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Handbook and Assignment Guide

for

Early Childhood Special Education

Master’s Practicum
SPED 3120 
Fall 2005

Prepared by

Ruth Ashworth. Wolery, Ph.D.

ECSE Master’s Practicum

ECSE M.Ed. practicum takes place in Peabody’s Susan Gray School 
for Children(SGS). 

SGS is an inclusive early education program where children with disabilities 
play and learn alongside their typically developing peers.  
SGS works closely with TN’s  Part C  Early Intervention Program 
and 
Metro Nashville Public Schools preschool program 
to provide special education services for toddlers and preschoolers with disabilities.  
Although your placement assignment is to a particular classroom, 
please know you might be asked to move to another classroom 
if a staffing shortage creates a need.  

The information in this handbook will guide you through the practicum experiences.  
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Vanderbilt Honor Code: Vanderbilt’s Honor Code governs all work in this course.  If you have any doubts about how the Honor Code applies to class assignments please ask me--not another student—for clarification.  The Vanderbilt University Honor Council offers additional information about the honor code.  

Vanderbilt Accommodation Policy:  If you need course accommodations due to a disability, if you have emergency medical information to share with me, or if you need special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible.  
Attendance:  You are expected to be in your practicum classroom during the times you are assigned.  SGS uses an electronic sign-in and sign-out system called Attendance Tracker (AT).  The Attendance Tracker key pad is located on the wall otside the SGS office.  As soon as you receive your individualized AT code, you need to begin signing in and out.  If you are sick or running late on a practicum day, please call the school (322-8200) and let us know.  Please also inform your cooperating teacher and the SGS office of planned absences from your practicum.  

Your practicum is scheduled to accommodate both your needs and the needs of the SGS.  Please donot make changes to your placement or schedule.  If you run into problems contact your instructor immediately.  

Orientation:  When you receive your assignment you will be given information about a SGS orientation.  You are required to attend this orientation.   
Professional Conduct:  You are a guest in both the school and the practicum classroom and should conduct yourself as such.  Your cooperating teacher has a role in your evaluation for the placement and it is important that you make a good impression.  Be respectful of all the adults in your classroom and have a receptive attitude toward suggestions and ideas.  Teaching young children is a rewarding profession that requires a high level of expertise and energy, so you also should make sure you are physically fit and mentally alert for this experience. 

Dress Code:  In addition to active children, adults working at SGS come into contact with paint, glue, mud, food, etc.  Thus, the primary “dress code” is clothing that allows you to be comfortable moving around active children as well as clothing you don’t mind getting dirty!!!  Shoes should be rubber soled, comfortable, and sensible.  Sandals are discouraged.  Shorts, cut-offs, and T-shirts are allowed as long as they are modest.  Low-cut tops, t-shirts with vulgar or suggestive slogans, and bare midriffs are not allowed.  Remember, Susan Gray School is not only a place of business, but we are a demonstration site for quality services to children and visitors are in our building regularly.  If your attire is deemed inappropriate you will be asked to change into a SGS T-shirt or to return home and change clothes.

Initiative:  Your primary role is to be involved with children and to make a contribution to the classroom.  Should an occasion arise when no child is available to you, ask your cooperating teacher for some housekeeping or material preparation tasks.  Do NOT use your practicum time to work on school assignments.  In an early education classroom there are always toys to wash, laundry to fold, and clutter to organize.  You should always be busy!!   
Confidentiality:  Occasionally practicum students have access to student records and confidential information.  Please respect that confidentiality and do not use student names in any paper submitted for university classes, or in any conversation you might have about your practicum experience.  

Interactions with parents:  At SGS parents are encouraged to become involved in their children’ educational program and it is likely you will have opportunity to interact with parents.  While it is important that you support in the school’s family friendly philosophy, it is not appropriate for you to interact beyond polite greetings.  Under no circumstances should you discuss a child’s behavior with their parent.  

