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Quick Tips for Student Teaching  

In the first weeks of student teaching, while you still have some ñfree time,ò plan to do these details.  You will be 

grateful you've completed them prior to the end of the semester: 
 

o Get 3 or 4 copies of original transcripts from each of the institutions you attended sent to you in a sealed and 

documented envelope.  You will be able to use one set of transcripts to make copies for your job.  You will use 

one set of transcripts to accompany your certification request.  You will need the third set when you are offered 

a position in a district.  You must wait to obtain your CCSU transcript until grades are posted at the end of the 

semester.  
 

o Sign up for Praxis II if not yet passed.  We recommend that you take the test near the end of the semester.  

This will give you adequate time to get back your test scores and have another opportunity in case you need to 

retake a test.  You must have passing scores in hand before you apply for certification. 
 

o Apply for certification  and drop off your application to the certification office in the School of Education and 

Professional Studies. ï Please see the ñSteps to Certificationò outline in the Professional Resources section of 

this handbook. 
 

o Obtain letters of recommendation from teachers, administrators, or professionals in previous field 

experiences or related teaching experiences.  You will need a set of letters of recommendation if you apply for a 

substitute position at the end of the semester.  Donôt forget to follow-up with a thank-you note for the 

recommendation. 
 

o Revise an essay about education.  During previous semesters, you have written essays about education.  

Consider revising one of the essays and using it in your job portfolio. 
 

o Begin to prepare your job portfolio.  Pull out key pieces from other courses that seem relevant to your 

philosophy of education. Consider assignments this semester as opportunities for your job portfolio.  Don't be 

confused as the word ñportfolioò means different things to different instructors.  Your job portfolio is a 

collection of your best and most original work that demonstrates who you are as a teacher.  Often, this type of 

work is collected through the  student teaching seminar you take while student teaching.  
 

o Buy or borrow a camera you can keep on hand during your student teaching experience.  Even though some 

districts do not allow you to take pictures of the faces of students, you can still capture learning.  Pictures will 

enhance your portfolio and demonstrate how you actively engage students in the learning process. 
 

For elementary education student teachers: 

 

o Drug, alcohol, tobacco prevention is a Connecticut requirement.  Prepare and teach a lesson having to do with 

drug prevention, e.g., self-esteem, nutrition, peer conflict resolution, wise choices.  For more information or 

curriculum, contact the Connecticut Clearinghouse in Plainville, CT at 1-800-232-4424 
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Office of Field Experiences 

Barnard Hall 334 

Central Connecticut State University 

1615 Stanley Street 

New Britain, CT 06050 

860/832-2417 or 832-2067 

 

Holly Hollander, Director  

Sue Ford, Placement Coordinator 

Linda Watson, Secretary 

 

www.ccsu.edu/ofe  

 

This handbook is provided to students and applicants for their general information and guidance only.  It 

does not constitute a contract, either express or implied, and is subject to revision at the Universityôs 

discretion.  Students should be aware that additional requirements may be imposed for certification or 

licensure (even once a plan of study has been prepared) if such requirements are imposed by outside 

licensing or accrediting agencies. A plan of study may be subject to revision to reflect such additional 

requirements. 

 

Affirmative Action Policy  

Central Connecticut State University is committed to a policy of non-discrimination, equal opportunity 

and affirmative action for all persons regardless of race, color, religious creed, sex, sexual orientation, age, 

national origin, marital or veteran status or disability, in accordance with state and federal laws. This 

policy is applicable to all employment practices, admission of students, programs and services to students, 

faculty, staff and the community. The Universityôs affirmative action policy seeks to include persons of 

color, women, veterans and persons with disabilities in its educational programs and in all job groups of 

its work force. Further information is available from the Office of Multicultural Affairs, located in 

Davidson Hall 102 (860-832-1653). 

http://www.ccsu.edu/ofe
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Introduction  
 

 

 

Dear Student Teacher: 

Welcome to a very exciting semester. We know that this semester will prove very valuable as you begin 

your student teaching and take another step towards a career as an educator.   

