the classroom and have participants spend 
the other days in their assigned classroom setting. If, how-
ever, your district requires a daily schedule, conflicts might 
arise for some students in Advanced Placement classes. The 
amount of time a participant spends each week or semester in 
each setting will vary; ask your district advisory committee to 
help determine the best option for your program.  The Pre- 
Professional Teacher Practicum course typically includes:

n	 Regular Instruction — Students meet with the 
practicum teacher/coordinator for classroom instruc-
tion and reflection (usually at least two hours/week)

n	 “In-Service” Training — Students meet with the 
practicum teacher/coordinator to learn course ex-
pectations, dress code requirements, transportation 
requirements, technology usage, and professional 
classroom expectations (can vary between 4-10 
hours/week for the first two weeks of each semester)

n	 On-site Internship — Participants work with a certi-
fied teacher in the classroom (usually 8-12 hours/week)

Schedules may be modified to facilitate the most useful content 
delivery. When scheduling the course time, it is best to avoid 
conflicts associated with Advanced Placement courses, single-
section offerings, school lunch schedules, specials, and teacher 
plan time. Plan to administer the Technical Skills Assessment as 
late in the second semester as possible to offer students the full 
benefit of their classroom experience (see page 37).

Marketing 
To effectively market the Pre-Professional Teacher Practicum, 
you will first need to develop a clear set of objectives for the 
program that can be communicated to a variety of audiences: 
school administrators and staff, students, parents, training or-
ganziations, and advisory committee members. A good way to 
do this is to create a “key message” for each program objective. 
For example, one goal of the program is to allow students to 
explore oppportunities in education before entering a teaching 
program at the university level. The “key messages” associated 
with this goal might be: 

n	 “Experience what it’s really like to be a teacher in 
today’s classroom.”  

n	 “Start college ahead of the rest: Know what it means 
to teach in today’s classroom.” 

Marketing the program can be accomplished in several ways. 
The enrollment process at each district is different, so a 
practicum coordinator will need to work within the limitations 
of the district enrollment process. It is important that school 
principals at all levels and the district board of education 
understand the objectives and goals of the program. 

Next, you will need to develop specific marketing tactics for 
the program that communicate the key messages you initially 
developed and provide detailed information about how the 
program operates via brochures, slide presentations, and other 
materials (see Sample Brochure and Sample PowerPoint™ 
Presentation for ideas). These tactics could include:

n	 Meeting with principals at their district level meeting 
to promote and address questions about the program

“Cadet teaching is the best part of my day!  I get 

to spend  2 hours a day with adorable kinder-

garteners and I get to leave the high school after 

5th hour.   

          Before I started cadet teaching, I honestly 

wasn‟t sure if education was for me; but now 

after this experience, I cannot wait to be an 

elementary teacher.”  — Jessica, Senior „09 

 

“Cadet teaching is the best class I have 

ever taken!”   — Katy , Senior „09 

 

 

Center of Excellence 

 

  

Mary Ann Lanoue, Coordinator 

Lee’s Summit High School 

maryann.lanoue@leesummit.k12.mo.us 

Kathy Nash, Coordinator 

Lee’s Summit North High School 

Kathyj.nash@leesummit.k12.mo.us 

 

 

Pick up application in 

Guidance Office or outside A152 

Quotes from Cadets 

Pre-
Professional 
Education 
Cadet 

 
 

 
 S A M P L E 

S A M P L E

Pre Professional EducationPre Professional Education

Cadet Teaching AssistantCadet Teaching Assistant

LeeLee’’s Summit Schoolss Summit Schools

Summit Tech AcademySummit Tech Academy
2010-2011 School Year2010-2011 School Year

Sample Brochure

Sample Presentation

http://www.missouricareereducation.org/doc/edpracticum/SampleBrochure.pdf
http://www.missouricareereducation.org/doc/edpracticum/CadetEnrollmentCareerFair.ppt
http://www.missouricareereducation.org/doc/edpracticum/CadetEnrollmentCareerFair.ppt
http://www.missouricareereducation.org/doc/edpracticum/SampleBrochure.pdf
http://www.missouricareereducation.org/doc/edpracticum/CadetEnrollmentCareerFair.pdf
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n	 Being the featured program at a board of educa-
tion meeting to share accomplishments and educate 
board members

n	 Addressing counselors, students, and teachers about 
program requirements and application processes 
through school career advisor/advisee programs and 
career fairs. Some high schools offer career fairs as 
part of the enrollment process.

n	 Sending individual letters with applications to high 
school students interested in the education field. You 
can contact advisors and counselors for a list of in-
terested students (see Sample Program Promotion 
Letter). 

Utilizing an Advisory Committee

An advisory committee consists of volunteers who agree to 
provide advice on skills, knowledge, and attitudes required 
for the Pre-Professional Teaching Practicum. Members may 
include former practicum teachers, guidance counselors, K-
12 teachers and administrators, and post-secondary instruc-
tors and administrators.  Committee members should have a 
genuine interest in the program and students involved. 

When meeting with your advisory committee, keep in mind 
that their recommendations are advisory only, but can carry 
weight in ongoing program development. To ensure that 
your advisory committee meetings are as effective as pos-
sible, be sure to:

n	 Plan meetings well and only hold them if there is work 
to be accomplished (typically at least twice per year)

n	 Require committee members to invest minimal time 

n	 Schedule and announce upcoming meetings one 
month prior; busy professionals need advance notice 
to coordinate diverse time commitments 

n	 Include each advisory committee member in the 
discussion and allow for an open, free discussion on 
strong and weak areas of the program

n	 Take meeting minutes that clearly identify action 
items for the next meeting as well as follow-up  
activities determined at yearly meetings (minutes 
should be distributed to each member within a  
reasonable time after each meeting) 

For more information on advisory committees, review the 
document entitled, Setting Up an Advisory Committee.

