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Thank you for taking part in the UMES teacher intern preparation program.  As a mentor you 

provide critical support in preparing future educators as you model best practices and provide the 

authentic environment needed for these interns to develop as teachers. While UMES pre-interns 

have prior teaching experience as provided by the course-related clinical and field work 

requirements, they have not experienced the day-to-day responsibility for prescribing and 

planning for student needs, or being part of a professional work environment for an extended 

period of time. Therefore, the role you perform as a mentor is unique in the preparation process 

because it is in your classroom, with the guidance of you and your students, that the intern will 

apply all that has been learned and further develop his/her own effective teaching strategies. 

 

The purpose of this module is to provide you with information, techniques and tools in a central, 

easy-to-use and interactive format that will maximize your experience as a mentor teacher. To 

that end, this module includes essential information about the UMES Teacher Education 

Program and an overview of how Professional Development School partnerships support the 

mentorôs role in providing internship experiences that focus on the continuous improvement of 

teaching and learning.   To clarify your role in this process, this module reviews UMES mentor 

teacher expectations and describes the network of support for you, the mentor who teaches in a 

professional development school, and for the intern who will rely on you for daily support and 

guidance. 

 

This guide also provides professional development materials designed to further develop your 

mentoring skills as you raise your level of awareness as to the most effective ways to guide and 

facilitate the internship experience to maximize benefits for all partners. For example, this guide 

includes a check-list for how to prepare yourself and the school environment for the intern and 

specific resources you should share with your intern. Also, this guide explains how to facilitate 

communication and how to provide focused feedback because the most effective ways to shape 

performance is to build on the positive traits and behaviors you observe by giving specific and 

immediate feedback.  Resources such as Appendix E, ñIntern Cycle of Emotions,ò are included 

to help you remember and remind yourself and the intern of the variety of emotions and the 

stages involved in this learning experience. 

 

What you do makes a difference!  An effective teacher employs essential research-based 

instructional strategies, effective classroom management techniques and classroom curricular 

design in a fluent, seamless fashion. This guide, as well as ongoing mentor training experiences, 

is designed to support you, the mentor by providing an overview of the process as well as a 

description of requirements/expectations as we work together to develop culturally and ethically 

sensitive teachers prepared to improve the achievement of all students.   

 

 

 

 

 

 

 

 

 
Overview of UMES Mentor 

Module 
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Teacher Preparation is a Team Effort 

 

 

  

 

The teacher preparation diagram provided above represents the stakeholders involved in 

supporting the internship experience within the PDS framework. PDS partnerships are defined as 

collaboratively planned and implemented partnerships for the academic and clinical preparation 

of interns and the continuous professional development of both school system and IHE faculty. 

The focus of the PDS partnership is improved student performance through research-based 

teaching and learning (Maryland Partnership for Teaching and Learning K-16 Superintendents and 

Deans Committee, 2004). Below, the various roles and expectations are provided for all partners 

to help you, the mentor teacher, understand and participate in this partnership. Please think of 

these fellow professionals as your ñMentor Support Networkò as we work together to meet the 

needs of these interns as they develop into the next generation of teachers. 
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  Mentor Support Network  

 

The University Director of Field Experiences 
The University Director of Field Experiences coordinates all placements of teacher candidates and 

interns in K-12 schools for all clinical and field experiences, including the student teaching 

internship.  He/she serves as the liaison between the interns, teacher candidates, mentor teachers, 

school administrators, and University personnel.  In this capacity, the UMES Director of Field 

Experiences will: 

 

 provide mentor teachers and principals with background information and materials such as: 
-Handbook for Teacher Education Interns   
-registration forms 

-employment forms 

-evaluation forms 

 work with local school systems in the field placements assignments. 

 notify interns, mentors and other school and University personnel of internship placements. 

 meet with prospective interns for orientation to their internship. 

 serve as a mediator if conflicts arise between the interns, their US, and/or mentor teachers. 

 provide information and consultation upon request. 

 remind mentors and the University Supervisors to complete evaluation forms. 

