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SecTioN 3: PRACTICUM INSTRUCTION

Pre-professional practicum teaching provides the means

for exploring opportunities in education before entering

a teaching program at the university level. Students who
successfully complete the Pre-Professional Teaching Practi-
cum requirements will receive a minimum of one credit.
The course may be taken for dual college credit, if offered.
Professional development/collaboration will be provided
throughout the year.

In general, participants enrolled in the Pre-Professional
Teaching Practicum are expected to:

B Be in the classroom or training site as assigned.

B Assist the teacher and classroom students, with the
majority of time spent working directly with the
classroom students (individually, small groups, or in
other ways determined by the supervising teacher);
however, cadets will also assist the supervising
teacher with other teaching-related tasks (e.g., bul-
letin boards, grading, etc.).

B Provide their own transportation and not share rides
with other students.

B Conduct themselves as professionals in the
classroom.

B Dress professionally.

B When absent, notify the receiving school by e-mail
or phone according to established policies (e.g., call-
ing attendance secretary by a certain time, calling as
soon as possible when leaving school for an illness,
bringing a medical appointment card when absent
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for an appointment, etc.) NOTE: Participants may be
counted absent for two hours if the course is a daily
block class.

B Not take food or drink into the receiving school
buildings.

B Turn in assignments during class meetings, via an
online tool or as instructed.

B Turn in badges from receiving schools at the second
semester final.

For the practicum portion of the course, the participant is to
work under the direct supervision of a certified teacher or a
training professional while gaining knowledge and experi-
ence related to the field of teaching.

Participants should allot their time to both teaching and non-
teaching activities as indicated in table 3.1. on the next page.

F T

w

\UMDK S

PRre-PRoFESSIONAL TEACHING PRACTICUM MANUAL — PRACTICUM INSTRUCTION

43



Table 3.1. Allocation of Classroom Teaching Time

TeACHING AcTiviTIES (2/3 TIME) NoN-TEACHING SupPorT AcTivITIES (1/3 TIME)
B Working with individual or small groups of students on drill and B Researching topics for the teacher
practice activities
B Organizing materials for the class
B Reading aloud to the class, an individual child or a group of students
M Creating bulletin boards and room displays
B Co-supervising the playground and hallways with the teacher
M Checking attendance
B Helping with the lesson under teacher direction (e.g., running technol- ' )
ogy, demonstrating and modeling, helping with guided practice, giving | M Attending faculty or qther meetings, etc. when
individual help and assistance) approved by the building administrator
B Presenting a lesson that has been cooperatively prepared and practiced B Collating student papers
with the teacher . L .
B Grading objective-type assignments
B Preparing training aides/instructional material indust L - . .
reparing training aides/instructional materials based on industry B Making copies, laminating, creating materials as
standards . ;
directed by the teachers/trainer

Participants ARE NOT allowed to:

e Discipline students
e View, evaluate, and file materials in school or orga-

nization permanent records, standardized test scores, e Beinvolved in student-related staffing issues
special education records, etc. (as directed by the
Family Privacy Act, some information cannot be
discussed or viewed by the participant)

e Leave the building prior to high school dismissal
time.

The information listed in the following pages provides the
instructor for the Pre-Professional Teacher Practicum with
guidance on key tasks involved as well as links to sample

documents and suggestions for use.

e Supervise a student or groups of students without
the supervising teacher or other authorized school/
training staff member present

* Make verbal or written parental contacts Embedded text links (e.g., Sample Course Syllabus)

e Assign grades allow you to download a .DOC file; thumbnail images of the

samples link to PDF versions.
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PRrRe-PRrRoFEssioNAL TEACHER PRACTICUM
INSTRUCTOR ROLES AND RESPONSIBILITIES

Instructors develop and implement a plan for an integrated
teaching/training experience combining instructor-led les-
sons and discussions, readings, onsite teaching activities,
and post-activity evaluations for typically a two-semester
practicum course. Key responsibilities for a practicum in-
structor include developing the course syllabus and deliver-
ing relevant instruction, introducing the participant hand-
book, contracting with participants, coordinating activities
with supervising teachers, and initiating and monitoring the
practicum experience.

