Hamilton, Charles

m

From: Hamilton, Charles
Sent: Friday, December 29, 2017 12:49 PM
To: Kathleen Filkins; Young, Troy; White, Donna; toddfarmer64@gmail.com; Joni FARMER;

Jacqueline D; Murray, Bridget L (Henderson); ‘chuckfran@windstream.net';
'drhayes@windstream.net’; Charles & Alice Clark; Smith, Amy; Beverly C. Ennis; Carolyn
A. Garrison; Curtis, Rita; Don Cheatham; Dottie L. Davis; Ellen Ford; Flanagan, Valerie;
Hamilton, Charles (clhamilton@campbellsville.edu); Herron, Jeffrey; Hiatt, Lorrie;
Lawrence, Elisha; Lisa Allen; Lisa Fulks ; Marilyn Goodwin ; Rice, Julie; Robin Magruder;
Sharon Hundley; Susan Blevins

Subject: Use with CT on First Visit

Attachments: Brief Note.docx; Confirmation of Training on Use of Student Teaching Evaluation
Forms.docx; Documents Training for US and CT.docx

Please go over the talking points in the attached document with the CT and get the CT to sign off
on the experience. This helps us assure there are no questions about the use of the documents for
evaluation of the student teacher.

Brief notes are just for you. Thank you for taking a lead in this pfocess.

Chauct Familton, Ed.D

Coordinator for Student Teaching
Campbellsville University, School of Education
1 University Drive, UPO 791

Campbellsville, KY 42718
clhamilton@campbellsville.adu
270-789-5166




Brief Note:

At the last Undergraduate meeting | spoke a little about the role of the University Supervisor. | have
attached a few documents | shared and will list a few of the comment points:

e The USis still responsible for making sure the CT is documenting the ST experience using the
appropriate forms (Form A, Form B, Journal Rubric). Please stress completing all parts of the
documents. Student signatures on Form A and Form B documents will be made at the final
seminar here at CU. In the event of a problem in a placement we will have to print hardcopies
for conferences and get signatures at the time of the post-conferences.. -

¢ The US should ask the CT to cc: them and the ST on submission of forms to the university*

¢ The US does not need to print any documents sent by email, | will print hard copies for records.

¢ The US should collect from the CT at the Summative Conference a copy of the Disposition, CT
recommendation on School Letterhead, and a copy of the Journal Rubric or make sure it was
sent by email.

» Before going to the last summative conference you may want to stop by my office and look over
the folder for your ST and see if any of the Form A or Form B documents are missing. | print and
file them the minute they show up in my email.

e We want to have all of the first eight-week placement documents completed and filed within a
week of the final summative conference for that placement. This will relieve stress on all of us
at the end of the semester. '

*(this is me at clhamilton@camphelisville.edu if you use the SUBMIT button)




Campbellsville University
School of Education

Confirmation of Training on Use of Student Teaching Evaluation Forms
I have been trained on the use of the following forms and feel confident in my understanding of the
documents and rating criteria. | understand | may seek assistance in completion of forms and
clarification of scoring criteria at any time from the Student Teacher Coordinator.

Forms in this training included:

e  Student Teacher Evaluation Rubric (resource)

¢ FormA
s FormB
¢ FormC

e Journal Rubric
e Disposition

Date:

Signature of Trainee:

Signature of Trainer:

2017-2018




Evaluation Training for University Supervisors/Cooperating Teachers

Rating Scale

3 — Satisfactory

2 —Progress Made

1 — Unsatisfactory

N/A — No evidence available to accurately score a 1, 2, or 3

Note the top rating is for Satisfactory performance. This is critical to understanding of the rating system.
It is understood that these are beginning teachers who will continue to grow with mentoring and should
not be judged based on advanced level skills.

Student Teacher Evaluation Rubric

This document provides detail to assist the evaluator with determining the level of attainment by the
candidate on each of the indicators. '

Each descriptor should be reviewed before marking the final assessed level of each indicator.

Form A (formative):
This form is to be used to mark ratings on indicators within each standard when evaluating an actual
lesson taught.
Resources to review and assist in markings include:
¢ the completed CU Lesson Plan Template,
s Portfolio artifacts
¢ Jjournal entries. :
The University Supervisor and Cooperating teacher may also reference conferences with the candidate
and informal observations to determine levels of attainment in each indicator.
After all indicators are marked you will then provide a holistic marking for the Standard.

Form B (formative:

This document is used to evaluate specific activities that are essential to the teaching profession, but
may not be easily evaluated in a classroom lesson.
Documents that may assist you with assessing these Standards include:

e the Lesson Reflection Form,

s the Professional Growth Form,

e the Portfolio (specifically entries for the Collaboration Project and the Leadership Project}
The last step on Form B is to determine and mark a holistic score for the assessment period using both
Form A and Form B.

Journal Rubric {Cooperating Teacher):

This form is meant to assist the cooperating teacher in evaluating the candidates journaling of their
experience. The CT should be reviewing the candidates lournal at least twice a week and using the
journal as another way to communicate strengths and needs to the candidate.