 

 

The University Coordinator of Professional Development Schools 

The University Coordinator of Professional Development Schools coordinates the Professional 

Education Unitôs professional development schools (PDSs) which currently are in four counties 

(Caroline, Somerset, Wicomico, Worcester).  UMES now has 24 PDS partnership schools at the 

elementary, middle and high school levels.  By regulation of the Maryland State Department of 

Education (MSDE), pre-internships and internships take place at a PDS. The Professional 

Development School Coordinator works closely with the Director of Field Experiences to serve 

as the liaison between the intern, mentor teacher, university supervisor, school administrators 

and other University personnel.  The PDS Coordinator provides additional support to the 

internship process. The University Coordinator of Professional Development Schoolsô specific 

responsibilities are to:   

 serve as a mediator if conflicts arise between the interns, their US, and/or mentor teachers. 

 provide information and consultation upon request. 

 remind mentors and the University Supervisors to complete evaluation forms. 

 coordinate the collection of PDS artifacts. 

 provide and facilitate professional development/training for all PDS partners. 

 oversee the PDS Advisory meetings and Coordinating Council meetings. 

 support student internship workshop each semester prior to internship experience. 

The University Supervisor  

The University Supervisor (referred to as IHE Supervisor in PDS Standards) is an important link 

between UMES and the public schools involved in the PDS partnership program. The US is a UMES 

faculty member qualified in the internôs specific major content area. The University Supervisor (US) 

serves as a liaison between the University Director of Field Experiences, and the cooperating school 

system.  In fulfilling the responsibility of the internship, the intern is directly responsible to the 
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mentor teacher.   However, the University Supervisor gives counsel and assistance as a member of 

the PDS ñteamò to strengthen the quality of the experience.  The University Supervisorôs specific 

responsibilities are to:   

 

 meet with the intern and mentor teacher to discuss the student internship experience. 

 clarify roles and responsibilities with the mentor teacher.  

 assist the mentor in guiding the intern. 

 visit the intern on at least four occasions at each placement in order to: 

-review plans, units, or other written materials. 

-observe at least one complete lesson. 

-confer with mentor/intern to evaluate areas of strengths and areas in need of 

improvement. 

 discuss with the intern and mentor any serious difficulties. 

 assist in planning and securing needed materials. 

 assist interns in appraising their professional competencies. 

 complete/submit the mid-term and final evaluation forms online to Tk20 in a timely manner. 

 issue the final grade in consultation with the mentor teacher.  

 urge interns to take an active part in the professional activities of the teaching profession. 

PDS Site Coordinator 

The PDS Site Coordinator serves as the empowered representative of the PreK-12 school in the 

PDS partnership. Working collaboratively with the University Coordinator of Professional 

Development Schools, the Site Coordinator provides leadership to the PDS and serves as a 

liaison between mentors, and interns for his/her PDS partnership school. The PDS Site 

Coordinatorôs specific responsibilities are to:   

 collect artifacts for upcoming NCATE visit. 

 serve as a mediator if conflicts arise between the interns, and the mentor teachers. 

 provide information and consultation upon request. 

 serve as a liaison between the university and PDS school based personnel. 

 participate in PDS Advisory and Coordinating Council meetings. 

 

 

 Background Knowledge for the Mentor  
 

 

Goals and Roles of Mentors  

 

This excerpt from A Checklist for Mentors (Gabriel, 2005) provides a helpful overview of the 

various resources and supports that mentor teachers provide. Mentor teachers: 

 Share resources on classroom management, unit/lesson planning, assessments 

 Provide copies of the state and local standards 

 Clarify homework, late work, grading, and attendance policies 

 Provide a copy of a greeting/tardy/absence form letter 

 Inform about web sites that support learning objectives 

 Allocate instructional supplies and explain how to request supplies 

 Review daily schools routines and procedures (hall duty, lunch duty) 

 Introduce the intern to all relevant school staff/orient the intern to school facilities  



 