Coverage:  Master’s practicum students are not SGS employees and should not be left alone with a classroom group of children.  In a rare, emergency situation, however, you may be asked by a SGS administrator to provide short term coverage.  Should this occur, the situation will be documented.    

First aid & safety at SGS:  If you are working with a child at SGS who becomes injured or sick, first provide TLC and then quickly notify or take the child to a SGS staff.  If first aid is needed for accidents such as cuts and abrasions, you may be asked to gently wash the cut abrasion with soap and water and apply a bandaid.  If the injury is a bump or bite, you may be asked to apply and ice pack covered with a cloth.  Be sure to communicate to SGS staff the details of what happened so any paperwork can be completed.  Remember to stay calm!  You don’t want to transfer your anxiety to the child.  

Some children at SGS have fragile health and for these children we generally have a special health and safety plan.  If you are working with a child who presents any kind of medical concern, you should immediately alert the classroom teacher who will notify the school office.   

Diapers:  As part of your training to become a licensed teacher you need to have experience changing diapers!  Master’s practicum students ARE permitted to change diapers.  We follow a recommended diaper changing procedure that meets our State licensing guidelines.  Your classroom teacher will be happy to show you how to follow the diapering routine.  

If a child is found missing:  At SGS children should be counted at each transition and teachers should continually monitor the number of children in their care.  In the rare event that a child is noted missing, we follow the “Code Adam” procedure which is posted on the QRB in your classroom.

When children are on the playground:  Except in cases of heavy rain or extremely cold weather, children at SGS will be taken outdoors at least once a day.  Children need some free choice while outdoors, but they also need adult supervision.  Adults are not to cluster together and engage in social conversation on the playground rather, the adults should spread out so that all areas of the playground are well supervised.  If you need to talk to a child you should go to the child.  We do not yell or shout to children unless there is an emergency.  If you need to take a child back into the building, BE SURE you inform the classroom teacher you are leaving the playground (with a child or without a child).  

The following are some important playground rules:  

· Children can play with sticks only while they are sitting on the ground.

· Sand toys should be gathered up and put in the sandbox at the end of your class time.

· Children should be taught to dig, pour, and scoop sand, not to throw sand 

· Sand should stay in the sandbox.

· Wheel toys should be parked against the wall in the covered area, not in front of the glass doors (which presents a fire hazard).

· Riding toys should stay on the sidewalk and be ridden only on flat surfaces (crashing into fences is not allowed).

· Children cannot twist on the swings or jump out of the swings.  

· Climbing in and out of swings can be done only with adult supervision.

Behavior management at SGS:  At SGS we believe children who are actively engaged in activities they view as meaningful and purposeful are generally happy and well behaved children.  Thus, our approach to behavior management is proactive; that is we focus on preventing problem behavior rather than responding to it.  We do this in the following ways:

· Providing a rich and engaging environment

· Providing an interesting curriculum

· Providing an array of developmentally appropriate choices 

· Establishing a strong relationship between children and their teachers

· Setting clear limits

· Acknowledging, praising, and supporting desirable behavior 

When children do misbehave, however, we deal with them in a calm, matter-of-fact manner.  We do not verbally reprimand children.  Likewise, we do not use any type of physical behavior management.  We do not slap, shake, spank, strap to a chair.  We do not isolate or exclude children and we do not put children in a corner.  

Medication:  Practicum students should never administer medication.  

Course Evaluation and Grading

(1) Master’s Practicum is a 3 hour graded course.  
Assignment 1:  Practicum Orientation 

During your initial contact with the cooperating teacher, ask when you can meet for a Classroom Orientation.  This meeting should be held during the first week of your placement and will be the basis for initiating a good relationship with your cooperating teacher.  At this meeting you will gather information about the school, classroom, and students and you will share with the teacher the activities you need to complete during this experience.  Use the following list to guide your questions.  Prepare a written report that details the information you discussed.  This report will serve as a written agreement between you and your CT of the practicum You will give this to your cooperating teacher (CT) and it will serve as  
School tour: Arrange with Tracy Tatum (322-8200) for a SGS tour.  
Attendance and absence procedure: Find out what procedure the CT wants you to follow should you need to be absent or late.

