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ABSTFRACT

This guide is designed both to explain the Drake
University Teacher Aide Program to teachers cooperating with the
program, and to provide the aide with practical and effective vays of
providing service to the cooperating teacher. Two college courses
make up this program: one for elementary education majors, and one
for secondary education majors. Although there is considerable
difference between the two courses, they both have a teacher aide
experience, a community component, and a psychology component. The
guide contains descriptions of the program in general and each course
in particular, a list of procedures and responsibilities for those
involved 4n the program, suggestions for utilizing teacher aides, and
procedures for (a) evaluation of the aide as a potential teacher, and
(b) evaluation of the program by the teacher aide. (A sample of the
instrument used in the evaluation process is included in the
Appendix.) (PB)
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The Des Moines-Drake Educational Institute, establislied
in 1969, is a cooperative effort between Drake University
and the Des loines Independent Community Schoel District com-
bining tne resources of both Institutions to enhance the

delivery of eduicational services in the urban area.
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Draike student evaluations of those courses which have
included 2 teacher aide expericnee are generally agrecd that

the aide cxperiance is the most relevant part of the course,

Lach vear approximatoely 200 «lementary and sccondary
aducation students serve as teacher aiuces. Cooperating with
the University in providing this important axpericnce for

emereine teachers are over 100 expericonced Des Moines teachers.

This guide is designed both to explain the program to
teachers cooperating with the program and to provide the aide
with practical and cffective ways of providing service to the
cooperating teacher. The Handbook olso delineates lines of
coordination and areas of responzibility for all the coopera-

ting parties,

It is hoped that this ilandbook will help answer a need

axproassed by many teachers, prineipals, and college students.,

'-
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GENDRAL DESCRIPTIGHN AdD OBJECTIVES OF THL PROGRAM

For several yoars Drake University and the Des lloines
schools have cooperated in providing third year students with
an oppostunity to buecome reaningfully involved in an elemen-
tary school, a junior higa school or a s ‘or high schoul
classroon,

Two college courses have been the means by which this
involvement has be:n made possible., The two courses are Ldu-
cation 166, (Child in Society) for eclementary education majors,
and Educuztion 165 (Profecssional Bloek I) for students wishing
to bacome high school or junior high school teachers. A part
of poth of these courses involves the student spending a period
of time in a classroom as a Tcacher Aide. The objectives cs-
tablished for the Tvacher Aide Program include the following:

I. TO INVOLVE TELACIILR3 EARLY IN A COOPERATIVE EFFORT

DIRECTED TOWARD:

. the development of potential members of the
profession

. the selection and cnccuragenent of potecntial
teachers

. th2 evaluation of prc-scervice tcacher education
prosrams,
II. TO ENADLY EMERGING TEACHLRS TO:

. sce th: role of the teacner through obscrvation
and active participaticn
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. do some self-evaluaticn about his/her capabilities
as a prospective teacher

. understand tho physical, social and emotional status
of students through observation and interaction

. Seeg various teaching strotegies and approaches to the
age level and subject arca he/she may eventually
tecach and tne student responsas to these

. ocbtain feecdback from a professional about his/her pre-

profussional behavior and projected competence as a
full -flecged teacher

TO PROVIDE AS§ISTANCB TO TLACHERS IN DIVERSE PROFES-
STOHNAL DUTIES IUNCLUDING:

. routine classroom management

. classroon and instructional preparation

. instructional tasks

TO PROVIDE TI. TRAINING INSTITUTION WITH:
. feedback on training programs
. idantifiéation nf additional arcas needing emphasis

. opportunitics for ~ontinuing interaction with other
educators
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PROCEDURLS 40 RESPOWSIBILITIES

Responsibilities of the University

Early in the semester the Chairman of the Teacher
Education Dupartment shall furnish tho Coordinator
of Student Teaching (School District) with a l1list
of studaents toO be placed. Houres of duty, grade and
subject- matter choices, beginning and ending dates
of servica, and vacations to ba observed will be

The Chalrman will designate the liaison person to
work with cach school.

The University shall give teacher aides prior orien-
tation to help them understand and practice profes-
sional cthics.

The University shall provide continuocus guidance

and counseling to help teacher aides understand the
importance of, and how to further good relationships
among teachers, children and aides.

The Chairman will notify the Coordinator of Student
Teaching, the buildingz principal, and the teacher
of any cancellation of assipnment.

A
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Responsibilities of the Coordinator of Student Teachin-<

. Tho Coordinator will suerve as liaison between the
Schonl District and the University,

. The Coordinator will identify teachers who desire
the services of an aide.