6 

 Explain procedures/expectations regarding school resources such as the use of copy 

machine, laminating machine, phone, teacherôs work room 

 Review procedures for parking/signing in and out of school 

 Review school forms such as  hall passes, discipline referrals, Nurse referrals 

 Explain how to call in an absence/how to contact the mentor 

 Emphasize the importance of creating three days of emergency lesson plans 

 Discuss fire drill and crisis procedures 

 Show where to get information regarding school delays and closings 

 Discuss the disciplinary plan 

 Model professional behavior in all interactions with colleagues and parents 

 

Preparing for an intern:   

Interns need mentors who will  prepare the way for them in the school environment. As each 

school has its own unique culture and ñhidden curriculum,ò your skills are needed to help the 

intern transition and learn to work within the parameters of this new environment (Deal and 

Peterson, 2000). Some suggestions to guide this preparation process to make the transition as 

smooth as possible for the intern include: 

 

Prepare yourself  

Interns are adult learners and working with another adult, of whatever background, experience or 

age, is different from working with children (Rutherford, 2005).  Adults bring experience, 

confidence from past successes, anxiety about new challenges, the need for frequent feedback, 

and associations with peers who demonstrate positive attitudes toward the profession and toward 

them as future professionals. Also, as you prepare yourself consider changes itôll cause in your 

routine, especially as that relates to your current classroom learning, time, and associated 

activities-- 

 Examine co-teaching strategies and techniques 

 

 Consider ways that the intern could help with individuals, small groups, or other 

classroom responsibilities (such as designing a bulletin board) 

 

 Decide what you should share with the intern based on the intern's particular level of 

development such as: unique class population characteristics, curriculum guides, 

particular methodology for the observed (demo) lesson, observation tools (such as a 

coaching wheel or frequency count chart), decide how to give feedback 

 

As you prepare consider these questions: 

 

 What is the "hidden curriculum" (values and attitudes) in my school? 

 

 How are my students unique? 

(Dress, language, interests, groups, territory, conflict, dominance, and power) Who 

arrives first and last, age and gender, cliques, isolates, movement between groups, roles--

joker, cynic, teacher's pet, introvert; who raises a hand or not, behavior at back/front, in 

corners or middle of room, who asks for help from whom, which students make up the 

"steering" group? See ñProgram at a Glanceò link. 
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 What should I discuss initially with the intern? (classroom management, diversity, 

learning, teacher's role, school & society, knowledge, rewards & criteria, our 

relationship; cultural norms) 

 

 When is there time in my schedule to meet with the University Supervisor and intern, 

together, to discuss progress? 

 

 What is the protocol for reporting problems and/or requesting help from UMES? 

(University Supervisor/Site Coordinator/PDS coordinator/Director of Field 

Experiences/Director of Teacher Education) 

 

Prepare the staff  

 

 Notify the site coordinator, teaching team, secretary, principal, cafeteria, and nurse 

regarding the expected date and time of intern placement.  Provide essential building 

information such as parking information and a school map for the intern.  Introduce the 

intern to everyone and every facility available in your school for teaching and learning. 

 

Prepare a place  

 

 Designate and clear a desk, chair, and storage area for personal belongings /books/papers, 

copy of the lesson to be observed, school handbook, etc. 

 

Prepare the students  

 

 Tell them the purpose, responsibilities, and benefits for the class; brainstorm ways they 

can help provide a smooth transition.  Share your leadership of them with the intern.  

Introduce the intern as a fellow professional to your students. 

 

Prepare the parents  

 

 Introduce them to the intern. Relate to them the benefits of an added pair of hands, more 

individual student help from you and the intern, latest strategies, a "new" face.  

 

Prepare the intern 

 

 State it loudly and clearly that this experience is viewed as a professional responsibility 

for each of you, at the same time that each partner understands--at an appropriate level, 

the process of learning to teach. 

 

 Explain your expectations regarding lesson plans, including at least the following 

minimum inclusions: VSC standards, goals & objectives (IEP goals & objectives and 

accommodations for special needs students), procedures, activities and assessments.   

