[image: image1.emf]
Residential Education Program
Practicum Placement Procedures & Policies

The following policies and procedures have been established by the Tusculum College Education Department in accordance with requirements guided by the State of Tennessee, Department of Education for the successful completion of program components needed for teacher certification and graduation. The Practicum course component accounts for 20% of the final course grade.  Field Experience Supervisors will visit students at various unannounced dates during practicum placements, as the student is expected to be present as scheduled, unless the supervisor is notified otherwise. All field experience placements will be completed and approved by the field experience program. 

· Students completing field experience placements will maintain appropriate levels of professionalism at all times. This includes dress, speech, and behavior. Failure to regard this policy will result in field experience conference and / or removal from the Education program.

· Students must respect confidentiality of students.  Personal information (ie. disability, grades, scores, behaviors, ect.) should not be shared with individuals who do not have an educational “need to know”.  Members of a child’s education team may share information.  Community members, practicum student friends and family are not on a need to know basis unless directly involved in the education of the student.
· Students must submit the designated Practicum forms, documenting completion of required hours for each major education course, to the instructor at the end of each course, with the exception of PHED360 Curriculum Design/Methods for Elementary Physical Education. 

· Students are not permitted to change classroom teachers for course practicum placement without prior approval from the regional Field Experience Coordinator and School Principal. 

· Students are required to sign in and out at the school office for each and every visit to complete hours at the assigned practicum site. 

· Students must complete all designated practicum forms thoroughly or risk point deductions from the practicum grade, which accounts for 20% of the final course grade. Students should not list “observation” in the activity section of the “Student Attendance Record” practicum form. The student should explain what activity they participated in during time spent in the classroom. See the Sample Attendance Record online.
· Eighteen practicum hours must be completed by the conclusion of each Major course. 

· Completion of Practicum hours may begin the first day of the assigned course after the student has received the syllabus for the course outlining the specific experience required by the instructor. 
· Students must complete practicum experiences as requested by the instructor as stated in the course syllabus. Students who do not complete practicum experience as indicated will be at risk for point deductions from the final course grade or may not receive any practicum credit for the course. 
· Practicum schedules must be sent by e-mail to the field experience supervisor/instructor assigned to each practicum student no later the second class period for each major education course. Schedules must include the name of the teacher and school, the dates the student plans to attend practicum, the specific time during these dates the student plans to be present, and the grade level practicum at which it is being completed. The schedule must be submitted on the Practicum Schedule Form provided to all students and must be completely filled out. 
· Practicum hours must be completed between the hours of 7:30-3:30. Students must be present for instructional time in the assigned classroom. 

· Practicum hours are to be completed in your major content area. Students should pursue practicum experience of at least 18 hours for each course and across grade levels/program areas.  A variety of experiences at different levels is recommended. Students should complete practicum experiences in as many different schools and grade levels as possible. 

· Students may not complete practicum in schools where immediate relatives are employed in administrative or faculty positions. 

· Students may not complete practicum in schools where immediate relatives attend. 

· Practicum hours must be completed in regular education classroom settings with general education students unless your major is special education. Special Education/Resource settings are not permitted except for special education majors and with the exception of SPED101.  Preschool settings are appropriate for Early Childhood majors along with regular education classroom settings. 

· Practicum hours may not be completed in after-school or pre-school programs or settings. 

· Students may not receive monetary compensation for Practicum placements. 

· Students must obtain permission from the appropriate school personnel to complete practicum hours at the site chosen by the Director of Field Experience. 

· Please direct classroom teachers and school principals who have questions to the Director of Field Experience or your course instructor.

· Students must inform the course instructor or assigned field supervisor via e-mail if they cannot be at the scheduled placement as soon as they are aware. This will prevent the instructor from arriving to complete an observation and discovering the student is not present, which wastes money, mileage and time. Students who must leave a practicum site early should contact his or her instructor as soon as possible. 
· The course instructor or filed supervisor is not required to contact students before a visitation. Students are expected to be present during the scheduled date and times that have been submitted.

· Students are required to participate in Math classroom curriculum practicum hours for the MATH 137 course, Reading classroom curriculum for the EDUC 416 course, and Language Arts classroom curriculum for the HGLN 417 course. 

· Students who choose to disregard the Practicum Policies & Procedures stated above will be subject to the following non-compliance actions from the Education Department: 
1st infraction – verbal/e-mail warning 
2nd infraction – documented meeting w/ Field Experience Coordinator 
3rd infraction – formal meeting w/ Field Experience Coordinator & Director 
4th infraction – student must address the Education Committee 
Required Practicum Forms
· Practicum Policies and Procedures sign off form- once each year-given out at mandatory meeting

· Practicum Syllabus Form(given in each class) 
· Permission Form-online
· Practicum Schedule Form (emailed to course instructor or assigned supervisor)-online or in Sakai.
· Student Attendance Record-online
· Evaluation Form-online 
Director of Field Experience 
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