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Handbook for Student Interns

In Early Field Experience

Department of English

Appalachian State University

Boone, NC

A Note to Students

English Education at Appalachian prides itself on its commitment to students.  The program takes seriously its responsibility to engaged and individualized learning and instruction. In keeping with that tradition, the program supports a constructivist, holistic approach to the teaching of literature, language, and composition that encourages collaborative over competitive learning. Students are supported as active participants in both the exploration and the evolution of what constitutes truth and knowledge and are invited to connect what they already know to their developing understandings of English content areas to achieve instructional objectives. Faculty believe that demonstration, not memorization, is what promises careful application of theory to practice. In keeping with that philosophy, we support a process approach to writing, a response approach to literature, and a reflective approach to teaching.

Of critical importance to pre-service teachers is their ability to reflect upon the nature of their practices and the practices of those around them; this includes a careful look at learning as well as teaching experiences. Exploring personal beliefs and presumptions about teaching and learning help teachers realize the diverse ideas, understandings, and experiences of their students. To that end, teaching and learning perspectives must continually be investigated and assessed so that teachers might remain open to the possibilities of the classroom. The enterprising educator welcomes different ways of learning and knowing, is encouraged by student strengths rather than disheartened by their weaknesses, and fosters multiple points of view. The ASU English Education Program considers how teachers teach to be every bit as important as what they teach. Reflective discussion and writing about this issue is on going in all methods courses.

Good teachers are not shaped through the mere accumulation of knowledge and grades; they develop through conscious critical inquiry, creative insight, and mindful consideration. They are sustained not only by their love of subject and students, but by their intellectual joy in the complicated nature of the work they are called to do. Finally, they recognize that students are the possessors of their own learning, and it is up to the teacher to plan, instruct, and reflect accordingly. Good teaching, like a life-long education, is never a finished product; it is always an active, fluid process. With these understandings in mind we invite you to observe and reflect on what it means to be a good teacher. The internship experience provides a place for you to plan, assist, and participate in instruction. Through self-evaluation and mentoring, you move closer to the goal of good teaching.

Overview
The early field experience in English is designed to provide pre-service teachers with the chance to work with public school students and veteran teachers in a community and school setting. As preparation for the Student Teaching experience, pre-service teachers are engaged in activities such as classroom observation, planning, tutoring, teaching, and clerical activities. Designed to complement English 3590, the internship also provides a setting in which to complete reflective assignments considered critical to good teaching. The English Education program at Appalachian State University is committed to the concept of teacher inquiry and considers it paramount to life-long teaching and learning. To that end, the early field experience is premised on the belief that pre-service teachers learn about teaching and learning when they have opportunities to intentionally investigate and reflect on teaching practices through dialogue and collaboration with peers, veteran teachers, school personnel, and university faculty. Built into the internship are activities that encourage pre-service teachers to generate and collect data related to pedagogical issues. As prospective teachers reflect on school experiences, the potential for learning about diverse cultures and communities, gender differences, social issues, and different approaches to curricula and pedagogy is enhanced. Strong subject area knowledge is expected and emphasized in the ASU English Education program, but it is only through the teacher’s ability to create and apply pedagogical knowledge that subject area material becomes meaningful and usable to students. 

It is the purpose of the internship to provide pre-service teachers with an opportunity to begin to move to “the other side of the desk” before embarking on the student teaching experience. Some of the course work associated with 3590 may draw on the field experience, so students should be prepared to negotiate the time to gather the required materials and data. The main purpose of the field experience is to provide students with an opportunity within a secondary classroom to observe and reflect upon knowledge acquired in the university and to provide a firm foundation for continuing professional development of the role of teachers. The experience also provides an opportunity for students to begin exploring and expanding on personal teaching philosophies, practices, and texts within community and school settings, while gaining a greater sense of the cultural and professional landscapes of teaching. Since this is NOT a student teaching internship, the range of the activities students may experience has been determined in advance. Please refer to the final section of the handbook for more detailed information about the actual duties and performances expected during the classroom visitations.

Students should feel comfortable negotiating with the Classroom Mentor the timing and extent of activities to be undertaken, recognizing that the student teaching experience is still to follow.