 

 Remind the intern that emergency lesson plans must be submitted to you within the first 

week. 

 

 Prepare the intern for reporting absence and working with a substitute. 
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 Share all of the above so the intern realizes the importance of the place you've created, 

the commitment you feel to the effective preparation of a new professional, the breadth 

and depth of support available from the learning community, and the belief by all that the 

intern will be successful.   

  Intern changes during the internship:  

As mentors, you need to be aware that your interns will go through a profound life change while 

working with you.   They will be expected to take on a new role and so must conform to standard 

professional images in dress, communication, title and demeanor.  In order to expend the energy 

to perform as a professional, interns may have to change many of their college student habits, 

including the amount of time spent with friends.  As beginning teachers, they need frequent 

positive feedback, an opportunity to derive principles for their practice based on that feedback 

and the opportunity to reflect on it.  Your willingness to share resources, a network of support, 

and reminders about schedules and deadlines is a critical help in their growth. 

UMES Mentor Responsibilities and Expectations  

 

General Mentor Teacher Responsibilities 

 Establish a one-on-one relationship with an intern, adhering strictly to confidentiality 

 Meet regularly to share time, teaching experiences, and professional resources 

 Remain available to the intern as needs arise   

 Empower the intern to apply educational theory to teaching experiences  

 Document observation and conference sessions (including data presentation and analysis) 

 Monitor the internôs lesson plans for appropriateness and completeness  

 Be actively involved in the delivery of instruction with the intern 

 Determine the appropriate  time to entrust full teaching responsibility to the intern 

 Make time to meet with the University Supervisor and intern to discuss progress  

 Maintain communication, follow protocol when requesting assistance or sharing concerns 

(University Supervisor/PDS Site Coordinator/PDS Coordinator/Director of Field 

Experiences/Director of Teacher Education)  
 

UMES Teacher Education Program: An Overview 

It is essential for you as a mentor to be aware of the framework and mission of the UMES 

Teacher Education Program. The overarching goal of the teacher education programs is to 

develop culturally and ethnically sensitive instructional leaders who work to elevate the quality 

of schools and to improve achievement for all students, regardless of their environmental 

circumstances. The program strives to educate a diverse population of teachers who are able to 

address the unique challenges of the twenty-first century. Our Teacher Education Programs are 

aligned with the national standards related to the specific content areas, the Principles of the 

Interstate New Teachers Assessment and Support Consortium (INTASC), the Unitôs Conceptual 

Framework (PRIDE), Standards of the National Council for Accreditation of Teacher Education 

(NCATE) and the Maryland Voluntary State Curriculum (VSC). All Pre-internship experiences 

occur in a Professional Partnership Development School (PDS) and consist of a minimum of 25 

hours of visitation for methods courses.  Below a partial list is provided as an example of the 

format for these experiences. Please refer to the UMES Internship Handbook/ Field Experience 

Guide for further information and a complete listing of course requirements. 
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List of Clinical and Field Experiences required for all Teacher Education Majors 
 

 
 

UMES Internships 

Applications for the internship are completed by teacher candidates the semester prior to the 

internship experience. No teacher candidate may be considered for the internship until he/she has 

passed the Praxis II examination. Internship placements are in PDSs for all candidates unless 

such a placement is unavailable. Each semester a mandatory student internship workshop is 

presented the week prior to the start of the first internship placement. The purpose of this 

workshop is to acquaint interns with issues that they may face in their internship as well as to 

explain internship requirements and expectations. The mentor teacher orientation meeting is the 

culminating event of this workshop and is an opportunity for mentor teachers, university 

supervisors, and interns to meet and clarify their specific responsibilities in the internship 

process. All interns serve two internship placements, the first for seven weeks (ideally at the site 

of the pre-internship) and the second for eight weeks. The Handbook for Teacher Education 

Interns provides the framework and a detailed description of the induction process that is crucial to 

the internship experience.  This model applies to learning to teach all subjects across the 

curriculum while utilizing co-teaching models that maximize instructional opportunities.  Please 

note that additional emphasis is being placed on providing interns the opportunity to participate 