Student teaching is the culminating experience in the teacher education program at Central Connecticut 

State University. It requires one to display the knowledge, skills, and dispositions about teaching and 

learning that have accrued through your planned program.  Unlike other semesters, this one will require 

you to carefully manage your time and energy in ways that you have not yet experienced.  As you will 

soon learn, the responsibilities of a teacher reach far beyond the start and end of a school day.  

The success of the student teaching semester will depend on the cooperative efforts of many people. Our 

hope is that the student teacher, cooperating teacher, and the university supervisor will form a triad with 

closely connected goals ï all resulting in a positive and memorable student teaching experience. Ideally, 

all participants work collaboratively in order to facilitate successful student learning.  It is intended that 

the schools, the University, and the student teacher will benefit from this cooperative learning experience. 

I expect that you read through the entire handbook to become familiar with the roles and responsibilities 

of all individuals.  This handbook will be an invaluable resource throughout your student teaching 

experience.  

Please know that the Office of Field Experiences is only a phone call away.  We encourage you to contact 

us at any time if we can be of any help to you.   

 

Holly Hollander 
Holly Hollander 

Director, Office of Field Experiences 

 

 

 

You must be the change you wish to see in the world.  

Mahatma Gandhi 
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Mission Statement  

 

The Office of Field Experiences supports the mission of the School of Education and Professional Studies 

in the preparation of professionals for the elementary, secondary, special education, and     K-12 settings.  

In order to accomplish this mission, the Office must work collaboratively with CCSU faculty/departments 

to ensure that student teachers are prepared to: 

 Serve in the region, the state, and the nation;  

 Apply principles of learning and assessment through a variety of technologies to guide our own 

best practice and that of practitioner in the professions;  

 Develop knowledge, skills, and dispositions necessary for professional practice and community 

service through learning experiences that are rich in diversity of perspectives, values, attitudes, and 

beliefs and that are enhanced by active reflection. 

 

In addition, guided by the purpose of preparing leaders for service in diverse communities the OFE must 

work closely with state-wide school districts as well as the State Department of Education to secure 

appropriate placements for teacher candidates to put theory into practice in a classroom setting.   

 

Diversity Statement  
 

The Office of Field Experiences (OFE) at Central Connecticut State University provides quality student 

teaching experiences preparing teacher candidates to meet the needs of all learners in a global society. 

Student teaching placements will be secured in diverse settings, offering student teachers the opportunity 

to engage students and families who represent considerable ethnic diversity across partner schools. The 

OFE and teacher preparation  faculty will guide and support student teachers as they implement inclusive 

instruction in diverse classrooms. Through diverse teaching and learning opportunities, student teachers 

will engage in critical pedagogy and reflection aimed at understanding and narrowing the achievement 

gap.  

 

The Office of Field Experiences offers equal access to student teaching placements and support programs, 

maintaining high expectations for the success of all student teachers. The OFE values the contributions of 

individuals and groups representing diverse ethnicities, races, genders, and sexual orientations in 

cultivating the next generation of teachers.   
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Conceptual Framework   

School of Education and Professional Studie s 

Central Connecticut State University 

 

The conceptual framework at Central Connecticut State University serves as the guiding document that is 

foundational to our programs, our philosophy, and the standards that align with our programs. It is directly 

linked to our curriculum, assessment, analysis, and improvement of our program outcomes. The 

conceptual framework is comprised of the following themes (outcomes) and connected elements 

(proficiencies):  

 

I. The Education Professional as Active Learner 

A. Possesses strong content knowledge in the arts and sciences. 

B. Communicates in multiple forms to diverse audiences. 

C. Possesses pedagogical knowledge for content to be taught. 

D. Engages in habits of critical thinking and problem solving. 

 

II.  The Education Professional as Facilitator of Learning for All Students 

A. Applies knowledge of human development across the lifespan (including physical, 

cognitive, social and emotional growth). 

B. Respects and values all learners. 

C. Addresses the diversity of learning environments. 

D. Understands the learning process and applies instructional and assessment strategies and 

technologies to facilitate learning. 

