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GENERAL INFORMATION

• Intern signs in/out daily (office 

preferable).

• Interns are to be on time and stay the 

required time.

• Intern to contact mentor and supervisor

if going to be absent

• Intern is FERPA trained and knows to 

abide by the health/safety guidelines 

set forth by the host district

•Intern is to act and dress appropriately at all 
times (exceptions – school related events, jean day, 
etc.)​

•During Internship I, we do not encourage subbing.

•Intern should be spending planning time planning 
with you ​.

•Lesson plans should be turned in at least 2 school 
days before teaching a lesson.



REQUIREMENTS FOR 
SUPERVISORS

INTRODUCTORY MEETINGS

PRE-OBSERVATION CONFERENCES

POST-OBSERVATION CONFERENCES

MIDTERM AND FINAL EVALUATIONS
MAY BE CONDUCTED FACE-TO-FACE AND/OR REMOTE



INTRODUCTORY MEETING

• This meeting is for the mentor, the intern, and the supervisor to 

discuss the expectations and internship procedures for all 

involved in the internship.

• The supervisor will schedule this meeting at the beginning of the 

semester. Please let me know if you have not received any 

communication about this meeting from your intern’s supervisor 

by the end of next week.



MENTOR ROLES

Coach

Motivator Resource

Communicator Role Model

Advocate Guide

Assessor



MENTOR RESPONSIBILITIES

Attend an introductory meeting with the supervisor and the 
teacher candidate.

Identify a site-based observer to serve as an evaluator, 
along with the supervisor (administrator, school coach, 
another teacher, etc.)

Complete 4 formal observations (2 before midterm, 2 
after midterm)

Pre-conferences before every announced observation 
and post-observation conferences after all observations (oral 
and written feedback on observation form)



MENTOR RESPONSIBILITIES

Assist teacher candidate with their self-assessment for midterm and final 
conferences (use evaluation instrument).

Assist

Attend the midterm and final conferences.Attend

Assist with goal setting.Assist

Collect the site-based observer’s observations to get to supervisor.Collect



MOST 
IMPORTANT

COMMUNICATE consistently with the intern 
and the supervisor about progress in the 
internship, concerns, clarifications, etc.

Provide constant coaching/feedback to the 
intern

*If the intern is placed on an improvement 
contract, you (the mentor) will then become an 
evaluator as well

CRUCIAL



CO-TEACHING

Co-teaching provides:

▪ More opportunities for grouping

▪ Another set of eyes to watch and problem solve

▪ Help with classroom management

▪ Help with lesson planning

▪ Reduction in student-teacher ratio

▪ An increase in instructional strategies used



CO-TEACHING IN THE INTERNSHIP

• Balance teaching and co-teaching.

• Internship II – intern is in the lead role most of the time

• Encourage the intern to lead the discussion for co-teaching models when 

planning (know the role you are to assume).



• Interns are not “on their own” during Internship II.

• Mentor teacher is still coaching and collaborating with the intern 

even during ‘solo’ teaching.

• ‘Solo’ teaching is when the mentor assumes the assisting or 

observing role in the co-teaching model.

CO-TEACHING IN THE INTERNSHIP



TRANSITION PLAN



COACHING

• Interns are not first year teachers. Mentors MUST coach the intern in 

ALL areas. Please communicate expectations and talk with the intern 

about improvements that need to be made.

• Provide risk-safe opportunities for interns to learn.

• Ask questions about the intern’s thinking. 

• Encourage initiative.

• Video lessons and discuss the intern’s performance together.



WHAT DO ASSESSORS DO?

A) Provide continuous data-based 
feedback on performance in relation to 
the ADEPT competencies (SCTS 4.0).

1

B) Work with intern on identifying 
strengths and weaknesses; setting 
goals for improvement.

2



MAKE SURE YOU...

• Use the Internship I Observation Form– Internship I is different than 
Internship II.

• Observations must be typewritten.

• Provide fact-based feedback both orally and in writing to the intern. Use 
the rubric attached to the evaluation for the program area of your 
intern.

• Allow time for the intern to reflect before holding the post-
observation conference.

