Intern Semester I 

Cohort Coordinator’s Handbook

Intern Semester I 

This section is intended to provide guidance to coordinators, facilitators, and cooperating teachers working with students in Intern Semester I, the first semester of the Professional Development Sequence (PDS). During this semester, students will have the opportunity to work in general education classrooms serving students in pre-kindergarten or kindergarten. Students must spend a minimum of three mornings per week over a 12-week period. Three supplementary weeks are available to provide additional teaching opportunities, accommodate development needs of preservice teachers, or enable students to make up absences. In addition, students will take additional coursework that coordinates with their field experience.
.

I. Pre-Semester Responsibilities

The coordinator should study the links on the Education Services: Field Experiences, Career Services, and Induction Support Office Web sites for coordinators at

http://www.edb.utexas.edu/fieldexp/FieldHome.html and become familiar with the Web pages for Intern Semester I and for facilitators.

The coordinator should obtain the list of cohort students from Education Field Experiences, Career Services, and Induction Support Office. Photo rosters are available to instructors and coordinators online through UT Direct.  Coordinators should establish e-mail communication with cohort students using e-mail addresses provided on the list. 

A. Cooperating Teachers and Principals

Early in the previous semester, you will be given a suggested teacher template for AISD teachers only. Place all teachers’ names that you wish to add to the principal approval list.  After completing all of the required information, send the completed Excel template back to the Field Experiences office field@teachnet.edb.utexas.edu by the designated deadline. Principals should nominate teachers they feel will be appropriate models for preservice teachers.  After the principal approves the suggested teachers and the teachers agree, the principal approval list will be placed on the Web site at (contact Field Experiences at 471-6973 for the Web site).  Coordinators should choose individual placements from this list.

It is the coordinator’s responsibility to seek field placements in pre-kindergarten or kindergarten classrooms. Prior to contacting a school and choosing individual placements, coordinators should consult the school assignment chart at (contact Field Experiences at 471-6973 for the web site) to ensure that other coordinators are NOT currently using that placement. If there is uncertainty as to whether a coordinator is using all potential placements on a campus, please contact that primary coordinator prior to attempting to make any placements. The primary coordinator is responsible for communicating all placements with the AISD principal.  Click on the coordinator’s name on the chart to send an e-mail to him/her. Coordinators within the EC-4 program may be able to share schools. 

Once it is determined that a school is available, primary coordinators should contact the school principal (or his/her designee) to discuss specific placement matches. Coordinators should be prepared to provide principals with the dates and times students will be present on campus during the semester.  After making matches with the cooperating teachers, submit these designated placements (on the provided template) to field@edb.teachnet.utexas.edu by the due date.  The Field Experiences office will send these placements to AISD for principals’ final confirmation.  This office will notify you of the date that you may contact the cooperating teachers. 

Procedures for seeking field placements vary by school district. Contact information can be found at  http://www.edb.utexas.edu/fieldexp/FieldHome.html . The Field Experiences office will send out confirmation letters to all cooperating teachers unless coordinators give specified directions to do otherwise.

The coordinator may use the following communications with the cooperating teachers. Additional sample forms for cooperating teachers and interns can be found in the appendix for Intern Semester I.

Program Coordinator’s Communications with Cooperating Teachers As Cohort Coordinator, I will be available to help you through e-mail _______ 

and telephone _______. E-mail is the most efficient way for us to communicate, but do not hesitate to telephone me if you have questions or concerns that you would like to discuss. Please leave a voicemail message if I miss your call.

Regarding the Facilitator 

_______, your intern's facilitator, is a graduate student with teaching experience working with young students and university training in facilitation. You are welcome to e-mail or telephone             for assistance or guidance in working with your intern.

Telephone: _______ E-mail: _______

Web Site for Cooperating Teachers

Materials for cooperating teachers are provided at

 http://www.edb.utexas.edu/fieldexp/CTHome.html 
Intern Contact Form

The intern should provide the cooperating teacher with an Intern Contact Form. The coordinator will provide the intern with a copy of the Cooperating Teacher Contact Form that the cooperating teacher provided to the coordinator. 

Intern Autobiographical Sketch and Contact Information

The cooperating teacher will receive an autobiographical sketch and emergency contact information from the intern on or before the first day of internship. 

Cooperating Teacher Contact Information Form

The cooperating teacher should complete the Microsoft Word version of the contact form. The cooperating teacher should give three copies to the intern, who will keep one and will pass along the others to the coordinator and facilitator. 

