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[bookmark: _bookmark0]Section I Background Information
This handbook contains guidelines for clinical practice experiences in teacher educator preparation in the School of Education and Human Sciences (SEHS) at the University of Alabama at Birmingham. Each teacher candidate is responsible for reading and adhering to the contents of the handbook.

All statements reflect guidelines and policies in existence at the time this handbook was produced; the University and the SEHS reserve the right to change these guidelines and policies at any time and without prior notice. UAB reserves the right to address issues not covered in this handbook that arise during a given semester on an individual basis.

The guidelines in this handbook adhere to University of Alabama Board Rule 108, which states: “Although the policies contained herein are intended to reflect current rules and policies of the University, users are cautioned that changes or additions may have become effective since the publication of this material. In the event of a conflict, current statements of Board policy contained in the Bylaws, Rules, official minutes, and other pronouncements of the Board or Chancellor, or superseding law, shall prevail.”

[bookmark: _bookmark1]Equal Opportunity and Non-Discrimination Statement
The University of Alabama at Birmingham (UAB) is an Equal Employment/Equal Educational Opportunity Institution. UAB is dedicated to providing equal opportunities and equal access to all individuals regardless of race, color, religion, ethnic or national origin, sex (including pregnancy), genetic information, age, disability, religion, sexual orientation, gender identity,
gender expression, and veteran’s status. Title IX of the Educational Amendments of 1972 protects individuals from discrimination based on sex in any educational program or activity operated by recipients of federal financial assistance. As required by Title IX, UAB does not discriminate based on sex in its educational programs or activities, including in admission and employment. Inquiries concerning the application of Title IX may be referred to UAB’s
Assistant Vice President and Senior Title IX Coordinator, the U.S. Department of Education’s Office for Civil Rights, or both. UAB’s Assistant Vice President and Senior Title IX Coordinator is Andrea McDew, 701 20th Street South, Suite 1030, Birmingham, AL 35233, 205-934-5493, amcdew@uab.edu. UAB does not discriminate in admissions, educational programs, or employment on the basis of any factor stated above or prohibited under applicable law. Students, faculty, and staff are assured of participation in University programs and in the use of facilities without such discrimination.

[bookmark: _bookmark2]Clinical Practice Leadership Contact Information
Dr. Lesley Sheek, Assistant Dean for Accreditation and Assessment, Lsheek@uab.edu
Dr. Allison Newton, Director of edTPA and Partner and Completer Outreach, newtona@uab.edu 
Dr. Tashara Walker, Director of the Office of Student Services and Certification Officer, twalker@uab.edu
Ms. Sha’niethia Johnson-Wright, Teacher Certification Manager, araccot@uab.edu


Introduction
The Office of Clinical Experiences (OCE) administers the placements of clinical field experiences, and this Clinical Practice Handbook is a general resource for all initial teacher certification candidates involved. This handbook contains basic information, responsibilities, and expectations relevant to the teacher candidate in every stage of field work. Working collaboratively with the program faculty and the Office of Student Services, the OCE assures that the Alabama Administrative Code rules related to clinical practice are followed, supports the Assistant Dean for Accreditation and Assessment to ensure that program evaluation is systematic, and establishes and maintains partnerships with local districts and schools. All field and internship placements for initial candidates are managed by the OCE, maintaining proper documentation, and assuring candidates have fulfilled all expected experiences prior to program completion.

Assessments during all phases of clinical experience support the SEHS continuous improvement efforts. It is the responsibility of the OCE to work closely with the Assistant Dean for Accreditation and Assessment and the program faculty to secure data from candidates and their Cooperating Teachers and Supervisors.

UAB’s SEHS seeks to prepare and support skillful, reflective professionals who serve diverse communities. This is accomplished through the implementation of learner-centered programs that are developmental, inquiry-focused, and standards-based. Candidates develop the knowledge, skills, and dispositions for their careers through clinical practice experiences.

Please note that the Alabama State Department of Education uses the word internship in lieu of student teaching; therefore, in this document the term intern and internship refer to student teacher and student teaching.

[bookmark: _bookmark3]Section II Field Experiences Prior to Internship
[bookmark: _bookmark4]Eligibility
Candidates need time in the classroom to determine if teaching is an ideal career. Prior to formal admission to the teacher education program (TEP), all candidates complete coursework, determined by the program of study, that includes field experience participation.

A minimum field experience eligibility requirement for every program is a satisfactory background clearance from the Alabama Bureau of Investigations and the Federal Bureau of Investigations. Alabama requires that the fingerprinting process occur through the steps outlined  at the link provided here. It is imperative that the candidate records their name and social
security number accurately; if either is inaccurate, a candidate’s application for certification will be denied. Candidates may not visit a school site for field experience prior to UAB’s receipt of a suitability report from the Alabama State Superintendent of schools. Should a candidate receive an unfavorable suitability report, or should a candidate fail to complete the background check when required, they may be administratively withdrawn from any course requiring field experience. The candidate will be notified in writing of the pending administrative withdrawal and given an opportunity to reconcile the concern.
Reenrollment in the course will include the candidate’s acceptance of an Assessment of Unsatisfactory Dispositions. A candidate may appeal an unfavorable decision through the School of Education and Human Sciences grievance policy.

In addition to the Alabama State Department of Education and SEHS requirements, field experience placement sites may have requirements that candidates must meet. To successfully progress through the program, candidates must adhere to all requirements from their field sites.

[bookmark: _bookmark5]Professional Liability Insurance
All candidates are required to secure professional liability insurance prior to their first field experience. They must maintain professional liability insurance through program completion. Evidence of insurance will be required and will be confirmed by the Office of Clinical Experiences prior to the first field experience in EDU 200.

Professional liability insurance can be obtained for candidates through membership in the Student Alabama Education Association. Alternatively, candidates can secure professional liability insurance through other professional organizations or through private insurance companies. Proof of liability insurance is expected as a precondition for field placement. If proof of professional liability insurance is not provided, the candidate will be administratively withdrawn from the field component of the block of courses or from the internship and will not be allowed to continue in the program until individual liability insurance is secured and documented. Reenrollment in the course will include the candidate’s acceptance of an Assessment of Unsatisfactory Dispositions.

[bookmark: _bookmark6]Requirements for Field Experiences
The Alabama Administrative Code Educator Preparation chapter outlines the requirements for extensive field experiences for each certification area. All candidates must complete most of their placements in P-12 school settings within their certification area. All candidates must complete field experiences in the range of grade levels and content areas for which they will be certified. Placements must be in diverse settings and must be planned with specific purposes and assignments. Candidates may not select their own field experience site or Cooperating Teacher. However, candidates employed as teachers may complete some on-the-job field experiences. Hired candidates must still meet all field requirements for the certification area. The Office of Clinical Experiences manages all placements.

The Alabama State Department of Education reviews UAB data to determine that candidates
experience the depth and breadth of experiences to support their development of the knowledge, skills, and dispositions of a highly qualified new educator. In addition to the requirements provided by the Alabama Administrative Code for Educator Preparation, UAB follows the specific field experience guidelines for these certification areas:

· Early Childhood Education (grades Preschool-3): Must complete field experiences in at least two of the three main types of early childhood settings:
1. early school grades (K-3)
2. childcare centers and homes, and
3. Office of School Readiness (OSR).

· Early Childhood Special Education (birth-age 8): Must complete field experiences in at least two of the three main types of early childhood settings and must complete either three field experience placements or a practicum in a special education setting:
1. early school grades (K-3)
2. childcare centers and homes, and
3. Office of School Readiness (OSR).
· Elementary Education (grades K-6): Must complete field experiences in lower elementary (K-3) and upper elementary (4-6) grade classrooms.
· Secondary Education (grades 6-12): Must complete field experiences in middle school (6- 8) and high school (9-12) grade classrooms.
· Collaborative Special Education (K-6): Must complete field experiences in lower elementary (K-3) and upper elementary (4-6) grade classrooms.
· Collaborative Special Education (6-12): Must complete field experiences in middle grades (6-8) and high school (9-12) grade classrooms.