Fire drill routine: Obtain information about fire drills work and what you should do if one occurs while you are in the classroom.

Classroom routine and weekly plans:  Ask the CT for a copy of the following (1) daily/weekly classroom schedule, (2) a copy of weekly activity plans, (3) a copy of a child’s IEP or IFSP (black-out student’s name).

Classroom rules: Ask the CT to explain any rules that are established for the classroom and how children are made aware of the rules. 

Behavior management plan:  Ask the CT how he or she reinforces positive behaviors in the classroom and how he/she discourages and deals with misbehavior.  

Co-teacher information:  Ask the CT to describe the role and responsibilities of the Co-teacher.  Be sure to find out how the team shares responsibilities and how role planning is done.  
Related services: Ask the CT for information on how related services (speech, PT, OT) are delivered to students with disabilities in your classroom.  How many children receive services, how often, by whom, and how the services are delivered (i.e. individually in the classroom, within a group in the classroom, out of the classroom)?

Calendars and Schedules:  Obtain a copy of the school calendar showing school closings, planning days, etc. Ask your CT for the dates of any special classroom activities or events that might occur on your practicum days.

Assignment 2:  Student Profiles 

This assignment will help you better know the students in your practicum classroom.  For the typically developing children you need only get name, age, and any additional pertinent information.  For each child with disabilities, you need to complete the ECSE Student Profile form (attached).  Arrange with your CT do complete this assignment during the first week of your placement.  
Assignment 3: Weekly reflections (10 reflections )
The practicum experience provide you with numerous opportunities to observe the ongoing operation of an early education environment.  There is much to observe and to consider.  Do you believe if teachers create an enriching environment that children will learn?  Or do you believe that teachers must do more than create an enriching environment if children are to learn?  

For this assignment, you are to write a one page paper reflecting your thoughts about happenings in your practicum that relate to specific topics.  The topics come from the “Basic Foundations of a High Quality Early Childhood Program” handout.  Be sure that your reflections relate your thoughts about the topic to your practicum experiences.  Do not just describe your week or present your thoughts about the topic.  You are required to submit 10 reflection papers.  
Assignment 4 and 5: Bulletin Boards  (two required)
Plan and put up a two bulletin boards during your practicum.  Prepare a description of each bulletin board to show your cooperating teacher before you begin.  Use children’s work, not commercially prepared materials.  A photograph or sketch of your bulletin boards should go into your practicum notebook.  Bulletin boards will be evaluated by your cooperating teacher and course instructor.  Evaluation criteria will be based on theme, creativity, and display of children’s work.  

Future teaching tip!  Bulletin boards quickly become unwelcome tasks to most busy teachers.  A notebook of bulletin board ideas can give you a head start on this task when you begin teaching.  If you see a bulletin board you like, take a picture or sketch it and begin a notebook.  You will likely be very glad you did!!  

Assignment 6  Story or Song board

Most instructional activities used in preschool classrooms require teacher preparation.  For this assignment develop a story or song board activity that can be used in your practicum placement.  Make TWO story or song boards – one to leave with your cooperating teacher and one for your “First-Week-on-the-Job” file. Plan to bring your story or song board to seminar to share with your colleagues.    