. The Coorlinatur shall have final responsibility for
assipnment of aides.

. The Coordinator will notify the principal of the
assignment of aides to his building.

. The Coordinator will confer with principals, tea-
chers, ccllege personnel, and aides concerning
suggestions for improving the program.

. The Coordinator shall confer with Dircctors on any
unresolvaed problems, suqggestions for improverent,
or chanzes in the progran.

. The Ccordinator shall coorcrate in updating guide-
lines for thc teacher-aide program.

. The Ccordinatcy shall promote the professional
zrowth of prosrtoctive teachers through scirving as
consul tant for the teacher-aide projgram.
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Responsibilities of the Principal

-Buildin,; Princiral

. shall furnish thc Coordinator of Student Teaching
the nanes of those teachers desirin:s the scrvices
of an aidec.

. shall infowme tho tcacher when assignment is made.
. sh1ll orient the teacher aide to his school.

. shall cenfeor with the Coordinator of Student Tea-
chine and the University Supervisor concerning
any problums which may arisc or concerning sugges-
tions for the improverment of the progran.

. shall sae¢ that the teacher-aide prosram is carried
sut in accordance with the ruidelines.

arsmannes

Rasponsibilitius of the Classrcom Teacher

Nlaasgon Teacher

. chall orient, supcrvise, advise, and evaluate the
aide.

. shall have the right to make recommendation for the
reroval of an aide from the pregram. Any removal
shall be discusse<d with the principal, the Coordi-
nator of Student Toeaching, and the University Super-
visor.
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Resronsibilities of the Teacher Alde

Teacher Aides

. are dircetlv responsible to the principal and
teacher with whom they work.

. shall contact the principal's office first when
reporting to the school to which assigned.

. have a resmonsibility to be regular and punctual
in attencancae. Absences should be reported as
far in advance as possible, and no later than
8:00 a.m. the cay of absence, to the school in
which they are working and to the designated
collere nersonnel.

. must display a scnse of loyvalty tc the school.

. must eonsiter the welfare of students of first
conecern.

. snall refrain from divulging conficential infor-
mation or from criticizing the students or the
schnol system.

. mugst have a proper regzard for and practice proras-
sional ethics.

. shoull show initiative for work but must be will-
ing to aljust to the teacher's way of doing things
in order to provide assistance.

. shall Jemonstrate appropriate personal qualities,
appropriate .ress for a classroom, and use of
appropriate English,
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DFSORIITION OF PROFESSIONAL BLOCK I AND CHILD IN SOCIETY

A student receives seven semester hours cr-dit for
either of these two courses. They are usually taken during
the junior year and represent an important part of the four

year Teacher Education sequence.

Although there is considerable difference between the
objectives of the courses, they do have several comporants
in common. Both have a teacher aide experience, a commu-~

nity component, and a psychology component.

The objectives presented on the following pages are

written at the sub-goal level and are directed to the stu-

| dent.
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OLJECTIVES FOR EDUCATION 166 (CHILD IN SOCIETY)

At the conclusion of tiiis course you will have
presented evidence or have demonstrated in specified

days that yeus

A. Have gained sufficient insight into your own
behavior that you:

(1) Know yourself well enough to assess your
disposition to assume the roles defined
for teachers and to develop professional
collegiality with other teachers.

{2; Have a perception of your potential strengths
and weaknesses as a teacher.

B. Have gained sufficient insight into elementary edu-
cation that you have developed:

(1) A general (preliminary) philosophy of viable
goals and methodologies.

(2) A comfortable working relationship with
children.

(3) An understanding of the learning problems of
the child.

(4) A grasp of the many societal pressures which
1nf1u§nces the behavior of the child in
school.

C. Have become familiar with a variety of institutions,
agencies and other community resources which are
important in providing for the sound growth and
development of children. These specifically include:

(1) Business and industrial resources
(2) Social agencies

D. Have observed, identified, or practiced ways of
effecting desirable changes in student behavior by:

(1) Using positive reinforcement patterns with
students.

(2) Managing deviant behavior.

(3) Building self-awareness and self-conc.upts of
students.

(4) Devcloping understanding of cultural plural-
ism concepts with students.

(5) Reacting with sensitivity to the needs and
feelings of others.
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OsSJECTIVES FOR EDUCATION 165 (PROFESSIONAL BLOCK I)

At the conclusion of this course you will have
presenteC «vidence or have demonstrated in specified
ways that you:

A. Have gained sufficient insight into your own
behavior that you:

(1) Know yourself well enough to assess your
disposition to assume the roles defined
for teachers and to develop professional
collegiality with other teachers.

