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Disclaimer 

 

As the Oklahoma state legislature, Oklahoma State Regents for Higher Education (OSRHE), Oklahoma State Department of Education (SDE), 
Oklahoma Commission for Teacher Preparation (OCTP), the National Council for Accreditation of Teacher Education (NCATE), and other 

accrediting agencies make changes in teacher preparation requirements and/or standards these policies and procedures are subject to change in 
order to remain in compliance and maintain state approval and national accreditation. 

 

NOTICE: 
Rules, regulations, and policies pertaining to the licensure of teachers, as well as college rules and regulations, are subject to change. 

Although this handbook is as accurate and up-to-date as we can make it, there may still be changes and new policies that apply to the course of 

study you are undertaking. If you have any questions, refer to the current college catalog or check with your advisor. This handbook is intended 
to be a guide through your teacher preparation program and not a statement of official policy.  

OPSU  employs every means to eliminate discrimination on the basis of race, color, disability, religion, national origin, sex, sexual 

orientation, or age in all matters of, and/or treatment in its educational programs or activities.  
Discrimination based on disability in admission to, access to, and operation of programs, services, or activities at OPSU is prohibited by 

the Americans with Disabilities Act. 
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Forward  

 

The Oklahoma Panhandle State University (OPSU) Teacher Education Program (TEP), also 

known as the unit, encompasses the School of Education, the Teacher Education Council (TEC), 

all courses leading to certification, and all teacher education programs. The School of Education, 

one of five distinct schools of the university, provides elementary education coursework and 

professional education courses for all programs. The School of Education is under the direction 

of the Dean of Education who reports to the Vice President for Academic Affairs. The TEC, 

chaired by the Dean of Education, serves as the general advisory board for the OPSU TEP. The 

council membership consists of the Dean of Education, the Vice President for Academic Affairs 

(VPAA), all elementary education faculty members, one faculty member from each secondary/P-

12 area of certification, the Field Placement Director (FPD), secondary and elementary 

representatives of the Student Oklahoma Education Association (SOEA), and representatives 

from area public schools. The council studies, assesses, and recommends programs for teacher 

preparation. (Program changes are recommended by the council, but must be approved by the 

OPSU Curriculum Committee and Academic Council before adoption.) The council also 

recommends students for admission into the OPSU TEP and into the Internship. The unit also 

serves the community by providing teachers for its schools, continuing education for existing 

teachers, and a wide range of public service.  

 

The OPSU TEP prepares candidates to complete their degrees and apply to the Oklahoma 

Department of Education for licensure/certification. The TEP supports the OPSU mission to 

provide higher education primarily for people of the Oklahoma Panhandle and surrounding areas 

through academic programs, cultural enrichment, life-long learning experiences, and public 

service activities. The educational experiences are designed to enrich the personal lives of 

candidates and to prepare them for roles in agriculture, business, education, government, and 

industry. More specifically, the TEP follows the unit mission to produce effective teachers who 

are competent, caring, and committed. 

 

The OPSU TEP provides one of the best teacher education programs in the state to a diverse 

group of teacher candidates. OPSU teacher candidates have the opportunity to learn from highly 

qualified educators in professional education and content area studies as well as from 

experienced public school teacher practitioners. 

 

The OPSU TEP programs integrate recent research, theory, and the best practices. They are 

designed to meet the educational needs of school districts throughout the nation, and they are 

coordinated with other OPSU academic departments, local and state educational agencies, and 

Specialized Professional Associations (SPAs). The programs provide a curriculum that 

recognizes the multicultural composition of the population served, the centrality of standards 

based education, the role of schools in a democratic society, the importance of existing 

knowledge about learning and teaching, and the role of technology in instruction. 

 

The OPSU TEP builds upon a strong knowledge base emerging from the liberal arts 

(including general studies), an academic major, and professional studies. By developing 

professional knowledge and providing opportunities for applying that knowledge in diverse 

school settings, candidates have the opportunity to integrate their general knowledge, subject 
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area knowledge, and professional knowledge with professional practice. All candidates are 

challenged to make appropriate decisions in a variety of educational situations and, by program's 

end, are well prepared to compete in the educational job market. 

 

Candidates are encouraged to take advantage of the various educational workshops, 

seminars, speakers, and other activities that may be offered through the TEP or the student 

education clubðStudent Oklahoma Education Association (SOEA). 
 

UNIT PHILOSOPHY  

The philosophy of the unit draws from the mission, philosophy, and goals of the university. The 

development of the program in teacher education is based on beliefs about students, the 

environment, education, and professional teacher education: 

¶ All individuals have the ability to learn 

¶ Individuals are products of a variety of cultures and diverse school settings 

¶ It is possible to assist most individuals to complete a degree in teacher education 

¶ The practical application of theoretical concepts in a school setting is the basis for 

excellence in teaching 

¶ Teacher educators are responsible for providing learning experiences that assist 

candidates in developing attitudes, values, knowledge and skills that form the 

foundation of competent educational practice and leadership 

¶ Future teachers must be encouraged to think critically and communicate effectively 

¶ The intelligent use of current and developing technological devices is essential to the 

practice of teaching in the 21st century. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Page 5 of 110 

 TABLE OF CONTENTS 
 

 

 PAGE 
FORWARD ............................................................................................................................................................ 3 

 UNIT PHILOSOPHY ............................................................................................................................................. 4 

CONCEPTUAL FRAMEWORK FOR THE OPSU TEACHER EDUCATION PROGRAM ................................ 8 

 

SECTION ONE: ADMINISTRATIO N OF THE  OPSU TEACHER  EDUCATION  PROGRAM  ................ 9 

 THE ADMINISTRATIVE UNIT OF THE OPSU TEACHER EDUCATION PROGRAM (TEP) .......................................... 9 

 JOB DESCRIPTIONS .......................................................................................................................................... 10 

  DEANS..................................................................................................................................................... 10 

  DIRECTOR OF TEACHER EDUCATION ....................................................................................................... 11 

  DEPARTMENT HEADS .............................................................................................................................. 11 

  FIELD PLACEMENT DIRECTOR ................................................................................................................. 12 

  SECRETARY TO THE SCHOOL OF EDUCATION .......................................................................................... 13 

 THE TEACHER EDUCATION COUNCIL (TEC) .................................................................................................... 14 

  STANDING COMMITTEES ......................................................................................................................... 14 

  AD HOC COMMITTEES ............................................................................................................................ 15 

  SAMPLE AGENDA FOR TEC MEETINGS ..................................................................................................... 15 

 PROCEDURES FOR CHANGES IN EDUCATION PROGRAMS .................................................................................. 15 

 FACULTY RECRUITMENT POLICY .................................................................................................................... 16  

 PROFESSIONAL DEVELOPMENT PLAN FOR THE TEC OF OPSU ........................................................................ 16 

 

SECTION TWO:   POLICIES  AND PROCEDURES FOR TEACHER  EDUCATION  COUNCIL   

 MEMBERS  AND FACULTY/STAFF  WHO  ADVISE  STUDENTS IN  RELATIONS   

 TO THE  OPSU TEACHER  EDUCATION  PROGRAM .................................................. 19 
 IMPORTANT INFORMATION FOR TEACHER EDUCATION CANDIDATES OF OPSU ............................................... 19 

 GRADUATION REQUIREMENTS FOR EDUCATION CANDIDATES OF OPSU ......................................................... 19 

  GENERAL EDUCATION  ............................................................................................................................ 20 

  FOREIGN LANGUAGE ............................................................................................................................... 20 

  MAJOR .................................................................................................................................................... 20 

  PROFESSIONAL EDUCATION ..................................................................................................................... 20 

  ELECTIVE CREDIT ................................................................................................................................... 20 

  ARRANGED CLASSES............................................................................................................................... 20 

 STEPS FOR BEING RECOMMENDED TO THE OKLAHOMA  STATE DEPARTMENT OF EDUCATION 

  FOR A TEACHING LICENSE/CERTIFICATE .................................................................................................. 20 

 PROCEDURES FOR ADMISSION TO THE OPSU TEP .......................................................................................... 21  

 TEACHER EDUCATION PROGRAM (ADMISSION REQUIREMENTS) ................................................................... 22 

 ADMINISTRATIVE POLICY FOR ADMISSION TO THE OPSU TEP ....................................................................... 22 

  APPLICATION PACKAGE FOR ADMISSION TO THE OPSU TEP .................................................................. 24 

 FIELD PLACEMENT PROCEDURES..................................................................................................................... 24 

  GENERAL INFORMATION ......................................................................................................................... 24 

  PRE-SERVICE FIELD EXPERIENCE/INTERNSHIP OVERVIEW ....................................................................... 24 

  PRE-SERVICE FIELD EXPERIENCE PROCEDURES FOR TEACHER CANDIDATES ......................................... 25 

  SCHOOL PARTICIPATION AND SELECTION ............................................................................................... 27 

  CLINICAL PRACTICE (INTERNSHIP/STUDENT TEACHING) OVERVIEW ...................................................... 27 

  ABSENCE FROM PRE-SERVICE FIELD PLACEMENT OR CLINICAL PRACTICE ............................................ 28 

  PUBLIC RELATIONS ................................................................................................................................. 28 

  INSURANCE ............................................................................................................................................. 29 

   HEALTH AND ACCIDENT INSURANCE ............................................................................................... 29 

        LIABILITY INSURANCE ..................................................................................................................... 29 

  PUBLIC SCHOOL REGULATIONS .............................................................................................................. 29 

  SUPERVISION ........................................................................................................................................... 29 

        PRE-SERVICE FIELD EXPERIENCE SUPERVISION .............................................................................. 29 



Page 6 of 110 

        INTERNSHIP/STUDENT TEACHING SUPERVISION .............................................................................. 29 

  SUBSTITUTE TEACHING ........................................................................................................................... 30 

   PRE-SERVICE FIELD EXPERIENCE .................................................................................................... 30 

    INTERNSHIP/STUDENT TEACHING .................................................................................................... 30 

  EMPLOYMENT DURING INTERNSHIP ........................................................................................................ 30 

  TERMINATION OF PRE-SERVICE FIELD PLACEMENTS OR INTERNSHIPS ................................................... 30 

 CERTIFICATION .............................................................................................................................................. 30 

  BACKGROUND INVESTIGATIONS .............................................................................................................. 30 

  APPLICATION FOR INITIAL LICENSURE ..................................................................................................... 31 

 RESIDENCY YEAR .......................................................................................................................................... 31 

 STUDENT RECORDS POLICY ........................................................................................................................... 31 

 POLICY FOR OPSU TEACHER CANDIDATESô PORTFOLIOS ................................................................................ 31 

  PORTFOLIO REQUIREMENTS .................................................................................................................... 31 

 PROCEDURES FOR PORTFOLIO REVIEWS .......................................................................................................... 31 

  FIRST PORTFOLIO REVIEW GUIDE ........................................................................................................... 31 

  SECOND PORTFOLIO REVIEW GUIDE ....................................................................................................... 32  

  FINAL PORTFOLIO REVIEW GUIDE .......................................................................................................... 32 

 POLICY FOR INTERN PROGRAM (STUDENT TEACHING) .................................................................................... 33 

  THE PROFESSIONAL SEMESTER ............................................................................................................... 33 

  THE AUGUST EXPERIENCE ...................................................................................................................... 34 

 REQUIREMENTS FOR ADMISSION TO THE PROFESSIONAL SEMESTER ................................................................ 35 

  APPLICATION PACKAGE FOR ADMISSION TO THE OPSU PROFESSIONAL SEMESTER .................................. 35 

 ADMINISTRATIVE POLICY FOR ADMISSION TO THE PROFESSIONAL SEMESTER ................................................. 35 

 TEACHER CANDIDATE PROFESSIONAL DRESS, APPEARANCE AND ACCESSORIES CODE .................................... 37 

  RATIONAL  ............................................................................................................................................... 37 

 ETHICS FOR CLASSROOM PARTICIPATION ........................................................................................................ 38 

 DUE PROCESS RIGHTS ..................................................................................................................................... 39 

 POLICIES AND PROCEDURES FOR SUPERVISING STUDENT TEACHERS (INTERNS) .............................................. 39 

 POLICIES AND PROCEDURES FOR SUPERVISING RESIDENCY YEAR TEACHERS ................................................. 41 

 

SECTION THREE:   ASSESSMENT ................................................................................................................ 41 

 OPSU TEACHER EDUCATION PROGRAM ASSESSMENT PLAN ........................................................................... 41 

  BACKGROUND ......................................................................................................................................... 41 

  ASSESSMENT OF CANDIDATE KNOWLEDGE, SKILLS , AND DISPOSITIONS AT THE COURSE LEVEL ........... 42 

  UNIT ASSESSMENT .................................................................................................................................. 43 

  UNIT ASSESSMENT SYSTEM OPERATIONS MODEL .................................................................................. 45 

  PROFESSIONAL EDUCATION COMPETENCIES ........................................................................................... 51 

  OKLAHOMA  GENERAL COMPETENCIES FOR TEACHER LICENSURE AND CERTIFICATION ........................ 51 

  OPSU UNIT COMPETENCIES ................................................................................................................... 52 

