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Welcome to National College of Education

at National-Louis University


The National College of Education (NCE) faculty of National‑Louis University (NLU) welcomes students to our Master of Arts in Teaching program (MAT) in Elementary Education.  The purpose of this Master of Arts in Teaching Elementary Education Program Handbook is to outline the university courses, policies, procedures, and services related to the Elementary Education program leading to initial teacher certification.  


The faculty of National College of Education is committed to providing a rich set of experiences that will assist students in becoming successful teachers.  We expect this handbook to be used in conjunction with information from the university faculty, academic advisors, the Graduate Catalog, and the Student Guidebook and Calendar to guide students and to make the journey through National-Louis University and National College of Education valuable and memorable.

MAT students receive this handbook at the MAT Orientation that is held before the first class session of the MAT program and are responsible for all content in this handbook. The handbook is also available online at www.nl.edu/elemed.  It is recommended that the handbook be reviewed prior to each term to ensure that all requirements and deadlines are being met.

The president and the officers of National-Louis University reserve the right to change the requirements for admission or graduation, the arrangement, schedule, credit, or content of courses, the books used, fees charged, regulations affecting students, and to refuse to admit or readmit, and to dismiss any student any time should it be deemed to be required in the interest of the student or the university to do so.


National-Louis University admits students to all programs and activities and administers all educational, employment, and other policies without discrimination because of race, color, sex, religion, handicap, or national or ethnic origin.
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NCE Conceptual Framework

A Professional Community Advocating for All Learners

NCE Faculty and candidates use scholarly habits of mind and methods of inquiry in order to affect P-12 student learning by:

· Envisioning, articulating, and modeling democratic and progressive education

· Designing powerful learning environments that:

· integrate appropriate technologies

· utilize multiple meaningful assessments

· enable self-directed learning

· Working collaboratively in diverse communities and with diverse learners to achieve learning goals

· Advocating for democratic values, equity, access and resources to assure educational success for all

NCE Faculty and candidates continuously demonstrate a high standard of professional ethics by:

· Cultivating curiosity and excitement for learning in themselves and others

· Respecting and learning from other peoples, cultures, and points of view

· Demonstrating a caring attitude in recognizing the needs of others and acting to promote their growth

· Acting with confidence and self-knowledge to assume professional leadership roles and responsibilities

· Using information from self and others to continuously improve

CONCEPTUAL FRAMEWORK

ELEMENTARY EDUCATION


The elementary preservice education program leading to K-9 certification is committed to the preparation of men and women so they influence and improve the education of elementary school students and offer leadership in the education profession.  In keeping with the mission of National College of Education, a commitment to the personal and professional growth of elementary preservice teachers is at the heart of our program.


The faculty in elementary education is committed to providing a rich set of experiences which will assist the preservice students in becoming successful teachers.  Our students and we their faculty, in collaboration with the wider community of educators, are engaged in a continuous and productive process of professional growth.


The core values and student outcomes listed below are the result of work by faculty since 1993 when the Department of Elementary Education began an intensive study of its program at both the graduate and undergraduate levels.  This work continues with the Elementary Education Program Team and EMLTE Department which has also made significant contributions to this work.  


There are multiple relationships among the individual core values and the specific student outcomes which follow.  Therefore, it is not possible to link these values and outcomes in a one-to-one relationship.

CORE VALUES .. We the faculty believe ...

· Learners construct meaning individually, cooperatively, and collaboratively through active participation in their own learning.

· Practical application should flow from research and research should find practical application.  University classrooms and field placements should reflect this connection.

· A community of learners which works collaboratively to meet the needs of students encompasses university-based, school-based, and community-based educators including parents and children.

· Effective teachers implement practices that respect and value diversity as a way to strengthen education in a democratic society.

· Professionals model appropriate and effective educational practices.

· Assessment is continuous, multi-dimensional, and related to the tasks of teaching and learning.  It may include qualitative and quantitative techniques and instruments, does include formative and summative assessments, and is reflected in the requirements of the classroom.

STUDENT OUTCOMES ... At the end of their education program, our students …

· Are knowledgeable about a variety of philosophical, theoretical, historical, and practical approaches to teaching.

· Draw on knowledge bases which underlie the program to make informed decisions that support the intellectual, social, and personal development of their students.

· Are receptive to, reflect upon, and critically evaluate historical, current, and emerging educational issues.

· Adapt to diverse educational contexts while maintaining professional integrity.

· Make linkage between theory, research, and practice, the university and the school classroom.

· Are knowledgeable, critical consumers of research; understand implications from research for their own classroom practices.

· Work collaboratively with other professionals in the school, with parents, with children, and with the community.

· Model and demonstrate a commitment to the importance of life-long learning.

· Acknowledge, respect, and critically support multiple perspectives within the educational and social contexts.

· Build on strengths, developmental status, experience, and ability levels of diverse students individually and collectively.

· Meet the challenges of students with diverse learning abilities.

· Are committed to inquiry, knowledge, competence, caring, and social justice.

· Internalize and demonstrate a beginning repertoire of practices characteristic of effective, novice teachers.

· Create a learning environment which allows experiential, integrated, and investigative learning developed around accepted curriculum standards.

· Implement on-going assessments of curriculum and instructional practices.

· Base planning and organization of classroom experiences upon process as well as outcome assessments.

· Create student assessments which include teacher evaluation, peer evaluation, and self-evaluation.

· Create teacher assessments which include student evaluation, peer evaluation, and self-evaluation.
EMLTE Conceptual Framework, November, 2003.
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GENERAL PROGRAM INFORMATION
ADMISSION TO THE MAT PROGRAM

The Elementary Education MAT program is designed for those who already hold a baccalaureate degree or higher in a non-education area who wish to become certified teachers for the elementary or middle level classroom while earning a Master of Arts in Teaching degree. 

CRITERIA FOR ADMISSION

· Completed application including:


Official transcripts from all institutions attended 


List of references


Written statement of professional goals

· Baccalaureate degree from a regionally accredited institution

· GPA of 3.0 or better on 4.0 scale in last 60 semester hours of baccalaureate degree
· Official score report showing a passing score on the Illinois Test of Basic Skills. 

· Miller’s Analogy Test Score

· Assessment of General Education Requirements
GENERAL EDUCATION REQUIREMENTS

An assessment is made of the transcripts submitted with the application.   All transcripts must be provided to document general education coursework completed at two-year and four-year institutions.  After transcripts have been evaluated, candidates receive a General Education Assessment (GEA) that describes the areas (if any) in which General Education Requirements (GERs) remain. These remaining courses are referred to as “deficiencies”. The NCE Transcript Evaluators can assist in determining how these deficiencies may be completed. 
It is in the best interest of the candidate to fulfill any deficiencies before beginning the MAT Program.  All deficiencies must be completed by the end of Practicum I.  In occasional cases where an extension is needed, approval must be requested in writing from the academic advisor. Since candidates are required to complete deficiencies before taking related methods classes, no approval can be granted for deficiencies related to the corresponding methods class. For example, if the deficiency is in math, candidates cannot take math methods until the math deficiency is completed. Candidates who have not completed all deficiencies prior to taking methods courses will be dropped from the methods class until the deficiencies are complete and transcripts are on file at NLU. It is the candidate’s responsibility to monitor their completion of deficiencies and to communicate with their enrollment representative and their academic advisor. The disciplines in which a candidate must have at least 2 SH of college credit are:

Communication


Art






Science



Social Science




Literature


Global/Multicultural Studies


Mathematics [6 SH required] 
History or Political Science
Candidates must also have a minimum of 18 SH in a single liberal studies discipline. 

GRADE REQUIREMENTS AND OFFICIAL TRANSCRIPTS

A grade of C or higher is required in order to receive credit for any specific GER.  When completing this deficiency coursework at the undergraduate level, candidates are advised to make certain the course carries college credit and thus is not considered high school equivalent/college preparatory in nature. 

