TeachMT

Internships
https://teachmontana.com

An Internship is an agreement between a fully licensed Class 1, 2, or 3 educator, the school
district, and a Montana accredited educator preparation program (EPP). If an educator qualifies
for a teaching endorsement internship, an application must be submitted within the TeachMT
(TMT) system.

» The College/University should initiate the application for the educator. Once the
application is started, an automated notification will be sent to the educator’s email
letting them know the Internship application has been started on their behalf.

» The Applicant will need to access their TMT account to complete the application
elements that should be completed by the Applicant.

» The District should be notified by either the College/University, or by the Applicant so
the District User can complete the District User element of the application.

Note: While the application must be initiated by the College/University, a specific completion
order is not required for Internship applications. Once all application elements have been
completed, the Submit Application button can be pressed by any one of the parties in the
agreement.
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EPP
An internship is started by an EPP User.

To add an internship for an educator, log into your own TMT account and click on the magnifying
glass in the right corner.

Montana Office of Public Instruction
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Search for your candidate in the Person Search using any combination of their information.
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Once their name populates click on the educator’s name.



Once you have clicked on the name you will be at your candidate’s Profile. From the left

navigation, click on Applications.
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From the Select an EPP Restricted Application menu at the bottom of the page, choose the
correct Endorsement Internship application option and then click Next.

Applications
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Click Start Application.
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Once the application has been started you will be taken into the application to the Overview section of

the application.
As the EPP User, you will need to complete both the Educator Endorsement and the Role of Montana

College/University elements.
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To complete the Educator Endorsement element, click Educator Endorsement link.
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To qualify for the Teaching Endorsement Intemship Program. the teaching intern must:
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»  Hold a current Montana teaching license:

»  Beunder contract with a Montana school district or have 3 contract offer pending enroliment in the Board of Public Education Teaching Endorsement Progra
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Once you have selected the appropriate endorsement from the drop-down menu, check the box in the
blue Element Confirmation area and click Save & Continue.

Educator Endorsement

Select the endorsementis) you have compieted in your educaton preparation program.

Endorsement:

Element Confirmation

{11 have selected the endorsementis) | have been prepared to teach.




Complete the Role of Montana College/University by adding your PIN and clicking Sign. (PINs are
automatically created when a person record is created. Click Forgot your PIN? to view your assigned
PIN.)

Role of Montana College/University

1. Pursuant to ARM 10.55.707(1)(b), the Montana College/University must:

1. Make provisions to provide the appropriate coursework or the acceptable approved equivalent that leads to endorsement:
2. Provide periodic supervision and evaluation of the intern;

3. Supply list of teaching interns to the Montana OPI Licensure Unit by the first Monday in October each year: and

4. Notify the Montana OPI Licensure Unit of any change in status of the intern.

PIN: I:I Forgot your PIN?

| agree to comply with the duties and provisions of ARM 10.55.707(1)(b)

Once the elements are confirmed, click on Overview in the left navigation.

Role of Montana College/University
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Teaching Endorsemaent
Internship

1. Pursuant to ARM 10.55.707(1)(b). the Montana College/University must:

1. Make provisions to provide the appropriate coursework or the acceptable approved equivalent that leads to endorsement;

2. Provide periodic supervision and evaluation of the intem:

3. Supply list of teaching interns to the Montana OPI Licensure Unit by the first Monday in October sach year; and

Overview #—— 4. Netify the Montana OPI Licensure Unit of any change in status of the intem.
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You should see green check marks next to each of the elements that were just completed.
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Be sure to communicate with whoever else has not yet completed their application elements, to let them
know they should follow the instructions for their portion of the application.

District

Once an internship application is started by the EPP, the district will be responsible for completing the
Role of Cooperating School District element. TMT does not notify Districts that an application was
created. The EPP, District, and Applicant should keep in communication until the application is complete
and has been submitted.

The applicant will need to be added to your staff (as district educator or school educator) in order for you
to start completing your portion of the application. (Please see the Staff Assignments user guide for
staffing instructions.)

There are two ways to find an application that has been started by an EPP. One way is to click the

magnifying glass in the blue header bar to search for the applicant using the Person Search field. A
second way is to go to the District section in the blue header bar and click application search from

the left navigation.