  SUBJECT AREA COMPETENCIES .............................................................................................................. 52 

 PORTFOLIO REQUIREMENTS ............................................................................................................................ 52 

  ASSESSMENT PROCEDURES ..................................................................................................................... 52  

   ENTRY LEVEL REVIEW .................................................................................................................... 53 

   M ID-LEVEL REVIEW ........................................................................................................................ 53 

   FINAL  REVIEW ................................................................................................................................. 54 

  PORTFOLIO GUIDELINES.......................................................................................................................... 54 

  DATA COLLECTION, ANALYSIS, AND EVALUATION  ................................................................................ 54 

 UNIT ASSESSMENT RUBRIC.............................................................................................................................. 55 

 UNIT ASSESSMENT TOOLS ............................................................................................................................... 56 

 ASSESSMENT POLICY FOR UNIT OPERATIONS ................................................................................................. 57 

 

SECTION FOUR:  GENERAL INFORMATION  .......................................................................................... 57 

 OPSU PROFESSIONAL EDUCATION CLASSES ..................................................................................................... 57 

  PROFESSIONAL EDUCATION CLASSES (NON-RESTRICTED) ..................................................................... 58 

  PROFESSIONAL ELEMENTARY EDUCATION (RESTRICTED) ...................................................................... 58 

  PROFESSIONAL SECONDARY EDUCATION (RESTRICTED) ........................................................................ 58 



Page 7 of 110 

  CORE PROFESSIONAL EDUCATION (RESTRICTED) ................................................................................... 58 

  PROFESSIONAL SEMESTER (RESTRICTED) ............................................................................................... 58 

 ALTERNATIVE CERTIFICATION ....................................................................................................................... 59 

 EDUCATION M INOR ........................................................................................................................................ 59 

 EXTERNAL STUDENT PROFESSIONAL ORGANIZATIONS .................................................................................. 60 

 OPSU TEACHER EDUCATION TIMELINE  ......................................................................................................... 61 

 ROTATION OF EDUCATION AND HPER CLASSES ............................................................................................ 62 

  

SECTION FIVE:   APPENDICES ...................................................................................................................... 64 

 APPENDIX I ................................................................................................................................................. 64 

  TEACHER EDUCATION PROGRAM ADMISSION APPLICATION ................................................................... 64 

 APPENDIX II  ...............................................................................................................................................  66 

  FIELD PLACEMENT REQUEST .................................................................................................................. 67 

 APPENDIX III  ............................................................................................................................................... 68 

  THANK YOU LETTER TO PRINCIPAL ......................................................................................................... 69 

  THANK YOU LETTER TO TEACHER .......................................................................................................... 70 

  AFFIDAVIT OF SUPERVISION .................................................................................................................... 71 

  CANDIDATE EVALUATION  ....................................................................................................................... 73 

 APPENDIX IV  ............................................................................................................................................... 74 

  REFLECTIVE SUMMARY OF PRE-SERVICE FIELD EXPERIENCES ............................................................... 75 

 APPENDIX V ................................................................................................................................................ 76 

  STUDENT INTERN AGREEMENT ............................................................................................................... 77 

 APPENDIX VI ............................................................................................................................................... 78 

  INTERVIEW RUBRIC ................................................................................................................................. 79 

 APPENDIX VII  .............................................................................................................................................. 80 

  ENTRY LEVEL PORTFOLIO RUBRIC ......................................................................................................... 81 

 APPENDIX VIII  ............................................................................................................................................. 84 

  PLAN OF IMPROVEMENT .......................................................................................................................... 85 

 APPENDIX IX  ............................................................................................................................................... 86 

  MASTER RUBRIC FORM ........................................................................................................................... 87 

 APPENDIX X ................................................................................................................................................ 88 

  M ID-TERM AND FINAL PORTFOLIOS ARTIFACT RUBRIC ......................................................................... 89 

 APPENDIX XI ............................................................................................................................................... 98 

  RUBRIC FOR ASSESSMENT OF OVERALL M ID-TERM PORTFOLIO ............................................................. 99 

 APPENDIX XII  ............................................................................................................................................ 100 

  AUGUST EXPERIENCE EVALUATION SURVEY FOR INTERNS .................................................................. 101 

 APPENDIX XIII  ........................................................................................................................................... 102 

  CANDIDATE EVALUATION OF AUGUST EXPERIENCE ............................................................................. 103 

 APPENDIX XIV ........................................................................................................................................... 105 

  APPLICATION FOR THE STUDENT INTERN PROGRAM ............................................................................. 106 

 APPENDIX XV ........................................................................................................................................... 109 

  RUBRIC USED TO EVALUATE STUDENT WORK ........................................................................................ 110  

 



Page 8 of 110 

 

Gateway to the Future: Preparing Effective Teachers 

who are Competent, Caring, and Committed 
 

CONCEPTUAL FRAMEWORK FOR THE OPSU TEACHER EDUCATION UNIT  
 

The mission of the unit is to produce quality teachers who are knowledgeable in 

their disciplines, technologically aware, proficient in pedagogy, empathetic to 

student needs, and dedicated to the concept of life-long learning. 
 

The OPSU Teacher Education unitôs conceptual framework drives everything within the 

OPSU Teacher Education Program. The unitôs conceptual framework is built upon the three 

foundations (represented by the steps) of General Education Knowledge, Content Knowledge, 

and Pedagogy.  

 

The General Education Knowledge step occurs as candidates begin their college career. All 

students at OPSU are required to complete 40+ hours of General Education including 

coursework in English composition, speech communication, mathematics, American history, 

political science, economics, psychology/sociology, biological science, physical science, and 

humanities. Candidates majoring in elementary education are also required to complete 
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additional hours in mathematics, science, social studies, and English to fulfill the ñ4x12ò 

requirement.  

 

The Content Knowledge step represents the necessity for the teacher candidate to know 

his/her chosen teaching area. For example, the unit realizes that a teacher cannot effectively 

teach math if he/she does not know math; therefore, the unit has designed programs of study that 

meet the national and state standards of the professional organizations and that prepare the 

teacher candidate for the certification examinations in the different areas. Each candidate will 

complete a minimum of 40 hours in his/her chosen degree program. 

 

Finally, the Pedagogy step represents the professional aspect of educationð how students 

learn, how to teach, how to be a professional educator. The unit believes that pedagogy is 

invaluable to the teacher candidate and an area that will assist in the retention of teachers in 

public schools.  

 

The six columns represent the identified skills that every professional teacher must have:  the 

ability to utilize technology; the ability to reach diverse students; the ability to assess student 

learning; the ability to communicate with students, parents, and administration; the ability to 

control the classroom; and the ability to collaborate with other professionals in the teaching of 

students. 

 

Mastering these skills and having the general education knowledge, the content knowledge, 

and the pedagogical tools will create the successful candidates seen going through the Gateway 

to the Future as Effective Teachers who are Competent, Caring, and Committed!  

 

SECTION ONE:  ADMINISTRATION  OF THE  OPSU TEACHER  

EDUCATION  PROGRAM  

The primary responsibility for the administration of the OPSU Teacher Education Program 

(TEP) will reside in the School of Education under the leadership of the Dean of Education who 

also serves as the Director of Teacher Education. 

THE ADMINISTRATIVE UNIT OF THE OPSU TEACHER EDUCATION PROGRAM  

The Dean of Education/Director of Teacher Education, the Department Chairs, the Field 

Placement Director, and the secretary to the School of Education comprise the administrative 

unit of the OPSU TEP. The offices are located in Hamilton Hall 122-123, OPSU campus, 

Goodwell, OK. 

 

The administrative officers manage all procedural steps and processes related to students 

moving through the OPSU TEP from admission to licensure, while ensuring quality and equity. 

The key functions of the offices are: 

¶ Application and admission to the OPSU TEP 

¶ Monitoring of candidate progress through the OPSU TEP 

¶ Monitoring of different programs within the OPSU TEP 
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¶ Application and admission to the Internship of the OPSU TEP 

¶ Placement of candidates in Internships 

¶ Recommendation to the Oklahoma State Department of Education for licensure  

¶ Assistance with the Residency Program through the Oklahoma SDE 

Other responsibilities of the offices are to provide: 

¶ Initial informational/advising services  

¶ A records center for students needing to check files/paperwork   

¶ A monitoring service that tracks students as they progress through a teacher 

education/licensure program  

¶ Orientation/informational meetings open to all students  

 

JOB DESCRIPTIONS 

DEANS 

School Deans have line responsibility to the Vice President for Academic Affairs and 

coordinating staff responsibilities to each other. The Deanship is a twelve-month position. 

Among the duties of the School Deans are the following: 

¶ Give academic leadership to the departments and academic areas of study under his/her 

jurisdiction. This responsibility includes working closely with the department head in 

attempting to improve the quality of leadership in each department. It also includes such 

things as encouraging the faculty to continue graduate studies through the doctoral level, 

post-doctoral study, and faculty development programs. 

¶ Schedule and conduct regular meetings of the school, afford guidance to the school in the 

development and selection of instructional materials.  

¶ Review offerings in the school and recommend any necessary revisions, including the 

development of course outlines and the selection of textbooks. 

¶ Participate in the selection, evaluation, and recommendation for promotion for faculty 

members in conjunction with the Rank and Tenure Committee. Evaluate each department 

head and all faculty in the school and write an annual report to the Vice President for 

Academic Affairs. 

¶ Recommend to the Vice president for Academic Affairs class schedules and assignment of 

instructors, including summer appointments. 

¶ Develop and recommend the operating budget for the school for the next fiscal year. 

¶ Administer the budget of the school for the current fiscal year in conjunction with the Vice 

President for Academic Affairs. 

¶ Represent the faculty of the school to the Vice President for Academic Affairs, providing an 

effective two-way channel of communication between the administration and the teaching 

faculty. 

¶ Orient new faculty and part-time faculty to the university and to the school and provide for 

their in-service training. 

¶ Responsible for the control and annual inventory of physical property in the school.  

Assume the authority to monitor the janitorial service, the maintenance service, and the 

building repair service. Work closely with the Director of Buildings and Grounds and/or his 
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representative in accomplishing these objectives. 

¶ Attend all meetings for School Deans and perform such other tasks as may be assigned by 

the Vice President for Academic Affairs. 

¶ In conjunction with the Vice President for Academic Affairs, is responsible for faculty 

participation in faculty meetings, committee work, and all other assignments pertaining to 

the educational betterment of the university. Deans should assume responsibility in 

community service and public relations, if and when the opportunity arises. 

¶ Responsible for the signing of approvals for buying both the rental books and the textbooks 

that are required by the faculty to be purchased by the students. 

¶ Report to the Vice President for Academic Affairs any absences of faculty members in the 

school. Absence should be reported regardless of reason. 

¶ Participate as a member of the Academic Council. 

¶ Teach classes in his/her area of expertise. 
 

DIRECTOR OF TEACHER EDUCATION  (IN THE SCHOOL OF EDUCATION , THE DEAN SERVES AS 

THE DIRECTOR ) 

The duties of the Director of Teacher Education include: 

¶ Serving as the institutional representative to the Oklahoma State Department of 

Education, the Oklahoma Association of Colleges of Teacher Education, the American 

Association of Teacher Education, and the National Council for the Accreditation of 

Teacher Education. 

¶ Processing student applications for admission to the Teacher Education and the Student 

Teaching Programs. 

¶ Serving as the chairperson of the Teacher Education Council and the Teacher Education 

Faculty Development Committee. 

¶ Coordinating the curriculum of the institutionôs approved certificate programs. 

¶ Serving as the Certification Officer. 

¶ Serving as the Coordinator of the Entry-Year Assistance Program. 

¶ Advising students of certification requirements. 

¶ Serving as the coordinator in making student teaching assignments and supervising 

student teachers. 

¶ Serving as the university liaison person with the public schools. 

¶ Serving as a member of the Academic Council, the Catalog and Academic Publications 

Committee, Curriculum Committee, and the Scholarship Committee. 

 

DEPARTMENT HEADS 

Department Heads have line responsibility to the School Dean and the Vice President for 

Academic Affairs. 

Among the duties of each Department Head are the following: 

¶ Schedule and conduct regular meetings of the department, afford guidance to the 

department in the development and selection of instructional materials. Review offerings 

in the department and recommend revisions as necessary, including the development of 

course outlines and the selection of textbooks. 
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¶ Recommend class schedules and assignments of instructors. 

¶ Develop and recommend to the School Dean the operating budget for the department for 

the next fiscal year and account to the Dean for budget expenditures. 

¶ Serve as faculty representative for the department to the Dean and provide for the 

department an effective two-way channel of communication between the administration 

and the Vice President for Academic Affairs. 

¶ Orient new faculty and part-time faculty to the university and to the department and 

provide for their in-service training. 

¶ Take responsibility for the control and annual inventory of physical property in the 

department. 

¶ Report all faculty absences in the department to the Dean. 