Official transcripts for all deficiency coursework are sent to the attention of the Office of Admissions on the Wheeling Campus before submitting an Application for Certification. Transcripts are then filed in the NLU Registrar’s Office.  It is the candidate’s responsibility to verify that transcripts are on file by contacting the Office of Admissions. Certification applications will not be processed unless all official transcripts are on file.
CREDIT BY EXAMINATION 

NLU awards credit to students who achieve acceptable scores on standardized tests such as College Board's College Level Examination Program (CLEP) and the DANTES Subject Standardized Tests (DSSTs). Tests measure learning in a variety of academic disciplines. CLEP and DANTES testing hotline is (800) 443-5522 ext. 4316. Candidates should contact the Transcript Evaluator for preapproval of testing intended to fulfill deficiencies.
DELIVERY OF PROGRAM


The Master of Arts in Teaching degree is an Illinois approved program for initial certification in Elementary Education.  The certificate earned in Illinois is a K-9 certificate and a candidate can be endorsed to teach in the content areas in middle schools with additional coursework.  

The MAT program in Elementary Education is offered through several delivery models.  Students are encouraged to complete the program through a Guaranteed Sequence model as the delivery of the coursework is guaranteed for the entire program. Candidates in a Guaranteed Sequence will receive notification of each terms’ courses prior to registration opening to students at large, and must respond via the NLU portal within the priority timeframe to be guaranteed a seat in the class or classes. Additional coursework is required to attain the MAT degree and Middle Level Endorsement with this model.
Traditional students choose to pursue their degree through open enrollment classes as presented each term in the online course schedule (www.nl.edu/courseschedule). These students may enroll in a varied number of semester hours of credit each term and may need to take classes on more than one campus. All students who opt not to participate in a Guaranteed Sequence (traditional students) will need to consult the NLU schedule each term to plan their schedule. Certain courses may have limited or closed enrollment.
THE YEAR LONG INTERNSHIP PROGRAM


The Master of Arts in Teaching Year-Long Internship Program is designed so that school-based faculty can work more directly with NCE/NLU interns in elementary and middle school classrooms.  Students enrolled in the MAT Year-Long Internship Program are hired by individual school districts as teaching assistants for the school year.  While working in the classroom, interns complete their Practicum II observation hours and student teaching assignment.  (The base salary and benefits are varied and determined by the individual school districts. The student teaching term is unpaid.)  The program provides experience in a classroom for a full year, leading to increased understanding of the multiple roles of teachers and the socio-emotional and academic needs of children. Go to www.nl.edu/elemed (click on “Initiatives”) for more information about this program.
ORIENTATION

Students who are accepted into the MAT Program in Elementary Education are referred to as teacher candidates. An orientation session is offered each term before teacher candidates begin ELE500/Practicum I. This orientation answers many common questions and sets the stage for a successful experience in the program. Attendance is mandatory. 
ADVISING


Academic advising is an important facet for successfully completing the Elementary Education MAT program. Once candidates have been admitted and the General Education Assessment has been completed, they are assigned an academic advisor. Advising can be provided concerning:

· Completion of the Graduate Study Plan, which occurs in ELE500 Practicum I

· Sequence of and prerequisites for core and program courses

· Field experience applications for Practicum II and Student Teaching
If candidates have not been admitted, they should contact the Elementary MAT Program Coordinator or a MAT advisor on their home campus for information about academic issues, and should contact the their enrollment representative for all other issues.

COURSE OF STUDY

It is important for candidates to keep in mind when designing a course of study outside of a sequence that close attention should be paid to the NCE Graduate Catalog descriptions and related information about prerequisites and course sequences.  The order of classes will vary, as projected by the academic advisors or the guaranteed sequence, but all Elementary Education MAT candidates must complete certain courses within a certain sequence prior to ELE 590 Student Teaching.  Examples include:
· ELE500 Practicum I should be completed at the beginning the program, preferably in the first term, and is a prerequisite for all methods courses.

· EPS 511 and FND 510 are prerequisites for all methods courses.
· A minimum of 4 semester hours of methods classes must be completed prior to enrollment in Practicum II.

· SPE 500 should be completed prior to or concurrent with any methods classes.
POLICY REGARDING GRADES OF “C” OR BELOW IN METHODS COURSES
If a grade of “C” or below is received in any methods class, candidates are required to schedule a meeting with the MAT Program Coordinator in Elementary Education.  Candidates may invite any instructors who can contribute information to the record in order to provide evidence that candidates are ready to student teach.  Evidence can also be provided from other methods classes.  Candidates may be required to retake a methods class or take an advanced methods class before continuing on in the program.  If admission to student teaching is denied a student may petition the NCE Graduate Admission & Retention Council.
STUDENT PORTFOLIOS


An electronic portfolio is required of all candidates in the MAT program. During ELE500 Practicum I, candidates register for an online account with LiveText at http://college.livetext.com. LiveText is an internet-based subscription service that allows candidates and professors to create, share, and collaborate on their work. Candidates can upload their work, align it to current standards, and share it with other students, appropriate instructors, and potential employers of their choosing.  
MIDDLE SCHOOL ENDORSEMENTS


If candidates are interested in teaching in grades 5-8 in a single content area in a departmentalized setting, they must be eligible for an 18 semester hour endorsement in the academic area in which they plan to teach.  Candidates should contact the NCE Transcript Evaluator or the academic advisor for more information about this requirement and how to complete it.  To be endorsed in an academic area, two middle level education courses, MLE 500 Middle School Overview and MLE 502 Middle School Curriculum, must also be taken.  Candidates interested in obtaining an endorsement in mathematics also must take MHE 485 Advanced Methods for Teaching Middle School Mathematics.  The content area coursework and the middle level endorsement classes must be completed prior to student teaching. 
SUBSEQUENT ENDORSEMENTS


Candidates who are interested in additional endorsements to their certificate are encouraged to contact the following departments for more information about various options, including:
ELL/Bilingual Endorsement
Ms. Leah Miller


ldmiller@nl.edu


Middle Level


Ms. Nancy Naughten
 
nnaughten@nl.edu
Reading Endorsements

Reading Center


maria.dionne@nl.edu
School Library 


Dr. Gail Bush


gail.bush@nl.edu
Special Education

Ms. Sandra Hilmert

shilmert@nl.edu
MANDATED REPORTING
Illinois Mandated Reporter law has expanded the definition of “Child Care Workers" to include any person employed to work directly with children in the course of their professional duties. This includes anyone currently enrolled in an academic program that leads to a position as a childcare worker (teacher). 

The Illinois Department of Children and Family Services provides online training for Mandated Reporters. This no cost training consists of 13 pre-training questions, a self paced (60-90 minutes) training, 13 post-training questions and a certificate of completion. The certificate must be printed at the end of the training and submitted with your Practicum II/Student Teaching Application. It is suggested that a copy be retained by the teacher candidate. To register for and complete the DCFS Mandated Reporter Training, go to: https://www.dcfstraining.org/manrep/index.jsp.  
GRADUATE STUDY PLAN
	Course Number
	Title
	SH
	Preclinical/ Field 

	Degree Core Courses

	EPS 511
	Human Development & Learning in Instructional Contexts
	3
	15 Field

	FND 510
	Social Justice Perspectives on the History & Philosophy of American Education
	3
	15 Field

	ESR 514 #
	Research in Action: Becoming Practitioner Researchers
	3
	

	

	Program Course Requirements 

	ELE 500 
	Elementary Practicum I: Seminar & Field Experience 
	3
	35 Preclinical

	SPE 500 
	Introduction to Exceptional Children & Adolescents 
	3
	15 Preclinical

	RLL 538
	Literacy Methods I: Grades K-4
	2
	

	RLL 539
	Literacy Methods II: Grades 5-8
	2
	

	MHE 480B
	Methods for Teaching Elementary Mathematics
	2
	

	SCE 480B
	Methods for Teaching Elementary Science
	2
	

	CIS 480B
	Methods for Teaching Social Studies
	2
	

	ELE 545
	Methods for Teaching Arts Education
	1
	

	ELE 547
	Methods for Teaching Health & Physical Education
	1
	

	ELE 510 
	Elementary Practicum II: Seminar & Field Experience 
	3
	50 Preclinical