Share Yourself

Cooperating teachers should take time to share some information with your intern. He/she would like to know about professional experiences, family, interests, personal goals, etc.

Cooperating Teacher Communications

It is recommended that the coordinator communicate via e-mail on a regular basis throughout the semester with the cooperating teachers.
Cooperating Teacher Conferences with the Intern: Reflective Conversations

Cooperating teachers should read the document entitled “Observing and Planning Effective Conferences with Beginning Teachers.”  (See “Intern I Materials” appendix).

Field-Based Course Requirements

At the beginning of the semester, program coordinators will provide cooperating teachers with information via e-mail regarding specific field-based course work assigned by the intern’s instructors. Students should seek additional clarification or assistance from the appropriate instructors. 

Confidentiality and Code of Ethics

Before arriving on campus, the intern will be informed about the significance of confidentiality in schools. In addition, interns are required to read §247.1, the Code of Ethics and Standard Practices for Texas Educators, at http://www.edb.utexas.edu/field/handbook.html#anchor560782 and must agree to abide by this code.

B. Facilitator

Coordinators should contact the Graduate Coordinator (SZB 406, 471-5942) regarding the assignment of a facilitator for the cohort. The facilitator must be a graduate student. Facilitating is usually a 20-hour per week position.

Coordinators should instruct facilitators on the use of the Web site for elementary facilitators at  http://www.edb.utexas.edu/fieldexp/FCHome.html .  Coordinators should also confirm that facilitators have participated in training as required by the Education Services:  Field Experiences, Career Services, and Induction Office.

Facilitators may wish to create a notebook with a section for each intern. 

Coordinators may wish to prepare the following for facilitators’ use:
1. a map of the Austin area with our schools highlighted.

2. school district calendars

3. list of intern names with personal contact and emergency info once 

they update these in August

4. intern placement list giving school, mentor teacher, school phone,

      principal, campus liaison (if applicable) 

5.   lesson plan form, observation list

6.   absence report form (Interns must notify facilitators re: any absence)

7.   hard copies of policies, guidelines, 

8.   summative/formative evaluation forms (Coordinator will supply printed            9.   name badge to wear at all times when visiting schools.

C. Interns

Coordinators are responsible for scheduling the cohort’s TeachNet orientation session with the Help desk and iBook orientation sessions with the Help desk.

The coordinator should reserve a location and schedule a cohort meeting with the students before the beginning of Intern Semester I. 

Three copies of the Intern Contact Form should be prepared for each student to complete during the meeting. The coordinator should prepare forms for compiling a cohort contact list so that members may telephone one another. Note that students entering phone numbers are giving permission for the coordinator to share these within the cohort. 

Topics to discuss at the initial cohort meeting(s) may include:

· Welcome and introductions

· Philosophical basis of the cohort concept

· Icebreaker activities

· Completion of Intern Contact Forms. Collect one copy for the facilitator and one for yourself. Have students deliver the third copy to their cooperating teachers when they first arrive at their placements.

· Completion of a cohort contact list. Students will be giving permission to publish telephone numbers for cohort members only. Make sure the first names that the students place on the list will be the same names that they will use on TeachNet.

· Web site for Intern Semester I

· Maps to schools (also available online)

· Schedule for placement arrival and departure

· Policies, Guidelines and Expectations Checklist

· Professionalism

· Confidentiality 
· The Code of Ethics and Standard Practices for Texas Educators, located online at http://www.edb.utexas.edu/field/handbook.html#anchor560782
· Absence policies and procedures for advance notification of absence to cooperating teacher and facilitator

· Making up required absences and alternative make-up options (after-school care programs, etc.)

· Using TeachNet for cohort communications 

· Cohort Telephone Tree for rapid emergency communication by telephone

TB Test

While most districts do not require tuberculin testing, the College of Education encourages interns to be tested as a precaution. Information is provided at http://www.edb.utexas.edu/fieldexp/InternMaterials.html.
Technology Support for Students

Tech support staff are available to assist students with computer problems. The Help Desk (SZB 536) is open Monday through Thursday from 8 a.m. to 6 p.m. and Friday from 8 a.m. to 5 p.m. 

The coordinator will provide the interns with the “Laptop Computer Support Resources for Teacher Preparation Students.” This handy aid details support options for students.