¶ Take responsibility for any evaluation or reports of the departmentôs activities including 

o Evaluation of departmental faculty 

o Achievements of the department 

o Future goals 

o Problems 

o Recommendations 

¶ Perform such other tasks as may be assigned by the Dean. 

 

FIELD PLACEMENT DIRECTOR  

The Field Placement Director shall be under the leadership and shall report to the Dean of 

Education. 

Qualifications:   

¶ Masterôs degree in Education preferred, BA/BS degree required.  

¶ Understanding of teacher education. 

¶ Technology skills including using database and spreadsheet programs. 

¶ Ability to work with others. 

¶ Excellent communication skills. 

Responsibilities include 

¶ Placement of all teacher candidates in both pre-service and student teaching assignments. 

¶ Keeping accurate records of the placement of the candidates as to location of placement, 

name of supervising teacher, ethnicity of the location, socio-economic status of the 

location, etc. to ensure that all candidates have pre-service and student teaching 

experiences in diverse settings. 

¶ Maintaining a file for each teacher candidate that is accurate and up-to-date. 

¶ Presenting the Teacher Education Council (TEC) with a report at each meeting about the 

teacher candidates so the TEC will be able to assess the placement process. 

¶ Developing a roster of ñmaster teachersò located within the service area of OPSU. Master 
teachers are those who have more than three years teaching experience, are considered 

quality teachers by the administrator of the school, and who have been trained by OPSU 

in the conceptual framework of the OPSU teacher education program. 

¶ Develop and administrate training for the master teachers located within the service area 

of OPSU. 
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¶ Handle all correspondence between the OPSU teacher education program and the 

cooperating teachers, the building principals, and the superintendent of each public 

school located within the OPSU service area. 

¶ Work cooperatively with the instructors of all ñmethodsò classes and other professional 
education classes that require pre-service field experiences. 

¶ Work cooperatively with the teacher candidates in their placements, both for pre-service 

field experiences and student teaching placement. 

¶ Collect, analyze, aggregate and disseminate to the TEC data of all pre-service field 

experiences and student teaching. 

¶ Collect the application forms for admission to the teacher education program and the 

professional semester of student teaching, analyze the applications, and enter the 

information into the teacher candidate database for future use by the TEC. 

¶ Coordinate the three portfolio reviews for teacher candidates. This includes setting of the 

dates, selecting the committee members, corresponding with all interested parties, and 

recording the necessary information in the candidateôs permanent folder. 

¶ Other duties as deemed necessary by the Dean of Education. 

 

SECRETARY TO THE SCHOOL OF EDUCATION  

The secretary to the School of Education shall be under the direction of and shall report to 

the Dean of Education. 

Duties and Tasks: 

¶ Receives and screens telephone calls and visitors; refers to appropriate staff and/or 

answers questions and provides general information regarding established office policies 

and procedures. 

¶ Receives, sorts, and distributes mail; open generally addressed mail and distributes 

appropriately. 

¶ Types/Word processes, and reviews materials for typographical accuracy and proper 

format materials such as reports, correspondence, manuscripts, technical documents, 

forms, purchase orders, and classroom materials. 

¶ Assembles and distributes or mails applications, forms and general information requested 

by visitors, applicants, students, or the general public. 

¶ Cross-indexes and files documents or correspondence in system alphabetically, 

numerically, or by other established method. 

¶ Monitors office supplies and initiates requisitions to replenish; submits to supervisor for 

approval. 

¶ Maintains supervisorôs schedule as instructed and makes tentative appointments; makes 

arrangements for meetings by scheduling facilities and services according to instructions 

from supervisor. 

¶ Records and tracks account expenditures via computer or manually; assists in preparation 

of reports to be submitted to supervisor. 

¶ Records minutes at meetings; types/word processes and distributes minutes according to 

instructions. 

¶ Compiles and tabulates various data or statistics for manuscripts, records, or recurring 

reports such as time sheets, office activity reports, or statement reconciliation. 
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¶ Drafts written correspondence in response to general, routine inquiries or to request 

information. 

¶ Operates, at the ñKnowledge to Proficientò level, office equipment such as calculators, 

copiers, adding machines, typewriters, and personal computers. 

Required Knowledge, Skills, and Abilities: 

¶ Must possess required knowledge, skills, and abilities and be able to explain and 

demonstrate that the essential functions of the job can be performed. 

¶ Knowledge of standard office practices and procedures. 

¶ Skill in composing routine letters and preparing reports. 

¶ Skill in the operation of a variety of office machines, including personal computers, 

telephones, and copiers. 

¶ Skill in the use of personal computer/software at the ñKnowledge to Proficientò level. 

¶ Ability to conform to an established work schedule. 

¶ Ability to communicate in a concise and effective manner. 

¶ Ability to understand and follow instructions precisely. 

¶ Ability to handle multiple projects simultaneously. 

 

THE TEACHER EDUCATIO N COUNCIL (TEC)  

The OPSU Teacher Education Council (TEC) is the advisory body of the OPSU TEP that 

meets monthly on the last Wednesday of the month at 3:30 PM unless otherwise announced and 

additionally as called by the chairman.  It has the authority and the direction to make 

recommendations to the Director of Teacher Education in matters related to the governance and 

design of the TEP. 

 

The membership of the TEC shall consist of the Director of Teacher Education acting as 

Chair (non-voting); the Field Placement Director; all elementary education faculty; at least one 

representative from every secondary/P-12 education program offered by the university 

(suggested by the Chair and appointed by the President of the University); at least one 

administrative position (Vice-President for Academic Affairs); at least two students (Members of 

the OPSU Student Oklahoma Education Associationðone secondary representative and one 

elementary representative); and at least three public school teachers (selected by the TEC). To 

the extent possible, all members of the OPSU TEC shall be certified teachers with public school 

teaching experience. 

 

Minutes of all meetings are recorded, approved by the TEC, and stored in the offices of the 

administrative unit of the TEP. Agendas are prepared by the Chair of the TEC and distributed to 

all members in advance of the meetings. Each member of the TEC has one vote per agenda item 

(if applicable) and has the opportunity to add items (non-voting) to the agenda for consideration 

by the TEC. 

 

STANDING COMMITTEES  

The TEC shall have the following standing committees: 

¶ Professional Development 

¶ Assessment 
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¶ Conceptual Framework 
 

These committees shall consist of three members, appointed by the Chair of the TEC, and 

will serve for various lengths of time: one member shall serve for three years, one shall serve for 

two years and one will serve for one year, allowing for continuity within the committees.  

 

AD HOC COMMITTEES  

Ad Hoc committees may be created as needed and will be dissolved upon completion of their 

responsibility. 

 

SAMPLE AGENDA FOR TEC MEETINGS 

 

The following represents an outline for all agendas for the TEC: 

 

Agenda 

(Date/HMH 127) 

3:30PM 

 
1. Call meeting to order 

2. Approve Minutes of previous meeting  

3. Department Reports including possible action 

(a) NCATEðDean 

(b) Program ReviewsðDean 

(c) agriculture 

(d) business 

(e) elementary 

(f) HPER 

(g) math 

4. Professional Development Committee Report 

5. Conceptual Framework Committee Report 

6. Assessment Committee Report 

7. Ad-Hoc Committee Reports  

8. Review of latest certification exams 

9. Upcoming Activities 

10. Old Business 

11. New Business 

12. Adjournment and Set Next Meeting Time 

 

PROCEDURES FOR CHANGES IN EDUCATION PROGRAMS 

1. Suggestions for changes to any educational program will begin in the individual 

programôs department meeting. 

2. Suggestions and rational are then presented to the OPSU Teacher Education Council 

(TEC) by the representative of said program. 
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3. The OPSU TEC will then note the changes in the program and will assure that the 

changes do not affect either the competencies for the program in question or the overall 

assessment of the unit as related to the Conceptual Framework. 

4. The representative of the program making changes will present the change(s) to the 

OPSU Curriculum Committee. 

5. The Curriculum Committee, if the recommendation for change(s) is approved, will 

submit it to the OPSU Academic Council. 

6. After approval, the Academic Council makes recommendations to the University 

President who submits it to the Oklahoma State Regents for Higher Education. 

 

FACULTY RECRUITMENT PLAN  

 

A review of activities used in the past to fill faculty vacancies in the unit at OPSU reveals a 

somewhat successful approach, but one that has not necessarily provided a balanced diversity in 

our faculty.  As a result of this review, the following plan will be implemented as faculty 

openings in the unit become available. 
1. Specific venues will be utilized to advertise openings.  These will include, but not be limited to: 

a. Chronicle for Higher Education 

b. Affirmative Action Register 

c. Diverse 

d. Guymon Daily Herald 

2. Bi-annual contact will be maintained with comprehensive and regional universities to help us 

identify emerging doctoral graduates who may be candidates for positions at OPSU. 

3. Identification will be made of minority candidates who may not have terminal degrees for whom 

the university will support financially so they may complete the degree with an understanding of 

an extended employment requirement at OPSU. 

 

PROFESSIONAL DEVELOPMENT PLAN FOR THE TE ACHER EDUCATION 

COUNCIL OF  OKLAHOMA PANHANDLE S TATE UNIVERSITY  

 

Faculty at Oklahoma Panhandle State University (OPSU) are required to submit a plan of 

professional development annually to their Dean and the Vice President for Academic Affairs. 

This plan does not supersede the university requirement, but is intended to supplement it for the 

purposes of meeting standards set by the state of Oklahoma and the National Council for the 

Accreditation of Teacher Education (NCATE). 

 

The purpose of professional development requirements for the OPSU Teacher Education 

Council (TEC) and its members is to ensure that educators update and advance their skills such 

that public school students and patrons will benefit from the most current and effective standards 

of professional practice. 

 

Standard Five: Faculty Qualifications, Performance, and Development of the NCATE/State 

accreditation requirements states 
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Faculty are qualified and model best professional practices in scholarship, 

service, and teaching, including the assessment of their own effectiveness as 

related to candidate performance; they also collaborate with colleagues in 

the disciplines and schools. The unit systematically evaluates faculty 

performance and facilitates professional development. 

 

Therefore, this plan has been developed as a guideline for both the TEC as a whole and its 

individual members. The TEC is comprised of various representatives, including teacher 

education faculty, university faculty, candidates, administration, public school personnel, and 

members of the business and public within the OPSU service area.  

 

The TEC wishes to facilitate the highest level of academic excellence and believe the 

creation of this plan will most effectively meet that goal.  In keeping with our conceptual 

framework, this plan is intended to provide the base to encourage the TEC to model best 

professional practice by becoming significantly engaged in a broad range of academic pursuits 

and meaningful scholarship, thereby keeping the base of our Archway strong, current and 

relevant in pedagogy, knowledge, and research and review. 

 

This plan is further intended to become the foundation for evaluation and assessment of both 

group and individual pursuits so the TEC can adequately track the progress and power of the 

OPSU Teacher Education Program. 

 

The chair of the TEC (the Dean of Education) will appoint a four-member Professional 

Development Committee (PDC) from the TEC who will serve for a period of four years, with 

one memberôs service ending each year. This committee is charged with working with the 

assessment committee of the TEC in order to identify annually the area(s) of concentration with 

regard to professional development for the TEC and its members. Based on this identification, 

the PDC will report to the TEC at its first annual meeting the identified areas of concentration for 

the TEC and its members for the ensuing year.  

 

Additional responsibilities of the PDC include: 

¶ Locate, evaluate and sponsor local in-service training seminars and workshops 

relative to results identified areas of concentration. 

¶ Establish and maintain a professional resource library within the unit. 

¶ Review and revise this Professional Development Plan as the need arises. 

All faculty who are appointed members of the TEC will be required to participate in the on-

campus professional development activities sponsored by the TEC as a part of their individual 

professional development plans. This will usually be an equivalency of 10 hours professional 

development. 

 

Members are also expected to participate in other off-campus educational activities related to 

professional development opportunities in their individual areas of interest, including attendance 

and participation in activities required or recommended by their respective Deans or Department 

Heads. Faculty should also target an additional 10 hours of professional development per year in 

this area. 
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Additionally, all members of the TEC who are identified as Teacher Education Faculty are 

required by the state of Oklahoma to perform a minimum of ten (10) clock hours of service to the 

public schools. This can be accomplished through substitute teaching, presenting guest lectures 

to classes or P-12 professional development meetings, individual tutoring, providing requested 

guidance and assistance to a P-12 teacher, and other ways. It cannot be accomplished by serving 

on a Teacher Residency Committee or by supervising a student teacher. Members of the OPSU 

TEC who are not identified as Teacher Education Faculty do not have this requirement, but it is 

strongly recommended. 

 

TEC members may be requested to report to the TEC and/or the university on activities 

attended. All members are urged to request time at TEC meetings for such presentations. 

 

Funds allocated to the School of Education identified as professional development funds will 

be used for professional development in the following order: 

1. Fund local professional development activities that will benefit the TEC and all of its 

members. 

2. Fund professional development activities off-campus that will benefit the TEC and all 

of its members (OACTE conference, Portfolio training seminars, etc.). 

