
INTERNSHIP APPLICATION

Office of Teacher Education
College of Education

Troy University

DUE September 1, 2015
All test scores due by September 30, 2015

PLEASE READ THE FOLLOWING BEFORE COMPLETING YOUR APPLICATION

1. Internship applications must be filed with the Office of Teacher Education by the deadline stated in the schedule. This deadline is usually two (2) semesters in advance of the planned internship semester. Late applications will result in internship being delayed for one or more semesters.
2. You must meet all prerequisites including coursework, AECTP (formerly APTTP), Praxis II (all required tests), GPA’s, and clinical field experiences before you will be allowed to do your internship. 
3. You may not intern in a school where you have attended, where you have children in attendance or family members who are employed. We cannot guarantee your placement in a specific school. Students should not contact a teacher, administrator, school, or school system directly about internship placements. The Office of Teacher Education is responsible for securing all placements for internship.
4. Internship is considered a full-time program (12 semester hours for UG / 9 semester hours for Alt A) and no student is expected to have employment, campus duties, or other hindrances which tend to interfere with the responsibilities which regular teachers are expected to assume.

5. You will not be permitted to schedule any course work during the semester of internship except for the appropriate three-semester hour Internship Seminar.  Internship is the culminating activity of your program.  Internship is a full-time assignment for one full semester.

6. The internship could include both an upper and lower level placement.
7. Internship experiences must occur in the appropriate grade level(s) and subject(s) and are supervised by an approved certified classroom teacher who is the teacher of record. 
CRITERIA FOR ADMISSION TO INTERNSHIP

1. Admission to the Teacher Education Program (TEP) two semesters prior to internship.
2. Undergraduate students must maintain:

a. an overall GPA of 2.75 (4.0 scale)

b. a professional course work GPA of at least 2.75 (4.0 scale)

c. a teaching field GPA of at least 2.75 (4.0 scale)

Alternative Class A students must maintain a grade point average (GPA) of 3.0 overall on all graduate work attempted.

3. Completion of all professional studies and teaching field courses with a grade of “C” or better.
4. Completion of ENG 1101, ENG 1102, MTH 110, MTH 112, MTH 2251 AND MTH 2252 (or General Studies math course(s) that are applicable to your program) with a grade of “C” or better.

5. Completion of all coursework except Internship and Internship Seminar.
6. Has met all Disposition requirements satisfactorily.

7. Submit proof of completing 150 clock hours of clinical field experiences. 
a. At least ninety (90) of the 150 hours must be in increments of at least three (3) hours each.

b. The majority of the field experience hours must occur in a P-12 setting.
c. At least half must be in the candidate’s teaching field and shall emphasize the application of content knowledge.

d. The experiences must be diversified. 

e. Hours for each area must be calculated and indicated on field experience tracking form prior to due date.

8. Submit evidence of current infant, child, and adult CPR and First Aid certification.

9. Submit evidence of current professional liability insurance coverage of at least one million dollars.
10. Submit a passing score on all three (3) sections of the Alabama Educator Certification Testing Program (AECTP – formerly APTTP): Applied Mathematics, Reading for Information, and Writing. Copies of passing scores should be supplied to the Office of Teacher Education on your home campus.
11. Submit a passing score on the Praxis II examinations for Alabama in all areas of initial certification.  Scores must be reported electronically to Troy University and the Teacher Education and Certification Office of the Alabama State Department of Education.  Copies of passing scores should be supplied to the Office of Teacher Education on your home campus. Due by September 30, 2015.
12. Submit recommendation (Form A in the internship application packet) for Internship by your university advisor with the internship packet.
13. Submit copy of paid receipt for filing intent graduate application.
14. Completion of any additional requirements as mandated by the Alabama State Department of Education.
Comprehensive Exams
ALT-A students must take and submit passing scores for the Comprehensive Examination prior to internship.  Please check with the College of Education secretary regarding this process.
Campus Coordinators of Teacher Education

Dothan Campus


Phenix City Campus


Troy Campus

Mrs. Karen Morris


Mrs. Pamela Carter


Mrs. Jennifer Hollis

334-983-6556, ext. 369

334-448-5123



334-670-3371

kjmorris@troy.edu 


pjcarter@troy.edu


jchollis@troy.edu 

INSTRUCTIONS FOR COMPLETING INTERNSHIP APPLICATION
1. Complete the two (2) page application.

