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Disclaimer

As the Oklahoma state legislature, Oklahoma State RefmrHigher Education (OSRHEpPklahoma State Department of Education (SDE),
Oklahoma Commission for Teacher Preparation (OCTP), the National Council for Accreditation of Eehctaion (NCATE), and other
accrediting agencies make changes in teapheparation requirements amdgétandards 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 regulationscate cubige.
Although this handbook is as accurate anetoyate as we can make it, there may still be changes angol@ies 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 advisodbidog is intended
to be a guide through your teacher preparation program and not a statedefficial policy.

OPSU employs every means to eliminate discrimination on the basis of race, color, disability, religion, national origin, aéx, sexu
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 atpétthités by
the Americans with Disabilities Act.
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Forward

The Oklahoma Panhandle State University (OPSU) Teacher EduPatigram (TEPR)also
known as the uniencompsses the School of Educatidme fTeacher Education CoungilEC),
all courses leading to certification, and all teacher education programs. The School of Education,
one of five distinct schools of the univeysiprovides 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 ATtaesIEC
chaired by the Dearf @ducation, serves as the general advigmgrdfor the OPSU TEPThe
council membership consists of the Dean of Education, the Vice President for Academic Affairs
(VPAA), all elementaryeducation faculty members, one faculty member from each secédary
12 area of certificationthe Field Placement Direct@PD), secondary and elementary
representatives of thdulentOklahoma HucationAssociatiofSOEA), and representatives
from area public schools. The council studies, assesses, and recommenasgfagteacher
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 fadmission into the OPSU TEP and into khiernship 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 prepareandidateso complete their degrees aagdply to the Oklahoma
Departnent of Education for licensure/certificatiorhe TEPsuppors the OPSU missioto
provide higher education primarily for people of the Oklahoma Panhandle and surrounding areas
through academic programs, cultural enrichmentldifgy learning experienceand public
service activities. The educational experiences are designed to enrich the personal lives of
candidatesind to prepare them for roles in agriculture, business, education, government, and
industry.More specifically, the TEP follows the unit raiento produceeffectiveteachers who
arecompetent, caring, and committed.

The OPSU TERrovides one of the best teacher education programs in the state to a diverse
group of teacher candidat€3PSUteacher candidasénave the opportunity to learn from highly
gualified educators in professional edtion and content area studasswell as from
experienced public school teacher practitioners.

The OPSU TEP jmgrams integrate recerdsearch, theory, and the bpsictces. They are
designed to meet the educational needs of school districts throughout the nation, and they are
coordinated with otheDPSUacademic departments, local and state educational agencies, and
Specialized Professional Associations (SPAhe progams provide a curculum that
recognizes the muttultural 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, Hredrole of technology in instruction.

The OPSUTEP builds upon a strong knowledge base emerging from the liberal arts
(including general studiednacademianajor, and professional studieBy developing
professional knowledge and providing opporti@sittor applying that knowledge in diverse
school settingszandidatefiave the opportunity to integrate their general knowledge, subject
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area knowledge, and professional knowledge with professional practieanélidatesre
challenged to make appropeadecisions in a variety of educational situations and, by program's
end, are well prepared to compete in the educational job market.

Candidates arencourage to take advantage of the various educational workshops,
seminars, speakers, and other activities that may be offered through the TEP or the student
education clubd Student Oklahoma Education Association (SOEA).

UNIT PHILOSOPHY

The philosophy of the undraws 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 lea

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
excdlence in teaching

1 Teacher educators are responsible for providing learning experiences that assist
candidates in developing attitudes, values, knowledge and skills that form the
foundationof competent educational practice and leadership

Future teachers nst be encouraged to think critically and communicate effectively
The intelligent use of current and developing technological devices is essential to the
practiceof teaching in the 21sentury.
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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 wdre knowledgeable in
their disciplines, technologically aware, proficient in pedagogy, empathetic to
student needs, and dedicated to the concept oflbfeg learning.

The OPSU Teacher Edumameworlodnvesiererythidgsvithinohe c e pt u al
OPSU TeachefEducationP r o gr a m. dnt¢eptal ramewor& is buit upon the three
foundations (represented by the stepspeheral Education Knowledg€ontentKnowledge,
and Pedagogy.

TheGeneral Education Knowledgtep occurs asandidates begitheir 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, bi@algscience, physical science, and
humanitiesCandidates majoring in elementary education are also required to complete
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addi ti onal hours in mat hemati cs, science, S
requirement.

The ContenKnowledgestep epresents the necesdity the teacher candidate know
his/her chosen teaching area. For exampkpunit realizes that a teacher cannot effectively
teachmathif he/she desnotknow math therefore, the unit has designed programs of study that
meet he national and state standards of the professional organizations and that prepare the
teacher candidate for the certification examinations in the different &aefs candidate will
complete a minimum of 40 hours in his/her chosen degree program.

Finally, the Pedagogy step represents the professional aspect of educhtianstudents
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 resétemehers in
public schools.

Thesix columns represent théentified skills that every professional teacher must have:
ability to utilize technologythe alility to reach diverse studentsie ability to assess student
learning;the ability to communicate with studspparents, and administratiadhge dility to
control the classroonand the ability to collaborate with other professismalthe teaching of
students.

Mastering these skills and having the general educationlkdge, 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 OPSUTEACHER
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 TE. The offices are located in Hamilton Hall 1223 OPSU campus,
Goodwell, OK

Theadministrative officers managd procedural steps and processes related to students
moving through the OPSU TEP from admissioticensurewhile ensuring quality andquity.
The key functions of the offisare

91 Application and admission to the OPSU TEP
1 Monitoring of candidatgprogress through the OPSU TEP
1 Monitoring of different programs within the OPSU TEP
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Applicationand admissioto the Internshipof the OPSU TEP

Placement of candidates internshis

Recommendation to t@klahoma State €partment of Education for licensure
Assistance with the Residency Program through the Oklahoma SDE

= =4 =4 -4

Other responsibilities of thefficesare to provide

1 Initial informational/advising services

1 A records center for studentseakng to check files/paperwork

1 A monitoring service that tracks students as they progress through a teache
education/licensure program

1 Orientation/informationaineetings open to all studsn

JOB DESCRIPTIONS
DEANS

School Deans have line responsibility to the Vice President for Academic Affairs and
coordinating staff responsibilities to each other. Deanshigs atwelve-monthposition.

Among the duties of the School Deans arefdiewing:

1 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 departmegolincludes such
things as encouraging the faculty to continue graduate studies through the doctoral level,
postdoctoral studyand faculty development programs.

1  Schedule and conduct regular meetings of the school, afford guidance to the scheol in th
development and selection of instructional materials.

1 Review offerings in the school and recommend any necessary revisions, including the
development of course outlines and the selection of textbooks.

1 Participate in the selection, evaluation, armbnemendation 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.

1 Recommend to the Vice mident 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 fiscat yeaonjunction with the Vice

President for Academic Affairs.

1 Represent the faculty of the school to the Vice President for Academic Affairs, providing an
effective tweway channel of communication between the administration and the teaching
faculty.

1  Orient new faculty and patime faculty to he university and to the schaand provide for
their in-service training.

1 Responsible for the control and annual inventorgtofsical property in the school.

Assume the authority to monitor the janitori@hsce, the maintenance serviead the
building repair service. Work closely with the Director of Buildings and Grounds and/or his

E ]
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representative in accomplishing these objectives.

Attend all meetings for School Deaaad 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 assigtsrpertaining 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 bodkbeatextbooks
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 membef 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 Direot of Teacher Education include

1 Serving as the institutiona¢presentative 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.

1 Processing studeapplications for admission to the Teacher Education and the Student
Teaching Programs.

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

Faculty Development Committee.

Coordinating the cur rrovedcertficate prbgramdie i nst i

Serving as the Certification Officer.

Serving as the Coordinator of the ERtfgar Assistance Program.

Advising students of certification requirements.

Serving as the coordinator in making student teaching assignments andssugperv

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.

= =4 =4 -8 -9
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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:

1 Schedule and conduct regular meetings of the department, afford guidance to the
departmenin 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 assignmentstaictors.

Develop and recommend to the School Dean the operating budget for thenéepéor

the next fiscal yeasnd account to the Dean for budget expenditures.

1 Serve as faculty representative for the department to the Dean and provide for the
depatment an effective twavay channel of communication between the administration
and the Vice President for Academic Affairs.

1 Orient new faculty and patime faculty to the university and to the department and
provide for their inservice training.

