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ORIENTATION INFORMATION 

Orientation Dates 

College Skills for 
Success Program 

Mon. Dec. 11, 2017 5:00 PM – 9:00 PM 
Bldg. 805 
Rm. 109 

Education 
Assistant  Program 
Orientation 

Tues. Dec. 12, 2017 5:00 PM – 9:00 PM 
Bldg. 805 
Rm. 119 

HSPD/Education 
Assistant 
Orientation 

Wed. Dec. 13, 2017 6:30 PM – 9:00 PM 
Bldg. 805 
Rm. 109 

*Please note: Room schedule is subject to change. If a change occurs, you will be notified by email prior to the event. 
 

College Skills for Success Course 
 
This tuition-free course (20 hours) provides you with the opportunity to review your learning 
style, and learn new strategies to help you be successful in an accelerated program (SQ3R, test 
taking, memory strategies, how to deal with anxiety, etc.). You are expected to have the 
following textbook that is available for pick-up at the Bookstore in building 802, room 122. The 
cost of the book is included in your book fees. This course is a blended model of online and 
classroom. It is compulsory to successfully complete this course.  The pass grade is 75% on the 
final exam. Students who do not attend may be prevented from starting their Program. 

 

Keys to Success:  Building 
Analytical, Creative, and Practical 
Skills (Sixth Canadian 
Edition).  Toronto:  Pearson 
Education Inc.  Carter, A., Bishop, 
J., Lyman Kravits, S., & Maurin, P. 
(2015). 

 

Education Assistant Professional Certificate Program Orientation 

Students will be receiving the following at Orientation: 

 Course Outline 

 Education Assistant Professional Certificate Program  - Policies, Procedures, 
and Guidelines Handbook 

 Other handouts 

 Resume Workshop 
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CONTACT INFORMATION 

Main Office:  403-235-9300 

 

Tobias Mwandala – Program Director, Human Services Professional Program  
Telephone: 403-235-9312, Ext. 312 
Office:  Bldg. 805-118 
Email:  tobiasm@columbia.ab.ca 
 
Lucy Dooley – Practicum Facilitator 
Telephone: (403) 235-9300, Ext. 333 
Office:  Bldg. 802-123 
Email: lucyd@columbia.ab.ca 
 
 
 
 

       WELCOME 

Welcome to the Columbia College Education Assistant Professional Certificate Program.   

We are excited that you have chosen us to help you towards achieving your goal of becoming 
an Education Assistant. 

We want all students to be successful. Our faculty members are committed to providing their 
expertise to assist students in obtaining maximum benefit from the program. Columbia College 
adheres to the Alberta Human Rights legislation in all matters. Students should become familiar 
with Columbia’s Commitment to Diversity and Human Rights Policy (ADM-P079).  

The purpose of this handbook is twofold:  First, it contains important information that you should 
know concerning the Education Assistant Professional Certificate Program – policies, 
procedures, and guidelines; and second, it outlines the practicum process, as well as, 
information on the practicum course you will be taking throughout your program. 

We wish you success in the program and in your career as an Education Assistant. 

Sincerely, 

The Education Assistant Professional Program Administration and Faculty 

  

mailto:tobiasm@columbia.ab.ca
mailto:lucyd@columbia.ab.ca
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BEING AN EDUCATION ASSISTANT (EA) 

EAs and others involved in the education of children, youth, and adults are valuable members of 
the educational support staff for students or adults with special academic, physical and/or 
behavioural needs.  They are the main support that helps students and those with special needs 
attend school and take part in many activities. With the role of the EA continuing to change, you 
are expected to have a wide range of skills and knowledge. Your job is different from that of a 
volunteer. 

Generally, the work of the EA is supervised by a classroom teacher or resource teacher and 
involves providing assistance to individuals and groups of students.  Assistance may be 
provided in classrooms, libraries, shops and labs; assistance in the supervision of students; 
preparation of teaching materials and aids as directed by the teacher; assistance in maintaining 
records, and generally supporting the teacher and the students.  The principal is ultimately 
responsible for all staff and the management of the school. 

EAs should expect to work with students with special needs as special government funding is 
provided to assist these students with their personal and education needs. Each school has its 
own plan how it will provide this assistance. Typically, at a job interview, you will be asked what 
experience you have working with children/youth or adults with disabilities. 

You may work in a segregated program and/or an inclusive classroom where students with 
disabilities are integrated into the regular classroom.  

Students who are interested in working as Community Support Workers or Youth workers 
generally require a diploma. Please note that there is a trend for school districts to ask for Youth 
Worker certificates in order to be considered for an EA position where the individual will be 
working with youth. 

If you are interested in pursuing this direction, all courses you compete successfully in the 
certificate program are transferable to our Human Services Professional Diploma where you 
may continue in the Education Specialization stream or take youth worker courses. You would 
complete your diploma in an additional six months. You could also take the program on a part-
time basis. You must complete your Education Assistant Professional Program requirements, 
including your practicum (150 hrs.), before starting the Human Services Professional Diploma 
program. When you start the Human Services Professional Diploma Program, you will be doing 
a second practicum of 150 hours.  You must complete each practicum within the timelines 
given. 
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FOUNDATIONAL RESPONSIBILITIES OF EDUCATION ASSISTANTS   

 
1. Supporting Student Specific Learning 

EAs will be supporting the implementation of specific learning outcomes for individual 
students who have special needs (students with disabilities and/or medical conditions). 
This student-specific programming, which is created by members of the school team, is 
outlined in the student-specific Individual Program Plan (IPP) or in a Behaviour Support 
Plan (BSP). 
 
Learning outcomes can be academic, communication, social/emotional, self-
management, special health-care needs, motor skills, sensory, and behaviour. 

 
2. Supporting Student Learning (general) 

EAs are also expected to assist teachers in supporting the learning of all students. They 
support student learning by understanding clearly the teacher’s expectations and by 
reinforcing the concepts taught by the teacher. EAs may be asked to administer and 
mark objective tests. Students can also have individualized goals that are supported by 
EAs.   

 
3. General Supervision of Students 

Another critical role of the EA is to assist in the active supervision of students. All EAs 
assist with the general supervision of all students in any and all areas of the school, on 
the playground, walking to and from the bus, on the bus, in the community, during work 
experience, on field trips, etc.  
 
The supervision of students involves more than just “keeping an eye” on students.  You 
are expected to ensure student safety, take preventative action, and follow policies and 
procedures established. 
 
EAs promote inclusion of students with special needs by watching for opportunities to 
involve the students in activities. 
 

4. Actively Monitoring Individual Student Behaviour 
There are students who may “act out” in class or on school premises, school trips and 
such and may be disruptive. Other students may have attention or sensory issues. 
These students will need the help of the EA to learn to monitor their behaviour through 
positive reinforcement. Some students will have a BSP (Behaviour Support Plan).  

 
Some students exhibit more serious behaviours and can compromise their own safety or 
the safety of others. EAs watch for potential problem situations and prevent escalation of 
conflict whenever possible. A basic understanding of age appropriate student behaviour 
and the factors that affect behaviour can help to manage and direct students more 
effectively. 
 
Bullying is a serious form of behaviour which requires adult intervention. EAs are 
expected to intervene in all instances of bullying and report all bullying incidents. 
 

5. Data collection and reporting of student behaviour 
Observing and reporting student behaviour is a critical role for EAs. Effective recording 
of behaviour is an important skill for all EAs. EAs may be asked to collect general 
observations or specific pre-identified behaviours. 
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6. Operating and assisting with technology 
It is important that EAs are competent users of technology. They assist all students in 
use of computers and software. Educational Assistants may also need to learn to use 
specialized technologies for students with special needs and special computer software. 
One role of your practicum is to expose you this type of computer software technology. 
One key technology being used in schools is the tablet. 
 

7. Other tasks that may be requested of all EAs 
EAs may be required to assemble or organize support materials, which may involve 
photocopying, finding resources, etc. Other possible tasks might be to organize the 
classroom library, tidy up the classroom, etc. 

 
8. Ensure the safety of students in the school and community 

This includes maintaining close supervision of students, ensuring student equipment is 
sanitized and put away, retrieving students who attempt to leave their learning 
environment; calming and or restraining students engaged in challenging behaviours; 
supervising and assisting students who utilize a variety of life skills tools (i.e. scissors 
cooking utensils, etc.)  
 

9. Administer First Aid and CPR as required; administer prescribed medication as 
required. EAs are provided with instruction by their supervisor with regard to giving 
prescribed medication to a student. 
 

10. Provide personal care including toileting, diapering, feeding, dressing, grooming, etc. 
ensuring that student dignity is maintained. Attend to physical needs including lifting, 
positioning and range of motion programs as identified by appropriate personnel. 
 

11. Prohibited Activities 
It is important that EAs know the limits of their job. While there is no legislation that 
covers EAs, teachers are covered by legislation as to the definition of their roles. 
Information is provided by the Alberta Teachers’ Association document of the Roles and 
Responsibilities of Teachers and Education Assistants.  EAs must know the content of 
this document and abide by it. 

PROFESSIONAL ETHICS 

 
Practice professionalism by following a code of ethics. What are ethics? They are the principles 
of conduct and moral values that govern any individual or group of people. Most ethical issues 
that EAs struggle with relate to concerns about specific students and programs and 
disagreements within the school team.  
 

 Be committed to the student. Respect the dignity of each student regardless of their 
disability, race, gender, gender identity, gender expression, or cultural background.  Deal 
thoughtfully, fairly, and justly with each student.  Advocate for the student. 

 Follow the proper lines of communication. If you need assistance or clarification, speak 
directly to your supervisor. This is usually the classroom teacher or another designated 
person such as the Diversity Teacher or Student Services teacher. 

 Maintain confidentiality as all matters related to the school, its personnel, the students 
and their families should not be discussed outside of an educational team meeting. 

 Refer parental requests for information about their child to the teacher. 
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 Be committed to the profession.  Conduct oneself in a respectful manner, recognizing 
that your behaviour affects your colleagues and your profession in general. 

 Participate in appropriate inservices which will enhance job performance, skills, and 
knowledge. 

 Respond unselfishly to colleagues seeking professional assistance. 

 All times communicate professionally (by email, phone, person-to-person, etc.) with all 
stakeholders. 

 
NOTE: REFER TO APPENDIX 6 – COLUMBIA COLLEGE PROFESSIONAL CODE OF 
CONDUCT 

MISSION STATEMENT 

The mission of the Columbia College Education Assistant Professional Certificate Program is to 
provide excellence in programing in order to build capacity in our students to be of service, to 
act with care and integrity in the work they do with a diverse population of students and 
individuals with disabilities, in addressing their needs, and helping everyone to learn. Our 
program aims to develop the teaching/support skills and employability of our students. 
 
Our focus is to deliver an exceptional education where the focus is on providing relevant and 
current curricula that prepares our students as professionals in their field. Our faculty is to 
possess education, experience and training in the field of education in order to provide our 
students with first-hand knowledge and case studies to promote understanding of their field of 
study. 
 
The Education Assistant Professional Certificate Program is part of the Human Services 
Department whose values are stated below. The Education Assistant Program subscribes to 
these values. 

