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ASSESSMENT OF DISE PRACTICUM 

 
 
1 Assessment Procedures 
 

The supervision process involves three phases: 
 

1.1  pre-teaching conference 
1.2 lesson observation and comments 
1.3 post-lesson discussion 

 
1.1 The Pre-teaching Conference is a desirable component of practicum to be accomplished 

wherever possible as an aid to the trainee SST in the planning stage rather than expecting 
him/her to rely solely on feedback that is ex post facto.  During the discussion, the trainee SST’s 
attention should be directed to specific weaknesses or areas of need, highlighted by the previous 
observation and to any particular focus for current attention.  This provides an opportunity for 
mentors to monitor the application of theories or new skills learned in coursework. 

 
Practical matters such as the timing of the visits, difficulties with the teaching file, problems with 
particular pupils whom the trainee SST wishes the NIE Supervisor (NIES) to observe and 
comment on, can be dealt with at this time.  Facilitation of the pre-conference should be 
discussed with the Principal/Vice-Principal where difficulties arise.  Alternatively a telephone 
conversation, a brief meeting following a lecture, or even written comments on lesson plans, 
etc. could substitute in exceptional circumstances. 

 
1.2 Lesson Observation and Comments 
 Using the Assessment of Performance in Teaching (APT) form as a guide to characteristics and 

competencies to look for, the NIES, School Coordinating Mentor (SCM) and Cooperating Teacher 
(CT) may sit in while the trainee SST conducts a prepared lesson in a given subject area.  During 
the lesson, the APT form will be completed and specific reference comments made on aspects 
of the lesson planning, lesson delivery, content or methodology, the trainee SST’s behaviour 
management and communication styles as well as his/her systems of evaluation and feedback, 
class organisation, and record keeping. 

 
1.3 Post-Lesson Discussion 
 Immediately following the lesson, an opportunity should be taken for the SCM, CT and the NIES 

and trainee SST to evaluate the lesson and to discuss the completed APT form.  The trainee SST’s 
self-evaluation should be encouraged as well as the NIES making constructive comments on 
suggested directions for further professional development of teaching styles and skills.  They 
must also consider the extent to which objectives of the lesson, programme or pupils’ IEPs were 
realised.  The SCM, CT or NIES will explain the formative comments and clarify the reasons for 
making them.  NIES should then make photocopies of the completed APT form; one to be 
retained by the trainee SST in his/her teaching file and another kept by the SCM for their records 
to be used later in completing the Practicum Summative Report (Part 1). 
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2 The Assessment of Performance in Teaching (APT) Form 
  

The APT form is used to systematise the observations and comments of Practicum.  They have taken 
into consideration not only the generic skills necessary for teacher competence and accountability but 
also the promotion and evaluation of those very special teaching behaviours and attitudes vital in 
special schools for pupils with special needs. 
 
The advantages of using standard forms such as the APT are that they: 
• specify what are being noted or observed by the NIES, 
• are compact and yet comprehensive, 
• can be completed during one observation lesson, 
• provide immediate feedback to the trainee SST, 
• provide (when used sequentially) a progressive record. 

 
 
3 Using the APT Form – Instructions for the SCM, CT and NIES 

• Complete one APT form for each lesson observation. 
• Give verbal feedback on the trainee SST’s strengths and weaknesses for the lesson observed within 

the same day. 

• Make a photocopy of the completed form and give it to the trainee SST for his/her reference and 
filing within one week of the lesson observation. 

• When completing the form, pay special attention to the “Processes” listed. For each “Process”, you 
may want to tick the box against the quality that best summarizes the trainee SST’s performance 
for that particular lesson observed. The purpose is to construct a profile of the trainee SST’s 
strengths and weaknesses in terms of his/her content knowledge, teaching skills and professional 
qualities. It is important to substantiate the quality indicated with descriptive comments. 

• Now turn to the “Competencies” listed for each process.  In the boxes after each competency 
indicate strengths using “/”.  Leave blank if the competency was not demonstrated or was not 
relevant to this lesson.  Use “?” if you think this may be an area of weakness or needs attention so 
that the trainee SST can pay attention to it in the next supervised lesson. 

• The “Comments” section is for writing down the trainee SST’s strengths and areas for 
improvement, and suggestions for doing so.  

 

4       Explanation of the APT 

The APT instrument provides a way of diagnosing strengths and weaknesses, as well as monitoring 
progress in practical classroom teaching.  It has been designed for use in practicum and specifically for 
use by SCM, CT and NIES during Practicum. 
 
4.1 Teaching Process and  Competencies 
 The APT instrument is premised on the view that practical teaching comprises a number of fairly 

discrete teaching processes, such as planning and evaluation.  These in turn draw on a range of 
competencies, such as knowledge of subject matter and skill in record keeping.  Practical 
teaching, then, is conceptualised as a definite set of teaching processes and competencies which 
can be taught to trainee SST and which are modified to form particular personal teaching styles 
by the characteristics of the individual trainee. 

 
4.2 Explanation of Descriptors Used in the APT Form 
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Exemplary Trainee SST demonstrated all listed competencies with confidence; 
processes were completed smoothly; problem-solved immediately 
and effectively 

Proficient Trainee SST demonstrated most of the competencies; can do 
better in one or more areas 

Developing Performance is slightly above beginner’s level where Trainee SST 
applied some of the competencies; however, needs to 
demonstrate better understanding and application 

Emerging Performance is at beginner level where competencies have not be 
applied appropriately 

 
5 The Practicum Interim Report  
 

• The Practicum Interim report serves to assist both the NIES and the School in assessing the trainee 
SST during the first 4 weeks of Practicum. In this way the School, the NIES and the trainee SST will 
be aware of the progress that the trainee SST has made before moving onto the next stage (in the 
next 6 weeks) of Practicum. The section “Professional Attributes and Work Ethics Checklist” must 
be discussed with and shown to the trainee SST, after which the trainee SST should make some 
comments and sign on the report.  
 