Advisory committees assist 
practicum coordinators by  
providing imput on:

n	 How learning objectives are 
met by course content

n	 Ways to infuse rigor and rel-
evance into course content

n	 How to enhance coordina-
tion and promotion with 
other school districts
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Sample Program Promotional Letter 

 

English 11 Teachers: 

 

I am attaching a Pre-Professional Teaching Practicum application for 2011-2012 

school year.  This practicum has evolved into a rigorous dual college credit course.  

Students read a college textbook, complete assignments, work on online system 

(e.g., Blackboard™), develop lesson plans, and compile a portfolio as well as work 

directly with students.  Participants are assigned to an elementary or middle school 

or possibly a business or community adult training program.  Students who elect to 

take practicum for  college credit receive three hours through the University of 

Central Missouri. There are approximately 50 teachers in the Lee’s Summit District 

that are former practicum participants. 

I am encouraging each of you that know a junior student who wants to be a teacher 

or you think would be an excellent teacher to enroll in the practicum for 2011-2012.  

As you know, we need quality students going into the teaching field, and you can 

make a difference by encouraging a student.  Sometimes it only takes an 

encouraging word from a teacher:  “You would make a great teacher.  You should 

enroll in the Pre-Professional Teaching Practicum.”   

Every year, seniors planning to major in education find out about the high school 

program too late and wish they had enrolled in this course. Help us get the word out 

about this great opportunity before that happens. 

 

Thanks for your help.  

LSHS Practicum Coordinator 

 

Sample Promo Letter
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Setting Up an Advisory Committee 

An advisory committee consists of volunteers who agree to provide advice on skills, knowledge, 

and attitudes required for the Pre-Professional Teaching Practicum. Members may include former 

practicum teachers, guidance counselors, K-12 teachers and administrators, and post-secondary 

instructors, training professionals, and administrators.  Committee members should have a 

genuine interest in the program and students involved. 

Why an Advisory Committee  

Your program will benefit from having an advisory committee in a number of ways. This group 

will help enhance the program quality by: 

 Providing up-to-date information related to emerging trends, current trends, current and 

future employment needs, and future direction of the education career pathway 

 Identifying the needs for training programs and helping modify and revitalize existing 

programs as needs change 

 Pinpointing current specific skills, knowledge, and student attitudes that should be 

included in the program 

 Recommending program quality measures and standards 

 Assisting in evaluating program effectiveness 

 Fostering public awareness  

 Offering career awareness and guidance to the students in the program  

 Strengthening ongoing partnerships between elementary, secondary, and post-secondary 

education in the community 

 Evaluating facilities, program equipment, and resources and comparing these with current 

standards 

 Evaluating course content (including software packages, textbooks, and other resources) 

as well as instructional methods (e.g., field experiences, occupational training) to ensure 

essential areas are covered for students to successfully pursue a teaching career  

 Championing your program and building interest and understanding among schools and 

community organizations 

Establishing Your Advisory Committee 

First you will need to develop a list of prospective committee members. Plan for a maximum of 

15 members, with two or three being “ex-officio education members” (CTE and academic 

teachers) and the rest being former cadet teachers, guidance counselors, and K-12 teachers and 

administrators). Ensure that those you invite understand what will be required of them (see table 1 

below) and adequately represent the geographic area served in terms of race, gender, and 

ethnicity. Invite these prospective members to come to an initial meeting, assuring those you 

contact that their input will be utilized to make the program stronger. 

 

Sample Setting Up an 
Advisory Committee

http://www.missouricareereducation.org/doc/edpracticum/SampleProgramPromoLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleProgramPromoLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/AdvisoryCommittee.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleProgramPromoLtr.pdf
http://www.missouricareereducation.org/doc/edpracticum/AdvisoryCommittee.pdf
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Directing the Application Process 
To begin the application process, interested students would 
need to complete the application packet, which includes:

n	 Student Application Letter — This letter serves 
as the directions for the application process to the 
Pre-Professional Teacher Practicum. It should be 
included with the application packet and used in the 
enrollment process for the next school year.

n	 Pre-Professional Teacher Practicum Application —  
This application is a four-part document:  

—	 Part 1: This section covers basic information 
about criteria used for admittance to the program 
(e.g., information about completed course pre-
requisites, attendance, grade point average, and 
test scores). Practicum prerequisites are Child 
Development/Human Development and Career 
Pathways for the Teaching Profession; however, 
a district might also require coursework in Child 
and Adolescent Psychology, and/or Algebra 
I with a C. District programs might want to 
require a cumulative GPA of 2.5 or better, since 
many colleges require a specific GPA before be-
ing admitted to a teacher education program.

—	 Part 2: This section asks for information the 
practicum coordinator will need in order to place 
the participant, including personal information if 
contact needs to be made with the student. The 
application form should allow a student to list a 
grade-level preference, school preference, and 
perhaps even list a teacher preference. Although 
students are not guaranteed their preferences, 

this information can be used in conjunction with 
teacher availability and schedule to optimize 
placement (see next section for information on 
participant placement). 

—	 Part 3: This section provides a recommendation 
form; teacher recommendations help determine 
how a student will handle responsibility and self 
motivation. Applicants should seek recommendai-
tons from three teachers, asking them to complete 
the form and them return it to the practicum co-
ordinator.  This is done prior to acceptance in the 
program.