	ELE 590
	Elementary Education: Student Teaching
	6
	

	

	Optional Middle Level Endorsement Course Requirements

	MLE 500 
	Middle Level: Overview
	3
	

	MLE 502 
	Middle Level: Curriculum
	3
	

	MHE 485
	Advanced Methods/Middle School Math [ONLY for those seeking Math Endorsement]
	3
	


#Course is not required for certification but is required for MAT degree.
GENERAL STUDENT INFORMATION

STUDENT GUIDEBOOK
Academic, campus, and university policies, procedures and services of NLU are documented in the NLU Guidebook. The guidebook is available on campus through the Office of Student Affairs and at www.nl.edu/studentservices/. University policies (registration, withdrawals, email, etc) can be found in the NLU 2010-11 Undergraduate and Graduate Catalog, which is available online at http://www.nl.edu/oar.
NLU LIBRARY



There is a library branch on each NLU campus. Many resources are also available for NLU students online at www.nl.edu/library. 
REGISTRATION INFORMATION



The Office of Admissions & Records administers applications for admission, registration and veterans’ benefits, produces official academic transcripts, provides enrollment and degree verification services and graduation audits, evaluates transfer credit and publishes the official university schedules and catalog for each of NLU’s campuses and academic centers. Some important policies include:
· Students must be enrolled in a minimum of 3 semester hours to be eligible for financial aid.
· All withdraws must be in writing. Details for dropping classes are at www.nl.edu/oar.
TECHNOLOGY AND STUDENT EMAIL ACCOUNTS



NLU maintains a website at www.nl.edu. Most NLU services can be found on this site. Contact information for all faculty and staff at NLU can accessed from this page, or at http://directory.nl.edu/.


Every registered student at NLU has a university supplied email account that can be accessed through any internet connection. Student email stations are conveniently located at each campus.   This will provide fast, direct communication between the students, the university faculty, administration, and other students.  It is NLU policy to send information to students only through the NLU email accounts and it is the students’ responsibility to check the NLU email frequently to stay aware of university policies and deadlines.  Contract the  Registrar (www.nl.edu/oar) for policies if you wish to opt out of using NLU email.


Information for registering, logging on, account names, etc. should be accessed through the NLU portal at http://my.nl.edu. The NLU helpdesk is available 24/7 at 1-866-813-1177 to assist students with login questions. Students are able to access their grades, unofficial transcripts, account balances, tuition bills, and student schedules through the NLU portal.  Students can also access course home pages for all of the classes in which they are enrolled through the NLU portal.
CELL PHONE AND LAPTOP USE


Please mute all cell phones in schools and in NLU classes. Laptops may be used for note taking and for in class projects at the discretion of the instructor. There may be “laptop down” times requested by the instructor.

CENTER FOR ACADEMIC DEVELOPMENT (CAD)

The Center for Academic Development offers a variety of services designed specifically to address students' needs – learning assistance and tutoring in-person and on-line; test preparation workshops; in-class presentations; workshops on a variety of topics; initial assessment of students' academic skills; plus various other forms of assistance, including accommodations for students who have special academic needs. For more information go to www.nl.edu/cad.

TEXTBOOKS

Students are responsible for buying textbooks and/or other related materials. Textbooks are available on-line through the Virtual Bookstore at: www.ecampus.com/nlu. In addition, students need to purchase a membership in LiveText in order to maintain an electronic portfolio. Starting class with the required texts is important so make sure to order books and/or materials early.
PRECLINICAL/FIELD EXPERIENCES

PRECLINICAL HOURS/FIELD EXPERIENCES BY COURSE

ELE 500 Practicum I





     
35 Preclinical
ELE 510 Practicum II





      
50 Preclinical
SPE 500 Introduction to Exceptional Children and Adolescents
      
15 Preclinical

EPS 511 Human Development & Learning in Instructional Contexts  
15 Field
FND510 Social Justice Perspectives on the History & Philosophy 
15 Field
              of American Education                                                            

All MAT candidates in Elementary Education must complete a minimum of 35 preclinical hours in at least two grade ranges. This is typically accomplished by choosing a grade range in Practicum I that is different from the grade range chosen in Practicum II. The grade ranges are:

Primary


K-2


Intermediate

3-5 [self-contained]


Middle Level

6-8 [departmentalized]

GENERAL INFORMATION
Preclinical experiences help prospective teachers bridge the gap between preparation and performance. While certainly not the only way to learn teaching skills, practical experiences have the advantage of adding meaning to theoretical knowledge.  In addition, structured practical situations under the supervision of experienced and certified professionals enable systematic development of the skills necessary for entering the teaching profession.

Preclinical experiences will involve a variety of grade levels and sites in order to provide MAT candidates with a wide scope of experiences in learning about teaching and schools.  These experiences help MAT candidates as prospective teachers assess personal strengths, interests, and areas for growth.  In addition, the collected evaluations written by the cooperating teachers will help university professionals to counsel candidates in their program and placements.

The preclinical experiences should be gradual to allow for a systematic introduction to the full range of responsibilities of the classroom teacher.  While preclinical experiences include observation of classrooms, more importantly they include significant time for active involvement; the opportunity to work with individual children and small groups, participate in the routine tasks and transitions of the classroom, assist the teacher in class presentations, and plan and implement instruction.   

Preclinical experiences are intended to be professional rather than personal experiences.  The candidate and advisor have a responsibility to insure that preclinical experiences meet all guidelines:

· Preclinical experiences cannot be completed in a school where candidate’s children or other family members are enrolled or employed.

· Some, but not all, preclinical hours may be completed in the school where a candidate is employed, but in a different classroom, upon approval by the seminar leader.
· Practicum hours must be completed during the regular academic year and school day and during the term in which candidates are enrolled in the practicum class. It is recommended that observations are half or full day experiences. 
· A portion of the preclinical hours may be completed in a private or parochial school setting with an approved teacher; however, if a candidate wishes to student teach in a private or parochial school, more than half (51) of the preclinical hours must be completed in public school settings.

· Candidates planning to student teach in a middle school content area department are required to have a minimum of 18 semester hours of coursework in the area of placement and to have completed the 6 SH of middle level endorsement coursework prior to beginning student teaching.

· Candidates must work with a cooperating teacher who holds the standard state certificate for the grade being taught and who has three or more years of experience as a teacher.
Candidates are also required to have the results of a current TB test and a current finger print-based criminal background check on file with NCE Student Records Office. These results must be valid through the entire time in which candidates are enrolled in field experiences. 
POLICY REGARDING GRADES OF “C” OR BELOW IN PRACTICUM COURSES

Candidates who receive a grade of C in Practicum I or II will not be permitted to enroll in advanced coursework or field experiences.  Candidates must contact the MAT Program Coordinator to determine their future in the MAT Program.  A grade of ‘D or F’ indicates that a candidate cannot continue in the Elementary Education MAT program.  This decision would be communicated to all ELE Program faculty and the Registrar’s Office.
PRECLINICAL COURSES

ELE 500 ELEMENTARY EDUCATION:  Practicum I

ELE500 Practicum I is an introductory course including directed observation and participation in an elementary setting (K-8 classroom) aimed at providing an overview of teaching and learning.  The course integrates field-based experiences with on-campus seminars.  During Practicum I, candidates complete a minimum of 35 preclinical hours in one school classroom. This course is designed to be taken at the beginning of a course of study, preferably during the first term of enrollment.  Candidates make their own Practicum I placement with the assistance of the seminar leader.

It is required that the Practicum I hours are spread across the term to provide a framework for developmental learning and completion of specific class assignments. Candidates will be required to prepare and teach a minimum of one lesson during their classroom time.  Near the end of the term, the candidate and the cooperating teacher separately complete an online Competency Appraisal about the candidate’s participation in the classroom and then meet and discuss the appraisals together.  The seminar leader must have these completed appraisals prior to the end of the term.  A grade of B or better must be received to continue in the program.
It is the candidate’s responsibility to arrange the placement for the ELE500 Practicum I preclinical experience. Below are the recommended procedures for securing a placement. 