• Attitude of the Trainee SST - Of particular concern is the attitude of the trainee SST in the first 4 
weeks of practicum and thereafter in the remainder 6 weeks of Practicum. For example, in the 
event that a trainee SST has performed at an acceptable level for Practicum (i.e. understood the 
method of teaching etc) but the school or the NIES noticed that the trainee SST’s attitude needs 
working, so this could be written in the report. Further to this, the trainee SST must be informed 
about the recommended changes that need to be made especially during the second half of the 
Practicum. This way the trainee SST, the school and the NIES are all well aware of the situation 
and the changes that need to be seen in the next stage of Practicum. 

 
• An Excelling Trainee SST - On the side of the coin, with the first 4 weeks of Practicum, the 

School and the NIES may have observed that a trainee SST is showing great potential towards 
excelling in Practicum. The strengths of the trainee SST should also be highlighted and further 
areas of improvement written in the Practicum Interim Report and nurtured.  

 
• Filling in the Practicum Interim Report- Both the NIES and the School should have reviewed the 

APT forms (Total of 3 forms, i.e. 1 by CT, 1 by SCM and 1 by NIES) and write a summary of the 
performance of the trainee SST in relation to the APT and/or any other observations that the 
School and NIES’s think would be necessary to be included in the report. In addition, the School 
and the NIES’s must ensure that the copy of the completed APT forms must be placed in the 
trainee SST’s teaching file for the trainee SST’s reference. 

 
Practicum Interim Report 

School to submit a soft copy of the Practicum Interim Report to NIES. 
 The hard copy of the Practicum Interim Report will be submitted together with the Summative 

Reports at the end of practicum.  
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6          Moderation 
 
Moderation of all potential DIST and FAIL cases is an NIE examination procedure to maintain standards, 
and must be adhered to. 
 
A potential DIST or FAIL case identified either by the NIES and/or the school, based on the trainee SST’s 
teaching performance as well as attitude, MUST be observed by an NIE moderator. 
 
6.1 A potential DIST trainee SST is one who is always above average in most of the following areas: 

• uses creative strategies,  
• has good classroom management skills, 
• stimulates thinking in students in all his/her subjects,  
• has a very positive work attitude and commitment to the profession,  
• is highly conscientious  

o prepares lesson plans and teaching materials diligently, 
• goes beyond the call of duty to help students under their care  

o conducts remedial/supplementary/enrichment classes for their students outside 
school hours,  

o volunteers to help in school functions,  
• works well with colleagues and students, 
• is receptive to advice and willing to share. 
 

6.2 A potential FAIL trainee SST is one who is generally below average in most of the following areas: 
• teaching performance/classroom management in most of his/her subjects,  
• has a negative work attitude 

o is unreceptive to advice given by Principal/Vice-Principal and/or NIES,  
o does not prepare adequately for teaching (e.g., skimpy lesson plans),  
o makes little effort to reflect or improve practice, 
o behaves in a way that is unbecoming of the teaching profession, 

• is a cause for concern. 
 

6.3     The moderator 
• observes a lesson unannounced and provides feedback to the trainee SST, without 

revealing the grades, 
• checks the trainee SST’s Practicum File, 
• provides the NIES and school a second opinion on content/curriculum knowledge and 

teaching performance of trainee SST (knowledge and skills in all his/her subjects should be 
taken into account), 

• discusses with school personnel (SCM and CT) with regards to the trainee SST’s work 
attitude and conduct, 

• recommends a grade based on the lesson observed and a discussion with the trainee SST 
and school personnel, i.e., a grade that would encompass and reflect the trainee SST’s 
teaching skills and work attitude, 

• submits a completed APT form and/or additional report to the Practicum Coordinator and 
NIES soon after completing the lesson observation. 

 
The moderator’s report serves to provide input for the final allocation of grades which will be decided 
during the Final Assessment Meeting between the NIES and school personnel (SCM and CT), chaired by 
the Principal. 
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7 Practicum Summative Report 
 
7.1 Practicum Summative Report Part I 

Towards the end of the practicum Period, the special school’s Principal/Vice-Principal is 
expected to complete the Practicum Summative Report (Part I). This is a summative 
evaluation of the trainee SST’s overall performance in teaching. This report should summarise 
the comments made on the set of formative APT forms which have been completed over the 
10 weeks of practicum. 

 
7.2 Practicum Summative Report Part II 

Make a final evaluation of the trainee SST’s overall performance and arrive at a final grading 
together with Principal/Vice-Principal and the NIES (i.e. Distinction / Credit / Pass / Fail). The 
NIES will meet with the Assessment Panel (chaired by school principal) to discuss progress 
and final grades for your trainee SSTs in that school.  

 
To a large extent, the success of this final stage of the cycle depends very much on how the 
earlier stages were carried out. Continuous monitoring and feedback should have been 
carried out throughout the practicum as these help make the process of summative 
evaluation easier. These will also contribute to a more thorough report on overall 
performance. 

