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August

Dear Student Teacher,

Congratulations on reaching an important milestone on your road to becoming a teacher!
The regular coursework is behind you, and it's time to put to good useathetimngs that

you have learned. The student teaching component of your Teacher EducagramiPwill

be challenging, exciting, and rewarding.

Even though you are a guest in a veteran teacher’s classroom, pleasaieeoh the initiative
you must take to add your contributions to the educational program. Your sdocesgsthe
internship will partly depend on your ability to make plans, to change tloeraflect, to
assess and to re-teach, all as you strive to help all students tegicliull potential. Take the
opportunity to help organize your classroom and to develop lessons. Your reantartwill
appreciate having you as a team member. Also, use every opportunitgitocsds from
your mentor which will add to your storehouse of instructional techniques.

This extended clinical experience will provide you the opportunity & gryour own ability
to perceive the strengths of your students and to be skillful in tiesgignowledge to motivate
them so they too will be successful. “Success breeds sucGemsdf our goals is for you to
become competent and a caring qualified educator. We, along with the ugisaprvisors,
seminar instructors, and mentor teachers, remain available and commaitseghport your
activities and to work for your success. It is our foremosteésr you to have an internship
that continues to prepare you for your entry into the teaching professionponewnhich you
will look back with feelings of satisfaction and accomplishment.

Sincerely,

The LSSU School of Education Faculty and Staff
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August
Dear Mentor Teacher,

Thank you for hosting a Lake Superior State University student teachmiriclgssroom!
Your willingness to contribute to the pre-service professional devetdamha teacher
candidate is testimony to your professionalism. Further, itcefla commitment to your
community and to the fostering of a closer partnership between LSSU arabfiezating
schools and mentor teachers. The LSSU School of Education faculty valuksgwie@dge of
the craft and artistry of teaching, and we hope that your experience witstualent will be
personally and professionally rewarding. In this clinical practicum, yod hatritical role;
and we want you to know how appreciative we are that you have agreede@s@ mentor
teacher. We hope that this Student Teaching Handbook with supervisionrgpsdeli be
helpful to you.

Each mentor teacher needs to assess how quickly the student teachebsigoukteaching. A
gradual assumption of teaching responsibilities is encouraged. Consultation with the
university supervisor at the initial orientation meeting of the yatirhelp determine how
quickly the student teacher should assume his or her duties. Factbrastiee knowledge,
ability, and maturity of the student teacher and the temperament and i&thgrof the class
will affect this decision.

The student teacher’s adjustment to the classroom and the gradual assumgiteteathing
responsibilities will depend upon the individual student, the situationtrendhentor
teacher’s assessment of his/her readiness. Student teacherpactedxXo complete at least
7-10 weeks of full load planning/teaching/assessment during the semebktemdétship.
There is flexibility built into these guidelines to address vayituations. Failure to assume
the classroom teaching responsibilities and successfully manage thestiostal setting
indicates a serious weakness in the student teacher’s progress. ar@gn®cedures in place
to address this weakness; and the university supervisor will ovénisgarocess, working with
you and the student teacher to develop and implement a plan of Assistameprovement.

As a mentor teacher, your influence is vital in a student teaxpeofessional growth and
development. The relationship among the university supervisor, titermeacher, and the
student teacher influences the quality of the student teaching experi@aogetent and
concerned mentor teachers with the university supervisors #ssistudent teacher’'s
professional growth in an authentic school setting as they assume thenfygl of duties of a
teacher.

Student teaching is the most important experience in pre-service teaktioation. Thank
you again for your dedication and contributions to this endeavor. Please castégtou
have any questions or concerns. (Contact information on the following page)

Our best wishes for a rewarding experience,

The LSSU School of Education Faculty and Staff
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LSSU School of Education

Student Teaching Contact Information

Lake Superior State University
http://Issu.edu/educatiorPhone (906) 635-2811 FAX (906) 635-7565

School of Education, Director

Dr. Donna Fiebelkorn...................dfiebelkornl@Issu.edu............... Y836-2728
Secretary
Brenda Cooper .......cocvvviiiiiiiiiinn, blcooper@lssu.edu..............(906) 635-2811

Field Placement & Certification
SandraRinK..........c.ccovvennn. srinkl@Ilssu.edu..............(906) 635-2886

LSSU School of Education Faculty and Affiliates

Shirley Schoenemann, MAT................ sschoenemann@Issu.edu
Dr. Guidi Yang.......cooovveiiiiiian e, gyang@lssu.edu

Cathy White, EdS............................cwhite9 @Issu.edu

Dr. Linda Schmitigal.................c........ Ischmitigal@Issu.edu

Dr. Lorraine Gregory........ccoccvveueennne. lgregory@Issu.edu

Dr. David Myton — Associate Provost...... dmyton@lIssu.edu

University Supervisor (fill in)
Name

Email

Telephone

LSSU School of Education page 6 of 36 Revised: October 2011
Student Teacher Handbook



Introduction

This guide is to provide information for supervising teachergerning policies
related to Lake Superior State University’s student teachmgygm. LSSU strives for a high
quality teacher preparation program based upon the prenuseadiy defined purposes and
knowledge of the roles of all persons concerned. This gides to further this knowledge,
to foster a better understanding of the operation oflLSStudent teaching program, to clarify
the duties and responsibilities of those who participatee program, to serve as a guide for
providing the best possible experiences during student teaelmai@gop encourage a closer
partnership between the University and the cooperating schadlteachers. A clearer
understanding of the policies will assist in these codperafforts.

Philosophy of Teaching Program
Student teaching is the most important experience iméeaclucation.

The Student Teaching Program at Lake Superior State Uihyyeirgvides an
opportunity to develop and evaluate the students' competenoeactual school setting.
Student teaching is intended to bridge theory and practieerélationship among university
supervisor, supervising teacher, and student teacher infludtecgaality of the student
teaching experience. The student teachers need compederdracerned supervisors to help
them assume the full range of duties of a teachex slibervising teacher is a vital influence in
a student teacher's professional growth and development.

Goals of the Student Teaching Program

The major goal of the Student Teaching Program is to prewdkent teachers a
challenging, relevant and rewarding experience, whichalldw them to acquire professional
competence. This will prepare them to be competent,g;aaimd qualified educators. This
includes the ability to:

Understand the role and operation of the school

Respect and work effectively with students of varying backgieamd cultures
Assume the various responsibilities of the classroooheza

Plan instruction and learning experiences which recognizedinedual needs and
differences of students

Organize and manage the classroom environment to maximinantpa

Manage classroom interactions and student conduct to ergaistive climate for
learning

Identify and use appropriate instructional techniques, nadlanethods

Evaluate learning to determine the extent to which instruztoljectives are achieved
by students

Establish positive and effective communication with stiisleparents, colleagues,
administrators and community members

Accept and assume the responsibilities associated with becompetent professional
and lifelong learner

Recognize and practice being a reflective teacher
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ELEMENTS OF THE INTERNSHIP YEAR

Intern teachers engage in approximately 15 weeks of c@assexperience ranging
from observation to independent teaching and in 3 graduzdé bours of intensive
scholarship dispersed throughout the academic year. drhisff provides excellent
opportunities for the development of a professional edueeého is personal, natural, and
superior.

Field practice, student teaching and clinical practiceeares used to describe an
extended full-time engagement in learning to be a teanlgeclassroom. LSSU refers to this
stage of teacher development as the Internship. Témltgacher is placed with a mentor
called a Collaborating Teacher, whose educational backdraush professional certification
closely match the Intern’s academic qualificationse Tollaborating Teacher hosts the Intern
in his/her classroom, and provides effective commersharturing focused on professional
growth throughout the academic year.