1. Identify a school that is known for excellent teaching practices. This may be done through discussion with friends, colleagues, teachers, the NLU advisor, or the seminar leader.  Personal contacts are a good place to begin the search.  

2. Schedule a meeting with the principal (or the person designated to work with preservice teachers) to explain the Practicum I requirements and to request a placement in the school.

3. At the meeting, present your Letter of Introduction and the Guidelines for the Principal form.  Be sure to follow appropriate registration procedures when you arrive at the school.

4. A specific teacher will be assigned.  This Practicum I teacher must have a teaching certificate or license for the grade level and/or content area in which he or she is teaching.  This teacher must also have at least three years of teaching experience.  The classroom must be a regular elementary or middle level school classroom.  Special education classrooms, fine arts, ESL/bilingual resource settings are not appropriate for this experience.  

5. A professional appearance and disposition during all school visits is required at all times.
SUGGESTIONS AND REQUIREMENTS FOR PRACTICUM I EXPERIENCES

It is a requirement that Practicum I candidates plan and teach a minimum of one whole class lesson under the direction of the cooperating teacher. Content must be approved by the cooperating teacher. The lesson plan must be initialed by the cooperating teacher prior to implementation. The lesson plan will be turned in to the seminar leader.

The following are suggestions for ways to involve the Practicum I candidates in the classroom. The intention of the practicum experience is for candidates to be actively engaged in the classroom, not merely observers at the back of the room. The cooperating teachers and practicum candidates should determine the degree of involvement. These activities may include, but not be limited, to the following:

Instruction

· Read stories to the class

· Tutor individual students and work with small groups on focused tasks

· Conduct spelling lessons/activities

· Conduct routine activities such as calendar or daily oral language

· Observe and discuss teaching in different content areas

· Plan and teach a lesson under the direction of the cooperating teacher

Supervision

· Escort groups to the washroom, gym, specials, library, lunch, recess….

· Assist students with clothing and shoes (if appropriate)

· Assist in fire drill and other emergency procedures

· Assist cooperating teacher in supervising playground activities

Preparation of Lessons

· Prepare learning materials, worksheets, transparencies…

· Prepare and put up bulletin boards and other classroom displays

· Gather materials relevant to future lessons

· Preview audio/visual materials to develop focus questions
· Do internet research
· Assist in planning field trips

Administration

· Observe and discuss techniques for management and organization

· Assist in distribution and collection of materials

· Assist in evaluating student work and recording grades

· Assist in recording attendance and lunch requirements
ELE 510 ELEMENTARY EDUCATION:  Practicum II
ELE510 Practicum II is an advanced course designed to give teacher candidates an opportunity to integrate theory and practice. This class requires an application two terms in advance. There are prerequisites for this class listed in the course description online and in the NLU Catalog.

Candidates complete a minimum of 50 hours with one teacher in one classroom during the quarter they are enrolled in this class.  This must be with a different teacher at a different school in a different grade level than Practicum I.  These hours must be spread across the term to facilitate completion of course assignments and to build a strong rapport with the cooperating teacher and the students. 
In most cases, the Practicum II elementary or middle level classroom will be the site where the MAT candidates complete the student teaching. The Practicum II placement is designed as a linked experience with student teaching (delivered in back-to-back terms).  Whenever possible, candidates spend two terms in the same classroom, with the same teacher and students as a means to create a sustained experience.  This extended experience allows for maximum growth and learning opportunities for the teacher candidate.
Candidates are expected to plan and teach a minimum of four [4] lessons while in the classroom and will be observed while teaching at least two lessons by a university supervisor.  After the observations, the university supervisor will complete an online competency appraisal for the candidate.  Near the end of these preclinical hours, both the candidate and the cooperating teacher separately complete a Competency Appraisal about the candidate’s participation in the classroom and meet to discuss these appraisals.  The seminar leader must have all completed appraisals prior to the end of the term. A grade of B or better must be received to continue in the program.
It is the candidate’s responsibility to contact the advisor to apply for Practicum II/Student Teaching. The Linked Practicum II/Student Teaching Application must be completed by the candidate and signed by the academic advisor according to the published deadline experience (see Clinical Experience section that follows). 
If candidates do not complete all prerequisites in advance of beginning the Practicum experience, they will be withdrawn from their placement and ELE 510 Practicum II will be delayed.
SPE 500 INTRODUCTION TO EXCEPTIONAL CHILDREN AND ADOLESCENTS


In this course, candidates are required to spend a minimum of 15 hours in special education settings in grades K-8. These 15 hours count toward the 100 preclinical hours needed for elementary certification. 
PRECLINICAL LOG SHEETS
Practicum hours are logged on the NCE Log Sheet and signed by the cooperating teacher and the seminar leader. Each Practicum I, Practicum II, and SPE500 placement site requires a separate log sheet.  Copies of the NCE Log Sheet are available at www.nl.edu/elemed.

All hours must be documented in writing in order to receive credit.  Undocumented hours will not be counted toward the preclinical requirement.  We suggest that candidates make a copy of all documentation prior to submission.  The NCE Student Records Office must receive the original documents in order to meet ISBE requirements.  These documents are then available for review by ISBE authorities. 
It is the candidates’ responsibility to keep all NCE Log Sheets and other documentation until the total preclinical hours have been completed.  Candidates will turn in their log sheets from Practicum I, SPE 500, and Practicum II to their Practicum II seminar leader with the Log Summary Sheet attached. The Practicum II seminar leader will verify that all published guidelines have been met and will sign the summary form and submit all of the documentation to the NCE Student Records Office.  
Logs must be submitted prior to the beginning of student teaching. Approval for student teaching is provisional until all prerequisites have been submitted, processed, and approved. Candidates will be withdrawn from placements if all required documentation is not on file in advance of starting the student teaching experience.  
Please note that the preclinical hours should reflect active involvement in a variety of educational settings.  Student log sheets, evaluations, and the preclinical summary sheet will be closely scrutinized.  If deemed necessary, candidates may be required to complete additional hours in order to gain adequate experience.
It is of particular importance that placement and record keeping procedures described in this Handbook are followed carefully.  They provide the evidence that students have met the Illinois State Board of Education (ISBE) requirements for the completion of preclinical hours.  

COURSES REQUIRING ADDITIONAL FIELD EXPERIENCES


There are two core courses which require additional field experience hours.  For these experiences candidates should contact their instructor with questions about or for clarification of the requirements of the field hours.


EPS511 Human Development and Learning in Instructional Context requires 15 hours of field observation. The required observation hours will be conducted in an educational setting for the purpose of gaining an understanding of the nature of teaching and learning. Candidates will be required to apply their understanding through the development of a case study, or related project. 


Candidates in the FND510 Social Justice Perspectives on the History and Philosophy of American Education are expected to allocate at least 15 hours to a field-based project.  Candidates will conceptualize and conduct a field-based project that is consistent with the goals and expectations of this course and their own programs. 

CLINICAL EXPERIENCES
PRACTICUM II/STUDENT TEACHING PLACEMENTS

All MAT candidates must submit a completed application for a linked Practicum II/Student Teaching placement by the established deadlines indicated below.  


Fall/ Winter Placement

February 1 

Winter/Spring Placement
April 15


Spring/Fall Placement

October 1

To request a Practicum II/Student Teaching placement, candidates are required to file an application and provide requested documentation (see below).  Candidates meet with their advisors to review and sign the application and to assure that the following are completed or will be completed prior to beginning the student teaching experience.

· Candidate has been accepted into National-Louis University as an MAT student in Elementary Education, has a General Education Assessment on file, and has completed a Graduate Study Plan with the assigned academic advisor.

· The application is correctly completed with ALL required information documented.

· The educational resume is complete and includes Practicum I experiences.

· The required core courses and program courses are taken or planned.
· The results of a current TB test and a current finger print-based Criminal Background Check are on record at the NCE Student Records Office.
· All 100+ preclinical hours are complete and documentation has been submitted to the NCE Student Records Office.