· P-12 Certification Programs (Visual Arts, Music, English as a Second Language (ESL), Spanish & ESL, French & ESL, Physical Education): Must complete field experiences in elementary (P-6) and secondary (6-12) grade classrooms.

Please note that a sixth-grade placement in an elementary school is considered an elementary placement, and a sixth-grade placement in a middle school is considered a secondary placement.

[bookmark: _bookmark7]Placements
The OCE manages field placements for each candidate enrolled in coursework that requires field experiences. Because the OCE maintains all agreements with districts and school partners, only the OCE secures formal placements.

Field placements occur at schools with which the School of Education and Human Sciences has established mutually beneficial partnerships. UAB has the responsibility to place its teacher candidates in diverse field experiences. Thus, placements are not necessarily close to a teacher candidate’s home. Additionally, all candidates who are not enrolled in fully online programs will be assigned to schools within a 50-mile radius of UAB’s campus for field and internship placements.
The OCE will inform candidates of their placements directly or through their course instructors, depending on the guidance of the program faculty. Placement timing depends on the course or block of courses in which the candidate is enrolled. The placement notification will generally follow the guidelines below:

· The OCE will work with program faculty to notify each teacher candidate of their placement information. Please note that all placements are firm and cannot be modified.

· Teacher candidates should contact their placement Cooperating Teacher within 72 hours of being notified about placement information, unless otherwise directed by the faculty member. Should the teacher candidate receive no reply, they should communicate with the program faculty and the Director of the Office of Clinical Experiences.

[bookmark: _bookmark8]Field Experience Orientation
In addition to the guidance offered by instructors, all candidates are required to attend a field experience orientation at the onset of each semester. The Director of the Office of Clinical Experiences will arrange the training session, which may be in person or virtual. Candidates should note that they serve as ambassadors for UAB during their clinical experience and must maintain professional behaviors throughout the placement. Any candidate who does not attend or complete the required field experience orientation prior to the start of the field experience placement will be administratively withdrawn from the course(s) with the field experience.
Reenrollment in the course will include the candidate’s acceptance of an Assessment of Unsatisfactory Dispositions.

[bookmark: _bookmark9]Cooperating Teacher
Cooperating Teachers are experienced, competent, professional educators selected by school leaders due to their classroom expertise and willingness to work with teacher candidates. The candidate should view the Cooperating Teacher as a source of guidance, encouragement, and constructive criticism, and as a model. The candidate should communicate early and often with the Cooperating Teacher and respectfully act as an engaged collaborator in the Cooperating Teacher’s classroom.
[bookmark: _bookmark10]
Procedures for Documenting Field Experiences
The course instructor will provide students with a UAB Field Experience Verification Form, which must be signed by the Cooperating Teacher. The purpose of this document is to verify the completion of all field experience hours required in the course. The document should be submitted to the course instructor and posted to Canvas at the end of the term. Program faculty should review Canvas to ensure the document is submitted; any students missing the form should receive a lowered grade in the course and faculty should give the OCE a list of the missing documentation. Any candidate who does not submit documentation of field experiences will be required to complete an Assessment of Unsatisfactory Dispositions and may be required to retake any course with field experience expectations.

[bookmark: _bookmark11]Field Experience Placements for Teacher Candidates Employed in Schools
Candidates enrolled in education positions appropriate to the certification area may complete field experiences on the job, with approval from the program director, the OCE, and the school leadership. All field experiences must be planned with specific purposes and assessments. To fulfill the depth, breadth, and diversity expectations of the Alabama State Department of Education, employed educators must work with the OCE to strategically plan for various opportunities. All grade level requirements must be fulfilled. Candidates may visit other classrooms during planning periods, school breaks, before the academic year begins, etc., to ensure a range of experiences.

[bookmark: _bookmark12]Expectations During Field Experience
Field experiences provide an opportunity for candidates to engage in increasing responsibilities as they learn about the role of the teacher from an educator’s perspective. During this critical training period, UAB holds high expectations for candidate professional conduct.
During all field experience work, candidates must adhere to the UAB Student Conduct Code, the Academic Integrity Code, and all related policies. Additionally, just as UAB is part of a Health District, which the city of Birmingham created to promote wellness, behavior at placement sites should conform to the expectations of a smoke-free (vape-free) campus.
Candidates should present themselves as educators who adhere to all requirements of the Alabama Educator Code of Ethics and the Assessment of Professional Dispositions. Candidates are required to dress like professional educators in the placement school and should follow the school or district’s faculty handbook for expectations.

Candidates should recognize that they are guests in the Cooperating Teacher’s classroom and behave with deference to that professional. Candidates should communicate often with the Cooperating Teacher and address the teacher, the site staff, students, and families in a courteous manner. They must be receptive to and utilize feedback for development.

Failure to comply with expected dispositional behaviors will result in the completion of an Assessment of Unsatisfactory Dispositions. Candidates receiving an Assessment of Unsatisfactory Dispositions may be administratively withdrawn from a course even if the field experience accounts for only a percentage of the course’s grade. Teacher candidates who are unsuccessful in field experiences are also unsuccessful in achieving the goals and intentions of the education program coursework. Reenrollment in a course may only occur if the candidate seeks permission from and is granted permission by the Clinical Practice Review Committee. The Clinical Practice Review Committee will convene a meeting to review the facts of the concern and decide on the matter. A candidate may appeal an unfavorable decision through the School of Education and Human Science grievance policy.
[bookmark: _bookmark13]Assessment of Unsatisfactory Dispositions
Teacher candidates are expected to demonstrate professional dispositions during all course work, field experiences, and internship. Should any infraction occur, faculty, Cooperating Teachers, University Supervisors, advisors, or the Director of the Office of Clinical Experiences, may initiate the completion of an Assessment of Unsatisfactory Dispositions; this form will be used when a candidate displays unsatisfactory behavior requiring immediate action.

The SEHS will address unsatisfactory professional dispositions. Candidates should be aware that violations of these dispositions may constitute grounds for removal from a School of Education and Human Sciences (SEHS) program. Violations of these dispositions may also result in charges under the UAB Student Code of Conduct or the UAB Academic Integrity Code.

[bookmark: _bookmark14]Section III Internship (Student Teaching)
[bookmark: _bookmark15]The Intern
Internship is traditionally considered a period of guided teaching during which the intern takes increasing responsibility for a given group of learners over a period of consecutive weeks. The internship experience meets Alabama State Department of Education (ALSDE) guidelines and provides the intern with intensive and extensive experiences. “The internships in Class B and Alternative Class A programs shall be the equivalent of a full semester, full-time in the teaching field for which certification is sought and may include more than one classroom or grade level, with experiences of the intern progressing to the full responsibilities of the teacher. Prior approval must be granted to place a candidate over the course of two terms. An intern must teach full-time for at least five consecutive days” (Alabama Administrative Code, 2025, 290-3-3-.03(6)(e)(ii)). UAB recommends that the intern teach for at least 20 days, including five to ten consecutive days.
[bookmark: _bookmark16]Student Teaching Internship Application
Applications are due one semester prior to the internship. This deadline is October 1st for the spring semester and March 1st for the fall semester. Find the application on the School of Education and Human Sciences website and in the monthly newsletter sent by the SEHS. Candidates who do not apply by the deadline will be ineligible to complete their internship during the intended semester.

[bookmark: _bookmark17]Eligibility Requirements
After a teacher candidate has applied for internship, the Office of Student Services conducts an eligibility check. Teacher candidates are given a deadline, generally one month before the start of the term, by which all requirements must be met. Any candidate who has not met the requirements by the posted deadline will not be able to intern during the given semester.

