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ST CLOUD STATE COLLEGE OF EDUCATION

U N V ER S 1 T Y . OFFICE OF THE DEAN

A tradition of excellence and opportunity " 72? Fgu;td}ll\l A‘Slfsgl(l)i -S::;g
t. Cloud,

Phone (320) 308-3023
FAX (320) 308-4237

Dear Cooperating Teacher,

I'want to take this opportunity to thank you for the important role you will play in the
development of a future teacher from the College of Education at St. Cloud State
University. We fully understand that our efforts in preparing future teachers are only
complete with the guidance and support from our school partners. The mentoring you
will provide during the next few months is crucial to the development of our teacher
candidates’ knowledge, skills, and professional dispositions.

We are proud of our education programs and our data supports the fact that we prepare
teacher candidates who are well-prepared in content knowledge, pedagogy, and effective
in improving student learning. However, if you have any questions or concerns during
the clinical experience, please do not hesitate to contact our Office of Clinical
Experiences. We have high expectations for our candidates and want to make sure they
are meeting our performance outcomes.

Again, I would like to express my gratitude to you for accepting this important role.

Sincerely.

ate M. Steffens, Dean

A college sponsor of the National Merit Scholarship Program.
St. Cloud State University values diversity of all kinds, including but not limited to racc, religion and ethnicity (full statement at bulletin. StCloudState.edu/ugb/g linfo/nondiscrimination. html).
TTY: 1-800-627-3529 SCSU is an affirmative action/equal opportunity educator and employer.
This material can be made available in an alternative format. Contact the department/agency listed above.
Member of Minresota State Colleges & Universities.




EXPECTATIONS OF COOPERATING TEACHERS

The cooperating teacher plays a major role in the education of the teacher candidate. Because bEameesigni
attached this supervisory role, it is necessary that the cooperating teacher be thoroughly familiar with a number of
guidelines. As such, the policies and procedures covered in this handbook should be read and observed carefully.
In addition, weinvite your suggestions and comments for future revisions of this document. The teacher candidate's
application will be made available to each cooperating teacher.

Throughout the student teaching experience, the cooperating teacher and teacher chadiddtastion as a
teaching team. This will include cooperative planning, teaching, and evaluating. During the early part of the
experience, the major responsibility for planning, teaching, and evaluating pupils should be assumed by the
cooperating tedwer.

The teacher candidate should progress through a sequence of orientation, observation, participation, and full
teaching responsibility. Suggestions for each of the areas are presented below to serve as a guide for the
cooperating teacher.

The coopeating teacher is responsible for doing a minimum of six (6) formal written observations for a teacher
candi dat e. Those cooperating teacherés whose teach
classroom are required to do a minimum of ¢h(® formal written observations. Each cooperating teacher is
responsible for completing a written final evaluation on each teacher candidate.

Continuing Education Units Please go to:
for Cooperating Teachers http://www.stcloudstate.edu/oce/partners/default.asp

ORIENTATION

A good orientation program is a vital part of the cooperating teacher's work with teacher candidates in the public
schools. Although orientation is generallgaeded as very significant during the initial stages of student teaching,
it is most effective when it is a continuous process throughout the experience. The following are suggestions to
guide the cooperating teacher: (1) general orientation, (2) dientd teacher candidate, and (3) orientation of

pupils.

The cooperating teacher assists with general orientation by:

A introducing the teacher candidate to faculty members, administrators, and other school personnel
A helping the teacher candidate beeoacquainted with the facilities such as the nurse's office, pupil
records, instructional supplies, and audisual materials (include a tour of the building)

modeling professional behavior

providing an environment for learning

discussing teaching pb#ophy, school policies, rules, and regulations

informing the teacher candidate of instructional, evaluating, and marking practices in the district and
building

ToTo e *

The cooperating teacher orients the teacher candidate by:

talking and getting acquainted

discussing and planning cooperatively

giving consideration to ideas and suggestions from the teacher candidate

providing opportunities to become thoroughly familiar with the classroom and all teaching aids and
materials that are available

Too oo Too To


http://www.stcloudstate.edu/oce/partners/default.asp

A providinginformation about the total school experiences that occur throughout the academic year
A suggesting and implementing techniques for becoming acquainted with students

The cooperating teacher orients the pupils by:

A informing them before the teacher caradiarrives that there will be another teacher in the room
A establishing the teacher candidate in the role of another teacher

« introducing the teacher candidate to all classes

OBSERVATION

Prior to the time when a teacher candidate assumes major rediigrisibieaching a class, he/she should
observe (in yours and other master teachersd cl assr
in this role, he/she must have specific items in mind to look for during observations of tlae tegcier and the

pupils.