—	 Part 4: This section typically offers directions 
for an applicant to complete an essay about their 
qualifications for and interest in the program. 
Writing is an important skill for any teacher, so 
an essay or other type of writing sample helps 
analyze writing skills, thought processes, ability 
to communicate succinctly, and attention to detail.  
The writing sample provides the coordinator with 
valuable information.

Give application forms to students any time prior to the start of 
the school year, preferably as a packet during spring enrollment.  

Once a coordinator has had an opportunity to review the com-
pleted applications, participant interviews can be conducted. 
During the interview, be sure to ask students their reasons for 
applying to the program and clarify expectations. 

Following the interviews, send letters congratulating those 
students who are accepted and reiterating information about 
the placement process. Participants are typically anxious to 
know whether or not they have been accepted prior to receiv-
ing their schedule for the next year.

Attendance of 95 percent or 
better is a good indicator of a 
student’s level of responsibil-
ity and dedication, important 
especially because supervising 
teachers come to rely on the 
participants when working with 
students.
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Sample Student Application Letter 

 

February 2, 2011 

 

 

 

 

Thank you for your interest in the Pre-Professional Teaching Practicum — an 

excellent way for high school students interested in pursuing a career in teaching 

and training to experience the classroom as a teacher.  

Please return the information requested in the enclosed application packet, including: 

¥ All three pages of the application completed 

¥ An attendance print out 

¥ A grade point average check 

¥ Three teacher recommendations (make copies of page 4 of the application) 

Completed teacher recommendations should be put in my mailbox by the teachers 

completing the forms. These and the balance of the application packet materials must be 

submitted by February 16 to: 

 

Name 

Pre-Professional Teaching Practicum Coordinatror 

School Location/Address 

Phone 

Email 

Sample Application 
Letter
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Pre-Professional Teaching Practicum Participant Application 
Summit Technology Academy 

  Lee’s Summit R-7 School District 

PM Only 

Name______________________________________________SSN______________________
Address_________________________________City_________________Zipcode__________ 

Phone______________________________Age____________ Date of Birth_______________ 

I am currently a Junior  at   ____________________________________School 

Name of parent or guardian with whom you live______________________________________ 

How did you hear about this program?   Friend   Counselor  

 Teacher    Program of Studies  STA Web site   
Presentation by STA staff   

Other:_________________________________ 

Students Must Provide Their Own Transportation 

Each school district in the Career Education Consortium is allotted 
a given number of student slots in this program. Your school will 

assess your application and forward to Summit Technology 

Academy the candidates it feels meet the criteria for admittance 
and who will be successful in the program. 

Your application will be assessed by your school on the basis 

of the following several factors:  

¥ Program prerequisites   
¥ Interest in program as evidenced by interview, student 

essay, and interest inventory assessment 

¥ Recommended coursework 
¥ Number of high school credits earned to date  

Do not write below this line | 

(Sending School Counselor Use Only) 

……………………………..…………………………………. 

ALL DOCUMENTS LISTED BELOW  
MUST ACCOMPANY THIS APPLICATION  

Counselors – Thank you for checking off boxes as you complete   

the application packet.  Also, please furnish the requested, bold-  
faced information listed below.   

  Transcript (indicating course prerequisites; GPA of 2.5 or 

higher; and credits earned to date) 

 Cumulative GPA=__________ 

  Record of attendance (95% or better) Attendance 

Percentage=____________ 

  PLAN percentile scores  English ____ Math ____ 

Reading ____ Science ____ Comp ______Other test 

scores (if taken): 

Test name _____________________  

Score ________________ 

 MAP  CA ____   Math____  Science____ 

 

 Student Essay 

 Interest Inventory Report 

 Health Exploratory Course  Yes___No___ 

 Freshmen Career Exploratory Course Yes___ No____   

 IEP or 504 Plan (if applicable) 

 Student agreement form signed by the student, parent, 

counselor and principal  (see back of application) 

 Counselor Recommendation (if student does not meet all 

of the program prerequisites).  

Prerequisites  
(Grades 12):  
    
 Child Development/ 

Human 
Development  

 Career Pathways 
for the Teaching 
Profession   

 Algebra I or 
equivalent with a C 
or better  

 10
th

 Grade reading 
and writing skills 

 Attendance at 95% 
or better   

 Cumulative GPA 2.5 
or better  

 Background Check 
 Three letters of 

recommendation 
 
Recommendations: 

· Child Development:  

· Pre-School & 
Parenting 

· Child & Adolescent 
Psychology or 
equivalent 

Sample Application 
Packet

http://www.missouricareereducation.org/doc/edpracticum/StudentApplicationLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleApplicationPacket.doc
http://www.missouricareereducation.org/doc/edpracticum/StudentApplicationLtr.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleApplicationPacket.pdf
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A letter could also be sent to the participant’s parents with 
the same information concerning placement and teacher 
contact.  Be sure to caution parents not to contact the super-
vising teacher or placement school principal; the practicum 
coordinator should always be the first contact regarding 
placement questions or other parental concerns.

Placing Participants in Assigned Schools 
Participant placement can be done as:  

n	 Grade-level Placement — This format involves plac-
ing students in the preferred grade level for the year, 
offering observations in other grade-level classrooms. 
Grade-level placement allows participants the oppor-
tunity to see the grade level/subject area they are most 
interested in teaching.  Participants may be placed at 
pre-K, elementary level, or secondary level in all sub-
ject areas.  There are some issues in placing students 
interested in high-school level subject areas that must 
be considered.  Confidentiality is a major obstacle 
at the high-school level when placing pariticipants.  
Participants interested in high school are often better 
placed in the subject area in the middle school/junior 
high. Participants are often provided more experiences 
working with small groups of students at the middle-
school level as opposed to the high-school level. 

n	 Semester-based Placement — Another format would 
be to allow participants to change at nine weeks or at 
the end of each semester.  This format seems to work 
best when participants can stay in a classroom for at 
least a semester, thus allowing time to form relation-
ships with students and the supervising teacher. Journal 
reflections are deeper and the participant can observe 
long-term change. 

n	 Adult Training Placement — In businesses and com-
munities offering adult training opportunities, the super-
vising teacher role may be filled by a training director or 
other member of a training/human resources staff. This 
type of experience will help the participant differenti-
ate between child and adult learning styles and explore 
career opportunities in training organizations.

