Internships in Early Childhood Education
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Outline:   

I      Networking and Setting up Internships


A.  Get to know your community


B.  Use your county web pages for resources and school listings


C.  Use  http://ncchildcare.dhhs.state.nc.us/general/home.asp  for listings of child                                     care facilities in your area.
II.    Forms for Internships

A. Letter of Introduction, can be done through email.

B. Parent Notification

C. Pupil assignments

D. Letters to Cooperating Teachers

E. Evaluations

III.  Interaction with School Administrators and Cooperating Teachers

A.  Phone calls to administration

B. Meeting with administrators and teachers

C. Written communications, beginning, periodically and at the end

IV. Grading the Internship

A. Student Observations

B. Journal

C. Assignments

D. Cooperating Teacher’s Evaluations

V.  Thank You Letters and Cards

To:      Cooperating Teachers

From:  Martha Burgess, UCCC

Date:  Jan. 10, 2005

Subject:  Internships

____________________________________________________________

Dear Cooperating Teachers,  

Thank you for allowing the Union County Career Center students to participate in the Early Childhood Internship Program. 

Below is a short recap of the program.

The students are seniors at UCCC.  They have completed Early Childhood 1 and are now enrolled in Early Childhood 2 at the center.  These courses are a full year long.  In addition to taking Early Childhood, they have also completed a Creative Activities Course from South Piedmont College, through dual enrollment during the Fall Semester.  All students have an interest in either teaching children, or working in careers where they will be working with young children.

They are required to participate in a 30 day internship program for 2 hours per day.  The program begins on March1st and ends on May 17th.   The students will be at their internship schools on Tuesday, Wednesday and Thursday of each week from approximately 8:45-10:45 AM while Union County schools are in session during this period.  It is our goal to have the students observe and interact in the classroom to gain experience working in a school setting. I will provide sign in sheets for the students to initial each day they are present at their assigned school.  I plan to personally check on their progress through periodic visits and phone calls.   

You may reach me at 296-3093 from 7:40AM until 4:00 PM Monday through Friday.  My email address is:  Martha.Burgess@ucps.k12.nc.us.  Please do not hesitate to call if I can be of assistance to you.  Again I thank you for your cooperation with this program.

Regards,

Martha Burgess

Early Childhood Teacher

Union County Career Center

                                                                                              May 2007

To:                Parents of Early Childhood II Students

From:            Martha Burgess - Early Childhood II Teacher, 704-296-3093

Regarding:     Internships at local schools and child care centers

Dates:            Monday, May 14 – Wednesday, May 24 from 12:30-2:40PM

One of the most rewarding parts of our second year program is to be able to place our students as interns at local internships in our school area. This outreach into our community allows our students to receive a varied and more extensive “hands on” experience in the early childhood field. Our goal is to offer a comprehensive and realistic view of the teaching profession.

Participating area locations include:

Walter Bickett Elementary School

Kids R Kids, Potter Road

Students will be evaluated daily, based on meeting the objectives of the experience.  In the event of an absence, the student is to demonstrate good employable skills by notifying their internship site. Students should attend every scheduled day and dress according to the teacher’s dress code appropriate to their assignment.  Jeans are not permitted at Walter Bickett Elementary.  These students should wear appropriate teacher clothing.  

If a student does not come prepared for the internship or does not behave in a professional and appropriate manner, the student will not be able to participate in the intern experience and will receive a zero. The student’s grade is based on  professionalism, attendance, completing written assignments, and keeping a journal. PLEASE encourage your daughter to be prepared, speak and perform duties in a professional manner, and complete written assignments so she can be successful in the program.

Transportation: Students are to provide their own transportation.  Students should arrive at their internship locations on Monday at 12:30 pm. 

Insurance: Liability Insurance must be provided to the students by their parent or guardian. Students are not insured by the Union County Public Schools Board of Education nor are they insured by Central Academy of Technology and Arts.

Special Requirements:  Our participating agencies require student interns to meet certain Criteria.  These include the following: current TB test and an Emergency Information Sheet.  Some agencies may require a confidentiality statement.  These requirements are necessary to meet state standards and for the protection of all parties involved.