 We are here, to heal not to fix. 
 We are here, to give dignity not to take it. 
 We are here, as learners. 
 We are here, as citizens. 
 We are both the community and the people we serve. 

 

THE EDUCATION ASSISTANT PROGRAM  

 
 
The Education Assistant Professional Certificate Program is part of the Human Services 
Professional Programs Department at Columbia College.  The Director of this department is 
Tobias Mwandala, MSW, RSW.  The Practicum Facilitator is Lucy Dooley, B.A., M. Ed. (Special 
Education). 
 
The Education Assistant Professional Certificate Program is composed of students who have 
chosen to take the six-month certificate and with those who are enrolled in the one-year Human 
Services Professional Diploma – Education Specialization.  
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REQUIREMENTS  

Besides meeting the English entry assessment requirements, students in this program are 
asked to meet other requirements listed below. 

Prior to taking part in a practicum field experience, the student must meet the following criteria: 

 Clear Criminal Record Check with Vulnerable Sector Search. You will be showing this 
Criminal Record Check to the principal or administration of your practicum site.  You are 
expected to have the Criminal Record Check where you have paid the $30 required. 
This makes you ready for either a paid or unpaid practicum.  You are not selecting a 
volunteer Criminal Record Check. 

  

 Child Intervention Check is completed and acceptable to Columbia College. 
 

 Have a Standard First Aid and CPR – Level C certificate. Emergency First Aid or any 
other Level than Level C will not be accepted. Please note that online First Aid and/or 
CPR is not accepted. 

 
Standard First Aid with CPR Level C ensures that you are prepared for your practicum 
and employment.  This level of First Aid and CPR provides you with hands-on training so 
that you are prepared to work with children and adults. For example, consider that you 
must be prepared to act if a child begins to choke or undergoes a seizure. It is expected 
that you will know what to do and act quickly. 
 

 It is recommended that you have your immunizations up-to-date. 
 
Throughout your program, you must meet the following requirements: 
 

 Have satisfactory attendance and progress in all courses. You must complete all 
academic coursework satisfactorily and maintain a minimum GPA of 2.0 throughout your 
program. Students who do not maintain a minimum GPA of 2.0 will not be permitted to 
go out on practicum and may be withdrawn from a practicum if they are unable to 
maintain this minimum GPA. Columbia College takes pride in its students and will only 
permit students to go out on a practicum who are academically sound and fit to practice.  
Appropriate and professional attitude and behaviour are important considerations. 
 

 Attend and participate at the practicum site and in all practicum workshops, including 
meeting assignment requirements as stated in the course outline. 

 

 Understand and comply with Columbia College’s Student Code of Conduct (ADM-P229) 
and Columbia’s Commitment to Human Rights and Diversity Policy (ADM-P079). Both 
policies are found on our website at www.columbia.ab.ca under Academic Regulations, 
Bldg. 802, Main Office, and from the Director. 

 

 Complete your practicum by the end date of your program or sooner. 
 

 Be available to take compulsory Non-violent Crisis Intervention Training Certification 
according to the dates set by the College. 

 

  

http://www.columbia.ab.ca/
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Recommended Supplies 
 

 A general binder with loose-leaf paper – a place to store handouts and make notes 

 Pens, pencils, highlighter, etc. 

 Practicum course binder to hold handouts, reflections, etc. This will need to be brought 
to each practicum workshop. 

 A Portfolio Binder for Practicum – more information will be provided on the type of 
binder. 

 Please note the recommendations made by the College regarding computer 
requirements.  
  

Attendance  
 

 Columbia College takes attendance in every class. Be familiar with Columbia College’s 
Attendance Policy. You can be placed on Attendance Alert and Probation. 

 It is a professional courtesy to notify your facilitator that you will be absent from class. 

 With regard to attendance, it is considered unprofessional to: 
o Arrive late and disturb the learning of others 
o Leave early 
o Leave class for extended periods of time 
o Leave class to take non-emergency phone calls 

 Practicum:  
o It is important that you notify your Practicum-site Supervisor any time you are 

going to be absent or late from the school.  Be sure you know the contact 
information to do this. This is an important professional responsibility. *Be aware 
that your Performance Evaluation document has a section on attendance. When 
applying for employment, you will be asked to provide your Performance 
Evaluations to the organization. You may also need a reference from your 
supervisor. 

o It is important that you notify your practicum facilitator if you are going to be 
absent or late for your practicum workshop. This can be done by emailing 
lucyd@columbia.ab.ca.  

o It is important that you arrive at your practicum-site classroom early (at least 10 
minutes early) in order to meet with the teacher to find out what you will be doing 
that day. Do not come only when class begins. The teacher must have time to 
talk to you and give you instructions. You are part of the instructional team. 

o Do not view your practicum experience as if you are volunteering.  This is a job.  
You will have a schedule that you are responsible for keeping. Remember that 
the school and children rely on you to be there. 

 
Homework 
 

 Students should be prepared to spend an average of 4-6 hours every day on pre-class 
homework. It takes time to do the necessary reading for an accelerated program. More 
time has to be allocated when doing research, writing term papers, doing projects, and 
preparing for presentations. 

 Students are expected to complete all assigned homework before each class. You will 
be tested daily on your readings. This is usually a multiple-choice test consisting of 10-
15 questions. This is done at the beginning of each class. 

 Homework assignments for each day of class are provided under the heading “Class 
Overview” at the back of the corresponding course outline. 
 
 

mailto:lucyd@columbia.ab.ca
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Dress Code 

Columbia College recognizes that students have the right to dress in a manner consistent with 
their culture, religion, gender, gender identify or gender expression. 

However, students should be dressed in a professional manner appropriate to their learning 
environment or practicum site as established by their program. 

However, the following is not permitted for students in any program: 

 Any items with logos, pictures or words which may be offensive to others. 

If the student is uncertain or has any questions, please speak to the Program representative or 
your Admissions Advisor. 

EAs should take notice of what the EAs wear at the school and be governed accordingly. 
Please note that what you wear as an EA on the job is different from what you would wear to an 
interview at the school. Dress professionally and formally for an interview. 

Use of Scents 

Columbia College recognizes that students and staff may have scent allergies and encourages 
everyone to maintain a scent-free environment. This practice is also applicable to practicum 
sites.   
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COURSE DELIVERY SCHEDULE 

Subject to change. 

 The program is delivered in five (5) semesters over a period of twenty-five (25) weeks: 
Please note the change in semester 5 where you will be only taking one course over a 
period of 2.5 weeks. This gives you the opportunity to use the remaining 2.5 weeks to 
complete any outstanding work and practicum hours. 

 You will be attending classes on Monday and Wednesday evenings: 5:30 – 9:30 p.m. 
(9 classes) and Saturdays 8:30 a.m. – 5:00 p.m. (5 Saturdays) 

 
Semester 

2018 
Course  

Tues./Thurs. 
Course 

Saturdays  

1 
(5 weeks) 
Jan. 2 – 
Feb. 3 

 

ENGL110 
Fundamentals of 

English Composition  

HSPD 266 
Planning for Inclusion of 

Students with 
Exceptionalities 

 

2 
(5 weeks) 
Feb. 5 – 
Mar. 10 

 

INTE125 Computer 
Skills for Professionals 

 
PSYC106 

Child Development - An 
Introduction 

 

3 
(5 weeks) 
Mar. 12 – 
Apr. 14 

 

 

HSPD151 
Approaches to Learning 

 

HSPD 235  
Speech and Language 

Development 
 

4 
(5 weeks) 
Apr. 16 – 
May 19 

 

 

HSPD105 
Supporting Instruction 
Across the Curriculum 

 

HSPD113  
Observation & Techniques 
in Behaviour Management 

 

5 
(2.5 weeks) 
May 21 – 
June 9 

 
 
 
 
 

Tues./Thurs./Sat 
COMM 115 

Fundamentals of 
Effective Interpersonal 

Communication 
 

 

June. 10 – 
June. 23 

Break* 
Program officially ends  

June 23, 2018 
 

 
Jan. 2 – 
June 23  

HSPD241 
Human Services 

Practicum A 
150  Hours 
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COURSE DESCRIPTIONS 

INTE125 – COMPUTER SKILLS FOR PROFESSIONALS 
This course has an emphasis on the computer skills and knowledge students will need to be 
effective professionals in today’s work environment. Emphasis is placed on understanding the 
Internet, keyboarding, word-processing, spreadsheets, database, and presentation software. 
Students will also be exposed to current Assistive Technologies, and learn how these can be 
used to increase access by individuals with disabilities. Prerequisite: None 
 
ENGL110 – FUNDAMENTALS OF ENGLISH COMPOSITION 
This course focuses on fundamental writing skills at the post-secondary level.  There will be an 
emphasis on using correct grammar, mechanics, and essay writing. Students will examine 
examples of good writing, do short summaries, participate in critical exchanges in an individual 
and group setting, and complete several short writing assignments covering a spectrum of 
styles and purposes. APA formatting and citation is an important component of this course. 
Prerequisite: None 
 
PSYCH106 – CHILD DEVELOPMENT – AN INTRODUCTION 
In this course the topic of child development will be explored to prepare learners to work with 
children in a variety of settings. Specifically, the course will explore the theories and research 
that has shaped our understanding of human development. The course will also examine the 
various stages of physical, cognitive, intellectual, sexual, social, perceptual, language, 
personality, and moral growth from birth to adolescence. Finally, a review of atypical 
development in children will be covered. Prerequisite: None 
 
HSPD151 – APPROACHES TO LEARNING 
This course is designed to help students gain an understanding of the learning process. 
Emphasis will be placed upon learning modalities and styles. There will also be an examination 
of theories of child development and transfer of learning and motivation.  Lastly, environments in 
which learning can occur will be examined. Prerequisite: None 
 
HSPD113 – OBSERVATION & TECHNIQUES IN BEHAVIOUR MANAGEMENT 
This course is designed to help students to understand and manage children with behavioural 
and/or emotional challenges. Students will learn how to apply the principles of Applied 
Behaviour Analysis appropriately and ethically. Topics will include data collection, setting 
behavioural objectives, logical consequences, reinforcement techniques, encouragement, and 
teaching students to manage their own behavior. Emphasis is on a systematic approach in 
order to observe, to explain, predict, and improve the well-being of the individual. Prerequisite: 
None 
 
HSPD235 – SPEECH AND LANGUAGE DEVELOPMENT 
This course provides an in-depth examination of language acquisition and literacy development. 
Education Assistants will learn how language develops, the properties and components of 
language, strategies to use to support literacy development, and ways to adapt strategies, 
materials, and activities to support students in reading and writing development. Students will 
also learn how to help ESL students. A study of speech and language disorders will be a 
component of this course. Prerequisite: None 
 
HSPD266 – PLANNING FOR INCLUSION OF STUDENTS WITH EXCEPTIONALITIES 
This course focuses on differentiated practices and strategies to assist educational assistants 
with their work in an inclusive classroom. Planning and working with various exceptionalities will 
be studied such as learning and behavior exceptionalities, intellectual disabilities and autism 
spectrum disorder, and communication exceptionalities. Issues related to inclusive schools, 
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including diversity and equity, will also be explored. Students will learn how to develop an 
inclusive climate, and how to build a relationship with students, parents, and other key 
stakeholders involved in the inclusion of students with exceptionalities. Students will become 
familiar with the Principles of Universal Design. Prerequisites: None 
 
COMM115 – FUNDAMENTALS OF EFFECTIVE INTERPERSONAL COMMUNICATION 
Successful, healthy, and productive interpersonal relationships form the foundation of human 
services work. This course focuses on building self-awareness, the communication process, 
and the development of professional communication skills. Prerequisites: None 
 
HSPD105 – SUPPORTING INSTRUCTION ACROSS THE CURRICULUM 
This course focuses on providing instructional support to learners through practical classroom-
tested strategies in a variety of content areas such as language arts, math, science, and social 
studies. Students are shown how to adjust and modify tasks to meet the individual needs of 
students. This course brings together theory and practice in authentic, meaningful, and 
productive ways. Prerequisite: None 
 
HSPD241 – HUMAN SERVICES PRACTICUM A (150 HOURS) 
Students will take part in a combination of field-based practicum experience (150 hours) and 
monthly workshops (12 hours. During the workshops, the students will be preparing for their 
professional career as an education assistant and learning about the duties and responsibilities, 
challenges, and ethical dilemmas that might arise. A special focus will be placed on developing 
workplace attitudes and professional behaviours, refining interviewing skills, and building job 
search skills. Students will have an opportunity to share practicum experiences, linking theory 
and practice, and to ask and resolve questions based on the field experiences. Part of the 
practicum experience consists of Non-Violent Crisis Intervention training resulting in the student 
receiving a certificate from the Crisis Prevention Institute. 