1 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 oftheder t ment 6 s acti vi ti
o Evaluation of dpartmental faculty
o0 Achievements of the department
o Future goals
o Problems
0 Recommendations

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

E
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FIELD PLACEMENT DIRECTOR

The Field Placement Director shall be under the leadership and shall repoD&athef
Education.

Qualifications:

1T Mastert6s degree in Education preferred, BA
1 Understanding of teacher education.

1 Technology skills including using database and spreadsheet programs.

1 Ability to work with others.

1 Excellentcommunication skills.

Respontbilities include

1 Placement of all teacher candidates in bothsemeice and student teaching assignments.

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

name of supervising teachetheicity of the location, socteconomic status of the

location, etc. to ensure that all candidates haves@néce and student teaching

experiences in diverse settings.

Maintaining a file for each teacher candidate that is accurate atoddape.

Preseting 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.

19 Developing a roster of fimaster teacherso |
teachers @ those who have more than three years teaching experience, are considered
guality teachers by the administrator of the school, and who have been trained by OPSU
in the conceptual framework of the OPSU teacher education program.

1 Develop and administrateaining for the master teachers located within the service area
of OPSU.

= =
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1 Handle all correspondence between the OPSU teacher education program and the
cooperatingeachers, the building princigaland the superintendent of each public
school located withithe OPSU service area.

1T Work cooperatively with the instructors of
education classes that requare-service field experiense

1 Work cooperatively with the teacher candidates in their placements, both-farpiae
field experiences and student teaching placement.

1 Collect, analyze, aggregate and disseminate to the TEC data ofsdlrpieefield
experienceand student teaching.

1 Collect the application forms for admission to the teacher education prograireand
professioml semester of student teachiagalyze the applicationand enter the
information into the teacher candidate database for future use by the TEC.

1 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

91 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:

1 Receives and screens telephone calls and visitors; refers to appropriate staff and/or
answers questions and providgseral information regarding established office policies
and procedures.

1 Receives, sorts, and distributes mail; open generally addressed mail and distributes
appropriately.

1 Types/Word processeand reviews materials for typographical accuracy and proper
format materials such as reports, correspondence, manuscripts, technical documents,
forms, purchase orders, and classroom materials.

1 Assembles and distributes or mails applications, forms and general information requested
by visitors, applicants, students, the general public.

1 Crossindexes and files documents or correspondence in system alphabetically,
numerically or by other established method.

1 Monitors office supplies and initiates requisitions to replenish; submits to supervisor for
approval.

! Maintans supervisorodés schedule as instructed
arrangements for meetings by scheduling facilities and services according to instructions
from supervisor.

1 Records and tracks account expenditures via computer or manuabys asgreparation
of reports to be submitted to supervisor.

1 Records minutes at meetings; types/word processes and distributes minutes according to
instructions.

1 Compiles and tabulates various data or statistics for manuscripts, records, or recurring
repots such as time sheets, office activity repatsstatement reconciliation.
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9 Drafts written correspondence in response to general, routine inquiries or to request
information.

T Operates, at the AKnowl edge t o Pulatofsi ci ent 0
copiers, adding machines, typewriteaed personal computers.

Required Knowledge, Skills, and Abilities:

1 Must possess required knowledge, skills, and abilities and be able to explain and
demonstrate that the essential functions of the job caertiermed.

Knowledge of standard office practices and procedures.

Skill in composing routine letters and preparing reports.

Skill in the operation of a variety of office machipexludingpersonal computers,
telephones, and copiers.

Skillintheuseoper sonal computer/software at the 0
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 handlemultiple projects simultaneously.

= =4 =
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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 3:30rfRMs otherwise announceaadd
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 Tedathecation acting as
Chair (nonvoting); the Field Placememtirector;all elementary education facultgt leasone
representative from every secondar§/Peducation program offered by the university
(suggested by the Chair and appointed by the Prasadi¢he University); at least one
administrative position (Vic®€resident for Academic Affairs); at ledasto studens (Membersof
the OPSUStudent Oklahoma Education Associaboone secondary representative and one
elementary representatjyend at lestthreepublic 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 meetingare recorded, approved by the TEC, and stored in tieesfbf 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 opportunitg add items (no-voting) to the agenda for consideration
by the TEC.

STANDING COMMITTEES

The TEC shall have the following standing committees:
1 Professional Development
1 Assessment
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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

1 Conceptual Framework

two years and one will serve for one year, allowing for continuitiyiwthe 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:

W

©oOoNOOA

Agenda
(Date/HMH 127)
3:30PM

Call meeting to order

Approve Minutes of previous meeting
Department Reports including possible action
(&) NCATEO Dean

(b) Program Review® Dean

(c) agriculture

(d) business

(e) elementary

(H HPER

(g) math

Professional Development Committee Report
ConceptuaFramework Committee Report
Assessment Committee Report

Ad-Hoc Committee Reports

Review of latest certification exams
Upcoming Activities

10.0Id Business
11.New Business
12. Adjournment and Sdtiext MeetingTime

PROCEDURES FOR CHANGES IN EDUCATION PROGRAMS

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

2. Suggestions and ratidnare then presented to thd°SU Teacher Education Council
(TEC) by the representative of said program.
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3. The OPSU TEC willhennotethe changem 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. Therepresentative of the program makingubeswill present the change(®) the
OPSU Curriculum Committee
5. The Curriculum Committee, if the recommendationchange(sis approved, will
submit it to the OPSU Academic Council.
6. After approval, the Academic Council makes recommendations to tiverdity

President who submits it to the Oklahoma&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 thahbtasecessarily 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 inchudeyot 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 icktes 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 requiremanOPSU.

PROFESSIONAL DEVELOPMENT PLAN FOR THE TE ACHER EDUCATION
COUNCIL OF OKLAHOMA PANHANDLE S TATE UNIVERSITY

Faculty at Oklahoma Panhandle State University (OPSUkqtered to submit a plan of
professional development annually to their Dean and the Vice President for Academic Affairs.
This plan does not supersetie universityrequirement, but is intended to supplement it for the
purposes of meeting standards sethe 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 updatdvamte their skills such
that public school students and patrons will benefit from the most current and effective standards
of professional practice.

Standard FiveFaculty Qualifications, Performance, and Developmenitthe NCATE/State
accreditationrequirements 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 digiplines 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 ofieas representativescluding teacher
education faculty, university faculty, candidates, administration, public sceosgqmel, and
members of the business and public within the OPSU service area.

The TEC wishes to facilitate the highest level cidamic 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 sigraintly 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 foundatioevaluation 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-foembe Professional
DevelopmehCommittee (PDC) from the TEC who will serve for a period of four years, with
one memberds service ending each year. This
assessment committee of the TEC in order to ideatifyuallythe area(s) of concentratiavith
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 respnsibilities of the PDC include

1 Locate, evaluate and sponsor locasémnvice training seminars and workshops
relative to results iehtified areas of concentration.

1 Establish and maintain a professional resource libratyimvihe unit.

1 Review andevise this Professional Development Plan as the need arises.

All faculty who are appointed members of the TEC will be required to participate inthe on
campus professional development activities sponsored by the TEC as a part of their individual
professbnal development plans. This will usually be an equivalency of 10 hours professional
development.

Membersare also expected to participate in otheraafinpus educational activities related to
professional development opportunities in their individughsud interestincluding attendance
and patrticipation 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, presemnsinigguees
to classes or B2 professional development meetings, individual tutoring, providing requested
guidance and assistance to-d2Pteacher, and other ways. It cannot be accomplished by serving
on a Teacher Residency Committee or by supervisistgdent 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. Allmembers 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 usd for professional development in the following order:

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

2. Fund professional development activitiescdimpus that will benefit the TEC and all
of its members (OACTE conference, Portfolio training seminars, etc.).

3. Reimburse all or a portion afidividual 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 yaall 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 wit 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 i toaioimplete
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 approjerieorrective 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 willbe placed n t he i ndi vi dual TEC member s pe
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
thet me of the adjunctdés appointment to the TEZC.

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 obtandard Five as stated at the beginning of this plan. Furthermore, the
assessment of TEC membersd professional devel
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 &cience degree in elementary education. Professional education course
work required for the certification recommendations of elementary, secondary,l2mg&chers
in Oklahoma is also presented. Within this academic and professional structure, teacher
education candidates are assigned r@agiiredto complete experiences leading to successful
teaching appointments.