Assignment 7:  Theme box   
Most instructional activities used in preschool classrooms require teacher preparation. Theme boxes typically supplement a learning center when a curriculum theme is being used or serve as “rainy day” activities.  For this assignment select a theme and develop a theme box containing various items related to the theme.  Include a Theme Box Description Card describing the various activities contained in the box.  Make TWO theme boxes – one to leave with your cooperating teacher and one for your “First-Week-on-the-Job” file. Plan to bring your story or song board to seminar to share with your colleagues.   
Assignment 8:  HPLO Instruction Plan and Data collection
Ensuring that children with disability have pleanty of opportunities to practice and master their learning objectives, an ECSE teacher needs to identify high priority learning objectives, plan an intervneiton program to ensure the objectives are practiced daily, and the ECSE teacher needs to collect some form of data that will provide information about the chid’s performance and progress towards mastering thier learning objective.  For this assignment you will observe a child and decide on a developmentally appropriate learning objective you want to address.  You will then plan an insturcional program and collect regular data on the child’s performance.  Your data needs to be stored in an excel spread sheet and you need to bring your weekly data to seminar each week.  Be prepared to share your data with the seminar group and to discuss how our child is doing.  Assignment details are described in the Appendix.

Assignment 9:  Topical discussions will be held during the seminar meetings and readings for those discussions will be assigned up to two weeks prior to the discussion.  

Classroom Profile
School ______________________________________________________________

Teacher _____________________________________________________________

Assistant ____________________________________________________________

Other regular adults ___________________________________________________

Classroom hours ______________________________________________________

Total number of students _______________ Age range _________________

Number of students with disabilities _________________________________

Disability range __________________________________________________________

________________________________________________________________________

First names and ages of students without disabilities 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Student Profile (ECSE students) 
Child’s first name _________________________________________________________

Child’s age (years/months) _________________________________________________

How long in current classroom? _____________ In current program? ________________

How Long in ECSE? _____________________

Child’s disability/disabilities ___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Current strengths (as indicated on the IEP or a recent assessment)

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Current areas of need for which IEP goals are written 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

Dates and names of most recent assessments 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

What special considerations regarding this child should you know?  (Ask the CT)

___________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sample - Focus Child Profile Form and HPLO Guide

Name  Annie K. 




  
DOB  9/12/2000 
Disability ___________________________

Attendance Profile 


   ___ 0 – 1 day absent in past 6 weeks


   ___ 2 – 3 days absent in past 6 weeks

Do not select  

___ 4 – 5 days absent in past 6 weeks

Three things child likes that could be used as reinforcers


Praise, hugs, high-fives _________________________




Books and Puzzles, especially Winnie-the-Pooh______________



Stickers, markers, stamps, _______________________



Three things child dislikes 


Spaghetti 

_________________________




Joey??? (he takes her stuff and this really makes her mad)





?_____________________


__________________
Three Goal statements from child’s IEP/IFSP that reflect instructional areas you can address during the term.

Goal statement 1:


Annie will walk up steps without assistance_________________________


Goal statement 2:


Annie will participate in whole group activities              _____



​                    
Goal statement 3: 


Annie will answer “wh questions” asked by an adult_______________________ 

Child’s current level of performance (CLP) in each of the above goal areas;
CLP for goal statement 1:


Annie currently walks up steps only when an adult is holding her hand


 
CLP for goal statement 2:


I’m specifying this goal relates to whole group circle-time.  Currently, Annie’s level of engagement in circle is pretty limited.  She stays seated when an adult is “physically” managing her, and she wanders off if no one stops her.  Assessing her level of participation is difficult, because the focus seems to be on keeping her seated.  I’ve seen few direct opportunities -  I’ve observed her engage with puzzles and books for 5 to 10 minutes and her mother reports that she enjoys watching videos.  Typically she does not engage in circle time.


CLP for goal statement 3: 


Annie is pretty good at answering “what’s this?” questions – when I’ve asked her “What are you doing?” she either doesn’t respond or gives a one word response (e.g. playing, eating).  

From the three goal statements and CLPs noted above, select one goal that most likely leads to a successful intervention program.  Task analyze the goal and identify the action-step you want to address, this will be the child’s HPLO for this assignment (of course when the child master’s this HPLO, you’ll move on to the next step in the task analysis! 