If using the District section, click on Application Search from the left navigation menu.
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Next, use the search options and/or filter as needed to locate the application for the applicant
Application name, to open the application.

ZARCH District Application Search
Yerson Search

Application Search District: All My Districts

DMIN Application: All Applications
staff Management
Application Status:

All Statuses

Applicant’'s Name:

Submitted Between:

mm/dd/yyy =]
Clear Search
Show 10 & entries
PERSON 1 APPLICATION STATUS
Amy White Emergency Authorization Approved
04/07/1981 Emergency Authorization
Roger Rabbit ship Approved
Teaching Endorsement Internship Started

‘ 05/19/1980 Teaching E t Internship

. Click on the

Once you have clicked into the application you will be taken into the Overview section of the application.

Within the application, click on the Role of Cooperating School District element.
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To complete the element, enter your PIN signature and click Sign. (PINs are automatically created when
a person record is created. Click Forgot your PIN? to view your assigned PIN.)

Role of Cooperating School District
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1. Role of the Cooperating School District. Pursuant to ARM 10.55.707(1)(b), the Cooperating School District mus

Teaching Endorsement Intemnship 1. Allow the teaching intern to attend summer sessions, internship seminars, and professional development

2. Local school administrator shall provide on-site, ongoing supervision of the intern in the area of the desig

3. Agree to cooperate with the college or university in meeting the needs of the teaching intern;
4. Report annually, as part of the OPI Annual Data Collection, the status of the teaching endorsement intern;

Overview 5. Provide periodic supervision and training by a licensed teacher who is currently endorsed in the intern’s pr

6. When appropriate and feasible, the cooperating school district may agree to contribute to the tuition and

ELEMENTS
Educator Endorsement @ \
Role of Montana ‘
PIN:  weee Sign
College/University @ =

Role of Cooperating School

District O

Roleiof Tasctier (D) Element Confirmation

Character 8 Fitness O .

This el must be completed by one of the following users:
* District User
Summary
This element is missing a signature. It cannot be confirmed until all signatures are in place.

APPLICANT

View User Profile

After the signature has been entered, click Save & Continue located at the bottom right of the page.

Role of Cooperating School District

1. Role of the Cooperating School District. Pursuant to ARM 10.55.707(1)(b), the Cooperating School District must:

Allow the teaching intern to attend summer sessions, internship seminars, and professional development activities as specified by the internship agreement;

[N

Local school administrator shall provide on-site, ongoing supervision of the intern in the area of the designated endorsement;

Agree to cooperate with the college or university in meeting the needs of the teaching intern;

s oW

Report annually, as part of the OPI Annual Data Collection, the status of the teaching endorsement intern;

Provide periodic supervision and training by a licensed teacher who is currently endorsed in the intern's prospective endorsement area; and

When appropriate and feasible, the cooperating school district may agree to contribute to the tuition and supervision fees of the intern.

o
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TeachMT District

Element Confirmation

Electronic Signature Confirms this Element

That completes the district’s portion of the application.




Educator/Applicant

When the application for the Endorsement Internship is created, you will receive a notification via email
letting you know an application has been started on your behalf. There will be a link to the application in
the email or you can access the application from your TMT Dashboard.

From your Dashboard, click on the hyperlinked name of the application.

Dashboard Profile

There are no announcements at this time.

Applications

APPLICATION

Teaching Endorsement Internship
Teaching Endorsement Internship

You have No unread messages View Message(s)

STATUS CREATED DATE SUBMITTED DATE

Started 6/30/2022 MNot Submitted

Once you have clicked into the application you will be taken into the Overview section of the application.
Next, click on the Role of Teacher link either in the left navigation or from the Requirements list.
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Teaching Endorsement Internship
Started

Teaching Endorsement Internship

Overview

ELEMENTS
Educator Endorsement &

Role of Montana
College/University @

Role of Cooperating School
District @

Role of Teacher O L—
Character & Fitness O

Summary

APPLICANT

View User Profile

e The character and fitness portion of this application has not been completed.
Application Summary

To qualify for the Teaching Endorsement Internship Program, the teaching intern must:
. Hold a current Montana teaching license;
. Be under contract with a Montana school district or have a contract offer pending enrol

. Be enrolled in the Board of Public Education approved internship programs offered by

¥= Requirements

ELEMENT

Educator Endorsement *

Role of Montana College/University *
Role of Cooperating School District *
Role of Teacher * #=——

Character and Fitness *

cates a required element

A You must confirm all requirements and the character and fitness portion before you m
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To complete the element and confirm your role as the intern, enter your PIN signature and click Sign.
(PINs are automatically created when a person record is created. Click Forgot your PIN? to view your
assigned PIN.)