Students will be required to complete homework assignments to keep up with the required course material during the internship period.  It is very important to do the weekly chapter readings and document their daily experience as it relates to the course requirements.  I am confident that all the students will enjoy and learn a great deal during this time.  All students are to report directly to their internship on Monday, May 14.  The interns at Walter Bickett should report to main office to meet Mrs. Burgess and the Walter Bickett office staff.  They should carry a pocket folder for their assignments and pen with them.  If you should have any questions feel free to call me at school, 704-296-3093.

After reading the above information, 
I hereby give permission for my daughter to participate in the internship according to the described conditions.

PARENT SIGNATURE________________________

STUDENT SIGNATURE_______________________

Permission is granted for my child_____________________________________________ to participate in this internship. In case of an emergency, you may contact me at:

WORK______________________


HOME_______________________

WORK PHONE _____________________or Mobile _____________________

HOME PHONE_______________

Student’s Mobile Phone if applicable _______________________________

In the event you are not available please list another person who may be contacted.

NAME_________________________

PHONE______________________

INSTRUCTOR’S SIGNATURE___________________

PRINCIPAL’S SIGNATURE________________________

One copy is to be signed and returned to the instructor by______________.   The second copy is to be retained by the parent.

Dear Cooperating Teachers, 

I just wanted to send you a quick note to thank you for working with my interns and allowing them to participate and assist with your class.   The interns are currently studying the following topics:  Special Needs,  Resources from the Media Center (Library), Curriculum Plans, Schedules and Transition Activities.  Please allow them time to visit the Media Center, and a Special Needs Classroom.  They will need to observe a special needs child, and also see what adaptations or lessons are done in the classroom for children that are mainstreamed into the regular classroom.  They will continue to assist you with lessons, but should be permitted about 15 minutes per day to make notes and answer assigned questions relevant to their internship experience.  

Thanks again for allowing them to have this valuable experience.

Regards,

Martha Burgess

Early Childhood Teacher, Career Center

Date of evaluation:  ________________________________ 
School or Daycare for Internship_____________________

Name of Cooperating Teacher ___________________________________________

Please rate each student’s performance using the scale provided:

1 = Poor,  2 = Needs Improvement,  3 = Fair, 4 = Good,  5 = Excellent

	1.  Appearance:  Consistently dresses appropriately for school environment and is well groomed.
	1   2   3   4   5

	2.  Punctuality and Attendance: Attends regularly and arrives on time. 
	1   2   3   4   5

	3.  Reliability:  Works well independently, and can be depended upon to complete assigned tasks.
	1   2   3   4   5

	4.  Attitude toward adults:  Displays appropriate behavior and is positive and agreeable.  Shows willingness to help, is courteous.
	1   2   3   4   5

	5.  Attitude toward children:  Shows positive guidance and interest and concern for the children.
	1   2   3   4   5

	6.  Completion of assigned tasks
	1   2   3   4   5

	7.  Stays in assigned area
	1   2   3   4   5

	8.  Uses time well: Stays on tasks and works on internship related items at all times.
	1   2   3   4   5

	9.  Communication: Listens well and communicates clearly and articulately
	1   2   3   4   5

	10. Enthusiasm
	1   2   3   4   5

	11. Accepts criticism and assignments willingly.
	1   2   3   4   5

	12. Implements appropriate discipline techniques. 
	1   2   3   4   5

	13. Accuracy of work:  Writes legibly, uses correct grammar and vocabulary
	1   2   3   4   5

	14.  Exhibits professionalism
	1   2   3   4   5

	15.  Practices confidentiality:  Keeps all school matters confidential and refrains from discussing with anyone outside of school.
	1   2   3   4   5

	16.  Cleans up area
	1   2   3   4   5

	17.  Informs you prior to absence 
	1   2   3   4   5

	18.  Uses materials appropriately
	1   2   3   4   5

	19.  Sensitivity to Diversity:  Shows acceptance of diverse backgrounds and abilities of all students
	1   2   3   4   5

	20.  Organization: Well organized and prepares materials in advance.
	1   2   3   4   5


Additional comments:  ________________________________________________________________________________________________________________________________________________

Teacher’s signature _______________________________  Final Grade ___________

Date ______________________________________

