
 

HANDBOOK FOR  

 

PROFESSIONAL STUDIES PRACTICUM  

IN 

FAMILY AND CONSUMER SCIENCES 

EDUCATION AND STUDIES 

DEPARTMENT OF HUMAN DEVELOPMENT & FAMILY STUDIES 

 

Ames, Iowa 

Spring, 2017 

 



i 

TABLE OF CONTENTS 

 Page 

INTRODUCTION .........................................................................................................................  1 

OUTCOMES FOR PRACTICUM ................................................................................................  2 

POLICIES ......................................................................................................................................  4 

General Policies .................................................................................................................   

Placement of Students ........................................................................................................   

Length of Assignment ........................................................................................................   

Absences ............................................................................................................................   

Housing and Commuting ...................................................................................................   

Employment and Involvement in University Activities ....................................................   

Arrangements to be Made Before Leaving Campus ..........................................................   

Individual Goals for Practicum ..........................................................................................   

SUGGESTED EXPERIENCES ....................................................................................................  6 

INTERNSHIP LEARNING AGREEMENT .................................................................................  7 

Responsibilities of the Student...........................................................................................   

Responsibilities of the Cooperating Educator....................................................................   

Responsibilities of the University Supervisor....................................................................  

Job Description ..................................................................................................................   

 

11 

GUIDELINES FOR EVALUATING THE PRACTICUM STUDENT ........................................  12 

APPENDICES 13 

A Examples of Log Entries .......................................................................................   

B Evaluation Forms ...................................................................................................   

C Development of Portfolio ......................................................................................   



 

 1 
 

 

INTRODUCTION 

The Practicum is the culminating experience for students pursuing the Communications option or 

Professional Studies option in Family and Consumer Sciences Education and Studies.  Students come to 

the Practicum with a background in all areas of family and consumer sciences as well as coursework in 

communications and professional studies.  The purpose of the practicum experience is to apply 

knowledge acquired from the curricular components to a practical setting. 

Practical settings utilized in the Practicum are diverse.  Because of this diversity, it is important 

that basic policies and procedures be clarified to facilitate implementation.  This handbook was 

developed so that information concerning the Practicum would be readily available for supervisors, 

cooperating educators and students.  The handbook not only explains policies and procedures, but also 

lists the outcomes expected at the end of the experience, outlines expectations of those involved (i.e., 

cooperating educator, university supervisor, student) and describes suggested experiences for the 

student. 
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OUTCOMES FOR PRACTICUM 

The following outcomes are expected to be demonstrated in the Practicum.  These Outcomes are 

consistent with the mission of the program which is to enhance the process for teaching and learning 

family and consumer sciences content and advance the integrative nature of the discipline. 

GENERAL EDUCATION 

1. Develop skills in critical thinking. 

a. Use critical thinking in academic coursework. 

b. Demonstrate critical thinking in professional decision-making activities. 

2. Speak clearly and effectively in English 
a. Demonstrate speaking ability in course activities. 

b. Demonstrate speaking skills in field experience settings. 

3. Communicate clearly and effectively in writing. 
a. Demonstrate writing skills in the development of an essay and other writing activities. 

b. Use writing skills in activities required in internship experience. 

4. Demonstrate ability to use technology to enhance professional skills. 

a. Appreciate the contributions of technology to professional practice. 

b. Demonstrate the use of the computer and other technology in professional settings. 

5. Articulate a professional philosophy of family and consumer sciences which emphasizes 

social action and the well-being of individuals, families, and communities 
a. Appreciate the diversity of people with varying backgrounds and beliefs. 

b. Formulate internally consistent professional beliefs based on an integrative philosophy of 

family and consumer sciences. 

c. Communicate a personal and family and consumer sciences philosophy. 

d. Apply personal family and consumer sciences beliefs to professional decision making. 

e. Evaluate social action that influences the well-being of individuals, families, and 

communities. 