Objectives

1.   To provide exposure to high school students, classroom structures, teaching methods and techniques as well as meaningful activities related to the instructional process

2.   To provide the opportunity to share in selected teaching duties and to discover the various roles and tools of the classroom teacher

3.   To provide an opportunity to integrate theories behind successful educational techniques that are in agreement with national guidelines (NCTE) for English teacher preparation; these include process writing, holistic learning, reader-response theory, and constructivist (knowledge as a social dynamic) pedagogy

4.   To provide extended periods to observe student behavior for application, reflection, and interpretation

5.   To provide an opportunity to develop personal philosophies of teaching with a context for doing so

6.   To provide an opportunity to assess the interest and potential for teaching through observation, participation, and reflection

Student Goals

At the end of the field experience semester students will be able to:

1.   Recognize the moral, political, and personal dimensions of learning to teach

2.   Identify, recognize, and reflect upon the characteristics of effective teaching

3.   Recognize characteristics of school culture and classroom climate that affect 


teaching and learning processes

4.   Recognize examples of decision making in the selection of content, instructional strategies, and management techniques

5.  Reflect upon a variety of techniques for classroom management and student

motivation

6.  Observe and take on the varied responsibilities and roles of classroom teachers

7.   Identify school, parental, and community expectations of teachers

Role of Intern

This experience exposes the intern to professional teachers and high school students in a classroom setting. Each intern will have the opportunity to observe pedagogical techniques and a variety of other routine teaching procedures. A major goal of the program is that the intern will achieve continual growth in his/her ability to observe and evaluate interactions among teachers and students, as well as among the students. 

As an early field experience, the internship is distinct from student teaching. It is recognized that interns have not yet finished their course work and have no prior teaching experience. For that reason, the experience is meant to orient pre-service teachers to the profession of English teaching and assist them in assessing their potential strengths and weaknesses as a teacher, rather than expecting them to take charge of the classroom. The main role of each intern is to support and assist rather than direct and lead. 

Everyone involved in the field experience takes issues of responsibility and professionalism seriously, and every effort will be made to establish and maintain the highest possible degree of behaviour consistent with those issues. Interns will be on time for classes and will report to class every assigned day unless prior, alternative arrangements have been made. Unexcused absences are serious and will be treated as such. Any unavoidable absence must be communicated to the Classroom Mentor and the University Supervisor in advance of the absence. A written record of absences will be kept by the Classroom Mentor and considered part of the final evaluation. A major goal of the field experience is to move interns from a “student” mindset to a “teacher” mindset. This requires that interns consider their personal teaching personas across all arenas.

Throughout the field experience, interns must keep a process journal. These journals will include discussion of activities in which they participate, observations, and reflections. Journal entries will not include either student or teacher names. They are meant to ask questions about teaching and to think critically about the classroom, not pass judgement on those being observed. Journals will be turned in to the English 3590 professor. They provide interns with an opportunity to reflect seriously and closely on their vocational choice.

Intern Expectations

General

* fulfill all requirements as specified in the handbook

* attend and participate in all methods class requirements

* maintain professional appearance and behavior during school visits 

* attend to and document the required number of contact hours in the field*
* complete all assignments on time; late work is not accepted

*Note: It is the student’s responsibility to make certain that internship hours are fulfilled and documented. Missed time must be made up. If need be, students may build in out-of-the ordinary field days as negotiated with the teacher. This might include a fieldtrip or going into the school more hours one week to make up for a week it is necessary to be out. Attending a professional conference such as the North Carolina English Teachers Conference may also count toward field hours. School “swaps” with peers that are in different schools are also possible if negotiated in advance with Classroom Mentors and University Supervisors. All of these field experiences are seen as enriching.

Specific

1.   The program invites interns to attend to instructional support tasks, but expects them to participate in other aspects of teaching as well, including clerical, planning, and supervisory activities. (See Activities Check sheet)
2.   The program assumes the intern is familiar with the Classroom Mentor’s policies and procedures.

3.   The program assumes that interns will participate on a regular, on-going basis in the class; this includes opening and closing activities.

4.   The program assumes that interns attend class regularly, and that this critical 

issue will be addressed by the Classroom Mentor and University Supervisor in the event of unexcused absences. See above.
5.   The program requires that interns maintain a journal of their classroom experiences, including but not limited to a discussion of activities in which they participate and reflections on classroom observations and experiences. See above.
6.   The program requires that interns contact mentoring teachers in advance of the internship experience to make certain there is plenty of time for the teacher to schedule discussion time, provide texts, and make available a copy of the syllabus for review. 