(2) Have a perception of your potential strengths
and weaknesses as a teacher.

B. Have gained sufficient insight into secondary
education that you have developed:

(1) A general (preliminary) philosophy of viable
goals and methodologies.

(2) A comfortable working relationship with the
adolescent.

(3) An understanding of the learning problems of
the adolescent.

(4) A grasp of the many societal pressures which
1nf1:ences the behavior of high school
youth.

(5) A basic knowledge of the political and legal
structure which directs and influences edu-
cation.

C. Have developed a preliminary repertoire of basic
instructional skills such as:

(1) Effective questioning techniques.
(2) Concept teaching.
(3) Selecting appropriate media for classroom use.

D. Have synthesized skills, perceptions, attitudes in
sucth a way that you can exemplify teaching beha-
viors including:

(1) Organizing instruction around goals and ob-
jectives,

(2) Sequencing learning.

(3) Individualizing instruction.

ERIC

Full Tt Provided by ERIC.
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E. .lave observed, identified, or practiced ways of
affecting desirable changes in student behavior by:

(1) Using positive reinforcement patterns with
stucents.

(2) Managing Jeviant behavior.
. (3) Building self-awareness and self-concepts
- of students,
(4) Developing understanding of cultural plural-
ism concepts with students.
(5) Rcacting with sensitivity to the needs and
feclings of others.

10
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Sugrestiong for Utilizing Student Aides

Seeondary

The E..ucation 165 students are placcd in high schools or
junior high schools usually with a teacher in their academic
najor. Tnec kind of assistance the aide can provicde is very
much relate] to th: nature of the major field. In those classes
that arc activity-oriented, i.e. physical education, art, thea-
tre, science laboratories, instrumental music, vocal music, and
certain business education subjects, aides can perform a wide
variety of helpful tasks. Prior to the aile poriion of the
conrse, the students have had experience in questioning techni-
nques, concept teaching, small group interaction, unit planning,
an. writing objcetives, among other tecaching tasks.

Ir many instances the students have highly develored skills
ar.d corpetencies within their academic field. Many cooperating
teachers have boen able to utilize these skills to the advan~
tage of both the class and the teacher aidle.

The following list of types of activities aides might per-
form is not intended to be all-inclusive. It will vary with
subject matter areas, the level of the course, and the abili-
tics of the aide.

Routine Duties

. Correct test papers that do not require sub-
jective evaluation

Record grades

Recad announcements

Complcte routine forms

Perform any clerical duties

Classroom Preparation

. Operate equipment, such as movie projector,
slile projector, tape recorder

Prepare audio-visual materials

Prcpare bulletin board Jdisplays

File and cataloz materials

Duplicate materials

Take attendancc

Check supplies

11
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Instructional Duties

. Liston to 2 stulent rcad his own written story

. Listen to a student read

. A88ist a slow student in finishing work or
catchin~ ur

. Take charge of a small group which is working
on a teacher-assigned special project whilc
the teacher works with another group.

. Listen to a small group Jiscussion

. Help students learn proper use of tools and
equirnent

. Help students with instructional media

. Help students to use programmed materials

. Help students with subject material missed
during abscnces

. Sing; with a group of students

. Play a musical instrument for the students

. Work diractly with students in an art project

which has been introduced

Assist with teacher-assigned club activities

Help students understand teacher's directions

Help students locate information

Assist students in the library (select books,

find information) _

. Take responsibility for the class for a few
ninutes only if an emerzency. An aile is
not to be used as a substitute teacher.

12
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5u.cestions for Utilizing Student Aldes

1%

Elementary

AS was indicated prior for sccondary school teacher aidcs,
the followine list is not all-inclusive but will vary with
srace level, subject matter area, and the ability of the aide.

