
Faculty of Education, University of Regina 

1 

Arts Education Guide  
to Elementary Pre-internship 

 
 

2019 Revision 



Faculty of Education, University of Regina 

1 

Table of Contents 
 
 

 An Open Letter to Pre-Internship Cooperating Teachers 
 
 The Preparation of Arts Education Pre-Interns 
 
 Expectations for Teaching 
 
 The Professional Development Process 
 
 Giving Descriptive Feedback 
 
 Pre and Post Conference Checklist 
 
 Samples Lesson Plan/Data Collection Form 
 
 Class Topics/Targets 
 
 Role of the Faculty Advisor 
 
 Role of the Cooperating Teacher 
 
 Role of the Pre-Intern 
 
 Student Teacher Public Relations in Schools 
 
 Police information check & duty to report 
  
 Cooperating Teacher's Report 



Faculty of Education, University of Regina 

1 

An Open Letter to Pre-Internship Cooperating Teachers 
 

Thank you very much for your willingness to welcome Arts Education pre-interns into your 
classroom!  We sincerely appreciate your support and your help in providing the field 
experience that is so essential to this teacher education program.  We know that having 
our pre-interns with you requires extra work and effort on your part.  We hope and expect 
that you will also find the experience professionally stimulating and enjoyable. 

This guide is designed to outline for you and your pre-interns the most important features 
of the pre-internship experience, and also to describe for you the Arts Education 
Program. 

The Arts Education Program is different from the University of Regina’s Elementary 
Program and it is also different from the Secondary Program. Arts Education is a K-12 
program which means that it is designed to prepare teachers who can work with students 
at all levels and who have special teacher expertise in Arts Education. While Arts 
Education students may have a preference for one of the arts forms, they have teaching 
preparation in all five arts areas: Dance, Drama, Literature, Music and Visual art with 
additional special expertise in at least one of these areas. Arts Education students are 
also prepared to work with the arts in integrated ways using aesthetic education to 
stimulate the imagination and to offer children varied means for self-expression and 
inquiry. 

The Pre-internship year (3rd year for first degree students; 1st year for After Degree 
students) is an important year of the program because it allows these future teachers to 
experience working with children of varying ages and to experience teaching in Arts 
Education as well as other curricular areas. 

The Arts Education pre-interns will spend one day a week with you in your class room 
(Wednesdays) from October 9 - December 4. They will be reassigned in February to a 
high school so they can experience teaching at the secondary level.  We will ask you for a 
brief and simple evaluation of their teaching potential following their placement in your 
classroom. 

Thank you again for your help.  We hope that the information in these pages will be 
useful.  Please email Amanda Scamdrett if you have questions. 
 
The Arts Education Faculty 
  
 Professor Denise Morstad, Arts Education, Program Chair - Music - 585-4522  
 
 Dr. Valerie Triggs, Arts Education , Visual Art - 585-5275 
 
 Dr. Sara Schroeter Arts Education - Drama -  585-4621  
 
 Dr. Barbara McNeil, Arts Education - Literature -  585-4403  
  
 Dr. Kathryn Ricketts, Arts Education - Dance -  585-4525 
  
 Amanda Scamdrett,  EAE 302 Instructor -  Amanda.Scandrett@uregina.ca 



Faculty of Education, University of Regina 

2 

The Preparation of Arts Education Pre-Interns 

Students in this specialized program major in Arts Education. As such, they complete 
education curriculum/methodology courses in the following subject areas: Dance, Drama, 
Literature, Music and Visual Arts. In addition, students choose an area of concentration from 
the above list and complete additional content courses to further enhance their specialization 
in the chosen subject area. 
 
Most Arts Education Program students are working on a first degree and are in the third year 
of their program. These students have taken two education curriculum/methodology classes 
in each of the following arts areas: Dance, Drama, Literature, Music, and Visual Arts. In 
addition, many students are currently taking content courses within their chosen 
concentration of study. 
 
It should be noted that some of the Arts Education pre-interns are After Degree students. This 
means that they already hold a B.A. or a B.F.A. in an area of concentration.  They are 
working on a second degree in Arts Education. Most students are currently enrolled in some 
education methodology courses in the following areas: Dance, Drama, Literature, Music, and 
Visual Arts. 
 