3. Reimburse all or a portion of individual professional development activities (travel, 

conference fees, meals, etc.) depending upon available funds. All receipts must be 

submitted along with supporting documentation (verification of participation, etc.). 

The professional development year will follow the university calendar. Professional 

development reporting forms will be distributed to members of the TEC at the beginning of the 

fall semester on which the members shall report their activities of the preceding year. These 

forms, along with supporting documents (verification of participation, etc.) will be returned to 

the office of the School of Education for review by the Dean of Education. In the event that a 

TEC member is unable to attend one of the required local activities, or is unable to complete 

other portions of their yearly professional development requirements, the Dean of the School of 

Education may seek the assistance of the appropriate Department Head, Dean, and/or the Vice 

President for Academic Affairs in developing appropriate corrective or punitive actions. 

 

Annually, the chair of the TEC (the Dean of Education) will notify all members of the TEC 

of their status in regards to the completion of the required professional development.  A copy of 

this notification will be placed in the individual TEC memberôs personnel file and sent to the 

Vice President for Academic Affairs. Adjunct faculty serving on the TEC will be subject to a 

reduced requirement for professional development. The Dean of Education will determine this at 

the time of the adjunctôs appointment to the TEC.  

  

TEC members are urged to keep verification of all professional development records for a period 

of three years. These records will be used for individual and TEC assessment to meet the 

requirements of Standard Five as stated at the beginning of this plan. Furthermore, the 

assessment of TEC membersô professional development activities will become a part of the unit 

assessment plan. 
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SECTION TWO: POLICIES AND PROCEDURES FOR TEACHER 

EDUCATION COUNCIL MEMB ERS AND 

FACULTY/STAFF WHO ADVISE STUDENTS IN 

RELATION TO THE OPSU TEACHER EDUCATION 

PROGRAM 
 

IMPORTANT INFORMATIO N FOR TEACHER CANDID ATES OF OPSU 

Oklahoma Panhandle State University, within the School of Education, offers courses 

leading to the Bachelor of Science degree in elementary education. Professional education course 

work required for the certification recommendations of elementary, secondary, and P-12 teachers 

in Oklahoma is also presented. Within this academic and professional structure, teacher 

education candidates are assigned and required to complete experiences leading to successful 

teaching appointments. 

 

The professional education component includes many clock hours of pre-service field 

experiences in the public schools. The academic course work cultivates an understanding of 

human learning and development and techniques of classroom management, pedagogy, and 

methodology appropriate for the instructional level of the certificate. The professional education 

experience is concluded with the satisfactory completion of a student intern assignment. 

 

The teacher education program of OPSU is designed to explore the education curriculum in-

depth and develop related teaching skills. The professional education curriculum enables teacher 

candidates to perform successfully necessary competencies required for certification. The 

Teacher Education Program of OPSU includes a variety of cultural and liberal arts experiences in 

general education, specialty areas (majors), and professional education courses. Improving the 

quality of the academic and professional performance of beginning classroom teachers is a major 

responsibility of the university. Teacher candidates who are admitted to the Teacher Education 

Program of OPSU must perform at a predetermined level in both knowledge and skills during the 

process of becoming a competent professional teacher. 

 

The Teacher Education Program of OPSU is supported by a planned and continuous 

evaluative feedback system that includes the progress of the graduates as beginning classroom 

teachers. Program changes and requirements in the guidelines established by professional 

associations are included in the university program as they occur. When program changes are 

made, every effort will be made to ñGrandfatherò the current candidate in their existing degree 

program. 

 

GRADUATION REQUIREME NTS FOR EDUCATION CANDIDATES  

The minimum credit total required for a Bachelorôs degree from Oklahoma Panhandle State 

University is 124 hours, 40 hours of which must be from upper division courses. At least 60 

semester hours of the degree must be completed at a four-year institution offering a teacher 

education program with at least 30 hours completed at OPSU and 15 of the last 30 hours 

completed in residence. 
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GENERAL EDUCATION : 40+ semester hours to be completed during the freshman and 

sophomore years (elementary education majors have additional 

specific course requirements to fulfill the "4x12" program.) 

 

FOREIGN LANGUAGE :  All graduates seeking teacher certification must show proficiency 

in a language other than English. (This proficiency may be shown 

in a variety of ways and is not included within the teacher 

education program of 124 hours for graduation.) 

 

MAJOR:   One major of 40+ semester hours is required. In any major at least 

one half of the course work must be of upper level classes. OPSU 

offers multiple degrees leading to certification. (Refer to OPSU 

Plans of Study Handbook.) 

 

PROFESSIONAL EDUCATION : This will consist of 30+ hours. All course work identified as 

Professional Education must be taken at a four year accredited 

teacher education institution.  No ñmethodsò or professional 

education course may be taken by arrangement or by 

correspondence unless previously approved by the Dean of 

Education. 

 

ELECTIVE CREDIT :  In addition to the courses taken in general education, the major, 

and in professional education, sufficient elective credit should be 

earned to complete the minimum total of 124 semester hours for 

graduation, including a minimum of 40 hours of work in upper 

level courses. 

 

ARRANGED CLASSES:  Students at Oklahoma Panhandle State University will be allowed 

to take arranged classes (a maximum of two (2) only), with the 

written permission of the instructor, the Dean of the school, and 

the Vice President of Academic Affairs, only if the student is in 

his/her last semester prior to graduation, and only if the class(es) 

needed is (are) either not offered during the semester or is (are) in 

direct conflict with another required class(es). No ñmethodsò or 

professional education courses will be taken by arrangement or by 

correspondence unless approved by the Dean of Education. 

 

STEPS FOR BEING RECOMMENDED TO THE OKLAH OMA STATE DEPARTMENT  

OF EDUCATION FOR A T EACHING LICENSE/CERT IFICATE  

1. During the teacher candidateôs sophomore year (or the first semester transferred to 
OPSU if the candidate has over 45 hours), apply for admission to the OPSU TEP (see 

admission requirements listed below and in the OPSU Teacher Education Handbook). 

2. Begin the OPSU TEP Portfolio (see details in the OPSU Portfolio Handbook). 

3. Complete pre-service field experiences (see below for procedures). 
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4. Maintain an overall 2.50 grade point average in all courses taken. This will be 

determined by using the candidates ñCum Grad/Ret GPA.ò  

5. Maintain a 2.50 grade point average in general education. 

6. Maintain a 2.50 grade point average in his/her selected major, and in professional 

education courses. (See page 50 for a listing of Professional Education courses) 

a. If a candidateôs GPA in his/her ñmajorò area, ñprofessional educationò area, or 

ñCum Grad/Ret GPAò drops below the required 2.50 level, he/she will be 

placed on probation for the following semester.  

b. Following the semester of probation, if the candidateôs GPA in one of the 

above mentioned areas is still not at or above the required 2.50 level, he/she 

will either not be admitted to the TEP or will be removed from the TEP. 

c. Candidates must receive a grade of ñCò or above in all ñmajorò courses, as 

well as in all ñprofessional educationò courses. A grade below a ñCò will 

require the candidate to retake the course. 

d. If a candidate receives a grade below a ñCò in the same professional education 

course (EDUC prefix) for the second time the course is attempted, he/she will 

either not be admitted to the TEP or will be removed from the TEP. 

e. Additionally, if a candidate receives a grade below a ñCò in any three 

professional education courses (EDUC prefix), he/she will either not be 

admitted to the TEP or will be removed from the TEP. 

f. A candidate who is either not admitted to the TEP or removed from the TEP 

due to the above mentioned restrictions are not allowed to take any 

ñrestrictedò professional education courses until such time as he/she is 

admitted or reinstated into the TEP. 

g. Candidates who are not admitted to the TEP and/or removed from the TEP 

due to the above mentioned restrictions are afforded the Due Process Rights 

outlined on page 39 of this document. 

7. Prior to the year planned for the Internship (student teaching), apply for admission to 

the professional semester (see admission requirements below and in the OPSU 

Teacher Education Handbook). 

8. Complete Internship, portfolio process, graduate, complete all required certification 

exams, and submit proper forms to Oklahoma State Department of Education (or 

other state) for licensure/certification.  

 

PROCEDURES FOR ADMISSION TO THE OPSU TEACHER EDUCATION 

PROGRAM 

Students who plan to pursue a teaching degree must make application for admission to the 

teacher education program during their sophomore year. This means that all requirements for 

application (listed below) must be completed as quickly as possible, including passing the OGET 

exam. Application forms are available on the OPSU Education web site and must be filed prior 

to November 1 or March 31 of each year. No applications will be accepted during Interim or 

summer sessions.  Teacher candidates must have completed or be enrolled in EDUC 2001 

Education Seminar and EDUC 2113 Introduction to Education. Transfer students with more than 

45 semester hours who intend to pursue a teaching career are required to remove all general 
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education curriculum deficiencies during their first year at OPSU as well as make application for 

admission to the teacher education program concurrently with the first enrollment at OPSU.  

TEACHER EDUCATION PROG RAM (A DMISSION REQUIREMENTS)  

Admission to the teacher education program at Oklahoma Panhandle State University 

includes the following conditions: (NOTE: All requirements must be completed PRIOR to 

applying for admission to the OPSU Teacher Education Program.) 
 

1. Oklahoma General Education Test score of at least 240 

2. Aptitude and proficiency in English established by 

a. A letter grade of ñCò or better in ENG 1113  

b. A letter grade of ñCò or better in ENG 1213  

3. Demonstrated proficiency in speech established by 

a. A letter grade of ñCò or better in COMM 1113 or equivalent. 

b. Successful completion of teacher candidate interview. 

4. Scholastic Achievement 

a. A cumulative GPA of 2.50 in all course work. 

b. A GPA of 2.50 in required general education course work. 

5. A minimum letter grade of ñCò is required in all specialty (major) and professional 

education course work. The teacher candidate must maintain a minimum cumulative 

GPA of 2.50 to continue in the teacher education program at OPSU (please refer to the 

GPA requirements on page 20). 

6. Enrollment in or completion of EDUC 2001 Education Seminar and EDUC 

2113 Introduction to Education. 

As an additional requirement, all students enrolled in EDUC 2001 Education Seminar will be 

required to take the computer-based LearnATest simulation PPST exam to determine an 

approximate general education level and to determine whether or not remediation will be 

required prior to the student taking the OGET.  

Each teacher candidate is subject to all program and certification requirement in effect at the 

time of admission to the teacher education program. Any break in continuous enrollment will 

require the teacher candidate to fulfill the requirements in force at the time of re-enrollment. Any 

professional education class more than five years old, following a break in enrollment, will not 

fulfill the requirements of the OPSU Teacher Education Program and must be repeated. New 

State Department of Education or Oklahoma Commission for Teacher Preparation regulations 

will be followed when implemented.    

 

ADMINISTRATIVE POLIC Y FOR ADMISSION  TO THE OPSU TEACHER 

EDUCATION PROGRAM  

¶ Application, including biographical information and criminal history disclosure statement 

and statement of intent, is turned in by the candidate prior to November 1 or March 31 of 

the current semester. 

¶ Director of Teacher Education (or his delegate) reviews the application, evaluates the 

transcript, determines the applicantôs over-all grade point average, general education 

grade point average, and major grade point average, all of which must be 2.50 or above. 
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¶ Director of Teacher Education determines candidateôs academic admission criteria:  
(passing score on the OGET). 

¶ Director of Teacher Education assigns three-member portfolio committee for candidate 

made up of the candidateôs advisor, if possible, serving as chair of the committee, at least 

one TEC member from the candidateôs level of study (elementary, secondary), and one 

additional TEC member. 

¶ If candidate has deficiencies, 

o The Director of Teacher Education lists on candidateôs application forms, any 

deficiencies students may have (low grade point average, low OGET etc.). 

¶ If deficiency is low GPA (either over-all or general education, the 

candidate is notified and advised to re-apply when GPA is 2.50 or above. 

o If the candidateôs GPA (either general education or overall) 
has the possibility of being above the required 2.50 level at 

the end of the current semester, the candidate will be 

allowed to complete the first portfolio review, but will not 

be admitted until GPAs are verified at the end of the 

semester. 

¶ If deficiency is something other than GPA, application is forwarded to the 

chairman of portfolio review committee with notes attached explaining 

circumstances. 

¶ If candidate has no deficiencies, 

o Application form and attached documentation is presented to the chairman of the 

portfolio team for the candidateôs first portfolio review. 

¶ Teacher candidate presents portfolio for first review and schedules interview with 

portfolio review committee. 

¶ Following first portfolio review, the chairman returns the application, the completed 

evaluation rubric, and scored assessment (compiled during the first portfolio review) to 

the Director of Teacher Education. A copy of all forms is also given to the candidate. 

o If score for first portfolio review is 2 or 3, 

¶ And candidate has no other deficiencies, candidate is notified in writing of 

admission and the admission date is noted. 

¶ And candidate has other deficiencies (missing certification test scores, 

missing course work, plan of improvement, etc.) candidate will be notified 

in writing of his/her admission when deficiencies are corrected, and date 

of denial is noted. 

o If score for first portfolio review is 1, 

¶ Candidate is notified in writing that admittance will not be complete until 

plan of improvement, written by the portfolio review committee with 

completion dates identified, has been successfully completed, and date of 

denial is noted on the application. 