6. Demonstrate ability to fulfill professional roles and responsibilities of educator, 

communicator, researcher, and leader in the family and consumer sciences profession. 

a. Demonstrate commitment to the family and consumer sciences profession. 

b. Demonstrate professional behavior. 

c. Demonstrate ability to fulfill professional roles and responsibilities. 

d. Develop self-evaluation skills to assume responsibility for continuous professional 

growth. 

e. Become an effective educator, communicator, research user, and/or leader in the family 

and consumer sciences profession. 

f. Practice ethical behavior in solving ethical, professional dilemmas. 
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COMMUNICATIONS AND PROFESSIONAL STUDIES OPTIONS 

Develop, implement, and evaluate program plans related to family and consumer sciences 

education appropriate for intended audiences in nonformal educational settings. 
a. Conduct needs assessments to gather data from learners, other professionals, business, 

and/or advisory groups in determining program goals. 

b. Utilize domains of learning to develop instructional objectives for family and consumer 

sciences programs 

c. Investigate available instructional resources for providing family and consumer sciences 

programming in nonformal settings. 

d. Develop program plans to meet the needs of given family and consumer sciences 

audiences. 

e. Develop marketing strategies to publicize family and consumer sciences programs to 

public. 

f. Implement instructional plans appropriate to specific learners and settings. 

g. Maintain environments that facilitate achievement of instructional objectives. 

h. Practice critical thinking techniques in examining family and consumer related issues. 

i. Utilize current technology to develop audience-and setting-appropriate presentation 

materials. 

j. Practice instructional competence. 

k. Plan evaluation strategies as an integral part of the teaching/learning process. 

l. Collect data appropriate for self-evaluation, the assessment of learners, and program 

evaluation. 

m. Communicate findings from evaluations to stakeholders in objective and appropriate 

way. 

n. Explain organizational structures, record systems, policies and regulations of educational 

settings in business, community, and human services agencies, community college adult 

education programs, or commodity groups. 

o. Use communication skills to facilitate lifelong learning of family and consumer sciences 

content and processes by people in nonformal educational settings. 

p. Write newsletters that relate to programs in nonformal educational settings. 

q. Demonstrate proposal writing skills. 
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POLICIES 

General Policies 

The Practicum in Family and Consumer Sciences Education and Studies provides students with the 

opportunity to apply knowledge gained from family and consumer sciences, communication and 

professional education courses to settings in extension, human services, other non-profit agencies, 

businesses, and programs in public schools or community colleges.  While each of these settings is 

unique in terms of the programs offered, all provide experiences in program, planning, management, and 

evaluation.   

Students eligible for the Practicum have maintained at least a 2.0 grade point average and completed 

appropriate prerequisite courses.   

Placement of Students 

In conjunction with the application to the practicum, students indicate a preference for a practicum 

setting.  The applications are reviewed and placements are made based on students' interests, major 

coursework, and the number of sites available.  Students will be notified of the placement during the 

semester preceding the practicum experience. 

Length of Assignment 

The length of the practicum is up to 8 hours credit, with a minimum of 3 credits allowed.  Each credit 

hour will be equal to 40 hours work.   

Absences 

If experiences are limited because of short-term illness or other reasons, the cooperating educator will 

plan supplementary experiences for the student.  All absences are to be made up so that the student has a 

practicum experience equivalent to the agreed upon time.  Absences due to emergencies and long term 

illness will be handled by the department and the university supervisor. 

The student must notify the cooperating educator prior to any absence.  If the cooperating educator 

cannot be located, the student must notify the practicum site office at the time of its opening. 

Permission may be obtained from the cooperating educator and college supervisor to be excused from 

responsibilities with advanced notice the practicum experience for the purpose of interviewing for a job. 

Because vacation periods at the practicum site do not always coincide with those of the university, the 

student follows the scheduled holidays of the practicum site. 

Housing and Commuting 

Because the practicum involves program planning, it is important that the student be familiar with the 

community in which the practicum site is located.  For this reason, students are encouraged to live 

within the community.  To acquire appropriate housing, the student should consult with the cooperating 

educator. 

Commuting may be necessary for some students.  However, the practicum experience often involves 

evening and weekend commitments.  THOSE STUDENTS WHO CHOOSE TO COMMUTE ARE EXPECTED TO 

PARTICIPATE IN ALL ASPECTS OF THE PRACTICUM EXPERIENCE. 
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Arrangements to be Made Before Leaving Campus 

Students who will graduate at the end of the practicum semester should make an appointment with their 

academic advisor to arrange for graduation details (e.g., final checking of degree program, ordering caps 

and gowns, etc.).  This should be done sometime during the early part of the semester preceding the 

practicum.  In addition, students who will be continuing at Iowa State should plan courses to be taken 

the semester following the practicum and leave the completed preclassification form with their advisor. 