Most Arts Education pre-interns have taken ECS 100, the introductory education class which 
provides them with eight half days of field experience as an involvement student. 
 
All Arts Education pre-interns are taking EAE 302, a class in general teaching skills and 
strategies and general approaches to education. 
 
 
 

Expectations for Teaching 

Each Arts Education pre-intern is expected to teach one well prepared lesson every day.  
This lesson should be very carefully planned in writing according to the format specified in 
EAE 302.  This means that the following must be included:  Outcome and Indicator, Set, 
Development and Closure, Assessment and a Professional Target. 

The pre-intern should show this plan to the cooperating teacher before school, if possible.  At 
this time the pre-intern can provide the cooperating teacher with a data collection sheet, and 
ask the teacher to make notes that will be helpful to the pre-intern in improving her or his 
teaching.  These notes can be discussed later. 

The pre-intern could also share a second activity with her or his partner, or perhaps lead an 
activity that does not require a lesson plan (give a spelling test, correct homework, tutor a 
small group, etc...).  

Arts Education pre-interns are prepared to teach lessons and gain experiences both in the 
Arts and in other curriculum areas. 
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The Professional Development Process 
 
The diagram below shows the three phases of the Professional Development Process.  
Each phase of the process is then explained. 

PRE-CONFERENCE OBSERVING & RECORDING POST-CONFERENCING 

Before Lesson During Lesson After Lesson 

Pre-conference 

   Pre-intern: 
 presents a written lesson plan and observation guide to the 

cooperating teacher 
 discusses with the cooperating teacher objectives, 

materials to be used and how room will be organized 
 discusses with the cooperating teacher  the target for 

professional growth and how observations might be made. 

Pre-intern: 
 teaches the planned lesson. 

 
Coop: 

 observes the lesson and records observations of  
 the professional target  with the use of an observation  
 guide which the pre-intern has presented 
 adds any additional comments.  

Pre-intern,: 
 self-evaluates the lesson. 

 
   Pre-intern with Coop: 

 discuss the coop’s record of observations made about the 
 professional target 
 make plans for focusing on new professional targets or 

continuing to practice present professional target in 
subsequent lessons.  

Post-conference 

Teaching / observing 
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In addition to your comments on the pre-intern’s lesson, we hope that you will be able to 
give the pre-intern descriptive feedback on the specific professional target or teaching 
skill that he/she intends to practice.  Descriptive feedback is simply a record of what the 
pre-intern says and does as well as a record of the pupils’ reactions to it.  This type of 
information helps the pre-intern become self-evaluative and an active participant in 
planning for his/her own further professional growth.  

Descriptive feedback: 
 

is descriptive rather than evaluative 
By describing what was observed it leaves the pre-intern free to use the infor-
mation for self-evaluation and planning.  By avoiding evaluative language, it reduc-
es the tendency for the individual to react defensively. 
 

is specific, rather than general 
To be told that one is “dominating” will probably not be as useful as to be told that 
“just now when we were deciding the issues, you did not listen to what other said.” 
 

takes into account the needs of both the receiver and giver of feedback 
Feedback can be destructive when it serves only our own needs and  
fails to consider the needs of the person on the receiving end. 
 

is directed toward behavior which the receiver can do something about 
Frustration is only increased when a person is reminded of some shortcoming  
over which that person has no control. 
 

is solicited, rather than imposed 
Feedback is most useful when the receiver himself has formulated the kind of 
question which those observing him can answer. Observational record sheets are 
presented by students requesting feedback on a specific professional target. 
 

is well-timed 
In general, feedback is most useful at the earliest opportunity after the given be-
havior. Observers are requested to give feedback to pre-interns privately after les-
son rather than during them.  Post-conferencing while pupils are still in the room 
undermines the position of “real teacher”. 
 

is checked to ensure clear communication 
One way of doing things is to have the receiver rephrase the feedback received to 
see if it corresponds to what the sender had in mind. 
 

when given in a group provides accuracy check 
Both giver and receiver have opportunity to check with others in the group  
 about the accuracy of the feedback.  Is this one person’s impression or  

  an impression shared by others? 
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PRE AND POST CONFERENCE CHECKLIST 
 