· Formal admission to Teacher Education Program
· Minimum GPA as specified by the Alabama Administrative Code
· Completion of all applicable coursework prior to internship*
· Completion of all applicable courses with a “C” or better
· Passing score on all required Praxis subject assessments
· Passing score on the Pearson Foundations of Reading 190 test for Early Childhood Education, Elementary Education, and Collaborative Special Education (K-6) by the deadline set by the program leader
· Criminal history background check status shown as continuously “suitable and fit to teach under state law” on the ALSDE T-Cert database
· No evidence of dispositional issues that indicate a lack of professional readiness for teaching 
*In certain P-12 and secondary programs, teaching field coursework may be offered on an irregular rotation. If a candidate is missing no more than one teaching field course course, then with program leader approval, an exception may be made for a candidate to complete no more than one course during the internship semester. The added course may not interfere with internship attendance (i.e., the course must be in the evening, on the weekend, or online). Candidates enrolled in the alternative master’s program may take no more than two teaching field courses (this exception does not apply to Education—EHS, EPR, EDR, ECY—courses) the semester after student teaching internship.

Registration Requirements
All interns must register for the number of course credit hours specified by their program. Interns should refer to the academic catalog and/or contact the Office of Student Services for specific program requirements.

[bookmark: _bookmark19]Duration of Internship
To ensure that candidates fulfill all expectations for certification, the internship aligns with the Alabama Administrative Code (2025, 290-3-3-.03(6)(e)(ii)). UAB recommends that the intern teach for at least 20 days, including five to ten consecutive days. Full days of instruction will be determined by the UAB Supervisor and Cooperating Teacher.

The internship experience must be five full days per week for the entire term. The intern follows the placement school’s calendar rather than UAB’s calendar (e.g., spring break aligns with Jefferson County rather than UAB). Any days or time missed must be made up at the end of the semester. The teacher candidate is only permitted to miss and make-up days for emergencies or unavoidable circumstances. All absences require prior approval from the University Supervisor and Cooperating Teacher. In case of an emergency or illness, the teacher candidate must promptly inform both the Cooperating Teacher and University Supervisor. Please note that attending clinical practice and edTPA seminars are not considered absences. Also, weather days and holidays or other placement site closures do not count as absences.

Interns are required to maintain the working hours of their Cooperating Teachers and should follow the school’s policy for teacher arrival and dismissal times. Interns should recognize that there may be occasions that will require extra hours for before-school and after-school meetings and/or school functions. Interns should attend all meetings and professional development activities required by the Cooperating Teacher, unless otherwise advised by the Cooperating Teacher.

Interns are highly discouraged from working outside of completing the internship. If evening part-time employment is unavoidable, extra care should be taken to ensure all internship requirements are met professionally.

[bookmark: _bookmark20]Expectations and Professional Dispositions Policy
To receive a passing grade in the internship semester, interns must complete ALL the requirements in this handbook and in their course syllabi. The Director of the Office of Clinical Experiences should be alerted as soon as any concerns with internship arise. If an intern fails to demonstrate any given expectation of the internship, the University Supervisor, faculty, or Cooperating Teacher should immediately contact the Director of the Office of Clinical Experiences to initiate the completion of an Assessment of Unsatisfactory Dispositions. This measure is meant to resolve any issues at their onset before they become conditions for removal.

[bookmark: _bookmark21]Placement Policy
The Office of Clinical Experiences is responsible for organizing all internship placements and ensures the placements adhere to all Alabama Administrative Code requirements (see especially 290-3-3-.03(6)(e)(ii)). Hired interns must coordinate internship placements with the OCE, as certification requirements must be met, even if a candidate is hired.

An intern may not teach at a placement site where they have a relative employed or a child/children attending. Secondary interns may not be placed at the high school from which they graduated for at least five years after their graduation.

Several factors are involved in the selection of a placement site for an intern. These factors include, but are not limited to:

· Previous school-based experiences
· To meet Alabama State Department of Education standards, the grade level placement for the internship should be based on prior grade level field experiences.

· Approved Schools
· All placement schools must be “public P-12 schools, regionally accredited private schools, or settings accredited by the National Association for the Education of Young Children to serve children from birth through kindergarten” (Alabama Administrative Code, 2021, 290-3-3-01(28).).
· Approved Cooperating Teachers
The Alabama State Department of Education defines an approved Cooperating Teacher as one who:
· Is an accomplished school professional
· Has at least three complete years of educational experience in their field of specialization
· Is currently teaching classes in the intern’s area(s) of specialization
· Preferred requirement: Is certified at the Class A level (or National Board for Professional Teaching Standards certification) appropriate to the candidate’s teaching field
· Preferred requirement for Elementary, Early Childhood and Special Education Cooperating Teachers: Completed LETRS or other science of reading training
· Approved Classrooms
· Per the Alabama State Department of Education, all interns must complete their internship in classrooms strictly within their certification field.

· Multiple Certifications
· For interns seeking certification in two or more distinct teaching fields, an additional internship shall be required.


· P-12 Programs
· The internship for P-12 programs and for individuals seeking certification in collaborative special education at both the K-6 and 6-12 levels, shall be divided between early childhood/elementary and middle/secondary grades.

· Early Childhood Education (P-3)
· The internship for Early Childhood and Early Childhood Special Education programs should include a placement with at least two of the following age groups: birth-age 3, age 3-5, age 5-8 unless substantial field experiences were completed at two levels. The SEHS defines substantial field experiences as at least three full weeks.

· Early Childhood Special Education (P-3)
· The internship for Early Childhood and Early Childhood Special Education programs should include a placement with at least two of the following age groups: birth-age 3, age 3-5, age 5-8.
· Candidates will complete one placement along with coursework in the semester immediately preceding the full-term internship. The internship semester will be completed in a different age range.

· Elementary Education or Collaborative Special Education (K-6)
· The internship shall include lower elementary (grades K-3) and upper elementary (grades 4-6) placements unless substantial field experiences were completed at both levels. The SEHS defines substantial field experiences as at least three full weeks.
· Alternative Master’s Candidates Employed with the Interim Employment Certificate
· The candidate may complete an on-the-job placement if the candidate is employed in the teaching field for which certification is sought.
· The candidate must have an assigned Cooperating Teacher who meets the state’s criteria for the role.
· If the candidate is enrolled in a program that requires placements with multiple age ranges, then the candidate must spend a minimum of three weeks at the alternate grade level. The candidate is responsible for making arrangements with the school leadership and with the OCE to accommodate the placement at the alternate grade level.

[bookmark: _bookmark22]Long Distance Placement
The UAB School of Education and Human Sciences will place candidates within partner districts. Candidate requests for a placement outside of the partner districts will be considered on a case-by-case basis and may include an additional fee to cover travel expenses of the University Supervisor. All course requirements, including edTPA seminar attendance, must be met by the candidate.

[bookmark: _bookmark23]


Placement Change Policy
Once the internship has begun, a placement will only be modified under extreme and extenuating circumstances, and on a case-by-case basis (e.g., based on documentation by the UAB Supervisor, Cooperating Teacher, and/or Director of the Office of Clinical Experiences).
Candidates should contact the UAB Supervisor and/or the Director of the Office of Clinical Experiences if a professional concern arises.

[bookmark: _bookmark24]Withdrawal and Postponement from the Certification Program
If at any time during the internship an intern decides to no longer pursue their current initial teacher certification program, they must immediately notify the UAB Supervisor and Director of the Office of Clinical Experiences. The student will need to seek guidance from their academic advisor regarding their options. Note: If the intern has missed UAB’s deadline to withdraw, they will need to follow UAB’s policy to submit an academic appeal to withdraw from the internship course(s).