Course Number/     Type of Experience/ 

Title        Hours 

 
  EDCI 200 * Introduction to Contemporary Education Field (10 hours) 

 

  EDCI 201 * Praxis Preparation   None  

(15 hours in class/credit) 

    

  EDCI 306** Integrating Technology Into 

the Curriculum    Clinical (10 hours) 

 

  PSYC 305** Developmental Psychology  Clinical (10 hours) 

 
 PSYC 307** Educational Psychology   Clinical (10 hours) 

  

 EDSP 428*** Communication and Collaboration in  Field (15 hours) 

  Special Education 

 
*  Taken prior to admission to Teacher Candidacy. 

**   Supporting professional courses; may be taken before  
or after admission to Teacher Candidacy. 

***  Pre-Internship Courses 
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in co-teaching and co-planning instructional experiences. Pages 10-11 of this guide as well as 

Appendix C provide resources designed to support this co-teaching initiative. 

Specific UMES Mentor Teachers responsibilities:  
 

 Work with teacher candidates completing Clinical Experiences. Clinical experiences 

generally require a limited amount of time working with a student in a school or agency (10 

hours).  

 

 Work with teacher candidates completing Field Experiences. Field Experiences consist of 10 

to 25 hours of visitation per course in a school setting.  The times vary based on the course 

requirement. Guidelines for these assignments are provided by the UMES course instructor. 

 

 All mentor teachers are expected have and refer to their copies of the UMES Handbook for 

Teacher Education Interns and the Clinical and Field Experience Handbook for information 
about hours/course requirements. 

 

 Plan with the intern for gradual induction into full-time co-teaching.  The sequence of 

accepting greater responsibly may differ for each student. (See Suggested Sequence in 
Handbook). 

 

 Complete two intern evaluation forms, one at the mid-point and one during the final week. 
Whenever an intern receives a score of 2 or less on the evaluation (see appendix G) form the 

mentor teacher needs to provide specific feedback. The mentor teacher should document the 
area for improvement with a written comment that describes why the intern isnôt meeting 

expectations as well as suggestions for improvement. Although the mentor teacher and the 

US should complete their forms independently it is important for the mentor to share any 
areas of concern (such as items scored 2 or less) with the US during site visits. Prior to the 

final evaluation, the intern should have an opportunity to share his/her self- evaluation with 

his/her supervisors.  The mid-term and final evaluations are to be completed online on Tk20 
(see appendix H).  

 

 Complete mentor forms for the University 

X W-4 Form 

X Employment Verification Form ï I-9  

(INCLUDE PHOTOCOPY OF SOCIAL SECURITY CARD AND LICENSE)  
X Mentor Teacher Registration Form 

X Employee Supplemental Data Form 

 

 Immediately contact the University Supervisor, Director of Field Experiences, (410-651-

6195) and/or Coordinator of Professional Development Schools (410-651-6216) if there 

are any questions or concerns. Additional Contact information is provided on the 

following page. 
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 UMES TEACHER EDUCATORS  

2008-2009 
Department/ 

Program 

TEACHER EDUCATOR  PHONE 

NUMBER 

E-MAIL ADDRESS  

Agriculture Dr. George Shorter 410-651-6193 gsshorter@umes.edu 

Art Mr. Ernest Satchell 410-651-6488 ersatchell@umes.edu  

Biology  Dr. Madhumi Mitra 410-651-6049 mmitra@umes.edu 

Business Dr. Nicole Buzzetto-More 410-651-6523 nabuzzetto-more@umes.edu 

Chemistry Dr. Karen Verbeke 410-651-6220 kaverbeke@umes.edu 

English  Dr. Barbara Seabrook 410-651-6204 bjseabrook@umes.edu 

Family & Consumer Sciences Dr. Shirley Hymon-Parker 410-651-6055 shparker@umes.edu 

