Special Education 

Practicum Experiences

Handbook

[image: image1.wmf]
Marshall University 

Special Education Program

1 John Marshall Drive
106 Jenkins Hall
Huntington WV 
25755-2480

304.696.2340
Goals  &  Structure

Goals of the Field-Based Experience
The Field-Based Experience affords graduate students an opportunity to demonstrate competencies needed for a state teaching certificate and/or to complete requirements for a Master’s Degree in Special Education.  Experiences are available in the areas of Mental Impairment, Specific Learning Disabilities, Behavior Disorders, or Visual Impairment.

Structure of the Field-Based Experience
The Field-Based Experience consists of an orientation session and a corresponding practicum experience provided to eligible students pursuing certification in an area of Special Education.  Participation in the orientation session is required for all students and Cooperating Field-Based Professionals.  During this session expectations will be reviewed, competency requirements that must be demonstrated and evaluated during the practicum identified, and observations scheduled with the Cooperating Field-Based Professional and College Supervisor.  Prior to orientation students will make arrangements with the school district and obtain all necessary permission for the experience.
The Fall or Spring semester field-based experience consists of a course providing three (3) hours of ten (10) weeks of full-time pupil contact.  The Summer semester field-based experience involves six (6) weeks of full-time pupil contact to earn three (3) credit hours.  During this time, the student will demonstrate teaching competencies in a field-based setting to the satisfaction of the Cooperating Field-Based Professional and College Supervisor.  In both the Fall/Spring semesters and in the Summer field-based experience, competencies will be evaluated I the same settings as that for which licensure is sought.  This validation of competencies is generally a verification of skills already assessed in field experiences incorporated in the courses which are prerequisite to the graduate practicum.  If the student fails to satisfy competency requirements by the end of the semester he/she will receive an incomplete (I) until supervisory personnel conclude that all requirements have been met.

All students wishing to participate in a Special Education field-based experience must notify the Coordinator approximately six (6) weeks prior to the semester in which they plan to enroll.  Students must complete a field-based experience application in order to enroll.

NOTE:  Students enrolled in an on-the-job experience must fulfill all course requirements.  This may involve engaging in activities that go beyond or are in addition to those activities normally practiced or required in the job setting (e.g., preparing more elaborate lesson plans, demonstrating group as well as individual instruction).  It is suggested students who are not prepared to meet these requirements not enroll in an on-the-job experience.
Eligibility Criteria
For

On-The-Job Field-Based Experiences

Graduate Student Eligibility Criteria


In order to qualify for a Special Education On-The-Job Field-Based Experience, the Graduate Student must meet all of the following criteria:
· Enrollment in a Master’s degree or certification program at MUGC in an area of special education;

· Completion of prerequisite coursework;

· Possess or be eligible for a WV 1st class permit in the area in which they are enrolled for the field-based experience;

· Employment in a classroom that meets state standards with at least one-half (½) day daily contact with a minimum of four (4) students of the exceptionality for which licensure is being sought;

· Authorization from either the Superintendent of Schools or the Director of Special Education and Building Principal for the field-based experience to be conducted in the school setting;

· Provision by the school of a master’s level Cooperating Teacher certified in the area of specialization;

· Participation in the orientation session.

Cooperating Field-Based Professional/Teacher Eligibility Criteria

In order to qualify as a Cooperating Field-Based Professional/Teacher for an On-The-Job 

Field-Based Experience Student all of the following criteria must be met: 

· Possession of a valid WV teaching certificate in the area of special education in which the field-based experience is to be conducted;

· Completion of a Master’s Degree in Special Education in the area of special education in which the field-based experience is to be conducted;

· At least three (3) years of teaching experience in the area of special education in which the field-based experience is to be conducted;

· Authorization from the Superintendent of Schools for supervision time;

· Participation in training and orientation sessions.

College Supervisor Eligibility Criteria

In order to qualify as a College Supervisor, a professional must meet the following criteria:

· Possession of at least a Master’s Degree in Special Education and certification in one or more areas of specialization;

· Classroom teaching experience of at least three (3) academic years in one or more areas of specialization;

· Supervisory experience.