Individual Goals for Practicum 

Before beginning the practicum, students will meet with their cooperating educator to identify specific 

goals for the practicum.  These are a combination of the needs of the student and the opportunities 

within the agency.  Suggested experiences are listed on the following page.  A copy of the goals will be 

sent to the university supervisor. 
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SUGGESTED EXPERIENCES 

Each student should have varied experiences in program development and management. 

I. Program development 

A. Planning 

1. Study and observe the existing programs in the agency or business for the current 

year. 

2. Study the needs and interests of clientele involved in the program and/or potential 

audience for a program. 

3. Participate in program planning meetings and/or work with advisory councils. 

4. Prepare data about the people and the community for a program planning meeting 

or develop a survey questionnaire that could be used with program clientele for a 

needs assessment. 

5. Interpret the meaning of data collected from survey questionnaires. 

6. Assist with arrangements for committee or advisory council meetings. 

7. Assume the responsibility for conducting part of a program planning meeting or 

an advisory council meeting. 

8. Develop a plan for a meeting, lesson, series of lessons, or a unit to be taught to 

adults. 

9. Develop and implement a plan for promotion of a program. 

B. Teaching 

1. Observe teaching by instructor. 

2. Develop and implement plans for teaching adults. 

3. Develop resource materials to support teaching such as brochures, flip charts, 

posters or fact sheets, transparency, computer-developed material. 

4. Conduct meetings, classes, or lesson series; guide adult learners in formulating 

and applying generalizations or developing skills. 

5. Experiment with various teaching methods and techniques. 

6. Develop a packet of teaching materials to be used with a special interest group 

(e.g., low income, young couples). 

7. Analyze teaching effectiveness using a variety of methods. 

C. Evaluation 

1. Plan, develop and use a variety of devices in evaluating: 

(a) Program planning process 

(b) Program implementation 

(c) Learner progress 

2. Evaluate self in relationship to competencies needed by an adult educator. 

II. In Management 

A. Plan with cooperating educator for room arrangements and general physical setting for 

meetings with clientele. 

B. Plan and care for storage of equipment and supplies. 

C. Plan for and keep records of attendance, orders, supplies, financial reports, and required 

reports. 

D. Analyze the availability of various types of resources available at this agency or business 

for educational programs. 
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Department of Human Development and Family Studies 
College of Human Sciences 

Iowa State University 

Ames, IA  50011 
 

FCEDS 491 Internship Learning Agreement 

 

The Internship Agreement is entered into between Iowa State University, the College of Family and Consumer 

Sciences, the Department of Human Development and Family Studies, (“ISU”), located at Ames, Iowa and  

 
___________________________________, located at ___________________________________ 

 
for the purpose of coordinating an opportunity for ISU students to combine their formal education with applied 

work experience in their field of study. 

 
 

 

JOINT RESPONSIBILITIES: 
 

The internship opportunity will cover a period of time agreed on by the student and the Internship agency.   
 

Both parties agree that there shall be no discrimination on the basis of marital status, race, color, sex, age, 

religion, sexual orientation, disability, national origin or status as a U.S. Vietnam Era Veteran pertaining to any 

experiences during the internship experience. 
 

The Internship agency agrees to indemnify and hold harmless Iowa State University, the Board of Regents, State 
of Iowa, its officers, agents and employees from any and all liability including claims, demands, losses, costs, 

damages, and expenses of every kind and description (including death) or damage to a person or property arising 
out of or in connection with or occurring during the course of a required placement in the internship experience 

where such liability is founded upon or grows out of the acts or omission of the Internship agency of any of its 

agents, officers, and employees. 
 

To the extent permitted by law under the Iowa Tort Claims Act, Iowa Code Chapter 669, Iowa State University 
agrees to indemnify and hold harmless the Internship agency for any damages, losses, claims or demands arising 

out of the negligent act or omissions of the Iowa State University employees, officers, or agents which are not 
compensated by insurance or other indemnification. 
 