Sample Notice to Students Regarding TeachNet

We are scheduled to receive TeachNet orientation (date)___________.  After the training, you will be required to check your TeachNet mailbox and cohort folder daily, Monday through Friday and on Sunday evenings throughout your 3 semesters in the Professional Development Sequence. Interns are expected to act upon the information provided through Teachnet.

Cohort Bulletin

Coordinators may wish to establish a single Teachnet bulletin for cumulative communication to cohort students.  The coordinator should e-mail help and request that he set up a cohort bulletin within your cohort folder. The Help desk can reserve this for announcements from the coordinator only.  The coordinator should enter the date in a red or orange bold font.  Beneath the date, the topic heading can be used and then the coordinator can type the information. One or more topics can be discussed in each dated announcement.

When the coordinator wishes to make a new announcement, the new date (in bold 

red or orange), followed by the new announcement, is typed in above the previous announcement. When students open the cohort folder, an updated cohort bulletin will appear at the top of the cohort message list with a red flag. When they open the bulletin, students view the newest announcement first. However, they can also scroll down the bulletin to refer to announcements posted previously without searching through many separate messages.
Intern TeachNet Signature

Interns should create a TeachNet signature that includes their first and last names, their title as a UT Intern, the semester and year, the placement school name, and grade assignment as soon as they receive their TeachNet training and placement information. Interns should include their signature on all TeachNet messages. Interns should follow these steps to set up their signatures: teachnet > mailbox > FirstClass (seetoolbar) > preferences > messaging > signature.

Documents Folder

The coordinator may also request that  the Help desk  set up a documents folder within the cohort folder. The coordinator may place documents for students into that folder. The cohort bulletin can refer students to the documents folder for particular documents. 

Additional TeachNet Information

Interns may post messages to their whole cohort in the cohort folder. If the intern wishes to communicate with a specific individual, they must exit the cohort folder and send the message from their own mailboxes.
Fortunately, TeachNet is already downloaded on interns’ new laptops. If interns wish to download it onto another computer, they may go to http://teachnet.edb.utexas.edu/ and follow the instructions provided. 

Intern Contact Form

Interns should complete the Intern Contact Form, save it as Contact Your Name (Last, first), and attach it to an e-mail message to the coordinator by the first day of the semester. Interns should print a copy of the form to take to their cooperating teachers on the first day of the internship.

Autobiographical Sketch

Interns should complete this form. Coordinators may expand sections as they wish. 

Cooperating Teacher Contact Information

When the coordinator sends the interns the names of their cooperating teachers and their school assignments, the coordinator will also send the interns telephone and e-mail contact information for their cooperating teachers. After the interns arrive on their campuses, the coordinator should request two copies of the Cooperating Teacher Contact Form. Interns should keep one copy and send the other to their coordinator.

Criminal Background Check

Interns should have all sent in their criminal background check form. If they have not done so by the time of the coordinator’s meeting with them, the coordinator should remind the interns to get to SZB 294 as soon as possible so that they will be able to report to their schools on the first day of the internship.

School Locations

Each district Web site shows school addresses and many also provide maps. Interns should bookmark these sites since they will need them again. Many schools have their own Web sites, available through the district site. Encourage interns to locate their schools’ sites, if available, and study them carefully.
Austin ISD: 
http://www.austinisd.org/
Campuses: 

http://www.austinisd.org/schools/index.phtml
Round Rock ISD: 
http://www.roundrockisd.org/home/index.asp?page=1
Campuses: 

http://www.roundrockisd.org/home/index.asp?page=5
Pflugerville ISD: 
http://www.pflugervilleisd.net/
Campuses: 

http://www.pflugervilleisd.net/schools/index.html
Maps to Schools

Additional maps to schools can be created using the school’s address at
http://www.mapquest.com



Parking at Schools

Interns should avoid parking in assigned spaces (such as the principal's) or bus loading areas. Interns should ask the school office where they should park each day, and may wish to call the school before their first day to find out.
School District Calendars

Interns should bookmark the online district calendars and examine them carefully once they receive their assignments.

Austin ISD: 
http://www.austinisd.org/academics/calendar/
Pflugerville ISD: 
http://www.pflugervilleisd.net/calendar05-06.htm
Round Rock ISD: 
http://www.roundrockisd.org/home/index.asp?page=737
Laptop Security

Interns will use their laptops in the classroom at their schools. Interns should plan carefully so that their laptops will be secure when they are out of the classroom. Interns should introduce their laptops to students and clearly state that the laptops are important work instruments to use for teaching, not toys, and are off limits to students without interns’ permission. Interns can explain that the laptop is a tool that will help "us" do some special learning activities this year. 

