






  Revised 7/10/07 

SUGGESTED FORMAT FOR INTERNSHIP NOTEBOOK 
ORGANIZATION 

 
Use 3-ring notebook binder with dividers 
 
Section 1 – APS1:  Long-Range Planning 
• Course Requirements • Time Sheets 
• School Schedule • Class Roll/Student Information 
• School Information/Handbook • Discipline Code 
• Grading Plan • Curriculum Goals 
• Dynamic Educator Conceptual Framework • Long Range Plan 
 
Section 2 – APS2:  Short-Range Planning of Instruction 
• Lesson Plans (Following given ADEPT format) 
• Unit Plan(s) 
 
Section 3 – APS3:  Planning Assessments and Using Data 
• Teacher Made Tests/Keys 
• Written Analysis and Summary of Standardized/Criterion-reference Tests 
• Evidence of Authentic Assessment 
• Written Analysis of Teacher Made Tests 
• Copy of Grade/Record Book 
 
Section 4 – Classroom Instruction 
• APS4:  Establishing and Maintaining High Expectations 
• APS5:  Using Instructional Strategies to Facilitate Learning 

o Diversity Artifact 
o Record of Appropriate Use of Technology 
o Record of Instructional Strategies Used 
o Pictures/Samples of Activities and Lessons 

• APS6:  Providing Content for Learners 
• APS7:  Monitoring, Assessing and Enhancing Learning 
• APS8:  Maintaining an Environment That Promotes Learning 
• APS9:  Managing the Classroom 
 
Section 5 – Classroom Observations 
 
• Cooperating Teacher forms 
• University Supervisor forms 
 
Section 6 – APS10:  Fulfilling Professional Responsibilities 
• Professional Organization Membership (copy of membership card) 
• Reflection/Reaction to attendance at Professional Organization Conference 
• Written description of Parent Conference(s) 
• Record of Participation in after school activities/events 

 
Section 7 – Teacher Work Sample 
 
This notebook is a “snapshot” of your teaching internship.  You will add to and pull from this portfolio as 
you grow professionally. 
 
This notebook will be viewed by your University Supervisor and is the property of the student intern. 
 
The notebook should be made available to your University Supervisor at all times. 
 



 
 
 

APPENDIX 8 
 

Standards- Based Unit Plan Template 
Adapted from SC Standards 

Implementation Guide 
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Standards- Based Unit Plan Template* 
Adapted from SC Standards Implementation Guide 

 
 
 
 

 
Content Area:            
 
Grade Level:            
 
Title of Module:           
 
Your name:            
 
E-mail address:             
 
Phone:             
 
USCA Course:             
 
Date:             
 
 
 

 
 
 
 
 
 

 
Honor Pledge: 
On my honor as a University of South Carolina Aiken student, I have 
completed my work according to the principle of Academic Integrity.  I have 
neither given nor received any unauthorized aid on the assignment / 
examination. 

 
 

Signature       Date 
___________________ 
 
 
 
* This template is used in selected methods classes and the teaching internship.
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Standards-Based Unit Plan 
Template 
 
Content Area(s):       
 
Grade Level:    
 
Time to Complete:      
 
Title of Module:            
 
1. South Carolina State Curriculum Standards 
 

Addressed:(List specific standards by content area that are targeted [taught and 
assessed], introduced, and/or reinforced/reviewed.  Place the appropriate letter 
[see key] beside each standard.) 

 
 
 
 
 
 
 
 
 
2. Unit Description :(one paragraph) 
 
 
 
 
 
 
 
 
 
3. Objectives for Students: (Develop objectives based on the knowledge and skills 

identified in the standards. The objectives should identify for the students what they 
are expected to know and be able to do at the end of the entire unit. [Apply the 
knowledge and skills in some way? Compare and contrast something? Evaluate 
something? Synthesize ideas or concepts?].  Objectives should define in student 
language what is essential for the student to learn.) 

 
 
 
4. Assessment:  (How will you find out what students have learned at the end of the 

entire unit? This assessment should measure whether students can apply, analyze, 
evaluate, and/or synthesize the knowledge and skills taught in the lessons.  Include 
in this section your criteria for scoring student work [e.g., observation checklists, 
examinations with keys, scoring rubrics for performance 
tasks/projects/compositions/anchor papers.] This assessment should tie together 
the targeted standards, focus question(s)/objectives, and instruction.) 