The Internship experience is 15 weeks in length, includigelmol district vacations
and time on campus devoted to coursework. Intern teatypacally are placed in one to
three classrooms for the experience. The ratiosdleat Interns will have the opportunity to
gain valuable knowledge about the intricacies of K-12 sahgaind classroom culture and
will be able to assess students’ growth over time. e |[&hgth of the experience also allows
for the assimilation and application of newly-consteaicknowledge about the Interns’
perceptions and their practice. Throughout this rich e&pee, the Intern, the Collaborative
Teacher, and the University Supervisor focus on the Riofesl Teaching Standards for
Michigan Teachers with successful achievement as tale go

The Michigan State Department of Education and the NaitiGauncil for the
Accreditation of Teacher Education have espoused theepbtiat effective teachers are
researchers and lifelong learners. LSSU’s TeacherdEidudaculty is in agreement with
those agencies. Therefore, each Intern is concilyremtolled in one of the graduate level
coursework during the field experience. The courses focuggairy into the teaching
profession. The first clasReflection and Inquiry into Teaching Practicequires that the
Intern engage in action-based research in the classroamch they are placed. The Intern
learns to formulate research questions, use literatlagesource, gather data, and report
findings and conclusions. The second coursegrated Approaches in Curricular Design,
examines the research on policy, ethics, and effetgaghing and seeks application to
classroom practice.

LSSU School of Education page 8 of 36 Revised: October 2011
Student Teacher Handbook



Student Teaching Policies

I. Eligibility for Student Teaching

To be eligible for a student teaching placement, a studest meet all the
criteria established by the School of Education at LS$hkse academic and
professional criteria are published in several documemtsidimg the School of
Education Handbook and LSSU Undergraduate Bulletin.

lI. Assignments

Most students are assigned to selected schools inpjperdnd Lower
Peninsulas of Michigan, and Ontario. Placements are madters that are currently
open. Students are not allowed to student teach at al sahoavhich a relative is
working or has close affiliation, without a signed veai

Accepting a student teacher is an important decisialy. t®achers whom the
School of Education has recommended and who meet LS&td¢sa will be
considered for supervising student teachers. Teachers nstisofuntarily decide if
they are willing to work with student teachers. They dthaterview the prospective
student teachers and have them spend some time icldssroom before student
teaching to help ensure a successful student teaching exjgerien

[, Liability Insurance

LSSU student teacher candidates must have classroom liabylinsurance
before the start of student teaching.A million dollar classroom liability policy is
available as a benefit of membership in either the Stud&migan Education
Association (SMEA) or as a student member of the |ocadrican Federation of
Teachers. Private insurance companies also offer $ibmiibbility coverage.

A copy of the current insurance policy or SMEA membershipcard is to be turned
in to the School of Education before starting the studerttaching experience.

IV. Holding Jobs

It is strongly recommended that students are totfremselves of work
responsibilities during the week while student teaching tavdibr a full-time
commitment to teaching. Weekend employment has work#édorénterns in the past.
Student teachers may be asked to terminate work shouddtifigies interfere with
their performance in school. Students may be involvedtiivities that are commonly
done by teachers such as coaching and tutoring.
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V. Additional Coursework
EDUC 480 Intern Seminar — as scheduled
EDUC 602 or 605 Graduate classes — as scheduled

VI. The Calendar

During student teaching, all students are expected to Wétiand adhere to
the school calendar in the school district to whigytare assigned. Vacations are
scheduled according to the school district calendarerQiates related to student
teaching are listed on the Student Teaching Calendar giveach student and
supervising teacher.

VIl. Attendance

Student teachers are expected to be in attendangedawefor a full day. Daily
arrival and departure times will follow the daily schedofliéhe supervising teacher.
Only three medical absences per semester are alldMlexther absences must be
made up. Student teachers are allowed two additional dagbsences for teaching
job interviews, if needed, and approved by the supervisinhdeac

In the event the Intern is ill, he/she maatl the school and

Mentor teacher, arranging for any material to be covered. Materials
lesson plans, and other pertinent items must be dedivte the

school by the start of the school day.

The Intern willnotify his/her University Supervisorimmediately of
the absence.

VIII. Professional Conduct and Decorum

Students enrolled in any field placement portion effeacher Education
Program at Lake Superior State University are to engatle inehavior of a
professional educator. Their dress and decorum shdllenexcessive nor be
disruptive to the education of learners in the clasarpor to the rights of teachers to
teach.

The term "school" used in this policy refers to tleddfiplacement school.

1. Interns and teacher education students will not use ¢olpsoducts on school
grounds or at school events in accordance with statéedadal laws.

2. Interns and teacher education students will not use onderthe influence of
alcohol or illegal drgswhile teaching or in attendance at any school function.

3. The Intern and teacher education student will not engalgeviahbehavior, use of
profanity, or behavior that jeopardizes the learning aadtting at the school.
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IX. Confidentiality in the Field Placement

Confidentiality is of the utmost importance while workingh schools and
learners. Therefore Interns and Teacher Education studéhémploy the highest
regard for issues of confidentiality while in the schoaold the community.

Interns and Teacher Education studentsmatl divulge any information
about any student to persons or agencies that are notydoettgally involved
in the welfare of the learner.

Interns and Teacher Education students will refrain fpoiviic

discussions or recitations regarding learners, collaingreeachers, university
supervisors, or administrators.

Interns and Teacher Education students will not dispigydacuments

that may reveal confidential information about anearin the school.

X. EDUC 480 Seminar Attendance and Graduate Class Attelance

Student teachers are required to attend all seminars addage class sessions.
Seminars will include topics such as human relationssad@®m management and
organization, effective planning and teaching, placement,oyment, certification, as
well as other topics that address the needs and corafeshglent teachers. Graduate
classes will involve Action Research and Integrated Apgresiin Curricular Design.
Dates will be listed on the Student Teaching Calendarratigeischedule of classes.

Xl. Problems

Students who enroll in student teaching make a commitméme goals
responsibilities, and expectations outlined in this gulde following procedures
should be used when a student teacher has difficufilifig these responsibilities:

1. Aninitial conference on the matter between the supagvieacher and the student
teacher should be held. Conferences should be held frégbetween the
supervising teacher and student teacher. Early identificatidraddressing of
problems aids in their solution.

2. If the problem is not resolved, the supervising teachasldlamntact the university
supervisor and arrange a conference with the student tettohsupervising
teacher, and the university supervisor as soon as poSdelduilding
administrator may need to be involved in the conference.

3. An Intern Plan of Assistance for Improvement may batuted to resolve any
deficiencies in reaching the competencies of the PriofessTeaching Standards
for Michigan Teachers.
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4. If this procedure is ineffective in reaching resolutioe, phoblem will be referred
to the Professor of Record and the Director of FieldeEences. The Director and
Professor of Record will seek resolution and determineagsignment or removal
from student teaching should occur.

Procedures to facilitate change

The University and the schools have the right to engageoiredures to
facilitate change when there is concern with the gnpdevelopment, and
behaviors of an Intern teacher. These procedurefolldiv due process and
are documented for further reference and recourse. Pphesedures include,
but are not limited to the registering of grievances,gteand implementation
of improvement plans, change or termination in placepaamt dismissal from
the program. The procedures are outlined in the reteptibey found in the
Teacher Education Student Handbook.