Students are employees of neither Iowa State University nor the affiliated facility and are entitled to none of the 

benefits or compensation of either party. 
 

Both parties will instruct their respective faculty, staff, and Internship students to maintain confidentiality of 

student and client information as required by law, including the Family Educational Rights and Privacy Act 
(FERPA), and by policies and procedures of ISU and the Internship agency. 
 

That either party may require the withdrawal of any student from the agency whose conduct has a detrimental 

effect of clients or personnel of the Internship agency. 
 

Initials:  ISU Internship Coordinator _______      Student Intern _______      Site Supervisor _______ 
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THE ISU INTERNSHIP COORDINATOR WILL: 
 

 Supply the Internship agency appropriate forms to be used in evaluating the performance of the assigned 

student. 

 
 Advise the assigned student of his/her responsibility to comply with the rules and regulations, which are 

applicable to the facility. 

THE INTERNSHIP STUDENT WILL: 

 

 Follow the administrative policies, standards, practices, regulations including the dress code of the 

Internship agency. 
 

 Provide his or her own transportation and living arrangements, while working at the agency. 
 

 Provide accident and professional liability insurance (if requested by internship site) and his or her own 

health insurance coverage and provide documentation of such coverages to the Internship agency prior 

to beginning the internship experience. 
 

 Provide documentation of any health screening reports, immunizations, criminal background checks, or 

similar documentation as required by the Internship agency.  
 

Having agreed to an FCEDS 491 Internship with this organization/agency, I agree to accept full 

responsibility for this placement and to follow the established guidelines set forth by the 

Department of Human Development and Family Studies.  I also agree to follow the policies and 

procedures of this organization/agency.  I understand that it is my responsibility to fulfill all of 

the requirements for this Internship, including meeting assignment deadlines, participating in 

agency/organization activities, and completing my work in a timely fashion.  I also understand 

that it is my responsibility to maintain professional confidentiality and to conduct myself in an 

ethical and professional manner at all times.  Furthermore, I understand that when 

misunderstandings, conflicts and absences occur, I must make efforts to remedy them as soon 

as possible and in consultation with my site supervisor.  I agree to fulfill this agreement to the 

best of my ability and understand that this agency/organization or I have the right to request 

termination of this placement if deemed appropriate after consultation with the Internship 

coordinator and my site supervisor. 

 

 

 

 
Student Intern ________________________________________________________ Date ___________________ 

 

 



 

 9 
 

 

THE INTERNSHIP AGENCY WILL: 
 

 Provide the internship/Internship student with an orientation that includes: 
 

o A copy of the pertinent rules and regulations with which the student is expected to comply 
o A tour of the facility where the student will be learning 

o The philosophy of client care at the Internship agency 
o Other topics that will allow the student a quality learning experience during the internship to the 

benefit of the Internship agency, ISU and the student. 
 

 Provide observational opportunities and practical experiences to benefit the learning of the student. 
 

 Provide a supervised learning experience and maintain complete records pertaining to the student’s 

performance.  Written evaluations will be provided to the practicum agency using the forms provided by 

ISU. 

 
 Provide an opportunity for the agency practicum supervisor to plan, implement and evaluate the student. 

 

 In the event of an emergency, or other health care or medical needs, the care provided for the student 

by the practicum agency shall be the same as provided for employees. Emergency first aid and, if 
necessary, arrangements for transportation to a medical facility will be made.  The student will assume 

the cost of transportation and subsequent medical treatment. 
 

 The site supervisor will confirm completion of _____ hours by signing a monthly timesheet to ensure that 

practicum student has met the FCEDS 491 course requirements and will provide feedback to the intern 

and the practicum coordinator at the end of the practicum experience on the provided evaluation form.  
(40 hours = 1 credit) 

 

 
Site Supervisor __________________________________________ Date ___________________ 
 

 

THE PRACTICUM STUDENT AND INTERNSHIP AGENCY WILL: 
  

Discuss and initial each topic listed below as an indication that they have been discussed in relation to 
the Internship agency and are understood and agreed upon. 
 