If all prerequisites are not completed in advance of beginning the student teaching experience, candidates will be withdrawn from their placement and ELE 590 Student Teaching will be delayed.
PLACEMENTS IN CHICAGO PUBLIC SCHOOLS


Teacher candidates who are placed in a Chicago Public School (CPS) have additional requirements in order to be approved by CPS.  Specific information about this process can be found at http://www.cps-humanresources.org/sti/. Questions about CPS student teaching requirements should be directed to Dr. Fred Chesek (fchesek@nl.edu).
STUDENT TEACHING

ELE 590 Student Teaching is described as the culminating experience, involving full-day commitment in a selected classroom.  An on-campus seminar is scheduled throughout the term. Details about the student teaching experience can be found in the Practicum II/Student Teaching Placement Handbook, which is available online on the Elementary Education website at www.nl.edu/elemed.

REQUIREMENTS FOR STUDENT TEACHING
The Clinical Placement Coordinators will arrange a formal placement for the student teaching experience.  Candidates apply for student teaching at the same time they apply for Practicum ll. In most cases candidates will have a linked Practicum ll/Student Teaching experience providing an in-depth, meaningful learning opportunity in one classroom, or school, over an extended period of time.  Exceptions to policy regarding linked placements should be directed in writing to the MAT Program Coordinator. 

A passing score on the Elementary and Middle Level Content Test 110 is required and must be on file with NLU before the first day of ELE510 Practicum II. If a passing test score is not on file, the  Practicum II/Student Teaching placement will be postponed.

ELE 590 Student Teaching does not take place during the same time frame as the University calendar.   Candidates are required to complete a quarter long student teaching experience.  Fall student teaching begins when the host schools begin the academic year (the day the teachers report) and ends with the University Fall term.  Winter student teaching begins when the host schools return from the winter break (the day the teachers report) and ends with the University Winter term.  In order to fulfill program requirements, spring student teaching begins early to mid March and concludes and ends when the University Spring term concludes -- Spring Break is taken with the host district, NOT the university. Specific placement dates can be found at www.nl.edu/elemed.

An MAT candidate with a minimum of two years of full-time, paid teaching in an eligible classroom may be eligible for a Paid Student Teaching experience. Please contact the EMLTE Department Chair for additional criteria for Paid Student Teaching.

GUEST AND GLOBAL STUDENT TEACHING OPTIONS

NCE candidates have several options beyond the Chicago area when considering their student teaching experiences:

· Student teaching in another state. (Guest Student Teaching)

· Student teaching in a different country (Global Option).

Candidates interested in either of these options should begin by discussing them with their academic advisor at least six months prior to their student teaching experience.  Requests to complete student teaching far from the Chicago area require that many arrangements and formal agreements be made.  Failure to declare an interest six months in advance may result in lost opportunities.  Advisors can provide information related to guest student teaching policies and global student teaching opportunities. The Director of School-University Relations will help candidates interested in exploring guest or global student teaching options.

INSTRUCTIONS FOR CRIMINAL BACKGROUND CHECKS AND TB TESTING
From the Office of College and School Relations

Required for Observations and Student Teaching

Illinois law requires schools to conduct background checks for all employees or persons working in schools.  Schools in Illinois have begun requesting fingerprint background checks, conducted by the Illinois State Police, to include students coming into their schools for observations, practicum, or student teaching.  Follow the instructions below to complete these requirements. 
1.  Contact the Illinois State Police electronically at http://www.isp.state.il.us/services/uciaformreq.cfm.  Fill out the Internet Order Form with your home address and the request for one copy of form ISP6-404B.  You can also phone 815-740-5160 to request the application for a fingerprint-based record search of the Illinois State Police Criminal history information files. 
2. When the Conviction Information Request form is received from the Illinois State Police, fill it out with your name as the requestor. Please note that if you indicate National-Louis University anywhere on the form, the original results may be sent to the University.  Therefore, please do not indicate NLU anywhere on the form.  Original results will be returned to your home address. 
3.  Take the form to the local police station to be fingerprinted.  You may wish to call the station first to be certain someone is available to do the prints. 
4.  Mail the completed form with a check or money order made payable to the Illinois State Police to the address provided on the form.  Always record the Transaction Control Number which is located on the right-hand corner of the form.  This number is used in tracking the request. 
5.  In about 3-6 weeks you will receive one copy of your results (in a white envelope marked Confidential).  A copy of the results must be included with your application for any type of clinical placement (practicum and student teaching).  Keep a copy of the results with you to show, upon request, to schools in which you are doing any type of observation, and send a copy to the NCE Student Records Office.

6. If you are a Chicago resident, or want to receive a response in a shorter amount of time, you will need to go to a private agency that does Illinois State Police electronic fingerprint criminal background checks. One agency example would be Accurate Biometrics with locations and dates for testing located on the web.  The results should still be sent to your home.
7.  If you think you will be student teaching in a Chicago Public School, you will need to do your criminal check through CPS. You must start the process at their website www.cpsstudentteachprogram.com 
8. Several districts, particularly in the western suburbs, are now requesting FBI fingerprint Criminal Background Checks.  If you choose to have one done, you may go to http://www.fbi.gov/hq/cjisd/fprequest.htm and request one for yourself at your home address.
9. If you already have a Substitute Teaching Certificate, we will accept a copy to take the place of your criminal check.  If a school requests additional testing, you would need to comply.
10. The results of the TB test using the Mantoux Method (an injection under the skin) that has been read by a health professional must be on record at the NCE Student Records Office.
CERTIFICATION

The application for the initial certificate is completed during the student teaching term.  Candidates need to have official transcripts on file at NLU documenting all general education requirements and all professional education requirements.  The application is submitted by the ELE590 Student Teaching seminar leader to the Certification Office, along with information regarding general education requirements and endorsement requests.  Upon receipt of grades for student teaching, the Certification Office will sign and emboss with the university seal each candidate’s application for certification.  This will be returned to the candidate with an official NLU transcript and instructions for completing the application process.


The timeline for this process varies depending on several factors including the number of applications and the accuracy of the applications. The Certification Office will contact candidates promptly if there are errors in the application or if additional paperwork is needed. The certification process can take anywhere from 3-6 weeks (on the average).
CERTIFICATION TESTS

All Illinois certification candidates need to pass three tests in order to be eligible for an initial certificate. It is the candidate’s responsibility to register for these tests and to make sure the tests are taken at the appropriate time in the MAT program. Contact the Illinois Certification Testing System (ICTS) at (800) 239-8107 or go to http://www.icts.nesinc.com/ for more information including study guides and registration and test dates. The three required tests are:

1. Basic Skills Test (96) - must be passed in order to be admitted to a certification program (such as the MAT program). Please note that the Basic Skills test may be used for certification for a maximum of 10 years after the test was taken.

2. Content-Area Test for Elementary/Middle Grades (110) – must be passed before the first day of ELE510 Practicum II.
3. Assessment of Professional Teaching: Grades K-9 (APT 102) -must be passed in order to receive an initial certificate with the State of Illinois.
DIPLOMAS AND Graduation 


While candidates are integrating theory and practice, learning to teach, and preparing to enter the teaching profession, there are some other tasks they need to attend to regarding NLU graduation and issuance of a diploma. All candidates must apply to graduate and receive their diplomas.  Diploma applications are available at the registrar’s site at www.nl.edu/oar.  This process should be started in the term preceding student teaching to allow time for completing any graduation requirements that are shown to be missing in their Degree Audit. There are four diploma dates each year in March, June, August and December.  Specific dates for the current year are published online on the registrar’s website. 


Commencement ceremonies are held once a year in June.  Candidates are eligible to participate in the ceremony if they have completed their programs the previous December, March, or June, or will complete all degree requirements by the end of August.  Candidates should contact registrar’s website (www.nl.edu/oar) for more information concerning their participation in the commencement ceremony.   Participation in the commencement ceremony does not confirm graduation.  Graduation is dependent upon completion of all degree requirements.