When an Intern is found to be faltering, in course warkeldwork, the
University Supervisor and Instructor of Record must noh& Intern,
Collaborating Teacher, and Director of Field Experisnaithe issues and
intent to design and implement a plan of Assistancériprovement

An Intern Plan of Assistance for Improvementmust include objectives to be
met, tasks to be completed addressed in specific termadera timeline for
accomplishment, and identify the instruments to be usadsessment of
improvement.

The Field Placement Officer will handle changes antyomination of

field placements. The process must begin with thestragion of a grievance
by parties involved in the field experience or clinigedctice (Intern,
Preservice Teacher, Collaborating Teacher, Universipe&isor, or School
Administrator). In case of a blatant violation ofipg the Intern will be
removed before the filing of an official grievance.

Interns whose placement has been terminated maythave
opportunity to repeat the Internship experience upon facedommendation
and vote. The student may attempt to repeat the expermem@ctime.

Dismissal from the program is a serious matter. \Whaoher education
students have not provided evidence of growth, have faleteet the
expectations of a plan for pedagogical improvement, bawemitted a grave
violation of department policy, have established a patitquestionable
behaviors, or have been convicted of a felony crimeSti®ol of Education
has the right to petition for dismissal from the progr&rocedures for this
action are outlined in the retention policy found ia freacher Education
Student Handbook.
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XIl. Use of Student Teachers as Substitutes

LSSU allows student teachers to substitute teach asfhdiostudent teaching experience
according to the following criteria/guidelines:

1.

Districts and supervising teachers must ensure thajuihlity of instruction provided to
student teachers who are allowed to substitute teach is cabigpé#o that required in our
traditional student teaching program.

. Student teachers may substitute teach only in the adssnowhich they are student

teaching.

. Student teachers are not to substitute teach more tlgaydduring their student teaching.

. The student teacher, cooperating teacher, and school sitator/district must approve of

the substitute teaching.

. An accurate record of the dates and experiences mkspbby the school and be available

to the university.

. The substitute teaching must not conflict with a univessipervisor's visit. The university

supervisor must be notified in a timely manner so thaillinot conflict with supervisory or
student teaching responsibilities.

. The student teachers will be available to cover thergispeg teacher's classroom on those

days, such as orientation meetings, where the abserfoe dassroom teacher is necessary
for the promotion of the student teacher program. This isgbatudent teaching and not
considered substitute teaching for which they would be paid

. The student teachers will be paid the same as a registitute teacher and meet the

necessary requirements for substitute teaching by thecd{sipplications, fingerprinting,
criminal background check, etc.)

XIll. Grading of field work and coursework

Interns will be graded on their fieldwork and courséwndependently. Work in the

graduate coursework will be graded in the traditionaBAC, D, F manner. Work in the field
component will receive a grade of CR (credit) or NCRdmalit.) Recommendation for
certification must be attained in the final evaluatimcuments.

1. Interns must successfully complete all course and fieklwemjuirements to be
recommended for state certification.

2. Interns have the right to appeal grades through the sgécifiannels, beginning with the
Professor of Record. The procedure is outlinetihie Navigatorthe conduct publication
of the university.
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Student Teaching Requirements

Notebook

A required student teaching notebook (3-ring binder avail&bteigh the School of
Education) will be maintained throughout the student teachikperience. It is a requirement
for both EDUC 480 and EDUC 491/492 coursework. When an obsamvatplanned, have
the notebook with the lesson plan for that day to tpvde supervisor. Please make the
notebookavailable on a daily basis to the mentor teacheclude the following in the order
given. Use divider tabs to separate the main categdeiash form is identified by a unique
form and revision code (FO05-a) = form #5 — version a.

General

Intern Information SheefQ05)

Mentor Information Sheet(Q10)

Mentor Teacher Daily Class Scheduf®15)
Orientation/First Visit Report Forni020)

Copy of Criminal History Disclosure Forrr@25)
Copy of signed Intern Contradt@30)

Copy of signed Student Teacher Code of EtH&36)
Activities Checklist for Student Teachef04@0)

NGO~ WNE

Observations of other classes
9. Focused Observation request forfr@45)
10. Minimum of 5 Focused Observations and repdf@5()

Monthly Attendance log, Class Profiles, Activities log, etc.
11. Updated Student Teaching Attendance LIeg55)
12. Student Teacher Activities LogQ75)
13. Personal Goals and Objectives for Student Teacl080)

Planning
14. Class Profile Form for each class or student grouphta#@60)
15. All Lesson Plans: (a) Lesson Plan Fornfeig5)
(b) Reflection on Lesson/Teaching (complete weeki)O0)
16. All Unit Plans (a) Unit Plan FormaFQ95)
17. Incorporating Technology~(105)

Evaluation
18. Updated LSSU Supervisor Visit recoifetl(10)
19. Intern First Progress RepoRL15)
20. Classroom Observation Instrument (choose one or both)
a. Narrative formatf120) and/or
b. Rubric format F125)
21. Evaluation of Intern (three per semester — landsaapeat) £130)
22. Intern Improvement Plan (if applicablé)1(40)
23. Reflective Journals
24. Any additional items: samples of handouts, test datmdtive and summative
assessment, pictures, etc
25. Copy of current First Aid and CPR certification.
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Standards/Other

26. Copy of Michigan Entry Level Standards: MEL8ww.michigan.gov/mde

27. Copy of Michigan Curriculum Standards for your contenaa(game website)
28. Copy of National or Provincial Curriculum Standards fontent area or grade.
29. Request for Michigan Certificatiofr145)

30. Authorization to Release InformatioRY50) --Ontario Students Only--

Reflective Journal

This journal may be kept as a section of the notebookaséparate book. A minimum of one
written reflection per week is requiredlways have the journal and notebook on formal
observation days. Use the journal to reflect. Do not simply list wieaturred that day. Analyze
strengths and weaknesses. Think about what strategikedvand did not work and reflect upamhy.
Also include victories, disappointments, challenges, prablemd any concerns.

Attendance

Student teachers are to follow public and private schootddince and vacation dayst
LSSU’s. The student teacher is required to observe the saimesdzedule as that set by the Board of
Education for that schoohny time a student teacher does not arrive at school dime; he/she is
expected to notify the school before classes begin. Faduio do so is a serious breach of
professional responsibility. Keep a careful and accurate record of attendance, tiareiedl, and
time of departure using the Attendance Log. In general, edailssences are limited to severe illness,
death in the family, etc.

Activities

The student teacher is encouraged to participate in any danctbns, such as PTA/PTSA
meetings, staff meetings, homeroom activities, clubs, bussdaind in-service meetings. The mentor
teacher has the legal responsibility for instruction sumkrvision of students, thus they may come and
go as she/he feels necessary from the room during the cédingeimternship. At the same time, the
student teacher is to be regarded as a fellow professathal than as a classroom aide, and should be
increasing responsibilities toward a time of lead teaghihere they are responsible for developing and
implementing classroom instruction, curriculum, assessmaeadtclassroom management.

Professional Appearance

Grooming reflects attitude. The student teacher wigleecording to any school policies.
Appropriate attire may promote student learning and enhange feinployment opportunities.
Questions regarding the local standards and expectatioagparticular school setting should be
determined in consultation with the mentor teacher.