The cooperating teacher assists in the observation phase by:

discussing daily lesson plans

discussing and explaining how broad objectives (such as attitudes, habits, and appreciation) are
developed

emphasizing the necessfor flexibility in planning

making notes of motivational techniques employed

having him/her observe various ways lessons are introduced in the different classes

helping him/her become familiar with teaching materials and their uses in the classroom

helping him/her become aware of the various technigues possible for closing the lesson
suggesting variations in teaching procedures used from day to day

familiarizing him/her with routine classroom duties apart from the actual teaching
discussingndividual differences, special needs and ways of handling these within the classroom
discussing discipline and classroom management and helping him/her understand specific problems
helping analyze discipline cases to understand the cause and suggessrof handling
management within the guidelines of established school policy

Too oo Too Too Too To To To T T To I

PARTICIPATION
It is a good policy to have the teacher candidate assume some responsibilities immediately. These responsibilities
will vary from school to school with differe grade levels and within different content areas.

Participation is intended to help the teacher candidate gain confidence. Possibilities for participating might
include:

taking attendance

giving assignments

assisting with supervision of students

administering and checking tests

providing individual help for pupils

sharing in lesson planning

contributing as a member of an instructional team

sharing special talents or experiences

Too Too oo Too Too Too Too Too

Because shared planning is considered to be such an amippait of the student teaching practice, it should take
place throughout the entire experience; however, it is probably most important during the period when the teacher
candidate is observing, participating, and beginning actual teaching. The cogpe@ther should share

written, as well as verbal, plans with the teacher candidate. It is necessary to discuss the daily plan (objectives,
procedures, materials, and evaluation procedures) prior to the lesson being taught.



FULL TEACHING RESPONSIBILITY

e Ateacher candidate should assume responsibility for teaching a lesson as soon as the cooperating
teacher believes he/she is ready. It is desirable that this be a cooperative decision between the teacher
candidate and cooperating teacher. Greater regplity for teaching should proceed gradually.

Before the experience is successfully completed, he/she should demonstrate ability to assume total
responsibility as a beginning teacher. The teacher candidate should assume the teacher role on several
conseutive days as well as have time for reflection.

e Required Teaching Time: In 5-12 licensure areas, students will teach a minimum of four
consecutive weeks although many students teach nearly full term.-12 Réensure areas, a
minimum of two consagtive weeks of teaching is required at each level. This is also trug¢af 5
science education majdérsa minimum of two consecutive weeks of teaching is required at each level.
Students in céeaching settings will have the lead role in planning, teacmagevaluation during
the full teaching responsibility phase.

¢ Number of Teaching Preparations:Full time teaching would translate to four classes in gsnod
day, three classes in a fiperiod day, and two out of four blocks in a block schedule third
block, the teacher candidate could observe and assist. It is advisable that teacher candidates have
responsibility for no more than two preparations except in atypical circumstances.

A NEVER use a teacher candidate as a substitute teacheheHefsot licensed. The Code of Ethics
for Minnesota Teachers prohibits this.

A Lesson plansare required and should be reviewed by the cooperating teacher at least two days before
the lesson is taught. Each lesson plan should contain objectivesatsatedded, procedures, plans
for follow-through, and summarization of evaluation procedures. During the first part of the teaching
assignment, the lesson plans should be in much greater detail.

¢ Unit developmentis expected. One week is the requiredimirm. The unit will be developed in

cooperation with the cooperating teacher. Units are to be shared with the university supervisor during
observations. The cooperating teacher will indicate his/her approval with a signature; the university
supervisor st approve the unit as well. The unit should demonstrate the positive impact of the
teacher candidate on his/ her studentso6é | earnin
assessment are key). The unit must include, then, the following:

- todls used for pre and post assessment of student learning, tabulation of assessment results,

and analysis of those results (including reflection and future planning ideas)

- rationale for unit

- stated unit objectives

- at least five detailed lesson plans

A Conferenceswith the teacher candidate should be regularly scheduled. It is important to share
evaluations and observations with specific suggestions (some examples for areas that might need
improvement: understanding the necessity to remain flexible, bihslp develop their individual
style, and assistance to guide the teacher candidate toward his/her fullest potential)

A The cooperating teacher needs to competeast six observation formgthree per eightveek
experience) to share with the teachemdidate and the university supervisor.