• Remember that you might not be able to observe all 
of the competencies during a specific observation. You may need to 
schedule some additional observations to get evidence for the 
indicators.



PRE-OBSERVATION CONFERENCE

• For announced observations, a pre-observation conference is 

required.  There is a pre-conference form on the website with possible 

questions to ask.

• Conference platform:

• Face to face

• Zoom, Microsoft Teams, Facetime

• Phone conversations

*The purpose of the pre-observation conference is to get the intern truly thinking about the lesson they will be teaching for the 

observation. Conduct this a day before the observation is set to occur. This gives the intern time to make changes based upon the 

conversation with you.



OBSERVATIONS



OBSERVATIONS



POST OBSERVATION 
CONFERENCE

• Post-observation conferences are required after every observation. This is 
a valuable time for:

• The observer to share the data they collected

• The observer and the intern to reflect on the lesson together

• The intern to make goals for improvement

Can be remote or face-to-face



SUPERVISOR AND SITE-BASED 
OBSERVER

• Summative – depend upon the mentor’s feedback and communication

• Focus on the outcome and evaluate intern's growth

• Make judgements about mastery

• Supervisor – 2 observations – (1 unannounced)

• Site-based observer – 2 observations - (1 unannounced)



INTERN SELF-ASSESSMENT

• The intern’s self-assessment form is the same form as the internship evaluation.

• The intern keeps their documentation and uses it to do the self-assessment, with the 
mentor’s assistance. The mentor does not complete an individual copy of this form.

• The mentor and intern have a conversation and look at the intern’s data to discuss their 
thoughts on the indicators for ratings.  This is a collaborative endeavor.

• The intern will email the self-assessment to their supervisor before the mid-term/final 
evaluation conference.





USING THE RUBRIC

• Use the evaluation rubric for your talking points when discussing:

• Observations

• Pre/post conferences

• Goal-setting

• Intern’s self-assessment

• Start with the “meets expectations” column – this is where a successful intern should be. Using the rubric keeps 

the intern centered on what they are doing well and what improvement needs to be made. 

• Rubrics are found on the website under evaluations. Locate your specific program area evaluation, scroll to the 

end and you will see the rubric to print out.





INTERN'S DOCUMENTATION

• INTERNS are responsible for keeping a record of all documentation: All 

lesson plans, observations, pre/post conference notes, emails, etc. The 

documentation can be housed in a notebook or digital folder. 

Documents should be accessible to supervisor when requested.

• The notebook can be a physical notebook or a digital folder kept on one 

drive, google drive, dropbox or whatever digital format is good for 

the mentor, supervisor, and intern.



EDTPA

• Portfolio of five priority areas for effective instruction.

•Includes videos and samples of student work

• Although most interns are not completing their actual edTPA during this 

semester, they will be doing a practice edTPA.



EDTPA

• Internship ii assignment

• Subject specific

• Demonstration of what the intern can do and will do in relation to 

planning, instruction, assessment, analysis of teaching and academic 

language

• Review of teacher candidate’s teaching materials



DOS

• Explain edTPA tasks and scoring 
rubrics

• Provide experiences aligned with 
edTPA (e.g., Assignments analyzing their 
instruction, developing curriculum units, or 
assessing student work)

• Ask probing questions about 
draft edTPA responses or video 
recordings

DON'TS

• Instruct which video clips to 
select for submission

• Edit materials prior to submission

• Offer critique that provides 
specific, alternative responses, 
prior to submission for official 
scoring

ROLE OF MENTOR DURING EDTPA



WHEN ISSUES ARISE

• Communicate with supervisor (don’t cover concerns with 
a band-aid.)

• Provide honest, constructive feedback to intern

• Keep documentation – little things can add up to 
bigger concerns

If a problem continues with the intern’s performance, the intern 
may need to go on an improvement contract.  This sets required 
conditions to be met for the intern to continue in the internship 
and holds everyone accountable for their part.



REX INSTITUTE SITE
https://www.winthrop.edu/ceshs/rex/field-office-mentor-and-host-teachers.aspx 
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QUESTIONS
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