ACADEMIC PROGRAM POLICIES 

A. Grading System 

GRADE EVALUATION GRADE POINTS PERCENTAGES 

A+ 

A 

A- 

EXCELLENT 

4.0 

4.0 

3.7 

95 - 100 

90 - 94 

85 - 89 

B+ 

B 

B- 

GOOD 

3.3 

3.0 

2.7 

80 - 84 

75 - 79 

70 - 74 

C+ 

C 

C- 

SATISFACTORY 

2.3 

2.0 

1.7 

65 - 69 

60 - 64 

55 - 59 

D POOR 1.0 50 - 54 

F FAIL 0.0 <50 

 
The minimal passing grade in all courses except HSPD241 (Practicum) is 50% or a D grade.  
Please aware that in order to maintain a 2.0 Grade Point Average, a student must achieve more 
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than the minimum grade level in their courses.  HSPD241 - Human Services Practicum Course 
is evaluated on a Pass/Fail basis. 
 

B. Graduation Requirements 

To graduate from the Education Assistant Professional Program, students must: 

 Earn 30 credits by achieving a passing grade in all 10 courses, 

 Achieve an overall GPA of 2.0 or higher (equivalent to a C or 60-64% average), 

 Successfully complete the practicum portion of the Program as outlined in the 
Course Outline. Must also complete all evaluation components of HSP241. 

 

C. Statement of Grades 

 Upon completion of each semester, students will receive a statement of grades 
from the Office of the Registrar. Grades are considered official only when this 
statement of grades is received. 

 

D. At-Risk Process 

 Student academic progress is closely monitored each semester by the facilitators, 
Director, and the Registrar’s office. 

 Students who fail to achieve or maintain the minimum academic requirements are 
considered At-Risk and may be placed on Academic Alert and/or Academic 
Probation.   

 Students may refer to the Student Code of Conduct (ADM-P188) for details 
related to Academic and non-Academic misconduct, as well as, Columbia’s 
Commitment to Human Rights and Diversity Policy (ADM-P029).   

 Any student whose performance is considered At-risk and are being put on 
Academic Alert will be notified by the Director or their designate in writing within 
the first 2 weeks of each semester or as soon as possible.  

 Individual student progress will be reviewed by the Registrar’s Office at the end of 
each semester, and any student considered ‘At-Risk’ will be placed on Academic 
or Non-academic Probation. The student will be required to develop a Plan of 
Action to address the concerns that led to probation and meet with a Life Coach 
or Learning Strategist as required by the Registrar’s office and the Program.  At 
the end of the probation period a review will take place by the Program Director, 
and a decision will be made as to whether the student may continue or a 
recommendation for withdrawal from the program will be made. 

 Please note that the At-Risk process applies to all courses, including your 
practicum course and any other required attendance at workshops, etc. 

 

E. Academic Alert 

A student who is considered academically At-Risk may be placed on Academic Alert as a 
warning that they are not meeting the academic requirements of a course or program. 
Attendance is an important factor that is considered as it impacts academic performance. 
Students may be required to meet with a Learning Strategist, Life Coach, the Director or 
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other staff to review the situation and provide support to help the student succeed. The 
student’s academic performance will be carefully monitored while on Academic Alert. 

 

F. Academic Probation 

There are a number of reasons why a student may be placed on Academic Probation.  
Some of the reasons are: 

 A student is readmitted to the program after having to step out or withdraw for 
academic reasons. 

 A student commits an act of academic dishonesty, but is allowed to remain in the 
program. 

 A student fails a course. 

 A student does not show sufficient improvement after being identified as being At-
Risk. 

 

G. Non-Academic Probation 

A student may be placed on Non-Academic Probation based on a number of reasons. 
Some of the reasons are: 

 Demonstrating unprofessional behavior as established by College policies and 
program expectations.  

 Ceasing to support the Columbia College Human Services Department Mission and 
Value statements as stated in this document. 

 Demonstrating inappropriate classroom behavior that affects the learning 
environment of others. 

 Creating and taking part in a conflict that disrupts the learning of others. Refusing to 
resolve a conflict. 

 

H. Incident Reports 

The Student Code of Conduct clearly outlines the process to be followed when a 
decision is made by an employee or student to submit an Incident report concerning a 
situation that may have occurred. The person identified in the incident report is to 
receive a copy of the report unless there is a concern regarding safety. An investigation 
is required by the receiver of the incident report. A final decision as to action to be taken 
(may be a sanction) is made by the Registrar. A student may respond to the incident 
report in writing and may appeal any decision related to it by following Columbia’s 
Student Appeal Policy and Procedures document. 
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I. Withdrawal from the Program 

Should a student need to withdraw from the program, please consult with the Director 
before taking any action. The contract you signed with the College contains information on 
the financial implications of your decision.  Please review this information. 

A student may be required to withdraw in the following circumstances: 

 A student whose GPA falls below 2.0. 

 A student who is not meeting the performance standards of the program after being 
placed on Probation. 

 A student whose behavior is such that their actions significantly disrupt the learning 
environment. 

 A student who is considered not Fit to Practice.  Fitness to Practice is defined as the 
physical, mental and emotional capacity to practice safely in accordance with the 
student’s program and practicum (field experience). 

 

J. Student Learning Support Services 

Students may contact Learning Services to access any of the following by emailing 
learningservices@columbia.ab.ca. 

Students may also contact the following according to the contact information below. 

Learning Coach – EAs may see the Learning Coach for 6 times during their program for 
up to 45 minutes per session. Students in HSPD (Diploma) may see the Learning Coach 
for 12 times for up to 45 minutes per session.  Fees apply if more time is required. The 
Learning Coach can help you with organizing your term papers, preparation for tests or 
exams, study skills, etc. The Learning Coach does not provide proofreading or editing 
services. 
 
Academic Strategist – There is a fee for services. Please speak to the Learning Services 
Specialist for further information. Students who are registered with Accessibility Services, 
may apply for a government grant. The Academic strategist will provide professional 
learning strategy assistance and guidance. The Academic Strategist does not work on 
assignments or review test material.  

 
Life Coach – You may see a Life Coach to help you sort through personal decisions. You 
may see the Life Coach for 6 sessions for up to 45 minutes each session.  Fees apply if 
more time is required. 

 
Columbia’s Tutoring Program – This is a fee-based service.  Contact Penny Hajdu, 
Coordinator Student Further Education, at 403-235-9300 Ext. 264 or email 
pennyh@columbia.ab.a. See Tutoring brochure at the front waiting area in Bldg. 802. 

 

mailto:learningservices@columbia.ab.ca
mailto:pennyh@columbia.ab.a
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Accessibility Services Advisor – Contact Lucy Dooley at 403-9300 Ext. 333 or 
lucyd@columbia.ab.ca. This service is for anyone with disabilities or medical conditions – 
temporary or permanent or experiencing any difficulties accessing education for other 
reasons. 
 

K. Tests 

All tests will be delivered during scheduled class time. Tests may not be written in advance 
of the scheduled date when a known absence is to be taken. Based on the Columbia 
College Four Stage Learner Centered Model, students are expected to complete all pre-
class homework assignments and be prepared to write tests in class based on what they 
have learned. 

 

L. Protocol for Writing Tests/Exams 

 In order to be allowed to do a missed daily test, the student must have an excused 
absence by the College.  Proof will need to be provided to the Director.   

 Final Exams – Exam schedules are located in each building on a bulletin board and on 
the Columbia College website Outlines page.  Students may or may not be writing their 
exams in their present classrooms or regular day of classes. 

 All personal belongings (including cell phones, books, bags, outerwear etc.) must be 
removed from the desks.  

 No talking during tests/exams is permitted.  If you need assistance, please raise your 
hand and the facilitator/proctor will come to you.  

 Upon completion of writing a test/exam, students may be allowed to leave the classroom 
as determined by the facilitator.  

 Additional guidelines may be posted and presented to the students by the 
facilitator/proctor prior to each session.  It is the students’ responsibility to review the 
posted guidelines and direct any concerns to the facilitator prior to the test/exam. 

 Once the facilitator has completed grading the Tests, the students will be able to review 
their papers to see where they made mistakes. The results will be posted electronically 
for students to view privately. Please note that all tests have to be returned to the 
facilitator for keeping during the class. Tests may not be taken home. Tests are given to 
the Director to store in case of a final Grade Appeal. 

 Students with disabilities/medical conditions may apply for accommodations through 
Accessibility Services at 403-235-9300 Ext. 333 or email 
accessibilityservices@columbia.ab.ca. 

 Late Arrivals - Students who arrive late for a Final Exam will only be permitted into the 
exam room during the first thirty minutes. If the student is late more than thirty minutes, 
the student will be referred to the Assessment Centre Lead who will determine if the 
student should be permitted into the Exam Room.  Please note that no extra time is 
provided if you are late. 

 Students who arrive late to class and the Daily Test has started will not be given extra 
time for the test. 

 The Director will consider each case on an individual basis. 

 

mailto:lucyd@columbia.ab.ca
mailto:accessibilityservices@columbia.ab.ca
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M. Requesting an Exam Deferral 

Any student who is unable to write an exam due to a medical or personal crisis must 
notify the Director or designate prior to the exam date. Should an emergency arise 
where it is not possible to provide prior notification, the student must inform the Director 
as soon as possible.  Documentation for reason of absence may be required.  Students 
should fill out an Application for Deferred Examinations (SSPP-F012), available on 
the Columbia website under Forms, at Bldg. 802, Main Office, and from the Director. 
Submit the completed form to the Director. There is a fee for deferral. 
 