The professional education component includesyclock hours of preservice field
experiences in the public schools. The academic cowdeaultivates 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 sédctory 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 ptarm successfullynecessary competenciesjuired for certification. The
Teacher EducationrBgram of OPSU includes a variety of cultural and liberal arts experiences in
general education, specialty areas (majors), and professional education coursemdntipeo
guality of the academic and professional performance of beginning classroom teachers is a major
responsibility of the university. Teacher catates who are admitted to the Teacher Education
Program of OPSU must perform at a predetermined levebih knowledge and skills during the
process of becoming a competent professional teacher.

The Teacher Educationrdgram of OPSU is supported by a planned and continuous
evaluative feedback system that includes the progress of the graduates as belgissiogm
teachers. Program changes and requirements in the guidelines established by professional
associations are included in the university program as they &ben program changes are
made, every effort wil.l b e idata ith theirte)asting degreen d f at h
program.

GRADUATION REQUIREME NTS FOR EDUCATION CANDIDATES

The minimum credit total required forasBc hel or 6 s degree from Okl ah
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-gefaumstitution offering a teacher
education program witht éeast30 hours completed at OPSU dlflof 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 addional
specific course requiremerttsfulfill the"4x12" program.)

FOREIGN L ANGUAGE: All graduates seeking teacher certification must show proficiency
in a language other than English. (This proficiency may be shown
in a variety of waysnd isnotincluded within the teacher
education program of 124 hours for graduation.)

M AJOR: 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
offersmultiple degrees leading to d#ication. (Refer to OPSU
Plans of Study Handbook.)

PROFESSIONAL EDUCATION : This will consist of 3& hours.All course work identified as
Professional Education must be taken at a four year accredited
teacher education institutiodN o fi me orliprofEssonal
educatiorcourse 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, sufficietgative credit should be
earned to complete the minimum total of 124 semester hours for
graduationincluding a minimum of 40 hours of work in upper
level courses.

ARRANGED CLASSES: Students at Oklahoma Panhandle State University will be allowed
to takearranged classes (a maximum of two (2) only), with the
written pemission of the instructor, the Dean of the school, and
the Vice Pesident ofAcademicAffairs, 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(d¢o i me brh o d s 0
professional educatiozourses will be taken by arrangement or by

correspondence unless approved by the De&uoation.

STEPS FOR BEING RECOMMENDED TO THE OKLAH OMA STATE DEPARTMENT
OF EDUCATION FOR A T EACHING LICENSE/CERT IFICATE

1. During the teacher candidatebs sophomor e
OPSU if the candidate has over 45 hours),afipladmission to the OPSU THEBee
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 preservice field experiences (see below for procedures).
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. Maintain an overall 2.50 grade point average in all courses taken. This will be

determined by using the candidates ACum C

. Maintain a 2.50 grade pdiaverage in general education.
. Maintain a 2.50 grade point average in hisdeected majoiand in professional
education coursegSeepage50for a listing of Professional Education courses)

a. Ifacandidat 6s GPA i n hi di/jpherf efsrmd jomrador erdauia,a t

ACum Gr ad/diepms below Bedréquired 2.50 level, he/she will be
placed on probation for the following semester.

b. Foll owing the semester of operobthieat i on,
above mentioned areasstill not at or above the required 2.50 level, he/she
will either not be admitted to the TEP or will be remofrean the TEP.

c. Candidates must receive a gradse of

wellasinal | Aprofessional educationod cour s

require thecandidate to retake the course.

d. Ifacandidate ecei ves a gr adasamelpmefessional aductioro i
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 grdotow afi C 0 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
Arestrictedod professional education
admitted or reinstated into the TEP.

g. Canddates 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 onpage39 of this document.

7. Prior to the year planned for thaternship(student teaching), apply fadmission to

the professional semester (see admission requirements below and in the OPSU
Teacher Education Handbook).

. Completelnternship portfolio process, graduate, complete all required certification
exams, and submit proper forms to Oklahoma Stataibeent of Educatiofor

other statejor licensure/certification.

PROCEDURES FOR ADMISSION TO THE OPSU TEACHER EDUCATION
PROGRAM

Students who plan to pursue a teacldagreanustmake application for admission to the
teacher education program duringitteophomore yeaiThis means that all requirements for

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

exam. Application formsare available on the OPSU Education web siteranst be filedprior
to November lor March31 of each yeaiNo applications will be accepted during Interim or

summer sessionsTeacher candidates must have completed or be enrolEdWEC 2001

Education Seminar and EDUC 21it8roductionto Education. Transfer students wittorethan

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 concurreitthjtie 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 conditiongNOTE: 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 profiency in English established by
a. A letter grade of ACO or bett
b. A letter grade of 3AC0 or bett
3. Demonstrated proficiency irpeechestablished by
a A |l etter gr adeOMMI11IBOrequivalentbet t er i n
b. Successful completion of teacher candidate interview
4. Scholastic Achievement
a. A cumulative GPA of 2.50 iall course work.
b. A GPA of 2.50 inrequired general education course work.

5. A minimum letter grade f 8 @dquired in all specialtyr{ajor) and professional
education course work. The teacher candidate must maintain a minimum cumulative
GPA of 2.50 to continue in theaeher education pgnbam at OPSU (pase refer to the
GPA requirements opage D).

6. Enrollment in or completion of EDUCOR1 Education Seminar and EDUC
2113 Introduction técducation.

As an additional requirement] atudents enrolled in EDU001EducationSeminarwill be
required to take theomputerbased_earmATestsimulation PPST examo 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 ishgect 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 timefalément Any
professional education clagsre than five years oldollowing 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 TeRcbearation regulations
will be followed when implemented.

i n ENC

e
e i n ENC

r
r

ADMINISTRATIVE POLIC Y FOR ADMISSION TO THE OPSU TEACHER
EDUCATION PROGRAM

1 Application, including biographical informatiandcriminal history disclosure statement
and statement of intensturned in by tle candidate prior to November 1 or Marcha3l
the current semester.

1 Director of Teacher Educatidor his delegateleviews the application, evaluates the
transcript, det er qaigradepoint dverage gepeeducatamnt 6 s ov e
grade point averagand major grade point aage, all of which must be 2.%50 above.
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Director of Teacher Education determines ¢
(passing score on the OGET).
Director of Teacher Education assigns thraember pdfolio committee for candidate
made up of the candidatedés advisor, if
one TEC member from the candidateds | ev
additional TEC member.
If candidate has deficieres

o The Director of Teacher Education lists on candidadpplication forrg, any

deficiencies studeatnay have (low grade point average, |IOGET etc.).

1 If deficiency is low GPA (either ovaall or general education, the

candidate is notified and adeis to reapply when GPA is 2.56r above.
ol f the candidateds GPA (either
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 portfo review, but will not
be admitted until GPAs are verified at the end of the
semester.

1 If deficiency is something other than GPA, application is forwarded to the
chairman of portfolio review committeeith notes attached explaining
circumstances

If canddate has no deficiencies
o Application form and attached documentation is presented to the chairman of the
portfolio team for the candidateds firs
Teacher candidate presents portfolio for first review and schedules interview with
portfolio review committee.
Following first portfolio review, the chairan returns the applicatiothe completed
evaluation rubricand scored assessment (compiled during the first portfolio review) to
the Director of Teacher Educatioh.copy of all forns is also given to the candidate.
o |If score for first portfolio review is 2 or,3

1 And candidate has no other deficiencies, candidate is notified in writing of
admission and #hadmission date is noted

1 And candidate has other deficiencies (missing cettifindest scores,
missing course work, plan of improvement, etc.) candidate will be notified
in writing of his/her admissiowhen deficiencies are corrected, and date
of denial is noted

o If scorefor first portfolio review is 1

1 Candidate is notified in Wting 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 Eduaan, upon notification by the portfolio review committee

chair that a candidateds plan of | mproveme
notification that other deficiencies have been corrected, will notify theidate in

writing of admissiorandwill note the @mission date

Candidates are afforded the Due Process Rights outlinpdg®38 of this document.

pos
el
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APPLICATION PACKAGE FOR ADMISSION TO THE OPSUTEACHER EDUCATION PROGRAM

The forms required for OPSU students to become admitted to the DEfSdre available in
the administrative offices of the unit or-tine at
http://www.opsu.edu/education/ApplicationForms.htm

FIELD PLACEMENT PROC EDURES
GENERAL | NFORMATION

PreService feld experiences are an integral part of the OF8lcheiEducation Program,
founded in our conceptual framework, and support our teacher candidates throughout their
educational <careers. We bel i epreservidefeld ed on Sh
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 experiensewithin a 156mile radius of OPSU. Tif 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 divese-service field experiense Our candidates will visit
schools of various sizes, schools with large minority populateordhigh and low
socioeconomic status, and will observe quality teachers in each experienpes-selivice field
experience will be arranged through the Field Placemein¢®or in the Education &artment.
Candi date experiences wil/ be recorded in the
determine a suitableternshipat the end of the program.