Mathematics Ms. Dan Seaton 410-651-8164 dmseaton@umes.edu  

Master of Arts in Teaching Dr. Mary Agnew 410-651-6222 mlagnew@umes.edu 

Music  Dr. John Lamkin 410-651-6576 jrlamkin@umes.edu  

Social Studies  Dr. James Raymond 410-651-6515 jhraymond@umes.edu 

Special Education Dr. Karen Verbeke 410-651-8362 kaverbeke@umes.edu 

Technology Education Dr. Leon Copeland 410-651-6468 llcopeland@umes.edu 

Contacts 

Director of Field Experiences Mr. W. Edwin Riggin 410-651-6195 weriggin@umes.edu 

Coordinator of Professional 
Development Schools (PDSs) 

Ms. Penny Largay 410-651-6216 bplargay@umes.edu 
 

Administrative Assistant, 

Field Experiences and PDSs 

Mrs. Maria L. Hall 410-651-7958 mlhall@umes.edu 

Tk20 Coordinator Dr. Sally Bing 410-651-6219 sabing@umes.edu 

Praxis Coordinator Dr. Michael Nugent 410-651-8362 manugent@umes.edu 

Administrative Assistant  

Department of Education 

Mrs. Tara Cornish 410-651-6217 tscornish@umes.edu 

Chair, Director of Teacher 

Education 

Dr. Karen Verbeke 410-651-6220 kaverbeke@umes.edu 

 

 

Skil ls for Mentoring  

 

This section of the guide focuses on the skills required such as co-teaching, advocacy, giving 

effective feedback, modeling (teaching demonstration lesson), charting intern progress, coaching 

and designing an action plan. 

 

Co-Teaching with an Intern  

Co-teaching (also referred to as collaborative teaching) is defined as two or more professionals 

working collaboratively in primarily a single classroom setting to ensure students with diverse 

needs learn a specified area of content. This approach is most effective when participating 

teachers are equally committed and willing to meet regularly in order to plan and provide 

differentiated instruction. Co-teaching is a developing process and like all relationships involving 

cooperation participating teachers move through stages (beginning, compromising, collaborative) 

as participants learn to work together to design and teach differentiated lessons. This approach to 

instructional delivery is supported by the UMES Teacher Education Program and by mentor 

teachers because co-teaching: 

 

× Promotes coordinated delivery of instruction. 

 

× Provides opportunities for shared decision making. 

mailto:gsshorter@mail.umes.edu
mailto:ersatchell@umes.edu
mailto:mmitra@mail.umes.edu
mailto:gekananen@mail.umes.edu
mailto:bjseabrook@mail.umes.edu
mailto:shparker@mail.umes.edu
mailto:dmseaton@umes.edu
mailto:mlagnew@umes.edu
mailto:jrlamkin@umes.edu
mailto:jhraymond@mail.umes.edu
mailto:kaverbeke@mail.umes.edu
mailto:llcopeland@mail.umes.edu
mailto:weriggin@mail.umes.edu
mailto:bplargay@umes.edu
mailto:mlhall@mail.umes.edu
mailto:sabing@umes.edu
mailto:manugent@umes.edu
mailto:tscornish@umes.edu
mailto:kaverbeke@mail.umes.edu
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× Lowers teacher-student ratio. 

 

× Supports active roles in teaching. 

 

× Incorporates unique instructional strategies. 

 

× Facilitates differentiated instruction. (See Appendix C.) 

 

× Engages all students to meet individual needs of diverse learners. 

 

 

Types and Styles of Co-teaching  

Co-teaching is built on shared accountability, responsibility and parity between participants.  