 

III.  The Education Professional as Reflective and Collaborative Practitioner 

A. Makes informed and ethical decisions. 

B. Accepts responsibility for student learning. 

C. Engages in opportunities for professional growth. 

D. Collaborates with colleagues, families, and school community. 

 

Note:  these foundational tenets are based on the Connecticut Common Core of Learning and the 

Connecticut Common Core of Teaching (see next page).  For more information, please visit 
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http://www.sde.ct.gov/sde/cwp/view.asp?a=2618&q=320862 or the link at 

http://www.education.ccsu.edu/ofe/ 

 

 

Connecticut Common Core of Teaching * 
 

A competent teacher understands growth and development, demonstrates knowledge of what is to be 

taught and facility in the basic skills and helps students to develop positive self-concepts.  Such a teacher 

stimulates the independence of each student as a learner, effectively assesses student needs and progress, 

and plans instruction to achieve selected objectives.  In addition, the teacher meets professional 

responsibilities for continuing growth and fosters cooperative involvement with parents and the 

community.  Therefore, it is expected that  

 

Teachers have knowledge of: 

Students 

1. Teachers understand how students learn and develop. 

2. Teachers understand how students differ in their approaches to learning. 

 

Content 

3. Teachers are proficient in reading, writing, and mathematics. 

4. Teachers understand the central concepts and skills, tools of inquiry and structures of the 

discipline(s) they teach. 

 

Pedagogy 

5. Teachers know how to design and deliver instruction. 

6. Teachers recognize the need to vary their instructional methods. 

 

Teachers apply this knowledge by: 

Planning 

1. Teachers plan instruction based upon knowledge of subject matter, students, the curriculum and 

the community. 

2. Teachers select and/or create learning tasks that make subject matter meaningful to students. 

 

Instructing 

3. Teachers establish and maintain appropriate standards of behavior and create a positive learning 

environment that shows a commitment to students and their successes. 

4. Teachers create instructional opportunities that support studentsô academic, social and personal 
development. 

5. Teachers use effective verbal, nonverbal and media communications techniques which foster 

individual and collaborative inquiry. 

6. Teachers employ a variety of instructional strategies that enable students to think critically, solve 

problems and demonstrate skills. 

 

                                                 
*Developed by the Connecticut State Department of Education 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2618&q=320862 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2618&q=320862
http://www.education.ccsu.edu/ofe/
http://www.sde.ct.gov/sde/cwp/view.asp?a=2618&q=320862
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Assessing and Adjusting 

7. Teachers use various assessment techniques to evaluate student learning and modify instruction as 

appropriate. 

 

 

 

Teachers demonstrate professional responsibility through: 

Professional and Ethical Practice 

1. Teachers conduct themselves as professionals in accordance with the Code of Professional 

Responsibility for Teachers (Section 10-145d-400a of the Connecticut Certification Regulations). 

2. Teachers share responsibility for student achievement and well-being. 

 

Reflection and Continuous Learning 

3. Teachers continually engage in self-evaluation of the effects of their choices and actions on 

students and the school community. 

4. Teachers seek out opportunities to grow professionally. 

 

Leadership and Collaboration 

5. Teachers serve as leaders in the school community. 

6. Teachers demonstrate a commitment to their students and a passion for improving their profession. 

 

 

Progress Roster and Professional Dispositions Rubric  
 

The Progress Roster and Professional Dispositions Rubric were designed by CCSU faculty/ teacher 

educators to provide candidates with formative feedback that supports their development as Teacher 

Candidates (TCs). This online assessment of progress in the professional program and demonstration of 

appropriate professional dispositions for TCs across all teacher preparation programs is completed by the 

course instructor each semester.  At the end of each semester, all faculty teaching professional program 

courses, rate each candidateôs overall progress in the program and his or her demonstration of appropriate 

professional dispositions. Faculty assess program progress and recommend Progress, Review, or Dismiss. 