Key Standards in this Unit 
 
• Targeted in this Unit (T) 
• Introduced in this Unit (I) 
• Reinforced/Reviewed in this 

Unit (R) 
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5. Materials/Equipment/Resources: 
• Please include a list of materials, equipment, or resources needed [e.g., hands-on 

learning materials, computer software/hardware, calculators, videos, lab 
equipment, textbooks, and other printed or electronic materials, etc.] List the 
materials//equipment/resources in two columns: 
Materials/Equipment/Resources Included and Materials/Equipment/Resources 
Not Included. 
• Identify any other individuals who will provide instruction. 
• If you are using copyrighted materials, you must include title, author, date, 

city, publisher, and page number. 
• If you have supporting materials, please include with the unit. 
• For any Web resources, please list the name of the Website and the complete 

URL. Also, include a one or two sentence description of the Website. 
 
 
 
6. Procedures:  Using in the formal lesson plan template, name/describe each teaching 

lesson/activity. Identify all student activities, specifying any grouping, and note 
their location in the instructional sequence. Include the step-by-step procedures 
necessary to describe both kinds of activities. If the results of the teaching or student 
activity are to be evaluated, describe all assessments that are to be used to evaluate 
students. For these assessments, include the criteria [or key, etc.] by which the 
achievement of the students will be determined. The descriptions should provide 
enough information for the activity to be replicated in another classroom with the 
same/similar results.  

 
 
7. Differentiation of Instruction: (Describe any modifications for special 

needs/exceptional students (including gifted and talented students and ESL 
students) and/or students with academic plans. These 
accommodations/modifications support achievement of selected standards.)  
Identify this differentiation on each daily lesson.  You might use the subheadings:  
Special Needs, Remediation, and Enrichment. 

 
 
8. Interdisciplinary Connections: Include in this section information on how the 

lesson/unit can be integrated with other content areas. Extensions should be related 
to a follow-up lesson or larger unit and/or related to other content areas.  On each 
lesson plan, identify the other disciplines addressed in the lesson with a short 
description of specifically how they are taught and integrated. 
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APPENDIX 9 
 

TEACHING INTERN EVALUATION 
CHECKLIST 
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  Revised 7/30/08 

Student Intern: 
 

TEACHING INTERN EVALUATION CHECKLIST 
 
Teaching Interns: 
Please use this checklist to help you keep track of your progress throughout your internship. This checklist may be 
used by the University Supervisor to assist in evaluating your performance in each of the APSs and Course 
Requirements.  You may also use the list to assist in the organization of your Intern Notebook. 
 
APS1.  Long Range Planning:   

❒ 0-5 points.  Long Range Plan Checklist (LRP) – The intern must complete the LRP by the end of the 
third week after the first day of placement in the assigned school. (See details in ADEPT Workbook & Template.)  
Due    ,  

❒ The teaching intern must provide a post-teaching summary of adjustments made in the LRP and reasons for 
making such adjustments.  This is part of the LRP and is due at end of the internship after all teaching has been 
completed. 

❒ Submit a copy of your daily classroom schedule to your University Supervisor by the end of the first week of 
placement in your assigned school and any other time the schedule may change.   Due     

❒ Submit the school calendar to your University Supervisor during the first week of placement.  Due  ______ 
 
APS2. Short-Range Planning of Instruction: 

❒ Lesson Plans * - Demonstrate the ability to write effective, efficient, relevant lesson plans. Due weekly one 
week in advance.  Must be in intern notebook when supervisor visits. 
 
APS3. Planning Assessments and Using Data 

❒ 0-20 points.  Develop, document and submit a Teacher Work Sample with all 7 components addressed.  
The components are: Contextual Factors, Learning Goals, Assessment Plan, Design for Instruction, Instructional 
Decision-Making, Analysis of Student Learning, and Reflection & Self-Evaluation.   

❒ Organize and keep a record of student achievement in a gradebook.  Place a copy of this in your notebook. 

❒ 0-5 points.  Develop and administer appropriate assessments throughout the internship.  

❒ 0-5 points.  Provide appropriate evaluations of all formal assessments throughout the internship. (i.e., 
grade range, item analysis, time frame, etc.)  University Supervisor determines “appropriate”.  Due within week 
after each assessment is graded. 
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APS4. Establish and Maintain High Expectations for Learners 
 

APS5. Using Instructional Strategies to Facilitate Learning 

❒ 0-5 points.  Appropriate use of technology. Document this in your notebook. 