 
PRECONFERENCE CHECKLIST: 
 
__________  Topic 
 
__________  Identification of Content 
 
__________  Lesson Set (introduction) 
 
__________  Lesson Development 
 
__________  Lesson Closure 
 
__________  Materials and Resources, Aids 
 
__________  Evaluation 
 
__________  Professional Development Teaching Target 
 
__________  Data Collection Method 
 
 
POSTCONFERENCE CHECKLIST: 
 
__________  Did we debrief on the lesson about what the students learned? 
 
__________  Did we review the professional target and the data gathered? 
 
__________  Did we discuss the data collected on the professional target? 
 
__________  Did we make any decisions about changes, different approaches? 
 
___________ Did we make any decisions about specific action for the future? 
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Class:       Date:  

Topic:       Subject:  

Sample Lesson Plan 

Content: 
 
 
 
 
 
 

Outcomes and Indicators: 
 
 
 
 
 
 

Assessment: 
 
 
 
 
 
 

Prerequisite Learning: 
 
 
 
 
 
 

Lesson Preparation 

Equipment/materials 
 
 
Advanced preparation: 
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Presentation 
Set:  (            min) 
 
 
 
 
 
Development: (            min) 
 
 
 
 
 
 
 
 
 
 
Closure:  (            min) 

Classroom 
Management 

Strategies  

Extensions: 
 
 
 
Adaptive Dimension: 
 
 

Professional Development Plan: 
Target: ___________________________________________________ 

How I plan to achieve my target: 
1)     _____________________________________________________ 

2)     _____________________________________________________ 

3)     _____________________________________________________ 

Evidence of Success (Anticipated Outcome): 
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DATA COLLECTION FORM - SAMPLE  
 

Topic:         Date: 
 
Name: 
 
Observer: 
 
Professional Target (i.e.) Communication Skills.  I would like to work on giving 
clear directions to my students so that they know specifically what to do.  I will be aware 
of this target during my lesson and attempt to check for understanding. 
 
Instructions for Observer: (Be specific) 
Please record statements where I do not give clear directions.  I would also like to be 
made aware of any errors in language usage and distracting mannerisms. 
 
 
 
 

Record Data: 
 
Clear directions – List statements where students are unclear of what to do.  
 
 
 
 
 
 
Language Usage (i.e. gonna, kinda, etc.) 
 
 
 
 
 
 
Mannerisms (uh, O.K., etc.)  
 
 
 
 
 
 
Other Comments - 



Faculty of Education, University of Regina 

9 

ROLE OF THE PRE-INTERN 
The pre-intern is expected to: 

 plan lessons thoroughly 
 teach one lesson each day in the school 

and 
 share a second activity with a partner 
 help in the classroom wherever possible 
 present & explain the lesson plan and 

data collection instruments to the 
cooperating teacher each week 

 participate in pre-and post-conferences 
with the cooperating teacher & lab 
instructor 

 support and collect data for the other  
 pre-intern in the same classroom 
 attend EAE 302 and any additional 

meetings 

ROLE OF THE COOPERATING TEACHER 

The cooperating teacher is asked to: 

 pre-conference with each pre-intern before 
lesions 

 collect data and record observations for the  
     pre-intern 
 write comments on lesson plans 
 post-conference with the pre-interns to discuss 

lessons taught and professional focus 
 discuss the pre-intern’s development with the lab 

instructor 
 write a brief report on the pre-intern’s 

development at the end of the placement 
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Student Teacher Public Relations in Schools  

1. Arrival  Be in the school before 8:30 a.m. Cooperating teachers wish us to 
emphasize this point. 
 
 

2. Departure  Leave the school only after post conference meetings have been 
concluded. You may not leave early for other commitments. 
 
 

3. Dress  Clothing should reflect your role as a teacher not your role as a 
student. 
 
 

4. Staff Room  a) Be sensitive to the fact that there sometimes are limited numbers 
of chairs which need to be shared rather than monopolized. 

b) Remember to put in money for coffee. 

c) Check to see which coffee cups visitors used. 
Most teachers have their own mug.  
You may wish to take your own, too. 
 
 

5. Parking  Be sure you are not parking in someone else's assigned parking 
stall.  Park on the street until you find out if there is enough space 
for your car in the lot. 
 