If faculty indicate a concern by recommending Review or Dismiss, areas of concern are indicated, that 

may include Content Knowledge, Pedagogy Skills, and Dispositions.  Candidates are also evaluated on 

professional dispositions, defined as habits of thinking and action evident in professional interactions with 

others. These include: Learning, Teaching, Professional Conduct, Interpersonal Relationships, 

Communication, and Self-Reflection.  Each disposition is evaluated using Target (exceeding 

expectations), Acceptable, (meeting expectations) and Unacceptable (does not meet expectations for a TC 

at the current point in the program) criteria. Teacher Candidates will receive formative feedback ONLY in 

the case that two or more faculty indicate concerns.   
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The Student Teaching Component ñA Capstone Event  

A key aspect in the Teacher Preparation Program is the student teaching component. Student teaching 

continues to be a time to continue to learn about the teaching and learning process. It is an opportunity to 

combine theoretical perspectives with the realities of situated classroom practices.  In order to do this, the 

university looks to its university supervisors, cooperating teachers, and participating schools to serve as 

facilitators of this essential, continued learning.  It is only through a collaborative relationship among 

supervisors, teachers, and districts that we ensure our teacher candidates will connect the programôs 

knowledge base and theoretical and research-based orientation to their practical experiences in schools 

and in communities that surround schools.  

 

Applying to Student Teach  

Students must follow a formal process in order to apply to student teach.  This process begins with the 

application process.  Applications are due for spring student teaching no later than October 1
st
, and for fall 

student teaching no later than March 1
st
.  All -level student teachers must submit their applications by 

September 15
th
 for the spring and February 15

th
 for the fall. Students must submit their application and 

related paperwork by appointment only to the Office of Field Experiences.  Applications are carefully 

reviewed by the OFE personnel at the time of submission.  Then, if the student is eligible, a formal request 

is made by the OFE on behalf of the student to a school district. All student teaching placement requests 

must be made to the attention of the District Facilitator.  

 

 
At the end of the semester and prior to student teaching, all academic transcripts are checked again to 

ensure that students have earned the appropriate grades. Failure to meet the specific program grade 

requirements will result in the cancellation of a student teaching placement and delay student teaching by 

at least an additional semester.    

Please note: Students may not go into student teaching with incompletes on their transcripts (see Policy 

section). 

 

Student Teacher Orientation  

Elementary/All-level/Secondary and Special Education meet for a mandatory half day orientation 

prior to the start of the semester.  The elementary education student teachers also participate in an 

additional half-day orientation after the semester has started.  Those departments that do not 

participate in the OFEôs half-day orientation conduct an orientation with their student teachers.  

Please contact the OFE regarding the orientation schedule, or contact your department to find out 

the exact date of the orientation.  The orientation provides an excellent opportunity to introduce 

yourself to the expectations of student teaching. 
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General  Information   
 The teaching assignment is for the full school day.  The student teacher is expected to be at school 

during the same time period as the classroom teacher.  The only reason a student teacher may be 

excused earlier than the end of a school day is to attend scheduled seminar class at the university. 

 The schedule of teaching days that are followed during student teaching must conform to that of the 

school, not to that of the university.  Dormitory student teachers must arrange housing for periods of 

time when dormitories are closed.  School holidays and university holidays do not always coincide. 

Student teachers will follow the school districtôs calendar and not the vacation schedule of the 

university.   

 It is expected that the student teacher will attend after-school meetings, such as department or grade-

level meetings, workshops, faculty meetings, as well as parent-teacher conferences, and after-school 

events unless it interferes with the seminar time, in which case permission must be granted by the 

university instructor.  Students may not leave early to coach or work.  The only exception would be 

to leave school at an appropriate time to attend the disciplineôs student teaching seminar. 

 It is the responsibility of the student teacher to ask the cooperating teacher for evaluation conferences 

and suggestions for improvement if this is not done on a regular basis.  The university supervisor will 

facilitate this process, if requested to do so by the student teacher. 

 The final grade in student teaching is the responsibility of the university supervisor although it is 

expected that the supervisor will confer with the cooperating teacher. The cooperating teacher and 

university supervisor are asked to evaluate the student teacher in terms of areas of strengths and areas 

of improvement.  The final grade is submitted through the Banner system. 

 On occasion, student teachers have been offered positions in districts starting before the end of the 

semester. However, the student teacher must remain active in his/her placement for the entire 

semester to successfully complete the professional program and to be recommended for certification.  