Role of Teacher
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1. Role of the Teaching Intern. Pursuant to ARM 10.55.707(1)(b), the Individual must:

Teaching Endorsement Internship 1. Have at least a Class 2 teaching license prior to entering the program;
2. Be acontracted employee of a Montana school district or have a contract offer pending enrollment in th:
Teaching Endorsement Internship below;

3. Prior to placement, have completed or be enrolled in six semester credits of study in the endorsement ar
university or college;

Overview
4. Complete the endorsement program within three (3) years of entry into the program;
ELEMENTS 5. Provide a copy of the endorsement program of study to the cooperating school district;
Educator Endorsement @ 6. Enrollin a Board approved Internship Program for credit each year of the agreement; and
Role of Montana 7. If required, remit a fee for supervision each year of the agreement to the Montana university or college
College/University &
Role of Cooperating School \
I Role of Teacher O
Character & Fitness O | agree to comply with the duties and provisions of ARM 10.55.707(1)(b)
Summary . .
Element Confirmation
APPLICANT

This element must be completed by one of the following users:

View User Profile « Applicant

After the signature has been entered, check the box under the Element Confirmation section and click Save &
Continue located at the bottom right of the page.

Next, you'll be asked to complete the Character & Fitness element.

If you select yes to any questions within the Character & Fitness Element, you will be asked to provide a
statement in the text box. Use the Attachments section if you need to further disclose an incident. If
you have nothing to disclose you should leave the Attachments section empty.

Character and Fitness

Disclosure of Background Information

Hate: Mot Jrrests 3nd comactions Show Up 00 3 BAGIound Check rwen f purged 0f disminsed By 3 court.

Attachments

gen s Craeacter and Faress
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Once you have answered all required questions, enter your PIN signature and click Sign. Next, click
Submit Character and Fitness.

Attachments

NAME

o attachments.

Choose file

Signature *

i 1 have read and un

£ 06/30/2022 09:25 PM CDT
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DESCRIPTION TYPE CREATED BY ~ CREATED ON  CONFIDENTIAL LEVEL

Browse Enter Description Unknown ¥ Low Y +Add

the foregoing. | declare under penalty of perjury the information included in or with my application is true, correct, and complete fo the best of my knowiedge. | am aware false statements of material fact,

misrepresentations, or omissions of fact in or with this application is grounds for the denial revocation, or suspension of the license(s) | am seeking.

IEE——— Submit Character and Fitness

Once you submit the Character and Fitness, it cannot be undone. Make sure to include any necessary
information before you confirm.

Submit Character and Fitness

Are you sure you want to submit this Character & Fitness? This cannot be

undone.

Eaca

Click Proceed to Summary.

SRR -+ Frocesd to Summary
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From the Summary page, click Submit Application.

NOTE: The option to submit will only show if all elements have been completed. The person who
completes the last required element can submit the application.

Application Summary

To qualify for the Teaching Endorsement Internship Program, the teaching intern must:

. Hold a current Montana teaching license;

Requirements

ELEMENT

Educator Endorsement *

Role of Montana College/University *
Role of Cooperating School District *
Role of Teacher *

Character and Fitness *

* indicates a required element

SUBMISSION STATUS

® ® 6

® ®

. Be under contract with a Montana school district or have a contract offer pending enroliment in the Board of Public Education Teaching Endersement Program; and

SUBMITTED BY
EPP User

EPP User
District User
Applicant

Applicant

. Be enrolled in the Board of Public Education approved internship programs offered by one of the accredited educator preparation programs within the boundaries of the state of Montana.

REVIEW STATUS

N/A
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