When deciding on the HPLO, be sure to consider the length of time you will be in this placement, and the reality/practicality of what you and the child can accomplish during that time.  Also consider the functionality of the goal you want to address; you want to teach the child a skill that leads to independence.  Finally, make sure your action step is something that can be addressed each day and your measurement of the skill is in small increments so the child’s progress is noticeable.  

HPLO Statement

During morning circle time Annie will stay seated for increasingly longer periods of time when an adult is seated next to her.

Annie will stay seated for 2 minutes 

Annie will stay seated for 3 minutes

Annie will stay seated for 4 minutes

Annie will stay seated for 5 minutes 

HPLO Context 

Circle is approximately 15 minutes.  The routine consists of welcome, weather, songs, and story.  I’ve observed that an adult physically directs Annie to circle-time and Annie generally stays in the group as long as the adult holds her.  If she adult is not holding her, she stays seated about 1 minute and then begins to wander.  Generally, when she starts wandering an adult will physically redirects her back to the circle, but unless the adult is holding her this routine continues.   I’ve observed Annie participate in the welcome song and I’ve seen her sing along with some of the other songs.  I’ve not observed the adults encourage any participation or give any reinforcement for participation or staying seated...  
HPLO Rationale

I’ve selected this HPLO because I think it is functional and achievable.  Annie currently can stay seated at least 1 minute so, with a direct intervention I should be able to increase this by small increments.  
Instruction Plan:

After writing the HPLO, you need to come up with an instruction plan, to ensure the child has daily opportunities to work on and master the skill.   Your plan needs to describe what you will do, what you expect the child to do, what you will do if the child does not respond as you expect, and any materials you will use.  

Instructional Plan for HPLO:

Materials:  “I Stayed Seated” sticker card and stickers – and access to an open activity area (puzzles, books, sensory)

Plan:   My program will utilize an adult support, correspondence training and frequent reinforcement.  The program will consist of the following steps:

Step 1:  I will ensure that an adult is prepared to sit next to Annie during circle and implement the program.  

Step 2:  Additionally, I will ask the teacher leading circle to include Annie in circle activities at least twice during the first 5 minutes and to give Annie specific verbal praise for participation and staying seated (to ensure this occurs, I will initiate the participation requests should the teacher leading circle forget).  
Step 3:  Immediately upon sitting down, the adult will show Annie the sticker card and stickers and remind her that she will earn stickers for staying seated and she will get to take the sticker card home. 

Step 4:  The adult will ask Annie what she is going to do; “Annie, tell me what you are going to do in circle today?”  When Annie says or communicates that she will stay seated – the adult will give her a sticker to get started (I’ll let Annie put the sticker on the card).  *Compliance is not a problem with Annie, thus I anticipate she cooperation.  

Step 5:  During circle, at approximately 30 second intervals, the adult will pat Annie on the leg, whisper “good job staying seated”, and put a sticker on her sticker card.  

Step 6:  The first time Annie attempts to get up the adult will encourage her to stay seated by whispering “Annie, lets try to stay seated one more minute.”

Step 7:  One-minute after Annie’s first attempt to get up, the adult will whisper “Good staying seated, Annie, you can go to the ______ (puzzle, book) area.  
Data Collection:

Finally, you need to develop a data sheet that you will use EACH DAY to indicate how the child performed when you implemented the instruction plan.  The daily data should be collected in a way that leads to a weekly charting of progress.  

Data sheets and weekly progress charts should be kept on a computer disk and brought to seminar each week.  You should be prepared to present your child’s HPLO plan and progress each week during the practicum seminar.  