Agency       Student          Agency   Student              Agency   Student 

____ ____ Dress code/expectations ____ ____ Conduct code ____ ____ Confidentiality

____ ____ Grievance procedures ____ ____ Personnel policies ____ ____ Liability

____ ____ Attendance/sick policies ____ ____ Personal safety ____ ____ Holidays

____ ____ Transportation of clients ____ ____ Mandated reporting ____ ____ School breaks

____ ____ Potential conflicts of interest ____ ____ Access to client records/information

____ ____ Use of personal vehicle, including insurance and parking

____ ____ Use of agency vehicle, including insurance and parking

Others, please list ____________________________________________

  
 

Student Intern _____________________________________________   Date ___________________ 
 

Site Supervisor _____________________________________________   Date ___________________ 
 

FCEDS Undergraduate Coordinator _______________________________                    Date___________________ 
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Internship Agreement, cont. 

 

Department of Human Development and Family Studies 
College of Human Development 

Iowa State University 
Ames, IA  50011 

 
FCEDS 491 Internship Learning Agreement 

 
 
Name_______________________________________________________________________________ 
 
Major option_____________________________ Number of Credits for this experience _____________ 
 
Dates of Internship:  ____________________________  
 
Are you doing the internship over multiple semesters?   YES ____ NO ____ 
 
Address during internship:   Permanent Address: 
 
___________________________________ ______________________________________________ 
 
___________________________________ ______________________________________________ 
 
Phone () __________________________ Phone  (       ) _______________________________ 
 
e-mail address  _________________________ Expected graduation date  
_____________________ 
 
Weekly work schedule 
__________________________________________________________________ 
 
INTERNSHIP AGENCY: 
 
Name ______________________________ Site Supervisor’s Name ___________________________ 
 
Address _____________________________ Position_____________________________________ 
 
        _______________________________      _____________________________________ 
 
   _______________________________ 
 
Phone (        ) _________________________ e-mail address ___________________________ 
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Descriptions 

The student agrees to carry out assigned work responsibilities as directed by the university supervisor 

and to complete all assignments and forms as indicated by the requirements of the internship. 

The university supervisor agrees to guide and direct the on–the–job work assignments of the student and 

to submit final evaluation of the student’s performance. 

The cooperating educator agrees to maintain communication with the cooperating agency and the 

student by mail, e–mail, fax, telephone and/or personal contact whenever possible.  The student’s 

written work will be read and a grade will be assigned upon completion of the internship. 

The cooperating educator agrees to provide to the student a broad work–exposure of the programs and 

the services of the business/agency/institution and, whenever possible, to allow the student to participate 

in staff meetings, planning sessions, and special events.  The specific job description and/or work 

responsibilities of the student are to be decided upon cooperatively by the student, cooperating educator 

and supervisor. 

Job Description 

Your role and responsibilities during your internship.  List duties, if possible. 

Agreement 

This agreement may be terminated or amended by the student, university supervisor or cooperating 

educator at any time upon written notice, that is received and agreed upon by the other two parties.  
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GUIDELINES FOR EVALUATING 

THE PRACTICUM STUDENT 

Each week, students will submit their reflective journals to the university supervisor via blackboard with 

copies provided to the cooperating educator.  Activity logs are to be completed a minimum of 2 times a 

week and should include hours and activities.  At the end of the experience, a portfolio will be submitted 

to the university supervisor.  In addition to the suggested items listed in Appendix C, the portfolio will 

include copies of the reflections and a written summary of what was learned during the practicum.  This 

includes how well the individual goals were met and what plans the student has for future learning. 

Copies of the evaluation form used to evaluate the student's performance during the Practicum are found 

in Appendix B.  Items on the form reflect the student's ability to demonstrate the outcomes for the 

practicum experience found on pages 2 and 3 of this handbook.  They also reflect suggestions from past 

practicum students and their cooperating educators.  The form is divided into three sections:  

Professional Role, Program Development, and Management Decision Making. 

The form is to be used by the student, the cooperating educator, and the university supervisor to assess 

the student's performance.  The form can serve as a basis for weekly discussions of the student's 

progress, including strengths and needs.  Any discrepancies between the student's and the cooperating 

educator's assessments need to be clarified.  Clarification will aid students in becoming better able to 

realistically evaluate their own performance.  The cooperating educator will send the completed form to 

the university supervisor upon the conclusion of the practicum. 