Students should be familiar with this application and approval process.  Please note that 
a facilitator cannot give permission for an exam to be deferred.  
 

N. Daily Summaries 

“Daily Summaries” missed due to absence will result in a “0%” grade recorded.  A “0” 
grade is allotted as the student was not present in class to be able to provide a summary 
and reflection of learning activities that occurred. The facilitator may also give a specific 
topic to write on. You must write this in the last 30 minutes of the class. Any prepared 
summaries prior to this time period will not be accepted. 

 

O. Assignment Deadlines – Requesting Assignment Extensions 

 All assignments must be completed within the course timelines and as stated in 
the course outline. 

 Late assignments will be subject to a grade penalty of minus 5% per day. 

 A student who knows they will be absent on the assignment deadline may hand in 
their assignment early to avoid penalty. 

 A student may request an assignment extension by filling out the Application for 
Assignment Extension (SSPP-F013) available on the Columbia Website under 
Forms, at Bldg. 802 Main Office, and from the Director. Please note that a 
facilitator cannot give you an extension on your assignment. Only the director is 
able to do this. 

APPEAL PROCESS 

A student may appeal a decision arising from these policies by following the Student 
Appeals Policy and Procedure document located on the Columbia College website 
(under Academic Regulations), request it from the Main Office, Bldg. 802 or from the 
Director. While pursuing an appeal, an Academic or Disciplinary Action/sanction will 
remain in effect, pending the outcome of the appeal process.  
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HSPD241 – Human Services Practicum Course Part A - 
Information 

 

 

 

 

Journey in 

Who am I? 

by Fred Benton Homberg 

 

Each time that I think I have the answer, I 

discover that there is still more to find. I seem 

to be an unfolding, a continuous process of un- 

folding that had no beginning and has no end. 

 

The Journey In is the beautiful and the ugly, 

the painful and the proud unfolding of who I 

am. That fact is not profound. It is simply true. 
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PRACTICUM EXPERIENCE SCHEDULE – Jan. 2018. 

 Introduction – Orientation – Dec. 11-13, 2017  
 
2018 
 

 Jan. 9 – Workshop #1 
 

 Jan. 23 – Workshop #2 
 

 Feb. 6 – Workshop #3 
 

 Mar. 13 – Workshop #4 
 

 Apr. 17 – Workshop #5 
 

 May 22 – Workshop #6 
 

Please see the course outline for details regarding the schedule. 

 

Tuesdays 

3:00 p.m. – 5:00 p.m.   Rm. 805-114 

 

WHAT IS A PRACTICUM COURSE? 

A practicum course is a field experience where you learn by being immersed into the real work 
world of the EA. It is an experiential method of learning that is intended to develop 
occupational competency.  Through a three-way partnership between the student, the 
employer community and Columbia College, a practicum provides the opportunity to extend the 
classroom beyond the confines of our facilities. 

Part of your practicum course is training in Non-violent Crisis Intervention (CPI).  

Date:  January 15, 2018: 9:00-5:00.   

There is an on-line component and compulsory one-day workshop. You will receive a certificate 
from the Crisis Prevention Institute, a recognized credential in the field for over 35 years. 
Receipt of a certificate is based on successfully completing the entire workshop, passing a test, 
and meeting all certification requirements. In this workshop you will learn how to diffuse and 
manage disruptive and potentially violent behavior. This workshop will also help you learn to 
debrief this type of situation and how to document an incident. You will learn holding skills 
(physical intervention) and what do in a situation that is physical in nature (e.g. student grabs 
your hair, bites you, kicks you). This workshop is important in that it will help prepare you to deal 
with behavior challenges in an appropriate and safe manner.  
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WHAT ARE SOME OF THE BENEFITS OF A PRACTICUM 

Students have an opportunity to: 

 Incorporate theories learned from the classroom and expand their knowledge through 
related work experience.  

 Develop a better understanding of the relationship between formal education and job 
success. 

 Develop attitudes necessary for successful job performance. 

 Transition successfully from school to work or from a previous career to being an 
education assistant. 

 Develop skills, explore career options and network with potential employers. 

 Gain experience in the industry, giving you a competitive edge when applying for fulltime 
employment. Graduates are prepared to be productive in their field of work immediately 
after they complete their studies. 

 Build a career-relevant resume and professional portfolio, so that you are job ready and 
are able to present yourself with confidence at an interview. 

COLUMBIA COLLEGE RESPONSIBILITIES 

The practicum facilitator will: 
 

 Manage the practicum process.  

 Determine that a student is ready to start and continue in a practicum. Ensure that all 
document have been filled out. Give the student approval to begin a practicum. 

 Support students who need help in setting up a practicum placement. 

 Communicate with a potential practicum placement, and visit the host site (as needed). 

 Ensure that non-paid students are covered by Workers’ Compensation through Columbia 
College. 

 Act as a mediator when there are problems between the student and the school. 

 Collect and review evaluations and log hours forms. 

 Meet with the student at the end of the practicum to discuss overall practicum experience 
and final Performance Evaluation as needed. 

 Inform students when they are being put on Academic Alert Status, Probation, or being 
recommended for withdrawal from the course. 

 Determine when a student has completed all course requirements to a satisfactory level as 
stated in the course outline. 

 May provide a reference (if needed and requested) to help the student secure a job. 

 Provide advice on various matters. 
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PRACTICUM ON-SITE SUPERVISOR RESPONSIBILITIES 

For a practicum to be successful, the on-site practicum supervisor and the student must 
establish an effective working relationship.  The student can expect that the on-site practicum 
supervisor would: 

 Advise the student with regard to all issues of confidentiality in the workplace and ensure 
that any non-disclosure agreements are signed prior to the commencement of the student 
placement. 

 Assign the student to a teacher. This is usually done by the principal of the school. 

 Provide the student with an orientation to the workplace, including an overview of the 
organization (e.g., mission statement, etc.), physical layout, relevant personnel, and safety 
practices as applicable. 

 On a regular basis, provide the student with feedback on how they are doing, including 
areas of strength and areas requiring improvement. 

 Provide relevant learning opportunities that will help students gain skills required to be 
successful as an EA. 

 Contact the Practicum Facilitator immediately (by telephone or email) if there are any 
concerns regarding the practicum placement or the student. 

 Complete a mid-term and final evaluation of the student’s performance during the 
practicum and discuss the evaluation with the student. Where a student completes their 
practicum within a short period of time, only a final evaluation is necessary. 

 Sign the student’s completed Log Hours form. 

STUDENT RESPONSIBILITIES - THE PRACTICUM PROCESS 

Learning is not a spectator sport, nor only a textbook study. You cannot sit in class only listening 
and not participating or thinking about something else. You must talk about what you are 
learning, reflect on it, write on it, and think about it, often in light of your past experiences. 
Learning should change you. Engagement is needed in all your courses.  

Your practicum workshops provide you with an opportunity to fit theory and practice together, 
prepare you to be a professional, and provide valuable experience about your chosen career.  
Reflection is a key component of your practicum course. 

Your practicum course (HSPD241) begins as soon as you start your program, and it is spread 
throughout your program. Students must secure a practicum according to the steps stated 
below.   

Step #1: Develop a Resume and Cover Letter 

It is important that you develop a professional resume to begin your practicum search.  You will 
have a Resume Workshop during orientation. Your resume will be part of your Practicum 
Package that you give to the principal. You will take part in a resume workshop by a Columbia 
College Career advisor. Put time into creating your resume.  You may get assistance from the 
Career Advisor as you work through making your resume. Begin by emailing your resume to 
your practicum facilitator by Jan. 3, 2018. A template for a cover letter will be emailed to you 
once your resume has been successfully completed. The above 2 documents are important in 
securing a practicum placement. They should be placed in your Practicum Package that you will 
give to the principal of the school.  
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NOTE: Do not begin your practicum without approval from the practicum facilitator. If you begin 
a practicum without approval from the practicum facilitator, these hours will not count towards 
your practicum hours.  In cases where a contract does not exist between the practicum site and 
Columbia College, you have no Workers’ Compensation coverage. You do this at your own risk. 

Step #2:  Identify 2 practicum sites you would like to go to.  

Think carefully and strategically about your practicum placement.  What kind of experience 
would you like to have?  Your practicum experience is likely the most important course you will 
be taking. It demonstrates in a real setting what you are able to do. It is critical information to put 
on your resume. It is the road to employment. 

Thus, it is very important to carefully select a site that will provide you with a positive and 
practical learning experience. What skills do you want to learn? Where do you want to work as a 
professional in the future? 

Think about getting experience in regular inclusive classrooms and in special programs. You 
can split your 150 hours into two different practicum placements or simply ask the school for this 
experience, if possible. 

If you want to split your practicum hours between two schools, it is advisable to do half of the 
hours in one school, and then begin the remainder of the hours in another school.  Some 
students have been successful in going to two schools throughout their practicum.  Much 
depends on your availability and what works for you.  Be sure to use a new Hours Log form for 
each school.  As well, each school will be required to provide a separate final evaluation. 

Students are expected to show initiative and be self-directed in finding a suitable practicum site 
and setting up their own interview or meeting.  Should a student have difficulty doing this, they 
should contact the practicum facilitator for assistance. Securing your own practicum placement 
site allows you the freedom to choose (with some conditions) where you would like to do your 
practicum and the type of school or program. This could lead to employment. 

If you are searching for a placement in a CBE (Calgary Board of Education) School 

If you are considering a CBE school, you will need to first get a commitment from the school to 
take you as a practicum student. Then, notify the Practicum Facilitator who will contact the 
school with additional information and will formally inform CBE.  

Please email the Practicum Facilitator with the following required information: 

 Name of School (correct full name),  

 Name of principal, (Ask for the Principal’s business card.) 

 Phone number (principal’s), 

 Email to principal,  

 Name of teacher mentor (if you know it at this time), email to teacher mentor 

 Date practicum is to start (once you know it) 
 
How to get a commitment from the school: 

You can: 

 Go to the school in person and ask to see the principal. If the school advises you 
differently, please follow the request. Be sure to make it clear that you are 
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seeking an Education Assistant practicum and not a Student Teacher practicum. 
Be specific.  

 Email the principal. 

 Also, do not continue to call a school each day for a response.  School principals 
are busy, so please be patient. 

 
If you are searching for a placement at the Calgary Catholic School District or Rocky View 
School District 
 
Select 2 schools that you are interested in doing a practicum.  Give the name of the school to 
the Practicum Facilitator who will contact the correct person at the school district and inquire as 
to the possibility of doing a practicum at these schools.  Please do not call the school or the 
school district or any other source at the School Board Office.  This is an arranged procedure. 
Often the School District will give us lists of schools that are interested in taking EAs.  
 
If you are searching for a placement at an external organization (i.e. Montessori, Renfrew, 
Phoenix Foundation, etc.) 
 
For external organizations, the organization’s representative will need to sign a contract with 
Columbia College.  One of areas covered in the contract is that Columbia College is responsible 
for Workers’ Compensation. This is very important for you.  You cannot start a practicum until 
this contract has been signed by all three parties: The organization, you, and Columbia College.  
Once the Practicum Facilitator has signed it, you will be informed that you may begin your 
practicum. The contract will be emailed to the organization for signature.  