EXCEPTIONS TO POLICY

All requests for exceptions to Elementary Education MAT program policies are to be submitted in writing to the Elementary MAT Program Coordinator.  The Coordinator will respond to the request in writing.  

NCE GRADUATE ADMISSION & RETENTION COUNCIL

The purpose of the NCE Graduate Admission & Retention Council is to consider student petitions regarding, but not limited to, the following NLU/NCE policies: admission to graduate study, retention in graduate study, extension of time limitation to complete degree, core course waivers, acceptance of more than nine hours prior to admission, transfer of credit beyond six hours, acceptance of extension or workshop credit beyond the maximum, and grade appeals.
The Council is composed of representatives of the graduate faculty and graduate student body.  Currently it meets on the fourth Wednesday of each month during the academic year from September through June (except December). Petitions must be received by the Chair of the Council at least two weeks in advance of the meeting so that there is time to distribute materials to members of the Council.  The academic advisor must sign the petition.  All information and documentation related to the petition must accompany the petition.  Advisors have copies of the Student Petition to the NCE Graduate Admission & Retention Council.  The petition is also available online at www.nl.edu/oar.

Teacher candidates have six years from the time of the first course taken towards the MAT degree to complete the degree. Candidates who exceed this time frame will need to apply to the Council for an extension of the timeline. In addition, candidates will be responsible for any new or updated requirements of the MAT program.
If a petition is denied, students have the right to appeal the Council’s decision to the Associate Dean of the National College of Education.  An appeal to the Associate Dean is not a rehearing of the petition.  The purpose of the appeal is to review the process only.
REENTRY AND READMISSION
It is the policy of National-Louis University that students who have not registered for a course at NLU for more than one calendar year, but less than five calendar years, will be required to submit a re-entry form to the Office of the Registrar prior to registering for classes. Forms can be found at www.nl.edu/oar. Consistent with the existing re-entry policy, students will be subject to the degree requirements in effect at the time of re-entry. 
STUDENT CONCERNS


Concerns regarding the quality of the MAT program or fairness of policies should be discussed with the academic advisor.  If the concern remains unresolved and has far reaching effects, contact the ELE MAT Program Coordinator directly.  If still unresolved, contact the Chair for the Department of Elementary and Middle Level Teacher Education.
REVIEW PROCESS

FOR TEACHER CANDIDATES EXPERIENCING DIFFICULTIES AT A PLACEMENT SITE

When difficulties arise at the placement site, the teacher candidate will meet with the university supervisor and the cooperating teacher, to discuss the concerns. This meeting may be initiated at the request of the teacher candidate, the cooperating teacher, the university supervisor, the seminar leader or the school principal. This process is used to openly discuss any concern[s], provide assistance, and facilitate a decision regarding the concern[s]. A written remediation plan will be created to reflect the results of the meeting.

If a school requests that a teacher candidate be removed from a field placement, the Program Coordinator will be contacted and the process will move immediately to level 3

Level 1 – Classroom Level – School

A specific, written remediation plan will be developed that clarifies the nature of the concern[s], the agreed upon outcome[s], and the timeline for implementation. Most difficulties can be resolved at the classroom level through open, professional levels of communication. A copy of the written remediation plan is submitted to the seminar leader and to the Program Coordinator. The remediation plan becomes part of the student’s record at NCE.

Level  2 – Classroom Level – University

If the matter remains unresolved or intensifies, or is not able to be resolved without intervention from the university, the university supervisor, the cooperating teacher, the teacher candidate, and the seminar leader will meet to discuss the concern[s], relevant information, and documentation. In some cases the principal may also be involved. Prior to a decision being made regarding continuation in the current placement, an additional observer [the seminar leader or another faculty member] may be asked to complete an observation to contribute to the record.  One of the following options will then be made regarding continuation in the current placement:

Option A – The teacher candidate will continue in the current placement. A new written remediation plan will be developed that outlines the continued concern[s], the agreed upon

outcome[s], and the timeline for implementation. The impact of the problem[s] on the grade for the field experience will be discussed and documented in writing by the seminar leader. The seminar leader will inform the BA or MAT program coordinator about the concerns raised in this situation and send a copy of all written documentation. The department chair will receive a copy of the remediation plan.

Option B – The teacher candidate will be removed from the current placement.

If the matter warrants a change in placement or other action, the matter is referred to the program coordinator and moves to STEP 3. The seminar leader will forward the concerns to the BA or MAT program coordinator. The program coordinator will notify the academic advisor, the Office of School-College Relations, the department chair, and the dean’s office in writing of the teacher candidate’s removal from the placement.

Level 3 – Program Level 

When a teacher candidate has been removed or leaves a placement, the matter is referred to the program coordinator. The teacher candidate will meet with the university supervisor, the seminar leader, and the program coordinator to discuss the concern[s], relevant information, and all documentation. This discussion must occur within 5 days of the notification of removal by the seminar leader. A decision will be made regarding the options available to the teacher candidate. The teacher candidate will be notified of the Program Level decision in writing within 5 days of the meeting. The program coordinator will also notify the academic advisor, the Office of School-College Relations, the department chair, and the dean’s office of the decision in writing. One of the following options will be followed:

Option A – If there were special conditions or situations that may have encumbered the teacher candidate, an “In-Progress” contract for the quarter will be given. The contract will stipulate the conditions of remediation for receiving a new placement during a later quarter. New applications for placement are required. Placements are arranged by the Office of School-College Relations.

A maximum of two classroom placements may be made. However, teacher candidates are not guaranteed a second placement (see Option B).

Option B – If it is the combined judgment of the university supervisor, the seminar leader, and the program coordinator that the teacher candidate is unable to assume the roles and responsibilities of a classroom teacher, the teacher candidate will not be assigned another placement. The teacher candidate will be given a grade of N [No Credit] and advised to reconsider career goals. This automatically makes the teacher candidate ineligible for continuation in the program and terminates progress toward certification.
STEP 4 – College Level
Teacher candidates who wish to appeal the decision at STEP 3 must submit a petition to the appropriate Undergraduate or Graduate Admission and Retention Council within 15 days of the receipt of the written decision. Teacher candidates must contact their advisor for assistance in submitting the petition.
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Copy to MAT Program Coordinator/ EMLTE Department Chair

STEPS TO COMPLETING THE MAT PROGRAM
AFTER ADMISSION TO THE PROGRAM 

· Complete a Graduate Study Plan in ELE500/Practicum I.

· Determine when Practicum II/Student Teaching applications, checklists, finger print criminal background check, and TB tests need to be completed and submitted.  Submit these items by the published deadlines.

· Use NLU student email. Find out how by visiting http://www.nl.edu and select resources for current students.

· Continue the process of completing the General Education Requirements (deficiencies). All deficiencies must be complete by the end of ELE 500 Practicum I and prior to related methods classes.

· Begin, or continue, to take MAT courses designated for early in the program and as prerequisites to later courses.

· Begin the process of completing preclinical hours and the electronic portfolio.  Both are introduced and begun in Practicum I.  
· Register for and pass the Illinois State Content-Area Test for Elementary/Middle Grades (110). 
AS COURSEWORK CONTINUES

· Apply for Practicum II/Student Teaching linked placement at least two quarters before registering for the course.  Summer quarter is not counted. See the section on Clinical Experiences in this handbook for more details.
· Have an annual finger print criminal background check and Mantoux type TB test.

· Complete any remaining core or program courses required prior to student teaching.
· If planning on student teaching at the middle level, complete the 6 semester hours of MLE coursework required for endorsement and the minimum of 18 semester hours of credit in the discipline. Note: student teaching in middle school math requires additional coursework. 
BEFORE STUDENT TEACHING

· Complete the 100 (minimum) pre-clinical hours.  Complete the Log Summary Sheet and turn these in, along with the logs from ELE500, SPE500 and ELE510 during Practicum II for review.

· Be sure to have a current criminal background check and TB test that will be valid through the end of student teaching.
DURING ELE 590 STUDENT TEACHING

· Register and take the Illinois Assessment of Professional Teaching: Grade K – 9 (APT 102). 