DevVELOPING THE COURSE SYLLABUS/DELIVERING
RELEVANT INSTRUCTION

The instructor will be required to develop a course syl-
labus given to participants at the beginning of the year
as well as a curriculum map that is utilized throughout
the semester to direct course instruction and its integra-
tion with the on-site experiences that participants have
with supervising teachers in their classrooms (see Sample

INTRODUCING THE PARTICIPANT HANDBOOK

The instructor (typically in conjunction with the coordinator,
if different, and with the assistance of the advisory commit-
tee) will need to develop a participant handbook to give out
to students taking the practicum the first day of school. The
handbook should include information on expectation of the
participant and supervising teachers, technology information,
the course syllabus and calendar, course assignments, and
forms related to the practicum (e.g., contract, sign in/sign out
sheets, logs, blog templates, etc.). For examples, access the
Sample Participant Handbook included with this manual.

Sample Syllabus
B=

Sample Course Syllabus.

Sample Curriculum Map

Sample Curriculum Map

I81: Career & Professonal Development.

Course Syllabus and Sample Curriculum Map). Use the
core competencies from practicum prerequisites — Child
Development/Human Development and Career Pathways
for the Teaching Profession — to develop the syllabus
and curriculum map (see Crosswalk to MoSTEP and
Common Core Standards on pages 14 through 26). Course
meeting or online components are developed based on the
curriculum. At the beginning of the semester, participants
also receive a calendar (see Sample Calendar) to be used

as a map of course meeting times, topics for discussion,
reading assignments, and assignments due on the listed
class dates.

Sample Calendar =~ Sample Handbook

Pre-Professional Teaching
Practicum
Participant Handbook
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School Year 2011-2012
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Ensure that your Course Syllabus
covers these key areas:

A brief course description
Instructional philosophy
Basis of participation

Major course goals
Materials needed

Major assignments/projects
Assignment format
Assessment plan
Attendance requirements

Late work/make-up work
requirements

Tutoring/extra help available

Technology use

Other applicable credit
(e.g., A+ Program, dual
credit, etc.)
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http://www.missouricareereducation.org/doc/edpracticum/SampleCourseSyllabus.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleCourseSyllabus.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleCurriculumMap.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleCalendar.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantHandbook.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleCourseSyllabus.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleCurriculumMap.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleCalendar.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantHandbook.pdf

CONTRACTING WITH PARTICIPANTS

The instructor will give participants a contract (see Sample
Pre-Professional Teaching Practicum Contract) the first day
of the course that states the responsibilities and behaviors
the student agrees to accept as a member of the program.
The instructor collects these forms and keeps them as refer-
ence if there are behavior problems or poor decisions made
at the sending school.

COORDINATING ACTIVITIES WITH SUPERVISING TEACHERS

Because of the close integration of coursework and class-
room experience characteristic of this type of practicum-
based program, the instructor will work closely with super-
vising teachers/trainers throughout the semester. Initially, the
instructor will invite the supervising teachers/trainers to an
orientation at the beginning of the year to become acquaint-
ed with participant expectations. The orientation provides
the supervising teacher an opportunity to ask questions
about what support they will be given (see Sample Orienta-
tion Invitation).

The instructor sends a copy of the participant handbook that
students taking the practicum receive along with a cover
letter to every supervising teacher involved in the practicum
(see Sample Supervising Teacher Cover Letter). This packet
outlines assignments required of the participant for the su-
pervising teacher and serves as a reminder that participants
are to work with students in the classroom rather than to
spend their practicum time doing clerical support tasks.

Once the semester begins, instructors will send another letter
to the supervising teachers with information about when
participants will begin attendance and when the coordinator

will begin making visits, informa-
tion that is especially important
for first-time supervising teachers
(see Sample Supervising Teacher
Scheduling Letter). A key compo-
nent of the program is the lesson-
planning unit, where the participant 3
works closely with the supervising
teacher to plan and deliver a lesson
to the class. This lesson plan will
be developed over the course of the semester. Effectively
communicating expectations for this activity, such as the
timetable of the participant’s various interim project due dates
for this unit, is a vital part of having a successful experience

for the participant. (See Sample Lesson Planning Letter to
Supervising Teacher)

