
PHASE THREE (ver. 1a)
School of Education (SOE) 
Program Check List 

Phase Three spans the period of student teaching through the application for your certificate 

Internship Guidelines
 During the internship there are three concurrent classes –  all are required for the program:

o EDUC480 Seminar – a bi-weekly class providing support,  discussion of the student teaching 
experiences, and guest speakers. Interns are assigned to a local section of this course. 
Participation is required.  The section instructors will confirm the schedule with you – which 
may vary between sections.  Enroll each semester.

o EDUC491/492 Internship – this is the course which comprises the student teaching internship 
requirements.  This course requires you to make submissions on Taskstream to create a 
Professional Teaching Portfolio, participate in online activities and sessions, and complete 
course assignments.

 Attend intern orientation meetings during each on-campus session.
 Successfully complete all aspects of student teaching internship
 Achieve minimum ratings on all elements of the student teaching evaluations. 

Evaluations include Forms F130, F301, F302 and F140 if necessary.
 Maintain Taskstream subscription, use DRF specific to internship.
 Attend the Intern Recognition Ceremony in spring.

o EDUC 602(fall) or EDUC605 (spring) – one graduate class is completed each semester in 
support of the teacher certification program.  Course requirements for these do not replace or 
substitute for the requirements of EDUC 491/492.  

 Course schedules and course syllabi are specific to the semester and section.  Check 
the website and email for announcements of the specifics for these classes.

 Attend sessions as scheduled.
 Interns have multiple lines of support and accountability provided by the School of Education:

o From the Placement School – the collaborating/mentor teacher, the building principal
o From the University – the university supervisor, the field placement director, the faculty 

member leading EDUC491, the faculty member teaching EDUC480, the School of Education 
office staff and chair.  

 A continuing subscription to TaskStream is a requirement throughout the internship.
 All student teaching interns must apply to Michigan Education Association (MEA) for student 

membership (SMEA) – this provides liability insurance during student teaching.  Information and 
paperwork will be distributed in the EDUC491/492 orientation meeting.  Membership is good for one 
academic year.  Sign up in late summer and be covered for the entire school year.

 Interns begin full-time assignment in the schools and are to participate in classroom preparation, 
organizational meetings, room set up, unit plan alignment and goal-setting sessions with their 
collaborating/mentor teachers.  Contact your mentor teachers and ask them how and when you can 
help.  You are the guest in their classroom – act respectfully, make yourself useful, and demonstrate 
yourself to be a competent, caring and compassionate teacher. 

 Interns are to turn in forms F05, F010, F015, F023, F025, F030, F035, F040, to the Field Placement 
Director at the start of their internship.  Copies should be kept in your binder for review by the 
university supervisor, and sent to the university for your permanent file.

 Form F115 Student Teacher First Progress Report should be sent to the Field Placement Director 
early in the placement period.  Keep open lines of communication and seek early assistance if needed.
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 Interns at the end of each month are to turn in their Monthly Attendance forms F055-b to the Field 
Placement Director.  Keep copies of all forms in the binder.

 Interns are responsible to see that their evaluations are sent to the Field Placement Director regularly. 
Form F 120, or F125 and Forms F130 from the Mentor and University Supervisor.

 Interns who are seeking a change in their placement for the 2nd semester need to notify the field 
placement director by the 1st Friday in October (for a spring change – or February for the following 
year), fill out form F350-a and send to the field placement director (FPD).

 Interns will work in the classrooms until their K-12 schools go on Winter holiday break.  Interns 
return from holiday break when the K-12 schools reopen. – Do not follow LSSU schedule.

 Interns must follow the local K-12 school’s calendar with respect to holidays and vacations. 
 During the spring semester, interns are to work in their classrooms until their last scheduled day in 

April. If any make-up days are needed, they can be added to the end.

 Certification Guidelines  
 Applications for Michigan teacher certification cannot be processed until the candidate has graduated 

with the appropriate degree; all student teaching evaluations (indicating satisfactory minimum 
performance standards met) have been received; first-aid/CPR certificates are validated; evidence of 
passing marks on the MTTC exams confirmed; all grades are finalized for all required courses; and a 
needed forms have been signed and submitted to the School of Education Office. 

 Complete all program evaluations, ESPECIALLY including the online Zoomerang Survey sent by the 
MDE – this survey is critical so sign the confirmation page and submit a copy to the FPD.

 File FORM F200 – Application for Initial Provisional Certificate and your last official F025. AFTER 
your prerequisites are met we can send in your application.  Confirm you have a current version of 
any form – see website regarding form revision letter.  Ontario candidates also complete F220 at the 
same time.  Complete all the blanks on the forms (really, every blank) and turn in to School office.

 Copies of the MTTC letters are requested for your permanent file – we may have the raw scores sent 
from NES, but we do not receive the formal confirmation letter except when you provide a copy.

 Bring to the School office or field placement director your ORIGINAL first-aid/CPR certificates, 
valid during the time period when your application for certification will be reviewed and submitted. 
Copies of your First/Aid-CPR certificates are required in our files – we must make the copy.

 Once the final audit is completed on your application for certification your file will be submitted to 
the MDE.  After the MDE sends us a confirmation, we can issue you a formal letter confirming that 
you have been recommended for certification – commonly called the 90-day letter.  This letter cannot 
be issued for individuals with convictions identified on the criminal disclosure forms since the MDE 
will be hand-processing each application individually – a process that may take longer than 90 days.

 MDE will send a bill for certification once their processing is complete.
 Ontario candidates must file an application with the Ontario College of Teachers.  This process 

should be started concurrently with the Michigan application process.  See guidelines on our website, 
read the OCT application carefully, and file all necessary paperwork.  Once the Michigan certificate 
has been issued YOU must request a letter of professional standing from the MDE – sent directly to 
the OCT.  We have provided a template for this letter – Form F225 – sign and send this letter.

 Contact the SOE office with your employment and contact information.  We would like to know 
where you become employed, hear how well you feel the program prepared you once you get into a 
classroom, and have a picture of you in your classroom or building.

 Congratulations, you’re done for now.
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