 Student teachers must attend a ñWrap Upò session two weeks before the end of the student teaching 

semester. This event takes place on campus from 2-4, and attendance is mandatory. The session 

includes information about certification, job seeking strategies and program evaluation.   

 

Travel for Student Teaching Placement  
The Office of Field Experiences will attempt to place student teachers in schools within a reasonable 

proximity to their homes. However, based on placement availability and extenuating circumstances, there 

is NO guarantee that student teachers will be placed within a certain travel radius. 
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Length of Student Teaching Placement  

The length of time a student spends student teaching differs according to the individual program.  

Student teaching officially begins on the first day of the new semester.  A calendar of start and end 

dates is included in the student teaching placement request as well as in this handbook.  Should a 

student require special considerations or accommodations with his/her placementôs start or end 

date, the OFE will contact the cooperating teacher to discuss the situation and follow up with a 

letter in writing. 

 

Elementary duration of the semester   

Art Education 2 eight-week placements 

Music 2 eight-week placements 

Physical Education 2 eight-week placements 

Technology Education 2 eight-week placements 

Mathematics duration of the semester 

English duration of the semester 

Modern Language duration of the semester 

Science duration of the semester 

Social Sciences duration of the semester 

Business Education 11 weeks 

TESOL 2 eight-week placements 

Special Education 1 ten-week placement OR  

 2 eight-week placements 

 

The OFE will indicate the length of placement required on our initial request. 

During this time, each student teacher is expected to assume the full teaching load of the 

cooperating teacher for an extended period of time. Please refer to the Full-time Student Teaching 

section in the handbook. 
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Course Load During Student Teaching  

Student teaching requires a full-time commitment.  Prerequisite program courses must be satisfactorily 

completed prior to student teaching.  During student teaching only those courses that are listed as 

concurrent requirements are permitted. Usually this is a one credit seminar that meets after the school day.  

Students may not take additional courses.  

 

Full -time Student Teaching Period  

It is expected that the student teacher will fully take over the entire teaching load of the cooperating 

teacher for an extended period of time.  

 

Elementary and Secondary    3 weeks minimum 

Special Education and Business Education  2-3 weeks 

NK-12       2 weeks for each 8-week period 

 

NOTE:  

Block Scheduling -  In school districts following a block schedule (minimum of 90 minute periods), the 

student teacher must prepare for and teach daily two blocks and participate in an academic support 

experience such as specific curriculum labs, writing center, tutoring, etc.  

 

For students in secondary education, we ask that student teachers be responsible for no more than 3 

preps.  If a special situation should occur where more than 3 preps are required, the cooperating teacher 

and supervisor should contact the Office of Field Experiences.   

 

Note: Business education students should teach the same teaching load as a regular classroom teacher. 

Students should begin teaching all classes by the end of the third week or sooner if possible and continue a 

full load to the end of student teaching. The University Supervisor should be notified immediately if these 

requirements are not being met. 

 

Use of Student Teachers as Substitutes or Hires  

Graduate and undergraduates student teachers may not serve as a substitute for the cooperating teacher or 

another teacher while she/he is student teaching.  Although the student teacher may be performing most or 

all of the duties of the classroom teacher, a substitute teacher must be hired by the district even when the 

student teacher is taking over the class during the full-time take-over period.  Additionally, the student 

teacher cannot be hired by the district in any capacity while student teaching. 

 

Student Teachers Left Alone in the Classroom  

At some point during the student teaching experience, the cooperating teacher may leave the room for a 

period of time.  This should take place once the cooperating teacher feels the student teacher has 

demonstrated strong classroom management skills and has had an opportunity to successfully execute a 

lesson plan. However, the cooperating teacher should be readily available.  The student teacher should not 

be left alone for extended periods of time. The cooperating teacher is legally responsible for the classroom 

whether she or he is physically present or not. 