Available placement locations will vary depending on the size 
of the district/community.  In larger districts with more than one 
high school, it is best to stay within the feeder schools for the 
participant’s high school.  Regardless of district/organization 
size, essential communication with host school principals or 
business/community leaders must:

n	 Communicate a basic understanding of the program.

n	 Ensure that host principals/business people are com-
fortable having students working with students in their 
facilities.

n	 Establish that host principals/assistant principals (or 
training personnel) are the first contacts, followed by the 
supervising teachers/trainers, when placing participants.

n	 Stress that the practicum coordinator will be the first 
contact regarding placement questions or other parental 
concerns; parents should never contact principals, host 
businesses. or supervising teachers directly.

n	 Provide guidelines for making the experience better for 
supervising teachers/trainers as well as the practicum 
coordinator, such as refraining from placing students in a 
building with relatives (which creates issues if problems 
occur with placement) or with a student teacher (which 
may limit the participant’s level of classroom experience 
compared to working directly with a supervising teacher).  
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As part of the placement process, the practicum coordinator 
needs to collec district-required documentation from each 
participant. This documentation typically covers transporta-
tion, field trip permissions, technology use, photo release, 
and student medical information. 

Table 2.1, at right, provides recommendations for each 
area; check for district-specific requirements and adapt the 
samples included to meet your situation.  

TABLE 2.1. Sample Coordination Forms

Form 
Name

Description/Purpose
When to Distribute/

Collect

Permanent 
Driving 
Permit

Each district has their own policy about students driving and 
a release form that reflects that policy must be signed before a 
student can leave campus to drive to an assigned location.

First week of practicum

Field Trip 
Permission 
Slip

Once or twice a year, the participant is typically allowed to at-
tend a field trip sponsored by the assigned school. This allows 
the participant to see students at a different time of the day as 
well as to observe the different schedules for the various age 
groups and why they are scheduled in a particular manner. 

Send out two weeks 
prior to trip; must be 
returned by day of trip

Technology 
Acceptable 
Use Policy

Due to the use of computers for the class, districts may require 
students to sign a district-specific Acceptable Use Policy. 

At enrollment or first 
day of school semester

Photo Re-
lease Form

Parents must sign a photo release form allowing pictures of 
their child to be displayed in the classroom, halls, newspaper, or 
Internet. 

At enrollment or first-
day of school semester

Student 
Medical  
Informa-
tion Form

The medical information form is important since the student is 
offsite for part of the school day. Providing information to the 
supervising teachers is especially important if a student has a 
medical issue.  The coordinator should make a copy and send to 
the supervising teacher.  

First week of practicum
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Sample Permanent Driving Permit 

Summit Technology Academy 

Student:______________________________________ 

Note: Each participating school district provides bus transportation for their students 
atending Summit Technologoy Academy. All students are expected to use this mode of 

transportation. However, a student may have a legitimate need to drive himself/herself. 

Upon approval of the Home School Administrator and the STA Director, a student 
driiviing permit may abe issued, at a parent's request. If you feel that your son/daughter 

has a legitimate need to provide their own transporation to the STA and agree to the 

conditions outlined below, please complete this form. 

……………………………………………………………………………………………………. 

Please allow my son/daughter permission to drive to and from Summit Technology 

Academy for the following reason(s): 

 

 

 

 

If permission is granted for my son/dauhter to drive, I agree to the following conditions: 

1. Operation of the car in a safe and prudent manner 

2. Display of driving permit in proper place on automobile. 
3. Transporation of other students will not occur, unless specific permission has 

been granted. 

4. To notify STA of any change in the original reason given for requesting this 

driving permit. 
 

Automobile Year, Color, Make, and Model: ________________________________ 

_________________________________________  ________________ 

Parent Signature       Date 

_________________________________________  ________________ 

Student Signature       Date 

……………………………………………………………………………………………………. 

The above-mentioned student's parent has requested permission to provide his/her own 
transportation to and from Summit Technology Academy. If you agree that the student has a 
legitimate reason to drive, please sign the form in the space provided. It is understood that either 
the Home School or STA ay revoke the permission to drive for just cause. 

_________________________________________  ________________ 

Home School Administrator Signature     Date 

_________________________________________  ________________ 

STA Administrator Signature      Date 

 

 

 1 

 

Sample Exit Slip 

 

At the end of each week of practicum instruction, answer 

the questions below. This will help you reflect on the 

week's experience and document what positive outcomes 

you will use in the coming weeks to build on your 

experience. 

 

1. What instructional activity/technique have you 

experienced in a classroom that you feel worked 

well? 

 

 

 

 

2. What success did you have this past week? 

 

 

 

3. What problem did you have this past week? 

 

 

 

4. What did you learn today that will help you as a student or teacher? 
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Sample Technology Acceptable Use Policy 

Lee’s Summit R-7 School District  

Network Acceptable Use Policy 

The purpose of the Lee's Summit R-7 District's (hereafter referred to as the District) 

network, including Internet access and other technological resources is to support and 

enhance communication, learning, and teaching. Acceptable uses of the network are 
activities that promote the District's goals and objectives and advance the mission of the 

District. 