NOTE:  On-The-Job Field-Based Experience sites must meet all of the above selection criteria.  If criteria are not met, the student must satisfy these requirements at one of the Summer Semester sites.

Responsibilities of the Field-Based Student
Individuals enrolled in a Special Education field-based experience course are graduate students under the supervision and guidance of the Cooperating Field-Based Professional/Teacher and the College Supervisor.  The graduate student must meet all field-based course requirements.  Responsibilities of individuals enrolled in a Special Education On-The-Job Field-Based Experience course include:

· submitting required registration forms;

· obtaining permission from the school district to participate in the practicum;

· providing a copy of or verification of his/her WV 1st class permit in the area in which they are enrolled for the field-based experience;

· attending the orientation session;

· assuring the Field-Based Professional Data Sheet is completed and returned to the Director of Clinical & Field-Based Experiences;

· maintaining a notebook/folder of all field-based experience materials for review;

· keeping a Student Reflective Teaching Log;

· making lesson plans available to the College Supervisor and Cooperating Field-Based Professional/Teacher;

· being actively involved in direct instruction for all scheduled observation visits;

· conferencing with the College Supervisor and the Cooperating Field-Based Experience Professional/Teacher, in order to review the graduate student’s progress in meeting the field-based experience requirements;

· assuring all Field-Based experience forms and materials are submitted to the Director of Clinical & Field-Based Experiences.

NOTE:  Students enrolled in a 3rd Special Education Field-Based Experience must complete an action research project.
Role and Responsibilities of the Cooperating Field-Based
Professional/Teacher

The cooperating field-based professional/teacher’s role is central to the successful implementation of activities related to the on-the-job field-based experience.  Acting as a teacher educator, model, and mentor, the cooperating field-based professional/teacher’s responsibilities include:

· attending the orientation session;

· making the required number of observation visits of at least 45-60 minutes plus 15-30 additional minutes for conferencing;

· observing the graduate student engaged in direct instruction;

· offering oral and written feedback relative to teaching performance;

· providing specific suggestions for instructional planning, methods and materials;

· conferencing with the graduate student;

· completing the required forms;

· conferring with the College Supervisor, in order to review the graduate student’s progress in meeting the field-based experience requirements.

Role and Responsibilities of the College Supervisor

The College Supervisor is the liaison between the college, student, and the school district.  He/she provides support services for both the Field-Based Experience student and the Cooperating teacher.  The College Supervisor’s responsibilities include:

· making the required observation visits;

· assessing teacher effectiveness in order to give oral and written feedback;

· providing evaluative information relative to the student’s performance;

· documenting and evaluating the student’s competencies via observation or review of products;

· completing final evaluation forms;

· conferring with the Cooperating Teacher, in order to review the graduate student’s progress in meeting the field-based experience requirements;

· conducting an exit interview;

· assuring that all forms have been completed and returned to the Director of Clinical and Field-Based Experiences.

Required Number of Site Visits:
Cooperating Field-Based Professional/Teacher
The Cooperating Teacher will schedule and conduct observations throughout the semester as follows:

►
Student in 1st graduate level field-based experience

-
10 observations
►
Student in 2nd graduate level field-based experience

-
 5 observations

►
Student in 3rd graduate level field-based experience

-
 3 observations

College Supervisor
The College Supervisor will schedule and conduct observations throughout the semester as follows:

►
Student in 1st graduate level field-based experience

-
4 observations

►
Student in 2nd graduate level field-based experience

-
3 observations

►
Student in 3rd graduate level field-based experience

-
2 observations

Scheduled Observation Visits
When the Field-Based Experience student is being observed, he/she will:

· make lesson plans available for the College Supervisor & Cooperating Teacher;

· make available a notebook/folder of all practicum materials for review;

· conduct a lesson that involves active, direct instruction of pupils;

· allow time to discuss lesson with supervisory personnel following the observation.