 

 

17 
Materials m ay not be reproduced in any edited form. Users wishing to obtain permission to reprint or reproduce any materials 

appearing in this book may contact CCSUôs Office of Field Experience 
 

 

 

Student Teacher Absences  

Student teachers are expected to maintain excellent attendance at their assigned placements.  When a 

student teacher is absent for more than two days, he/she must make up the time at the end of the 

student teaching placement, extending the last day past the official end date set by the Office of Field 

Experiences. 

 

Student teachers should contact the classroom teacher as soon as possible as well as the supervisor when it 

is apparent an absence is necessary.  If a student teacher is responsible for teaching a lesson a day when 

he/she is absent, the student teacher must make the lesson plan(s) and the necessary materials available 

for the cooperating teacher to use to teach the lesson.  

 

Absences are permitted only for serious reasons such as death in the family, serious illness, or for the 

observance of religious holidays.  Holiday trips, family functions, or job interviews are not considered 

excusable absences as the student teaching semester is part of a planned program. 

 

Portfolios  

Student teachers are expected to prepare a professional portfolio.  Please refer to your student teaching 

seminar instructor for more details. 

 

Activities Outside of School  

Because of the importance of the student teaching experience and the time commitment involved, students 

are not permitted to take additional courses other than the required student teaching seminar.  The OFE 

checks student transcripts early in the semester.  If a student has signed up for an additional course, he/she 

will be asked to drop the course immediately.   

 

Preparation for teaching continues before and after the school day; therefore student teachers are strongly 

urged not to hold employment during the student teaching semester.  If it becomes necessary for students 

to work, it is recommended that employment be on the weekends so as not to interfere with student 

teaching responsibilities. 

 

If it is determined by the Director of the OFE and the supervisor that the studentôs employment is 

interfering with the student teaching responsibilities, the student teaching assignment may be terminated 

for the semester.  Please refer to the section labeled, Student Teaching Difficulties. 

 

Student Teaching Seminar  

Most programs conduct a student teaching seminar that runs concurrently with student teaching. This is 

the only course a student may take during the student teaching semester. Although the specific objectives 

for the seminar may vary across programs, the main focus of the seminar is to reflect on the student 

teaching experience.  Often, the instructor will have specific assignments to assist with this process.  It is 

an essential and required part of the student teaching experience.   
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Calendar Fall 2009/Spring 2010 

Student Teaching Calendar 

(subject to change) 

 

Fall 2009 

Secondary/All-level/Elementary/Special Education Orientation August 28 

 8:30 a.m. to 12 noon 

Additional Elementary Orientation September 4 

 1:00 p.m. to 3:00 p.m. 

Art  Ed First 8 weeks August 31ðOctober 23 

 Second 8 weeks October 26ðDecember 18 

English  August 31ðDecember 18 

History /Social Studies August 31ðDecember 18 

Mathematics  August 31ðDecember 18 

Modern Language August 31ðDecember 18 

Music Ed First 8 weeks August 31ðOctober 26 

 Second 8 weeks October 26ðDecember 18 

Physical Ed First 8 weeks August 31ðOctober 23 

 Second 8 weeks October 26ðDecember 18 

Science  August 31ðDecember 18 

Technology Ed First 8 weeks August 31ðOctober 23 

 Second 8 weeks October 26ðDecember 18 

Elementary Education August 31ðDecember 18    

Student Teaching Wrap-up December 9, 2:00 to 4:00 

Spring 2010 

Secondary/All-level/Elementary/Special Education Orientation January 22 

 8:30 a.m. to 12 noon 

Additional Elementary Orientation January 39 

 1:00 p.m. to 3:00 p.m. 

Art  Ed First 8 weeks January 25ðMarch 26 

 Second 8 weeks March 29ðMay 21 

English  January 25ðMay 21 

History /Social Studies January 25ðMay 21 

Mathematics  January 25ðMay 21 

Modern Languages January 25ðMay 21 

Music Ed First 8 weeks January 25ðMarch 26 

 Second 8 weeks March 29ðMay 21 

Physical Ed First 8 weeks January 25ðMarch 26 

 Second 8 weeks March 29ðMay 21 

Science  January 25ðMay 21 

TESOL First 8 weeks January 25ðMarch 26 

 Second 8 weeks March 29ðMay 21 

Technology Ed   First 8 weeks January 25ðMarch 26 

 Second 8 weeks March 29ðMay 21 

Elementary Education January 25ðMay 21 
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The Teacher Preparation Team  
 

The teacher preparation team consists of the student teacher, the university supervisor, and the cooperating 

teacher.  Other individuals both at the school and the university (such as the seminar faculty) provide 

additional support to the student teacher.  Especially when problems are identified, it is important that 

information is exchanged among all individuals in the team. 