¶ The Director of Teacher Education, upon notification by the portfolio review committee 

chair that a candidateôs plan of improvement has been successfully completed, or upon 

notification that other deficiencies have been corrected, will notify the candidate in 

writing of admission and will note the admission date. 

¶ Candidates are afforded the Due Process Rights outlined on page 38 of this document. 
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APPLICATION PACKAGE FOR ADMISSION TO THE OPSU TEACHER EDUCATION PROGRAM  

The forms required for OPSU students to become admitted to the OPSU TEP are available in 

the administrative offices of the unit or on-line at: 

http://www.opsu.edu/education/ApplicationForms.htm 

 

FIELD PLACEMENT PROC EDURES 

GENERAL INFORMATION  

Pre-Service field experiences are an integral part of the OPSU Teacher Education Program, 

founded in our conceptual framework, and support our teacher candidates throughout their 

educational careers.  We believe, based on Shulmanôs theory that, through pre-service field 

experiences, our candidates will have a better knowledge of public school processes, teaching 

practices, classroom management, and student behavior.  Our candidates normally complete their 

pre-service field experiences within a 150-mile radius of OPSU.  This area includes Colorado, 

New Mexico, Oklahoma, Texas, and Kansas.  With this unique area, our candidates have the 

opportunity to see an assortment of educational practices and diversity.  Each candidate will be 

required to observe a variety of diverse pre-service field experiences.  Our candidates will visit 

schools of various sizes, schools with large minority populations, and high and low 

socioeconomic status, and will observe quality teachers in each experience.  All pre-service field 

experiences will be arranged through the Field Placement Director in the Education Department.  

Candidate experiences will be recorded in the departmentôs student database and will be used to 

determine a suitable Internship at the end of the program. 

 

The OPSU field placement program consists of two major areas: pre-service field experience 

and clinical practice.  We strive in both these areas to provide a variety of quality experiences for 

all our teacher education candidates.  Our experiences are based and tied directly to specific 

course requirements and admission status in the program. Candidates have the opportunity to 

participate in quality classrooms under an accomplished professional teacher (masterôs degree, 

minimum of three years teaching experience at the current site, considered by the administration 

to be quality teacher, willing to serve as cooperating teacher and willing to travel to the OPSU 

campus for a pre-service training seminar/dinner and mid-term seminar, and who use a variety of 

teaching practices and techniques).  The OPSU Teacher Education Program strives to find 

teachers in our service area who are dynamic in their respective fields.  In this search for quality 

teachers, the Field Placement Director consults school administrators, teachers, higher education 

faculty and students.  Because of the quality of experiences throughout each candidateôs 

program, we are able to produce teachers who are knowledgeable in their subject area and well 

prepared to teach effectively in a variety of educational settings.     

 

PRE-SERVICE FIELD EXPERI ENCE/INTERNSHIP OVERVIEW    

The OPSU pre-service field experience/Internship program is designed with two areas or 

stages of experience.  The first stage, including Practicum I and Practicum IIðfor elementary 

education majorsðis designed for candidates who have been admitted to the Teacher Education 

Program and are currently taking professional education coursework.  Each secondary or K-12 

education candidate is required to complete a minimum of 60 hours of pre-service field 

http://www.opsu.edu/education/ApplicationForms.htm
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experiences and each elementary education candidate is required to complete a minimum of 100 

hours of pre-service field experiences before they are allowed to move into the second stage. 

 

The second stage, clinical practice (Internship) is designed for students who are admitted to 

the professional semester of student teaching.   

 

The Field Placement Director, who makes all arrangements for these candidates, assists 

students in participating in a suitable classroom in order to ensure a beneficial experience. The 

following information is given to each candidate enrolled in EDUC 2001 Education Seminar 

during the first scheduled class meeting.  Candidates are required to meet individually with the 

Field Placement Director to further determine a suitable position. 

PRE-SERVICE FIELD EXPERIENCE PROCEDURES FOR TEACHER CANDIDATES  

1. Instructors will inform teacher candidates of requirements concerning placement for an 

individual class.   

2. Instructors will contact the Field Placement Director to discuss specific instructions 

regarding experiences for all teacher candidates in a class (ex. Observation only, hands-

on experience such as tutoring or teaching a lesson, etc.).   

3. Teacher candidates will be asked to fill out a field placement request form.  This should 

be given to the Field Placement Director. 

4. Previous pre-service field experience will be reviewed by the FPD.  The FPD will 

determine a suitable school for placement. 

5. The FPD will arrange the pre-service field experience by contacting the building 

principal to obtain necessary permissions.   

6. Once permission is obtained, the teacher candidate will be notified that the experience 

can be completed.  

7. The teacher candidate will then contact the assigned supervising teacher to set up 

required dates and times of the experience.  

8. The FPD will mail a packet containing an introductory letter, affidavit of supervision, and 

an evaluation tool to the supervising teacher that will be returned in the provided postage 

paid envelope upon completion of the pre-service field experience. 

9. The teacher candidate will complete the pre-service field experience.  Upon completion 

of the experience, the teacher candidate will return to the placement office with the 

completed affidavit of supervision signed by the pre-service field experience teacher and 

will complete a reflective summary on the pre-service field experience.  

10. When completed affidavit of supervision is received, the total number of hours and areas 

observed will be recorded by the FPD in the teacher candidate database.  

11. Without verification of the completion of the assigned pre-service field experience, 

through the return of the affidavit provided to the pre-service experience supervising 

teacher, the candidate will not receive credit in the course to which the pre-service field 

experience applies. This will result in a final grade of ñFò for the course in which the pre-

service field experience was required unless the instructor of the course has made other 

arrangements with the candidate and agrees to provide the candidate with an Incomplete 

ñI.ò All grades of Incomplete ñIò due to pre-service field experiences must be completed 

within the subsequent semester.  
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12. The FPD will send a thank you letter to the pre-service field experience supervising 

teacher. 

13. A report of completed pre-service field experiences will be sent to the instructor(s) upon 

request. 

14. Candidates who do not complete the required minimum number of hours of pre-service 

field experiences will not be allowed to enter the Internship. 
 

Pre-service field experiences are specifically designed with course requirements and 

participation in mind.  Candidates are encouraged to take part in every facet of classroom 

operations, including teaching lessons, tutoring, grading papers, assisting with academic 

contests, classroom management, and assisting with other assigned duties 

 

All candidates will be placed in a variety of classroom settings involving different school 

populations, teaching styles, minority populations, socioeconomic levels, religions, and subject 

and grade levels.  The Field Placement Director arranges the pre-service field experiences, 

although as upper classmen, these students are asked to schedule meeting times and dates 

personally.  Candidates are asked to self-evaluate their performance as well as that of the 

supervising teacher.  Through these evaluations, they learn to identify various teaching styles, 

dispositional characteristics, diversity, use of technology and strengths and weaknesses both in 

themselves and in those around them. 

 

All pre-service field experiences are designed with consideration of national, state, 

institutional, and unit standards.  Candidates are not allowed to complete pre-service field 

experiences in classrooms where they will be in direct contact with family members (i.e., 

mother/father/children) or where they are employed and being paid (i.e., substitute 

teaching/paraprofessional/teacher aid).  It is recommended that OPSU teacher candidates spend a 

maximum of three hours per week in the public school classroom in order to gain a perspective 

of an extended period of teaching. Variations from this suggestion are at the discretion of the 

instructor for which the pre-service field experiences are associated.  With these diverse 

experiences, our candidates will be well prepared to deal with various settings upon completion 

of the program.  It is also our belief, based partially on Shulmanôs research, that these pre-service 

field experiences will encourage a long-term commitment to teaching in the public schools.   

 

The Field Placement Director arranges all pre-service field experiences.  It is the duty of 

the Field Placement Director to ensure that all candidates have pre-service field experiences in a 

minimum of the following areas   

¶ School Population 

o Small  1-300 students 

o Medium  300-900 students  

o Large   Over 900 students 

¶ Diversity/Socioeconomic Status 

o Must have at least 50% minority population  

o Must have at least 50% free/reduced lunch percentage 
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SCHOOL PARTICIPATION AND SELECTION  

Public schools play an integral part in our pre-service field experience program.  We value 

our relationship with the public schools and encourage their participation in forming our 

curriculum.  School demographics are determined annually by a survey mailed to the 

administration in each school district in the five-state service area.  Current teachers are 

encouraged to volunteer. We refer to teachers in two separate categoriesðsupervising and 

cooperating.  Supervising teachers are those who supervise teacher candidates during pre-service 

field experiences.  Cooperating teachers are those that assist and evaluate candidates during the 

teaching Internship.  Teachers may hold each of these positions at different times during the 

academic calendar.  Once teachers have volunteered and have met educational criteria, the public 

school administrator is consulted to confirm the quality of each teacher.  Teachers and schools 

are evaluated to determine suitability to our program as we strive to ensure our candidates 

receive experience with the best public school educators in the area.  We utilize certified teachers 

who have public school experience.  Public school teacher and administrator information is 

updated continuously in the Education Department database.  

CLINICAL PRACTICE  (INTERNSHIP/STUDENT TEACHING ) OVERVIEW  

Clinical practice, otherwise known as the Internship or student teaching, is possibly the most 

important aspect of each candidateôs educational career.  The semester in which candidates 

complete the Internship is referred to by the unit as the ñprofessional semester.ò  Candidates 

complete the professional semester during the final term of their program.  The Internship 

consists of a full -semester period during which candidates participate in every school aspect.  

Candidates apply for admission to the professional semester during the academic year prior to 

their scheduled Internship.  In order to be admitted, candidates must meet specific criteria. (See 

Portfolio Handbook.)  During this application process, candidates have the opportunity to request 

placement in specific schools and/or grade levels.  To place the candidates the FPD considers: 

previous pre-service field experience, educational background, school attendance, employment, 

and status of personal relatives.  The FPD strives to place candidates in the most suitable setting 

based on personal observation, academic performance, character and faculty recommendation.  

In order to place teacher candidates, the FPD consults with public school administration and 

cooperating teachers.  Qualifications of the cooperating teacher are reviewed before a student 

intern is placed in each district.  Cooperating teachers must have a minimum of three years 

public school teaching experience and recommendation from the building administration in order 

to be assigned a student intern.   

 

Once a placement has been determined, official notification and informational letters are sent 

to candidates, cooperating teachers, and public school administrators. A contractual agreement is 

established between the public school and university.  This agreement explains the 

responsibilities of each party. Two faculty members are assigned to observe and evaluate each 

candidate throughout his/her Internship.  Each faculty member and cooperating teacher is asked 

to evaluate the candidates a minimum of two times during the Internship.  The building principal 

is also encouraged to evaluate OPSU candidates.  

 

When notification of placement is received, the candidates begin arrangements to complete 

the August Experience before the academic year in which they will be completing the Internship.  

The August Experience was created as a direct result of feedback from the public schools.  This 
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experience is designed to give the candidate a better understanding of the processes involved 

during the beginning of the school year.  These activities include:  setting up the classroom, 

professional development, and the first day of school.  All candidates completing an Internship in 

either the fall or spring of an academic year will participate in the August Experience.  

 

The Director of Teacher Education holds a pre-service meeting before interns report to the 

public schools each semester.  During this meeting, responsibilities and goals for the student 

intern, cooperating teacher, and public school administrator are determined.  Cooperating 

teachers and interns are given copies of the Internship Handbook and have the opportunity to ask 

questions of the Director of Teacher Education and the Field Placement Director.  At the mid-

point of the Internship, two seminars are held to update and receive feedback from the interns 

and cooperating teachers.  At these mid-term seminars, both groups are asked to complete 

evaluation forms of the program.  The Unit utilizes this response to improve placement 

procedures, course requirements, and the program itself.    

 

In order to complete the Internship successfully, candidates must satisfactorily complete the 

final portfolio review (See Portfolio Handbook), receive acceptable evaluations from 

supervisors, attend all scheduled meetings, and complete the full semester of teaching 

experience.  According to public schools in the area, our candidates are exceptional.  OPSU 

teacher candidates perform well when compared to their peers in the five-state coverage area and 

beyond.  More information regarding the student Internship can be obtained in the Teacher 

Education Programôs Internship Handbook.  

ABSENCE FROM PRE-SERVICE  FIELD PLACEMENT OR INTERNSHIP (STUDENT TEACHING )  

Candidates must follow proper notification procedures when they become ill or if an 

emergency necessitates an absence. Notification of the cooperating teacher, the public school 

office, university supervisors, and the field placement office is required each time absences 

occur. If an assignment is interrupted by extended absence, candidates may have to make up lost 

time through an appropriate extension of the assignment. Extended absences, personal leaves, or 

any deviation from the participation dates expected for the assignment must be approved by the 

cooperating or supervising teacher, university supervisors, Field Placement Director and the 

Director of Teacher Education. Faculty supervisors and the Director of Teacher Education are 

consulted regarding extenuating circumstances.  Student interns in the professional semester 

have personal days built into the semester during which they may request to be absent to attend 

educational recruitment fairs and job interviews.  