1. Use of the District network may be revoked by the administrators of the network 
or the building administrator. Unacceptable uses of the District's network include 

the following: violating local, state, federal, and /or international law; violating 

District policies and/or standards of conduct; creating or spreading computer 

viruses; disrupting or degrading any system perfomance; intentionally violating 
the right of other's privacy; gaining or attempting to gain unauthorized access to 

protected and/or otherwise objectionable language or images in either public or 

private files or messages. 

2. The district reserves the right to any materials stored in files to which all users 

have access and will edit or remove any material that the Lee's Summit staff, at 

its sole discretion, believes may be objectionable. 

3. Communiction over networks should not be considered private. Network 
supervision and maintenance may require review and inspection of directories 

and/or messages. Users of the network will not use their acount to obtain, view, 

download, or otherwise gain access to inappropriate and/or objectionable 
material. The network is considered a limited forum, similar to the school 

newspaper, and therefore the District may restrict your use of the network for 

valid educational reasons. 

4. The system is for the use of authorized users only who are responsible for the 

use of their password and acocunt. Individuals using the network without 

authority or in excess of their authority are subject to having all of their activities 

on the system monitored and recorded by system administrators. In the course of 
monitoring for improper usage or in the course of system maintenance, the 

activities of authorized users may also be monitored. Anyone using the network 

expressly consents to such monitoring. Any evidence of impropriety will be given 
to Lee's Summit District officials and any evidence of criminal activity will be 

given to law inforcement officials. 

5. Use of email is confined to District-provided accounts. No Hot Mail, etc. Email 
responsitibilities include checking email regularly and deleting messages on a 

regular basis. 

6. In keeping with the purpose of the District's network, the use of chain letters, chat 

rooms, auto response, and electronic greeting cards is not allowed. 
Administrators will purge messages at regular intervals. Users should manage 

their email efficiently. 
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Sample Photo Release Form 

Lee’s Summit R-7 School District  

 

I authorize Lee's Summit R-7 School District or anyone authorized by the District to use 

and reproduce any and all photographs or videotape taken of me for District 

publications, District Web site, or to submit to the media. 

 

My photo may e used as listed above. ___________Yes __________ No 

I am over 18 years of age.   ___________Yes __________ No 

 

Student: _______________________________________________________________ 

                                                                   Print Name 

Signature (if over 18): ____________________________________________________ 

Address: ______________________________________________________________ 

 

NOTE: If student is under 18, consent is required by a parent or legal guardian, as 
follows: 

 

I am the parent and/or legal guardian of the minor named above. 

 

______________________________________________________  ___________ 

Parent/Guardian Signature       Date 
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Sample Student Medical Information Form — Lee’s Summit R-7 School District  

Date: ___________________        School Year: ______________ 

Student Name: _________________________________ DOB _________________ Student Number ____________ 

Address: _________________________________________________________________________________________ 

IN CASE OF ILLNESS/INJURY OR EMERGENCY, CALL IN LISTED PRIORITY:  Home Phone: ______________ 

Name Phone Number 1 Phone Number 2 Relationship 

1.    

2.    

3.    

4.    

5.    

Doctor's Name: _____________________________________________  Phone: __________________________ 

Hospital Preference: ___________________________________________________________ 

Dentists' Name: _____________________________________________  Phone: __________________________ 

Student's Health Concerns: ______________________________________________________ 

Allergies: __________________________________________________ Describe Reaction: ______________________ 

    __________________________________________________           ______________________ 

    __________________________________________________           ______________________ 

Student's Medications at Home and School: _____________________________________________________________ 
 

 

 

 

NOTE: Schools in this district are equipped with pre-filled epinephrine auto syringes that can be administered in the event of severe 
allergic reactions that cause anaphylaxis. 

Parent/Guardian Signature ________________________________________  Date: ___________________ 

Health Information will be shared with the persons listed on this form and the R-7 staff on a need-
to-know basis. IN CASE OF EMERGENCY, "911" WILL BE CALLED AND PARENTS NOTIFIED. 

 

Sample Permit Sample Slip Sample Policy Sample Release Sample Med Form

http://www.missouricareereducation.org/doc/edpracticum/SamplePermanentDrivingPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePermanentDrivingPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePermanentDrivingPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleFieldTripPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleFieldTripPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleFieldTripPermit.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleTechAUP.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleTechAUP.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleTechAUP.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePhotoRelease.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePhotoRelease.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleMedInfo.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleMedInfo.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleMedInfo.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleMedInfo.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePermanentDrivingPermit.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleFieldTripPermit.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleTechAUP.pdf
http://www.missouricareereducation.org/doc/edpracticum/SamplePhotoRelease.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleMedInfo.pdf
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Enforcing Discipline

A practicum coordinator will need to have a process in place 
to address unacceptable behavior should a participant fail to 
meet expectations.  Communication among the supervising 
teacher, practicum coordinator, and participant is vital.  The 
following discipline processes can be utilized depending on 
the infraction:

n	 Standard procedure format, where there are spe-
cific guidelines for first, second, and third offenses 
with final outcome left to the coordinator’s discre-
tion. An example of this would be:

First Offense:

1.	 Supervising teacher contacts coordinator with 
discipline issues (attendance, dress, inappropri-
ate speech and interaction with students)

2.	 Practicum coordinator meets with participant 

3.	 Call to parent

Second Offense: Meeting with high school princi-
pal, coordinator, parent, and participant

Third Offense: Program discretion (based on dis-
trict policies; consult with appropriate administration)

n	 Teacher evaluation and growth plan format, where 
a practicum coordinator, following communication 
from the supervising teacher and talking with the 
participant, would complete a follow-up observation 
in the classroom.  This could be scheduled with the 
supervising teacher and may or may not be commu-
nicated with the participant.   