 

 
 

 

 

 

The Cooperating Teacher  

Who is a Cooperating Teacher?   

A teacher who has completed the Connecticut State Department of Educationôs Beginning Educator 

Support and Training (BEST) program training for cooperating teachers is identified as the school-based 

supervisor of the teacher preparation program.  The cooperating teacher provides primary, daily support 

and supervision to the student teacher.  In addition, the cooperating teacher is regarded as a role model for 

the student teacher.   

 

Interviewing the Student Teacher  

All placements are arranged through a district facilitator. Soon after agreeing to accept a student teacher 

from Central Connecticut State University, the cooperating teacher will have an opportunity to meet with 

the student.  A placement is not final until the cooperating teacher has met with the student teacher.  At the 

time of the interview, the student teacher will provide the cooperating teacher with a form that is to be 

filled out indicating that he/she has accepted the student teacher. If for some reason, the cooperating 

teacher does not feel the student teacher would be a good match, the OFE will meet with the student 

teacher and determine an alternative placement, if appropriate.  Please note:  The OFE is under no 

obligation to secure a second placement.  We understand that a student teacher is a guest in the classroom 

community. Our goal is help ensure the semester will be positive and productive for the students in the 

classroom, the cooperating teacher and our student teacher.  

Student 

Teacher 
Cooperating 

Teacher 

University 

Supervisor 
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What is the Role of the Cooperating Teacher?  

In order to impart both knowledge and experience to the student teacher, a cooperating teacher should: 

 Get to know the student teacher as an individual. 

 Facilitate the student teacherôs interactions with students from the first day. 

 Schedule regular contact with the student teacher. 

 Review all lesson plans at least 2 days in advance. 

 Analyze instructional delivery. 

 Discuss progress and set realistic goals. 

 Brainstorm new ideas and methods to use when working with students. 

 Discuss the curriculum being implemented. 

 Talk about classroom management strategies that are being implemented in the classroom. 

 Share expectations with the student teacher. 

 Work closely with the university supervisor. 

 Continue to expect the student teacher to assume a greater share of the planning and direct 

teaching responsibilities.   

 Work collaboratively with the student teacher and the university supervisor to develop a smooth 

take over plan to help ensure the student teacherôs success. 

 Observe the student teacher and provide specific feedback to improve teaching and learning. 

 Help acclimate the student teacher to the school and classroom and include the student teacher in 

all professional school and team meetings. 

 

 

 

Provides Intensive Short-

term Assistance 

Works with the 

University Supervisor 

Models Reflection and 

Effective Teaching 

Coaches to Develop 

Competence 

Evaluates Student 

Teacherôs 

Competence 

Facilitates Reflective 

Conversation 

Provides 

Instructional 

Feedback 

The 

Cooperating 

Teacher 
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Helping the Student Teacher Learn About the School Community  

Although the student teacher does not officially begin the placement until the start of the semester, it is 

helpful to invite the student teacher in to informally become acquainted with the school community and 

classroom.  This visit can be used by the student teacher for observing, meeting key staff members, 

obtaining copies of pertinent school information, and getting to know the cooperating teacher. It is helpful 

for the student teacher if the cooperating teacher is able to identify instructional plans and possible initial 

teaching topics for which the student teacher will be responsible. This will provide the student teacher 

with time to research and plan accordingly. 