Students may delay the clinical experience by notifying the Director of the Office of Clinical Experiences before the internship semester begins. After the start of the semester, interns must comply with UAB’s withdrawal policy. The candidate will need to apply for a subsequent semester of internship; the application for one semester does not carry over.

If an intern is removed from an internship or if an intern chooses to stop their internship, a subsequent placement is not automatic. See the reinstatement policy.

[bookmark: _bookmark25]Internship Removal Policy
All interns represent UAB and the School of Education and Human Sciences and are expected to comply with the rules, regulations, and expectations of the P-12 host institution. The intern may be removed from the internship site at any time upon the request of the host institution in which the intern is placed. The School of Education and Human Sciences maintains the right to remove any intern who is not following UAB policies and procedures.

[bookmark: _bookmark26]Removal for Disciplinary Concerns
Should an issue arise and/or should the host institution initiate the removal of a candidate for dispositional concerns, the Director of the Office of Clinical Experiences will investigate the circumstances of the removal. The Director of the Office of Clinical Experiences will interview the Cooperating Teacher, University Supervisor, and intern. Any party may provide a written
statement, which may include samples of the intern’s work, email messages, phone call notes, or any other records related to the situation. The intern will be directed whether they should continue attending the placement during the investigation.

The Director of the Office of Clinical Experiences will convene the Clinical Practice Review Committee, comprised of the appropriate Program Leader, UAB Supervisor, Director of edTPA, and the Director of the Office of Student Services or their designee to determine an effective resolution of the concern. During the meeting of the Clinical Practice Review Committee, the group will review all facts from the investigation and consider any Assessment of Unsatisfactory Dispositions the intern has previously received. If the current situation warrants the completion of an additional Assessment of Unsatisfactory Dispositions, it will be completed during this

meeting. Should the Clinical Practice Review Committee wish to collect more information from any party in the situation, the group can request to meet again with that person.

Upon review of all the factors in the case, the Clinical Practice Review Committee will make a resolution plan determining a remediation or removal plan for the intern.

Options may include, but are not limited to the following:
· A new placement with increased supervision, which results in completing the semester.
· Graduation from UAB with an alternative degree. Please note this option will likely require additional coursework to fulfill degree requirements.
· A period of remediation followed by a second attempt at the internship in the subsequent semester. If this option is determined to be the appropriate sanction, then the following rules apply:
· The student will receive a grade of F for the current semester.
· The student will pay tuition for the repeated student teaching semester.
· The student will receive a final grade for student teaching of no higher than a B unless otherwise requested by the Clinical Practice Review Committee.
*Please note that both the original grade and the new grade will appear on the transcript, following UAB’s grading policies. Also, note that per UAB course repeat policy, the intern will only be permitted to repeat the internship course one time.

Following the Clinical Practice Review Committee’s decision, the Director of the Office of Clinical Experiences will prepare a written plan outlining the options determined by the Committee. Then, the Director of the Office of Clinical Experience will convene a meeting with the intern and a member of the Clinical Practice Review Committee. The intern may be accompanied by an advisor (e.g., parent or spouse) at the meeting; however, the advisor cannot actively participate or directly address the Director of the Office of Clinical Experiences. The student must have parental FERPA permission in place in Blazernet for a parent to attend the meeting. Should the advisor participate or address the Director, they will be asked to leave the meeting. The Director of the Office of Clinical Experiences will present the Clinical Practice Review Committee’s decision and options for the intern in a formal written document that the Director and the intern must sign indicating that they have received the document. If the situation warrants an Assessment of Unsatisfactory Dispositions, that form will also be presented during this meeting. Should the teacher candidate decide to appeal the decision made by the Clinical Practice Review Committee, they may follow the School of Education and Human Science General Guidelines for Filing a Formal Complaint/Grievance policy, located in the School of Education and Human Sciences Handbook.

If an intern is removed from a placement site, all contact between the intern and school (including the Cooperating Teacher) must cease immediately. All materials belonging to the placement institution or Cooperating Teacher must be immediately returned or replaced by the intern via the Director of the Office of Clinical Experiences or the University Supervisor. Further contact by the intern and/or failure to return materials may result in an Assessment of Unsatisfactory Dispositions.

[bookmark: _bookmark27]

Reinstatement to Internship Policy
The process for requesting a new placement depends on the reason for withdrawal from student teaching. Medical, extreme, and extenuating circumstances will be handled on a case-by-case basis. All Alabama Administrative Code rules for the internship must still be met.

Candidates who receive an incomplete for the current semester with the intention of repeating the internship term in the following semester must follow the Clinical Practice Review Committee’s guidance for reinstatement. The Director of the Office of Clinical Experiences will meet individually with the intern to make determinations about the appropriate placement options.
Candidates must submit a new application for internship and meet all current requirements in place for the semester in which the new placement will occur.

Candidates who delay their internship experience after the semester begins will be addressed on a case-by-case basis and may require guidance from the Clinical Practice Review Committee.
Interns must adhere to all UAB policies for enrollment.

[bookmark: _bookmark28]Policy for Employment During Internship – Alternative Master’s Program (AMP) on Interim Employment Certificate Alternative Master’s Program (AMP) interns can be hired with an Interim Employment Certificate (IEC) as full-time teachers during their internship if they are teaching within their field of certification in a public and accredited P-12 school, a regionally accredited private school, or a setting accredited by the National Association for the Education of Young Children to serve children from birth through kindergarten. If the candidate is employed with emergency certification, the district must adjust the candidate’s status to an Interim Employment Certificate for the candidate to be able to meet the ALSDE requirements.

Employed AMP interns should note that in addition to fulfilling all UAB intern guidelines, including all ALSDE certification requirements, they must also follow all employer’s guidelines. Failure to meet the employer’s requirements may result in termination and removal from clinical practice. See the Internship Removal Policy for additional guidance.

[bookmark: _bookmark29]Policy for Employment During Internship – Class B Candidates
Undergraduate, Class B interns can be hired as long-term substitute teachers during their internship if they are teaching within their field of certification in a public and accredited P-12 school, a regionally accredited private school, or a setting accredited by the National Association for the Education of Young Children to serve children from birth through kindergarten. The request for employment must be approved by the Alabama State Department of Education prior to the beginning of the placement/term; therefore, all steps must be completed at least two months before the first day of the semester.

· Candidates for employment must have signed permission from their program director.
· Elementary and early childhood candidates must have a passing score on their Pearson Foundations of Reading 890 exam to seek employment during internship.
· Employed undergraduate Class B interns must hold a valid Alabama Substitute License. This step is required for any position—even if the school does not require state licensure.
· Employed undergraduate Class B interns can only serve in a long-term substitute capacity and not as the teacher of record for the identified subject area(s) and grade level(s).

· Employed undergraduate Class B interns must have an effective mentor teacher who in this document will be referred to as the Cooperating Teacher.
· Employed undergraduate Class B interns must be provided release time to participate in all IHE-related workshops, trainings, seminars, and classes, including edTPA seminars, regardless of the location of the internship.
· Employed undergraduate Class B interns must complete all internship requirements, including edTPA.
· Employed undergraduate Class B interns must submit a completed Form LSC to the OSS before the placement begins. Candidates should secure the form from the Director of the Office of Clinical Experiences. Completing Form LSC is the intern’s responsibility. Steps to complete Form LSC are as follows:
· Complete all background and field experience components of Form LSC.
· Secure the district superintendent’s or school director's signature on Form LSC.
· Submit Form LSC to the Certification Officer (tawalker@uab.edu).
· UAB secures the dean’s signature and submits Form LSC to the ALSDE for approval before the placement begins.