PUBLIC RELATIONS  

Each Teacher Education Program at OPSU contains courses designed to help candidates 

prepare to interact with individuals of various racial, cultural, ethnic, and socioeconomic 

backgrounds in school settings. We believe that it is important for candidates to understand and 

empathize with students of all backgrounds.  Pre-service field experiences are designed to help 

implement this area.  Candidates are encouraged to learn to accommodate students with diverse 

backgrounds, exceptionalities, and those with limited use of the English language.  Candidates 

are reminded that while in a public setting they represent Oklahoma Panhandle State University 

and the Teacher Education Program.  All candidates are expected to conduct themselves in a 

respectful manner.   
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INSURANCE 

Health and Accident Insurance:  Health and accident insurance is not provided for 

candidates by Oklahoma Panhandle State University or by the school district in which 

they are placed for fieldwork or the student Internship. OPSU encourages all candidates 

to carry personal insurance policies, which provide protection in the event of personal 

injury and damage to or theft of personal possessions.  They are expected to take 

precautions in dealing with public school employees or students in order to protect 

themselves.  Candidates should ensure personal health insurance is in effect and will 

cover them. 

Liability Insurance:  Candidates are encouraged to apply for membership one of the 

many professional organizations that provide liability insurance for student teachers. 

These include, but are not limited to, the Association of American Educators, the 

American Federation of Teachers, the Christian Educators Association International, the 

Oklahoma Education Association, and the Professional Oklahoma Educators 

organization.  This insurance provides protection for candidates as they participate in the 

public schools during either pre-service field experiences or the Internship.  This 

coverage is meant to include only those situations in which candidates are performing 

duties related to the professional training placement. 

 

PUBLIC SCHOOL REGULATIONS  

When doing fieldwork or student Internships, candidates are expected to act in accordance 

with all local school regulations governing pupils and professional personnel in the school to 

which they are assigned. Candidates are required to check into and out of public schools during 

pre-service field experiences.  They must arrange with public school personnel to obtain a 

visitorôs pass or whatever is required at that particular public school. As representatives of the 

university and the department, all candidates are required to dress professionally and to follow 

dress codes of the public school in which they are placed.  At the beginning of their placement, 

teacher candidates should ask their cooperating or supervising teacher(s) or building 

administrator for a copy of local rules and regulations.  Candidates are required to comply with 

university and public school regulations at all times.  Failure to follow regulations can result in 

removal from an experience or Internship.   

 

SUPERVISION  

Pre-Service Field Experience Supervision:  While in pre-service field experiences, 

course instructors or the Field Placement Director may or may not visit candidates during 

placement. The classroom teacher to whom candidates are assigned generally assumes 

supervision of pre-service field experiences. When engaged in fieldwork, candidates may 

not be left alone in a classroom without the direct supervision of a licensed teacher.  

 

Internship/Student Teaching Supervision:  For the student Internship experience, two 

university supervisors are assigned by the Director of Teacher Education to help interns 

develop and grow in professional competence. The supervisors will visit Internship sites 

a minimum of two times and will consult with the cooperating teacher about intern 

development. The cooperating teacher will serve as the immediate public school 

supervisor, along with the public school administrator.  University supervisors will help 
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interns set goals, offer coaching in instructional techniques, mediate disputes, offer 

suggestions, give feedback, and evaluate intern performance a minimum of two times 

during the Internship.   

SUBSTITUTE TEACHING  

Pre-Service Field Experience:  Candidates may not serve as a substitute teacher at any 

time during a pre-service field experience. A qualified teacher must be assigned to the 

classroom at all times.  This may be the cooperating teacher, another teacher on staff, or a 

substitute teacher.  

Internship/Student Teaching:  Substitute teaching during the Internship should not 

occur except in unavoidable circumstances with the exception of the day of the mid-term 

seminar for cooperating teachers.   Student interns should under no circumstance request 

payment for time spent completing the Internship or substituting during their public 

school placement.  OPSU believes it is inappropriate for interns to be employed and 

compensated as substitutes while they are actively involved in a learning experience that 

is being evaluated as part of a teacher preparation program. (See Internship Handbook.) 

EMPLOYMENT DURING INTERNSHIP 

The OPSU Teacher Education program encourages candidates to refrain from separate 

employment during the Internship.  This experience requires many hours of preparation outside 

of class time.  It is the belief of Unit members that candidates should devote their time strictly to 

their Internship.  We do understand however, certain circumstances are unavoidable.  The 

Director of Teacher Education and the Field Placement Director will review each candidateôs 

situation individually.   

TERMINATION OF PRE-SERVICE FIELD PLACEMENTS OR STUDENT INTERNSHIPS 

A candidate can choose to withdraw from a pre-service field experience or Internship.  The 

Director of Teacher Education, Field Placement Director, and public school personnel must be 

notified in writing if this occurs.  The School of Education reserves the right to remove 

candidates from any placement if they are not performing satisfactorily or if other circumstances 

so warrant. In addition, the School of Education recognizes the right of cooperating school 

personnel to recommend termination of any studentôs participation in that institution for any 

reason. Students who fail to attend an assigned pre-service field experience during the specified 

participation dates and who fail to notify their cooperating teacher, university supervisor, and 

Field Placement Director can be withdrawn from the experience and from the course.   

CERTIFICATION  

BACKGROUND INVESTIGATIONS  

To protect children from potential harm from adults with criminal convictions, all 

candidates for teaching certification in Oklahoma undergo background investigation at the time 

of application for licensure. Candidates must pay the fee to cover the cost of the investigation. A 

money order payable to the Oklahoma State Bureau of Investigation is required along with two 

copies of the fingerprint form FD-258 (Rev. 5/11/99).   
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APPLICATION FOR INITIAL L ICENSURE 

Teacher certification in Oklahoma is issued by the Oklahoma State Department of 

Education upon the recommendation of an approved teacher education program. In order to 

obtain initial licensure in the state of Oklahoma, candidates must complete the application for 

initial licensure. All applications for initial teacher certification in the state of Oklahoma are now 

completed online.  With the application, an enclosed payment to the Oklahoma State Department 

of Education is sent for application processing. Candidates are encouraged to send background 

investigation information before completion of the program as this process often takes several 

months.  The application for licensure will not be considered by the Oklahoma State Department 

of Education until a candidateôs program is completed in full, all certification exams are 

successfully passed, and the background check is completed 

RESIDENCY YEARðNOTEðTHE RESIDENCY PROGRAM IN OKLAHOMA HAS 

BEEN PLACED IN A STA TE OF HIATUS FOR THE  20010/2011 AND 2011/2012 YEAR 

If an initial public school teaching position in the state of Oklahoma is obtained, candidates 

will be required to complete the Residency Year program. Public school administrators will 

appoint a mentor teacher to serve on the residency committee.  The Residency Year committee 

will consist of a public school administrator, mentor teacher, and a university faculty member.  

More information on the Residency Year program can be obtained on the Oklahoma State 

Department of Education website: http://www.sde.state.ok.us.  Upon successful completion of 

the Residency Year program, first year teachers will receive full certification in Oklahoma.   

STUDENT RECORDS POLICY 

Students may have access to open records in the education office.  Requests to obtain records 

must be made in person to education office employees.  Some information contained in 

candidateôs permanent folders may be confidential.  Candidates should know that education 

faculty and staff might have access to student educational records.  Permanent file information 

will be retained in the education office for a period of 10 years after which the records will be 

destroyed.  Transcript information will be retained indefinitely in the Office of the Registrar at 

Oklahoma Panhandle State University.  Any changes to contact, employment, or pre-service 

field experience/Internship records should be made with the Field Placement Director in the 

education office. 

POLICY FOR OPSU TEACHER CANDIDATESô PORTFOLIOS 

PORTFOLIO REQUIREMENTS 

Teacher education candidates will demonstrate required competencies through the successful 

completion of a personal portfolio. Portfolio items must provide evidence of the ability to 

perform the outlined competencies for the education programs at Oklahoma Panhandle State 

University. Additional information is included in the OPSU Portfolio Handbook. 

PROCEDURES FOR PORTFOLIO REVIEWS  (The committee established at the first review 

will be the standing committee for each remaining review for all candidates if at all possible.) 

First Portfolio Review Guide (An email will be sent to the members of a candidateôs committee 

containing the admission essay and date of interview.) 

 

http://www.sde.state.ok.us/
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Chair:  

1. Complete the Portfolio Interview rubric and give to Field Placement Director. 

If a Plan of Improvement (POI) is needed: 

¶ Complete the Portfolio Plan of Improvement form. 

¶ Make sure the candidate signs the form at the interview. 

¶ Make arrangements with the candidate to complete the necessary changes. 

¶ Give the student a deadline for completion of changes and put on the form. 

¶ Give the candidate a copy of the form. 

¶ When the POI is ñfully accomplished,ò notify the Field Placement Director. 

¶ A POI for the ñadmission essayò will be handled through the external evaluator 

2. Complete the Master Rubric Form located in the candidateôs permanent folder. 

Committee Members: 

1. Collaboratively complete the Portfolio Interview rubric. 

Field Placement Director will enter and publish overall score for First Portfolio Review. 

Second Portfolio Review Guide  (Committee members will be notified via Foliotek when 

artifacts are available for review. Dates and times of 2
nd

 review will be provided by education 

office.) 

Chair:  

1. Complete and submit yours and the collaborative (chair) Middle and Final Portfolio rubric 

on Foliotek. 

2. Enter the Overall Score for the Second Portfolio Review on Foliotek 

If a Plan of Improvement (POI) is needed: 

¶ Complete the Portfolio Plan of Improvement form. 

¶ Make sure the candidate signs the form at the interview. 

¶ Make arrangements with the candidate to complete the necessary changes. 

¶ Give the student a deadline for completion of changes and put on the form. 

¶ Give the candidate a copy of the form. 

¶ When the POI is ñfully accomplished,ò notify the Field Placement Director. 

3. Update the Master Rubric Form located in the candidateôs permanent folder. 

Committee Members: 

1. Enter your scores for the Middle and Final Portfolio Review rubric and the overall score on 

Foliotek. 

2. Collaboratively complete the Middle and Final Portfolio Review rubric on FoliotekðChair 

will submit.  

Final (3rd) Portfolio Review Guide (Committee members will be notified via Foliotek when 

artifacts are available for review. Dates and times of Final review will be provided by education 

office.) 
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Chair:  

1. Complete and submit yours and the collaborative (chair) Middle and Final Portfolio rubric 

on Foliotek. 

2. Submit the Overall Score for the Second Portfolio Review on Foliotek 

If a Plan of Improvement (POI) is needed: 

¶ Complete the Portfolio Plan of Improvement form. 

¶ Make sure the candidate signs the form at the interview. 

¶ Make arrangements with the candidate to complete the necessary changes. 

¶ Give the student a deadline for completion of changes and put on the form. 

¶ Give the candidate a copy of the form. 

¶ When the POI is ñfully accomplishedò notify the Field Placement Director. 

3.  Update the Master Rubric Form located in the candidateôs permanent folder. 

 

Committee Members: 

1. Enter your scores for the Middle and Final Portfolio Review rubric and overall score on 

Foliotek. 

2. Collaboratively complete the Middle and Final Portfolio Review rubric on FoliotekðChair 

will submit.  

 

POLICY FOR INTERN PROGRAM (PROF ESSIONAL SEMESTER/STUDENT 

TEACHING)  

Students who have been admitted to the teacher education program are required to make 

another formal application prior to enrolling in the professional semester (student teaching 

semester) and secure a student intern assignment following the completion of all course work. 

The application can be obtained from the office of the Director of Teacher Education, and must 

be filed by March 1 of the year prior to the candidateôs professional semester. The Director of 

Teacher Education will evaluate all applications for eligibility to enroll in the professional 

semester and present the applications to the Field Placement Director (FPD). The FPD will 

assign the teacher candidate to an Internship based on input by the public schools, the 

candidateôs request, the candidateôs previous pre-service field experience placements, and the 

availability of locations within the OPSU service area. 

 

THE PROFESSIONAL SEMESTER 

The professional semester is an entire semester devoted to intensive course work and the 

Student Intern Program. The Student Internship is a full semester off-campus assignment. During 

this semester, the teacher intern is expected to devote full time to the classroom and professional 

responsibilities. 

¶ Teacher candidates will be required to return to campus periodically for scheduled 

seminars including the Mid-Term seminar and their final portfolio review. 

¶ All teacher candidates will participate in the ñAugust Experience.ò A teacher 

candidate will know their student Internship placement by May 1 of the year 
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preceding their Internship and will be required to spend time with their cooperating 

teacher in August prior to the start of school.  

¶ A teacher candidate must have passing scores on the OGET before applying for 

admission to the professional semester. They also must have passing scores on all 

Oklahoma Subject Area Tests (OSAT) required for their major before the 

professional semester begins. This means that teacher candidates who apply by March 

1 for teaching Internships the following fall semester must have all required OSAT 

exams passed prior to the beginning the first day of their Internship or they will not be 

allowed to student teach during that semester. Those applying for student teaching in 

the spring semester must have passed all required OSAT exams prior to the first day 

of their Internship or they will not be allowed to participate in their Internship during 

that semester. 