7.   The program requires that interns keep a checklist of their activities.

Role of Classroom Mentor

Classroom Mentors are assigned to interns based on the teacher’s interest in mentoring a pre-service teacher. Because a cooperative and engaged working relationship between interns and Classroom Mentors is vital to the success of the program, only teachers committed to the goals and purposes of the early field experience are encouraged to participate. Interns are required to schedule an appointment with Classroom Mentors during the third week of the semester in order to have a sense of the mentoring teacher’s teaching style and classroom expectations. 

Through the guidance of the Classroom Mentor, interns are exposed to a variety of teaching activities and routines. Discussions and conferences should be ongoing. The purposes of these discussions should be to plan for future intern activities, assess the growth of the intern in the classroom experience, and identify and resolve any problems.  The Classroom Mentor should familiarize the intern with classroom procedures and policies, share appropriate information that might help the intern better help the students, allow the intern a manageable range of experiences, and assist in helping the intern evaluate his/her strengths and weaknesses as a potential teacher. These are all important tasks of support for what is the intern’s initial classroom exposure to teaching. 

Classroom Mentors will also be asked to assist in evaluating the intern and discussing the evaluation in a meaningful manner. Guidelines and procedures for the evaluation can be found elsewhere in this handbook.

Expectations of Classroom Mentor

1.   The mentor recognizes that interns will not exit the experience as completely proficient teachers, but does expect the experience to provide them a thorough orientation to the complex issues of the teaching and learning of English.

2.   The mentor recognizes that interns have not completed all of their formal course work and that they may still be involved in some fundamental English Studies.

3.   The program invites the mentor to aid the intern in assessing his/her strengths and weaknesses.

4.   The program assumes the mentoring teacher will allow the intern to support and aid in a variety of tasks rather than assume full responsibility for any one area of the course; the mentoring teacher retains full authority, autonomy, and responsibility for the course.

5.   The mentoring teacher encourages interns to develop an expanded view of teaching and learning.

6.   The program expects the mentoring teacher to introduce the intern to the class, and to meet with the intern in advance to discuss the course syllabus, the overall goals and scope of course, and the intern’s specific responsibilities. (See Activities Check sheet)
7.   The mentoring teacher recognizes that the intern is not a student teacher or a substitute teacher; school guidelines that apply in general when a teacher has to be out of class should be followed. 

8.   The mentoring teacher recognizes that the intern cannot be held accountable for student actions in the classroom; remember that some interns are not yet “legal” adults. 

9.   The mentoring teacher strives to give interns a rounded classroom experience.    

Suggested Activities Include But Are Not Limited To:
1.   Observation activities: This is time spent observing students, the Classroom Mentor, and other teachers. Sample activities: note a conference meeting between classroom student and instructor that is focused on the student’s writing; observe a full lesson; observe other instructors’ courses as arranged by the intern; pay particular attention to an individual student’s growth; observe a meeting between administration and teachers

2.   Planning activities: This is time spent planning instruction individually or with other teachers. Sample Activities: conduct library research for Classroom Mentor that pertains to the course; assist mentor in developing and organizing classroom teaching materials; assist in designing assignments; obtain special materials for class projects; participate in construction of syllabus

3.   Teaching activities: This is time spent instructing whole classes, small groups of students, or tutoring students Sample Activities: lead a mini-discussion about an assigned topic; do an introductory discussion for new assignment; conference with 2 or 3 students about their writing; present 2 mini-lessons to the class with supervision, cooperation, and preparation help of the mentor; assist a particular student with remedial instruction; provide individual attention to students who are experiencing difficulty in mastering specific learning concepts

4.   Supervisory activities: This is time spent helping with keeping students on task. Sample Activities: assist a small group with an assignment while instructor works with other students; administer a quiz; help instructor with library or computer lab supervision; assist students with difficult and pertinent information on missed assignments and make-up work

5.   Clerical activities: This is time spent doing the daily “housekeeping” of teaching. 

Sample Activities: assist with the recording of grades; type materials for instructor; operate copying equipment; prepare portfolio files; maintain attendance records; distribute and maintain classroom materials; prepare and set up audiovisual aids for classroom use; write on the board or overhead for instructor; assist in grading quizzes and tests; assist in additional comments on papers after graded by instructor

6.   Other activities: This is time spent on field trips, professional meetings, extracurricular events, and professional development activities.
Evaluation Procedures