Please note: 

1.  Consider carefully if you should do a practicum placement at a school where you are 
currently employed.  

You need to consider that if you encounter difficulties in your practicum. This may affect your 
current position.  It is also difficult to switch from one position to another, and staff will find it 
equally difficult to have different expectations of you when you are doing your EA practicum.  It 
may be to your advantage to do your practicum at another school and in another community.   

Having said that, we have had students do their practicum in a school where they hold a 
position such as a lunch supervisor or school assistant. In these cases, the principal has asked 
them to consider becoming an EA. As in all cases, each student’s situation is unique and the 
practicum facilitator will consider your request on an individual basis. Note that it is possible to 
count work hours for practicum only if you are assigned work as an Education Assistant. 

2.  Do not look for a practicum placement at your child’s school or where family members 
have children or are working. 

You will not be approved to select a school where your child or other family members have 
children attending or working.  Also, it is not recommended that you select a school in your 
immediate community. The above situation presents a conflict of interest for all parties. You 
could run into a problem that may affect your standing as a parent in the school and as a 
member of your community.  An EA practicum is like a job position. It is different from being a 
volunteer.  

When you begin your practicum, you become part of the staff. You will hear personal 
information about the children you work with. This can make parents very uncomfortable. As 
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well, your practicum teacher will be evaluating you. You may get positive and negative 
feedback. It is difficult to separate the parent from the practicum student role. 

As well, it is confusing for children to experience another child’s parent disciplining them and 
taking part as if they were an employee.  Your children can also be seen by others as having 
“special privileges”. It is difficult for your children to see you any differently than that of parent 
and conduct themselves accordingly. 

3. If you get a paid practicum 

Although most practicum placements are performed on a voluntary basis, some employers may 
pay a modest hourly wage to the student. If there is a remuneration, the student must inform the 
practicum facilitator in order to secure the correct contract form. Students who receive 
remuneration are to be covered for Workers’ Compensation by the paid practicum organization.  
 
If the student is employed in a different capacity (e.g. lunch supervisor), and has secured 
permission from the practicum facilitator that they can do their practicum at the school, 
Columbia College covers their Workers’ Compensation when they are in the position of a non-
paid practicum student.   

4. If you speak an additional language/s  

You may wish to consider going to a school that has immersion or bilingual programming in your 
language. Each school board has its own list of schools with a variety of focus:  French 
Immersion, Chinese (Mandarin), German, Spanish, Filipino, Italian, etc.  Also, there are other 
choices such as the Calgary Islamic School and other private schools. 

For all students who are considering a site, other than a CBE school, please email the correct 
full name of the schools (in order of priority) to the practicum facilitator as soon as possible. The 
practicum facilitator will contact the school district with your request and notify you when the 
placement has been approved. It is important that you follow this request, as we have this 
arrangement with the Calgary Catholic School District and Rocky View School District. 

Step #3 – Setting up a meeting with the school 

Usually, the school will contact you for a meeting. Please be flexible with availability. Come to 
the meeting earlier by at least 10 to 15 minutes. 

Be prepared for the interview 

Look at the school’s website. Think about why you have chosen this school and be able to 
explain it. Be open to new experiences. Don’t expect the school to provide you with all the 
information that is currently available on their website. 

Common questions asked at the interview 

 Tell me about your Education Assistant program. 

 What kind of experience would you like to have? 

 What grade levels do you want to work with? 

 Do you have any experience working with children with disabilities? Tell us about it. 

 Why do you want to be an education assistant? 

 What is your availability? 

When and how to use your Practicum Package 
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Be sure to present the package in the Columbia College folder provided for you. This presents a 
professional image and helps ensure that the information is not misplaced by the school. For 
CBE schools, be sure to present the package when you are requesting a practicum. If you do 
not do this, the principal will often contact Columbia College for information.  This just creates 
another step for the school and the College as both parties have to make time to do this. This 
delays your practicum start. 

 

The Practicum Package should contain: 

- A cover letter requesting the practicum (you will have a template to work from) 
- Your resume (once it has been approved by the practicum facilitator) 
- A host-site  information practicum handbook with the practicum facilitator’s business 

card attached – tells the school about your practicum  
- 2 evaluation forms  
- A sample Log Hours form 

The practicum schedule: 

The schedule you set is up to you and the school. It is recommended that students consider 
undertaking their practicum placement on a part-time basis of eight hours per week during their 
program. Be flexible. May entry students have less time to complete requirements by the end of 
the program. Divide the number of hours (150) that you have to complete by the number of 
months you have to do your practicum. This strategy will give you an idea of how many hours 
you need to do each month. Please factor this into your planning.  

NOTE: You are encouraged to do more practicum hours than the minimum requirement. This 
provides you with more experience to put on your resume and exposes you to more experience. 

IMPORTANCE OF MEETING PRACTICUM REQUIREMENTS 

1. It is important to understand that you are evaluated by both the practicum-site supervisor and 
by the practicum facilitator.  

The practicum-site supervisor evaluates the student by: 

 Observing the student’s performance on the job and giving feedback to the student. 

 Reviewing work and employability skills. 

 Completing a mid-term and final evaluation. One evaluation may be sufficient if the 
student completes their practicum in a short period of time. 

The practicum facilitator evaluates the student on: 

 How well the student has managed the practicum process, including attendance, 
promptness, participation and engagement in the practicum seminars/workshops, 
preparedness for practicum, professionalism, attitude, cooperation, and attention to 
detail and timelines. 

 How well the student meets assignment requirements. 

 Professional growth and self-awareness. 
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2. You must attend your practicum site, all seminars/workshops and meetings as required and 
as stated in your course outline. You should secure your practicum placement by the end of the 
second month of your program at the latest. Students who enter in May should try to secure a 
placement for a September start.  

Students who do not attend their practicum site, practicum seminars/workshops and meetings, 
and do not complete all assignments will not pass the course. The topics prepare you for your 
practicum experience, enhance knowledge being learned in the regular classroom, and prepare 
you for a career in education. The workshops aim to develop professionals. They also give the 
practicum facilitator an opportunity to get to know you, and thus, be prepared to provide you 
with a job reference if you request one.  

3. Complete all assignments as stated in the HSPD241 course outline. The practicum facilitator 
will not sign off that you have completed your practicum until all requirements stated in the 
course outline have been met. Do not consider that you are finished because you have 
completed your practicum placement. Carefully read over your course outline (HSPD241). 

4. Students who have not secured a practicum by the second month of the program may have 
difficulty meeting requirements of the program.  If you are not able to complete your practicum 
hours by the end of the program, you may request a practicum extension.  There is a fee of 
$300. You may request that the fee be waived, but this will depend upon the reason. If the 
reason is that you did not start early enough, the fee may not be waived in this situation. The 
only exception is the students who are starting in May and their fee may be waived after 
consideration by the Accounting Department. Students must be able to demonstrate that they 
have done everything they can to find a practicum placement and have been unsuccessful.  
Usually, most students do not have difficulty with securing a practicum placement, as there are 
many schools willing to take EA practicum students.   

5. Students with disabilities are required to meet all the same practicum requirements unless an 
accommodation has been granted for the practicum course requirements. 

PRACTICUM DOCUMENTS – WHAT TO DO WITH THEM ONCE THEY 
ARE COMPLETED 

Submit your original practicum documents - Performance Evaluation form and Log Hours form - 
to your practicum facilitator at 75 and150 hours.   

Keep track and complete the following: 

 Ensure your Log Hours form/s is kept up-to-date. Please note that the school will instruct 
you as to what hours to record. You do not usually record the time spent when you are 
on lunch or breaks. If you are at more than one school, use a separate Log Form for 
each school. If you are invited to a Professional Development Activity, you may count 
these hours towards your practicum hours.  Take every opportunity to learn. See how to 
complete this form in Appendix 5. Complete the entire form.  

NOTE: Be aware that forgery of records (falsification) and signatures is considered a 
serious offence, and if proven, you will be withdrawn from the program and you may face 
criminal charges. 
 
At the completion of your practicum, ask your school supervisor to sign your Log Hours 
Form. 
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 At Mid-Term (75 hours):  
o Ask your practicum-site supervisor to complete the performance evaluation form.  

Be sure it is signed by your practicum-site supervisor and signed by you with all 
the information filled out (on the back of the form). Turn this form over to your 
practicum facilitator.  Make a copy for yourself. 
 

 At the Completion of the Practicum (150 hours): 
o Submit the completed original Performance Evaluation Forms and Log Hours 

form (signed) to the practicum facilitator as soon as completed. Both require the 
practicum facilitator’s signature to be valid. You may make a copy of the 
completed evaluation.  
 

 The practicum facilitator will review your documents, sign them, and submit them to the 
Registrar’s office once you have completed all practicum requirements. This includes 
handing in a successfully prepared Portfolio.   

 

 Once the program has ended and you have completed all program requirements, the 
Registrar’s office will send to you, by mail, your Education Assistant Professional 
Certificate and Statement of Grades. 

COMMUNICATING WITH YOUR PRACTICUM SUPERVISOR 

 
Communicating professionally with your practicum-site supervisor throughout will ensure there 
is a good understanding of what is expected and there are no surprises.  It’s a good idea to 
schedule regular meetings with the supervisor to discuss progress and any important issues.  
Seek clarification whenever necessary.  
 
If the work is not challenging enough, let the practicum-site supervisor know that apart from your 
current assignment, you would also like additional assignments so that you can learn as much 
as possible. It’s always a good idea to be proactive. Be sure you are working with a variety of 
students who have disabilities, so that you can have first-hand experience in this area. If you 
find that you are not being given enough learning opportunities after speaking to the practicum-
site supervisor, please discuss this with your practicum facilitator. 
 
The practicum-site supervisor may suggest changes to improve the quality of your work and/or 
suggest a change in work habits.  It’s always a good idea to accept constructive criticism without 
personal insult as the practicum-site supervisor is genuinely concerned about your professional 
growth. If needed, clarify the supervisor’s expectations and discuss how to meet them. If you 
believe the criticism is unwarranted, discuss these concerns with your practicum facilitator first 
to determine a course of action. 

WHAT IF A PROBLEM ARISES 

Most problems arise due to miscommunication, faulty expectations on the part of either the 
student or the practicum supervisor, or because a stakeholder has not completed what was 
agreed upon. Students should speak to the person they are having difficulty with first, and then 
speak to their practicum-site supervisor if the issue is not resolved. If a resolution is not found, 
the student should contact the practicum facilitator for help. 
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Depending on the situation and at the discretion of the practicum facilitator, the situation may be 
initially discussed over the phone. After speaking to the student and the practicum-site 
supervisor separately, if required, a three way meeting may be scheduled to discuss the 
situation. If no feasible solution is found, the student may be removed from the practicum 
placement.  The student may then need to seek a second practicum placement.  

PROFESSIONALISM DURING A PRACTICUM 

It is expected that the student will display a high degree of maturity, sense of responsibility, and 
a good attitude and work ethic. See yourself as being a professional. Listed below are 
professional behaviours related to being an EA.  