Sample Cover
Sample Invitation Letter

Sample Schedule
Letter

Sample Contract
B

Sample Supervising Teacher Scheduling Letter

‘Sample Supervising Teacher Cover Letter

Sample Orfentation Invitation

Yoware invited

Supervising Teacher
Pre-Professional Teaching Practicum
Orientatton

Auguat 31, 2011
430 PM
Stansberry Loadersiup Center
Loy Summit:

Bowrd Roow

Sample Lesson

Planning Letter
B=

‘Sample Lesson Planning Letter
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http://www.missouricareereducation.org/doc/edpracticum/SamplePracticumContract.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePracticumContract.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleOrientationInvite.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleOrientationInvite.doc
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http://www.missouricareereducation.org/doc/edpracticum/SampleSupvTeacherCoverLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleSupvTeacherCoverLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleLessonPlngLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleLessonPlngLtr.doc
http://www.missouricareereducation.org/doc/edpracticum/SamplePracticumContract.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleOrientationInvite.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleSupvTeacherCoverLtr.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleSupvTeacherScheduleLtr.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleLessonPlngLtr.pdf

Instructors will work closely with supervising teachers to evalu-
ate participant performance. Supervising teachers should evalu-
ate the participant at each grading period and at the end of the
semester. There are two, typical performance-based evaluations
that can be used (see Sample Participant Evaluations):

1. An evaluation by the supervising teacher at the end
of each grading period (send this form electronically
or through the mail near the end of each grading
period)

2. An evaluation done by the coordinator/instructor
for specific assignments (e.g., lesson plan, bulletin
board, center project/assignment, etc.)

Evaluations of core competency mastery are done via practi-
cum assignments and associated assessments.

When participants are not performing well in the classroom,
both supervising teachers and coordinators/instructors may
want to use a separate evaluation form to document discus-
sions held on areas of needed improvement (see Sample
Participant Evaluations).

DIRECTING THE PRACTICUM LEARNING EXPERIENCE

Instructors typically meet with participants for two weeks at
the beginning of the semester prior to students being placed
with supervising teachers in the classroom. During these two
weeks, instructors use a variety of focus activities or “bell
work” (see Sample Focus Activities).

Throughout the ongoing assignments/practicum experience,
instructors can use a variety of journal activities (see Sample
Participant Handbook) to have participants reflect on their
experiences and connect what they know with what they
experience in the classroom. Any format that allows partici-

pants to analyze various topics will be effective. For example,
students could read and respond to pertinent education issues
presented in a published article or scholarly paper.

To facilitate weekly reflection, instructors can use “exit slips”
(see Sample Exit Slips) at the end of each course week to help
participants document and analyze what they may have en-
countered as problems in the classroom. These serve as quick
assessments of how student perspectives are evolving toward
teacher perspectives.

Sample
Evaluations

Sample Focus
Activities

Sample Handbook

Sample Exit Slips

B= B=

sSample Focus Activities

Pre-Professional Teaching
Practicum
Participant Handbook
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School Year 2011-2012
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http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantEvaluations.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleFocusActivities.doc
http://www.missouricareereducation.org/doc/edpracticum/SampleParticipantHandbook.doc
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http://www.missouricareereducation.org/doc/edpracticum/SampleFocusActivities.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleHandbook.pdf
http://www.missouricareereducation.org/doc/edpracticum/SampleExitSlip.pdf
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Other assignments directed by the instructor involve class-
room activities performed in association with the supervis-
ing teacher, such as:

Observing and analyzing different
classroom settings

Developing a substitute teacher plan

Creating classroom bulletin boards

Reporting on a “Beyond-the-School-Day” activity
Interviewing district personnel

Developing a child literature activity

Creating a center or project activity

Evaluating technology use for a learning activity

B Developing and delivering a lesson plan

Samples for these types of activities have been included in
this packet as part of the Sample Participant Handbook,

For your convenience, Microsoft*Word™ versions (.DOC
files) of customizable sample documents can be accessed via
embedded text links throughout the manual (e.g., Sample
Participant Handbook); “thumbnail” images link to .PDF
versions (as do text links for graphic files).

Sample Handbook

Pre-Professional Teaching
Practicum
Participant Handbook
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School Year 2011-2012
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