Undergraduate Class B candidates can only accept employment to serve as long-term substitutes after the internship begins under the following conditions:
· The position begins after edTPA submission, AND
· The elementary or early childhood candidate has successfully completed the Pearson Foundations of Reading 890 exam, AND
· The candidate submits a completed Form LSC to the OSS and the ALSDE approves the position before the placement begins, AND
· The position is a full-time teaching position within the intern’s field of certification, AND
· The position has been approved by the Director of the Office of Clinical Experiences and the program leader, AND
· The position is in a public and accredited P-12 school, regionally accredited private school, or a setting accredited by the National Association for the Education of Young Children to serve children from birth through kindergarten.

Undergraduate Class B candidates must note that failure to meet the employer’s requirements may result in termination and removal from clinical practice. See the Internship Removal Policy for additional guidance.

[bookmark: _bookmark30]Policy for Employment During Internship – Paraprofessional and Auxiliary Teachers 
UAB may seek permission from the ALSDE for interns majoring in Collaborative Special Education K-6 and/or 6-12 to serve as paraprofessionals. To initiate the process, the intern must submit a letter from the hiring principal to UAB. This letter should formally request the ALSDE’s approval and include the intern’s daily schedule. The schedule must demonstrate that the intern will perform duties equivalent to those in a traditional internship placement within their certification field.  
Candidates who are hired as paraprofessionals or auxiliary teachers must comply with all clinical practice rules of the Alabama State Department of Education. 

· The placement must be approved by the Director of the Office of Clinical Experiences.
· Interns must hold a valid Alabama Substitute License.
· Prior to the beginning of the term, the candidate’s working schedule must be submitted to and approved by the Alabama State Department of Education; please note that this step may require as much as an additional month of time, so the candidate should prepare accordingly.
· Interns must have an effective mentor teacher who in this document will be referred to as the Cooperating Teacher.
· Interns must complete all requirements of clinical practice, including fulfilling the requirements of edTPA.

Candidates who are hired as paraprofessionals or auxiliary teachers should note that they must follow:
· All UAB intern guidelines.
· All ALSDE certification requirements
· All employer policies.
Failure to meet the employer’s requirements may result in termination and removal from clinical practice. See the Internship Removal Policy for additional guidance.

[bookmark: _bookmark31]Internship Requirements and Expectations

[bookmark: _bookmark32]Required Meetings

[bookmark: _bookmark33]Internship and edTPA Orientation
Internship orientation is required for all on-campus programs and is generally held during the final week of July for fall internship and during the second week of January for spring internship. Essential expectations, policies, and guidelines are provided during the orientation. Missing the opening orientation may result in an Assessment of Unsatisfactory Dispositions.

Candidates employed as full-time teachers and whose schools are in session on the orientation day will be provided with an online alternate orientation session.

[bookmark: _bookmark34]Internship/edTPA Seminars
All School of Education and Human Sciences programs require students to attend several internship seminars throughout the internship experience to support submission of edTPA tasks and to provide additional information about the internship and employment.

Refer to the appropriate program checklist to verify seminar course registration information.
If no internship seminar class is included in the program checklist, attendance is still mandatory. Failure to attend the seminars may result in an Assessment of Unsatisfactory Dispositions as well as a lowered grade for the internship and/or the seminar course.

Additional internship seminars are hosted throughout the term. Seminars count as school days; they are not absences from internship. All candidates are encouraged to attend, but those not hired with an IEC or as paraprofessional/auxiliary teachers are required to attend. Candidates enrolled in fully online programs (e.g., Visual Arts, Collaborative Special Education, English as a Second Language, and Alt. A Music) are not required to attend on-campus internship seminars; they are only required to participate in online seminars.

[bookmark: _bookmark35]UAB Education Career Fair/Interview Practice 
A UAB Education Career Fair occurs every spring semester, and additional assignments to prepare a professional resume approved by UAB’s Career Services is required as a component of the internship course. An interview practice session is generally hosted prior to the career fair. Attendance is required for all candidates enrolled in on-campus programs who are not hired as full-time teachers in their area of certification. Please note that candidates hired as long-term substitutes are not considered full-time hires and must participate. Absences must be approved ahead of time. Date, time, and location are provided by the Director of the Office of Clinical Experiences. 

Please note the following expectations:

· All preparation materials must be submitted and approved by UAB’s Career Center prior to participation. Check Canvas and email for instructions. Candidates may also visit https://www.uab.edu/students/careercenter/ for support.
· Professional attire is required.
· A professional resume is required.

[bookmark: _bookmark36]Responsibilities During Internship
The purpose of the internship is to develop the skills of a full-time teacher under the guidance of a Cooperating Teacher and UAB Supervisor. Following the guidelines below will provide a positive and successful experience.

[bookmark: _bookmark37]Attendance
Report to the internship placement main office at the time designated by the school.
Maintain the working hours of the Cooperating Teacher. Plan to be available at the internship site minimally 30 minutes prior to the school start time and until at least 30 minutes after school daily. Follow the placement site’s calendar for holidays, weather days, e-learning days, intercession, etc. (e.g., spring break of Jefferson County Schools rather than UAB).

Recognize that there may be occasions that will require extra hours for before and after-school meetings and/or school functions (e.g., faculty meetings/workshops, bus/lunch duty, school club meetings, etc.). UAB recommends you attend every session your teacher attends, if allowed by the school.

Maintain daily attendance on UAB’s Sign-In/Sign-Out log. Ensure you record accurate arrival and departure time. Be punctual and regular in attendance.

Interns are expected to attend every day of the term. Absences are limited to unavoidable circumstances, emergencies, and illnesses, in addition to reasonable accommodations for students registered with UAB Disability Support Services. Absences are not intended for personal holidays and/or vacations. Any days or parts of days (up to five) that are missed must be made up following the semester. In the event of any unexcused absences or excessive excused absences, the intern will be required to reconsider pursuing teacher certification, repeat, or possibly extend their student teaching to meet the Alabama State Department of Education and UAB requirements.

The decision about repeating or extending the student teaching internship will be decided by a Clinical Practice Review Committee. Depending on the outcome of the Clinical Practice Review Committee, an intern’s grade may be recorded as Incomplete until all missed time/days are made up (note: a grade of “I” will automatically become an “F” after one semester, unless a grade change is submitted), or an “F” which would require completing the internship again in a subsequent semester.

In the event of an absence during the time an intern is expected to teach, lessons and materials must be provided to the classroom teacher prior to the absence. An intern who is absent for one day during the five consecutive full days of solo/lead-teaching may exercise full responsibilities on the following day; if more than one absence occurs during the consecutive days, the intern will need to consult with the Director of the Office of Clinical Experiences about how to meet the certification expectations.

The UAB Education Career Fair, school district holidays, weather days, e-learning days, and mandatory UAB seminars are the only absences for which make-up days are not required.

Inform both the Cooperating Teacher and the UAB Supervisor in case of an unavoidable tardy, early dismissal, or absence before 7:30 a.m. of the targeted date; if the Cooperating Teacher cannot be reached, call the school office, and leave a message with the secretary or principal— the name of the person to whom the message is given should be noted. Comply with the school district’s guidance for make-up days concerning release and weather days.

[bookmark: _bookmark38]Professional Conduct
Internship is a full-time position. The intern should focus on classroom responsibilities and the students. Interns are expected to abide by the Alabama Educator Code of Ethics guidelines at all times.

Coursework should be completed outside of internship hours. Planning periods should be devoted to preparation for instruction or other school-required activities. Interns are expected to fully engage in the learning activities just as if they were the full-time classroom teacher.

Check UAB email daily. Consistently read and promptly respond to emails related to internship, including calendar invitations. The UAB email account is the official means of communication.
Honor confidentiality and professional etiquette always. Do not discuss student concerns, families, etc., outside of the classroom; discussions with the Cooperating Teacher and school personnel should remain private and professional.

Do not use a cell phone during instructional and school operating hours unless it is for instructional purposes (e.g., Nearpod, etc.). Adhere to the Focus Act requirements provided by your school.