Seminar EDUC 480

The student teacher will attend all required EDUC 480 rs&rsi

Graduate Courses EDUC 602 or EDUC 605

One 3-credit hour graduate course per semestas required for the student teaching
internship. Supported by Blackboard and Wimba, these cotegaire additional independent work
by each intern in the development of an Action Resedeshdhd designing thematic integrated units.
Formal on-campus classes will be held as scheduled. Abof®ms on-campus course offerings may
seriously jeopardize a student teacher’s candidacy foessful completion of the student teaching
component. Graduate class completion is required in twde recommended for teacher
certification.
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Section Il: Assessment and Evaluation

The Report Process

Electronic versions (available to print) of all repartay be obtained from the
following website:

http://Issu.edu/educaition/allforms.php

I. The First Progress Report (F115)

The First Progress Report is submitted as an assesefitbe student teacher's
baseline performance and relays important informationtaibe student's
competencies to the university supervisor, the Profegd®eaord, and the Director of
Field Experiences. The supervising teachers should incacgtenitial concerns they
may have on this form. The student teacher should tiaangt for part or all of a class
session before sending in this report.

II. Mentor Teacher Evaluations of Intern during Each Semeter

Three formal evaluations using the Periodic Evaludom (F-130)are to be
completed each semester by the mentor teacher. Anthef the final evaluation, the
mentor teacher should indicate the student teacheferp@mce level. The
supervising teacher is to make additional comments to ertesubstantiate the
profile.

[Il. The University Supervisor's Reports

Six evaluations during the Semester are to be comgigtdue University
Supervisor Three formal evaluations using the Periodic EvaduaEiorm (F-130) are
to be completed. The university supervisors completeatrapd share their
observations with the student teachers and supervisiogeiesafollowing each
observation. University supervisors are encouraged to helprg teachers evaluate
themselves through such techniques as conferencing, survayihgdaotaping. The
university supervisor should consult with the supervising graobncerning the
student teacher's progress during each visit and, if nekelfisgeen visits.
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When a student teacher is found to be falteringuinyimg out the responsibilities of
student teaching or the attendant course workytam Plan of Assistance for
Improvement is implemented as a means of facilitating positive gha(See Section XlI of
LSSU School of Education policies and procedures.)

By the completion of the student teaching intamghe interns must demonstrate adequate
(as defined by MDE) performance in each element of tb&e8sional Teaching Standards for
Michigan Teachers. These standards represent thedfinaglerstanding and abilities novice
teachers should have in order to teach diverse studesgsnsibly from their first day of
employment as certified teachers. The assessmerdgsexcare designed to help each
candidate develop these kinds of understandings and ahili&sU’s assessment procedures
are structured to ensure that all students who complatefessional teacher preparation
program with a recommendation for Michigan Teacherif@stion do indeed possess these
understandings and abilities.
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Evaluation Procedures

Supervising teachers are to submit evaluation reportetartiversity supervisor or
directly to the School of Education. It is the respbifiy of the supervising teacher and
university supervisor to ensure that the student teacheivesdimely and continuous
feedback on his or her performance. The student recodeddar certification must possess
the skills and maturity to be a successful teacher.

Student Teacher Evaluation forms provide the supervigbropportunities to identify
the strengths and weaknesses of a student teachee. rEpests profile the student’s
competency in subject matter, instruction, assessmahprafessionalism. Letter grades are
not used for evaluating a student teacher's performaribeyaghibit the development of the
relationship between the supervising teacher and a studehete

During the semester evaluations and on the Final Evatugorm, you will be asked
to give the student teacher one of the following oveasithgs:

P - Proficient; consistent, appropriate application, asolid performance
I - Improving; moving towards becoming proficient
B - Basic; minimal achievement, appropriate to situatins

When the intern is completing the entire internshqu &re to then mark your
recommendation for certification

The student teaching evaluation forms are based upon ibe dtia teacher:
knowledge base, instructional competence, assessment corepet, and professionalism
Supervising teachers must determine whether these comipstane demonstrated by the
student teacher to an adequate degree and then supporsseegraents. The duties listed on
the evaluation of student teacher forms are describedviad should be referred to in
assessing the student teacher’s level of proficiency.

Supervising teachers are to check the appropriate level dhe final evaluation.
The Michigan Department of Education requires all teaphgparation institutions to use the
state approved criteria for assessment of entry-fga@hgogical skills for each student
teacher.
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EVALUATION CRITERIA

(For mentor teachers and university supervisors)

The student teacher evaluation forms (F-120, F-125, and F-13@@tbe university supervisor and
mentor teacher with opportunities to identify the strengtitsweaknesses of a student teacher. These
reports profile the student’s competencies in subject matsgruction, assessment, and
professionalism.

The Michigan Department of Education requires all teaphgparation institutions to use the state
approved criteria for the assessment of entry-levelgmglaal skills for each student teachdrhe
assessment and evaluation criteria of the LSSU Schdedwtation are directly aligned with these
standards. Link to PSMT3 standards at:

http://www.michigan.gov/documents/mde/SBE approved PSMT May 13 2008pgo268601 7.
doc

The student teaching evaluation forms are based upon tlduties of a teacher:_knowledge base,
instructional competence, assessment competence, gmdfessionalism.

A. Knowledge Base (Content Knowledge)

Content knowledgeEffective teachers are educated in the liberal arts and scieandsare
knowledgeable about the interdependence of the disciplines. They analywmiredize ideas,
information, and data to make applications of this knowledge in inquiiplgm solving, and critical
thinking. The professional educator is an effective communicator, piogstes skills and abilities of
listening, speaking, writing, and reading. (School of Education Conceptaaldwork)

All pre-service teachers must demonstrate a satisfactonpetence level in their subject matter and
general knowledge through required university courses. The nteatdrer and the university
supervisor should evaluate whether the student teacher caritapgnowledge in a teaching
situation.

Content Areas
Understands the subject matter and current research (Bamonstrates accurate, appropriate, and
comprehensive knowledge about the subjects taught to the degree teeefiectively teach the
curriculum (3f). Engages students in practical activitied demonstrate the relevance, purpose, and
function of the subject matter (3f). Integrates anddiers knowledge. The university supervisor
should evaluate whether the student teacher can apply this knowlgdgs subject areas (3c).

General Knowledge
Has an understanding and appreciation of the humanitiea) sognces, arts, mathematical and
natural sciences and technology (1a, 1b). Communicates treeofdlberal arts knowledge to the
students, including an appreciation of the interrelationsdmpsng subjects (1c). Demonstrates a
global and multicultural perspective (1e). Accesses andupgizded information and procedures (39).

* Criteria for an Assessment of Pedagoggr the Michigan Department of Education website
(http://www.michigan.gov/mdé.
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B. Instructional Competence (Pedagogical Knowledge)

Pedagogical knowledgd?rofessional educators have the knowledge to engage individuals in the
learning process. Teaching excellence requires an in-depth understahdiogndion, of the
multidimensional qualities of learners and learning, of the s&fliesearch, and of reflective and
responsive pedagogy. Through an understanding of human growth and development,aty afvari
instructional techniques, assessments, materials, and technolagipted with an abundance of
practical experience in classrooms, pre-service teachers waiilira as effective novice teachers.
(School of Education Conceptual Framework)

Research: Effective teachers understand the need to maintain a current pevgpectthe numerous
facets of educational practice. A professional educator strives to engtgestudy of pedagogy, to
examine the current literature related to teaching and learning, and supuhe sometimes daunting
task of applying this theory to practice. (School of Education Conceptuakiirark)

Adequate content knowledge is a necessary but not suffigedition for effective teaching. The
student teacher must be able to teach! Through pre —studemnhgeéeld experiences, the student
teacher’s management skills are only rudimentarily exploBtddent teaching is the primary source of
data for assessing these pedagogical skills. Lessoplaniting and implementation, including the use
of materials and technology, are taught and initiallyes4d in the methods courses at LSSU’s School
of Education.