¶ A teacher candidate who is still waiting to receive test scores from the OSAT will be 

given permission to enroll in the professional semester but will not be allowed to 

complete the Internship unless passing grades are received prior to the beginning of 

the Internship.  

¶ A teacher candidate who completes a double major (or an additional endorsement 

area), and has passed the appropriate OSAT exams, will have a student Internship in 

only one area unless the school district is willing to split the assignment into a 

primary and intermediate or a middle and senior high school level. A minimum of six 

(6) weeks of Internship must be completed in each area where a credential is to be 

obtained. 

The FPD will assign the teacher candidate to an Internship based on input by the public 

schools (willingness and principal recommendations), previous pre-service field experiences of 

the candidate, and the availability of locations within the OPSU service area. Candidates will not 

be placed outside a radius of 150 miles from OPSU, with the exception of Agricultural 

Education candidates or with special permission. 

THE AUGUST EXPERIENCE  

It is the belief of the OPSU Teacher Education Program that practical experience is just as 

valuable as classroom learning. Therefore, many pre-service field experiences are built within 

our program. One of the most valuable experiences that a teacher candidate can have is that of 

ñsetting up the classroom for the first of the year.ò For this reason, the OPSU Teacher Education 

Program has implemented the ñAugust Experience.ò Teacher candidates who have been accepted 

into the professional semester of student teaching will be given the location of their student 

teaching placement and the name of their cooperating teacher by May 1 of the year prior to their 

student teaching assignment, whenever possible. This will be for teacher candidates completing 

their student Internship in the fall or spring semesters.  

To fulfill the requirements of the August Experience, all  interns (fall and spring 

semesters) must 

¶ Contact both the building principal of their assigned school and their assigned 

cooperating teacher before the end of the spring semester. This will allow the student 

and cooperating teacher to meet and become familiar with each other.  The intern will 

need to set up future dates prior to the beginning of the school year for the following 

activities. 
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o One half-day minimum will be spent helping the cooperating teacher ñset upò 

the classroomðcreating bulletin boards, arranging desks, entering names in 

the grade book, etc.  

o One half-day minimum is required to attend a pre-school professional 

development activity with the cooperating teacher, other teachers at the 

school, and the administration. 

¶ Attend his/her assigned school for the first day of class.*  Teacher candidates may 

miss the first day of their scheduled classes at OPSU if the first day of public school 

happens to be the same as OPSUôs. If this happens, the teacher candidate is to contact 

the Field Placement Director by calling 580-349-1414 who will issue a memo to the 

OPSU professor explaining the absence. 

*  Fall Interns will automatically attend the first day of the fall semester. Spring Interns will be 

expected to fulfill this requirement in addition to his/her spring Internship. 

¶ Write a 2-3 page reflection paper about this activity. 

It is expected that this August Experience will be one of the most beneficial of all pre-

service experiences that OPSU can provide the teacher candidate. Therefore, there will be 

no exceptions to this requirement. All  student teachers will participate or they will not be 

allowed to student teach that year.  

 

The forms completed by the teacher candidate and cooperating teacher following the August 

Experience are available in the administrative offices of the unit. 

 

REQUIREMENTS FOR ADM ISSION TO THE PROFESSIONAL SEMESTER 

1. Passing score on the Oklahoma General Education Test (OGET). 

2. Minimum cumulative grade point average of 2.50. 

3. Minimum grade point average in the major course work of 2.50; GPA of 2.50 in general 

education; and a minimum letter grade of "C" in all specialty (major) and professional 

education course work. 

4. Teacher candidates must complete all course work for certification in at least one area 

(elementary, secondary, P-12) prior to being admitted to their professional semester. This 

includes the completion of all correspondence courses (with grades recorded on 

transcript) and the finalization of "Incomplete" grades. 

5. The approval and recommendation by faculty and advisor in a candidateôs teaching field. 

6. Application for the Student Intern Program must be on file in the office of teacher 

education by March 1 of the year prior to the time the candidate is eligible to perform 

his/her student teaching. No applications will be accepted during any interterm or 

summer session. 

7. Teacher candidates are required to return to the OPSU campus for the midterm seminar, 

final portfolio review, and other scheduled meetings. 

8. No teacher candidate will receive an intern assignment during any time the candidate is 

involved in institutional probation. 
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9. Any teacher candidate convicted of a felony crime within the preceding ten (10) year 

period of making application for the Student Intern Program forfeits the right to obtain a 

teaching certificate (O.S. 70-3-104.1) 

 

APPLICATION PACKAGE FOR ADMISSION TO THE  OPSU PROFESSIONAL SEMESTER 

(INTERNSHIP/STUDENT TEACHING ) 

The forms required for an OPSU teacher candidate to be admitted to the OPSU professional 

semester (Internship/student teaching) are available in the administrative offices of the unit or on 

the OPSU website: http://www.opsu.edu/education/ApplicationForms.htm.  

 

ADMINISTRATIVE POLICY  FOR ADMITANCE  TO PROFESSIONAL SEMESTER 

(INTERNSHIP /STUDENT TEACHING)  

¶ Application packages are submitted to the Education office prior to March 1 of the year 

preceding expected Internship. 

¶ The teacher candidate submits his/her portfolio for second portfolio review by the date 

set by the Director of Teacher Education. 

¶ The Director of Teacher Education, or his/her representative, evaluates the completed 

application package and additional materials and records appropriate grade point 

averages on the application form. 

¶ A portfolio review team, using the rubrics provided in the Portfolio Handbook, evaluates 

the teacher candidateôs portfolio. 

¶ Following second portfolio review, the chair enters all scores on Foliotek. 

o If score for second portfolio review is 2 or 3, 

¶ And candidate has no other deficiencies, candidate is notified in writing of 

admission and the admission date is noted. 

¶ And candidate has other deficiencies (missing course work, etc.) candidate 

will be notified in writing that they will be admitted when deficiencies are 

corrected, and date of denial is noted.  

o If score for second portfolio review is 1: 

¶ Candidate is notified in writing that admittance will not be complete until 

plan of improvement, written by the portfolio review committee with 

completion dates identified, has been successfully completed, and date of 

denial is noted.  

¶ The Director of Teacher Education, upon notification by the portfolio review committee 

chair that a candidateôs plan of improvement has been successfully completed, or upon 

notification that other deficiencies have been corrected (completion of missing courses, 

etc), will notify the candidate in writing of admission and will note the admission date. 

¶  The Director of Teacher Education, through the Field Placement Director, will place the 

teacher candidate for their Internship after considering the candidateôs request, previous 

pre-service experiences, location, and other factors. Final authority concerning placement 

rests with the Director of Teacher Education. 

¶ The Director of Teacher Education, through the Field Placement Director, will notify the 

public school of the candidateôs admission into the professional semester and will verify 

that the candidate will be reporting to the public school on the appropriate date as 

determined by the current school calendar. 

http://www.opsu.edu/education/ApplicationForms.htm
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o The notification will be sent to the superintendent of the district, the building 

principal of the assigned school, and the cooperating teacher. 

o The notification will verify the teacher candidateôs name, teaching area, 

cooperating teacher(s), school name and district. 

o The notification will also include a reminder of the important dates of the 

semester during which student teaching will take place (pre-professional meeting, 

mid-term seminars for student teachers, mid-term seminars for cooperating 

teachers and administrators, ending date for student teaching, and dates set for 

final portfolio reviews). 

¶ The Director of Teacher Education, through the Field Placement Director, will notify 

teacher candidates in writing of their school assignment, cooperating teacher(s), 

university supervisors, and the important dates of the semester during which student 

teaching will take place (pre-professional meeting, mid-term seminars for student 

teachers, mid-term seminars for cooperating teachers and administrators, ending date for 

student teaching, and dates set for final portfolio reviews). 

¶ Candidates are afforded the Due Process Rights outlined on page 39 of this document. 

 

TEACHER CANDIDATE PR OFESSIONAL DRESS, APPEARANCE, AND 

ACCESSORIES CODE 

RATIONAL  

Appropriate professional appearance reinforces the teacher candidate's identity as an 

emerging professional and adult role model for school children. Appropriate professional 

appearance strengthens the attitude of the school community and the community-at-large toward 

the teacher candidate and the Oklahoma Panhandle State University Teacher Education Program. 

Just as we characterize and identify members of the cast of a film or play by their appearance, so 

must we be able to identify the role of teacher candidates by their appearance. Therefore, teacher 

candidates must exercise good judgment in their choices regarding professional appearance for 

observations, pre-service field experiences, Internships (student teaching) by appearing in a 

manner that  

¶ Is appropriate to the situation.  

¶ Will invoke a positive impression from the school community and the community-at-

large. 

¶ Provides appropriate role modeling for students. 

¶ Promotes a working and learning environment that is free from unnecessary disruption. 

Examples of professional attire include but are not limited to 

¶ Collared shirts or dress shirts with banded collars and slacks for men. 

¶ Coordinated outfits with slacks or skirts, or dresses for women.  

¶ Ties and sport coats may be appropriate for men at some sites.  

¶ If the district where a student is doing an observation, pre-service field experience, 

Internship or student teaching has a dress and appearance code which is more restrictive 

than OPSUôs code, teacher candidate should follow that code. 

Items that are not acceptable at field sites include:  
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¶ Jogging shorts/running shorts, "cut-off" shorts, or any shorts or other similar articles of 

clothing. 

¶ Sunglasses and/or hats inside the building. 

¶ Rubber shoe thongs (flip-flops) or bedroom slippers. 

¶ Athletic wear, such as jogging suits, except for PE teachers while teaching PE. 

¶ Skirts and dresses that are too short. 

¶ Underwear as outwear. 

¶ Inappropriately sheer, tight, or short clothing. 

¶ Garments (i.e. ñmidriffs,ò halter tops, backless clothing, tube tops, garments made from 

fishnet, mesh or similar material, tank tops, ñmuscleò tops, etc.) that inappropriately bare 

or expose traditionally private parts of the body. 

¶ Any clothing, accessories, body adornments etc. that contain advertisements, symbols, 

words, slogans or pictures that are sexually suggestive, that portray violence, that are 

drug, alcohol or tobacco related or that are obscene, profane or plainly offensive. 

¶ Any clothing, grooming, jewelry, accessories, tattoos, or body adornments such as 

pierced eyebrows, tongues or lips, that are in any way disruptive to the learning 

environment or that pose a threat or potential threat to the teacher candidate or any other 

person. 

¶ Extreme hair styles/hair colors such as spikes or colors that are not naturally occurring 

hair colors such as green or purple. 

¶ Facial hair that is not neatly trimmed. 

¶ Any other similarly inappropriate clothing, accessory, body adornment, etc., or 

inappropriate grooming or hygiene. 

The OPSU Field Placement Director, Dean/Director of Teacher Education, college faculty 

members, school principals and teachers, and other school professionals may exclude from field 

sites those students whose appearance does not comply with this policy. 
 

ETHICS FOR CLASSROOM PARTICIPATION  

The purpose of the field and clinical experiences is to learn about the classroom, its 

interacting components, the teacher's activities, the students' behavior, and the relevant contexts 

to consider when making decisions. 

 

The following are the ethical expectations the Teacher Education Program at OPSU has for 

its students. They do not cover all of the possibilities that may arise, but they form a basis on 

which to build ethical decision-making in clinical experience settings. These guidelines are 

designed to protect the rights of the individuals in the educational setting, increase the benefits 

the candidate receives from the clinical experience, help the candidate develop strong ethical 

decision making skills, insure continued cooperation between the university and the public 

schools, and promote collaborative relationships between the licensure student, the cooperating 

teacher, and the college supervisor. 

¶ Remember, the candidate is a visitor in the classroom, and, as such, it is the candidateôs 

responsibility to support the classroom teacher's rules, routines, and instructional 

decisions. This does not mean that new ideas cannot be tried, but that they should always 

be discussed with the classroom teacher and approved prior to implementation. Prior to 
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student teaching, all major decisions should be discussed and/or referred to the classroom 

teacher unless he/she has given the candidate the responsibility to make them. 

¶ Part of the candidateôs purpose in these classrooms is to gain experience in authentic 

settings to be used for discussion in future classes or in written assignments. When 

referring to the classroom teacher, specific students, or school, do not use their names. 

For example, use "My teacher...," "At my school...," or "These third graders..." The 

clinical student has the responsibility to protect the confidentiality of all the individuals in 

their placement. 

¶ In every instance, it is the candidateôs responsibility to contribute to the focus and 

concentration in the classroom rather than to cause a distraction. The candidate should 

follow the OPSU dress code for clinical students, should not hold side conversations with 

students when their teacher is communicating with them, and should not distract the 

teacher by asking questions or starting a discussion that could be held for a period when 

the students are not present. 

