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	Guidelines for Preparing School Policies Regarding Internship


	Policies should be consistent with a school's philosophy and mission statement.

 

Policies should be guided by the best practices in Education, based in research where appropriate.

 

Getting Started:

1. write the purpose of practice teaching from your school’s perspective, for example:

We believe the education of teachers to be an important part of our school’s mission.  This includes the professional development of teachers already in the profession and the education of students who are preparing for the profession. Student teaching is an opportunity for total immersion in the daily life of school, and can provide the student teacher with insights and experiences that could not be gained in any other way. 
2. Make sure these policies are clear and concise; Policies should be overarching in their philosophy, but specific in their application. For example:
Student interaction and Teaching

· Interns begin when school starts, and will maintain a presence in the classroom throughout the term

· As required by their program, interns will observe or teach on a regular schedule throughout the term

· Interns observe classes to gain a sense of classroom climate and the tone of the teacher-student interaction

· Interns maintain strict confidentiality regarding student information

· Interns maintain a professional attitude with students, mentors and parents

3. List what your school expects from interns doing practice teaching at your school. These should be aligned with the school’s vision as presented in item 1 above. Policies should address the responsibilities of

Interns 

Mentors

The intern’s university

The mentor's school.
For example:

Interns

a. Treat all learners fairly

b. Refrain from corrective measures targeted to the learner’s person-which might entail physical or emotional harm

c. Arrange for use of audiovisual aids ahead of time
d. Video-tape Micro-teaching by AV department upon prior approval
e. Participate in Activity Days and Outings  (if approved by the HOD)

Mentors
a. Familiarize yourself with Practice Teaching Experience
b. Hold regular conferences with interns

c. Stay in touch with methods course instructor before taking any drastic measures
      against intern

d. Involve intern in varied teaching responsibilities not only observations

e. Keep track of interns activities as evidence of intern’s practice teaching 
      engagement

The intern’s University 

a. PTC coordinator arranges for a group meeting between methods course instructors and
            mentors need at the beginning of fall and spring semesters.
b. The methods course instructors are requested to give prior notice to the cooperating
             school of the day/date for observing his/her intern. 
c. Provide interns with opportunities to reflect on their teaching practices at schools. 
d. Monitor interns’ teaching practices by holding periodical meetings with mentors at AUB campus or having visits to schools.

e. Hold two PTC meetings annually to follow up interns’ practices and check for any incongruence with the course requirements or cooperating school policies.

f. Conduct a seminar or a workshop, when needed, to strengthen the interns-mentors relationship and discuss means for establishing effective teaching practices. 

The Mentor’s School 

a. For  an optimal benefit for both the student and the cooperating teacher,  two student teachers will not be placed  in the same cooperating teacher's class 

b. Disrespect for the school’s rules and regulations or failure to observe the terms of reference of the internship are grounds to annul the acceptance in consultation with methods course instructor.  
c. Assign a school representative whose role is assisting in the placement of interns and providing   feedback to the Interns’ University, through direct contact with the PTC Coordinator or method course instructors.
d. School representatives attend PTC meetings.

e. Mentor’s school should provide a safe and a positive school environment to house interns and promote their professional growth 

f. Make sure these policies are approved by your school administration.
g. These school policies should be part of the intern’s conference and/or package at the onset of their practice teaching at your school. 
h. The school policies should specify any measures intended to be applied in case an intern fails to meet school expectations. This should minimize any intern’s abrupt dismissal during the course of the semester.