Laptop Propriety

Interns are welcome to use their laptops at their schools and in classes, but should not surf the Internet while they are supposed to be attending to lectures or presentations. They may take notes or record observations.

Diversity Requirement

PDS students must spend at least one semester in a culturally diverse or low socio-economic setting.

* A culturally diverse setting is one that has a substantial variation in the percentage of different ethnic populations or has a predominant minority ethnic composition

    
* A low SES (low socio-economic status) setting is a school whose students are on a high percentage of free or reduced lunches
Coordinators can find data regarding ethnicity and more at a TEA Web site: http://www.tea.state.tx.us/perfreport/aeis/2004/campus.srch.html. Type in the school district name to see a list of all campuses. Scroll down the page to the link to ethnicity.

Professionalism and Confidentiality

Direct, courteous communication is the best way to avoid misunderstandings. Interns should be assertive and adhere to the high ideals of their new profession by treating others with sensitivity and respect. Interns should be alert to school confidentiality issues at all times. Interns are responsible for upholding the Code of Ethics and Standard Practices for Texas Educators http://www.edb.utexas.edu/field/handbook.html#anchor560782
Interns should study the code carefully and should be encouraged to seek clarification where needed from their cooperating teacher, facilitator or instructors. 

Looking Ahead Toward Launching Yourself

The Web site at http://www.edb.utexas.edu/career/tips/resume.html can help interns clarify their educational goals. Interns can begin gathering ideas and materials throughout the next three semesters for their resumes, interviews, and portfolios.
D. Professional Development Sequence Instructors

The Department of Curriculum and Instruction will notify coordinators of their cohort’s Professional Development Sequence (PDS) instructors in advance. Instructors may wish to e-mail cohort students regarding courses and textbooks. Coordinators should schedule a meeting with these instructors for the coordination of the expectations of major assignments and their due dates. The meeting should address topics such as field-based assignments, distribution of technology, and major project deadlines. The meeting should also establish arrangements for the interns’ required iBook training. The coordinator should also consult with the PDS instructors to determine which course will include basic instruction in lesson planning. The coordinator should request that instructors communicate concerns regarding student progress to the coordinator. Facilitators should share course requirements that involve special conditions (e.g., tutoring, taping, testing, case studies) with the cooperating teachers at the beginning of the semester.
It is imperative that the instructor of Guiding Young Children in Groups (EDC 371G) understands that the field experience component is attached to that course, and that failure to satisfy the requirements of the field experience will result in failure of the course. The instructor of the course and the coordinator should communicate clearly at the end of the semester to ensure that each student has passed the field experience. The course grade cannot be turned in until the student has successfully completed the field experience.

PDS instructors should review the curriculum objectives to be taught in each course as they align with the TEKS, TAKS, and the domains of the TExES. This information can be obtained through the Department of Curriculum and Instruction (copies of the TEKS are also available in the Facilitators’ Reading Room in SZB 294). PDS instructors should also be aware of their responsibility to address technology competencies in specific courses.

The coordinator, with the assistance of the PDS instructors, should determine that every student is proficient in oral and written language and should refer students who are not proficient to the Student Dean’s Office for committee examination and recommendations. Student performance in the PDS and proficiency in oral and written language will be reviewed by the relevant College of Education committee. Guidelines established by the committee are provided in the appendix.
E. Education Services:  Field Experiences, Career Services, and Induction Support Office of the College of Education

Coordinators should receive a cohort roster with e-mail addresses and contact information from the Education Services:  Field Experiences, Career Services, and Induction Support Office.  Coordinators should provide the Office with the list of student placements including the name of school, the mentor teacher, and the facilitator assigned for each student.