Communication Skills
Communicates what is to be learned so that students tenttesnd value the learning.
Demonstrates effective speaking, listening, reading, aitchgvskills (1a). Uses appropriate and
grammatically correct language. Has appropriate coioelaetween verbal and nonverbal
communication.

Management of Students’ Behavior
Controls classroom behavior in an effective and fair ma¢#d). Organizes and manages
classroom to maximize learning. Establishes and camiesfiective classroom rules, procedures,
and routines. Provides a positive learning environmentouages individual responsibility (1k).
Respects individual rights (1Kk).

Management of Learning Process
Manages learning process so that the curriculum is coaegmdpriately and efficiently (5c¢).
Makes smooth transitions and is able to handle varyindyaleiliels and activities. Manages
assignments and time efficiently in the pacing of thedes Ensures quality time on learning tasks
and accomplishes what has to be done. Demonstrates knowtenlgerstructional management
resources (7d). Uses high expectations for optimal stadéievement. (3c).

Management of Contingencies/Emergencies
Applies district and building policies (4f). Reasonably segponsibly copes with the frequent
contingencies and occasional emergencies of classroom teadkimgnstrates critical and
creative thinking abilities through effective decision makingler pressure. Can think on his/her
feet. Ensures a safe and orderly environment that is camdiacstudent learning (2d).
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Lesson/Unit Planning
Develops effective lessons and units within the contediseocurriculum and assessment. Uses
state and national curricular frameworks as a meadswveloping the students’ inquiry and
thinking skills (3g). Applies knowledge of human growth, develept, and learning theory (2a).
Plans instruction to accommodate student diversity (2da2f, Accommodates appropriately the
students with special needs. Uses a variety of methodologebsiologies, and techniques (4b, 7d,
and 7e).

Lesson/Unit Implementation
Implements lessons and units so that the instructionaltoige@re effectively realized. Creates
meaningful learning experiences that help all students undém$ta subject matter based on each
student’s abilities, attitudes, efforts, culture, and @atent (2h). Expands the cognitive,
affective, physical, and social abilities of students (28es a variety of teaching methodologies,
technologies, and techniques (4b, 7d, and 7e).

Use of Materials and Resources
Is familiar with and able to use a variety of liteesc{e.g. computer), materials, and resources (2i,
7c). Selects, creates, and incorporates appropriateansnal techniques, technology, and
materials needed for instruction (7a, 7e). Demonstratesntimewledge about instruction,
resources, and technology (7b, 7c). Helps students accegseamformation technology and
other resources to become independent learners and problens $8bjer

C. Assessment Competence

ResponseEffective pedagogy requires continuous response. To implement chamgésipractice

for the purpose of facilitating learning is a critical elementhna tepertoire of an effective teacher.
Response in this sense does not mean change for the sake of change.eRetpairact of planned
change after careful research and reflection. Given a perceiged for change in the classroom, the
professional teacher reviews the current research, carefullgatsfland then implements the change.
After monitoring the response to the change, the teacher continaesvely engage in continued
research and reflection to improve pedagogical practice. (School ofaEdacConceptual

Framework)

Reflection: John Dewey stated that the “active, persistent, careful consideratiany belief or
supposed form of knowledge in light of the grounds that support it istrefléoought” (1933, p. 9).
Effective teachers are continuously reflecting upon their prabiyoengaging in learning contexts and
pedagogical demands. The act of reflection requires effective teachguestion their behavior, their
beliefs as determinants of practice, and to consider carefullyeonsibility of being leaders of
learning. (School of Education Conceptual Framework)

Pre-service teachers are taught about assessment bbawesljttle practical knowledge before the
student teaching experience. Assessing, grading, andingpdroth formally and informally) are
essential elements in teaching. Accurate, reflecelfeevaluation of teaching is also encouraged
throughout the LSSU teacher preparation program.

Selection, Creation, and Use of Student Assessments
Understands evaluation and assessment, including testuzdias and administration (4e).
Knows and uses multiple informal and formal approachessess student abilities and the merit
of student work (2g). Values and develops a variety @bl and valid assessment measures that
correlate with instructional objectives.
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Grading and Reporting Student Achievement
Understands and appreciates the grading/ranking/scoring prang$iow to report achievement.
Grades and reports fairly, honestly, clearly, and b#ipf Uses technology to organize, manage,
evaluate, and communicate information about student peafae (7d).

Evaluation of Teaching, Materials, and Curriculum
Reflectively assesses one’s own instructional and assessorapetence. Reflects on the teaching,
the materials used, and the curriculum and makes improve(bbtdJses assessments to inform
instruction.

D. Professional Dispositions/ Learning Communities

Professional dispositionsAs models and guides of future generations, professional educators are
influential in classrooms, schools, and communities. All teacherteanter candidates need to
exemplify the ethics, values, and professional dispositions of poofalssducators. Pre-service
teachers engage in active reflection, self-critique. As develamvice teachers, they welcome
constructive criticism and incorporate reasonable suggestions intotdeghing practice. They are
committed to lifelong learning and to the belief that all studentdezam. (School of Education
Conceptual Framework)

Learning communities: Schools and classrooms are microcosms of society. They are the fegnues
students to learn and grow as participants in the community. The tloérwesng, responsibility,
democracy, and stewardship are woven into the fabric of curriculum as teauickteacher
candidates assume the role of facilitators of environments condude@&ing. In this role, teachers
and teacher candidates model tolerance, dignity, participation, and shacesdiatemaking with other
stakeholders of the learning communiti@&sthool of Education Conceptual Framework)

The pre-service education program at LSSU strives totd@lese students who have the attributes
needed in a professional educator and to work with thesievelop these attributes through their
classroom and field experiences.

Professional Ethics
Understands the value of education and the role of thkectteal and ethical values (1d, 7f).
Models moral standards that are expected in the professioh as confidentiality, fairness,
honesty, trustworthiness, and integrity. Models a commititeeimtellectual, moral, and
professional virtues.

Professional Attitude
Collaborates with all stakeholders in education (6d, &aJues learning, students, teaching, and
schooling (5h). Demonstrates openness, courtesy, coneammss, reliability, caring, and
compassion. ldentifies with professional educators. sf@eand conducts herself/himself
professionally. Discerns the extent to which personafgjstems and values may affect the
instructional process (2c).
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Professional Development/Service
Is involved with professional development and service a@/(frg). Performs non-teaching
duties required of a teacher such as administrative {astendance, out-of-class supervision) and
school or community services (committee work, participatioevents and activities). Accepts
teaching as a lifelong learning process and continuegstbdevelop and improve (5e). Uses
community and home resources to enhance academic achievd#mstrments and other school
programs (6a, 6b).

Knowledge and Performance of Duties
Understands and effectively deals with issues of prafeakpolicy and practice at local, state,
national, and international levels (5d, 6¢). Understaesisonsibilities associated with being a
competent professional including following laws, regulatigadicies, requirements, and
procedures (4f) of the school district. Involves and woffecvely with all support personnel
(4c). Exercises good judgment in planning and managing tichether resources (5b).

Knowledge of the School and its Context
Understands the teacher’s role in a changing world (5g3ed®ehes and understands the special
characteristics and circumstances related to studgaff,school, and community (4a, 5f).
Develops practices to promote collaborative, supportive irtteraein the classroom, school, and
community (4d, 6d, and 6e). Demonstrates an understandihg e€onomic, social, political,
legal, and organizational foundations and functionslbsls (5d).

Human Relations
Establishes positive and effective relationships with studpatents, colleagues, administrators,
and community members (1f, 5f). Demonstrates appreciafioultural diversity, individual
differences, and exceptionalities of students (2e, R2Bcourages prejudice and unfair
discrimination in their classrooms. Understands and cesparying points of view and the
influence of one’s own point of view on others (19).

