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Job Purpose

The Practicum Manager assumes responsibility for all aspects of the practicum, the co-ordination of the Arts and Science Teacher Education Stream, co-ordination of the Emphasis in Teacher Education and organization of all professional events within the School of Education as they pertain to professional development of teacher candidates.

Key Activities

Practicum Program Management;

1. The practicum manager is expected to act highly independently to ensure the smooth, coordinated and efficient operation of the practicum and all related professional activities, and to develop new initiatives.
2. Develops/refines practicum protocol and practice by seeking input from School Board partners (including Directors, superintendents, human resources staff, principals and department heads), course coordinators and the Dean.

3. Liaises with schools to recruit associate teachers, ensure expectations are understood and determine suitability of placements. 
4. Manages safety, health and risk management issues as they apply to practicum placements.

5. Works with Dean and partners to develop expectations and responsibilities of stakeholders. 
6. Supervises and provides direction and guidance to the Placement Officer with placing teacher candidates, ensuring division and subject needs are met. 
7. Works with the Placement Officer and Faculty Advisors to address specific needs and ensure appropriate match of associate teacher and teacher candidate. 
8. Works with Faculty Advisors and schools to develop action plans to support struggling candidates.

9. Maintains ongoing communication between practicum office, school board officials and associate teachers. 
10. Member and reporting officer on Trent University Education Liaison Committee (TELC) and Trent University Education Advisory Committee (TEAC). 
11. Supports school partners in the process of dispute resolution and follows up to ensure common understanding and a win-win resolution. 
12. Ensures that accredited aspects of practicum are satisfied and meet the accreditation standards as set by the Ontario College of Teachers (OCT) and the Ministry of Education (EDU). 
13. Roles and decisions are performed under the following legislative requirements: Regulations 184/97 and 347/02 of the Ontario College of Teachers Act; curriculum policies and guidelines from the  Ministry of Education; Standards of Practice for the Teaching Profession, from the OCT; Ethical Standards for the Teaching Profession, from the OCT; Guidelines from teachers’ federations and affliates, and requirements of teacher qualifications organizations; and Trent University and Trent University School of Education and Professional Learning policies. 
14. Develops and monitors process and criteria for teacher candidate placement assessment.
15. Monitors teacher candidate progress in approximately 1100 placements to ensure they are meeting the requirements for both placement and pre-placement.
16. Receives and adjudicates appeals by teacher candidates of unsuccessful placements.
Practicum Program Support;

1. Counsels and supports teacher candidates, faculty advisors, associate teachers and school board personnel. 

2. Works with faculty advisors to define role and help them understand expectations and responsibilities.  

3. Co-plans with partners and leads high quality professional development and mentoring for teacher candidates, faculty advisors and school teacher education coordinators.  Professional development includes job prep information for certification, Duty of Care and supplemental content, job prep week (October) and consolidation week (April). Involves extensive organization and collaboration with faculty, school boards, school teachers and affiliates to bring relevant complementary content and pedagogical workshops to teacher candidates. 

4. Supports faculty advisors through regular meetings, ongoing communication, provision of guidelines, materials and resources relating to placement including communication with associate teachers, school visits, dispute resolution and follow up to ensure a positive relationship.

5. Develops and updates material related to practicum and professional development opportunities.

6. Develops and revises Practicum Handbook to ensure common understanding of expectations, clear lines of communication and maintain standards. 

7. Reviews and revises teacher candidate assessments. 

8. Reviews and revises recruitment packages for schools, information regarding placements (for faculty advisors, teacher candidates and school partners) placement tips, etc.

9. Maintains ongoing communication with schools during placement to trouble-shoot and respond to emergent issues.
10. Develops, along with tenured faculty, curriculum content for the practicum course.
Other Program Support;
1. Co-ordinates the Teacher Education Stream program TES (previously the Arts and Science Teacher Education Stream (ASTES).  Provides advising and administration of undergraduate Teacher Education Stream program, including Blackboard site, regular meetings and approvals of courses, workshops and placements. 
2. Co-ordinates the Emphasis in Teacher Education.  Provides advising to undergraduate students following the Emphasis in Teacher Education Program, including Blackboard site, review of courses eligible to be counted as curriculum or foundation courses.
Analytical Reasoning
· Appeal Process: A teacher candidates who is unsuccessful in a practicum placement can appeal the evaluation. The practicum manager meets with the candidate to outline the appeal process and the possible outcomes. The practicum manager receives the appeal and forwards the appeal to the appropriate parties outlining the process. The practicum manager reviews the appeal, interviews stakeholders, and makes a written submission based on the findings. He/she then shares the decision and implications with the stakeholders. The practicum manager would also be involved in further stages of appeal at the Dean’s request.