 

6. School Rules  School rules such as:  cross at the crosswalk, no gum, no sunflower 
seeds, etc. should be observed by student teachers who are models 
for pupil behavior in the same way that regular teachers are. 
 
 

7. Home Work & 
Lesson 
Planning  

Lesson plans are to be completed before entering the classroom. 
Lesson planning and other university homework may not be done 
during the school experience. 
 
 

8.Contact with 
Cooperating 
Teachers 
and Principal  

Contact with school personnel should be limited to a weekly call to 
confirm teaching assignments. Any concern over evaluation must be 
directed to the EAE 302 Instructor and the Director of Professional 
Development. 
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Criminal Record and Police Information Checks including a 
Vulnerable Sector Search 
From: Xia Ji, Director, Professional Development & Field Experiences  
 
  
Students accepted into the Faculty of Education, either on a part-time or full-time basis, will be 
required to obtain a Criminal Record Check (CRC) or Police Information Check (PIC) including a 
Vulnerable Sector Search (VSS) before going into any schools or community organizations during the 
various stages of their field experience and volunteer components of their program. This requirement 
has been established by the policies of our partnering school boards and community organizations. It 
applies to students who go out into schools for the first time and to all subsequent placements in 
schools and community organizations throughout a student’s program.  
  
Students may be required to provide an original copy CRC/PIC (VSS) for each experience in a 
different school or community organization. This will depend on the governing and relevant policy of 
each school board or community organization. Students are responsible for the costs associated with 
obtaining the necessary CRC/PIC (VSS) each time the documentation is required. The same CRC/PIC 
may be used for ECS 100, ECS 300, EPSF 300, EAE 302, ECS 311, and EPSF 315, provided nothing 
has changed between field experiences and is accepted by the participating school division.  All 
interns will require a new CRC/PIC (VSS) specific to their EFLD internship placement.   
  
Any concerns related to a CRC/PIC (VSS) search should be referred to the Faculty of Education 
Student Services and the Superintendent of Human Resources/Director of Education designate for the 
participating school division. 
  
For international students, a CRC/PIC from their home country is useful, but they will require a CRC/
PIC (VSS) from the RCMP or city police, as well.  The local CRC/PIC will generally indicate they have 
resided in other jurisdictions during the past 5 years. Many school divisions, including Regina Public 
and Regina Catholic Schools, will require international students to make an appointment at their 
division office to sign an affidavit swearing to no criminal records/charges in any other jurisdictions.  
This process must be completed before students begin their field placement experience.  
  
Criminal Record and Police Information Checks including a Vulnerable Sector Search are done 
through the Canadian Police Information Centre which has access to the criminal data bases of 
various police organizations.  As of July 16, 2010, the RCMP and local police services have 
implemented a revised process in securing a CRC/PIC (VSS) using name, birth date, and gender. If a 
search comes up positive, an individual must consent to be fingerprinted to obtain a CRC/PIC (VSS). 
Fingerprints are sent to Ottawa to be compared to the criminal record. If there is a possible match to a 
criminal record, this process can take up to 120 business days.  If no match is found, this process can 
take 3 business days or less.  Fingerprinting is either done by the local city police service or by the 
Corp of Commissionaires. There can be a charge for this service that students are responsible for. 
  
Within the city of Regina, if an individual has a conviction, such as a DUI or another criminal code 
violation, there is a possibility that the Regina Police Service will require a thumb print to be 
processed. This will take 5-10 days. This process is different within various jurisdictions. It is up to the 
individual student to find information about the different processes with regard to obtaining a CRC/PIC 
(VSS). 
  
Although criminal records can be expunged, if the charge is related to sexual criminal activities, it will 
show up when a Vulnerable Sector Search is included with the CRC/PIC. 

https://www.uregina.ca/education/offices-centres/pdfe.html
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Criminal Record and Police Information Check including Vulnerable Sector Search 
(continued) 

  
Where to Obtain a CRC/PIC with Vulnerable Sector Search 

Depending on your permanent address (the address that is listed on your I.D.), a CRC/PIC can be 
requested from your local RCMP detachment or city police service. You may be required to pay for 
this service. We suggest that you ask for a least two originals as you may be placed in more than one 
school division for different field assignments. If possible, do not have the CRC/PIC mailed, but pick it 
up in person. 
  