 
Making the final judgement involves the following steps: 
 
1. You will need to gather together and review all the information collected over the 

period of practicum in: 
 
• all formative APT forms for the formal lesson observations carried out by SCM, CT 

and NIES, 
• the Practicum Interim Report  
• records of discussions between the trainee SST, SCM, CT and NIES, 
• the trainee SST’s lesson plans, teaching materials and resources (i.e., the trainee 

SST’s Practicum File), 
• the Practicum Summative Report (Part I) completed by Principal/Vice-Principal 

 
2. After reviewing all the APT forms collected, you will need to give a final, summative 

“grade” for each of the teaching processes. There is no formula for this purpose. Discern 
a trend and record a grade for each process which you believe most accurately depicts 
that trend and is a true reflection of the progress made. This may mean that a single bad 
lesson may have to be treated as an aberration. The essential point is that you should 
be able to justify the final grades that you give both in terms of the grades given and 
comments made for each lesson observation. 

 
 

The following table provides the relationship between the grades obtained for the processes in the APT 
forms and the final overall grade that the trainee SST would receive: 

 

Grade descriptor in summative APT Form Suggested practicum grade 
(Distinction, Credit, Pass, Fail) 

Mostly “Exemplary” and some “Proficient”  Potential DISTINCTION. Moderation required 

Mostly “Proficient” and some “Exemplary”  Potential CREDIT 
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Minimally “Developing” for all the processes Potential PASS 

An “Emerging” in most of the processes Potential FAIL. Moderation required 

 
A trainee SST can also fail if he/she exhibits the following traits: 
• Failure to correct unacceptable professional behaviour and conduct despite 

repeated reminders by the Principal/Vice-Principal. 
• Grossly lacking in confidence and interpersonal skills in interacting with students 

and colleagues. 
 
3. Consider the trainee SST’s general progress from the initial stages to this final stage and 

make notes on developments. 
 
4. Look ahead and consider your trainee SST’s potential for future development. 
 
5. Ensure that the Principal endorses the grade that all of you have agreed on and 

completed the Practicum Summative Report (Part II). 
 

8 Closure 
 

School should submit all original APT forms, Interim Report and Summative Reports (Part I and II) to 
the NIES. The NIES will then submit all documents to the Practicum Coordinator(s).  

 
The NIES will conduct a Post-Practicum Debrief with all the trainee SSTs to give them an opportunity 
to share their experiences. The NIES should collect trainee SSTs’ Practicum Files for checking, and 
return the files to them a week later. 

 
If the school missed handing their reports to the NIES at the Final Assessment Meeting, then they 
must be submitted by the deadline to the following address: 
 

DISE SST Practicum Coordinators 

Full time programme Part time programme 

Ms Lim Luck Siew 
Psychology and Child & Human Development (PCHD) 
Academic Group 
National Institute of Education,  
1 Nanyang Walk Singapore 637616 
Office: NIE2-03-102 
Tel: 6790 3201  
Email: lucksiew.lim@nie.edu.sg 

 

Mrs Patricia Tan 
Psychology and Child & Human Development (PCHD) 
Academic Group 
National Institute of Education 
1 Nanyang Walk Singapore 637616 
Office: NIE2-03-104 
Tel: 6790 3647 
Email: patricia.ho@nie.edu.sg 

 
For Administrative matters: 
Ms Janice Yeo  
Office of Teacher Education (Practicum Office) 
National Institute of Education 
1 Nanyang Walk Singapore 637616  
Office NIE2-03-112G 
Tel: 6790 3311            
Email: choonyan.yeo@nie.edu.sg 

mailto:lucksiew.lim@nie.edu.sg
mailto:patricia.ho@nie.edu.sg
mailto:choonyan.yeo@nie.edu.sg
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Diploma in Special Education (DISE) 
Special School Teachers [SST] 

 
 

Supervisor’s Documents 
 
 
 

� Pre-Post Practicum Conferences with NIE Supervisor  
� Assessment of Performance in Teaching (APT) 
� Practicum Interim Report 
� Summative Report Part I 
� Summative Report Part II 
� Checklist of Documents to be submitted by the school and NIE Supervisor 
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Pre- & Post-Practicum Conferences with NIE Supervisor 
 

Trainee SST :  

School :  

NIE Supervisor :  
 

 
Pre-Practicum Conference with NIES 

 
Key focus: What have you learnt from the courses at NIE that have influenced your conception of 
teaching and learning? (15 mins) 

 
Date held :   

    
NIE Supervisor’s Comments :   

    
1.  Trainee SST was able to (please tick accordingly) :  

□ Share his/her learning experience in NIE (preferably with examples from course work). 

□ Articulate his/her beliefs in teaching students with special needs. 
  
    

Additional Comments:    
   

   

   

   

   

   

  
 

  

    
Signature of NIES :   
    
    

Trainee SST’s Comments: (My takeaways from Pre-Practicum Conference with NIES) 
   

   

   

   

   

   

 
 
 
Signature of Trainee SST 

 
 
 
: 
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Post-Practicum Conference with NIES 
 

Key focus: How has your practicum experience helped develop your teaching competencies?   
(15 mins)  
 

 
Date held :   

 
    

NIE Supervisor’s Comments :   
    

1.  Trainee SST was able to (please tick accordingly) :  
□ Share his/her learning experience in NIE (preferably with examples). 

□ Make the link between Theory and Practice. 
  