Evaluation will be ongoing through formal and informal discussion and conferencing with the Classroom Mentor, University Supervisor, and Methods Professor. The final evaluation will be based on completion of checklist items (these follow) and from general criteria as outlined above. Interns will also be asked to complete a self-evaluation. Two official forms are included in this handbook, one for the intern and one for the Classroom Mentor. Evaluation criteria includes: works willingly and cooperatively with others; assumes appropriate responsibility; relates to students in an appropriate manner; handles all materials responsibly; follows procedures and routines as described by the mentoring teacher and the internship handbook; demonstrates professional behaviour; presents instruction in an adequate manner. Appropriate records of activities, absences, observations, and reflective journals will be also be noted. It is intended that all parties understand evaluative procedures in advance of the experience. One evaluation form is to be completed by the Classroom Mentor, and one form is to be completed by the intern. Both are turned in with final reflective journals to the University Supervisor who will send them to the Methods Professor with any additional notes or observations.

Instructional Assistant Evaluation Form #1 (Midterm)

Report completed by:




________Mentoring Teacher

Date________________




________IA

Complete the evaluation using the following scale. Mark NA if an area does not apply.

1.  above average


2.  average


3.  below average
_____Has demonstrated a working knowledge of the subject being taught

_____Has demonstrated a working knowledge of teaching strategies when asked to perform selected teaching activities

_____Has demonstrated communication skills, e.g. in writing, speaking, and listening, appropriate for classroom instruction

_____Has been cooperative in carrying out selected tasks for the instructor

_____Has shown enthusiasm for teaching, students, and subject matter

_____Has been willing to assist those students who need extra help

_____Has been to class on time, each day, or notified mentor in advance and received an excused absence

_____Has adhered to classroom rules and policies

_____Has shown initiative by identifying and completing tasks 

_____Has demonstrated professional behaviour, including tact and self-control

_____Has been competent in connecting with the class when given the opportunity to perform a selected teaching activity

_____Has handled all graded materials responsibly

Overall strengths:

Additional Comments:

__________________________



__________________________

   Intern Signature




    Classroom Mentor Signature

Instructional Assistant Evaluation Form #2

Report completed by:




________Mentoring Teacher

Date________________




________IA

Complete the evaluation using the following scale. Mark NA if an area does not apply.

1.  above average


2.  average


3.  below average
_____Has demonstrated a working knowledge of the subject being taught

_____Has demonstrated a working knowledge of teaching strategies when asked to perform selected teaching activities

_____Has demonstrated communication skills, e.g. in writing, speaking, and listening, appropriate for classroom instruction

_____Has been cooperative in carrying out selected tasks for the instructor

_____Has shown enthusiasm for teaching, students, and subject matter

_____Has been willing to assist those students who need extra help

_____Has been to class on time, each day, or notified mentor in advance and received an excused absence

_____Has adhered to classroom rules and policies

_____Has shown initiative by identifying and completing tasks 

_____Has demonstrated professional behaviour, including tact and self-control

_____Has been competent in connecting with the class when given the opportunity to perform a selected teaching activity

_____Has handled all graded materials responsibly

Overall strengths:

Additional Comments:

__________________________



__________________________

   Intern Signature




    Classroom Mentor Signature

Activities Checklist

(must complete at least 3 in each category)

Observation Activities

___ attend a conferencing session (how many? ____)

___ observe mentoring teacher’s classroom

___ observe other teachers’ classrooms (how many?____)

___“shadow” a particular student’s progress

___ other (explain) 

Planning Activities 

___ conduct library research for mentoring teacher

___ assist mentoring teacher in developing and organizing class materials

___ assist in brainstorming writing assignments

___ make arrangements with librarian/computer lab for special sessions

___ other (explain)

Teaching Activities 

___ lead a discussion session  (how many?_____)

___ conduct 2 mini-lessons with supervision and cooperation of mentoring teacher

___ assist mentoring teacher in working with individual students in classroom

___ conduct a writing conferencing session  (how many?_____)

___ other (explain)

Supervisory Activities 

___ assist mentoring teacher with distribution of classroom materials

___ assist a small group with assigned tasks

___ administer quiz

___ assist in supervision in library and/or computer lab

___ assist students with make-up work or missed assignments

___ provide individual attention to students who appear to be struggling

___ other (explain)

Clerical Activities 

___ grade quizzes, tests; respond to journals; assess short response papers

___ take attendance 

___ type materials 

___ copy materials 

___ write on the board and/or overhead

___ contribute additional comments to papers mentoring teacher has graded

___ other (explain)
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