· Responding to teacher candidate absence on placement: Teacher candidates are expected to complete a minimum number of placement days. When they are absent for any reason the practicum manager in negotiation with the faculty advisor and associate teacher reviews the number of days missed, the implications for the placement and the ability of the teacher candidate to demonstrate the competencies. The practicum manager determines next steps and how to ensure candidates meet the expectations, in order to complete the placement.
· Assessment of Teacher Candidate: It is essential to ensure teacher candidates meet the expectations of placement and gain competencies to be effective teachers. The practicum manager reviews and revises assessment forms to ensure that they reflect the required competencies. The practicum manager through consultation with the School of Education and the Ontario College of Teachers (OCT) determine as essential skills. 
· Teacher Candidate professional behaviour:  Teacher candidates are expected to behave in a professional manner as defined by the OCT, the Ontario Teachers Federation- (OTF)) and the School of Education. In cases where there is concern or complaint regarding professional misconduct the practicum manager meets with the stakeholders to gather details as to the professional infraction. They seek input as to possible strategies to deal with the situation. The practicum manager follows up with the appropriate stakeholders to ensure the situation is addressed in a satisfactory manner, reflecting the expectations of professional conduct.
· Teacher Candidate difficulty in placement: Teacher candidates may experience difficulty in placement. The practicum manager works with the faculty advisor to provide support. They review the issues, determine possible supports and help in the development of a practicum growth plan for the teacher candidate. 
· Teacher Candidate Request for Placement Consideration: Teacher candidates may require consideration for placement for a variety of reasons: disability accommodations, location, or timelines. The practicum manager meets with the teacher candidate to assess needs and determine validity (documentation, etc.) The practicum manager investigates the options and consults with the appropriated departments or individuals and ensures that options are within School of Education protocol and AODA needs as required. 
· Academic advising for students in the Teacher Education Program to ensure academic, professional development and experiential expectations are met.  
Decision Making

· Teacher Candidate complaint against faculty advisor: At times teacher candidates may not feel supported by their faculty advisor, or feel they are not getting accurate information. The practicum manager meets with the teacher candidate to determine the issue/complaint and its validity of the issue/complaint.  The practicum manager then meets with the faculty advisor to discuss the issue, see their perspective and determines if the complaint is founded, misinformation, a personality conflicts, etc. Next steps are determined and may include providing information/ language to the faculty advisor to ensure understanding of responsibilities and resolution of the issue. Mediating a meeting with the faculty advisor and teacher candidate or a change of faculty advisor.
· Result of an Appeal: In the event of an unsuccessful decision the teacher candidate must redo the placement. The practicum manager determines the strategies necessary to provide support to be successful in the next placement, the timelines and a finds a suitable placement. 
· Difficulty in Placement: If a teacher candidate is having difficulty in placement, the practicum manager assists in developing the growth plan which is reviewed at a determined date. If the teacher candidate is in good standing at that time, the placement would continue. If the teacher candidate is not meeting the expectations they are withdrawn from the placement. The practicum manager reviews and assesses the situation and provides support to the teacher candidate in addressing their needs or in extenuating circumstances would extend the growth plan. In some instances, the practicum manager would work with the Dean to counsel the teacher candidate on their continued participation in their program of study.
· TES course requirements: review of student transcripts to ensure courses meet expectations and to evaluate requests outside of the norm. Determines whether requirements for admission to the B.Ed. program have been met and guides students with their applications for admission
Impact

· Maintaining relationships with partners and therefore the ability to get placements for teacher candidates (key to the program).

· Ensuring standards are met as per accreditation, School of Education Policy and the foundations of professional practice. 
· Affects teacher candidates, ability to demonstrate competencies, to graduate and to be recommended to OCT for licensing.

· Affects future of the program/reputation/ ability to draw students and maintain a high quality program.
Education Required

Masters of Education. Current or past certification with the Ontario College of Teachers. 

Experience Required

1. Six to ten years of experience in the education field 

2. Administrative experience, preferably including administration of publicly funded schools
3. Experience working with teachers, schools and boards
4. Experience working with the Ministry of Education, the Ontario College of Teachers, teacher unions and teacher certification organizations
5. Counseling in educational institutions 

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Placement Officer
Indirect Responsibility for the Work of Others: 

· Faculty Advisors (20 – 25)
Communication

Internal:
· Faculty Advisors

· Teacher Candidates

· Faculty within the School of Education

· Placement Officer

· Other support departments at the University, such as SAS

· Human Rights Office, Risk Management, Student Affairs

External:

· Associate Teachers, Student Teacher Education Coordinators, and Reading Associates - requests to host teacher candidates, conflict resolution

· School Board Administration – principals, supervisory officers - consult regarding policies and protocols, and support for professional development activities

· Union Affiliates – requests for support for teacher candidates, requests for information, and support for professional development activities

Motor/ Sensory Skills

Indicate the level of proficiency or precision in motor or sensory skills required by the job.  Examples include but are not limited to: small/large movement to operate machinery; coordinated movement; equilibrium to maintain balance; dexterity to grasp, move, assemble objects or operate equipment; hearing, sight, touch, smell, taste.  Provide a brief description of tasks performed that require motor/sensory skills. 

Effort

Mental:
· Concentration, focus

· Multi-tasking, facilitating, coaching, consulting, advising, counselling

· Prioritizing expectations

· Communications skills, both oral and written

· Advocating and influencing, strong presentation skills

· Designing/planning/organizing/co-ordinating/implementing 

· Problem solving and conflict resolution
Physical:
· Computer workstation
Working Conditions
Physical:
· Administrative office environnement
Psychological:
· Parts of the job does cause stress

· Dealing with conflict/angry people

· Dealing with people who don’t understand their responsibility or role

· Dealing with people who don’t follow protocols which results in additional stress/conflict/issues

· Dealing with unrealistic expectations

· On-call responsibilities outside of normal schedule

· Requirement to travel out of town

· Unpredictable workload

· Prolonged periods of listening/reading/watching/observing
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