A A successful student teaching experience is based on open, tmmestinication among all parties
involved. Periodic threevay conferences (teacher candidate, cooperating teacher, and university
supervisor) arsuggested. Contact the university supervisor at any time to express concerns or to
share reservations.

A Final evaluation forms are due the last week of the student teaching assignmefiease share
this evaluation with your teacher candidate and pi®te teacher candidate with a hard copy.

Follow the guidelines for completing the Summative Assessment online.

Thank you for your cooperation and for sharing your professional talents with the teacher candidate.

Professional Dispositions of Tegher Candidates

e Demonstrates enthusiasm (e.g., body | angu
e Isreliabl® arrives on time and ready to teach

e Accepts responsibilities assigned by the cooperating teacher and university supervisor

e Carries out assignmentsependently, when appropriate

e Demonstrates flexibiliy adapts easily to changing circumstances

e Demonstrates initiativ®® seeks to make a contribution to the classroom and the school

e Demonstrates respect for students and their families

e Focuses attention astudents and instruction when at scido@ not distracted

¢ |s sensitive and responsive to the needs of students and staff

e Dresses appropriately for the classroom or professional situation

e Demonstrates mature, respectful and appropriately friendly behavidnnhannerisms

e Demonstrates ability to work collaboratively

e Exercises sound professional judgment when working with colleagues, school personnel

and community members



EXPECTATIONS OF UNIVERSITY SUPERVISORS

Inform the cooperating teacher of any univigrexpectations.
Confer with the cooperating teacher about the teacher candidate placed with them.
Make contact with the teacher candidate and cooperating teacher(s) generally once a week.

Write a minimum of 6 formal observation reports, reporting enstrengths and and/or weaknesses
of the teacher candidate. And facilitate the cooperating teacher's completion of 6 formal observations.

Review all student teaching assignments (lesson plans, uniasselésment, etc.), and provide
constructive feedb&dor the teacher candidate.

Complete a Summative Assessment for each student teaching placement and facilitate the cooperating
teacher's completion of the Summative Assessment.

Be responsible for submitting grades, final evaluations, formal obserfation, and other relevant
material to the Office of Clinical Experiences within 5 days after the student teaching assignment is
completed.

Be available to assist individual teacher candidates with personal and professional problems as they
relate to studet teaching.

Provide necessary orientation for teacher candidates concerning their responsibilities.

RESPONSIBILITIES OF THE BUILDING PRINCIPAL

(in terms of teacher candidates)

Assume the leadership in establishing a climate of acceptance of therteactlidate by faculty
members and other school staff members.

Explain school policies and discuss the school

Assist the teacher candidate in developing an appropriate professional relationship withdettlty
students, and the community.

Share the responsibility of supervising the teacher candidate if requested to do so by the cooperating
teacher and/or the university supervisor.



ATTENDANCE/ABSENCES

More than three absences in a given semester walhuse your student teaching assignment

to be extended to make up lost days or to be cancelled due to lack of professionalism. All
absences must be discussed with your university supervisor and cooperating teacher.
Teacher candi datesadraeaysctdt @gindemrepexpect ed
calendar. Absences are acceptable only under the following conditians

In case of illness/bereavement Contact youbuilding principal , cooperating teacher and
university supervisor as soon as you knovoy will not be at
school.

In case of emergency Contact yourcooperating teacher, university supervisor

and theOffice of Clinical Experiencesas soon as possible.

In case of strike Contact youwniversity supervisor for instruction. Do not
in the schal district enter the building or participate in strikelated activities

In case of poor weather conditions Listen for closing or latstart announcements on radio or
television and follow your buil

CALENDAR ISSUES

Follow afullteacherd ay and the school 6s schedul e, not St .
between the beginning and ending dates of the placement.

In-service and Attend all functions required of your cooperating teacher, including
Parent-Teacher Conferences meetngs.
Conferencesl/job fair/interviews Discuss any absences due to such professional events with

your cooperating teacher and university supervisor at least two
weeks prior to the event.
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BASIC POLICIES OF THE STUDENT TEACHING PROGRAM

Teacher candidates are not assigned to buildings in which they have been a student, are well-
known by school personnel, have children in attendance, or have other relatives employed.
Teacher candidates are not assigned in a school at which they will be coaching.

A secondey education major must have student teaching experience in each licensable area.
During a school day, the teacher candidate is assigned to the equivalency of four classes in a six
period day, three classes in a five period day, or two classes in ddokiday with the

remaining time left for conferences, planning, and other activities.

Teacher candidates majoring in any PiEKteaching area must student teach at both the
elementary and secondary levels.