    

Additional Comments :   
   

   

   

   

   

   

   

  
 

 

    
Signature of NIES :   

   
 

 

Trainee SST’s Comments: (My takeaways from Post-Practicum Conference with NIES) 
   

   

   

 
   

   

   

   

   

   

   

  
 

  

    
Signature of Trainee SST :   
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Assessment of Performance in Teaching (APT)  
Diploma in Special Education (Special School Teacher) 

Name of SST 
 

 Intake  20____ / 20____ School  

Session  Date / 
Time 

 Observer  Observation 
# 

1/ 2/ 3/ 4/ 5/ 6/ 7/ 8 
Circle one 

4 = Exemplary  
Trainee SST demonstrated all listed 
competencies with confidence; processes were 
completed smoothly; problem-solved 
immediately and effectively 
 

3= Proficient  
Trainee SST demonstrated most of the 
competencies; can do better in one or more 
areas 

2 = Developing  
Performance is slightly above beginner’s level 
where Trainee SST applied some of the 
competencies; however, needs to demonstrate 
better understanding and application 
 

1 = Emerging  
Performance is at beginner level where 
competencies have not be applied 
appropriately 

Processes Competencies Rating 
(Circle) 

Comments (strengths, areas for improvement and 
suggestions) 

1. Pre-session Planning  � Provides brief description of student(s) strengths, needs and context for session 
� Includes a rationale for selecting focus area and connect it to student’s learning  
� Develops measurable and observable objectives for student(s) 
� Plan for evaluating session is aligned with objectives, content of session, and focus 

skill 

4 
3 
2 
1 

 

2. Setting up for instruction � Communicates clear behavior expectations, using AAC systems, where necessary 
� Effectively uses physical space to structure a comprehensible environment 
� Includes a positive and proactive approach to behavior management with clear 

schedules, rules and routines, reinforcement plans and skill building strategies 
� Effectively uses resources, visuals, task analysis, etc (if appropriate) 

 

4 
3 
2 
1 

 

3. Implementation of plan and 
activities 

� Stimulates student’s interest and draws focus to session 
� Makes connection to prior learning 
� Presents content/instructions in systematic, sequential manner to facilitate 

student learning 

4 
3 
2 
1 

 
 
 
 

4. Skill/ strategy instruction and 
session wrap-up 

� Models skill steps, provides guided practice (intentional with systematic prompts) 
� Provides student with independent practice and monitors performance 
� Conducts frequent checks of student’s understanding   
� Summarizes key points/ critical attributes of session; provides follow-up activities; 

preview next steps 

4 
3 
2 
1 
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Processes Competencies Rating Comments (strengths, areas for improvement and 
suggestions) 

5. Evaluation & self-reflection 
(assessed after post- session 
conference with Trainee SST) 

� Trainee SST analyzes data and describes extent to which student(s) met desired 
session objectives 

� Explores multiple hypotheses for why objectives were not met 
� Reflects on lesson execution (objectives, activities and assessment components) 
� Provides ideas for redesigning objectives, activities and assessment components 

4 
3 
2 
1 

 

Overall Rating Scale 

18-20 – Exemplary (Excellent) 
14-17 – Proficient (Good) 
10-13 – Developing (Acceptable)  
   0-9  – Emerging (need to improve) 

 
                   

 The overall rating for this Practicum session  
 

Exemplary  /  Proficient  /  Developing  /  Emerging  
(Circle One) 

Total  

NIES/SCM/CT Overall Feedback (Delete accordingly): 
 
 
 
 
 
 
 
 
 
 

Trainee SST’s Comments: 

 
 

______________________________________________________ 
NIES/SCM/CT Name / Signature / Date 

 

 
 

_______________________________________________________ 
Trainee SST’s Name / Signature / Date: 
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PRACTICUM INTERIM REPORT (SST) 
 

[To be completed by CT/SCM and soft copy sent to NIES by date stated on schedule] 
 

Name of SST :  

Programme & Intake           : DISE SST /  

School     :  
 
COOPERATING TEACHER’S COMMENTS 
 
1. TEACHING PROCESSES  

I have noted the following APT Forms by NIES, SCM and CT. 
 
Comments on areas of particular strength:  

 

 

 

 

 

 

 

 
Comments on areas for improvement: 

 

 

 

 

 

 

 

 
 
2. PROFESSIONAL ATTRIBUTES AND WORK ETHICS CHECKLIST 

 
Complete the checklist below by marking a “” based on your observation and interaction with the 
trainee SST over the first 4 weeks of the practicum experience.  
[Note for SCM/CT: A trainee SST can fail their practicum experience solely based on poor performance on 
professional attitude and work ethic. In such a case, the SCM/CT is required to maintain a record of (a) time 
and description of instances when the trainee SST has failed to exhibit the desired attributes, and (b) date/time 
and reports of formal meeting with trainee SST to discuss concerns with professional attitude and work ethic.] 
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PROFESSIONAL TRAITS 

 
Yes 

 
No 

 
Occasionally 

1. Shows care and concern for pupils    
2. Exhibits positive regard for students of various skill levels and 

diverse social-cultural backgrounds 
   

3. Is keen to improve through reflective practice and is responsive to 
advice 

   

4. Exhibits acceptable professional conduct for educators (e.g., 
prompt submission of session plans, punctual for classes and 
meetings) 

   

5. Projects a professional image (e.g., dresses appropriately, well 
groomed) 

   

SERVICE to SCHOOL    

6. Communicates well with all school personnel, parents, and 
students 

   

7. Works collaboratively with colleagues    

8. Shows interest and takes initiative for involvement in school 
programmes 

   

 
 
Comments on areas for improvement: 

 

 

 

 

 
 

   

Name of CT  Signature / Date 
 
 
TRAINEE SST’S COMMENTS 
 
I have noted the feedback provided by my CT. 