2. Make an appointment with your advisor to complete the following:
· Courses Needed Prior to Internship (Form A) signed. Submit form with your Internship Application.
3. Autobiography

· Write a two-page autobiography highlighting your background, honors, activities, goals as they relate to your prospective involvement in the teaching profession and a brief statement on your philosophy of education.
· The autobiography must be typed and double spaced. Please make sure your name and page number is on each page (Example: Smith, Joe - page 2).
· The autobiography should appear as professional as possible. This autobiography will serve as your introduction to university and school personnel.  Proofread your work very carefully.  Your autobiography will be returned to you if it is inappropriate or poorly written (i.e. grammatical, punctuation, and spelling).
· Scan into the document a resume-quality color or black and white “head shot” photograph in the upper left hand corner of the 1st page of your autobiography.  This photo should reflect a professional appearance.  Picture should be at least 11/2” x 2” and no larger.  The original photograph needs to be attached to your application.  Make six (6) copies of your autobiography.
4. After the above steps have been completed, it is time to assemble your original application. The original application should be assembled in the following manner:
a. Place the original photograph in the upper left hand corner of the first page of the application. Please do not staple.  Picture may be taped or glued.
b.
Assemble in the following order:

First and second pages of the application

FORM A – Courses Needed Prior to Internship
Two-page autobiography
   c.
Staple together
5.
A copy of field experience documentation, fingerprint clearance, and any other required documentation will need to be turned in with the internship application.
If your address or phone number changes, please notify the Office of Teacher Education soon as possible with the updated information. We will be communicating with you during the next several weeks regarding deficiencies and/or assignments.

You will be informed of your internship assignment during the internship orientation. 
Do not make personal contact with any supervising teacher in any setting until you have been notified to do so.

If you have additional questions, please contact the Office of Teacher Education at your home location.
INTERNSHIP APPLICATION – PAGE 1

INTERNSHIP APPLICATION                       
OFFICE OF TEACHER EDUCATION

COLLEGE OF EDUCATION

TROY UNIVERSITY

PERSONAL INFORMATION (Print)



	Student ID #:
	
	Date
	

	Undergraduate
	
	Alternative Class A
	

	Name:
	

	
	Last Name
	First Name
	Middle Initial or Maiden Name

	Address:
	

	
	Street
	City
	State
	Zip

	Mailing Address:
	

	(if different from above)
	Street/PO Box
	City
	State
	Zip

	Home Phone #:
	
	Cell Phone #:
	

	Troy E-Mail:
	


ACADEMIC INFORMATION

	Department:
	
	Advisor:
	

	Major(s):
	

	Date of Admission to TEP:
	

	Requested Semester for Internship
(Ex. Fall Semester 2017):
	


INTERNSHIP APPLICATION – PAGE 2

	
	Name of School Attended
	Last Date Attended/Year of Graduation

	Elementary School
	
	

	
	
	

	Middle School/Junior High
	
	

	
	
	

	High School
	
	

	
	
	


Do you have relatives or children attending a school?      Yes ____ 
No _____
	If yes, what school(s) do they attend?
	

	

	


Do you have relatives employed by a school system?  

Yes ____ 
No _____
	If yes, what position, school and school system(s)?
	(Custodians, Cafeteria Workers, etc.)

	

	


Are you employed or have you previously been employed by a school system?  If yes, what 
school, school system, and length of employment? 
	 

	


Have you ever been convicted of or entered a plea of no contest to a felony other than a minor traffic violation?  Yes _______  No ________

I have read the Criteria for Admission to Internship (prerequisites for internship) outlined in the application and understand that all prerequisites must be met prior to beginning my internship.  I must also meet any new requirements made by the Alabama State Department of Education or Troy University College of Education.  If I have not met the prerequisites, I will not be allowed to intern until the prerequisites are satisfied.  Furthermore, I understand that the information in my Internship Application might be shared with the prospective school systems where I desire to complete my internship.
____________________________________________
________________________________



Signature of Prospective Intern




Date

INTERNSHIP APPLICATION – FORM A
COURSES NEEDED PRIOR TO INTERNSHIP

	Student’s Name:
	

	Student ID #:
	
	Catalog:
	


**Submit one copy of this form with your internship application packet.**

List all of the courses not yet completed according to your program requirement in the space provided below.  These courses must be completed prior to beginning the internship.

	Course Number
	Course Name

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Please select the appropriate statement(s) from the following:

I have reviewed this applicant’s program of study and:
______
I recommend, pending completion

______
I have reservations. (Indicate reasons in comment section below)

______
I do not recommend this student for his/her internship. (Indicate reasons in comment 



section below)
COMMENTS: If you selected you have reservations or do not recommend this student for his/her internship, please indicate your reasons below.

_____________________________________________________________________________  

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________

Please indicate the courses in which you’ve taught this student:  _________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________

Check the appropriate boxes if you are the student’s advisor.

	
	Excellent
	Above Average
	Average
	Below
Average
	Unacceptable

	Personal appearance
	
	
	
	
	

	Personality
	
	
	
	
	

	Cooperativeness
	
	
	
	
	

	Reliability
	
	
	
	
	

	Enthusiasm
	
	
	
	
	

	Ability to express thoughts
	
	
	
	
	

	Written and oral communication
	
	
	
	
	


Check the appropriate boxes if you have taught the student.
	
	Excellent
	Above Average
	Average
	Below
Average
	Unacceptable

	Leadership
	
	
	
	
	

	Enthusiasm
	
	
	
	
	

	Intelligence
	
	
	
	
	

	Ability to express thoughts
	
	
	
	
	

	Written and oral communication
	
	
	
	
	

	Ability to get along with others
	
	
	
	
	

	Acceptance of criticism
	
	
	
	
	

	Willingness to learn & grow as a teacher
	
	
	
	
	


Additional Comments (if needed):
_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 
 Attach 


 Photo
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