A scale of 1 to 7 is used to assess the level of competency development.  Specific directions on how to 

use the scale are found on the form.  A 0 is used if the competency behavior was appropriate but not 

attempted by the student and a NO is used to indicate that there was no opportunity to develop a 

competency.  It will not be possible to observe the student's performance for all items every week.  

Items for which a NO is consistently being recorded may indicate that opportunities need to be provided 

for the student to perform the behavior specified.  However, it is realized that every competency may not 

be developed within any one practicum experience. 

Ratings for the items on the evaluation form are not totaled in determining the student's final grade.  The 

final grade is to reflect the student's overall performance during the practicum experience.  It is the 

cooperating educator's responsibility to submit a completed final evaluation form including a 

recommendation for the final grade to the university supervisor at the end of the practicum experience.  

It is expected that the cooperating educator will discuss the recommendation for the final grade with the 

university supervisor before submitting the final evaluation form. 
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APPENDIX A 

EXAMPLES OF ACTIVITY LOG ENTRIES 

Date:  March 24, 20XX 

Schedule: 9:00 - complete sample report 

  1:00 - work on young homemaker newsletter 

Comments: 

After reading the mail and answering both written and phone requests, my cooperating educator 

mentioned the report required by government and business.  I hadn't realized the amount of 

documentation required for educational programs.  I practiced completing one form but became very 

frustrated.  Mrs. Smith smiled and said that soon I would understand the importance of this 

documentation and find the reports relatively easy to fill out. 

Since it is nearly the end of the month, my cooperating educator and I spent considerable time together 

working on next month's young homemaker newsletter.  It is a challenge to adapt information and to 

design articles of interest to this audience.  The secretary, Mrs. Zorn, also demonstrated the office 

machines to me and indicated the paper stock and reproduction capability available from the machines. 

Mrs. Smith also helped me make arrangements for the advisory council meeting next week. 

 

Date:  March 25, 20XX 

Schedule: 10:00 - conduct home visit (Lawrence family) 

   2:00 - conduct home visit (Wilson family) 

Comments: 

Today, Mrs. Smith and I conducted several home visits.  One was to a home on the north side of town, 

to test a canner gauge for accuracy and a microwave oven for leakage.  I had not taken a course in 

equipment testing so it was good to see a demonstration in a home situation. 

The next visit was a low income family who needed assistance with meal planning and protein 

substitutions.  Mrs. Smith learned that many of the low income families in the area are interested in 

knowing more about food preservation and small plot gardening.  She promised to visit the woman 

again next week (since she had no phone) and to offer her assistance along with other agencies in the 

community. 

All during our traveling across town, my cooperating educator pointed out landmarks in the community, 

explained some of the history of the area and asked what my impressions were.  Several times we 

stopped at an agency, radio station and supermarket along the way to conduct business or to pick up 

supplies for an upcoming program. 

I am beginning to feel more at home with the staff and the community.  I am amazed at how well the 

staff manages their time with so much to do. 



 

 

EXPECTATIONS 

During the Practicum 

The Cooperating Educator The University Supervisor The Student 

Become acquainted with student and university 

supervisor in advance of practicum experience. 

Become acquainted with practicum student 

and cooperating educator. 

Become familiar with policies and 

procedures in FCS curriculum. 

Give pertinent details about site and available 

housing. 

Become familiar with policies and procedures in 

FCS curriculum. 

Establish or maintain rapport with staff 

personnel in practicum. 

 

Become acquainted with cooperating 

educator and university supervisor prior to 

professional semester. 

If needed, confer with student and university 

supervisor about possible experiences during 

practicum, taking into consideration program 

requirements and student needs.  Opportunities 

to confer about experiences should be available 

throughout practicum. 

Clarify responsibilities of cooperating 

educator and practicum student. 

Become familiar with goals, policies and 

procedures of practicum site prior to 

professional semester. 

Become acquainted with staff and physical 

environment of the site. 