¶ The candidate should accept responsibility by following through with punctual 

completion, whether it is grading papers, preparing a bulletin board, or just getting to the 

classroom on time and attending every day that is scheduled. It is unethical to skip a 

scheduled day to study for a test or complete an assignment. Serious illness and real 

emergencies are the only reasons a candidate should be absent. 

¶ The candidate should be respectful to all other school personnel (i.e., secretaries, cooks, 

custodians, administrators, paraprofessionals, and other teachers). 

¶ The candidateôs relationship to parents should be respectful. Assist parents who may be 

encountered to get the information that they need, but do not volunteer opinions, 

evaluations, or recommendations for their child. Refer these questions to the teacher. 

¶ Since the purpose of the candidateôs participation in the classroom is to gain experience 

and not to provide evaluation or criticism, the candidate should avoid communicating 

value judgments about behavior and situations observed. In other words instead of saying 

"My teacher is terrible at classroom management," say "I am concerned about the number 

of off-task behaviors and how I would handle them if these were my students." 

Discussions of these situations and behaviors are appropriate, but should not be initiated 

in any way to suggest criticism or an evaluation and should always be conducted without 

using names. Teaching is a complex endeavor and most licensure students do not have 

the depth of experience to accurately make these evaluations. This is especially true when 

discussing the classroom decisions and behaviors of individual teachers. The candidateôs 

experience will be more beneficial by keeping an open mind and being willing to 

recognize the diversity of teaching styles, philosophies, and personalities involved. 
 

DUE PROCESS RIGHTS 

A teacher candidate desiring to appeal any decision of the OPSU Teacher Education Council 

or its representatives may do so by filing a written request with the Director of Teacher 

Education. The written request must be received within thirty (30) days following the 

notification of the decision of the OPSU Teacher Education Council.  

 

Upon receipt of a written request appealing a decision of the OPSU Teacher Education 

Council, the Director of Teacher Education shall appoint one member from each school 

represented on the Teacher Education Council to serve on an appeals committee. The appeals 
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committee shall meet within ten (10) days after receiving the studentôs written request to 

consider the written appeal, to hear the studentôs oral presentation, and to question the student 

whose presence is mandatory. A final decision must be rendered within thirty (30) days after the 

initial meeting of the appeals committee. The Vice President for Academic Affairs will serve as 

ex-officio chairperson of the appeals committee. 

 

POLICIES AND PROCEDURES FOR SUPERVISING STUDENT TEACHERS 

(INTERNS) 

1. The Field Placement Director will send information concerning the intern to the 

Cooperating Teacher. 

2. At the beginning of the Internship, the University Supervisor (US) should contact the 

Cooperating Teacher (CT) for introductions.  The CT is performing a favor to the 

university in allowing an intern into his/her classroom and deserves the courtesy of this 

information. 

3. Before the first supervisory visit, check the internôs schedule in his/her file folder to 

select a day and time when the intern will be teaching. 

4. Contact the intern before going to the school to make sure the schedule is correct and has 

not been changed. Give the intern every opportunity to set the time and date of the first 

visit so he/she can prepare.  Be as flexible with scheduling visits as possible. 

5. Arrive before the scheduled time of observation and introduce yourself to the building 

administrator. 

6. Take copies of the evaluation instrument and copies of the rubric definitions and make 

sure the intern, the CT, and the building administrator all have copies of each. 

7. Be sure to remind the CT (and building administrator) of the mid-term seminarôs date and 

location. 

8. Meet the intern and his/her CT at the classroom door. Reintroduce yourself to the CT and 

take a seat near the back of the room or where provisions have been made for you. 

9. During the observation, do not interact with the students or the intern. Do not interrupt 

the intern to correct him/her or to add information. You are there to observe and 

evaluateðnot teach! 

10. Following the evaluation of the intern, visit with the CT before you go over the 

evaluation with the intern. Ask any additional questions you may have for the CT at that 

time.  Rememberðthis discussion is only about the internðdo not discuss the school, the 

curriculum the school is using, the condition of the room, etc.ðnothing but the intern and 

his/her performance. 

11. Following the visit with the CT, go over the evaluation instrument with the internðthis 

should be done in a private locationðnever in the presence of the public school students. 

The CT may be present if desired. 

12. Have the intern sign the evaluation instrument and let him/her know that they can add 

any comment to the instrument that they wish. 

13. Give the intern a copy of the evaluation instrumentðkeep one copy for your filesðbring 

the original instrument back to the education office and file it in the internôs folder. 

14. Note the date of the observation on the board in the work room and initial it. 

15. For subsequent visits, review the internôs schedule in his/her folder before you plan your 

visit. 



Page 41 of 110 

16. You ñmayò contact the intern before subsequent visits if you wish, but it is also permitted 
(and encouraged) to visit the intern without his/her knowledge. 

17. Follow the same procedures for subsequent visits that are listed for the first visit. 

18. Again, make sure the intern signs the instrument, gets a copy, and knows of the 

opportunity to add comments to the instrument. 

19. File the original instrument in the internôs folder and note the date of the observation on 

the board in the work room. 

20. Two observations per US per intern are required. More may be done if you wishð

especially if you deem them necessary. 

21. Following the Internship, send a thank you note from you to the CT. 

 

POLICIES AND PROCEDURES FOR SUPERVISING RESIDENCY YEAR TEACH ERS 

NOTEðTHE RESIDENCY YEAR PROGRAM HAS BEEN SUSPENDED FOR THE 

2010/2011 AND 2011/2012 YEARS 

1. You will be assigned your committees as soon as possible during the first two weeks of 

the fall semester. 

2. Contact the building administrator immediately and set up the first committee meeting. 

This is required to take place within the first 30 days of the Resident Year Teacherôs 

(RYT) employment. 

3. At the first committee meeting, complete the information questionnaire about the RYT 

and committee members. Return this form to the education office immediately. 

4. Complete travel request forms and reimbursement forms for each visit. 

5. For a RYT employed at the beginning of the school year, a minimum of two supervisory 

evaluations and two committee meetings are required during the fall semester. 

6. At the end of the fall semester, complete and submit the forms showing the number of 

trips completed, mileage, etc. to the education office. 

7. For a RYT employed at the beginning of the school year, one supervisory evaluation and 

one committee meeting are required during the spring semester. 

8. At the end of the spring semester, complete and submit the final forms to the education 

office. 

9.  For RYT employed other than at the beginning of the school year, modifications will be 

made in both the supervisory evaluations and the committee meetings as necessary. This 

will be determined by the building administrator and the OPSU Dean of Education. 

10. REMEMBERðthe RYT committee has the responsibility of supervising the RYTðnot 

the school, curriculum, programs of study, textbooks used, etc.  Your only comments and 

suggestions will be made to the RYT and the other committee members. Do not discuss 

any other school business with anyone. 

 

 

SECTION THREE: ASSESSMENT 

OPSU TEACHER EDUCATI ON PROGRAM ASSESSMENT PLAN 

BACKGROUND  

Assessment is the systematic collection, review, and use of information about educational 

programs undertaken for the purpose of improving student learning and development (Marchese, 
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1987, 1997).  The assessment system for the unit is modeled on Alexander Astin's I-E-O model 

(Astin, 1991). This model for assessment evaluates the inputs, the environment, and the outputs 

with the outputs being the key to the model. All inputs and the environments associated with the 

inputs and outputs are evaluated in terms of the outputs desired. Using the unitôs mission 

statement and conceptual framework as a basis for preparing the teacher education candidates, 

the coursework those candidates participate in becomes the input for the unit; the environment is 

not only the college environment, but also encompasses the pre-service field experiences in 

different schools, and participation in extracurricular activities. The outputs for the unit are based 

upon the mission of the university and the mission of the unit, and state and national standards. 

From these sources, the conceptual framework and the assessment model for the unit were 

developed to ensure the progress, validity, and reliability.    

 

Assessment activities of the unit begin at the course level, but assessment of students who 

will eventually enter the Teacher Education Program (TEP) actually begins prior to their 

admission to the institution. Although these activities are rightfully a part of the institutionôs 

assessment program, they also affect future teacher education candidates through assessment of 

their abilities in math, English, and reading. This information is used to determine if students 

need remediation or if they will be allowed to move directly into a degree program. Typically 

these assessments involve ACT scores, Computerized Placement Tests (CPT), and analysis of 

high school transcripts.  

 

The unit's assessment plan or model is based on standardized templates. The model 

demonstrates how many different assessment activities can be unified into a single unit 

assessment plan designed to ensure the effectiveness of the TEP in preparing teacher education 

candidates at OPSU for their future careers as educators. The model identifies how goals and 

objectives flow down through the unit and how assessment data flows back up through the unit. 

The model also identifies the interaction between assessment activities, goal setting activities, 

course content, and pedagogy. Furthermore, the model ensures that specific outcomes, as 

identified in the conceptual framework, are not overlooked when assessment activities are 

carried out at any level of the unit. 

ASSESSMENT OF CANDIDATE KNOWLEDGE , SKILLS , AND DISPOSITIONS AT THE COURSE LEVEL  

Course assessment is clearly focused on the individual classroom, which is the ultimate site 

for improvements in teaching and learning (Angelo, 1994).  Course assessment is defined as 

those assessment activities that are conducted in association with or are unique to a specific 

course. Under this unit plan, each course develops its own unique goals and objectives. Course 

goals and objectives become the foundation of course assessment by establishing the knowledge 

and skills the teacher education candidate will acquire.  

 

All desired outcomes for the unit are expressed as a course objective somewhere within the 

unit. The faculty member for each individual course is responsible for developing multiple 

assessment measures within their own courses to ensure that candidates are, in fact, acquiring the 

desired knowledge, skills, and dispositions as defined in the conceptual framework. 

 

Although each course has its own unique assessment methods, standardized assessment 

instruments for pre-service field experience activities were developed in the fall of 2001. Upon 
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analysis of the data, these instruments were revised and underwent pilot review during the spring 

2002 semester. Standardization was undertaken to create consistency in assessment, to allow for 

benchmarking from course to course, and to revise the format in which assessment data is 

collected to allow for statistical evaluation and longitudinal tracking. Individual faculty members 

will summarize the data from the field placement forms, reflect on it, and use the information to 

make course changes as needed. These forms continue to be evaluated and revised as the need 

arises. 

 

The assessment system ensures that teacher candidates demonstrate competence in general 

education. These competencies include: communication skills, mathematics, American history 

and government, science, behavioral sciences, and arts and humanities. The successful 

completion of the Oklahoma General Education Test (OGET) is required for admission into the 

Teacher Education program.  

 

The assessment system ensures that teacher candidates demonstrate competence in areas of 

specialization. Teacher candidates must pass state-mandated Oklahoma Subject Area Tests 

(OSAT) in order to enter their teaching Internship and for obtaining a teaching license. The 

teacher candidate must maintain a 2.50 grade point average throughout the program to remain in 

the Teacher Education Program.  

 

The assessment strategies used by the unit are varied and some of the instruments include: 

portfolios at Entry, Mid-level, and Internship; cooperating teacher surveys; and passing scores on 

the OGET, OSAT, and OPTE (Oklahoma Professional Teacher Education test). The objectives 

for the assessment system are directly related to the competencies required by state law (H.B. 

1549), the Oklahoma General Competencies for Teacher Licensure and Certification, and to the 

Conceptual Framework. The unit has developed a conceptual framework, Gateway to the Future, 

Preparing Effective Teachers that are Competent, Compassionate, and Committed, that utilizes 

multiple assessment tools, state, institutional, and national standards to correlate the performance 

of the unit and the students. The unit has also developed a timeline for the program and identified 

all responsible participants involved with the development, assessment, and feedback loop 

associated with the program. All of the programs within the unit follow the standards set forth by 

the Specialized Professional Associations (SPAs) within each area and have passed the state 

program reviews. The unit has developed a set of benchmarks based on the standards from the 

Oklahoma Commission for Teacher Preparation (OCTP), institutional and national standards, 

and the conceptual framework of the unit. 

 

UNIT ASSESSMENT 

Teacher candidates who demonstrate competencies at each level of assessment will progress 

through the program, resulting in recommendation for licensure.  

 

Teacher candidates who are unable to demonstrate competencies at the mid-level review or 

the final review will be issued a written plan of improvement and will submit evidence of 

competencies prior to continuation in the program.  

 

Information gained through the assessment of teacher candidate competencies will be used to 

review and revise the education programs at Oklahoma Panhandle State University. Assessment 
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of the education programs at Oklahoma Panhandle State University will be a continuous process 

throughout the school year, and concerns and suggestions will be presented through the Teacher 

Education Committee.  

 

Possible revisions may include  

¶ Requiring or removing requirements of certain items of evidence.  

¶ Reconstruction of the process and/or rubrics of review of portfolios.  

¶ Redesigning the sequence of suggested course work needed to complete required 

competencies.  

¶ Creation of additional opportunities for teacher candidates to gain required 

competencies.  

¶ Offering additional courses or modifying the content of existing courses. 

¶ Offering supplemental workshops, training sessions, and other experiences.  

¶ Offering other activities that would prove beneficial to teacher candidates. 
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