	 The Coordinator would complete an evaluation (see 
Sample Participant Evaluations) and discuss the 
results the participant.  A plan would be developed 
by the coordinator and the participant to address is-
sues from the observation, and the student would be 
given a set time frame to improve the behavior with 
the understanding the coordinator will complete an 
unscheduled follow-up observation for verification.  
At the time of that unscheduled follow up, a failure 
to improve the target behavior would result in the 
coordinator needing to determine either to assign the 
participant to a new placement or to enforce dismissal 
from the program (based on conversations with the 
supervising teacher and the appropriate administra-
tor).  

	 A meeting with the coordinator, participant, parents, 
and principal should follow with the recommendation 
and explanation for dismissal from the program.  

Administering the Technical Skills Assessment

Pre-Professional Teacher Practicum is the class in which a 
required Technical Skills Assessment will need to be admin-
istered to those completing three (3) credit hours and who are 
considered program completers. NOCTI and AAFCS both 
offer Technical Skills Assessments; the coordinator or district 
personnel in charge of testing will need to determine which is 
most applicable to the district. 

To offer students the full benefit of their experience in the 
classroom, schedule the Technical Skills Assessment as late in 
the second semester as possible.
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Sample 1: Participant Evaluation  

_________________________ ______________________ 

(Participant’s Name)    (School) 

Please rate each criterion about the pre-professional teacher’s 

individual performance, and add total points.       

   
   

QUALITY OF WORK    

_____ Was neat and accurate  

_____ Took pride in work and did 
personal best    

_____ Added own creative thoughts to 

bulletin board, etc.   
_____ Demonstrated thoughtful 

preparation and organization 

QUANTITY OF WORK 

_____ Completed assigned duties 

_____ Took the initiative to take on 

additional tasks (Did individual 
assume daily duties without 

being reminded?  Did they ask 

to assume particular role or 

responsibility?) 
_____ Always found tasks to keep 

busy 

_____ Volunteered to help other 
teachers at “lag” times 

ATTITUDE 

_____ Demonstrated a positive attitude 
_____ Seemed genuinely interested in 

working with children and easily 

conveyed this message 

_____ Adapted easily to schedule 

changes, etc. 

_____ Handled the “supervisory” role 
with the children in an appropriate 

manner 

_____ Was open to suggestions and 
demonstrated a willingness to 

learn 

APPEARANCE/MANNERS 

_____ Dressed according to policy 

requested or conveyed by 

assigned school 
_____ Demonstrated good manners, 

was respectful and polite, and 

acted in a professional manner 

_____ Handled various situations in a 
mature and thoughtful manner 

DEPENDABILITY 

_____ Could be relied upon to complete 

assigned tasks 

_____ Was conscientious about 

contacting the school about any 
absence 

_____ Could be counted on to help 

students when needed 
_____ Arrived and left at appropriate 

times 

_____/100 total points 

_______________ ________________________________________________ 

(Date)   (Signature of Supervising Teacher) 

_______________ ________________________________________________ 
(Date)   (Signature of Participant)  

RATING SCALE 

5 = excellent 
4 = good 

3 = average 

2 = fair 
1 = poor 

Sample Evaluations

http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantEvaluations.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantEvaluations.pdf
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Observing Participants in Assigned Schools

Observations by coordinators should be scheduled three to 
four times in a year-long course. Because observations can 
be disruptive to the assigned classroom (depending on the 
age group), the coordinator may need to:

n	 Limit the number of visits and rely on supervising 
teacher evaluations

n	 Schedule observations to ensure that the supervising 
teacher will be in the classroom rather than a substitute

n	 Debrief and discuss what was observed in the class-
room with the practicum participant

Coordinators and instructors in the Pre-Professional Teaching 
Practicum can use the Sample Participant Evaluations  
during each of the three observations described below. Use 
these forms and the recommendations below as a guide, 
adapting the process to the specific practicum environment in 
your district. For example, forms may need to be significantly 
adapted for participants working in a business/community 
training environment. 

n	 Observation 1: The first observation should be 
scheduled with the participant and supervising 
teacher and should be a non-threatening observation, 
such as observation of the bulletin board the partici-
pant completes during the first semester. By sched-
uling the observation and grading of the bulletin 
board, the student knows specifically what is being 
observed. With the first observation, the coordinator 
can also identify the classroom set up, rules, proce-
dures, and teacher style that can enrich classroom 
discussions with students.  

n	 Observation 2: The second observation can involve 
specific work the participant is doing in the class-
room, such as working with a small group of students, 
directing calendar time, or performing other routine 
daily classroom activities.  This allows the participant 
an opportunity to be observed and debriefed before 
the observation of the actual lesson they will deliver.

n	 Observation 3: The third observation should involve 
observation and evaluation of the required lesson plan 
the participant delivers in the supervising teacher’s 
classroom. This observation should be completed 
near the end of the course to provide the student with 
a number of opportunities to be in front of a small 
group or the entire class.  

Implementing Student Organizations

No matter the size of your program, an integrated, co-curricular 
Career and Technical Student Organization (CTSO) will enhance 
your program and help put learning into action for your students.  
Having an integrated CTSO chapter means that FCCLA, FEA, 
or FTA activities are part of the written curriculum for your 
students, and the activities associated with those chapters are part 
of classroom instruction and activities.  CTSO advisors act as 
classroom instructors in the Education and Training program.  