 

 

 

 

 

 

 

  

Name of Trainee SST   Signature / Date 
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SCM and CT should complete the following in collaboration: 
 
Trainee SST is a potential      Distinction case      Fail case      Not a concern at this time  
 
 
PRINCIPAL'S COMMENTS 
 

 

 

 

 

 

 

 

 
 

 

  

Name of Principal  Signature / Date 
 
 
NIE SUPERVISOR'S COMMENTS 
 
This section is to be completed only for potential failure cases. 
If the trainee is a potential “Fail” case, please document follow up action:  
 

 

 

 

 

 

 

 

 

 

 

 

 

  

Name of NIES  Signature / Date 
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CONFIDENTIAL 

 
PRACTICUM SUMMATIVE REPORT PART I 

 [To be completed by the Principal] 
 

Name of Trainee SST :  

Programme & Intake           :  

Special School/Centre :  

Name of NIE Supervisor :  
 

 
4 = Exemplary  

 
Trainee SST demonstrated all 
listed competencies with 
confidence; processes were 
completed smoothly; problem-
solved immediately and 
effectively 
 

 
3= Proficient  

 
Trainee SST demonstrated 
most of the competencies; 
can do better in one or more 
areas 
 

 
 2 = Developing  

 
Performance is slightly above 
beginner’s level where Trainee 
SST applied some of the 
competencies; however, needs 
to demonstrate better 
understanding and application  
 

 
1 = Emerging 

 
Performance is at beginner 
level where competencies 
have not be applied 
appropriately 

 
Processes Competencies Overall 

Rating 
Comments (strengths, areas for improvement and 

suggestions) 
 
Pre-session 
Planning  

 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
� Provides brief description of 

student(s) strengths, needs and 
context for session 

� Includes a rationale for selecting 
focus area and connect it to 
student’s learning  

� Develops measurable and 
observable objectives for student(s) 

� Plan for evaluating session is 
aligned with objectives, content of 
session, and focus skill 
 

 

  

 
Setting up for 
instruction 

 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
� Communicates clear behavior 

expectations, using AAC systems, 
where necessary 

� Effectively uses physical space to 
structure a comprehensible 
environment 

� Includes a positive and proactive 
approach to behavior management 
with clear schedules, rules and 
routines, reinforcement plans and 
skill building strategies 

� Effectively uses resources, visuals, 
task analysis, etc (if appropriate) 
 
 

  

 
Implementation of 
plan and activities 
 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
� Stimulates student’s interest and 

draws focus to session 
� Makes connection to prior learning 
� Presents content/instructions in 

systematic, sequential manner to 
facilitate student learning 

� Methods/strategies are research-
based, appropriate, and a good 
match to skills being addresses in 
focus area 
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CONFIDENTIAL 

 
Skill/ strategy 
instruction and 
session wrap-up 

 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
� Models skill steps, provides guided 

practice (intentional with systematic 
prompts) 

� Provides student with independent 
practice and monitors performance 

� Conducts frequent checks of 
student’s understanding to guide 
activities in session (continue or 
modify) 

� Summarizes key points/ critical 
attributes of session; provides 
follow-up activities; preview next 
steps 
 
 

  

 
Evaluation & self-
reflection (assessed 
after post- session 
conference with 
Trainee SST) 

 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
� Trainee SST analyzes data and 

describes extent to which 
student(s) met desired session 
objectives 

� Explores multiple hypotheses for 
why objectives were not met 

� Reflects on lesson execution 
(objectives, activities and 
assessment components) 

� Provides ideas for redesigning 
objectives, activities and 
assessment components 
 
 

  

 
Professional 
Attitude  
 
� Exemplary 
� Proficient 
� Developing 
� Emerging 

 
PROFESSIONAL TRAITS 
 
 Shows care and concern for pupils  
 Exhibits positive regard for 

students of various skill levels and 
diverse social-cultural background 

 Is keen to improve through 
reflective practice and is 
responsive to feedback and advice 

 Exhibits acceptable professional 
conduct for educators (e.g., prompt 
submission of session plans, 
punctual for classes and meetings) 

 Projects a professional image (e.g., 
dresses appropriately) 
 

SERVICE to SCHOOL 
 
 Communicates well with all school 

personnel, parents, and students 
 Works collaboratively with 

colleagues 
 Shows interest and takes initiative 

for involvement in school 
programmes 
 
 

  

 
 
 
 
 
 
 
 
 
____________________________________________________                                               ____________________________ 
Name of Principal / Signature                                                                                                     Date 
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CONFIDENTIAL 

 
GUIDELINES FOR COMPLETING THE SUMMATIVE REPORT PART I FOR PRACTICUM 

 
The purpose of the Practicum is to help the trainee SSTs to hone in their teaching 
skills. They will plan, prepare relevant resources and manage pupils 
independently. However, they have to keep their Principal/Vice-Principal/NIES 
informed of what they are doing.  
 
What the Principal/Vice-Principal has to do: 
• Complete one form for each trainee SST under your charge by  

– reviewing all the information (all APT forms from SCM, CT and NIES) 
collected over the period of practicum, 

– discussing the trainee SST’s progress with SCM and CT (and NIES if 
necessary), 

– having a discussion with the trainee SST before writing your report, 
– considering the trainee SST’s general progress from the initial stages to 

this final stage and make notes on developments, and 
– looking ahead and considering your trainee SST’s potential for future 

development. 
• When completing the form, pay special attention to the Processes listed. For 

each Process, you may want to tick the box against the quality that best 
summarizes the trainee SST’s overall performance. The purpose is to 
construct a profile of the trainee SST’s strengths and weaknesses in terms of 
his/her content knowledge, teaching skills and professional qualities. It is 
important to substantiate the quality indicated with descriptive comments. 