The RCMP will not give the Vulnerable Sector Search to you. At the same time as you apply for a 
CRC/PIC, a waiver can be signed that will allow the RCMP to complete a Vulnerable Sector Search 
and send it to the school division once you have provided the necessary information. 
  
It may take a number of weeks for you to receive a CRC/PIC. The majority of CRC/PIC’s will be 
completed within a day or two, but some checks will take much longer and may require fingerprinting, 
even if you have no previous conviction. Applications should be made within 4 months of the start of a 
field experience.  You will not be permitted to take ECS 100 without a complete CRC/PIC with 
Vulnerable Sector Search. 
  
When requesting the CRC/PIC, please have the purpose for it included (e.g., University of Regina 
Student or Field Experience Assignment).  This is a requirement if a field experience is with Regina 
area schools.  Chinook School Division (Swift Current and South West Saskatchewan area) will 
reimburse the costs of a CRC/PIC upon the successful completion of a practicum experience. 
  
School Field Experience Placements 
Generally, University of Regina field experience placements are arranged in the following school 
divisions: Regina S.D. #4 (RBE), Regina RCSSD #81 (RCSD), Prairie Valley S.D. #208 (PVSD). 
Specific requests for other school divisions will be considered on a case-by-case basis and 
accommodated when possible. Information about your field-based practicum placement will be 
provided to you in your ECS 100/300/311, EAE 302, and EPSF 300/315/350 classes once the field 
assignments have been completed. 
  
When you go to the school you have been assigned for the first time, you must have the 
current, original CRC/PIC with you. Students will not be allowed into classrooms without an 
acceptable CRC/PIC (VSS). In Regina schools, the principal may take a copy of the CRC/PIC 
and return the original to you.  Please make sure to keep the original CRC/PIC in a safe spot, because 
you will need it again for future pre-internship or field experience placements. 
  
Although the CRC/PIC used for ECS 100 will be accepted in Regina schools for all ECS classes until 
internship*, you may be required to sign a form indicating that there have been no changes to your 
CRC/PIC since the original was submitted. If you are placed in a school division outside of Regina, 
please check with the school principal or the school division office for information regarding the CRC/
PIC policy and procedures. 
  
*For the sixteen-week internship field experience, all students require an updated CRC/PIC 
including a Vulnerable Sector Search.* 
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Criminal Record and Police Information Check including Vulnerable Sector Search (continued) 
 

Duty to Report 
If during your time as a full-time or part-time student in the Faculty of Education at the University of 
Regina, or prior to becoming a part-time or full-time education student, a criminal charge is brought 
against you, or you are convicted of a criminal offence such that there would be a change in your CRC/
PIC, you are required to report this information immediately, but no later than 48 hours, after you first 
become aware of the charge or conviction, as follows: 

1)   If you are completing a field placement at a school, you must report this information to: 
your cooperating teacher by phone at the contact number you have secured, followed 
immediately by written confirmation via e-mail to the cooperating teacher’s email address; and 
the principal or administrative designate of the school in which you are involved, by phone to 
the school’s telephone number, followed immediately by written confirmation via e-mail to the 
principal or administrative designate at such email address as is provided by the principal or 
administrative designate. 

2)     If you are placed in a community organization for volunteer purposes, you must report this 
information to: the contact person in your organization who helped you secure your volunteer 
position by phone at the contact number you have secured for this person, followed 
immediately by written confirmation via e-mail to this same person at his or her email address; 
and the head or principal of the organization in which you are involved, by phone at the contact 
number you have for this person, followed immediately by written confirmation via e-mail to this 
person, or his or her designate, at such email address as is provided by the head or principal or 
his or her designate. 

3)     If a criminal charge is brought against you or you are convicted of a criminal offence such that 
there would be a change in your CRC/PIC, there may be adverse consequences to your status 
as a part-time or full-time student in the Faculty of Education which may ultimately result in you 
not being able to complete the field component of your teacher education program. This will 
depend upon the nature and circumstances of the charge or conviction. This, in turn, could 
potentially jeopardize your ability to successfully complete your degree program in the Faculty 
of Education. The ultimate determination of whether the student with a positive CRC/PIC can 
be allowed to perform or continue his or her teacher education in the field will be made 
exclusively by the hosting school board and/or community organization. 