Students who are enrolled in your Education and Training 
program are eligible for membership in your CTSO.  While 
membership eligibility may vary between FCCLA, FEA 
,and FTA, for purposes of this manual, the assumption is that 
members are currently enrolled and participating in the  
Education and Training program. The advisor/classroom 
teacher is responsible for setting the stage for success with 
CTSOs in any education and training program.
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Sample 1: Participant Evaluation  

_________________________ ______________________ 

(Participant’s Name)    (School) 

Please rate each criterion about the pre-professional teacher’s 

individual performance, and add total points.       

   
   

QUALITY OF WORK    

_____ Was neat and accurate  

_____ Took pride in work and did 
personal best    

_____ Added own creative thoughts to 

bulletin board, etc.   
_____ Demonstrated thoughtful 

preparation and organization 

QUANTITY OF WORK 

_____ Completed assigned duties 

_____ Took the initiative to take on 

additional tasks (Did individual 
assume daily duties without 

being reminded?  Did they ask 

to assume particular role or 

responsibility?) 
_____ Always found tasks to keep 

busy 

_____ Volunteered to help other 
teachers at “lag” times 

ATTITUDE 

_____ Demonstrated a positive attitude 
_____ Seemed genuinely interested in 

working with children and easily 

conveyed this message 

_____ Adapted easily to schedule 

changes, etc. 

_____ Handled the “supervisory” role 
with the children in an appropriate 

manner 

_____ Was open to suggestions and 
demonstrated a willingness to 

learn 

APPEARANCE/MANNERS 

_____ Dressed according to policy 

requested or conveyed by 

assigned school 
_____ Demonstrated good manners, 

was respectful and polite, and 

acted in a professional manner 

_____ Handled various situations in a 
mature and thoughtful manner 

DEPENDABILITY 

_____ Could be relied upon to complete 

assigned tasks 

_____ Was conscientious about 

contacting the school about any 
absence 

_____ Could be counted on to help 

students when needed 
_____ Arrived and left at appropriate 

times 

_____/100 total points 

_______________ ________________________________________________ 

(Date)   (Signature of Supervising Teacher) 

_______________ ________________________________________________ 
(Date)   (Signature of Participant)  

RATING SCALE 

5 = excellent 
4 = good 

3 = average 

2 = fair 
1 = poor 

Sample Evaluations

http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantEvaluations.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantEvaluations.pdf
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Having a successful CTSO chapter requires these five, basic 
components: 

1.	 Membership:  Students in the program meet eligi-
bility requirements for established FCCLA chapters, 
and must be affiliated with all levels of the organi-
zation – local, regional/district, state, and national 
— to hold leadership positions, attend meetings and 
conferences, receive state and national recognition, 
and participate in competitive events.

2.	 Advisor: Program teacher(s) are the CTSO advi-
sors.  They may serve as co-advisors with other 
family and consumer sciences teachers in FCCLA 
chapters.  Since CTSOs are integrated into the 
classroom, each teacher is an advisor, and should 
be integrating CTSO leadership opportunities and 
content within the curriculum.

3.	 Leadership: While leadership development can 
take place throughout CTSO programs and activi-
ties, it is important that the CTSO have a set of 
student leaders willing to work with the advisor 
to develop programs and activities that benefit the 
members, chapter, school, and community.

4.	 Meetings: Chapter meetings are important for plan-
ning the chapter’s program of work and keeping 
members involved. Chapter leaders should work 
with the advisor to plan for productive and interest-
ing meetings. Opportunities are available for mem-
bers to attend regional/district, state, and national 
meetings and conferences.  

5.	 Projects: Chapter projects should be closely related 
to the Education and Training curriculum and course-
work and include a variety of projects and activities 
that meet the needs of the chapter members as well as 
benefiting the school and community.  Projects allow 
for additional leadership opportunities (in the form of 
committees), but can also be individual or team proj-
ects, such as competitive events.  Project work may 
take place during designated class activities or may 
be completed outside of the class or school day.  

While some chapters may focus on certain projects or events 
more than others, none of these five components can be 
ignored.  

FCCLA Programs 
FCCLA provides a number of program 
ideas that can be integrated into the 
Education and Training program with 
intentional planning. Sample integration ideas for programs 
and practicums include those shown in table 2.2 on the fol-
lowing page (for a full list, visit state and national FCCLA 
Web sites via www.fcclainc.org).

Grade these practicum assignments using established rubrics 
or work with the students to develop appropriate rubrics. 
These assignments can now be used as part of the chapter 
competitive events. For information on these events as well as 
more ideas and resources, including lesson plans, visit www.
fcclainc.org. Each of these programs incorporate the use of 
the FCCLA planning process, a five-step tool for decision 
making and project planning.  Be sure to familiarize your 
students with the FCCLA Planning Process prior to beginning 
any of these programs or projects.  

For more information on 
implementing the five basic 
components of chapters, 
obtain “The Handbook to 
Ultimate Leadership” from 
FCCLA, Inc. (www.fcclainc.
org), which also provides 
meeting templates, sug-
gested activities, and other 
helpful resources for FCCLA 
chapters.

 

http://www.fcclainc.org
http://www.fcclainc.org
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Core Competency  
Teaching and Training 

Pathway Alignment

                      Program Associated Practicum Assignment

Identify career opportunities 
at the local, state, and national 
levels to plan for a career 
in education and training. 
EDC09.01

Explore educational teaching 
pathways  (i.e., pre-school, 
elementary school, middle 
school, high school, special 
education, and career-technical 
education).EDC09.01

Identify specific requirements 
to become a certified teacher 
or a paraprofessional in a cho-
sen area and level of educa-
tion. EDC09.01

Identify and explain the 
benefits of participating in 
professional organizations. 
EDC09.01

Generate a plan for personal 
and professional learning. 
EDC09.01

Establish a professional 
work portfolio documenting 
technical knowledge, skills, 
and leadership activities. 
EDC09.01

Career Connection — A six-unit program that helps members develop, plan, 
carry out, and evaluate projects focusing on different aspects of career develop-
ment.