• The Comments section is for writing down the trainee SST’s strengths and 
areas for improvement, and suggestions for doing so. 
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CONFIDENTIAL 

 
PRACTICUM SUMMATIVE REPORT PART II 

 
[To be completed by the Principal and the NIE Supervisor] 

 

Name of Trainee SST :  

Programme & Intake           :  

Special School/Centre     :  

Name of NIE Supervisor :  
 

School’s overall grading (with input from Principal/Vice-Principal and NIE Supervisor of trainee 
SST’s teaching competency and personal qualities [Put a tick () in the appropriate box]: 

 

Trainee SST works above and beyond the normal requirements expected 
in all areas of her/his work and is rated “Exemplary” for most of the 
processes in the Practicum Summative Report (Part I) (the summative 
APT) with the remaining processes no lower than “Proficient”, and no 
lower than “Developing” for Professional Qualities. S/he makes positive 
contributions in areas beyond her/his immediate responsibility, and 
exhibits an outstanding sense of commitment to the profession.  S/he 
demonstrates a creative flair in teaching and has the potential to become 
an excellent teacher. 

 

DISTINCTION  

Trainee SST exceeds the requirements expected in all areas of her/his 
work and is rated “Proficient” for most of the processes in the Practicum 
Summative Report (Part I) (the summative APT) with the remaining 
processes no lower than “Developing”. S/he exhibits a positive work 
attitude and a strong sense of commitment to the profession.  S/he has 
the potential to become a very good teacher.    

 

CREDIT 

Trainee SST is able to meet the requirements expected in most areas of 
her/his work and is rated no lower than “Developing” for all of the 
processes in the Practicum Summative Report (Part I) (the summative 
APT). S/he is generally positive in work attitude and shows sufficient 
commitment to the profession. S/he has the potential to become a good 
teacher, given the experience. 

 

PASS 

Trainee SST is unable to meet the requirements expected in most areas 
of her/his work and is rated “Emerging” for one or more of the processes 
in the Practicum Summative Report Part I. S/he is lacking in interest, work 
attitude and commitment to the profession. 

 

FAIL 

     * Moderation is compulsory for trainee SSTs awarded the ‘DIST’ and ‘FAIL’ grades. 

NOTE: If a trainee SST exhibits ‘distinction’ quality in his/her teaching competency, but is lacking 
in work attitude/values, his/her overall grade should not be a ‘Distinction’. 
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CONFIDENTIAL 

 
PRINCIPAL’S COMMENTS 
 
I have noted the forms/report submitted by the CT.  My comments are as follows: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

NIE SUPERVISOR’S COMMENTS 
 
I have noted the forms/report submitted by the school Principal. My comments are as follows: 
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CONFIDENTIAL 

 
ENDORSEMENTS 
 

Name of School Principal :  

 

Signature / Date 

 

: 

 

School Stamp :  

   

Name of NIE Supervisor :  

 

Signature / Date 

 

: 

 

   

Name of Moderator (where applicable) :  

 

Signature / Date 

 

: 

 

   

 

FOR AG USE 

Name of AG Practicum Coordinator :  

 

Signature / Date 

 

: 

 

 

Reports enclosed 
[Please tick ()]     : 

 Summative Report Part I  Summative Report Part II 

 NIE Supervisor’s APT forms  School’s APT forms 

 Moderator’s Report 
     (where applicable)  Practicum Interim Report 

 

Name of Head/AG :  

 

Signature / Date 

 

: 
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Checklist of Documents to be submitted by the school and NIE Supervisor 
 

 
ITEM 

 

COMMENTS 
(If any) 

 
Practicum Summative Report PART II 

– To be completed and endorsed by Principal 
and the NIE Supervisor 

 

 
Practicum Summative Report PART I 

– To be completed and endorsed by 
Principal/Vice-Principal 

 

 
Practicum Interim Report 

– To be completed and endorsed by Principal 
and the NIE Supervisor 

 

 
6 APT forms  

– For lessons observed by SCM/CT  

 
2 APT forms 

– For lessons observed by NIE Supervisor 
 
 

 
Moderator’s Report (where applicable) 

– For lessons observed by NIE Moderator 
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Diploma in Special Education (DISE) 
Special School Teachers [SST] 

 
 

Trainee SST’s Documents 
 
 
 

� Teacher’s Portfolio Checklist 
� Supervision Schedule 
� Summary of Pupil’s Needs and Recommendations 
� Individual Education Programme 
� Instructional Plan 
� Systematic Instructional Plan 
� Task Analysis Data Sheet 
� Ecological Inventory 
� Ecological Inventory with Discrepancy Analysis 
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Teacher’s Portfolio Checklist 
 

 
Documents (in the following order) 

Tick +, - 
accordingly, 
if submitted 

                                                
Supervisor’s Comments, if any 

Part 1: Supervision Schedule 

Supervision Schedule   

Part 2: School / Class Information 

Personal Timetable   

Class List   

Classroom Layout / 
Seating Plan 

  

School Guidelines 
and Procedures 

  

Scheme of Work   

Part 3: Planning and Instructional Documents 

Summary of Pupil’s Needs and 
Recommendations 

  

Individualized Education Programme   

Instructional Plan   

Systematic Instructional Plan   

Task Analysis Data Sheet   

Ecological Inventory    

Discrepancy Analysis   

General Comments, if any: 
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Supervision Schedule 
(To be filled up by SCM/CT/NIES on Observation day) 

 

Observation Date Lesson Observed Name and Signature 
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SUMMARY OF PUPIL'S NEEDS AND RECOMMENDATIONS 
 

Name of Pupil: _____________________ Sex: M / F      Date of Birth: ___________ 

School: ___________________________ Age: _________  

Teacher: ___________________________ Class: ____________________ (A.M. / P.M.) 