If a scheduled visit must be cancelled, the student must notify the Supervisor as soon as possible!!!  If the supervisor must cancel an observation visit, he/she will leave a phone message at the school as soon as possible and call to reschedule the visit at another time.

NOTE:  Lesson plans must be available for review by supervisory personnel.  The field-based experience student must be teaching new skills or conducting drill/practice of previously learned skills.  Assessments, independent assignments, or informal assessment are not acceptable activities during a scheduled observation visit.
Scheduled Observation Visits (continued)
When the Cooperating Field-Based Professional/College Supervisor is observing the lesson, he/she will:

· review the lesson plans for the lessons to be observed;

· use the Lesson Observation Form to document the observation;

· describe lesson events in sequence;

· record facts not judgements, about teaching performance;

· look for cause and effect relationships between teacher behavior and pupil learning;

· discuss observation with the field-based student following the lesson;

· leave the completed form(s) with the student to be included in the packet to be submitted upon completion of the field-based experience to the Director of Clinical and Field-Based Experiences.
Student Reflection Log
Purpose:  To keep a personal record of meaningful observations and reactions while the student is enrolled in a field-based experience.  The Student Reflection Log individualizes instruction and learning as the student seeks to integrate theory and best practices.

Criteria for Evaluation
Supervisory Personnel will use the following criteria for evaluation:

· regular entries in a log

· separation of observation and personal reaction

· in-depth analysis of observation

· effective communication of ideas

· formation of valid conclusions based on data

· focal points of the field-based experience were maintained

· objective self analysis

Procedures
The Cooperating Teacher and College Supervisor will read the Student Reflection Log entries.  Feedback will be provided to the student at the time of scheduled observation visits.  The Student Reflection Log should be utilized as a communication tool for the Field-Based Experience student and Supervisory Personnel.

Student Reflection Log Sheet
Sample Format

1.
As I reflect on the lesson, to what extent were students productively or actively engaged?

2.
Did the students learn what I intended?  Were my instructional goals met?  How do I 
know, or how and when will I know?

3.
Did I alter my goals or instructional plan s I taught the lesson?  Why?

4.
If I had the opportunity to teach this lesson again to this same student or group of 
students, what would I do differently?  Why?

5.
What will be my next step?

Action Research Format
Context of the Problem:  This section should serve as background and contain a description of the situation/issue/problem.  Moreover, a rationale for the intervention should also be provided.  In other words, “it seemed like a good idea at the time,” is not a sufficient basis for the intervention.  A clearly stated hypothesis should also be contained in this section.

Methodology:  This section should provide a detailed description of the intervention.  Exactly what procedure was followed?  In other words, what was your independent variable?

Data Collection:  Describe the dependent variable.  Specifically what are you measuring?  How were the data collected?

Results and Data Analysis:  Summarize the data you have collected.  Present it in a format that summarizes the results of your intervention.  A chart or graph usually lends itself to this section.

Summary, Conclusions, & Recommendations:  Did your intervention work?  What would you change?  What will be your next step?

Grading Policies
The student will be assigned a grade by the College Supervisor (in consultation with the Cooperating Field-Based Experience/Teacher) according to the following guidelines:

S – Satisfactory:  assigned when the student has demonstrated all competencies listed on the Pro-Ed Assessment;

I – Incomplete:  assigned when the student has satisfactorily demonstrated most competencies but needs to schedule additional time to complete remaining competencies on the Pro-Ed Assessment;

W – Withdraw:  assigned when the student appears unlikely to satisfactorily complete most competencies within the time allotted and additional time cannot be scheduled.  The student must register again for the field-based experience course;

U – Unsatisfactory:  assigned when the student has not satisfactorily demonstrated competencies, and has failed to show reasonable progress within the time allotted.  The student must register again for the field-based experience course.