Within an assigned career cluster, participants research, 
create, and teach lessons about the cluster and possible 
careers, relating these to their placement.  Assignments 
are graded according to established program rubrics 
and standards.  

Community Service – Students can use this program to give back to their com-
munities, helping them further refine their career goals as well as develop and 
utilize leadership skills necessary for scholarship and college eligibility.

One of the best ways to implement community service projects is through 
service learning opportunities targeted to any topic area relevant to curriculum  
and learning activities (from book drives to health fairs).  Service learning dif-
fers from community service in that service learning has a direct connection to 
the curriculum and learning activities.  Community service can be done on an 
individual basis or by the class as a whole. 

Using the FCCLA planning process, students brain-
storm community needs or concerns relation to educa-
tion and training.  As a group, they choose a project 
and determine individual responsibilities. For example, 
if the chapter chose to create activity kits for children 
staying in a shelter, students would need to research 
needs, choose age-appropriate activities to meet grade-
level expectations, create or collect needed supplies, 
and write instructions (lesson plans) for parents to fol-
low when using the kits.

Power of One – This FCCLA program empowers leadership and personal 
growth through individualized projects that target improving personal traits and 
family relationships; exploring work options, preparing for a career, or sharpen-
ing business skills; developing leadership qualities; and telling others about the 
opportunities through FCCLA.

Power of One’s five units are easily integrated into any curriculum; students can 
apply skills learned as well as work on personal traits they will need to become 
successful as teachers or trainers, completing any number units. State and na-
tional recognition is given to students who complete all five units.

Using the list of core competencies for the Education 
and Training program, students assess their communi-
cation skills and follow the five-step FCCLA planning 
process to set a goal related to one of the Communica-
tions core competencies.  For example, if students iden-
tified a need to strengthen presentation delivery skills, 
they could develop a plan for practicing and refining 
these skills.

STOP the Violence (Students Taking on Prevention) – This FCCLA program 
is a peer-to-peer outreach initiative that encourages members to recognize, 
report, and reduce the potential for youth violence.   Using peer education, 
members can increase youth awareness of violence prevention issues (e.g., 
bullying, cyber-safety, and stress management), include the school, family, and 
community in violence prevention efforts, and help promote conflict-resolution 
strategies. Participants can develop competencies for utilizing conflict resolu-
tion strategies and exhibiting professionalism in the education and training 
setting that can be important in maintaining harmony in the classroom.

Based on a presentation by an administrator, guidance 
counselor, school social worker, or school safety officer 
on school safety issues, students use the five-step FC-
CLA planning process to identify a violence preven-
tion topic or concern in an elementary or secondary 
classroom.  In groups, students develop a motivational 
poster, display, game, or other resource for use in a 
violence-prevention lesson.

Table 2.2. Ideas for CTSO Intercurricular Activities
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For individual program information, visit www.fcclainc.org.

FCCLA Competitive Events

FCCLA has a large number of state and national competi-
tive events that can provide opportunities for students to 
exhibit mastery of the skills learned through the Education 
and Training program. These events, called STAR Events 
(Students Taking Action with Recognition), are competitive 
events in which students are recognized for proficiency and 
achievement in chapter and individual projects, leadership 
skills, and career preparation. Each event has its own rules 
and guidelines, and it is very important that advisors stay 
abreast of any changes in event rules and policies.

Some of the best events for Education and Training students 
include (but are not limited to):

n	 Advocacy

n	 Applied Technology

n	 Career Investigation

n	 Chapter Web site*

n	 Digital Stories  
for Change*

n	 Early Childhood

n	 Entrepreneurship

n	 Focus on Children

n	 Illustrated Talk

* Missouri State Level Event ONLY; these do not offer  
opportunities to advance to national competition.

Follow these steps to ensure success with STAR Events as part of your Education and Training 
program:

1.	 Ensure that your chapter membership dues are paid to the state/national organization by the desig-
nated deadline.  Double check your membership roster so that no students are inadvertently left off 
the list.

2.	 Read and follow the guidelines as listed in the National STAR Events Manual and the Missouri 
Guide to State and National STAR Events.

3.	 Verify student eligibility for their chosen competitive event.

4.	 Obtain student participation approval from the school and parents.  

5.	 Review the event rules and requirements with the student.  You may need to contact the state or 
national organization for clarification.  Ask questions!

6.	 Follow rules for dimensions, page numbers, or supplies.  Don’t make substitutions.

7.	 With the students, set goals and benchmark dates for project progress.  

8.	 Encourage students to present their projects locally before advancing to regional or state competition.  
Invite advisory committee members, faculty, or parents to serve as judges. 

9.	 Fix problems when you 
find them.

10.	Follow the deadlines set by 
the regional, state, or na-
tional association.  Missed 
deadlines may mean a 
student cannot compete.

11.	Follow the dress code for 
competition.

12.	Provide recognition for 
students whether they 
win or just participate. 
Make sure the school 
knows of their hard 
work and success!

n	 Impromptu  
Speaking*

n	 Interpersonal  
Communications

n	 Job Interview

n	 Leadership

n	 Plan and Teach*

n	 STEM Integration*

n	 Subject to Debate*

n	 Teach and Train

http://www.fcclainc.org