Address: ________________________________________________ Telephone: ______________ 

 

 

Notes on developmental history 

Provide information on pupil’s development history such as events related to birth, early development, 
significant milestones, medical history, personality, temperament and interpersonal skills 

Notes on home background 

Gather information on the family background (e.g., composition of family, employment status, significant 
mental history of family members), behaviour at home and parental expectations 

Notes on school background  

Include information on pupil’s attendance record, academic performance and learning style, behaviour in 
school, interpersonal relationship, support provided by school.  

Tests given Tester/assessor Date Summary of Results 
State the name of 
the test given 
 

Name of the 
tester/name of person 
who completed the 
questionnaire 

Date of 
test 

Provide the scores on the test and  a brief 
discussion of the test result 

Summary of strengths & needs/problems 

Summarize major strengths and needs/problems which have emerged and synthesize the results 

Summary of action(s) to be taken 

Provide realistic and practical recommendations based on all information from assessment. Prioritize 
recommendations.  

 
Written by:  
 
 
_________________________________ 
Name of SST 
Date:  
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Individualized Education Programme (IEP) 
Early Childhood and Special Needs Education 

                                                  National Institute of Education 
 

Name: ____________________ Date of Birth: _______________ Age: _________ 

Gender:   Male    Female      Grade: ____________   Initial IEP     Periodic 
Review  

Effective IEP Dates from ____________ to ____________ Meeting Date 
______________ 
 

 
Step 1:  Discuss Future Planning 
(Discuss family and student preferences and interests. Consider self-determination goals for student). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Present Levels of Performance and Functional Performance 
(List areas of strengths and needs in different areas as it relates to student’s involvement in general 
curriculum. Areas could include academic achievement, social/ emotional, communication, behaviour, motor, 
etc.) 
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Step 3: Annual Goals and Short-Term Objectives (duplicate this page as needed) 
 

Goal # _____________  Area addressed: ______________________________ 
 
Annual Goal:  
 
 
Benchmark/ Short-term Objectives: 
 
 
 
Student Progress (Describe how progress towards meeting the goals will be 
measured) 
 
 
  

Initiation date:  Expected duration:  

Frequency (how 
often): 

 Where will services 
be provided: 

 

Person(s) responsible:  

Goal # _____________  Area addressed: ______________________________ 
 
Annual Goal:  
 
 
Benchmark/ Short-term Objectives: 
 
 
 
 
 
Student Progress (Describe how progress towards meeting the goals will be 
measured) 
 

 

Initiation date:  Expected duration:  

Frequency (how 
often): 

 Where will services 
be provided: 

 

Person(s) responsible:  
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Special Factors 

The following special factors are applicable and incorporated into the IEP. 

  Behaviour:  In the case a student whose behaviour impedes his or learning or that of others, a 
Behaviour Intervention Plan is appended to this IEP. 

  English as Second Language (ESL): In the case a student is an ESL learner, provisions have 
been made to address language instructions. 

 Communication: In the case a student needs the support services of a speech and language 
pathologists or assistive devices for communication. 

 Physical education: In the case a student is exempt from participating in physical education activities 
or needs accommodations. 

Testing and assessment: In the case a student needs testing modifications or accommodations. 

Transition services: In the case a student is a young adult, a transition plan is appended to this IEP.  

 Other considerations:  

 
 

IEP Team Meeting Participants 
 
Check one of the following: This IEP team meeting was a  Face to face meeting  Video 
conference   Teleconference/ conference call 
 
Name: Role: Signature:  Participated 

 Excused 
Name: Role: Signature:  Participated 

 Excused 
Name: Role: Signature:  Participated 

 Excused 
Name: Role: Signature:  Participated 

 Excused 
Name: Role: Signature:  Participated 

 Excused 

Parent Attendance and Permission 

 I am signing to show my attendance/ participation at the IEP team meeting. I agree and consent to special 
services specified in this IEP. 

 I am signing to show my attendance/ participation at the IEP team meeting, but I do not agree with the 
special services specified in this IEP. However, I consent to special services specified in this IEP. 

 I am signing to show my attendance/ participation at the IEP team meeting, but do not agree and hence 
do not give consent for special services at this time.  
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Instructional Plan 

Early Childhood and Special Needs Education 
National Institute of Education 

 
Topic: 
Session date: Submission date: 
SST’s name:  
1. Classroom Context and Student Characteristics: Provide information about the school/ 

classroom environment/ context in which learning will take place. Describe student 
characteristics that will set ground for teaching the skill. Include resources that you will need to 
teach the target skill. 

2. Prerequisites: What are some prerequisite skills student(s) must demonstrate in order to 
participate in this learning activity? How did you determine that the student(s) have or don’t 
have the skills? 

3. Session Objective(s): Write one or more objectives for today’s session. Make sure the objectives 
are measurable and achievable within this lesson. 
 

4. Alignment with IEP: Discuss how these objectives align with overall academic/behavioral goals 
for the student(s).  

5. Rationale: Provide a rationale for why the target skill is important for the student(s). How will 
this skill enhance the student’s overall learning and functioning?   

6. Assessment of Student Learning: How do you plan for students to demonstrate mastery of the 
objective(s)? What measures (written, oral, observed, etc.) do you plan to implement to tell you, 
the teacher, if each student learned/understood the content that was taught? What key 
components do you plan to look for in student work? Do you plan to use a rubric? How will you 
know if the lesson was successful? Are assessment plans aligned with achievement goals? Have 
you considered student’s performance in natural settings for maintenance and generalization of 
skill? 

7. Materials Needed: List all the materials that you will need for successful completion of this 
session. Be sure to have these ready at the start of the session to avoid downtime. 

Time Sequence of Activities Differentiation 

 8. Introduction: Explain how you will introduce the 
target skill for this lesson. Make connections to prior 
learning or knowledge.  