The evaluation criteria below also include in parenthéise numbers and letters of the
standards and proficiencies frahe Criteria for an Assessment of Pedagogiven at the end
of this guide.
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Evaluating the Student Teacher

Please be honest, direct, and constructive in your felkack.

Provide specific daily oral feedback on professionalisstructional skills, classroom
management, communication skills, content knowledge and metiyydaind rapport with
students. (“You're doing well” is too vague; be specifithwecommendations as the need
arises.)

Analyze completed lesson plans. Require revisions abegkans as needed.

Encourage students to reflect upon successful and less Sutéesching experiences and
to use them as learning opportunities.

Providewritten feedback usingvarious assessment§.e. Forms F115, F120, F125,
F130).

Evaluate a Unit plan.

Aid student teacher in videotaping a lesson when possible.

On rare occasions, when the student teacher is not deihgwerk with the university
supervisor in designing dntern Plan of Assistance for Improvementfor consistently
weak areas. The supervisor will guide you throughgtogess, when necessary.

The student teacher will keep and update regulaBiudent Teacher Notebooko reflect
the various aspects of the clinical experience. Pleat&ée to review this information as
a vehicle for further discussion with the student teacher.

Relationship to the University Supervisor

Meet with the supervisor and student teacher for initgt/erientation conference.
Complete Mentor Information form.

Provide a copy of daily class schedule.

Provide a prearranged place for supervisor visits thawalfor a clear view of the room.
Use provided assessment instruments to provide student teacfezss reports for the
supervisor.

Please immediately call or email supervisor when concerm@sise.

Participate in the Semester Summary (Final) Evaluatidheo$tudent teacher with the
university supervisor. This summary evaluation is a compaosiall observations
/assessments/evaluations.

YOUR NOTES OR QUESTIONS:
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Criteria for the Selection of Mentor Teachers

Because of the importance of the mentor teacherriarttave been developed for their

selection. These criteria grow out of the general mdiand understanding that form the basis

for the Agreement on Student Teaching that is executedebatliake Superior State

University and the cooperating schools. These criteeisianilar to those used by teacher
education institutions across the nation. Their objeasvo define a relationship between the

University and the supervising teachers, and between thevgipgiteachers and the
students, who may be assigned to them. The followingriziare required. The qualified
supervising teacher:

has completed a minimum of three years teaching expgeri@rth the most recent year

being in the present school system.

has tenure.

has a valid teaching certificate.

teaches in the area of his/her certified specialty.
consistently demonstrates high quality teaching.
demonstrates desirable personal and professional attitudes.
demonstrates evidence of continuous professional growth.
participates in the program voluntarily.

looks upon supervising the growth of student teachers aslard@blnd a contribution

to his/her profession.
is recommended by his/her administrator(s).
possesses good communication skills and can provide canstrigedback.
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Roles/Responsibilities of the Mentor Teacher

The following list of responsibilities will enable theentor teacher to determine what
activities are necessary in order to assist the studssitde

The mentor teacher's first responsibility is to the Isupihis/her class. This must be
kept in mind if the public, administration, and pupils @areantinuously support the
Student Teaching Program.

Prepare pupils to work with a student teacher and notifpahents that there will be a
student teacher in the classroom.

Provide a working area for the student teacher (a desiole) and share
responsibilities whenever possible, accepting him/hercasvaorker and professional
person.

Acquaint the student teacher with pertinent school @siand regulations, philosophy,
priorities, and assessment criteria.

Immediately involve the student teacher in specificscasm tasks.

Plan a schedule with the student teacher and univeugigrgsor for assuming
responsibilities of the classroom, which will alloletstudent teacher to assume
increasing responsibility as he/she exhibits readiness so.d

Guide the student teacher in preparing daily lesson planglans, and tests and
approve and critique all plans before they are tauglsisAs understanding and
applying evaluation techniques.

Require student teacher’s lesson plans (Form available farse) before the
teaching of a lesson to allow time for review and discussioimitially, this means
that it is reasonable to expect plans be submitteak least two daygprior to
instruction.

Demonstrate a variety of effective teaching techniquesanatige for visits to other
classrooms from time to time.

Model accommodations for learner differences.

Guide the student teacher in developing and understaridirskills of self-evaluation.
Evaluate the quality of the student teacher's performamdengage in frequent
conferences with the student teacher to ensure continuogieps and/or early
identification of problems.

Encourage the student teacher to participate in commactiyjties.

Help the student teacher relate theory to practice.

Assist the student teacher in learning about and accommgdaiecial education
students in the class.

Have the student teacher attend IEP meetings when agisopri

The student teacher will keep a daily log (Form FO55) e$ahmal record of
attendance and tardiness. The mentor teacher is askeditomiois and sign it
monthly before it is turned in to the School of Educatlbexcessive absences or
tardiness are observed, report this to the university supertlie professor of record,
or Director of Field Experiences.

Early in the semester, assist the student teaclseheduling five classroom
observations of other teachers’ classrooms. ( 25—-30 miaatég

Prepare and submit evaluation reports.
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Roles/Responsibilities of the Student Teacher

The following list of responsibilities for the studeaather will help ensure a
rewarding student teaching experience:

Become familiar with school policies and practices 88U Student Teaching
policies and work in a manner consistent with them.

Become thoroughly acquainted with classroom facilitiesleah the procedures used
by the supervising teacher.

Become acquainted with instructional materials availabtee school and school
district.

Become familiar with the community and its relatiopsta the educational program.
Plan thoroughly, in writing, for all teaching responsibiliti@s acceptable lesson plan
is expected for every lesson to be taught.

Be punctual and attend each class daily, whether teachimgf.or

Inform the school in advance of anticipated absencess early as possible on the day
that an emergency arises.

Make time available for conferences with the supervis#aghier and the university
supervisor.

Continuously evaluate personal progress with the supervsanipér and university
supervisor.

Attend and participate actively in the student EDUC 480 tagcteminars.

Notify supervisors of any persistent problems in their stutkaching.

Demonstrate the knowledge, instructional assessment afesgional competencies as
described above in the evaluation section.

Responsibilities of the Principal

The following list of responsibilities will assist tipeincipal in helping the student
teacher become a member of the school community:

Accept student teachers as junior members of the teafziuntyy.

Offer students those facilities, resources, teachingna#g, supplies and equipment
customarily available to other teachers.

Help the faculty and parents understand their respongbitib the student teacher.
Introduce the student teachers and university personned tautlaling.

Assist the student teachers, the supervising teacher @anahithersity supervisor to
resolve special problems that may arise in studenhit@gc

Help mentor teachers guide the growth of student teachers.

Provide counsel and assistance to the Director of Exgieérience and university
supervisors in the development of a high quality studenhireg@experience in the
building and the community.
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Responsibilities of the University Supervisor

The following list of responsibilities will guide the unrgéy supervisor in assisting

the professional relationship between the student teaciethe school community:
- Serve as the prime liaison between the schoolshendniversity.

Cooperate with school personnel in a manner that will ehdnecpartnership between

the school system and the School of Education at LSSU.

Serve as a resource person for the supervising teachdreastident teacher.

Observe the student teacher teach at regular intervielssats-6 times in the semester.

The observations will be spread throughout the seméstudent who has a split

assignment will be observed a minimum of two timesgssignment.

Conduct six evaluationsThree formal evaluations using the Periodic Evaduefiorm

(F-130) are to be completed.)