Teacher candidates are required torattine Professional Development Conference held at SCSU.

Teacher candidates registered for a Career Fair (applies spring semester only) are allowed to be
absent for that day; however, this absence must be prearranged and will count as an absence.

The student teaching assignment mayglb@nged or canceled at any time if the building
principal, the cooperating teacher, the university supervisor, and/or the Clinical
Experiences Director believe the change beneficial to the teacher candidate or coopergti
school.

Secondary faculty believe it is important for PK-12 and 5-12 teacher candidates to have a variety
of field placements to increase the richness of experience in their teacher preparation programs.
Becoming too comfortable in a repeated site can limit growth; therefore, we strongly
recommend that students are not placed in the same site twice.

Teacher candidates continue to be held to the standards set fortlsin@heud State University
Code of Conduct

The teacher candidabeay not accept compensation or be used as a replacement for a

gualified teacher. A teacher candidate may not be used as a substitute teacher. The teacher
candidate may teach in the absence of the cooperating teacher with a substitute teacher in the
room.

The teacher candidatamay not satisfy his/her military obligation and student teaching
requirement during the same university semester.

The teacher candidate must haveaiaimum of $25,000liability insurance before being accepted
into any public school for stient teaching.

10



Teacher Candidate Placement Policies

Assignment of Teacher Candidates

Teacher Candidates are not assigned to buildings in which they have been a student, are well
known by school personnel, have children in attendance, or have otheesstatiployed.

Teacher Candidates are not assigned to a school where they would be coaching.

The student teaching placement may be changed or canceled at any time if the Building Principal,
the Cooperating Teacher, the University Supervisor, and/or thet@iraf the Office of Clinical
Experiences believe the change is beneficial to the student and/or the cooperating school.

Withdrawal and Removal from Student Teaching

1) In cases where a student is removed from a student teaching placement for reasdad unrela
to the studentds dispositions or perfor man:
placement as quickly as possible.

2) Students removed from student teaching for dispositional or performance reasons will be
required to meet with their university supisor, a representative of the program (currently
the liaison or program coordinator), the Director of OCE, and if appropriate, their
cooperating teacher to design and agree upon an action plan to remediate the concerns raised
during the student teachipdacement. The requirements of the plan shall be successfully
completed prior to the student being offered a new placemmemb. event will a student
removed from a placement for performance or dispositional reasons be offered a new
placement during thesemester in which they were removed.

3) A student who withdraws from a student teaching placement after the placement has begun
without the consent of his/her university supervisor will be required to meet with their
university supervisor, a representatnf the program (currently the liaison or program
coordinator), the Director of OCE, and if appropriate, their cooperating teacher to design and
agree upon an appropriate action plan. The requirements of the plan shall be successfully
completed prior tohte student being offered a new placemkmho event shall the student
be offered a new placement during the semester in which they withdrew.

Action Plans

If a student teacher refuses to sign an action plan proposed by his/her university supervisor the
student will be granted a maximum of ten (10) school days to resolve the concern through the
department mediator prior to being removed from the placement.

If no resolution is achieved, the student will be removed from her/his placement following the
10" school day (inclusive of the day the plan is first discussed) after the initiation of the action
by the university supervisor. The cooperating teacher and the Director of OCE shall be notified
of the potential for removal within 24 hours of the meeting Withstudent at which the action

plan is discussed.

A student removed from a placement for failure to comply with an action plan will be given a

new placement only when the action has been successfully completed. . In no event shall the
student be offered new placement during the semester in which the removal took place.

11



**%* Code of Ethics of the Education Profession ****
Adopted by the NEA 1975 Representative Assembly (National Education Association, Washington, DC)

Preamble: The educator, believing in the worth and dignity of each human being, recognizes the
supreme importance of the pursuit of truth, devotion to excellence, and the nurture of the democratic
principles. Essential to these goals is the protection of freedom to learn and to teach and the guarantee
of equal educational opportunity for all. The educator accepts the responsibility to adhere to the highest
ethical standards. The educator recognizes the magnitude of the responsibility inherent in the teaching
process. The desire for the respect and confidence of one’s colleagues, of students, of parents, and of the
members of the community provides the incentive to attain and maintain the highest possible degree of
ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration of all educators
and provides standards by which to judge conduct. The remedies specified by the NEA and/or its
affiliates for the violation of any provision of this Code shall be exclusive and no such provision shall be
enforceable in any form other than the one specifically designated by the NEA or its affiliates.

Principle I: Commitment to the Student
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