• If this is a completely new learning, this is a brief 
task or questioning format you use to get 
students’ attention or to help them connect with 
the lesson.   

• If this lesson builds on or uses skills or concepts 
the students enter the lesson already knowing 
(prerequisites), review any prerequisite 
knowledge that will lead easily into the new 
curriculum. 
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9. Lesson Development (I-DO): [This is the “model” 
phase] Explain how you will model the target skill to 
the student. Provide several examples and non-
examples (if applicable). Include resources and 
technology if they will make a significant 
contribution to students’ understanding. What 
methods, strategies and examples that will be used 
to present the concept, content or skill (say, do, 
model, show, etc?) How will the lesson be 
structured and sequenced? 

 

 10. Guided Practice (WE-DO): [This is the “lead” phase]. 
Provide several opportunities for students to 
practice the skill with your guidance/ assistance. 
Provide immediate feedback and error-correction.   

 

 11. Independent Practice (YOU-DO): [This is the “test” 
phase]. Allow students to practice the skill 
independently and monitor their responses. Provide 
immediate feedback and error correction. Explain 
how you plan to provide student feedback. 

Checking for understanding (CFU) is one of the most 
critical elements of any directed lesson. If the goal of 
a lesson is to ensure students can perform a skill or 
understand a concept once taught, then CFU 
(checking for understanding) should be based on 
performance or "doing." 
 

 

 12. Closure/ Review: How are you going to review 
concepts taught/ learned and wrap-up the lesson? 

 

Post-Instructional Session Analysis and Self-Evaluation 
This section is to be completed after the session. Please take a few minutes to complete the sections 

before meeting with your SCM, CT or NIES. 

Analysis of Student Learning:  
• Note any adjustments you made during instruction and what assessment led to that adjustment. 

Provide a rationale for why you made those adjustments. 
• Describe evidence of student learning. How did you analyze the evaluation/ assessment data you 

collected during instruction? 
 
 
Evaluation and Reflection:  
• Discuss any learning events that enhance your Practicum. What did you think went particularly 

well? What would you change in the future?  
 
 
Trainee SST’s Signature/ Date:  
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Systematic Instructional Plan 
 
General Information 
 
Name of Student:  Click here to enter text.                        
Date:  Click here to enter text.                           
Target Skill: Click here to enter text.        
Chained Task:  ☐      Routine: ☐      Discrete Skill: ☐  
 
Instructional Objective 
 
Condition:  Click here to enter text.     
Behavior:  Click here to enter text. 
Criterion: Click here to enter text. 
 
Format 
 
Materials: Click here to enter text. 
Setting and teacher:  Click here to enter text. 
Number of trials:  Click here to enter text. 
Measurement:  Click here to enter text. 
Environmental arrangements/adaptations:   

• Click here to enter text. 
• Click here to enter text. 
• Click here to enter text. 
• Click here to enter text. 

 
Prompting Strategies 
 
Initial cue:  Click here to enter text. 
Prompting system (check one): 
☐  Least to Most intrusive prompts (System of Least Prompts) 
☐  Most to Least intrusive prompts 
☐  Time delay:  ☐  Constant or  ☐  Progressive 
☐  Graduated guidance 
☐  Simultaneous prompting 
☐  Other (describe)  Click here to enter text. 
 

Level  Prompts Example 

1 Click here to enter text.       

2 Click here to enter text. Click here to enter text. 

3 Click here to enter text. Click here to enter text. 

4 Click here to enter text. Click here to enter text. 
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Latency of prompt:  Click here to enter text. 
 
Feedback:  
 Correct: Click here to enter text. 

Fading Schedule for Praise: Click here to enter text. 
Error Correction: Click here to enter text. 

 
 
Generalization 
 
Generalization goal:  Click here to enter text. 
Generalization procedure:  Click here to enter text. 
Generalization probe schedule:  Click here to enter text. 
 
Maintenance  
 
Maintenance goal:  Click here to enter text. 
Maintenance probe schedule:  Click here to enter text. 
 
 
 
Other notes:  Click here to enter text. 
 
 
  



NANYANG TECHNOLOGICAL UNIVERSITY  
NATIONAL INSTITUTE OF EDUCATION 
 

36  
© 2020, NIE, Psychology and Child & Human Development (PCHD), Practicum 

 

Task Analysis 
Data Sheet 

 
Name of Student:  Click here to enter text. 

Target Skill:  Click here to enter text.          

Objective:  Click here to enter text. 

Format 

Materials:  Click here to enter text. 

Setting and teacher:  Click here to enter text. 

Number of trials:  Click here to enter text. 

Task Analysis 

Date 

            

             

             

10.             

9.             

8.             

7.             

6.             

5.             

4.             

3.             

2.             

1.             

              
 

% Independent/Correct 
            

 
 

Date of Decision Data Period Trend/Mean Error Analysis 
    
    
    

Coding System 
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Ecological Inventory  
 

Domain: 

Environment: 

Sub-environment 1: Sub-environment 2: 

Activity #1: 
 

Activity #2: 
 

Activity #3: 
 

Activity #1: 
 

Activity #2: 
 

Activity #3: 
 

Skills: 
 
 
 
 

Skills: 
 
 
 
 

Skills: 
 
 
 
 

Skills: 
 
 
 
 

Skills: 
 
 
 
 

Skills: 
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Ecological Inventory with Discrepancy Analysis 
 

Student: Teacher: Date:  
Environment:  Sub-Environment:  Activity:  

Activity Analysis Steps Student 
Performance Discrepancy Analysis Recommended Instruction/ Adaptation/ 

Supports 
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