Conduct the Orientation/First Visit (Form F020) withie tfirst two weeks of student

teaching. Initiate conferences with student teachersydajg teachers and others

concerned with the student's progress.

Confer and cooperate with the student teacher and supen@sicitet in evaluating the

student's progress and give them a copy of the evaluation

Provide sympathetic understanding and advice to help dabetvia tensions that often

accompany student teaching and aid the student in improvingosdidence;

Confer with the Professor of Record in the writing andlementation of any

necessary Intern Plan of Assistance for Improver(femtm F140).

Submit reports to the School of Education’s Director ofldHiExperiences.

Act to enhance the continuing growth and quality of the situ@@ching program.

Responsibilities of the LSSU School of Education

The following list of responsibilities will assist tisehool of Education to uphold a
high quality program that fosters the growth and professidevelopment of all individuals
concerned:

Administer and provide leadership for the student teaching amgr

Establish policies and procedures for administering the sttel@rhing program.

Consult with supervising teachers, school administratmd,all departments of the

University to develop, implement and evaluate the stuaéaching program.

Provide opportunities for in-service education for superyipersonnel.

Approve supervising teachers.

Approve student teaching assignments.

Oversee the nature and quality of the student teachingienpes.

Monitor the nature of the supervision provided by the Uniwersit

Review all written evaluations of each student teacher.

Plan and conduct an orientation to discuss student tegaies and responsibilities

for prospective student teachers.
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Suggestions for Student Teacher Orientation

Each mentor teacher in collaboration with the Ursitg Supervisor must decide how
quickly the student teacher should begin teaching. Theéomezacher may want to consult
with the university supervisor in determining how quickly shedent teacher should assume
his or her duties. Factors such as the knowledge, alaility,maturity of the student teacher
and the temperament of the class will affect this d@cis

The student teacher's adjustment to the classroomssoanption of the teaching load
will depend upon the individual student, the situation, &editentor teacher. All students are
expected to successfully teach a few classes befeif@shprogress report. The following list
identifies activities, which can assist in the adjusthto the classroom and the assumption of
the teaching load.

[. University Supervisor First Visit/Orientation Form (F 020)

The purpose of this three-way conference of the meéeémher, student teacher, and
University Supervisor is to explain and answer questions @bhewtudent teaching internship.
This visit should take place within the first two-threeske of the student teaching experience
It is not expected that the first visit will include alpservation of a lesson.

[I. Orientation to Total School System

Instructional Materials and Media Center
Counseling and testing

Library

Consultants and special area supervisors
School administration

Community resources

[1l. Orientation to Building

Become acquainted with the building.

Meet the teachers in the building.

Read the philosophy of school.

Read the handbook of policies and procedures.

Study fire drill regulations and crisis intervention plan

Survey equipment and materials available for use.

Study the curriculum guides.

Become acquainted with the custodian in charge of classamal locate his office.
Visit the school office; become acquainted with thespenel.

IV . Classroom-Related Experiences
- Learn about the grouping philosophy and grouping patterns.
Obtain and use resource materials.
Study cumulative records of pupils as needed.
Have individual conferences with pupils.
Write personal observations (simple profiles) of pupils.
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Use suggestions made by consultant (art, music, etc.).

Hold or observe conferences with parents.

Use services of a consultant concerning pupils.

Organize and use bulletin board material.

Utilize supplementary materials and exhibits.

Have experience with student accounting procedures.

Visit other classrooms.

Plan and execute a field trip.

Plan and teach at least one unit.

Prepare and administer unit tests as with other appre@essment tools.
Use assessment results to improve teaching.

Aid in preparing pupil progress reports.

Plan and implement use of library by a group of learners.

Start a resource materials file.

Plan and execute remedial measures with a pupil in.class

Administer and score a standardized test.

Use the following equipment in the classroom: scierarg tape recorder, record
player, movie projector, filmstrip projector, overheadjgctor, opaque projector,
VCR, computer.

Encourage student teachers to write a letter of intraxtutd parents.

Keep “What | learned today” journals.

V. Co-curricular Experiences
- Attend a faculty meeting.
Attend a professional meeting or conference.
Observe supervised lunch period.
Observe playground supervisor.
Help plan or observe an assembly or classroom program.
Observe or work with a club and/or activity group.
Help plan or attend a school party.
Attend a P.T.A./P.T.O. meeting.
Talk with a parent at P.T.A./P.T.O.
Observe a safety patrol.
Participate in at least one community improvementigt
Help plan or observe a fire drill.
Attend a school sponsored event for the public such &s/agconcert, an athletic
event or open house for parents.

LSSU School of Education page 30 of 36 Revised: October 2011
Student Teacher Handbook



Appendix A

Forms and Reporting Guidelines
(Available on the School of Education website http://educatsndsiy

Getting Organized. . .

FOO5 Intern Information Form — Copies to be given to the mentor teacher and university
supervisor.

F010 Mentor Information Form — Copies to be given to the student teacher and the university
supervisor.

FO015 Mentor Teacher Daily Class Schedule- Copy to be given to the university supervisor.
F020 Orientation / First Visit Report Form - University supervisor follows this agenda at the
three-way orientation meeting of the student teachertangzacher, and supervisor within the first

two weeks of school. Copies available for mentor teaattern, and supervisor.

F025 Criminal History Disclosure Form — Copy to be given to LSSU School of Education
(LSSU SOE) through TE 480 instructor.

FO30 Intern Contract — Copy to be given to LSSU SOE through TE 480 instructor.

FO035 Student Teacher Code of EthicsCopy to be given to LSSU School of Education through
TE 480 instructor.

FO40 Activities Checklist for Student Teachers(General orientation to school: classroom,
school, and district policies)

F045 Focused Observation Request Form Ysed by the student teacher to obtain permission
and to schedule observations of other classes.

FO50 Focused Observation Report tsed by the student teacher for observations of other
classroom settings early in the semestgnimum of 5 observations in different classrooms
with a report for each.

FO55 Student Teacher Attendance Log Turn in the monthly report to LSSU SOE through TE
480 instructor.

FO060 Class Description Profiles- Used by the student teacher to descedeh class (group of
students).
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Planning for Instruction. . .

FO75 Student Teacher Activities Log— A list of activities the intern participates in outsalehe
regular teaching responsibilities.

F080 Personal Goals and Objectives for Student TeachingJpdate as goals and objectives may
change.

F085 Lesson Plan Template-To be used by the student teacher and mentor teachdab&@ate
on the design and format of the daily lesson plans. Foba#rved lessons by the university
supervisor, keep written lesson plans in STNB.

F090 Reflection on Teaching/ Post-Teachin&elf-Evaluation —To be used by the student
teacheronce a weeko reflect more formally on a lesson taught. Makelitgaavailable to TE 480
instructor.

FO095 Unit Plan Template and Unit Plan Format— To be used by student teacher when
developing a unit plan. Keep copies of any unit plans develdyag the student teaching
experience in the STNB.

F105 Incorporating Technology in Teaching and Learning Competencie— Minimum
performance competencies to be demonstrated by the stedehér in teaching and in personal
professional development.

F110 University Supervisor Visit Log —Update regularly. Turn in a copy to the university
supervisor before the final summary conference at thefezatct semester.

Assessment and Evaluation Forms. . .

F115 Student Teacher First Progress Report Fo be completed by the mentor teacher within
weeks 1-3 of student teaching experience, after the stuedatitar has taken on some substantial
teaching responsibilities. Provide completed copig¢kaainiversity supervisor, the student
teacher, and place a copy in the Student Teacher NoteSOOI).