The OPSU field placeent program consists of two major arga&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 aispettyfic
course requirements and admission status in the program. Candidates have the opportunity to
participate in quality classrooms underaccomplished professionachefma st er 6 s degr e
minimum of three years teaching experience at the cwitentconsidered by the administration
to be quality teacher, willing to serve as cooperating teacher and willing to travel to the OPSU
campus for a prservice training seminar/dinner and ri@dm seminar, an@tho use a variety of
teaching practices andahniques The OPSU Teacher Education Program strives to find
teachers in our service are@io are dynamic in their respective fields. In this search for quality
teachers, the Field Placement Director consults school administrators, teachers, higateamedu
faculty and studentsBecauseof he qual ity of experiences throu
program, we are able to produce teachers who are knowledgeable in their subject area and well
prepared to teackffectivelyin a variety of educational settings

PRE-SERVICE FIELD EXPERI ENCE/INTERNSHIP OVERVIEW

The OPSUpre-servicefield experiencAnternshipprogram is designed with two areas or
stages of experience. The first stageludingPracticum | and Practicumdlfor elementary
education majos is designed for candidates who have been admitted to the Teacher Education
Program and are currently taking professional education coursewadhsecondaryr K-12
education candidate required to completea minimum of 60 hours of preervice field
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experienceand eaclelementay education candidate is required to complete a minimum of 100
hours of preservice field experiencdsefore theyare allowed tanove into the second stage

The seond stage, clinical practicenernship) is designed for students who are admitted to
theprofessional semester of student teaching.

The Field Placement Director, who maladisarrangements 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 scheduteclass 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 requiests concerning placement for an
individual class.

2. Instructors will contact the Field Placement Directodisxussspecific instructions
regardingexperiences for all teacher candidates in a ¢@sObservation only, hands
on experience such as tritgy or teaching a lesson, etc.)

3. Teacher candidates will be askedilioout a field placement request fornThis should
be given to the Field Placement Director.

4. Previouspre-service field experienogill be reviewed by the FPD. THePDwill
determne a suitablschool for placement

5. The APDwill arrangethe pre-service field experiendey contactinghe building
principal to obtaimecessarpermissios.

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

7. The teacher candidate will then contact the assigopdrvisingeacher to set up
required dates and times of the experience.

8. TheFPDwill mail a packet containing an introductory letter, affidavit of sujgen, and
an evaluation tool tchesupervisingeachethatwill be returnedn the provided postage
paid envelop&ipon completion of thpre-service field experience

9. The teacher candidate will complete pre-service field experienceUpon completion
of the experience, the teacher candidate will return to the placementvafficie
completed affidavit of supervision signed by pre-service field experienadeacheand
will complete a reflective summary on e service field &perience

10.Whencompleted affidavit of supervision tisceived, 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-geevice field experierg;
through the return of the affidavit provided to the-pegvice experience supervising
teacher, the candidate will not receive credit in the course to which tiseniee field
experience applies. This wil leinwbichthépgre i n a
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
Al . o Al gr ades o f-sevicediaddrepetiecacesemugt becconglated t o p
within the subsequent semester.
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12.The FPD will send a thank you letter to fhre-service field experiencgupervising
teacher.

13. A report ofcompletedpre-service field experiensewill be sent to the instruct@) upon
request

14.Candidates who do not complétes requiredninimumnumber othours of preservice
field experiencewvill not beallowed to enter thinternship

Preservice field experienseare specifically designed with course requirements and
participation in mind. @ndidates are encouraged to take part in every facet of classroom
operationsincludingteaching lessonsutoring grading papersassisting with academic
contestsclassroom ranagementand asisting withotherassigned 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 arrahggsresevice field experiences,
although as upper classmen, these students are asked to schedule meeting times and dates
personally Candidates are asked to selaluate their performance as well as that of the
supervising teacher. Through these evaluatitwey, fiearn 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 experienseare designed with consideration of naéb state,
institutional, and unit standards. Candidates are not allowed to comaetervice field
experiences in classroomere they will be in direct contact with family membérs.,
mother/father/childrendr where they are employed and bepaid (i.e., substitute
teaching/paraprofessional/teacher aidljs recommended th&@PSU teacher candidates spend a
maximum of three hours per week in fhblic schoolclassroom in order to gain a perspective
of an extended period of teachingariations from this suggesticereat the discretion of the
instructor for which the prservice field experiences are associatdtith these diverse
experiences, our candidates will be well prepared to deal with various settings upon completion
oftheprograml t i s al so our belief, basedprgsavicei al | vy
field experiences will encourage a letegm commitment to teaching in the public schools.

The Feld Placement Directorarranges all pre-service field experience. Itis the duty of
the Feld Placement Directdp ensure that all candidates hgve-service fieldexperiences in a
minimum of the following areas

1 School Population

o Small 1-300 students
o0 Medium 300-900 students
o0 Large Over 900 students

1 Diversity/Socioeonomic Status
0 Must have at least 50% minority population
0 Must have at least 50% free/reduced lunch percentage

Page26 of 110



SCHOOL PARTICIPATION AND SELECTION

Public schools play an integral part in que-service field experienggrogram. 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 fistate servie area.Current teachers are
encouraged to volunteée refer to teachers in two separate categbrgegpervising and
cooperating Supervising teachers are those who supervise teacher candidatepdtsargice
field experience. Cooperating teachegise those that assist and evaluate candidates during the
teachinginternship Teachersnay hold each of these positions at different times during the
academic calendar. Once teachers have volunteered and have met educational criteria, the public
schooladministrator is consulted to confirm the quality of each teacheschers and schools
are evaluated tdetermine suitability to our program as we strive to ensure our candidates
receive experience with the best public school educators in the areatili¥éecartified teachers
who have public school experience. Public school teacher and administrator information is
updated continuously ithe Education Bpartment database.

CLINICAL PRACTICE (INTERNSHIP/STUDENT TEACHING ) OVERVIEW

Clinical practice, otarwise known as thimternshipor student teachings possibly the most
i mportant aspect of each candidatebds educatio
complete thdnternshipis referred to bytherui t as t he fAprofesesi onal se
complete the professional semester during the final term of their programnt&imeship
consists of dull-semesteperiod during which candidates participate in every school aspect.
Candidates apply for admission to the professional sentksiagthe academic year prior to
their scheduled¢hternship 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 schoolad{or grade levels. To place the candidates the FPD considers:
previouspre-service field experienceducational background, school attendance, employment,
and status of personal relatives. The FPD strives to place candiidéitesnost suitable settin
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 teachevaeeed before a student
intern is placed in each district. Cooperating teachers must have a minimum of three years
public school teaching experienaed recommendation from the building administrationrder
to be assigned a student intern.

Once glacement 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 agreerpdgins the
responsibilities of each party. Two faculty members are assigned to observe and evaluate each
candidate throughout his/hiternship Each faculty member and cooperating teacher is asked
to evaluate the candidates a minimum of two timeshduhelnternship 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 bdetomgghelnternship
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 yedihese activities include: setting up the classroom,
professional development, and the first day of school. All candidates completimgrashipin
either the fall or spring of an academic year will participate in the August Experience.

The Directorof Teacher Education holds a gervice 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.rafingpe
teachers and interns are given copies ofriternshipHandbook and have the opportunity to ask
guestions of the Director of Teacher Education and the Field Placement Director. At-the mid
point of thelnternship two seminars are held to updatel aeceive feedback from the interns
and cooperating teachers. At these-teign seminars, both groups are asked to complete
evaluation forms of the program. The Unit utilizes this response to improve placement
procedures, course requirements, and thgrpro itself.

In order to completéhe Internshipsuccessfullycandidates must satisfactorily complete the
final portfolio review (See Portfolio Handbook), receive acceptable evaluations from
supervisors, attend all setiuled meetings, and complete thk semester ofeaching
experience. According to public schools in the area, our candidates are exceptional. OPSU
teacher candidates perform well when canagl to their peers in the figtate coverage area and
beyond. More information regarding teidentnternshipcan be obtained in the Teacher
Educat i onlinténshlipilandbooé. s

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 requirddteae 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 extpddor 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 exttuating 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 Educatidtmogram 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
empahize with students of all backgroundBreservice field experienseare 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 Bigiguage. 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
respectfumanner.
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| NSURANCE

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 studémternship 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 membeostepf the

many professional organizations that provide liability insurance for stusksctidrs.