· Begin the process of applying for certification.
· Begin the process of applying for teaching positions and updating of resume and portfolio.
· Apply for a diploma by the published deadlines if all requirements are complete. 
AFTER ELE 590 STUDENT TEACHING

· Complete any remaining courses required to attain the master’s degree and/or additional courses needed for certificate endorsements. 

· Order extra copies of NLU transcripts.

· Apply for a diploma when all courses are done or nearly complete by the published deadlines. 

GRADING THE MAT FIELD EXPERIENCE

Grades for ALL MAT Field Experiences are determined by candidates’ completion of course requirements, meeting established deadlines, and quality of written assignments and performance in the classroom. Letter grades are assigned for all field experiences/university seminars. The grade can be affected if a candidate does not meet the following expectations:

1. Attends all classrooms dates and all university seminars 

2. Demonstrates professional dress and behavior at all times
3. Prepares daily written lesson plans as required
4. Completes Competency Appraisals as specified on syllabus
5. Completes the seminar requirements in LiveText

6. Attends the exit conference as scheduled by the seminar leader

ELE 500       Master of Arts in Teaching - Practicum I

The grades for this experience are assigned by the seminar leader.

ELE 510 Master of Arts in Teaching - Practicum II

The grades for this experience are assigned by the seminar leader after examining Competency Appraisals from the University Supervisor and the Cooperating Teacher.  The grade is determined by the following:
	Requirement
	Who is responsible?

	Attendance in Classroom
	Cooperating Teacher

	Attendance in Seminar
	Seminar Leader

	Professional Demeanor
	Cooperating Teacher

University Supervisor

Seminar Leader

	Requirements for Planning and Instruction
	Seminar Leader

University Supervisor

	Observation and Conference
	University Supervisor

	Competency Appraisal
	University Supervisor

Cooperating Teacher

Practicum Student

	LiveText Portfolio Common Assignments
	Seminar Leader

	Exit Interview
	Seminar Leader

Practicum Student

	Assigning the Grade
	Seminar Leader


ELE 590 Master of Arts in Teaching - Student Teaching

The grades for this experience are determined by the Seminar Leader after consultation with the University Supervisor [who has asked for a recommendation from the Cooperating Teacher].  The grade is determined by the following:

	Requirement
	Who is responsible?

	Attendance in Classroom
	University Supervisor

Cooperating Teacher

	Attendance in Seminar
	Seminar Leader

	Reflective Journal
	University Supervisor

	Professional Demeanor
	University Supervisor

Cooperating Teacher

Seminar Leader

	Observations and Conferences
	University Supervisor

	Tape Analysis
	University Supervisor

Seminar Leader

	Daily Planning
	University Supervisor

Cooperating Teacher

	Teacher Work Sample (TWS) Unit Plan 
	Seminar Leader

University Supervisor



	Competency Appraisal
	University Supervisor

Cooperating Teacher

Student Teacher

	LiveText Portfolio Common Assignments
	Seminar Leader

	Exit Interview
	Seminar Leader

University Supervisor

Student Teacher

	Assigning the Grade
	Seminar Leader … after consultation with the University Supervisor 


STUDENT INFORMATION ABOUT LIVETEXT

PURCHASING LIVETEXT

1. Go to http://college.livetext.com.

2. Click the "Click here to purchase your membership online". You will need to provide an address, username, password, and credit card to register. IMPORTANT: Choose the $89 option and receive a $10 discount when the final purchase is complete. If you chose the $109 option (which includes access to a 4,000 educational video library) you will be charged a total of $99. This one-time fee will allow students to use LiveText for the length of their program plus one year.
3. Record your username and password in a safe place.  In selecting username format, the following is suggested: first initial of first name + last name. For example, Sally Smith would be ssmith. If the user name is taken, add a number to make it unique (ssmith2).  Every one with a LiveText account has access to user names so it is suggested that you do not choose a ‘cute’ user name.

4. Students without a credit card may call LiveText and pay by check over the phone. Call LiveText Accounting at 708-588-1735 (or 866-LIVETEXT) Mon-Fri 9:00-3:00. Be sure to state that you are from National-Louis University in Illinois. Among other information, Accounting will need your bank routing number and bank account as printed on the face of any of your checks.
STUDENT SUPPORT FOR USING LIVETEXT

Please remember: nothing substitutes for active use of the site. We are all encouraged to familiarize ourselves with the various features. As with many software programs, individual practice is expected.
1. Check NLU’s LiveText website at http://www.nl.edu/portfolios for Basic Steps for Beginners.

2. While logged into your LiveText account, a Help button appears in the upper right of the screen. Click that "help" button. On the next webpage, click on the most recent "User Guide". This will bring you to 60 pages of LiveText help.

HELP BY PHONE/EMAIL:

1. Contact the NLU LiveText Support Team: 

(312) 261-3343, or send an email to livetext@nl.edu. This is an NLU internal department. NLU Operators are available Sunday-Thursday 6pm-8pm. At other times, leave a message to be called back within 24 hours.

2. Contact LiveText directly:

(866) L-I-V-E-T-E-X-T, that's (866) 548-3839. 

(Or send an email to Support@livetext.com)  They answer calls from LiveText users worldwide.

Note: For students with little or no computer experience, contact The Center for Academic Development (CAD) about computer classes.
ADDITIONS TO SYLLABUS

MAT Elementary Education, National-Louis University

Americans with Disabilities Act

NLU seeks to ensure that its programs are accessible to all persons.  Students in need of special assistance or an accommodation regarding any of the course requirements as outlined n this syllabus, the course objectives, and/or course evaluation and assessment criteria, are advised to notify Erin Haulotte [Director of Diversity, Equity, and Access] immediately at erin.haulotte@nl.edu or 847-947-5491. Confidentiality will be maintained regarding your special needs.

NLU Policy on Academic Honesty

With respect to the academic honesty of students, it is expected that all material submitted as part of any class exercise, in or out of class, is the actual work of the student whose name appears on the material or is properly documented otherwise. The concept of academic honesty includes plagiarism as well as receiving and/or giving improper assistance and other forms of cheating on coursework. Students found to have engaged in academic dishonesty are subject to disciplinary action and may be dismissed from the University.
 
Faculty has the right to analyze and evaluate students’ course work.  Students may be asked to submit their papers electronically to a third-party plagiarism detection service.  Students who are asked to submit their papers, and refuse, must provide proof for every cited work comprising the cover page and first cited page for each source listed in the bibliography.  When evidence of academic dishonesty is discovered, an established procedure of resolution will be activated to bring the matter to closure. 
 
The Policy on Academic Honesty is in the University Catalog as a hard copy and online at http://www.nl.edu/registrar/catalogs.cfm and in the Student Guidebook as a hard copy and online at http://www.nl.edu/StudentServices/studentaffairs/StudentHandbook/. For resources on how to cite properly and avoid plagiarism, go to NLU’s Center for Academic Development at http://www.nl.edu/centers/cad/resources/index.cfm and the NLU Library at http://www.nl.edu/library/. For an interactive tutorial on how to avoid plagiarism, go to http://faculty.nl.edu/cad/presentations/Student%20Plagiarism%20tutorial.htm.

EMLTE Disposition Statement

 Teacher candidate dispositions are assessed as part of all practicum and student teaching courses.  The following dispositions will be evaluated throughout these courses and may contribute to the final grade.  These dispositions include: attendance, punctuality, leaving early, preparedness for class, completing and submitting assignments on time, showing respect for classmates, teachers, and others, contributing to class, effective communication skills (written and oral), ethical behavior (professional and academic), and being receptive to feedback/seeks opportunities to improve work.
National-Louis University/National College of Education

Preclinical Experience Log

ELEMENTARY EDUCATION

	Student Name ___________________________
	Total Preclinical Hours for Class       ___________

	NLU Student ID __________________________
	Course Number/Name ______________________

	Advisor Name    __________________________
	Term: __ Fall  __ Winter __ Spring     20 ___

	Instructor Name __________________________
	Instructor Signature ________________________



Purpose – Preclinical hours are required by the State of Illinois for teacher certification.  This form is designed to track and record the completed preclinical hours in each practicum experience.