Demonstrate Professional Behaviour 
A. Provide your contact number to your practicum-site supervisor and the teacher 
mentor. 
B. Turn off your cell phone in the school. When in the classroom, you must always give 
full attention. 
C. Always arrive at your practicum site (classroom) at least 10 minutes early before 
classes start so the teacher can give you instructions. 
D. Be conscious of keeping to the schedule you have agreed to with the school and stick 
to it. 
E. If you have a question, be conscious of when to speak to the teacher and when not 
to. If the teacher is busy with students, do not interrupt. 
F. Be flexible. 
 

Dress Appropriately  
A. Appearing professional in one’s dress and grooming can help you gain respect and 
confidence from colleagues and students.  View how others are dressed in the 
organization and dress accordingly.   
B. Students who have head coverings for religious or cultural reasons must meet safety 
and hygiene requirements. It is recommended that for practicum purposes, the Hijab 
should consist of a two piece covering which has a short neck length.  This may prevent 
a child from pulling on the Hijab and creating a safety concern for the EA.  It will also 
help when dealing with hygiene issues concerning toileting, cross contamination, etc. 
C. Piercings should be removed from the face or any other area where a child could pull 
on the piercing and the EA could be hurt. 
 

Be Part of the Team 
 A. Participate appropriately and cooperatively as part of the school team. 
 B. Demonstrate effective communication skills with all stakeholders. 
 C. Share relevant information at team meetings. 

D. Don’t wait to be asked. Take initiative.  
 E. Do supervision duties as assigned. Be helpful at all times. 
 
Maintain Confidentiality   

A. Most employers/school districts require that you sign a confidentiality agreement. Do 
not disclose personal information about the school/company outside of the workplace.  
B. Do not take pictures of the children you are working with without consulting with the 
teacher.  You may take pictures from the back so that only the heads of children are 
revealed. 
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Know the policies, procedures and rules of Columbia College and the host site  
A. You cannot plead ignorance or that someone didn’t tell you the rules. If you don`t 
understand anything in this booklet, please ask your practicum facilitator. 
B. Review the school and district policies.  Look on the District and School websites. 
 

Build Rapport with Students 
 A. Show enthusiasm, patience and understanding. 

B. Foster independence in special needs students, helping them to reach their potential.  
 C. Treat students in a respectful, responsible and fair manner. 
 D. At all-times be professional and appropriate in responding to student requests and       
      interactions. 
 
Provide Instructional Support 
 A. Assist students with assigned tasks and class work. 
 B. Adapt material as planned and directed by the teacher. 
 C. Assist students in meeting their IPP goals. 
 D. Record information as directed by the teacher. 
 
Implement IPP (Individual Program Plan) and BSP (Behaviour Support Plan) goals 
 A. Carry out teacher-directed activities to help students to reach their IPP/BSP goals. 
 B. Prepare specialized teaching aids and materials as planned by the teacher. 
 C. After appropriate training, carry out the recommendations or plan provided by  
                 consultants (e.g. occupational therapist, physiotherapist, speech/language  
                 clinician) 
 D.  Assist the student with inclusion and integration. 
 E.  Be prepared to assist students with health needs. 
 
Provide social/behavioural support 
 A. Use a consistent, positive behavior support system when working with students. 
 B. Provide students with feedback and reinforcement regarding behavior. 
 C. Build student’s self-esteem. 
 D. Redirect inappropriate student behavior in a positive way. 
 E. Reinforce and encourage appropriate behavior individually and in a group. 
 F. Monitor students within and outside of the classroom. 
 G. Monitor sanctions such as time out. 
 H. Observe and record student behavior.  

WORKING WITH STUDENTS WHO NEED PERSONAL CARE OR 
PHYSICAL TOUCHING 

If you are working with students who require personal care or physical touching, ensure that you 
are following the student’s personal plan (IPP). Be sure to ask for training from the appropriate 
source.  

IF YOU CAN’T COMPLETE YOUR PRACTICUM IN TIME 

If you are not able to complete your practicum by the end of their program, you will not be able 
to graduate.  You may request an extension of two months by filling out a Practicum Extension 
Form. This should be done prior to the end of the program. The form is to be given to the 



34 | P a g e  

Program Director for signature. The fee for this extension is $300. Payment must be made at 
the time the form is submitted to the Registrar’s office unless you want to request that the fee be 
waived. 

A request to have the fee waived may be made if: 

 You can demonstrate that you made every effort from the beginning of the program to 
find a practicum placement, and there were concrete reasons why you were 
unsuccessful in completing on time. 

 You went to resume appointments and completed your resume on time. (This 
information is recorded in Columbia’s Registration System.) 

 You completed your Cover Letter on time. 

 You asked for assistance from the Practicum Facilitator. 

 Other issues arose such as the school was not able to provide you with enough hours 
due to circumstances beyond your control. 

 Accommodations were granted to you by Columbia College. 

Process for requesting an extension: 

1. Fill out the Practicum Extension form and submit it to the Program Director. The form 
should clearly explain why you are seeking a practicum extension.  Be sure to state all 
that you have done to try to complete the practicum on time. Once the Practicum 
Director approves the form, it will be forwarded to the Registrar’s office.  This form is 
available on Columbia’s website under Forms, on the Moodle site for HSPD241, and 
from Bldg. 802, Main Office. 
 

2. Please note that all Practicum Extension requests do not have the fee waived 
automatically. The Accounting Department will review your request and make the final 
decision. 

 
3. If you do not complete your practicum course by the end of the extension period, you will 

be required to repeat the course and pay the tuition fee. In some circumstances, a 
further extension may be permitted. Each case will be handled on an individual basis by 
the Director and the Registrar’s Office. 

ON THE FIRST DAY 

 Dress professionally.  Do not wear jeans and shirts that you might wear on a Saturday to 
a football game, etc.  When you arrive, you become one of the staff of the school. 

 Bring a notebook and pen. 

 Arrive at least 20-30 minutes earlier.  Report to the Front Office. 

 Introduce yourself. 

 During orientation, learn about: 
o Staff room location and routines 
o Washroom location 
o Library/Resource Centre/Music Room/Gym 
o Technology & Assistive equipment 
o Photo-copier 
o Parking regulations 
o Schedule of classes and bells 
o Discipline policies and behaviour expectations 



35 | P a g e  

o Dress Code 
o Emergency procedures 
o Your assignment 

WORKERS’ COMPENSATION COVERAGE 

As an unpaid employee, you will have coverage with Workers’ Compensation through Columbia 
College.  If you are a paid employee, the employer is responsible for your coverage with 
Workers’ Compensation. 

Workers’ Compensation does a number of things such as: 

 Provide health care coverage and other costs associated with a work-related injury or 
illness. 

 Compensate injured workers for lost employment income. 

 Protect employers and workers from the uncertainty, cost and delays of legal action by 
providing no-fault coverage. 

What if you are hurt at work?  

Process to follow: 

1. Immediately inform your practicum supervisor. 
 

2. Contact Columbia College. If you are at an unpaid placement, your employer is 
considered to be Columbia College.  Columbia College is responsible for your Workers’ 
Compensation. Therefore, you must immediately inform the College of your injury and 
the College will notify Workers’ Compensation. The College must contact WCB-Alberta 
and make a report within 72 hours of the injury. A contact list is provided below. 

 
3. See your Health Care Provider. Your doctor must report your injury to WCB-Alberta 

within 48 hours of seeing you. 
 

4. Send in a report to WCB-Alberta as soon as possible. https://www.wcb.ca/.  Always 
check this website for the most up-to-date information. 

 
5. This is done online. You have 2 years to report an injury, as an injury can be something 

that progresses over time.  You might experience aching, stiffness, soreness, etc. 
 
 

To Report your Injury to Columbia College contact one of the following: 
 

Lucy Dooley – Practicum Facilitator 
Telephone: (403) 235-9300, Ext. 333 
Office:  Bldg. 802-123 Email: lucyd@columbia.ab.ca 
 
Tobias Mwandala – Program Director, Human Services Professional Program 
Telephone: 403-235-9312, Ext. 312 
Office:  Bldg. 805-118 
Email:  tobiasm@columbia.ab.ca 
 
Patrick Simmons – Registrar 

https://www.wcb.ca/
mailto:lucyd@columbia.ab.ca
mailto:tobiasm@columbia.ab.ca
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Telephone:  (403) 235-9305, Ext. 305 
Office:  Bldg. 802-114 
Email: patricks@columbia.ab.ca 
 
Caroline Ellis – Assistant Registrar 
Telephone: (403) 235-9300, Ext. 339 
Office:  Bldg. 802-119 
Email: carolinee@columbia.ab.ca 
 
*In an emergency on WCB matter: If you are unable to reach any of the contacts, please 
explain to the Columbia College receptionist that you need to contact someone about 
this matter and a contact will be provided. 
 
 

YOU ARE AN AMBASSADOR FOR COLUMBIA COLLEGE 

As a Columbia College student on a field experience, you represent the College as its 
ambassador. You have the unique opportunity to be part of an education environment where 
you can make a positive contribution to the school and its community. You can build 
relationships with school districts, schools, children, school staff, teachers, and parents.  You 
will have to adapt to the preferred policies and procedures of the host school. Your professional 
conduct will demonstrate that you are a positive role model to all. Remember that you will create 
an impression of who you are and of the school you represent.  Please do this thoughtfully, 
carefully and in an ethical and moral manner. We wish you well in your practicum experiences! 

 
  

mailto:patricks@columbia.ab.ca
mailto:carolinee@columbia.ab.ca
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APPENDIX 1 – PRACTICUM JOURNAL GUIDELINES 

The practicum student will write a reflective journal for each practicum seminar. This is done 
through your practicum course Moodle site. It is an interactive forum between the student and 
the practicum facilitator. It is a way by which a student may use reflection to express 
frustrations, joys, discoveries, surprises, satisfaction etc.  The practicum facilitator will provide 
feedback to help you continuously improve and strengthen your reflective (self-awareness) and 
professional skills. The experience directs you to intentionally reflect on your own experience in 
the practicum and to recognize the integration of personal experience with classroom learning. 
From your first journal to your last, your journals should show gradual development of 
observation, reflection, critical thinking skills and self-awareness. The journal entry must be 
completed by 11:59 p.m. on the date it is due. Consult your course outline for these dates.  

Please note that you may be asked to write more than one journal reflection if the quality of the 
response needs improvement. 

Journal Guidelines: 

1. Each journal should be a minimum of 350-400 words.  

2. Indent each paragraph. 

3. The journal should include dates and times of an experience, as well as a brief 

description of the activities performed on the particular day and your thoughts and/or 

feelings related to the event. It is not sufficient to merely write about what happened in 

practicum (a list of activities). Consider: What did you learn from the experience? 

4. Each journal should show you thinking-about-thinking as professional growth. 

5. Use your Spell Checker and Grammar Checker to control and correct errors. Use this as 

an opportunity to develop correct writing skills as you are likely to be writing observation 

notes during your practicum. You may also be asked to write in a student’s 

communication book. During the job interview, you will be asked to write a response to a 

scenario or question. This request tests your literacy skills. 

Some reflection topics you could consider writing about once you have started your 
practicum: 

The following are some possible topics to reflect on in your journal: 

1. What are you learning about children through your practicum experience? (The needs 

and interests of children at this grade level/special program, their strengths, 

weaknesses, etc.) 