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
organzation. This insurance provides protection for candidates as they participate in the
public schools during eithg@re-service field experienseor thelnternship 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 studeirtternshigs, candidates are expected to act in accordance
with all local school regulations governing pupils and professional personhel sgliool to
which they are assigned. Candidates are required to check into and out of public schools during
pre-service field experiense They must arrange with public school personnel to obtain a
visitordos pass or wh a trpubliesclool. As represqgniiativeseoftheat t h a
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 candidateshould 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 regulationsstdhine
removal from an experience imternship

SUPERVISION

Pre-Service Field ExperienceSupervision: While in pre-service field experiense

course instructors or the Field Placement Director may or may not visit candidates during
placement. The cé&sroom teacher to whom candidates are assigned generally assumes
supervision opre-service field experiense 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 studeninternshipexperience, two
university supervisors are assigned by the Director of Teacher Education to help interns
develop and grow in professional competence. The supervisors willwestishipsites

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
supervisoralong with the public school administrator. University supervisors will help
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interns segoals, offer coaching in instructional techniques, mediate disputes, offer
suggestions, give feedback, and evaluate intern performance a minimum of two times
during thelnternship

SUBSTITUTE TEACHING

Pre-Service Field Experience Candidatesnaynot serve as a substitute teacher at any
time during gpre-service field experiencé qualified teacher must be assigned to the
classroom at all times. This may be the cooperating teacher, another teacher onastaff
substitute teacher.

Internship/ Student Teaching Substitute teaching during theternshipshould not

occur except in unavoidable circumstances with the exception of the day of thermmid
seminar for cooperating teachers. Student interns should under no circumstance request
paymentfor time spent completing tHaternshipor substituting during their public

school placementOPSU believes it is inappropriate for interns to be employed and
compensated as substitutes while they are actively involved in a learning experience that
is bang evaluated as part of a teacher preparation programirnt@eeshipHandbook.)

EMPLOYMENT DURING |NTERNSHIP

The OPSU Teacher Education program encourages candidates to refrain from separate
employment during thiternship This experience requires mahours of preparation outside
of class time. It is the belief &fnit members that candidates should devote their time strictly to
their Internship We do understand however, certain circumstances are unavoidable. The
Director of Teacher Educationahdh e Fi el d Pl acement Director wi
situation individually.

TERMINATION OF PRE-SERVICE FIELD PLACEMENTS OR STUDENT INTERNSHIPS

A candidate can choose to withdraw fromreservice field experience ¢mternship The
Director of Teacher Education, Field Placement Direcamd 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 atti@nstances
so warrant. In addition, the School of Education recognizes the right of cooperating school
personnel to recommend termination of any stu
reason. Students who fail to attend an assignedervce field experiencduring 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 | NVESTIGATIONS

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 feever ¢be cost of the investigation. A
money order payable to the Oklahoma State Bureau of Investigation is requirgevialotwo
copies of the finggrint form FD-258 (Rev. 5/11/99).
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APPLICATION FOR INITIAL LICENSURE

Teacher certification in Oklahomsiissued 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 ticatagppfor
initial licensure. All appcations 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 g& for application processin@.andidates are encouraged to serakgeound
investigation information before completion of the program as this process often takes several
months. The application for licensusdl not be considered by the Oklahoma State Department
of Educatoru nt i | a prograndis corapteteddifsll, all certification exams are
successfully passed, and the background check is completed

RESIDENCY YEARO NOTES THE RESIDENCY PROGRAM IN OKLAHOMA HAS
BEEN PLACED IN A STATE OF HIATUS FOR THE 20010/2011 AND 2012012 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. TieriRgsyear committee
will consist of a public school administrator, mentor teacied a university faculty member.

More information on the Residency Year program can be obtained on the Oklahoma State
Department of Education websitgtp://www.sde.state.ok.udJpon 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 emuo#ftce. Requests to obtain records
must be made in person to education office employees. Some information contained in
candi dateds permanent folders may be confiden
faculty and staff might have access tadstut 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, emploympre:service
field experiencahternshiprecords should be made with the Field Placement Director in the
education office.

POLICY FOROPSUTEACHER CANDI DATHBOIWGOSPORT

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 programidat@na 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 emai |l will be sent to the men
containing the amhission essay and date of interview.)
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Chair:
1. Complete thé>ortfolio Interviewrubric and give to Field Placement Director.

If a Plan of Improvement (POI) is needed:

1 Complete thé>ortfolio Plan of Improvemeriorm.

1 Make sure the candidate signs the forrthatinterview.

1 Make arrangements with the candidate to complete the necessary changes.

1 Give the student a deadline for completion of changes and put on the form.

1 Give the candidate a copy of the form.

T When the POl is Afull y Phmcwentdpdctors hed, 0 n

T A POI for the Aadmi ssion essayo wil|l be
2. Complete theMaster RubricFormt ocat ed i n the candidatebs per

Committee Members:
1. Collaboratively complete theortfolio Interviewrubric.

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"dfe¥iew will be provided by education
office.)

Chair:

1. Completeand submityoursand the collaborativéchair) Middle and FinalPortfolio rubric
on Foliotek.
2. Enterthe Overall Score for the Second Portfolio Review on Foliotek

If a Plan of Improvement (POI) is needed:
Complete thdPortfolio Plan of Improvemeriorm.

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 completiortlodnges and put on the form.

Give the candidate a copy of the form.

When the POI is Afully accomplished, 06 n
3. Update theMaster Rubric Form ocat ed i n the candi dateds perr

= =4 =4 -8 -9 -9

Committee Members:

1. Enter your scoref theMiddle and Final Portfolio Reviewbric and the overall scoren
Foliotek

2. Collaboratively complete thiliddle and Final Portfolio Reviewubric on Foliote® Chair
will submit.

Final (3rd) Portfolio Review Guide (Committee members will be notified via Foliotek when
artifacts are available for review. Dates and timeSiadl review will be provided by education
office.)
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Chair:

1. Completeand submityoursand the collaborativéchair) Middle and FinalPortfolio rubric

on Foliotek.
2. Submitthe Overall Score for the Second Portfolio Review on Foliotek

If a Plan of Improvement (POI) is needed:

Complete thdortfolio Plan of Improvemeriorm.
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 phedarm.
Give the candidate a copy of the form.

When the POI is dAfully accomplishedo no
3. Update thdMaster RubricForm ocat ed i n the candidateds pern

= =4 =4 -8 -9 -9

Committee Members:

1. Enter your scores for thdiddle and Final Portfolio Reviewubric and overall scoren
Foliotek

2. Collaboratively complete thigliddle and Final Portfolio Reviewubric on Foliote® Chair
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 completiotoafse work.
The application can bebtained from the office of the Director of TeacheluEation andmust
befiled by March 1 oftheyearpr i or t o t he candi dThe Rirécloropr of es s
Teacher Bucation will evaluate all applicatisrior eligibility to enroll in the professional
semester and present the applications to the Field Placement Director (FPD). The FPD will
assign the teacher candidate tdraernshipbased on input by the public schools, the
candi mquesgthé candil at e 6 s pmesesvicei fielduegperiengelacementsand the
availability of locations within the OPSU service area

THE PROFESSIONAL SEMESTER

The professional semester iseartire semesterdevoted to intensive course work and the
Student Intern Program. The Studeriernshipis a full semester offampus assignment. During
this semester, the teacher intern is expected to devote full time to the classroom and professional
responsibilities.
i Teacher candidates will be required to return to campus periodically for scheduled
seminars including the Mi@lerm seminar and their final portfolio review.
1 Alteacher candidates wi | participate in t
candidate will knowheir studentnternshipplacement by May 1 of thgear
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preceding theitnternshipand will be required to spend time with their cooperating
teachein August prior to the start of school.

1 A teacher candidate must have passing scores on the OGET belgnegiup
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 teaxhing Internshi the following fall semester must have all required OSAT
exams passed prior to the beginning the first day of thigrnshipor they will not be
allowed to student teach during that semester. Those applying for student teaching in
the sping semester must have passed all required OSAT exams prior to the first day
of their Internshipor they will not be allowed to participate in thiiternshipduring
that semester.