Confidentiality
Field-Based Experience activities and documents are protected from unauthorized review by University policies on confidentiality of records.  Field-Based Experience personnel may not discuss student performance with anyone other than the Graduate Student, the Cooperating Teacher, the College Supervisor or the Director of Clinical and Field-Based Experiences.  Documents related to the Field-Based Experience may not be released to anyone except by formal request of the Graduate Student in writing to the Director of Clinical and Field-Based Experiences.

Conflict Resolution
In the event conflict/disagreements arise during the field-based experience between the Field-Based Experience Student, Cooperating Field-Based Professional and/or College Supervisor, the following steps should be taken:

· attempt to discuss and resolve;

· request mediation by College Supervisor or Cooperating Field-Based Professional;

· request decision from the Director of Clinical and Field-Based Experiences;

· request grievance procedures from Marshall University.

Clinical and Field-Based Experiences
Lesson Plan
_______________________________________

_______________________

  (Graduate Student)





  (Week of)

Subject Area  ____________________________

Learners  ________________
Skilll Area  ______________________________

Date  ___________________

Rationale (Why is this activity appropriate for target learners?):

Objective(s):

Activities:


Content


Process of teaching


Grouping

Activities prior to lesson

Activities after lesson

Materials

Evaluation


Of student learning


Of lesson as taught

Lesson Observation/Conference Form
Student  _________________________________

Date  ___________________

Area  __________________

Lesson  ___________________________________

Planning and Organization

Classroom Environment

Instructional Materials

Methods

Motivation and Rapport

Evaluation

Pupil Response

CONFERENCE NOTES:  strengths, weaknesses and suggestions

     College Supervisor                                                                                Date

      Cooperating Field-Based Professional                                                  Date

       Practicum Student                                                                                 Date

Clinical & Field-Based Experiences

Weekly Progress Form

   (Practicum Student)                                                                 (Week of)

   (Field-Based Professional)

   (School)

Rating Scale:


1 = Unsatisfactory


3 = Satisfactory

5 = Excellent

       2 = Needs Improvement

4 = Very Good

1.
Evident of Appropriate Planning and Organization

1    2    3    4    5    NA

2.
Appropriate Use of Teaching Method


1    2    3    4    5    NA

3.
Knowledge of and Appropriate Use of Content

1    2    3   4    5    NA

4.
Classroom Control





1    2    3    4    5    NA

5.
Involvement of Students




1    2   3    4    5    NA

6.
Relationships with Students




1   2    3    4    5    NA

7.
Use of Appropriate Evaluative Techniques


1    2    3    4    5    NA

8.
Enthusiasm for Teaching




1   2    3    4    5    NA

9.
Management of Time





1    2    3   4    5    NA

10.
Field-Based Professional’s Comments/Suggestions

11.
  Do you want the College Supervisor to contact you?
Yes

No
Clinical and Field-Based Experience

DATA SHEET

To be completed by the Field-Based Professional

Name
___________________________________

SS#
__________________

Year  __________

Semester  ____________
Program  ______________________

Home Address
____________________________________________________________

                                 (street)                                (city)                         (state)            (zip)

Home Phone  ___________________________   Work Phone  ________________________

Certification/Licensure  _______________________________________________________

Highest Educational Degree  ___________________________________________________

Experience


Teaching:  (Include Dates)


________________________________________________________________________


Administrative:  (Include Dates)


________________________________________________________________________


Other:  (Include Dates)


________________________________________________________________________

Sites


________________________________________________________________________

Name of student(s) for whom you served as a cooperative field-based professional this semester:

1.  ___________________________________

2.  ___________________________

3.  ___________________________________

4.  ___________________________

5.  ___________________________________

6.  ___________________________

Return this form  to:

Clinical & Field-Based Experiences

Special Education Summary Evaluation

College Supervisor

  (Name of Graduate Student)                                            (Semester and Year)

What special teaching skills have you observed in this practicum student?

What teaching skills should this practicum student continue to develop?