❒ 0-5 points.  Use a variety of different teaching techniques and activity-based experiences (e.g., 
cooperative learning, demonstration, experimental investigation, hands-on activities, lecture/discussion.)  Document 
this in your notebook. 

❒ 0-20 points.  Assume full responsibility in the classroom for at least two weeks.   

❒ 0-20 points.  Prepare and present a minimum of four lessons for ADEPT observation and evaluation by 
your University Supervisor.  

❒ 0-5 points.  Provide an artifact of what you have done during the internship to address diversity. 
 

APS6. Providing Content for Learning 

❒ Content is accurate and appropriate for objectives and aligned with South Carolina Curriculum Standards.  
Make sure your objectives, procedures and assessments match the appropriate SC standard. 

❒ Provide content in varied formats. 
 
APS7. Monitor, Assessing and Enhancing Learning 
 
APS8. Maintain an Environment that Promotes Learning 

❒ Classrooms contain displays of educational materials (e.g., bulletin boards, posters, and examples of student 
work) that are of interest to students and relevant to the subject matter and skills being learned.  You might want to 
take pictures of any bulletin boards or student work displayed to put in your notebook. 
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APS9. Managing the Classroom 
 

❒ Rules/Expectations for appropriate classroom behavior and consequences for inappropriate behavior are 
presented, clarified, and if possible, posted in clear view. 
 
APS10. Fulfilling Professional Responsibilities 

❒ 0-2 points.  Join a relevant professional education organization.  Provide a copy of the membership 
card or mailing label from a journal. 

❒ 0-3 points.  Attend one national, regional, or state conference.  The conference must be approved by 
your University Supervisor and must be at least 1/2 a day in length.  Provide a copy of receipt and provide a written 
reflection within one week of attending conference. 

❒ Inform your Cooperating Teacher and University Supervisor in advance of all times you will be out of the 
classroom. 

❒ Use standard spoken and written English in all professional situations. 

❒ Adhere to the Internship Code of Ethics in Part I of the Internship Handbook. 

❒ 0-5 points.  Demonstrate effective interpersonal communication skills and sensitivity in all professional 
situations.  Acceptable on Clinical Disposition forms completed by the University Supervisor and Cooperating 
Teacher. 

❒ 0-5 points.  Discuss and participate in at least one parent/teacher conference with your Cooperating 
Teacher.  Provide a written description of your experience. 
  
 
Cooperating Teacher Lesson Observations & Weekly Conferences: 
Your portfolio will include: 

❒ Four (4) Weekly Lesson Observation forms completed by the Cooperating Teacher and discussed with the 
intern.  

❒ Four (4) Weekly Teacher Evaluation forms completed by the Cooperating Teacher and discussed with the 
intern.  
 
 

❒ 100 Points Possible 
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APPENDIX 10  

School of Education 
Lesson Plan Format 
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USCASOELessonPlanFormatSP08.doc 

USCA School of Education  
Lesson Plan Format 

 
Candidate Name:  Honor Code 
Grade Level 
Time Frame/Duration 
Subject(s) 
 
Key Components for Lesson Plans 
 
Objective(s) 
 South Carolina Academic Standards 
  Indicators (if applicable) 
 Observable learner outcome(s) (objective of lesson) 
 
Materials/Resources (Include copies of all student handouts and/or include page 
numbers of texts) 
Educational technology as appropriate 
Safety Issues/Concerns (if applicable) 
Authenticity/Context (relevancy to every day life) 
Instructional Strategies – What are you going to do to achieve your objective? 
(lecture, discussion, show video, etc.) 
Grouping (whole group, cooperative groups, etc.) 
 
Procedure – Provide detailed description of lesson procedures written in a logical 
sequence. 

  Motivation/Opening Activity  
Detailed Examples if applicable 

  Critical Thinking Questions  
  Closure 

Accommodation/Differentiation 
 Special Needs, Remediation, Enrichment 
 
Assessment (Criteria for mastery, include rubric(s) if applicable) 

Prior (Diagnostic, authentic/alternative, informal, formal) 
During (Formative, authentic/alternative, informal, formal) 
After (Summative, authentic/alternative, informal, formal) 

 
Follow-up (What will you do if a student doesn’t meet the intended learner outcomes?) 
 
Reference(s) 
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