1 A teacher candidate who is still waiting to receive test scores fro@3d will be
given permission to enitdn the professional semesteut will not be allowed to
complete thdnternshipunless passing grades are received prior to the beginning of
thelInternship

1 A teacher candidate who completes a double major (orditicahl endorsement
area), and has passed the appropriate OSAT exams, will have a siteteshipin
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 levaindfnum of six
(6) weeks olnternshipmust be completed in each area where a credential is to be
obtained.

The FPD will assign the teacher candidate ténéernshipbased on input by the public
schools (willingness and principal recommendations), preypoaiservice field experienseof
the candidate, and the availability of locations within the OPSU service area. Candidates will not
be placed outside a radius ofdl&iles from OPSUwith 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 learnifighereforemanypre-service field experiensarebuilt within
our program. One of the most valuable experiences that a teacher candidate can have is that of
Aisetting up the classroom for the first of th
Program has implemestd t he A Au g u sacheEcamlidates weho lcaee.béen dccepted
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 dfitye year prior to their
student teaching assignmgwhenever possiblérhis will be for teacher candidates completing
their studentnternshipin the fall or spring semesters.

To fulfill the requirements of the August Experiendéjreterrs (fall andspring
semestersnust

1 Contact both the building principal of their assigned school and their assigned
cooperating teachéxefore the end of the spring semestéris will allow the student
and cooperating teacher to meet and become familiar with eaah dthe 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 Onehafday mi ni mum wi | | be spent hel ping
the classroo® creating bulletin boards, arranging desk¢eeng names in
the grade book, etc.

o0 One halfday minimum is required to attend a ym&hool professional
development activity with the cooperating teacher, other teachers at the
school, and the administration.

1 Attend his/her assigned school for the fiay of clasg. 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 OPSWistecontdctf t hi s
theField PlacemenbDirectorby calling 58-349-1414who 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 sphirigrnship

1 Write a2-3 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 thirequirementAll 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 offwiethe 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 catiificin at least one area
(elementary, secondary; ) 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

6. Application for the Student Intern Program must be on file in the affiteacher
education by March @&f the year prior to the time the candidate is eligible to perfor
his/her student teachinijo applications will be accepted during any interterm or
summer session.

7. Teacher candidates amquired to return to the OPSU campus for the midteeminar,
final portfolio review, and other scheduled meetings.

8. No teacher candate will receive an intern assignment during any time the candidate is
involved in institutional probation.
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9. Any teacher candidamonvictedof a felony crime within the preceding ten (10) year
period of making application for the Student Intern Prograreits the right to obtain a
teaching certificate (O.S. 78104.1)

APPLICATION PACKAGE FOR ADMISSION TO THE OPSUPROFESSIONAL SEMESTER
(INTERNSHIP/STUDENT TEACHING )

The forms required for an OPSU teacher candidate to be admitted to the OPSU professional
semesterlternshigstudent teaching) are available in the administrative offices of the unit or on
the OPSU websitéittp://www.opsu.edu/education/ApplicationForms.htm

ADMINISTRATIVE POLICY FOR ADMITANCE TO PROFESSIONAL SEMESTER
(INTERNSHIP/STUDENT TEACHING)

1 Application packages asubmittedto the Education officerior to March 1 of the year
preceding expectedternship

1 The teacher candidate subnfiis/herportfolio for secongortfolio review by the date
set by the Director of Teacher Education.

1 The Director of Teacher Educaticor his/her representativeyaluates the completed
application package and additional materials and records appropriate grade point
averages on the plication form.

1 A portfolio review team, using the rubrics provided in Beetfolio Handbookevaluates
the teacher candidateds portfolio.

1 Following secod portfolio review, the chaenters all scores on Foliotek.

o If score for seond portfolio review i€ or 3,

1 And candidate has no other deficiencies, candidate is notified in writing of
admission and the admission date is noted

1 And candidate has other deficiencies (missing course work, etc.) candidate
will be notified in writing that they will be admittiewhen deficiencies are
corrected, and date of denial is noted

o If score for second portfolio review is 1:

9 Candidate is notified in writing that admittance will not be complete until
plan of improvement, written by the portfolio review committee with
comgetion dates identified, has been successfully completed, and date of
denial is noted

1 The Director of Teacher Education, upon notification by the portfolio review committee
chair that a candidateds plan of upompr oveme
notification that other deficiencies have been corrected (completion of missing courses,
etc), will notify the cadidate in writing of admissioand will note the admission date

1 The Director of Teacher Education, through the Field Placement Diracdligplace the
teacher candidate for théimternshipa f t er consi dering the candi
pre-service experiences, location, and other factamal lauthorityconcerning placement
rests with the Director of Teacher Education.

1 The Directo of Teacher Education, through the Field Placement Director, will rtbgfy
public school of the candidatebés admissi on
that the candidate will be reporting to the public school on the appropriate date as
determined by the current school calendar.
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0 The notification will be sent to theiperintendent of the distrj¢che building
principal of the assigned schpahd the cooperating teacher

o The notification wil/ veri fyathe teache
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 placeffessional meeting,
mid-term seminars for student teachers, -teitn seminars for cooperating
teachers and administrators, ending date for student teaching, and dates set for
final portfolio reviews).

1 The Director of Teacher Education, through the Field Placement Director, will notify
teacher candidasen writing of their school assignment, cooperating teacher(s),
university supervisors, and the important dates of the semester during which student
teaching will take place (pnerofessional meeting, migtrm seminars for student
teachers, miderm seminars for cooperagineachers and administrators, ending date for
student teaching, and dates set for final portfolio reviews).

1 Candidates are afforded the Due Process Rights outlinpdg®39 of this document.

TEACHER CANDIDATE PR OFESSIONAL DRESS, AFPEARANCE, AND
ACCESSORIES CODE

RATIONAL

Appropriate professional appearance reinforces the teacher candidate's identity as an
emergingprofessional and adult role model for school children. Appropriate professional
appearance strengthens the attitude of the school community and the coratlangg 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 fillaydoy 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
observationspre-service field &periencs, Internshig (student teachingoy appearing in a
manner that

1 Is appropriate to the situai.

1 Will invoke a positive impression from the school comnyiand the communitat
large.

1 Provides appropriat role modeling for students.
1 Promotes avorking and learning environment that is free from unnecessary disruption.

Examples of professional attire include but are not limited to

1 Collared shirts or dress shirts with banded collarsshacks for men.

1 Coordinated outfits with slacks or skirts, or dresses for women.

1 Ties and sport coats may appropriate for men at some sites.

1 If the district where a student is doing an observapoaservice field experienge
Internshipor student teaching has a dszandappearance code which is more restrictive
thanO P S Wcéde, teacher candidate should follow that code.

Items that ar@ot acceptableat field sites include:
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1 Jogging shorts/running shorts, "eoff" shorts or any shorts or otmesimilar articles of

clothing.

Sunglasseand/or hats inside the building.

Rubber shoe thongs (fliffops) a bedroom slippers.

Athletic wear, such as jogging suits, exceptH& teachers while teaching PE.

Skirts and dressehat are too shart

Underwear as outwear.

Inappropriatelysheer, tight, or short clothing.

Gar ment s ( ihalertopd) backiess cldthing, tulie tops, garments made from

fishnet, mesh osimilar mat er i al , toms,retc.) thabimagpropriatehnbare | e 0

or expose traditionally prate partof the body.

1 Any clothing, accessories, body adornments etc. that contain advertisements, symbols,
words, slogans guictures that are sexually suggestitleat portray violence, that are
drug, alcohol or tobacco related or that @inece, profane or plainly offensive.

1 Any clothing, grooming, jewelry, accessories, tatt@osody adornments such as
pierced eyebrows, tongueslips, that are in any way disruptive to the learning
environment or that pose a threat or potential threat ttefeher candidate or any other
person

1 Extreme hair styles/hair colors such as spikes or colors that are not naturally occurring

hair colors such agreen or purple.

Facialhair that is not neatly trimmed.

Any other similarly inappropriate clothing, accagsdody adornment, etc., or

inappropriate grooming drygiene

The OPSU Field Placement Director, Dean/Director of Teacher Educatitegecfaculty
members, school principals and teachers, and other school professionals may exclfid&lfrom
sites thos students whose appearance does not comply with this policy.

E R

= =

ETHICS FOR CLASSROOM PARTICIPATION

The purpose of thigeld andclinical experiences is to learn about the classroom, its
interacting components, the teachactvities, the students' behagiand the relevant contexts
to consider when making decisions.