Signing/Submitting the Log Forms – Students are responsible for obtaining appropriate signatures for each preclinical experience.  At the end of the course, after the hours are coded, the course instructor should sign the logs and return them to the student. It is the student’s responsibility to keep all original completed preclinical logs until:
· Bachelor of Arts students submit their original completed logs with their applications for Practicum II. BA students must also attach Preclinical Log Prompts.
· Master of Arts in Teaching students submit their original completed logs at least 30 days prior to beginning student teaching to their Practicum II instructor.  MAT students must also complete the Log Summary Sheet when all hours are complete.

It is suggested that students make copies of the log sheets before submitting the original completed logs.

	Date
	Hours

Completed
	School Name/Location
	Level
	School

Type
	Content 

Area
	Category
	Group

Size
	Signature

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


CODE SYSTEM TO DESCRIBE EXPERIENCE

	Level
	SCHOOL TYPE
	CONTENT AREA
	CATEGORY
	GROUP SIZE

	P - Primary (K-2)
	PUB - Public
	AA – All areas
	BL- Bilingual
	I - Individual

	I -  Intermediate (3-6)
	PRI - Private
	LA – Language Arts
	ELL – English Language Learner
	SG – Small Group

	M-Middle Level (6-8)
	PRO - Parochial
	R - Reading
	CD – Culturally Diverse
	LG – Large Group

	
	
	M - Mathematics
	IC – Inclusive Classroom
	WC – Whole Class

	
	
	SCI - Science
	GT - Gifted
	

	
	
	SS – Social Studies
	
	

	
	
	O - Other
	
	

	
	
	
	
	


Log Summary Sheet

Preclinical Experience: Master of Arts in Teaching: Elementary Education 
Please provide the school name, city, district number and number of hours for each experience in which preclinical experiences were completed.  Record each experience in the column representing the grade range (K-2, 3-5, 6-8) in which it was completed.

Note: Practicum I and Practicum II hours need to be completed at different schools and in different grade ranges as shown on the chart below. At least 2 different grade ranges and two different schools are required.

Candidate Name 





 NLU ID# ____________________
	
	Grades K – 2
	Grades 3 – 5
	Grades 6 – 8

	A. ELE 500 Practicum I

*   35 – 50 clock hours

*   35 hours are mandatory
	
	
	

	B. ELE 510 Practicum II

*   50 hours are mandatory


	
	
	

	C. SPE 500 Special Education

*    15 hours are mandatory
	
	
	

	
	Grades K – 2 

Total Hours: 

__________
	Grades 3 – 5 

Total Hours:

 _________
	Grades 6 – 8 

Total Hours: 

__________


Please indicate which preclinical experience provided you the opportunity to experience differences among groups of people and individuals based on ethnicity, race, socioeconomic status, gender, exceptionalities, language, religion, sexual orientation, and geographic area (NCATE 2000).  A minimum of 15 clock hours is necessary to meet this requirement. Write ELE 500, ELE 510, SPE 500 or ALL here __________________________________.
The information on this Summary Sheet is consistent with the expectations of the Department of Elementary and Middle Level Teacher Education for preclinical experiences. 

You are encouraged to retain copies of all completed and signed log sheets for your records.
Candidate Signature 

_____________________
_____________ Date 



Practicum II Seminar Instructor Signature________________



 

Elementary Education M.A.T. Program Checklist

Candidate’s Name ________________________ SEQUENCE NUMBER: (if applicable) ____________
Deficiencies that need to be completed______________________________________________________
Anticipated date(s) of completion of deficiencies _____________________________________________

*************************************************************************************

By signing this document the candidate acknowledges that he or she understands the requirements and procedures for the MAT/Elementary Education program as outlined below, and that he or she is responsible for all material in the MAT Handbook.

General Program Information – Getting Started

1. Students must be admitted to the Foster G. McGaw Graduate School in order to begin the MAT program and to register for ELE500/ Practicum I. 

2. All general education deficiencies must be completed and transcripts sent to NLU by the end of Practicum I.  For students enrolling in a full-time Guaranteed Sequence, deficiencies must be completed before beginning Practicum I.

3. Handbooks, Competency Appraisals, Log Sheets, and other materials related to the MAT program can be found online at www.nl.edu/elemed. It is the candidate’s responsibility to become familiar with the policies in the current program handbooks and to abide by all stated policies. Any exception to policy must be requested in writing, in advance, to the MAT Program Coordinator.

4. Students are responsible for buying textbooks and/or other related materials.  In addition, students need to purchase a membership in LiveText in order to maintain an electronic portfolio. 
Beginning the MAT Program 

5. A TB test must be taken as soon as possible after being admitted, and results must be submitted to the Student Records, attention Bonnie Daleiden, Wheeling Campus.

6. In compliance with state law, many schools in Illinois are requesting anyone entering schools for observations or any type of clinical experience, have a fingerprint background check. Therefore, all NCE students are required to have a copy of their background check with them when they visit schools. This background check should be requested as soon as possible after being admitted.
Preclinical Hours 
7.  Candidates need a minimum of 35 hours in a placement different school and grade range from their Practicum II/Student Teaching grade range. The grade ranges are: K-2, 3-5, 6-8. (Please note, students in year-long internship or residency programs may appeal to waive the grade range portion of this policy.)
8. Candidates must complete at least two method courses (circle 2) with a B grade or better prior to ELE 510 Practicum II.

RLL538   
           MHE 480B        SCE 480B       CIS 480B

ELE545/547
9. All candidates are required to complete a minimum of 100 clock hours of participation in elementary classrooms – 35+ clock hours during ELE 500, 50+ clock hours during ELE 510, and a minimum of 15 hours of observation in special education settings while enrolled in SPE 500. These hours must be unpaid experiences and all preclinical hours must be completed before student teaching and log sheets submitted to their Practicum II instructor.
10. In addition to the 100 preclinical hours, EPS511 and FND510 courses each require a minimum of 15 hours of field-based activities.
11. A passing score report for the Content Test 110 must be on file with the Clinical Placement Office prior to the posted start of ELE510 Practicum II.  Candidates without the passing score on file will be withdrawn from their placement and a new application will be required. 

Student Teaching
12. Applications for a linked ELE 510 Practicum II and ELE 590 Student Teaching placement must be submitted to the advisor by:  2/1 for Fall/Winter Quarter placement, 4/15 for Winter/Spring Quarter placement, and 10/1 for Spring/Fall Quarter placement.
13. A grade point average of B or better  (3.0) is required before beginning the linked placement. If this changes before the beginning of ELE 510 Practicum II or ELE 590 Student Teaching, candidates will not be allowed to begin ELE 510 Practicum II or ELE 590 Student Teaching until it is corrected and will have to submit a new application.
14. Student teachers are required to spend a term in their student teaching placement (full time, every day school is in session). Student teachers should be present every day the teachers are in attendance. Student teaching dates may vary depending on the term and on the school or district. Actual dates are posted on the Elementary Education website at www.nl.edu/elemed. Student teaching follows the school or district calendar for breaks and holidays. 

15. Candidates must complete all courses on the Graduate Study Plan, with the exception of ESR514, before student teaching.

16. Completion of MLE500 & MLE502 is required prior to placement for student teaching in a middle school classroom. Candidates planning to student teach in math should contact their advisors for other requirements.
17. Students must accept the placement and seminar assignment approved by the university.  Placements may be up to 30 miles from the student’s home depending on the availability of schools.  The university has sole responsibility for contacting schools.  Students also may be called for an interview before a placement is confirmed. 

18. Candidates agree to release the NLU unofficial transcript if requested by school(s) or district(s) considering a placement.
19. The Assessment of Professional Teaching (APT) Test 102 must be passed prior to application for Teaching Certification. 
This checklist must be signed and submitted to the Practicum I instructor on the first class session. 
Candidate Signature _______________________________________ Date ________________________
PAGE  
12
MAT Handbook 2010-11