2. What are you learning though your practicum about supporting students with special 

needs? 

3. What are you learning about yourself? (your values, goals, philosophy of learning, 

strengths, weaknesses, and such, through your practicum) 

4. Think about an incident that happened at school (e.g. a child refusing to do a task, two 

children arguing, etc.)  You could reflect on: 

- What happened?  How was the situation handled? Are there some alternative ways 

for handling the situation? Did you learn anything in your courses to support your 

ideas? 

5. How are special needs students being integrated into the classroom? Be specific but 

don’t use children’s names.  Is the inclusion plan successful?  To what extent?  What 

else could be done? What is your role? 
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6. What were your specific responsibilities/assignments today? How well did you manage 

the assignment? What could you have done differently? 

7. How did you impact the life of a student today? 

8. What activity did you see today that worked well?  Describe it and comment on it. 

9. How motivated are the students in the learning process? 

10. How are special need students being accommodated? Describe a number of specific 

accommodations and explain how they are being implemented.  What is your role? 

 

Some reflective topics you could consider writing about If you have not started your 
practicum yet: 

1. State something you have learned in one of your courses that has made you think.  

Describe it and explain why you chose this particular information. How will it help you in 

your practicum? 

2. Consider an activity/activities that you have taken part in in one of your courses.  

Describe it/them and explain why you chose this activity/activities.  What did you learn? 

How did this activity/activities expand your knowledge? 

3. How does the diversity of your classroom help you build your knowledge and affect your 

thinking about diversity in schools? 

4. The brain’s attention span is about age plus 2 minutes. This means an average eight 

year old brain has an attention span of about 10 minutes. Adult brains tend to “max out” 

at about twenty minutes.  Attention can be positively affected by novelty, 

meaningfulness, stimulation, preferred modality, dominant intelligence, music, novel 

variations in learning environment, good diet and adequate sleep.  In light of this 

information, reflect on what you have observed in your classroom regarding the attention 

span of those around you, including your own.  Comment on the significance of what you 

observed. 

5. Determine your preferred learning modality and for several days keep track of how you 

are responding to various classroom activities based on your preferred learning 

modality.  Describe your findings.  How has this experience helped you think about the 

students you will be working with on your practicum? 

6. How do you feel about working in groups? Describe some of your experiences in your 

classes. How does your group experience affect your thinking about how you will work 

with students on your practicum? 

7. Describe a challenge you have had to meet since you started your EA Program.  Were 

you successful in meeting the challenge?  How do you account for your success or lack 

of success in meeting this challenge?  How would you help a special needs child meet 

their challenge/s? 

Samples of journal responses 

#1 

My most exciting day of my practicum so far had happened two days before 

our final exam from the most challenging subject in my study in college. Even though 

I did not want to spend more than half an hour helping grade one boys to practice 

their alphabet, my morning turned out totally different than I imagined.  Children 

from grade one had to practice on their Christmas concert. Because of his religion, 

one boy could not participate in the concert, he even could not watch the concert. 
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The teacher asked me if I could practice the letters and also if I could these his 

knowledge in recognizing and writing all the letter of the alphabet. I was thinking of 

how to make the boy happier by doing some fun stuff and to help the teacher with 

evaluating him. I had a stack of cards with letters and pictures with me, which he 

did not know and he was curious about. He was showing me that he learned a lot. He 

did not make any mistakes, he recognized the first letters of each word. I was showing 

him random cards and I was writing down which letters he got right. Because they 

were random, I did not have any prepared writing pattern so some letters were closer, 

some were further form each other. He had to erase and move some of them. At the 

end, he had written the whole alphabet. The boy does not smile very often. Maybe 

because he had never received any gifts, maybe because he cannot celebrate even his 

birthdays. He has days when he does not want to work and he cries. But that day, he 

was laughing and having fun with the letters. He gave me so much energy that I felt 

that I had to keep his happiness until the class had finished their practice. Even 

though I lost some time for my important studying, I felt very important because it 

made the little boy happy even though he felt very sad before. 

#2 (excerpt) 

 Currently, I am experimenting with a program on the I-Pad to assist a student 

with Attention Deficit Hyperactivity Disorder. The child wears a head set while he 

works independently. The program beeps in his ear at set times which is supposed to 

help redirect his attention. Unfortunately he does not like the beep in his ear and 

would rather not use the device. The resource teacher would like to see him try the 

program for 5 consecutive days. I am encouraging him to stick with it by focusing on 

the progress he has made.  For example, he is able to sit for longer periods of time and 

complete assignments that would otherwise go unfinished. This is a work in progress 

and hopefully my assistance will help him get through this trial period. 

#3(excerpt) 

 This moth I started two new courses: Planning for Inclusion and Speech and 

Language Development. Our class is so fortunate to be taught by two amazing 

instructors that are not only knowledgeable about what they teach, but very 

passionate about their work. We have the most engaging conversations and they both 

make it easy to speak on topics that might otherwise be uncomfortable to bring up. 

For example, in our Saturday class, we discussed cultural diversity in relation to 

aboriginal students. Some students in our class were unaware of Canada’s history 

with First Nations people and how our government stripped them of their cultural 

identity by forcing children into residential schools. This was an important 

discussion to have as it helped me understand why we need to be sensitive to 

individuals of diverse backgrounds and what we can do to ensure equality and 

equity in the classroom. 
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#4 (excerpt) 

 Most of my time in the grade six class is spent with one particular boy with 

autism, whom I have discovered has a profound love of hockey, and is extremely 

academically intellectual. The challenge with him lies in his being easily distracted, 

and that he seems to lack any motivation to do his work. Math is a huge challenge 

for him. I have noticed that he understands math and is able to apply new concepts 

easily, but is often not willing to do any work without reinforcement, such as 

earning computer time after completing the assigned number of problems. When I first 

began in that classroom, he was not interested in working with me at all, and would 

often blatantly ignore me, but now he is always happy to have me there to help him 

and work with him, and I enjoy spending any time in that classroom with him very 

much. The greatest lesson I have learned from him is that I need both extreme 

patience and unrelenting persistence. My hope is that he is well prepared for his 

transition to Junior High School next year, and if I can contribute in any way to his 

success, I will be satisfied. 

APPENDIX 2 – DEVELOPING A PROFESSIONAL PORTFOLI0 

 

Developing a Professional Portfolio 

The portfolio development process engages you in a cycle of goal-setting, working toward those 
goals, and collecting evidence of achievement.  It encourages you to be reflective as you think 
about what elements of your learning and experience can be demonstrated.  What evidence is 
there of whom you are and what you have learned and experienced?  How can you show what 
kind of Education Assistant you will be? 

Remember that this is a “showcase” portfolio; therefore, please carefully consider what artifacts 
you select to put in your portfolio.  

 

The following must be included in the portfolio: 

- Cover Page – keep it simple by stating PROFESSIONAL PORTFOLIO OF (your 
name) 

- Table of Contents 
- An Introduction about you – This is a brief autobiography (no longer than 1 page, 

typed, double spacing, Times New Roman Font 12 (optional) 
- My Educational Statement 
- Resume (updated with your practicum information – description of what you did) 
- Evaluation -  (mid-term and final) 
- Any formal education (degrees, diplomas, etc.) (copy) 
- Certificates: 

o Non-Violent Crisis Intervention certificate (copy) 
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o First Aid & CPR certificate (copies) 

o Child Intervention Check 

- Artifacts: 

o A minimum of 4-5 artifacts with an explanation as to why you have included 

each artifact 

o Special Projects from your courses that illustrate your preparation for working 

with children with disabilities (explain in 2-3 sentences what each project 

represents 

- Journals: Two samples of journals that demonstrate your growth in reflective thinking 

(optional) 

- Letters of Reference: 

o While not essential, it would be helpful to have two (or more) Letters of 

Reference that focus on professional growth  

Some ideas on evidence 

 Pictures/descriptions of projects, picture of your school 

 Pictures/descriptions of learning activities, learning aides, etc. 

 Community/school participation 

 Volunteer participation 

 Variety of experiences 

What you can’t do 

 Take pictures of students and post on social media. You can’t take pictures of the 

students you work with as this requires parental permission.  Check with your mentor 

teacher if you are in doubt about what to do. You may be able to take pictures from the 

back so that only the back of students’ heads are visible. 

How should you display your Professional Portfolio? 

 Use a good quality three-ring binder with dividers. Choose a colour that looks 

professional and does not soil easily (avoid colours like pink, light blue – standard 

colours are black or white); do not use reused binders that show wear and tear, 

commercial binders that have a company logo. 

 Use plastic sleeves (open from the top) to store your content. 

 Use dividers to separate out different sections. 

 Place multiple-page or otherwise irregularly shaped entries in plastic sleeves or pockets.  

Guidelines 

1. Preparing a Professional showcase portfolio will take some time because it is will involve 

making some tough decisions about what aspects of your professional experience, 

learning and development you wish to represent and it will involve preparing some 

entries specifically for your portfolio. 

2. Be brief. Select carefully. Choose a few points and characteristics of you as an 

Education Assistant that you wish to highlight.  Showcase your best work—your highest 

achievements. 
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3. Create an attractive, but not elaborate document. Substance counts more than outward 

appearance.  

4. Explain why you have included something.  For example: “Statement of Rationale:  This 

artefact demonstrates the work I was doing with a student diagnosed with Autism. It 

shows that…” 

5. Whenever possible, summarize the contents, emphasizing the highlights only. 

6. If using academic papers as evidence of subject area knowledge, add a brief abstract of 

the paper to the cover page and insert the whole paper in a plastic sleeve. 

7. Lastly, be careful with your spelling and formatting of information. Use the Spell and 

Grammar Checker. 

 

Evaluation of Portfolio 

 

1. The Portfolio is evaluated on a Pass/Fail basis. 

2. A rubric will be used that indicates the following: 

- Outstanding – demonstrates professional growth and solid, strong reflective practice 

- Good – clearly demonstrates an understanding of one’s professional growth and 

above average reflective practice 

- Satisfactory – demonstrates a basic understanding of one’s professional growth and 

an acceptable level of reflective practice 

- Developing – demonstrates some professional growth and reflective practice, but at 

a minimal level 

- Fail – fails to provide enough evidence of professional growth and reflective practice 

3. Student who score below a Satisfactory Level will be required to improve their portfolio 

and resubmit it for evaluation. 

4. The purpose of this evaluation is to help you improve your portfolio and to assist you in 

building a professional tool that will be useful for you throughout your professional 

career.  You will be building this portfolio throughout the program. 

How to use the Portfolio 

1. When you apply for your position, indicate that you have a Professional Portfolio that 

demonstrates your attributes and experiences.  State that you would be pleased to share 

the Portfolio at an interview. 

2. Be prepared to present the highlights of your Portfolio. Practice presenting it effectively. 

You could present it at the beginning of an interview or throughout the interview in order 

to support some of your experiences and comments.  

3. Take your time to explain how the Portfolio was developed and that you did a great deal 

of reflection and evaluation when selecting what items would represent your evolving 

knowledge, skills, and attitudes. 