Serve as a resource person for the student 

throughout practicum experience. 

a. Before practicum, compile materials relating 

to site such as goals, policies, activities 

engaged in, and other materials of benefit to 

student. 

b. During practicum, suggest and share 

resources that can be used in teaching, 

planning and/or evaluation.  Acquaint 

student with audio/visual and other 

equipment available at agency. 

Inform cooperating educator of any 

changes in policies and procedures in FCS 

curriculum. 

Visit student at practicum site to observe 

student in their leadership role.  (IF 

POSSIBLE) 

Conduct conferences with cooperating 

educator and practicum student on an as 

needed basis. 

Confer with cooperating educator abut 

possible experiences at beginning and 

throughout practicum. 

Participate in weekly evaluative 

conferences with cooperating educator. 

Participate in three way conferences with 

cooperating educator and university 

supervisor, as needed. 



 

 

The Cooperating Educator The University Supervisor The Student 

Acquaint student with staff and physical 

environment of site. 

Guide students in all aspects of experience 

toward professional growth. 

Provide learning experiences appropriate for 

program requirements, student’s needs, and 

student’s readiness to assume responsibilities. 

Conduct weekly conferences with student in 

order to evaluate and communicate student’s 

progress. 

Interpret evaluation device(s) used during 

practicum experiences 

Identify ways in which practicum student is 

progressing and areas which need to be 

strengthened.  This should be done in 

conjunction with cooperating educator. 

Confer with cooperating educator about 

practicum student’s final evaluation and 

grade. 

Keep daily log or notebook of experiences 

during practicum. 

Submit weekly reflective journal responses 

to questions posted on blackboard. 

Prepare portfolio representative of your 

work during practicum. 

Communicate with university supervisor or 

other representative about special problems 

relating to policies, procedures, 

expectations of cooperating educator, etc., 

during the practicum experience. 

Communicate with university supervisor or other 

representative about special problems relating to 

policies, procedures, expectations of student, 

etc., during practicum experiences. 

Confer with university supervisor about final 

evaluation and grade. 

Submit final evaluation and grade to university 

supervisor. 

Write letter of recommendation for practicum 

student. 

Write letter of recommendation promptly if 

requested by the practicum student. 

Confer with cooperating educator about 

final evaluation and grade. 

Request, if desired, letters of 

recommendation from cooperating 

educator or university supervisor. 

 



 

 

APPENDIX B 

EVALUATION FORMS 
Family and Consumer Sciences Education and Studies  

Practicum Experience 

Student  Date of evaluation  

Evaluator  Type of program  

Practicum Site    

Directions to the student, the cooperating educator, and the university supervisor 

Use this evaluation device within the first half of the experience and again near the end.  Use it as a basis for conferring about and identifying 

progress, needs, and strengths. 

Not Attempted  Improvement needed      Satisfactory              Strong  

0 1 2 3 4 5 6 7 

Use a scale of 1 to 7 in assessing level of competency development and 1-3 as needing improvement.  Record a 0 if the behavior was 

appropriate but not attempted by the student.  If there was no opportunity to develop this competency, leave blank. 

I. PROFESSIONAL ROLE 

A. Program Planning 

 1. Follows policies and procedures of practicum site 

 2. Supports goals and mission of organization 

 3. Strives for program and/or unit improvement 

 4. Works as a cooperative and contributing team 

member 

 5. Works independently when appropriate 

 6. Maintains positive rapport with learners/consumers 

 7. Shows consideration and respect for others 

 8. Identifies and uses available communication 

channels 

 9. Communicates effectively orally 

 10. Communicates effectively in writing 

 11. Initiates ideas, projects, or new ways of 

accomplishing tasks 

 12. Accepts responsibility 

 13. Follows directions 

 14. Accepts and implements suggestions 

 15. Displays commitment to the job 

 16. Is dependable (punctual, trustworthy, etc.) 

 17. Displays a professional appearance 

 18. Strives for professional self–improvement 

 19. Accepts involvement in activities outside of 

assignment 

 20. Performs self–evaluations at regular intervals 

 



 

 

II. PROGRAM DEVELOPMENT 

A. Program Planning 

 1. Identifies/anticipates needs of learners/ consumers 

using various sources of information (learners, 

professionals, advisory councils, surveys, etc.) 