Collaboration occurs in response to meet a shared instructional goal.  There are several co-

teaching approaches/styles. As you work with interns there are a variety of co-teaching styles 

you can utilize. Refer to this list for the style that best suits students and the teaching 

environment. Approaches include: 

 

× Lead and Support (Grazing) 

 

× Station teaching 

 

× Modeling 

 

× Parallel teaching 

 

× Team teaching/collaborative teaching 

 

× Alternative Teaching 

 

× Needs Groups 

 

Co-teaching supports the inclusion of all learners but in order to meet the challenges and 

instructional needs of such diverse student groups interns also need to utilize innovative 

instructional strategies. Some examples of research-based instructional strategies to encourage 

for inclusion (Marzano, Pickering, & Pollock , 2001) on the following page include:  
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Advocacy 
There are situations in which the mentor may need to serve as an advocate for the intern. The 

mentor will develop a sense of the internôs abilities, over time.  In a very real way, the mentor 

will be more knowledgeable about the internôs skills than any other individual.  In one instance, 

when it appears that the mentorôs skills are not sufficient to meet the needs of the intern, the 

mentor will seek out additional help, if the intern gives the consent to do so.  The mentorôs first 

resource is the University Supervisor, followed where necessary by the Site Coordinator, the 

Coordinator of Professional Development Schools and the Director of Field Experiences.  In 

such a case, the mentor advocates for the intern in order to locate the necessary resources. In 

other instances, the mentor may advocate to the principal, parent, and/or student for the intern, 

with the internôs consent, when it seems helpful to do so. 

 

Sharing resources 
An intern needs the mentorôs time, experiences, resources, and knowledge of the process of 

learning to teach. It is important for the mentor to do this in a way that maintains confidentiality, 

respect, and commitment to the internship process. Interns are not a finished product so sharing 

your previous experiences, similar situations as opportunities for instruction naturally occur 

throughout the school day. As you work with your intern, review the list below to ensure that 

you are making yourself available to the intern and providing access to instructional and 

X Identifying Similarities and Differences 

 

X Summarizing and Note Taking 

 

X Reinforcing Effort and Providing Recognition 

 

X Homework and Practice 

 

X Nonlinguistic Representations 

 

X Cooperative Learning 

 

X Setting Objectives and Providing Feedback 

 

X Generating and Testing Hypotheses 

 

X Cues, Questions, and Advance Organizers 
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experienced based resources. Suggestions for facilitating sharing of resources, experiences 

include: 

 

 Provide contact info: The best time/way to contact me is... 

 

 Share insights/take time to guide intern reflections ñThe experiences I remember having 

the most impact on my becoming a master teacher are... 

 

 Resources available to my intern areé 

 

 Issues of confidentiality in working with a novice should include... 

 

 I know that this experience will have a positive outcome, because... 

 

 The schedule of events to come that require advance planningé 

Giving Effective Feedback  

Because communication is key to this partnership experience, and it can be difficult to share 

constructive critique with your intern, here is a model for you to try when providing feedback. 

Formula for constructive negative feedback: 

 

1. State the feeling:    2. State the negative behavior: 

 ñI am upset, angry, annoyedéò ñéwhen you come late; when you come without 

plans; when you don't implement my 

suggestionséò 

 

1. Focus feedback on behavior rather than on the person.  It is important that you refer 

to what a person does rather than comment on what you imagine he is.  To focus on 

behavior implies that you use adverbs rather than adjectives.  Thus you might say a 

person "talked considerably in this meeting," rather than that this person "is a 

loudmouth." 

 

2. Focus feedback on observations rather than on inferences.  Observations refer to what 

you can see or hear in the behavior of another person, while inferences refer to 

interpretations and conclusions which you make from what you see or hear.  When 

inferences or conclusions are shared, and it may be valuable to do this, it is important that 

they be so identified. 

 

3. Focus feedback on description/data (!) rather than judgment.  The effort to describe 

represents a process for reporting what occurred, while judgment refers to an evaluation 

in terms of good or bad, right or wrong, nice or not nice.  Judgments arise out of a 

personal frame of reference or value system, whereas description represents neutral (as 

far as possible) reporting. 

 

4. Focus feedback on exploration of alternatives rather than answers or solutions.  The 

more we can focus on a variety of procedures and means for accomplishing a particular 

goal, the less likely we are to accept premature answers or solutions--which may or may 

not fit a particular problem.  Many of us have a collection of answers and solutions for 

which there are no problems. 