4. Should the interviewer want to look at your Portfolio for a longer period of time, you 

could leave it behind, but make arrangements for when to pick it up.   

5. Finally, keep your portfolio up-to-date as you gain more experience.  When a different 

position comes up that you wish to apply for, you can bring your Portfolio to the 

interview. 
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APPENDIX 3 – MY EDUCATIONAL STATEMENT 

 Must be a minimum approximately 400 words 
 Reflect on your own personal thoughts on education and your role as an Education 

Assistant.  
 Format:  Times New Roman, 12 font, double-spaced 
 Write your Education Statement through your course Moodle site. 

Content 

Some ideas on what to write about: 

 What is your philosophy or vision of education? 

 What are your thoughts on children and their potential? 

 What kind of environment should education take place in? 

 How do you plan to address the needs of the diversity of students in a school? 

 What is your philosophy of the inclusion of students with disabilities and complex needs? 

 How will you support children in school as an education assistant? 

Samples of Educational Statements will be shared and discussed in one of your workshops.  
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APPENDIX 4 – TIPS ON BEING AN EFFECTIVE EA 

Build the Student’s Self Esteem 

 All students need to feel successful.  Focus on a student’s strengths. Devise strategies 
to help students learn.   

 Use multi-sensory ways of learning such as songs, chants, games, videos, etc. 

 With the teacher’s approval, reduce the amount of the work to be completed, or allow the 
student more time to complete the work, or chunk what is to be done into manageable 
units. 

 Use learning aids such as manipulatives, computer software, calculators, drawings, cue 
cards, etc. 

 Show students that success comes one step at a time.  Celebrate that success. 

 Encourage and develop independent learning and self-sufficiency to whatever extent is 
possible. 
 

Use support strategies 
 

 Speak slowly ensuring that student can follow your instructions and information. 

 Have the student use highlighting. 

 Present information in more than one dimension – say the instructions & write them 
down. 

 Use mnemonic devices. 

 Use graphic or visual organizers such as concept webs, compare and contrast, T-charts, 
story outlines, Venn diagrams, etc. 

 Provide an answer key and work with the student to see how the answer was attained. 

 Ask students to repeat, paraphrase, or summarize key points. 

 Brainstorm and discuss new ideas. 

Build capacity for the student to manage their own behaviour 

 Reinforce consistency of behaviour by having a clear set of expectations. 

 Anticipate and prevent problems by planning ahead. 

 Provide advance notice of transition from one activity to another. 

 Use “I” messages.  E.g. I need you to… 

 Be flexible and non-judgmental.  Accept the child for who they are, where they are at, 
and where they will be one day. 

 Use positive reinforcement. Provide sincere praise. 

 Be governed by gradual discipline. 

 Give the student reasonable choices. 
 

Help students learn through life skills  
 

 Show students how to use an agenda book, visual schedulers, colour-coded files/duo 
tangs, notebooks, and binders. 

 Encourages students to use self-talk when working. 

 Encourage students to carry on conversations as part of socializing. 

 Do only what you have to do for the students.  Step back and encourage individual 
development of skills. Use fading by gradually reducing prompts. 
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APPENDIX 5 – SAMPLE LOG HOURS FORM – HOW TO COMPLETE 
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APPENDIX 6 – COLUMBIA’S PROFESSIONAL CODE OF CONDUCT  

Our success in the workplace is based on how proficient we are at utilizing our knowledge and 
skills and how effectively we conduct ourselves each day as professionals in satisfying the 
needs of our internal and external customers, and the goals of our organization.  The following 
list describes many professional behaviours that can help us become more effective.  The more 
skilled we become at applying each of these behaviours, regardless of our position in the 
organization, the more successful we will become. 

1.0 Professional Approach and Ethical Behaviour 
1.1 As a professional, demonstrates pride in their work and is honest, moral, ethical, 

honorable, trustworthy, and acts with integrity 
1.2 Is pleasant, polite, punctual, positive, friendly, smiles, and asks how they may 

help others 
1.3 Is reliable, responsible, accountable, loyal, engaged, and enthusiastic about their 

work 
1.4 Is compassionate, caring, and finds meaning and fulfillment in their work 
1.5 Tries to be constructive, pro-active, and acts as a protagonist 
1.6 Contributes to a safe, secure, and environmentally-friendly workplace and world 
1.7 Views adverse experiences as learning opportunities and recovers quickly from 

such experiences 
1.8 Keeps personal bias out of the workplace, does not use profanity, and respects 

cultural differences 
1.9 Dresses appropriately for the workplace in a neat, clean, and well-groomed 

manner 
1.10 Contributes to the organization via volunteering, coaching, and mentoring others  
1.11 Is active in their professional association (where appropriate) 

 
2.0 Interpersonal Relations and Teamwork 

2.1 Treats all individuals in an equal, fair, and just manner (does not label, or 
discriminate against others) 

2.2 Is a good role model and synergistic team member who is personable, sociable, 
cooperative, collaborative, has a sense of humor, and is well mannered 

2.3 Is considerate and sensitive to others needs and uses tact and diplomacy when 
required 

2.4 Is respectful, courteous, and sincere (does not belittle, intimidate, or insult others) 
2.5 Views each client, patient, student, customer, and coworker as a valued 

customer whose needs must be satisfied before they or their organization can 
succeed 

2.6 Is available, approachable, and may develop close personal relations (avoids 
romantic situations) 

2.7 Offers support, assistance, is flexible, and helps build a positively connected 
team and organization 

2.8 Makes allowances for others mistakes by showing empathy, understanding, and 
forgiveness 

2.9 Is open to constructive criticism, and takes responsibility for one’s errors by 
apologizing, and correcting them 

2.10 Avoids conflicts of interest and respects others’ workspace and privacy (e.g. 
FOIP) 

2.11 Seeks help from others and offers help to others to become more efficient and 
effective 
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3.0 Self-Concept and Confidence 
3.1 Projects a positive self-concept and feels internally confident, yet does not 

dominate interactions 
3.2 Functions well in ambiguous situations 
3.3 May assume responsibility and leadership when required yet remains humble 

and gracious at all times 
3.4 Demonstrates self-efficiency by following through on commitments in order to 

achieve outcomes 
3.5 Considers themselves equal to others and demonstrates such in their 

interactions 
 

4.0 Communication 
4.1 Demonstrates effective listening, speaking, and writing skills 
4.2 Helps to keep team members informed of changes in the department and/or 

organization 
4.3 Develops more effective ways to improve verbal and non-verbal communication 

(e.g. tone of voice) 
4.4 Respects others privacy and confidentiality (does not engage in gossip) 
4.5 Maintains emotional control and encourages others to do the same 
4.6 Deals with difficult situations and sensitive issues in a professional manner 
4.7 Avoids engaging in disagreements and arguments in public.  Seeks assistance 

when necessary. 
4.8 Follows the organization’s technology use policy 

 
5.0 Life-Long Learning and Professional Development 

5.1 Continues to increase their knowledge and skills to become more competent  
(e.g. credit courses, workshops, seminars, conferences, professional books, 
journals) 

5.2 Shares newly developed approaches based on leading edge research 
5.3 Monitors changes and makes or recommends needed adjustments 
5.4 Keeps informed about changes affecting their profession, department, 

organization, and industry 
5.5 Acknowledges when they do not know something and seeks to increase their 

competence 
 

6.0 Problem Solving/Decision Making 
6.1 Either individually or within a team, identifies work-related and customer-based 

problems/challenges 
6.2 Helps others to view problems and concerns as challenges and even 

opportunities 
6.3 Seeks input from those affected by work-related or customer-based problems 
6.4 Is more effective when they actually identify the problem as opposed to a 

symptom 
6.5 Assesses and analyzes problems by using such techniques as brainstorming, 

nominal group technique, Delphi technique, reframing, and lateral thinking 
6.6 Objectively determines the most efficient and effective solution to each 

problem/challenge 
6.7 Tries to make fair and just decisions that contribute to the common good 
6.8 Effectively implements solutions in a timely manner 
6.9 Monitors and evaluates solutions and takes further corrective action as needed 
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7.0 Creative Thinking and Innovation 
7.1 Is more creative by asking ‘why’ and more innovative by asking ‘what if’ 
7.2 Takes calculated risks and is willing to recommend and/or initiate change 

 
8.0 Negotiating or Conflict Resolution 

8.1 Identifies customer or employee issues when a conflict first arises by listening to 
and determining their wants, needs, and concerns. 

8.2 Effectively uses conflict resolution and problem solving techniques 
8.3 Effectively negotiates and helps others resolve issues in conflict by focusing on 

facts and not emotions 
8.4 Turns to qualified professionals to resolve situations involving harassment, 

bullying, or violence 
 

9.0 Organizational and Time Management Skills 
9.1 Practices one-touch policy by taking immediate action to solve simpler 

challenges (e.g. does not put paper, emails, etc. in piles) and develops a plan to 
take action on more complex challenges 

9.2 Uses electronic calendar to plan regularly occurring daily, monthly, and yearly 
meetings and activities 

9.3 Maintains an organized office, desk, files, documents, and working environment 
9.4 Is prepared in advance for appointments and meetings (meeting etiquette) 
9.5 Sets SMART individual and/or team goals by completing assignments, reports, 

etc. in an accurate and timely manner (does not procrastinate) 
9.6 Lets others know if they are unable to meet a commitment, must change a 

priority, or needs help 
 

10.0 Stress Management 
10.1 Maintains composure under pressure and draws on their internal strength to 

succeed during difficult times 
10.2 Effectively deals with negative situations in a positive manner 
10.3 Maintains a balance between personal and professional life 
10.4 Maintains a positive, focused, and more productive environment by reducing 

negative stress 
 

11.0 Leadership Style 
11.1 Effectively contributes to the organization’s vision, mission, directions, goals, and 

Code of Conduct 
11.2 Encourages others to adopt a positive leadership style (does not use threats or 

punishment) 
11.3 Stimulates interest and enthusiasm on the part of others and contributes to 

positive employee morale 
11.4 Coaches, advises, mentors, and counsels others where appropriate 
11.5 Motivates others to achieve their intrinsic and extrinsic rewards through 

recognition, praise, and where possible through empowerment 
11.6 Brings out the best in others which helps them channel their energy and 

experience greater satisfaction 
11.7 Seeks new opportunities or approaches that will increase customer satisfaction, 

respect, and loyalty 
11.8 Networks with others outside the organization and builds relationships that will 

benefit the organization 
11.9 Bases leadership practice on collective vision, beliefs, as well as professional 

attitude and values 
11.10 Builds a sense of shared values that bind others to a common cause and/or 

direction 
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11.11 Encourages and promotes a culture based on trust and respect 
 

12.0 Performance 
12.1 Continually seeks new ways to more efficiently and effectively perform their 

duties and responsibilities which contributes to the financial success of the 
organization, and as a result, also increases job security 

12.2 Is committed to continuous improvement in the quality of goods/services their 
customer/patient/client/student experience 

12.3 Contributes to the long-term growth and success of the organization by providing 
such outstanding customer service that current customers refer new customers 
on an ongoing basis 

12.4 Firmly believes that only when each internal and external customers succeed, 
will they succeed 

 