 2. Develops program/unit goals based on learners’ or 

consumers’ needs and consistent with 

organizational goals 

 3. Determines objectives consistent with program/unit 

goals 

 4. States objectives clearly 

 5. Plans for differences in audiences to be served 

 6. Selects approaches/methods suitable to learners’/ 

consumers’ needs and objectives 

 7. Gains support for program plan and/or approach 

from appropriate individuals (staff, superiors, 

advisory council, etc.) 

 8. Plans ways to promote program/unit/product 

B. Program Implementation 

 1. Uses a variety of methods to promote program/unit/ 

product 

 2. Uses a variety of approaches/methods to achieve 

objectives 

 3. Designs approaches/methods to stimulate 

learners’/consumers’ interest 

 4. Selects resources appropriate for audience 

 5. Plans for, produces, and assembles 

educational/consumer materials 

 6. Develops visually attractive materials 

 7. Varies style of speaking and writing for various 

audiences 

 8. Shares objectives with learners’/consumers’ in 

presentations and/or materials 

 9. Follows a logical sequence in presentations and/or 

materials 

 10. Clarifies concepts to learners/consumers in 

presentations and/or materials 

 11. Points out reasons and relationships between 

concepts in presentations and/or materials 

 12. Encourages learners’/consumers’ inquiry and 

discussion 

 13. Assists learners/consumers in summarizing 

information presented and provided in 

programs/materials 

 14. Follows plans yet remains flexible 

C. Program Evaluation 

 1. Bases evaluation on accomplishment of 

program/unit goals and objectives 

 2. Uses a variety of appropriate formal/informal 

evaluation methods 

 3. Develops effective evaluation device 

 4. Summarizes evaluation results accurately and 

concisely 

 5. Reports evaluation results to appropriate individuals 

in agency or business 

 6. Recommends future action based on evaluation 

results 

III. MANAGEMENT AND DECISION MAKING 

 1. Plans for comfortable and attractive environment 

when arranging meetings 

 2. Plans seating arrangement appropriate to meeting 

activities 

 3. Plans and cares for storage of equipment and 

supplies 

 4. Plans for and keeps records (i.e., attendance, orders, 

supplies, financial reports, required state reports) 

 5. Plans realistically in terms of available resources 

 6. Uses time productively 

 7. Considers alternatives in making decisions 

 8. Uses reasoned judgment 



 

 

 9. Makes decisions appropriate to level of 

responsibility 

IV. ADDITIONAL OUTCOMES FOR SPECIFIC 

PRACTICUM SITE 

FOR FINAL EVALUATION ONLY: 

Recommended Grade  (A, B, C, D, or F) 



 

 

APPENDIX C 

DEVELOPMENT OF A PORTFOLIO 

A portfolio is a professional compilation of materials that represent your work.  The purpose of the 

portfolio is to provide you with a product that represents the skills you have developed and the 

experiences you have had during your professional semester. 

The portfolio can be organized in a variety of formats: 

 electronic 

 notebook 

 folder or carrying case 

 portable display or exhibit 

The portfolio should be small enough for easy handling.  It also should include a concise but accurate 

representation of your work.  A variety of materials from your practicum can be included in the 

portfolio: 

 Goals of practicum 

 Journals 

 Final reflection paper including what you learned from your internship. Apply the theory 

you learned from other coursework to your internship experience. 

 Educational materials or media you have prepared such as slides, promotional brochures, 

curriculum guides, newsletters, newspaper articles, audio/video tapes, computer disks. 

 Photographs of bulletin boards, exhibits, or action shots of you teaching. 

 Copies of letters or other written communication that you have prepared. 

 Copies of written instructional materials that you have developed such as educational 

program plan, conference learners plan, lesson plan, evaluation devices. 

 Feedback from learners, organization personnel, and others such as letters, summary of 

evaluations, etc. 

In developing the portfolio, (1) keep materials throughout your professional semester that represent your 

activities, (2) take photographs, when appropriate, (3) decide early the type of format you will use, (4) 

select materials to be used and assemble portfolio as you go along, and (5) be sure to remember that this 

is a professional representation of the outcomes you have achieved during your experience. 

Plan to share your portfolio during wrap-up meeting with the university supervisor. 