The intern should attempt to address all problems directly with the Cooperating Teacher. In the event the results are not satisfactory or if the situation is uncomfortable, the intern should immediately contact the UAB Supervisor or the Director of the Office of Clinical Experiences. All problems should be handled professionally and discussed with the individuals involved only. Hired interns should also consider the chain of command at their school site when addressing problems.

[bookmark: _bookmark39]Professional Appearance and Dress
· Appear appropriately dressed and well-groomed by always maintaining a clean and neat appearance.
· Abide by the policies and standards of dress of the school (ask the Cooperating Teacher for information concerning this subject and review the institution’s Teacher Handbook).
· If an intern’s appearance disrupts the flow of the learning environment, they may be dismissed from school grounds.
· Visit the UAB Career Closet for appropriate attire if necessary.
[bookmark: _bookmark40]Lesson Plans
Collaborate with the Cooperating Teacher and the UAB Supervisor regarding when the intern will assume responsibilities of classroom teaching.

Utilize approved lesson plans, unit plans, assignments, materials, and assessments to teach. Interns may not teach a class without lesson plans (including materials and assessments) that have been approved by the Cooperating Teacher. Adhere to the submission deadline outlined by the Cooperating Teacher and University Supervisor. 

Use the UAB formal lesson plan for all lessons in the edTPA learning segment and for formal observations. Use the UAB informal lesson plan template for all other lessons. 

Ensure that the expectations outlined on the UAB Internship Observation Form are met when preparing a plan for a formal observation. Provide a printed copy of the plan and all materials for the formal observation to the observer prior to the observation. Ensure that the UAB Supervisor has a space to conduct the formal observation— provide a desk and chair.

[bookmark: _bookmark41]Internship Limitations

[bookmark: _bookmark42]Substitute Teaching
Interns cannot be pulled from their placement classroom to serve as substitute teachers in another classroom in the school. The intern should immediately contact the Director of the Office of Clinical Experiences and the University Supervisor should they be required to serve as a substitute teacher.

[bookmark: _bookmark43]Corporal Punishment
Interns may neither participate in administering corporal punishment to students nor serve as witnesses while staff members administer corporal punishment.

[bookmark: _bookmark44]Field Trips
Interns may attend school-sponsored field trips with the Cooperating Teacher.

[bookmark: _bookmark45]Transporting Students at Placement Sites
Interns are not permitted to transport students under any circumstances. Failure to comply will result in immediate removal from the placement site and an Assessment of Unprofessional Dispositions.

[bookmark: _bookmark46]Grading P-12 Student Work
Non-hired interns are not employees of a school system and should not be solely responsible for assigning formal grades. The Cooperating Teacher should supervise and approve all formal and informal grades.
[bookmark: _bookmark47]Weapons
Interns are expected to abide by the weapons policy of the school site at which they are placed. This may include the intern’s vehicle. Failure to comply will result in immediate removal from the placement site and an Assessment of Unprofessional Dispositions.

[bookmark: _bookmark48]Social Media
All social media accounts should be private or a professional site only. Interns are not permitted to participate in personal social media relationships with any students enrolled in their class. Failure to comply will result in immediate removal from the placement site and an Assessment of Unprofessional Dispositions. 

[bookmark: _bookmark49]Smoking/Vaping
Interns are not permitted to smoke or vape at the school site, which includes the car and parking lot, and smoking/vaping prior to attendance at the school is strongly discouraged. Professional expectations for grooming can be affected by the odor of smoking/vaping. Any distractions to the classroom environment will result in an Assessment of Unprofessional Dispositions and may be grounds for removal from internship.

[bookmark: _bookmark50]Evaluation of Internship

The UAB Supervisor is the official representative of UAB and is responsible for determining the final internship grade in collaboration with the Cooperating Teacher, the Director of edTPA, and the Director of the Office of Clinical Experiences. All interns are assessed via formal and informal assessments throughout the internship.

At a minimum, every intern will be formally assessed at least four times using the UAB Internship Observation Form. Most of the indicators must be met at the level of “Opportunity and evidence of implementation was observed” by the completion of the internship.

A midterm progress review will occur during a meeting between the intern, Cooperating Teacher, and UAB Supervisor. The Candidate Preservice Assessment of Student Teaching (CPAST) consensus form is completed during the midterm meeting by the intern, Cooperating Teacher, and UAB Supervisor, based on consensus scores. Any areas of significant concern should be addressed with a remediation plan created at this meeting.

A final meeting at the end of the internship (with the intern, Cooperating Teacher, and UAB Supervisor) will result in the completion of a final CPAST form and the discipline-specific key assessment. Please note that ESL, music, and art do not have a discipline-specific key assessment.

The final internship grade, based on all student teaching assignments, the mid-term and final CPAST, submitted edTPA, the observations, and the discipline-specific key assessment, should be discussed at the final meeting (e.g., before the final day of student teaching).
Informal evaluations and informal feedback provided during meetings between the intern and the Cooperating Teacher and/or UAB Supervisor, in conjunction with feedback provided on observation and evaluation forms, can help substantiate a final grade. When necessary, a second or third opinion (e.g., an administrator at the placement school, UAB faculty, etc.) may be sought by the UAB Supervisor or Director of the Office of Clinical Experiences.

[bookmark: _bookmark51]Grading Criteria

Grade A
This grade indicates that the intern consistently:
· Submits all forms, documents, plans, and assignments by deadlines, and
· Improves practice based on reflection, and 
· Shows appropriate professional dispositions, and 
· Earns “meets expectations” or “exceeds expectations” on all CPAST indicators by the end of the semester, and 
· Earns a passing score on the edTPA assessment before the end of the placement, and 
· Demonstrates qualities of an accomplished beginning teacher, and
· Meets all certification requirements.

Grade B
This grade indicates that the intern frequently:

· Submits forms, documents, plans, and assignments by deadlines, and
· Improves practice based on reflection, and
· Shows appropriate professional dispositions, and 
· Earns a passing score on the edTPA assessment before the end of the placement, and 
· Earns “meets expectations” or “exceeds expectations” on most CPAST indicators by the end of the semester, and
· Meets all certification requirements.
Please note that for interns removed from clinical practice, a grade of B is the highest possible in a subsequent semester.
Grade C
This grade indicates that the intern:
· Submits student teaching forms, documents, plans, and assignments after deadlines, or
· Ignores suggestions for improvement in practice, or
· Shows inappropriate professional dispositions, occasionally, or
· Earns “emerging” on multiple CPAST indicators by the end of the semester, and
· Earns a passing score on the edTPA assessment before the end of the placement, and
· Meets all certification requirements.
Grade D or F
A grade of D or F is not a passing score for a professional studies course (i.e., internship/clinical practice). The candidate cannot be recommended for a teaching position and did not fulfill the student teaching expectations.

Grade Incomplete
This grade indicates that the intern:
· Did not receive a passing score on all certification-related assessments (e.g., edTPA).
· Was removed from the placement with a remediation plan and expectations to complete student teaching in the following semester.
· If a candidate does not pass edTPA and needs an additional placement, then a grade of incomplete is an option that requires reenrollment in the seminar course.
Note: A grade of “I” will automatically become an “F” after one semester unless a grade change is submitted before then.

[bookmark: _bookmark52]Grade Appeal Process
Interns may submit a grade appeal online through the University’s Academic Policy Appeal at One Stop Student Services.

[bookmark: _bookmark53]edTPA Retake Policy
The Alabama Educator Certification Assessment Program (AECAP), of which the edTPA is a part, is a precondition of professional educator certification. A passing score on the edTPA portfolio is required for the UAB School of Education and Human Sciences to recommend a candidate for certification. In the event a UAB teacher candidate does not achieve a passing score on their required edTPA submission, the following action steps will be followed.