Routine Duties

. Correct test »apers that do not require subjective
evaluation

. Assist young children tc put on and take off out-
Joor clothins

. Ai? tecacher in an emergency situation if a child
is hurt or ill

. /ssist with playground Juties, hall duties, or
*hus chores* under the Zirection of the teacher

. Aid teacher in orzanizing recess time into direc-
to? zames and activities

. Halp care for students in assembly programs

. Assist in taking students to and from various
places in school (such as lunchroom, nurse's
office, principal's office)

. Assist in supervising noon lunch under direction
of teacher

. Assist in takines group of chilliren on a trip

. Talk quietly with a student who is upset

. Holr stulents move from onc activity to another

. Help students learn to play together (such as
sharing toys an. materials, taking turns)

. Greet visitors to the room

. Read announcenents

. Complete routine forms

. Perform any clerical duties

Classroom Preparation

. Onarate cquipment, such as movie projector, slide
nrojector, tape recor.er

. Propare aulio-visual matarials

. Prepare bulletin beard Jisplays

. File anc catalecg materials

. Duplicate materials

. Take ttendance

. Check supplics

13
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en Preparati~n {cont'l)

Collecet milk noncy

Set classroon rea:ly for next lay

Check oan temperaturc, fresh air, and lighting
in tha classroonm

Instructional Duties

Play games with students, such as rhyming games,
wuessin* ~amag, finger games

Intcrust a restless stuiext in some of the avail-
able activities

Listen to stulents talk such as “Show and Tell®

Giva a stu.ent a chance to show he can do some=-
thing well

Listen to a student tell a story

Listen to 2 student read his own written story

Listen to a student read

assist a slow student in finishing work or catching

up

. .2t out stories with stulents

Read an: tell stories to students

Take charge of a small group which is working on
a tcacher-assimned special project while the
teacher works with another group

Listen to a small group reat

Help students learn proper use of tools and equip-
nent

llelp stulents with instructional media

Help st.ddnts to use programmcd materials

Sur;rvxse students while watching television or a
film if a cortificated teacher is present

Help stuldents with subject material missed during
abscnces

Sing with a sroup of students

Play a musical 1nstrumcnt for the students

Work Jdircectly with students in an art project
which has peen introduced, such as bulletin
board, Caristmas Jdecorations

Hblp students get ready for an assembly program

Assist with teacher--assigned club activitices

Help young children learn to use crayons, scissors,
pastc, paint.

Distribute papers

Show students how to eclecan, organize, and nut away
materials

lielp stulents understand teacher's directions

Help stulents locate information

Assist stulents in the library (select books, find
information)

Take resnonsibility for the class for a few minutes
only if an emergency. An aide is not to be used
as a substitute teacher

14
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EVALUATION PROCEDURZS

Evaluation of student progress in the professiocnal
blocks takes place continuously during the semester. thile
the student is serving as an aide, cooperating teachers are
asked tc respond periodically with a convenient and simple
checklist which is mailed by the principal in a pre-addressed
cnvelnpa to Drake University. Informal evaluation takes
place as the result of the Drake Advisor's visits to the coop-
erating school.

Tecachers are also asked to respond to a simple one-page
questionnaire which solicits their judgement as to the aide's
potcatial as a teacher.

Dreke University policy requires that student evaluation
of professors and courses be conducted each semester. In Edu-
cation 165 and 166, the teacher aide experience is included in
the course evaluation.

Prior to the end of cach semester an advisory council com-
posad of one representative from cach cooperating school meets
to provile sugges+ions and feedback to the chairman of Teachar
Education and the faculty teaching and supervising the block.

All informaticon collected from the several evaluation
sources is made available to both students and ccoperating
schools.

Samples of the instrument used in the evaluation process

are included in the Appendix.

15
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EVALUATION

S tleckly Lvaluation from Cooperating Teacher

Name of Ed. 165 Student

- A P e w am e = - eee. whe @

- Humber of days present (Cirele one) 1 2 3 4
‘ Woek ending - Apr, 11 Apr. 18 Apr. 25 May 2

Exccllent Cood Growing Poor N/A

For this wauk:
Peorformance in
assigned rasponsi-
bilities has bezan..
Relationship
with studunts
has beeN.eeeeccvees
Ralationship
with staff
has beCNecerecencne
Potential for a
teaching career
based on work is..._

. Cmmg— - -

Supervising teacher

3, Student and Program Evaluation (Summative)
Teachers are askoed to respond to the following questions.
Yes No
1. Do you fael that the teacher/aide performed
within the terns of the document called

'Guidelines for Utilizing Teacher Aides
from Ed.165 and Ed. 166 classes”?

2. Intuitively, would you say from your work
with this student that nc has the potential
to function adequately as 2 classcroom tea~
cher?

3. A3 a participating teacher are you s;tis~
ficd with the ‘Guidelines for Utilizing
Teacher Aides..."?

4, ‘cre you satisfi:d with the overall super-
vision and liaison providcd by Drake faculty?

5. I.ay we depend on your participation in this
program during subscquent scmesters?
o 16 L