F120 Classroom Observation/Evaluation Instrument — Narrative-For use by the mentor
teacher or university supervisor while evaluating a lesagghtaby the student teacher. A
mentoring conference is held after observation. Prowdepteted copies to the university
supervisor, the student teacher, and place a copy in thersiDehcher Notebook (STNB). Copy
to university supervisor, to student teacher, and a coBy IdB.

F125 Classroom Observation/Evaluation Instrument— RUBRIC to be used by mentor teacher
or supervisor during the evaluation of a lesson. A conferemdiscuss strengths and weaknesses
follows. Provide completed copies to the university supervibe student teacher, and place a
copy in the Student Teacher Notebook (STNB)
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F130 Mentor Teacher/University Supervisor Semester EvaluationoStudent Teacher— To

be used by the mentor teacher/university supervisor at treetthres each semester. A monthly
evaluation. A summary of all formative evaluations (F-12@ &-125) of student teacher by the
mentor teacher and the university supervisor. A joint cenf® to be held with the mentor
teacher, student teacher, and university supervisahddules permit at end of semester. Provide
completed copies to the university supervisor, the studestiedeaand place a copy in the Student
Teacher Notebook (STNBQriginal sent to School of Education.

F140 Intern Improvement Plan- Designed to address deficiencies in the student teacher’s
performance. The university supervisor assists in thgunlesid monitoring of the improvement
plan with the intern, the mentor teacher, and/or ottieriistrative school personnel. Conference
held. Copies of signed Intern Improvement Plan to be givéretstudent teacher, the mentor
teacher, the university supervisor, and the professocofae

F200 Request for Initial Provisional Certification — An LSSU application for recommendation
for the initial provisional certificate. A check-off fortnat finalizes the student’s major/minor,
MTTC exams passed, degrees earned, GPA requiremeats;dnfirmation of criminal
disclosures, permanent address and contact informationLS3ig application for certification —
an internal document required for all students.

F220 Ontario Student Information Release Waiver— Allows the university to release personal
information to the Michigan Department of Education dredl®ntario Teachers College to
facilitate the acquisition of teaching certification int@rio.
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APPENDIX B

SUGGESTIONS FOR STUDENT TEACHERS

Write a letter to your students letting them know about your interests, and why you want to be a
teacher. (This is something you ought to be doing anywaythandtter portion is a question you are
GOING to be asked when interviewing for a position.) Batlitemn to write back to you.

Write a letter to the parents of your students introducingsedf and talking about your commitment
to teaching their children. Invite them to drop in thesglaall you at home, etc.

Introduce yourself to principals and vice principals. Be sbat before student teaching is over they
have something coming up that you and your master teacherthinkupervisor should observe,
don't hesitate to ask for a visit.

Work hard at developing your relationship with your mergacher(s). Active listening and careful
guestioning is essential in the early stages. Tryveldp a personal as well as professional
connection. Tell them (and show them) that they can trast {lever, ever, put your mentor (or any
other educator) down in front of students. If you sense tlmay be a problem in your relationship
with your mentor, seek assistance from your university sigmerimmediately.

Try to turn negative comments about students that youheayinto positives by asking about ways
that you, as a new teacher, might use to work effegtiveh this (or similar) students.

Maintain contact with other interns by setting up regaiaeting phone times. Use the first seminar to
network with your peers....they're experiencing the same thjogsare...

Videotape yourself teaching several times and analyzaplies carefully. Ask your master teacher to
watch them with you, and to offer suggestions.

Read Harry Wong's bodkirst Day of Schooland follow his advice!

Go back over materials from your methods courses, espetiafig in your content area. Be alert to
the ways that you become “channeled” into the pedagogicaiqeat your mentor and don’t give up
experimenting with approaches.

Move student desks frequently and creatively. It wdefup your pedagogy, assert your control over
the space of the classroom, link contact and proces$iedmavith discipline.

If you have discipline problems with particular students $keein out outside of class time for one-on-
one conversation. Something as simple as their seeing youeatracurricular event can add greatly
to your status in their eyes. Ask them how you can help maldabea place that they will enjoy.

Once you are several weeks into student teaching, gracloutsfirmly insist that you need to be
developing some of the curriculum, including multiculturalrapphes, planning lessons
independently, etc. Point out that the university evaluatigrour student teaching requires that you
have been able to show that you can do these things.

Let yourself learn from your mentor, even if her approadifisrent from yours. Use the traditional
approaches and also develop more innovative ones.

LSSU School of Education page 34 of 36 Revised: October 2011
Student Teacher Handbook



Take photographs of your students and copy samples ob#siwork for you to keep (you MUST
ask for permission to do this....be assured they will be inselg flattered, and will grant you
permission immediately.) Allow for the possibility of gitag in touch with them after you leave the
classroom. Have them write an evaluation of you at teas¢ during your placement. You can learn
a great deal from them about how to improve.

Start your portfolio and resume early. Let people know fiou will be looking for a position.

You should not be doing “extra duties” (especially during ymeparation hour); seek help from your
mentor teacher.

Attend all professional events such as faculty meetimyanittee meetings, teacher parties, etc.
Attend professional conferences while you are intern tegch

Be enthusiastic about student teaching — you are makingesgianal impression from the first day.

Speak up for the teacher education program you participatedsi8U is highly respected for its
personal approach to teacher education. Talking up the tsisesfgyour preparation will make you
look good and your degree more valuable. Let mentors knout alat is being learned, invite them
to read some of the professional books you have read (angbjoist a professional conference!), and
explain your philosophy of teaching as well as you cad,express your willingness to keep learning.

This is critical: keep you own personal balance. Youdigitover immediately that student teaching is
vastly different from what you have experienced whileadiege. Don't be surprised (or alarmed) to
discover that you have reverted to taking naps after yoougetf school for a day. If you aren't tired,
something is wrong...exercise. Make time for yourselfyoli MUST work on weekends, monitor
yourself very carefully. Find good listeners and process gxperiences with them. Use the seminars
to full advantage.

From former LSSU INTERNS
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SUGGESTIONS FOR MENTOR TEACHERS

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Student teacher’s name should go on the door as wek asipiervising teacher’s name.
Include a letter from your student teacher with your oiter@f welcome.

Include your student teacher in all activities, so he/sherexres a sense of belonging.
Help your student teacher make professional contacts duringrresfnerience.

Invite student teacher to copy “everything.”

Ask your student teacher to be involved from the beginning lgtestudents hear his/her voice
from day one.)

Introduce your student teacher as a fellow teacher/colleagumpposed to a “student” teacher.
Use your student teacher as a resource; he/she loves keldd@sideas.

Role model, role model, role model for your student teacher.

Write down reflections and evaluations for discussion pugose

Set time aside for reflections and feedback.

Share your own failures; let your student teacher see yowaperfect.

Let your student teacher falter and avoid “bailing” him/hgr o

Give your student teacher the “whole” experience, turn overuah as possible.

Share the things you do automatically and explain why you do. tAdink “out loud.”
Discuss organizational strategies for room, curriculurterias, assessment, etc.

Get your student teacher involved with activities outside ldssmom.

Consider the atmosphere of your lounge. Is it a positiveegta your student teacher to be?

Encourage your student teacher to have the principal obserfleshiamd have your student
teacher do a mock interview with the principal.

Review lesson plans (i.e., how they are helpful, whatreredquirements, etc.)
Allow the student teacher the freedom to make choices.

Give ideas on time management (i.e., lesson planningfitlers, etc.)

Ask your student teacher to keep a notebook of helpful ideag-6f tricks.”

Be able to share yourself as a real person.
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