1. Schedule a meeting with the edTPA Director to discuss the score report and determine a course of action.
2. If deemed appropriate by the edTPA Director, the candidate will immediately revise and resubmit the appropriate portion(s) of the edTPA portfolio to Pearson within a time frame established by the edTPA Director.
3. If the edTPA needs significant revisions or must be entirely redone, the candidate will have two options.
· Option 1: The candidate can choose to graduate with a non-certification major. This option will require the candidate to declare a major other than education. The candidate will work closely with their advisor. Candidates who select this option will be required to sign official documentation affirming this decision and may not seek UAB’s support for an additional opportunity to retake the edTPA. Candidates who select this option will not be recommended for Alabama Teacher Certification.
· Option 2: The candidate can choose to retake the edTPA in the next semester, thus delaying graduation. The candidate will receive an incomplete grade in the internship course and will be required to complete a remediation plan. Candidates who select this option must enroll in one of the edTPA seminar courses (edTPA Director will advise on correct course option) and will be provided with support during the retake process. All plans for retakes in subsequent semesters must be approved by the edTPA Director and the Director of the Office of Clinical Experiences.
[bookmark: _bookmark54]Graduation Without Certification
Should a candidate not meet all requirements for professional educator certification, the intern should meet with their advisor to discuss options. The following options may be available:
· The candidate receives an incomplete for the internship grade, which is changed to a letter when all requirements are met. When all requirements are met, the candidate will be recommended for Alabama professional educator certification.
· The candidate repeats the internship semester (and pays the associated tuition and fees).
· The candidate may withdraw from the certification program and complete an alternate degree (see the Internship Removal Policy). Please note that additional coursework may be required to complete an alternate degree.
· The candidate may graduate with the degree without certification. A candidate must apply for Alabama certification within 60 calendar months of the program completion date. Please note that the candidate must meet all certification requirements in effect at the time of the application, which may result in additional testing or coursework requirements.
[bookmark: _bookmark55]Assessment of Unsatisfactory Dispositions
Teacher candidates are expected to demonstrate professional dispositions during all course work, field experiences, and internship. This handbook outlines expectations. Should any infraction occur, faculty, Cooperating Teachers, University Supervisors, advisors, or the Director of the Office of Clinical Experiences may initiate completion of an Assessment of Unsatisfactory

Dispositions; this form will be used when a candidate displays unsatisfactory behavior requiring immediate action.

The SEHS will address unsatisfactory professional dispositions as described in the Assessment  of Professional Dispositions. Candidates should be aware that violations of these dispositions may constitute grounds for removal from a School of Education and Human Sciences (SEHS) program. Violations of these dispositions may also result in charges under the UAB Student Code of Conduct or the UAB Academic Integrity Code.

[bookmark: _bookmark56]The Cooperating Teacher
Cooperating Teachers are experienced, competent, professional educators selected by school leaders due to their classroom expertise and willingness to work with interns. The intern should view the Cooperating Teacher as a source of guidance, encouragement, and constructive criticism, and as a model whose behaviors and attitudes will be emulated.

[bookmark: _bookmark57]Selection of Cooperating Teacher
The major criteria used in selecting a Cooperating Teacher is that the teacher is an accomplished school professional committed to mentoring an intern by demonstrating reflective practices and active learning techniques. In addition to these criteria, the Cooperating Teacher must:
· Have at least three completed years of teaching experience in their field of specialization;
· Currently teach classes in the intern's field(s) of certification;
· Model skilled professional practices;
· Agree to work with UAB in planning the experiences of the intern;
Preferred criterion:
· Hold Class A professional educator certification or National Board for Professional Teaching Standards certification within the intern’s area of certification;
The Alabama Administrative Code outlines the following exceptions to the rules for selecting a Cooperating Teacher.

· “An intern placed in a pre-kindergarten setting may be supervised by a teacher who meets the criteria indicated above, or by a lead teacher designated by the Alabama Department of Early Childhood Education (Alabama Administrative Code, 2025, 290-3-3-.03(6)(f)iv.).

[bookmark: _bookmark58]Responsibilities of the Cooperating Teacher
· Participate in Cooperating Teacher training provided by the Director of the Office of Clinical Experiences during the first weeks of the placement.
· Meet with the University Supervisor to review intern expectations.
· Prepare the class for the intern's arrival by informing students about the intern’s role in the classroom.
· Provide a desk or table for the intern to use.
· Provide the intern with the school/system handbook, daily schedule, textbook, curriculum guides, wi-fi password/guest account (for instructional purposes only), etc. Introduce the intern into the school culture.
· Help the intern understand the capacities and goals of students in the class. Acquaint them with Alabama assessment and management systems (e.g., PowerSchool, ACAP, etc.). Provide access to student scores on state assessments, as appropriate. It is desirable to have the intern participate informally in evaluating student progress, reporting to parents, and attending parent conferences.
· Allow the intern to access any individualized learning plans. If they are not allowed to review formal documents, the Cooperating Teacher should share information about the students’ required accommodations. Interns need this information to successfully complete edTPA, to follow best practices for teaching, and to comply with state and federal laws.
· Allow the intern to feel at home in the school by introducing them to other faculty members, inviting them to professional faculty functions, PTA/PTO meetings, and extending other courtesies such as invitations to professional development and orientation meetings.
· Ensure that the intern has adequate time to observe instructional techniques, classroom organization, discipline techniques, and become familiar with materials. Assist the intern with securing school-provided materials (e.g., bulletin board paper, die-cut machine, etc.), printing documents, and copying materials for instructional purposes. Contact the UAB Supervisor if there are any concerns about the intern’s material preparation. If there is an issue with access to copying, the Director of the Office of Clinical Experiences can work with the intern on a plan to utilize UAB resources.
· Require lesson plans from the intern on agreed upon dates prior to implementation. Approve all tests and materials selected or prepared by the intern prior to use. If an
intern fails to have lesson plans before teaching, they may not teach – the UAB Supervisor should be contacted immediately.
· Provide support to the intern throughout the edTPA process, especially during videorecording. Support may include helping with decision making about the learning segment content, securing permission forms from families for videorecording lessons, videorecording lessons for submission, etc. The Cooperating Teacher should not be seen, heard, or in any way active during the videorecorded lessons. Placing a “videorecording in process” sign on the classroom door is encouraged.
· Ensure that the candidate signs in and out accurately daily. Contact the UAB Supervisor immediately if there are any concerns about attendance.
· Communicate daily with the candidate about techniques for growth.
· Alert the UAB Supervisor immediately about all concerns. Should an immediate or emergency concern occur, submit a Student in Distress Referral through the UAB Care Team; list Cooperating Teacher and the school name in the section requesting “Your Title/Department.”

[bookmark: _bookmark59]Assessing the Intern
The UAB Supervisor, in collaboration with the Cooperating Teacher, determines the final grade for student teaching. The Cooperating Teacher’s review of the candidate and input provide vital information and documentation for this determination. The chart below outlines the required assessments and timeline to be completed by the Cooperating Teacher.

	Assessment Instrument
	When to Complete
	Meeting to Review Instrument Outcomes

	Internship Observation Form
Please complete a minimum of two formal observations.
Informal observations and feedback should occur regularly.
	Before middle of semester
Before end of semester
	· Submit first observation at midterm conference
· Submit second observation at final conference

	CPAST Form
Your scores will be combined with those of the UAB Supervisor and the intern for one consensus score at the midterm and at the end of the term.
	By midterm conference By final conference
	· Prepare individual form prior to the midterm conference with the intern and UAB Supervisor
· Prepare individual form prior to the final conference with the intern and UAB Supervisor

	Discipline Specific Assessment
	Consensus score during final conference
	· Review throughout the placement to complete	officially	at	the	final
conference with the intern and UAB Supervisor

	CT Evaluation of University Supervisor Survey
	End of the term
	· Director of the Office of Clinical Experiences sends link



[bookmark: _bookmark60]Addressing Problems
It is best to attempt to resolve any difficulties directly with the intern. If this is not successful or optimal, contact the UAB Supervisor immediately. If necessary, a conference will be held with some or all the following individuals - the principal, Cooperating Teacher, UAB Supervisor, intern, and Director of the Office of Clinical Experiences.