     Coordinators may contact the Office for the following assistance from the director:

· Assistance with designing an Individualized Performance Plan (IPP) when needed

· Consultation regarding sensitive issues that arise during field experiences

The Education Services: Field Experiences, Career Services, and Induction Support 

Office:

· Coordinates field placements with AISD and cohort coordinators

· Provides orientation for interns 

· Establishes, reviews, and revises field experience policies

· Maintains files of cooperating teacher evaluations

· Updates placement Web site each semester

· Fields coordinator questions

· Provides hard copies of formative/summative evaluations and anecdotal record forms

· Provides training for facilitators

· Provides orientation for new coordinators

· Sets deadlines

· Maintains field experience Web sites

· Tracks GPAs to monitor eligibility for continuation in the PDS

· Collects criminal background checks and submits them to AISD

· Receives PDS applications

· Serves as liaison to school districts

· Oversees the College of Education Program Evaluation done by teacher certification students

II. During Semester Responsibilities

A. Cooperating Teachers and Principals

It is the coordinator’s responsibility to resolve any problems that arise. Coordinators should always be available to campus personnel for questions or concerns. Coordinators should visit each campus at least once or twice during the semester to keep the lines of communication open.

Cooperating Teacher Observations

Although cooperating teachers observe their interns daily and offer feedback frequently, we request that cooperating teachers record at least two written observations of their interns’ lessons with students during the semester. Cooperating teachers are welcome to print the Anecdotal Record Form from the Cooperating Teacher Web page, or may wish to complete the form onscreen and then print or e-mail the results to their interns. Cooperating teachers may also choose to use one of the focused observation forms that the coordinator has provided to interns.

Scheduling Observations by UT Facilitator

Each intern will be formally observed twice by the facilitator this semester. These formal observations must be scheduled in advance. One of these may involve the intern working with a small group, but at least one must include whole class instruction. Facilitators must limit travel to a particular campus to one day per week. Therefore, interns must select from a list of available dates. Beginning times for the 20 to 45 minute observations will be more flexible. Please assist with scheduling by helping the intern select opportunities that will work best with the facilitator and his or her students. Unscheduled, informal walk-throughs may occur at any time. 

The facilitator will meet as often as possible with interns to discuss progress and challenges, and to share the written observation during a post-observation conference. Cooperating teachers should review the Facilitation Record to become familiar with the topics typically discussed during facilitator/intern conferences. As the cooperating teacher becomes aware of particular needs, s/he should feel free to suggest additional topics that will allow the facilitator to assist the intern more effectively.

Lesson Plans

Interns will use the lesson plan template provided. The format should be quite familiar to teachers. Naturally, intern plans must be much more thorough than the written plans that experienced teachers usually write. The cooperating teacher must approve intern lesson plans prior to implementation. Plans for lessons to be taught should usually be submitted to the cooperating teacher by Friday afternoon of the preceding week.

Photography and Videotaping Permission Forms

Many principals have determined that general school photography permission forms already signed by parents are adequate to cover interns photographing children for educational purposes under teacher supervision. However, some principals may prefer that interns obtain additional parent permission. Sample forms are available to interns who wish to adapt them for projects. Please make sure that forms are acceptable to your intern’s principal before the forms are sent home with students. If appropriate, forms should be sent in English and Spanish. Finally, make certain that interns avoid photographing children whose parents have refused permission.

Formative Evaluation Conferences

These three-way conferences will involve the intern, the cooperating teacher, and facilitator. The cooperating teacher may download and print the formative evaluation. The cooperating teacher should complete the evaluations independently prior to the conference.

B. Facilitators

Coordinators should maintain regular contact with the facilitator(s). Weekly contact in person or via phone or e-mail is strongly encouraged. Facilitators should be advised to contact the coordinator immediately should interns experience difficulty with meeting minimum expectations or if problems with placements occur. The coordinator should ensure that facilitators fulfill the requirements for observations and supervision as established in the week-by-week calendar. The coordinator and facilitators should schedule a time to meet with the interns at least once per month during the semester. This can often be accomplished at a brown bag lunch on a day the interns are on campus. 

Coordinators should remind facilitators to regularly check TeachNet for messages concerning their cohort or other College of Education requirements. They must also ensure that facilitators conduct mid-semester and final evaluations in a timely fashion.

C. Interns

It is the coordinator’s responsibility to ensure that interns successfully meet all Intern Semester I requirements. Should problems with placements arise, the intern should contact the coordinator and every effort should be made to resolve the difficulty. Placement changes should be kept to a minimum, but may at times be necessary to provide the intern with an appropriate model or to avoid serious personality conflicts. In addition, the coordinator may need to mediate conflicts between the intern and the facilitator. If students experience significant difficulty meeting expectations, the coordinator may need to develop an Individualized Performance Plan (IPP) with the facilitator, cooperating teacher and intern. The coordinator should also contact the PDS instructors for possible inclusion of class-related goals in the IPP. The Education Services: Field Experiences, Career Services, and Induction Office should be notified and must review a copy of the IPP (see UT Facilitator-Support appendix for more information).