Form C {Summative):

This form is used in the final analysis of the candidate and is facilitated by the University Supervisor.
This should be completed at the conclusion of each placement, All observations, documents, and
conferences with the candidate should be used to make final decisions on markings for each Standard.

Dispositions From:
The Disposition Form should be completed at the end of the placement and should reflect the

evaluators observations of the professional behaviors of the candidate.

in addition to the evaluation forms the Cooperating Teacher and University Supervisor are required to
write a Letter of Recommendation for the candidate on school letterhead.

It is expected and desirable for the evaluator to write comments on each of the forms to supplement
the markings in a way that helps the candidate improve their growth as an educator.

It is expected that the cooperating teacher and university supervisor are in regular contact with one
another and will coordinate assistance to the candidate. Should either the CT or US feel there is 3
concern with the candidate beyond the normal expectations of a beginning educator the Student
Teacher Coordinator shouid be contacted immediately for assistance.

There are multiple assessments used to determine the final approval of a candidate for a degree. The
student teaching experience and evaluation is a major part of that determination. Thank you for your
professional assistance in this process.




Thank you again for agreeing to work with our student teachers. If you have had a student teacher since
September 1, 2013 from any educator preparation program in Kentucky, you are probably already
trained. Once trained, always trained unless there are major regulation changes, so the rest of this email
may not apply to you.

However, if you are new to this process you will need to complete Part A (Edmodo training through
EPSB), Part B Co-teaching, and Part C on university specific requirements/procedures.

PART A Edmode with EPSB (see attachment or visit the website link provided)

http:/ /www.epsb.ky.gov/mod/page/view,.phplid=14

Scroll to the “Required Co-Teacher Training”; read directions and log into Edmodo.

The most often missed step in the Part A training is notifying Dianne Carr when you complete the quiz —

When you score an 18/18 (100%), please send an email to DiannaN.carr@ky.gov and include the
following details in the email.
Subject Line: Edmodo Assessment Confirmation (This must be the specific wording in the subject line of
the email.) '
Body: Your full name

EPSB ID#

Once we receive this information, a Certificate of Completion will be sent to your email address.

PART B CO-TEACHING: You will need to follow the link provided here and complete the sessions
and quizzes. An email will be sent to me after you have successfully completed this one-time training
and I will submit your name to EPSB as a completer.

https://canvas. instructure. convenrol/PME8M 74

Once a participant follows this link, he/she can self-enroll and begin the training. Once the participant
self-enrolls, he/she can freely log into and out of the training using the login credentials that he/she sets
up. A participant can begin the training, work through a section, exit the training, and log back in at a
later time to continue the training. Canvas will remember where the participant left off, so a participant
can work through the training at his/her own pace and in an anytime, anywhere manner.

PART C with CU

The Part C training PowerPoint Hnk is to a Google Doc. Download to your desktop
https://drive.google.com/file/d/0BxHY 8a0UBTkedFVS Vil jZI84Z3¢c/view fusp=sharing and open in MS
PowerPoint to hear the voice-over commentary. It is about 12 minutes long. There is a Survey Monkey
link, https://www.surveymonkey.comyt/CU_Part C_Training ,on the last slide that is required for
documentation (2-3 minutes). There are some changes to the program from previous years, so even
experienced cooperating teachers may want to review it. 1 suggest printing the slides in the two per page
format, to review from time to time as questions arise in the placement.

All trainings have to be complete before the student teachers start the first day of school for the term.
Please contact me with any questions of needs. Iam very happy to be working with you in this process.
clhamiltonf@campbellsville.edu

Work: 270-789-5166 Personal: 270-699-1693
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Campbellsville University
University Supervisor Training

Part B and Part C

November 11, 2016
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Campbellsville University
University Superviscr Checklist
Completing Teacher Candidates Folder
Fall 2016
Deadline Date: Friday, December 9, 2016

Included University Supervisor item Cooperating Teacher Item Included

4 Observations 2 Observations 15t
(Forms A and B) (Forms A and B) and
Disposition Form Disposition Form 1%
znd
Letter of Recommendation Letter of Recommendation 18t

2nd .
1 Summative Form C Summative Form € 15t
znd znd

The University Supervisor Is responsible for assuring the submission of all paperwork to Campbellsville
University. The completed Teacher Candidate folder should contain the items listed in the chart above
and be submitted to Data Manager in the School of Education. The folders should be submitted by the
Monday of finals week.

FVISOr

University Su

Centact teacher candidate to yehedule visits and discuss your specific sequirements regarditg
selmvizsion of paper work during the studest teacking experiance.

Conduct a MINIMUM of four (4) formal clessrom obsarvetions to observe the teackher
candidite. (I tha teacher candidate hay hwo placements, the nniversity supscvisor should vigt
twize it each placementy

Provide feadback after each visit uying appropedate documents throngh & gost-conferance,
Review and conwent ou the teecher candidate’s reflactive journal at aack visit.