[bookmark: _bookmark61]Responsibilities to the UAB Supervisor
· Rely on the appropriate pacing guide for the term and for edTPA provided by the UAB Supervisor.
· Evaluate the intern periodically and give specific recommendations regarding the methods, materials, procedures, informational accuracy, successes, and challenges relative to the intern.
· Provide time for conferences with the UAB Supervisor following each visit, if feasible, and make specific comments to the UAB Supervisor during the conferences regarding the behavior, achievements, and performance of the intern. These comments can also be emailed to the UAB Supervisor prior to or after the scheduled conference.
· Keep the UAB Supervisor informed of the progress of the intern.
· Complete an evaluation of the UAB Supervisor at the end of the semester.

[bookmark: _bookmark62]The Principal
[bookmark: _bookmark63]Selecting the Cooperating Teacher(s)
The Office of Clinical Experiences (OCE) works to develop mutually beneficial and co- constructed partnerships with local schools and school districts. Principals recommend highly effective master teachers who will serve as Cooperating Teachers (e.g., based on co-selected and co-constructed criteria for teachers who have expertise or great potential in mentoring adult learners).
[bookmark: _bookmark64]Supporting the Intern
· Provide the intern with an overall view of the school.
· Make information and materials available that will enable the intern to understand the students with whom they will work, pointing out that such materials are to be treated in a confidential and professional manner.
· Indicate which staff, professional, and committee meetings will offer great learning opportunities.
· Facilitate the acceptance of the intern by the faculty of the school in which they are working.
· Stay informed about the progress of the intern in the school.
· Ensure the intern is not pulled from the classroom to serve as a substitute in another classroom for any amount of time.
[bookmark: _bookmark65]Supporting the Employed Intern
· Provide the intern with a master mentor teacher. The mentor must be certified in the intern's field of certification, and must have at least three years of teaching experience. The mentor should be identified as a teacher leader with the desire to guide a new peer into the field. The mentor teacher will formally observe the intern, support the intern's acclimation to the school and to the responsibilities of teaching, help with videotaping for edTPA, and participate in consensus scoring on several key assessments. Mentor teachers will receive required training from the UAB OCE.
· Support the intern with edTPA. Interns hired as long-term substitutes will need release time to attend on-campus edTPA and internship seminars during the semester. Interns will need substitute teachers for their classes on these days to provide time for them to successfully complete requirements for professional certification. A schedule will be provided at the beginning of the term to facilitate planning.
· Allow for additional communication with UAB. The Director of edTPA and Partner/Completer Outreach as well as the UAB Supervisor will visit the employed intern more regularly than those with a full-time Cooperating Teacher.
· Communicate any concerns to the UAB Supervisor, Director of edTPA, or Director of the Office of Clinical Experiences immediately.
[bookmark: _bookmark66]Contacting UAB
Initially, the contact from UAB will be from the OCE. This contact pertains to the placement of interns in the school. After placement approval has been granted, a UAB Supervisor will then be assigned to the school. The UAB Supervisor should be the contact person for the local school

principal, though the Assistant Dean for Accreditation and Assessment, Dr. Lesley Sheek (Lsheek@uab.edu, 205-996-8790) may also be contacted.

[bookmark: _bookmark67]The UAB Supervisor
UAB Supervisors are the main liaisons between the UAB School of Education and Human Sciences and the local placement institutions. They are responsible for overseeing the mentorship experiences of interns and monitoring their progress. Effective supervision requires frequent feedback. It is essential to document ongoing recommendations made to the intern. UAB email is the official communication method for internship; therefore, all communication with interns, Cooperating Teachers, faculty, and the OCE must be completed through UAB Outlook. File storage may be completed through OneDrive, Canvas, Box, and Watermark only. (Google and Dropbox are NOT approved applications supported by UAB IT).

Confidentiality is critical in the role. Communication about candidate performance should be limited to the Cooperating Teacher and when necessary to the Director of the Office of Clinical Experiences and at times the Director of edTPA and/or the intern’s Program Leader. It is also important to identify any problems early and remediate. The Director of the Office of Clinical Experiences is available to provide guidance and advice and should be consulted should a candidate not conform to any policy or expectation.

[bookmark: _bookmark68]Responsibilities to the Intern
· Prior to or shortly after the internship start date, the UAB Supervisor should set a date for an introductory meeting with the Cooperating Teacher, the intern, and the UAB Supervisor.
· The UAB Supervisor, Cooperating Teacher, and intern must agree on when the consecutive full days of solo/lead-teaching will take place. This also applies to interns with two placements. Additionally, the Supervisor should note on a calendar when all the full days of teaching are scheduled to take place (e.g., minimum of five full consecutive solo, lead-teaching days).
· Ensure that there is adequate communication among the individuals most directly involved in the internship experience: the intern, the Cooperating Teacher, the site administrator (typically the principal), and the UAB Supervisor.
· Review lesson plans each week to ensure the candidate is prepared to engage the learners.
· Complete all evaluation forms – UAB Internship Observation Form assessments, a midterm CPAST evaluation, a final CPAST evaluation, and a final Discipline Specific Key Assessment (where required).
· Hold a midterm and final conference with the intern and Cooperating Teacher to discuss the applicable evaluation form(s).
· Visit the school a minimum of two times; however, two-four visits are recommended.
· Be aware that the intern is not to be pulled from the placement to be used as a substitute teacher. If the Cooperating Teacher must be absent from school while they have an intern, there must be a certified substitute teacher, full-time teacher, or administrator in the classroom with the intern unless the intern is hired by the placement site with an Interim Education Certificate or with a long-term substitute license. In an emergency, a

teacher or administrator must be readily available to monitor the intern. If made aware of any use of interns as substitutes, alert the Director of the Office of Clinical Experiences immediately.
· Complete an Assessment of Unsatisfactory Dispositions form if the intern is not fulfilling their responsibilities. Such records of unsatisfactory professional dispositions may be grounds for a lowered student teaching grade, removal from the placement, dismissal from the internship or program, or other consequences.

[bookmark: _bookmark69]Responsibilities to the OCE
· Make formal evaluations of the intern's progress.
· Submit all evaluation forms as directed.
· Inform the Director of the Office of Clinical Experiences should the intern not fulfill any expectations of the placement.
· Determine intern via joint evaluation with the Cooperating Teacher and the Director of the Office of Clinical Experiences.
· Complete an evaluation of the Cooperating Teacher survey at the end of the term.
[bookmark: _bookmark70]Responsibilities to the Placement Site
· Be available for special conferences concerning the intern and their work. Inform the site’s office upon arriving on any campus (e.g., always follow the placement site’s sign-in policy).
· Be professional when interacting with placement personnel inside and outside of the placement site. Internship information should be kept confidential (including information related to the intern, Cooperating Teacher, or placement site).

[bookmark: _bookmark71]Responsibilities to the Cooperating Teacher
· Confer frequently with the Cooperating Teacher, always at their convenience, regarding the intern's progress.
· Inform the Cooperating Teacher and site administration of university requirements and procedures. This includes meeting with Cooperating Teacher at the beginning of the internship and reviewing teaching requirements and evaluation procedures.

[bookmark: _bookmark72]Submitting Documents
The UAB Supervisor must ensure that all documents completed during the internship have been uploaded by the intern to Canvas and/or submitted to Watermark. Documents include observation forms, mid-term and final CPAST scores, lesson plans, etc. All documents must be reviewed and approved before remuneration for services will be rendered.
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