The following are the ethical expectations the Teacher Education Prog@iPsathas for
its students. They do nobver all of the possibilities that may arise, but they form a basis on
which to build ethical decisiemaking in clinicalexperience settings. These guidelines are
designed to protect the rights of the individuals in the educational s@ttingase the benefits
the candidateeceives from theclinical experience, helfhe candidatelevelop strong ethical
decision makingkills, insure continued cooperation betweenuhieersityand the public
schools, and promote collaborative relationshigsveen the licensure student, the cooperating
teacher, and the college supervisor.

1 Remember, the candidateaiwisitor in the classroopand as suchitist he candi dat e
responsibility tasupport the classroom teacher's rules, routines, and instructional
decisions This does not mean that new ideasnot be triegbut thatthey shald 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/shas giverthe candidat¢he responsibility tanake them.

1 Partoft h e c a rpurposkantthesg slassrooms is to gain experience in authentic
settings to be used for discussiorfutureclasgsor in written assignments. When
referring tothe classroom teacher, specific students, or schimohotuse their names
For exampleuse"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.

1 Ineveryinstancdatist h e c asredporkibilitygodontribute to the focus and
concentrationn the classroom rathénanto cause a distraction. The candidate should
follow theOPSUdress code for clinical studenstiould nohold side conversations with
students when their teacher is communicating with themslamald nodistract the
teacher by asking questionsstarting a discussion that could be held for a period when
the students are not present.

1 The candidatshouldacceptresponsibility byfollowing throughwith punctual
completion, whether it is grading papgueeparing a bulletin board, or just gettinghe
classroom on time and attending every dayithatheduled. It is unethical to skip a
scheduled day to study for a test or completesaigamentSerious illness and real
emergencies are the only reasarsandidatshould be absent.

1 The candidate shoulcelrespectful to all other school personfel., secretaries, cooks,
custodians, administratongarapofessionals, and other teachers

1 The c anrdati@ehship o pasents should be respectiskist parentszho may be
encounteedto get the informatiothat they need, but do not volunteer opinions,
evaluations, or recommendations for their child. Refer thasstions to the teaeh

9 Since the purpose 6f h e ¢ a rpalticidation m the classroom is to gain experience
and not to provide evaluation onticism, the candidatshould avoid communicating
value judgmentabout behavior and situations obsekva other wordsnstead of saying
"My teacher is terrible at classroom management,” say "I am concerned abuuhtier
of off-task behaviors and how | would handle them if these were my students."
Discussions of thessgtuations and behaviors are appropriate, but shoatlthe initiated
in any way to suggest criticism or emaluation and should always be conducted without
using names. Teaching is a complex endeavor andliv@ssure students do not have
the depth of experience to accurately make these evaluationss €hjeciallytrue when
discussing the classroom decisions and behaviors of individual teatherss. candi dat e
experience will benore beneficiaby keepingan open mind andeingwilling to
recognize the diversity of teaching stylpkijlosophies, angersonalities involved.

DUE PROCESS RIGHTS

A teacher candidate desiring to appeal any decision of the OPSU Teacher Education Council
or its representatives may do so binfila written request with the Director oédcher
Education. The written requestust 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 AR&ther Education

Council, the Director of TeachedHcation shalappoint one member froeachschool
represented on the Teacher Education Cotmaérve on an appeals committee. The appeals
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commi ttee shall meet within ten (10) days aft
consider the written appeal,toh¢éah e st udent 6s or al presentation
whose presence is mandatory. A final decision must be rendered within thirty (30) days after the
initial meetingof the appeals committee. The Vice President for Acadeiffiara will serve as

ex-officio chairperson of the appeals committee.

POLICIES AND PROCEDURES FOR SUPERVISING STUDENT TEACHERS
(INTERNS)

1. The Field Placementiizctor will send informatioroncerning the intern to the
Cooperating €acher

2. At the beginning of thénternship theUniversity Supervisor (US) should contact the
Cooperating Teacher (CT) for introductions. The CT is performing a favor to the
university in allowingan intern intchis/herclassroomand deserves the courtesy of this
information.

3. Beforethefirstsupervisr y vi sit, check the internds sclt
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 opity to set the time and date of the first
visit sohe/shecan 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 evaluati 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 thetm&lr m s emi nar 6s d
location.

8. Meet the interrand his/her CT at thdassroom door. Reintroduce yseif to the CT and
take a seat near the back of the room or where provisions have been made for you.

9. During the observatioro notinteract wit the students or the internoDotinterrupt
the internto correct him/her or to add information. You are therebserveand
evaluaté not 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 thet@at at
time. Remembaead this discussion isnly about the interé do not discuss the school, the
curriculum the school is using, the condition of the roomgdetothing but the intern and
his/her performance

11. Following the visit with the CT, go over the evdioa instrument with the inteénthis
should be done inprivatelocatiord neverin the presence of the public school students.
The CT may be present if desired.

12.Have the intern sign the evaluation instrument antbitetherknow that they can add
any commat to the instrument that they wish.

13.Give the intern a copy of the evaluation instrurekéep one copy for your filésbring

the original I nstrument back to the educat
14.Note the date of the observation on thertioa the work room and initial it.

155For subsequent visits, review the imternoés
visit.
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16.You fAmayo contact the intern before subseq
(and encouraged) to vigheinternwithout his/herknowledge.

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.Filetheor i gi nal i nstrument in the interndés fol
the board in the work room.

20.Two observations per US per intern are required. More may be done if yau wish
especially if you deem them necessary.

21.Following thelnternship send a thank you note from you to the CT.

POLICIES AND PROCEDURES FOR SUPERVISINGRESIDENCY YEAR TEACH ERS

NOTES THE RESIDENCY YEAR PROGRAM HAS BEEN SUSPENDED FOR THE
2010/2011 AND 2011212 YEARS

1. You will be assigned your committees as soon as posHibileg 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 daysoRlees i dent Year Teac|
(RYT) employment.

3. At the first conmittee meeting, complete the information questionnaire about the RYT

and committee members. Return this form to the education office immediately.

Complete travel request forms and reimbursement forms for each visit.

For a RYT employed at the beginningtbé school year, a minimum of two supervisory

evaluations and two committee meetings are required durirfgltlsemester.

6. At the end of the fall semester, complete and submit the forms showing the number of
trips completedmileage, etc. to the educatioffice.

7. For a RYT employed at the beginning of the school year, one supervisory evaluation and
one committee meeting are required duringsiiengsemester.

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.REMEMBERS the RYT committee has the responsibility of supervising the &R ¥t
the school, curriculum, programs of study, textbooks used, etc. onbucomments and
suggestions will be made to the RYT and the other committee members. Do not discuss
any otler school business with anyone.

ok

SECTION THREE: ASSESSMENT
OPSU TEACHER EDUCATION PROGRAM ASSESSMENT PLAN
BACKGROUND

Assessment is the systematic collection, review, and use of information about educational
programs undertaken for the purpose of improwigent learning and developméMarchese,
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1987, 1997) The assessment system for the unit is modeled on Alexander Agth®snhodel

(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 termihefoutputs desired. Ugj the uités mission

statement and conceptual framework as a basis for preparing the teacher education candidates,
the coursework those candidates participate in becomes the input fioitfiee environment is

not only the college environment, but atBsacompasses tipre-service field experiensan

different schools, and participation in extracurricular activities. The outputs fanith&re based

upon the mission of the wrarsity and the mission of thamit, and state and national standards.
Fromthese sources, the conceptual framework and the ass#ssadel for the nit were

developed to ensure the progress, validity, and reliability.

Assessment activities of thuait begin at the course level, but assessment of students who
will eventuallyenter the Teacher Education Program (TEP) actually begins prior to their
admi ssion to the institution. Although these
assessment program, they also affect future teacher education candidates thessgheas ©f
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, Computerizeeni@at 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 acsiviéie be unified into a singlait
assessment plan desigrnte 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 thenit and how assessment data flows back up througimihe
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 whesssisent activities are
carried out at any level of the unit.

ASSESSMENT OFCANDIDATE KNOWLEDGE , SKILLS , AND DISPOSITIONS AT THE COURSE L EVEL

Course assessment is clearly focused on the individual classroom, which is the ultimate site
for improvements in taching and learninfAngelo, 1994) Course assessment is defined as
those assessment activities that are conduetasisociation wittor are unique ta specific
course. Under thisnit plan, each course develops its own unique goals and objectiveseCour
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 thenit are expressed as a counbgective somewhere within the
unit. Thefaculty member for each individual course is responsible for developing multiple
assessment measures within their own courses to ensucandatatesre in fact, acquiring the
desired knowledge, skills, and dispositions as defined in the concepiua\ork.