Beview the teacher candidata’s progress on theic portfolic ot every visk. (Tescher candidatex
shiould provide s flach drive of potholie documens to be viewred.)

Inguire and discvys progress on both the eollaboration and leadershin projects ot each visit and
mondinr sompbation.

Eenclew the Pre-Professionel Growth Plan (PPOF) at each vieit and help teacher candidate
provida evidences of growth.

Communicate with the cooperating teacher at each visit. I an fssue srises, # is the vaiversity
superelsies responaibility to instigate an intarvention plan for the teacher candidate. (Contant
the Student Teaching Crovdinator Sor procedsrss )

Collaborate with the coaperating tearhar to evalusts thy teacker candidate ot fhe end of the
prlaceent,

Complete a Disposition Recommendation on the tepcher candidate.

Write n better of recormendation on Camplhellewiils University School of Edusation lattarhasd
{writhen simnature reguived),

Anthoring fhe Education Professionat Mundard Board fo validate the cooperating teachers
elevtronde voucher nmer the end of the stodent tenching sxperienoe,




Student Teacher Checklist

Semester Year

Name of Student Teacher

Grade Level Content Area

1. Video Evaluation
Self Evaluation Video Packet
. Faculty Evaluation

2. Cooperating teacher #1 evaluation
Name:
Mid-Term Date:
Final Date:

3. Cooperating teacher #2 evaluations (if applicable)
Name:
Mid-Term Date:
Final Date;

4. Supervisor’'s Evaluations _ —
Name: Completion

Date

PN

5. Letters of Recommendation

1. Cooperating Teacher #1
2. Cooperating Teacher #2
3. University Supervisor

6. CAP 4 Application Complete
Transcript
Praxis
__ Dispositions
[tems Missing




Prepare class for the arrival of the teacher candidate,
Prepare the in-school staff for the arrival of the teacher candidate; introducing teacher
candidate to school personnel, familiarizing candidate to routines and policies and so
forth,
*  Prepure workspace for the teacher candidate with resources such as textbook(s), class
lists, seating charts, school map, emergency procedures and so forth.
Model best research-baged practices for the teacher candidate,
Assist the teacher candidate with various teaching strategies, conferencing and daily
planning,
*  Provide daily feedback to the teacher candidate.
*  Provide meaningful feedback the teacher candidate weekly in their reflestive journal.
Assess the journal using the rubric provided by the university at mid-term and final.
(Encourage the teacher candidate to reflect on experiences not summatize
observations or make lists.) _
Communicate with the university supetvisor on issues concerning the teacher
candidate, (JIf improvement warranted, develop an intervention plan; signed by
teacher candidate, cooperating teacher and university supervisor and filed with CU
School of Education.)
*  Monitor the teacher candidate’s collaboration and leadership projects as well as their
Pre-Professional Growth Plan (PPGP),
* Formatively assess the teacher candidate twice using required forms (A & B) and
provide feedback in a post-conference,
¢ Jointly evaluate the teacher candidate in conjunction with the university supervisor at
the end of the placement,
»  Complete a Disposition Recommendation on the teacher candidate at the end of the
placement,
»  Write a letter of recommendatior: for the teacker candidate. (This letter must be on
school letterhead and signed.)

® Eleclronically sign-off on the teacher candidate with the Education Professional
Standards Board at the end of the semester,

Cooperating Teacher

Documents to be submitted:
. Form A and B (Mid-term Evaluation)
__Form A and B (Final Evaluation)
. Journal Rubric (Complete the top half at mid-term and the bottom as a final evaluation)
__Letter of Recommendation (on school letterhead and signed)
. Disposition Recommendation Form

Ali documents are available online at the CU School of Education website under the Student Teaching
link and can be submitted electronically. We suggest ce-ing submissions to the student teacher and
yourself so they have electronic documents for their ePortfolio and you have a copy for your files,

Thank you for working with our teacher candidate.




Date
June 29, 2015

July 6, 2015

August 8, 2015
November 21, 2015
April 23, 2016
June 13, 2016

June 23, 2016

July 30, 2016
November 19, 2016
April 22,2017
June 12, 2017

July 10, 2017

July 29, 2017
November 4, 2017

KTIP Training Dates and Locations

Location
Campbellsville University

Lindsey Wilson College

Campbellsville University
Campbellsville University
Campbellsville University
Campbellsville University
Hardin County

Campbellsville University
Campbellsville University
Campbellsville University
Lindsey Wilson College

Campbellsville University

Campbellsville University
Campbellsville University

Trainer

Dr. Lisa Allen and Ms.
Melissa Arnold

Dr, Lisa Allen and Ms.
Melissa Arnold

Dr. Lisa Allen

Dr. Lisa Allen

Dr. Lisa Allen

Dr. Lisa Allen

Dr. Richard Roberts and Dr.
Lisa Allen

Dr. Lisa Allen

Dr. Lisa Allen

Dr. Lisa Allen

Dr. Lisa Allen

Dr, Lisa Allen and Ms.
Melissa Arnold

Dr. Lisa Allen

Dr. Lisa Allen
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