Annie – 

HPLO - During morning circle time Annie will stay seated for increasingly longer periods of time when an adult is seated next to her 

	.
# 30 sec intervals that Annie stayed seated
	10+
	10+
	10+
	10+
	10+

	
	10
	10
	10
	10
	10

	
	9
	9
	9
	9
	9

	
	8
	8
	8
	8
	8

	
	7
	7
	7
	7
	7

	
	6
	6
	6
	6
	6

	
	5
	5
	5
	5
	5

	
	4
	4
	4
	4
	4

	
	3
	3
	3
	3
	3

	
	2
	2
	2
	2
	2

	
	1
	1
	1
	1
	1

	
	0
	0
	0
	0
	0

	
	
	
	
	
	

	
	Date

9/15
	Date

9/16
	Date

9/17
	Date

9/18
	Date

9/19

	# participation opportunities 
	2
	2
	2
	3
	2

	Correspondence opportunity (Y/N)
	y
	Y
	y
	y
	Y


Focus Child Profile Form
Name  _____ 




  
DOB  __________ 
Disability ___________________________

Attendance Profile 


   ___ 0 – 1 day absent in past 6 weeks


   ___ 2 – 3 days absent in past 6 weeks

Do not select  

___ 4 – 5 days absent in past 6 weeks

Three things child likes that could be used as reinforcers

Three things child dislikes 

Three Goal statements from child’s IEP/IFSP that reflect instructional areas you can address during the term.

Goal statement 1:


Goal statement 2:


Goal statement 3: 


Child’s current level of performance (CLP) in each goal area:
CLP for goal statement 1:


CLP for goal statement 2:


CLP for goal statement 3: 


HPLO Statement:

HPLO Rationale:

HPLO Context: 

Instructional Plan for HPLO:

HPLO Data Collection:

Master’s Practicum Assignment Guide

	Due Date
	Assignment



	Seminar 1
Aug. 24 
	

	Seminar 2

Aug. 31
	Practicum Orientation
Student Profiles

HPLO Plan (bring plan on a disk – and be prepared to present and discuss)

	Seminar 3

Sept. 7
	HPLO week 1 data (bring data on a disk – and be prepared to present and discuss)

Reflection 1: Children should always have alert & active adult supervision

	Seminar 4

Sept. 14
	HPLO week 2 data (bring data on a disk – and be prepared to present and discuss)

Reflection 2:  Keep children engaged  with materials, activities, & peers

	Seminar 5

Sept 21
	HPLO week 3 data (bring data on a disk – and be prepared to present and discuss)

Reflection 3:  Speak positively & respectfully  to children

	Seminar 6

Sept 28
	HPLO week 4 data (bring data on a disk – and be prepared to present and discuss)

Reflection 4:  Give children choices & be sure the choices are REAL


	HPLO week 5 data (bring data on a disk – and be prepared to present and discuss)

Reflection 5:  Praise children frequently & be sure they know what behavior is being praised
	


	Seminar 8

Oct. 12


	HPLO week 6 data (bring data on a disk – and be prepared to present and discuss)

Reflection 6:  Encourage children to communicate

by listening to them & responding with re-statements & language expansions



	
	Bulletin Board 1 due

Song/Story Board or Theme Box Due

HPLO Plan 2

	Seminar 9

Oct. 19
	HPLO 2 – week 1 data (bring plan on disk and be prepared to present)

Reflection 7:  Tell children what TO DO rather 

Than what NOT TO DO

	Seminar 10

October 26
	HPLO 2 – week 2 data (bring data on a disk – and be prepared to present and discuss) 

Reflection 8: Comfort children when they are upset  

	Seminar 11

Nov. 2
	HPLO 2 - week 3 data (bring data on a disk – and be prepared to present and discuss)

Reflection 9:  JOIN children IN their play &  encourage them to EXPAND their play & encourage them to 



	Seminar 12

Nov. 9
	HPLO 2- week 4 data (bring data on a disk – and be prepared to present and discuss)

Reflection 10:  TALK while they are playing

	Seminar 13

Nov. 16
	HPLO 2 – week 5 data (bring data on a disk – and be prepared to present and discuss)

	Seminar 14

Nov. 30
	HPLO 2 – week 6 data (bring data on a disk – and be prepared to present and discuss)

	Seminar 15

Dec. 7
	Bulletin Board 2 due (bring data on a disk – and be prepared to present and discuss)

Song/Story Board or Theme Box Due