Although each course has its own unique assessment methods, standardized assessment
instruments fopre-service field experiencactivities 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
benchmarkng 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, sedhe information to

make course changes as needéekse 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: comaation skills, mathematicgymericanhistory
and government, science, behavioral sciences, and arts and humahnéisaccessful
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 pttemandated Oklahoma Subject Area Tests
(OSAT) in order to enter their teachitrgernshipand for obtaining a teachirigense. The
teacher candidate must maintain a 2.50 grade point average throughout the program to remain in
the Teacher Education Program.

The assessment strategisedby theunit are varied and some of the instruments include:
portfolios at Etry, Mid-level, andinternship cooperating teacher survewsid 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 stai law (H.
1549), the Oklahoma General Competencies for Teacher Licensure and Certificatiorthand to
Conceptual Framework. Thaitthas developed a conceptual framew@#teway to the Future
Preparing Effective Teachers that are Competent, Compassionat€oamchittedthat utilizes
multiple assessment tools, state, institutional, and national standards to correlate the performance
of theunit and the students. Thaitihas also developed a timeline for the program and identified
all responsible participantavolved with the development, assessment, and feedback loop
associated with the progradll of the programs within thenit follow the standards set forth by
the Specialized Professional Associations (SPRi#hin each area and have pastezlstate
program reviews. Thenit has developed a set of benchmarks based on the standards from the
Oklahoma Commission for Teacher Preparation (OCTP), institutional and national standards
and te conceptual framework of theit

UNIT ASSESSMENT

Teacher candidatesh@ demonstrate competencies at each level of assessment will progress
through the program, resulting in recommendation for licensure.

Teacher candidates who are unable to demonstrate competenciesiatlwelreview or
the final eview will be ssu@ a written plan of improvement andll submit evidence of
competencies prior toontinuationin the program

Information gained through the assessment of teacher candidate competencies will be used to
review and revise the education programs at OklaHéamhandle 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.

Possble revisions may include

il
il
il

= =4 =

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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Unit Assessment System Operations Model

The unit’s Assessment System operations model is organized in four parts as illustrated in the figure

below.

The first part focuses on the data, outcomes, values, or commitments being assessed—and is
expressed typically as questions (e.g., What are the demographic data of our candidates, the
public schools used for pre-service and clinical practice, etc.? , How do we know that our
candidates meet program outcome standards regarding ability to apply knowledge of human
development to professional practice?)

The second part focuses on the assessment itself and specifies the data to be collected to
answer the questions, when those data are collected, and who is responsible for the collecting
and reporting the data.

The third part of the operations model focuses on data analysis, results, and actions based on
assessment results by specifying when the data is analyzed, who participates in analyzing the
data, and what action occurs from the results of the data analysis.

The fourth part focuses on communicating the assessment results and the resulting actions by
specifying who is responsible for reporting the analyzed data and the actions taken, and who
receives and reviews the reports—to whom are the assessment results and related actions
communicated.

PART FOUR PART ONE
8. Who reports analysis results 1. The data that is to be collected/assessed

and actions taken
2. The question(s) to be answered
9. Who receives and reviews reports —/

PART TWO
PART THREE 3. What key assessment data will
6. When data will be analyzed | be collected

and implied actions planned
N 4. When data will be collected
7. Who will analyze data and R

plan actions 5. Who will collect and report data

UNIT, STATE (OCTP), NCATE, SPA STANDARDS

CONCEPTUAL FRAMEWORK PROFICIENCIES
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In sum, the unit operational model consists of four components:

e Unit, State (OCTP), NCATE, and Specialized Professional Association (SPA) standards that
describe what candidates should know and be able to do, with benchmark indicators of unit and

program operations and quality.

e Data generated by key assessments are used by unit faculty and administration to compare

candidate performance to outcome standards, and to evaluate established indicators of unit

operations and quality.

e An organizational structure for analyzing, summarizing, and examining data and making data-

based recommendations and decisions about candidates’ progress and program worth and

quality.

e An organizational structure for communicating and reviewing recommendations and decisions

for action.

Type of Data Collected

Frequency of Data
Collection

Responsibility for Data
Collection

Responsibility for
Analyzing, evaluation,
and monitoring Use of

Data

Candidate Information

Demographics
(Age, Race, Gender, Contact
Information, etc.)

Certification Test Scores
(OGET, OSAT, OPTE)

Grades and GPA

(General Education, Major,
Professional Education,
“4x12,” Check Sheets,
Graduation Evaluation, etc.)

Proficiencies

(15 Oklahoma General
Competencies for Licensure
and Certification, SPA
competencies, dispositions,
etc.)

Matriculation

(Admission to Teacher
Education Program,
Admission to Professional
Semester, Student Teaching

Collection of this data is
continuous and ongoing.
Data are generated as
candidates apply for
admission into the OPSU
Teacher Education Program,
complete the required
certification exams, fulfill
course requirements,
complete the Portfolio,
perform the Internship, and
apply for teacher licensure.

Demographic data becomes
available at candidates apply
for admission into the TEP.
Certification Test Scores are
received six times per year.
Grades and GPA calculation
are entered at the end of
each semester. Proficiency
data are collected at the
three Portfolio Reviews.
Student Teaching evaluation
data are collected at the end

The Field Placement Director
has the primary responsibility
of collecting this information
as it becomes available and
entering it into the OPSU
Student Data Base.

Candidates share
responsibility for the
collection of this data as they
complete their portfolios
using Foliotek.

Unit faculty also share some
responsibility for data
collection as they serve on
Portfolio Review Teams and
enter scores on Foliotek.

The Dean of Education/
Director of Student Teaching
oversees the collection of all
data.

The Field Placement Director
and Dean of Education/
Director of Student Teaching
have the primary task of
analyzing all data as it
becomes available. Data are
then summarized into
different reports and
submitted to the respective
parties including unit faculty,
Teacher Education Council,
various state and national
agencies, department heads,
university administration,
and candidates.

The Teacher Education
Council has the responsibility
of monitoring the use of the
data as it affects the unit and
candidates. Department
heads monitor program data
use, and the Dean of
Education has the
responsibility of monitoring
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Type of Data Collected

Frequency of Data
Collection

Responsibility for Data
Collection

Responsibility for
Analyzing, evaluation,
and monitoring Use of

Data

evaluations, Program
Completion, Graduation,
Recommendation for
Licensure)

of each semester, as is
Program Completion data
and Recommendations for
Licensure data.

data that affects
accreditation.

Public School and

Cooperating Teacher Information

Demographics

(size of school, socio-
economic status, student
population/race/ethnicity,
percentage of special needs
students, percentage of
ELL/ESL students, percentage
of students receiving
free/reduce lunches, etc.)

Qualifications of Public
School Teacher

(years taught, degree,
“Master Teacher”
designation, willingness to
supervise, previous use,
previous evaluations, etc.)

At the beginning of each
school year, the Field
Placement Director updates
this information using various
sources. Oklahoma schools
data is available through the
State Profile Reports, while
out-of-state schools data are
collected through a survey
sent to them asking for any
changes in demographics.

Surveys are also sent
periodically to building
principals in the public
schools seeking input of
public school teachers who
would be willing and
qualified to participate in
pre-service field experiences
as well as student teaching.
Data are also collected from
candidates following field
experiences and student
teaching to evaluate the
public school teachers and
recommend use/non-use in
the future. Building principals
are contacted prior to any
pre-service field experience
or student teaching.

The Field Placement Director
is responsible for the
collection of this data. Data
are then entered into the
OPSU Student Data Base.

The Field Placement Director
is responsible for analyzing
the data on public schools
and making certain
candidates have various
placements including diverse
students and settings.

Final decisions about
placements (pre-service and
student teaching) remain
with the Dean of Education/
Director of Student Teaching.

The Teacher Education
Council receives reports of all
placements and has the
responsibility of monitoring
the use of this data.

Graduates’ Information

Reflection of student
teaching/Teacher Education
Program

Candidates submit reflections
at the end of student
teaching semester-both fall
and spring.

Reflections are a part of the
candidates’ Portfolio.
Portfolio Review teams have
initial responsibility of
collecting and reviewing this
data.

Data from these reflections
and surveys are shared with
the OPSU Teacher Education
Council and are utilized only
as anecdotal information.
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