4)    Failure to report any criminal conviction and/or outstanding charges that have occurred since 
the date of the original CRC/PIC (VSS) may be grounds for immediate dismissal from the field 
placement, either in a school or community organization. This will depend upon the governing 
school board’s or community organization’s policy. 

  
Additional Information – Please read carefully 

         1)  CRC/PICs are only completed on students who are over the age of 18.  
  
         2)  Please forward the names of students who are not 18 to the Students Services office (ED 

355) and we will prepare the schools for students who need the "School Division – CRC/PIC 
form". 

  
         3)  CRC/PICs are a requirement of the school divisions, not the Faculty of Education - University 

of Regina, and students must take the original CRC/PIC with them on the first day of a field 
experience.  

  
         4)  The principal may copy the CRC/PIC and return the original to the student. No CRC/PIC = no 

field placement.  
        
         5)  Do not return the CRC/PIC’s to the Faculty of Education or to your ECS 

instructor.  Students are responsible for these records themselves. 
  
         6)  The cost of the CRC/PIC varies in each jurisdiction. If you have any concerns or 

considerations about the Police Information Check, please contact Student Services at 306-585
-4521. 
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 Yes Developing No Not Rated 

LEARNING TO PLAN 

Evidence of:     

understanding and becoming familiar with the curriculum for the applicable grade(s)      

making a detailed lesson plan (with its component parts) that will engage children in active 
learning  

    

thinking through all phases of the lesson plan and “rehearsing” how to interact with the students      

selecting an area of concern regarding professional growth and making a detailed plan that will 
ensure gradual improvement in that area  

    

understanding how sequential lessons are linked      

LEARNING TO TEACH 

Evidence of:     

observing a teacher working with students and making inferences about what is being taught, 
what is being learned, and what constitutes the culture of the classroom  

    

implementing a written lesson plan      

developing the ability to use specific instructional skills and strategies      

observing children while teaching      

developing a “with-it-ness” attitude in dealing with unexpected issues      

LEARNING TO REVIEW, REFLECT & SELF-EVALUATE 

Evidence of:     

discussing strengths and weaknesses of a teaching experience in a balanced way      

describing classroom activities, after the fact      

considering both the actions of the pre-interns and responses of the children      

interpreting descriptive data (feedback) and describing development      

making plans for future improvements in professional practice      

LEARNING TO RELATE  

Evidence of:  

relating to other teachers (including pre-interns) in a professional manner      

relating to students in a respectful way using age-appropriate language and concepts      

Pre-Intern Professional Development Profile and Cooperating Teacher’s Report 
 
 

Pre-Intern:   EAE Section:  

 

Cooperating Teacher:   School/Grade:  

 

EAE Instructor:   Date:  
 
For each criteria, please check the box that best describes the pre-intern’s performance at this time 

See page 14 for descriptors for the evaluation criteria 
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*Descriptors for the evaluation criteria; 

No: Not Satisfactory.  Pre-intern has been provided feedback and opportunity for change but has not responded significantly 
enough (or at all) to demonstrate that the feedback was understood and acted upon. 

Developing:  Pre-interns are progressing in the area of evaluation item.  They continue to develop throughout the weekly 
experience.  

Yes: Satisfactory.  Pre-intern consistently provides evidence of the evaluation items, responds to feedback and adjusts practice 
appropriately. 

The number of checkmarks in the columns for Yes, Developing, No, and Not Rated must not be totalled as a type of score.  
The final evaluative decision of Pass or Fail is based upon the trend of the assessment of the practice teaching and professional 

development of the pre-intern over the three week block in consultation with the faculty advisor and the cooperating teacher. 

Cooperating Teacher Comments (optional) 

 
 
 
 
 
 
 
 
 
 
 
 
 
Pre-Intern’s Comments (required) 
 
 
 
 
 
 
 
 
 
 
 
 
Cooperating Teacher: 

Full name:        Signature:     Date: 

 
EAE 302 Instructor: 

Full name:       Signature:     Date: 

 
Pre-Intern 

Full name:       Signature:     Date: 

 
 