Do you think this practicum student is/will be successful in a teaching position at this grade level for this area of exceptionality?  Explain:

   (Signature of College Supervisor)                                                     (Date)

Please circle final grade:

Satisfactory     Unsatisfactory      Withdrawal     Incomplete

If incomplete state the reason:

Special Education Practicum Evaluation
To be completed by the Graduate Student

_____________________________________

______________________________

   (Name of Field-Based Professional)


   (Student’s Specialization)

______________________________________

______________________________

    (Name of the College Supervisor)


    (Semester and Year)

Practicum Option:
A.  Full-time

B.  Summer

C.  On-the-Job

Circle your answer to each item as yes (Y), no (N), undecided (U).

A.
Field-Based Professional


1.
Did the field-based professional clearly understand 



his/her role?







Y    N   U


2.
Did he/she have sufficient training/experience?


Y    N    U


3.
Was the number of observation visits adequate?


Y    N    U

B.
College Supervisor

1.
Did the supervisor clearly explain your role?



Y    N    U


2.
Did he/she have sufficient training/experience?


Y    N    U


3.
Was the number of observation visits adequate?


Y    N    U


4.
Was the length of time spent per observation sufficient?

Y    N    U


5.
Did he/she establish rapport with you?



Y    N    U


6.
Were her/his observations meaningful/useful?


Y    N    U

C.
College Procedures

1.
Did orientation prepare you for practicum?



Y    N    U


2.
Did responsibilities make reasonable time demands?

Y    N    U


3.
Did the Handbook clearly explain procedures?


Y    N    U


4.
Did competencies reflect skills needed by teacher?


Y    N    U


5.
Did observation forms accurately depict performance?

Y    N    U


6.
Did evaluation forms fairly reflect your competency?

Y    N    U

D.
Practicum Experience

1.
Did coursework prepare you for practicum?



Y    N    U


2.
Were you assigned the placement you requested?


Y    N    U


3.
Did you engage in activities related to college requirements?
Y    N    U


4.
Did you engage in activities related to career goals?


Y    N    U

5.
Did practicum personnel foster your professional growth?

Y    N    U


6.
Was the practicum a meaningful learning experience?

Y    N    U

How would you improve/change the practicum experience?

How would you improve/change college requirements?
Special Education Practicum Evaluation
To be completed by the Field-Based Professional

__________________________________
______________________________

  (Name of Graduate Student)


  (Student’s Specialization)

__________________________________
______________________________

  (Name of College Supervisor)


  (Semester and Year)

Practicum Option:
A.  Full-time

B.  Summer

C.  On-the-Job

Circle your answer to each item as yes (Y),  no (N),  undecided (U).

A.
Practicum Student

1.
Was the student properly prepared for practicum?

Y    N    U


2.
Was he/she responsive to suggestions/criticisms?


Y    N    U


3.
Did he/she demonstrate knowledge of special education?
Y    N    U


4.
Did he/she demonstrate skill in instruction/management?
Y    N    U


5.
Did he/she demonstrate professional attitude/behavior?

Y    N    U


6.
Did the class benefit from contact with the student?

Y    N    U

B.
College Supervisor

1.
Did the supervisor clearly explain your role?


Y    N    U


2.
Did he/she have sufficient training/experience?


Y    N    U


3.
Was the number of observation visits adequate?


Y    N    U


4.
Was the length of time spent per observation sufficient?

Y    N    U


5.
Did the supervisor have good rapport with the student?

Y    N    U


6.
Did the supervisor’s observations agree with yours?

Y    N    U

C.
College Procedures

1.
Did orientation prepare you for practicum?


Y    N    U

2.
Did responsibilities make reasonable time demands?

Y    N    U


3.
Did the Handbook clearly explain procedures?


Y    N    U


4.
Did competencies reflect skills needed by teacher?

Y    N    U


5.
Did observation forms accurately depict performance?

Y    N    U


6.
Did evaluation forms fairly assess competencies?


Y    N    U

D.
Practicum Experience

1.
Was the practicum a meaningful learning experience?

Y    N    U



Explain:


2.
Would you serve as a Field-Based Professional again?

Y    N    U



Explain:

How would you improve/change the practicum experience?

How would you improve/change college requirements?
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