The coordinator and facilitators should schedule a time to meet with the interns at least once per month during the semester. This can often be accomplished at a brown bag lunch on a day the interns are on campus. The coordinator should meet with the interns mid-semester to ascertain their preferences regarding practicum placements.

D. Professional Development Sequence Instructors

Coordinators should contact PDS instructors monthly to maintain communication. If the coordinator develops an IPP for an intern, instructors should be consulted to determine if any requirements associated with their courses should be included.

On the rare occasion when an intern experiences severe difficulties with a PDS instructor, the coordinator should attempt to mediate. If mediation is not successful, the intern should be apprised of his/her options for seeking appropriate remedy. The director of Education Services should always be advised of these cases.

E. Education Services:  Field Experiences, Career Services, and Induction Support Office

It is the coordinator’s responsibility to notify the office of any changes in placements or of IPPs developed for individual interns. 

While facilitators can provide important documentation, it is inappropriate for them to construct and present the IPP to the intern.   Since the IPP may determine whether the student progresses through the program, its design and implementation should be the responsibility of the coordinator.  Coordinators are also responsible for attending regularly scheduled meetings and maintaining contact with the Office to ensure that all College of Education requirements are met. Coordinators should not hesitate to contact the Office as questions and concerns arise and to clarify any concerns about field placements with the program coordinator.

III. End-of-Semester Responsibilities

A. Cooperating Teachers and Principals

Coordinators are encouraged to solicit feedback from cooperating teachers and principals who hosted our program. Questionnaires can accompany thank-you notes to participating professionals, and might include questions about interns’ preparation, interactions with the facilitator, and suggestions for improvement Formative Evaluation Conferences.  These three-way conferences involve the intern, the cooperating teacher, and the facilitator. Facilitators will schedule these at the cooperating teacher’s convenience at the end of the semester. The cooperating teacher may download and print the formative evaluation. The cooperating teacher should complete the evaluations independently prior to the conference.

B. Facilitator
Coordinators are responsible for ensuring that facilitators submit all required paperwork in accordance with Education Field Experiences, Career Services, and Induction Office established timelines (see Deadlines at a Glance at http://www.edb.utexas.edu/fieldexp/FCHome.html. In addition, coordinators must complete the evaluation forms for each facilitator and submit it to his/her respective Department Chair.

It is recommended that coordinators meet with the facilitator to debrief the current semester and to discuss any potential concerns regarding the Intern Semester II.

 C. Interns

Coordinators are encouraged to solicit feedback from interns regarding the cooperating teacher and facilitator. Interns may wish to comment on the ability of the cooperating teacher and facilitator to model appropriate practice, to provide support and feedback for interns, and to meet College of Education requirements. 

Coordinators should also inform interns of when information will be made available regarding Intern Semester II placements.

Coordinators should meet with any intern who has an IPP or has failed a course in the PDS. The coordinator, intern, cooperating teacher, and other PDS faculty as appropriate should determine whether or not the intern has satisfied all of the requirements of the IPP. If any IPP requirements were not met or if PDS courses were failed, then the meeting should focus on the student’s options for the following semester.

D. Professional Development Sequence Instructors

If an intern has failed a PDS course or course requirements have been included in an IPP, the coordinator and faculty member must discuss whether or not IPP requirements have been satisfied. The coordinator may also wish to solicit feedback from the PDS faculty concerning cohort communication and any concerns about Intern Semester I.

E. Education Field Experiences, Career Services, and Induction Support Office

 The coordinator is responsible for submitting all required paperwork and forms to the    Office in accordance with established timelines (see Deadlines at a Glance Web site above). Mileage reports must be submitted using the electronic format provided by the Office. Details are available at http://www.edb.utexas.edu/fieldexp/Mileage.html.

In addition, the Office should be advised concerning any student who has not successfully satisfied the requirements of Intern Semester I. The student’s options for the subsequent semester should be discussed with the Office director prior to the meeting with the intern and others concerned.


After placements have been confirmed, the coordinator should immediately provide a list of students, their facilitators and cooperating teachers to the Office.  For AISD placements, follow the guidelines mentioned in Section I.A.
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