 

It is also helpful if the student teacher is given a tour of the school with an explanation of the use of 

various rooms and facilities to help the student teacher know privileges and responsibilities. In addition, 

during the student teaching assignment, the student should meet and talk with the following persons:  

principal, vice principal(s), guidance counselors, health coordinator, audio-visual coordinator, 

media/librarian, chairs of other departments and other teachers in addition to the assigned cooperating 

teacher(s).  If feasible, the student teacher should observe other classes from which he/she might gain 

additional insights into teaching and learning.  It is suggested that the student teacher observe as many 

different master teachers as possible. 

 

 

Supervising the Student Teacher õs Instructional Planning  

 Student teachers are expected to turn in their lesson plans 2 days in advance.  This will allow for 

enough time for the cooperating teacher to provide thoughtful and meaningful feedback as well as 

provide the student teacher time to integrate the suggestions given by the cooperating teacher.   

 If the student teacher is absent, he/she must provide all of the necessary plans and materials for the 

day.  Lesson plans must be kept in a three-ring binder. 

 Develop with the student teacher a mutual understanding of the goals for, and content involved in, the 

areas to be taught. 

 Develop with the student teacher an understanding of the developmental level and the interests and 

abilities of the group of learners. 

 Explore with the student teacher a variety of approaches to, and techniques appropriate for, a given 

teaching assignment. 

 Make resources available to the student teacher for teaching particular areas of the curriculum. 

 Provide daily feedback.  This is critical to the student teacherôs development.  The cooperating teacher 

should choose lessons to formally observe.  At some point, the cooperating teacher may choose to 

leave the room in order to allow the student teacher to ñspread his/her wings.ò  However, we 

discourage a cooperating teacher from leaving for extended periods of time. 
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 Broaden the student teacherôs background by encouraging the student to use a variety of methods and 

materials in his/her teaching. 

 Help the student teacher make use of information about learners in their planning for teaching. 

 Help the student teacher interpret the results of his/her teaching in ways to improve planning 

for subsequent lessons. 

 Help the student teacher develop flexibility in the use of plans. 

 Help the student teacher develop the necessary competencies as assessed by the Connecticut Common 

Core of Teaching. Prepare student teachers to develop assessments in alignment with Connecticut 

assessment tests (CMT and CAPT). 

 

Suggestions for the Student Teacher's Introduction to Teaching Duties  

These activities include: 

 Assisting with attendance to help in learning students' names. 

 Working with small groups or individuals needing special help. 

 Checking on supplies and equipment. 

 Arranging displays, bulletin boards, or learning centers. 

 Reading and helping correct sets of papers. 

 

Knowing it is Time to Begin Teaching  

Observe principle of readiness.  Encourage the student teacher to help decide when he/she feels ready. 

 

Start off with a brief presentation of a new assignment or assume other class responsibility as a gradual 

introduction to teaching.  A sample take-over plan is included for your reference.  Please keep in mind that 

all student teachers are expected to fully take over the class for an extended period of time.  Please talk 

with the university supervisor regarding the specific number of weeks.  Allow the student to teach the first 

class on a topic about which he/she feels confident. 

 

Be specific in assignments to student teachers and remember to include completion dates.  Give adequate 

guidance and direction when assignments are made.  Broad general hints are not adequate.  In the 

assignments, make clear what is expected, how you wish it done, and where the material is to be 

found.  Please consider the student teacherôs university course responsibilities.  She or he may be taking a 

one-credit student teaching seminar.   

 

Allow the student teacher as much freedom as possible to experiment with ideas of his/her own or those 

gained from the student's readings or work at the university. 
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Student Teaching Take-Over Planning Sheet 

 

Use this sheet to plan out what you are responsible for teaching and what you need to be planning for 

the upcoming week.  A blank copy of this graphic organizer can be found in the Student Teaching 

Handbook. The cooperating teacher must approve all lesson plans at least 2 days PRIOR to their 

implementation. 

                                         SAMPLE  - 
This is a guide.  Take-over depends on the readiness of each teacher candidate.  If you have any questions 

or concerns, please contact the OFE or your university supervisor. 

Week Responsible For: Planning For: Planning For: 
1  Elementary  

 Observe students.  
Learn names and 
learning styles, 

interests.  
 Assist individual 
students.  

 Observe other 
classroom teachers.  

 Observe classroom 
routines.  

 Learn school policy 
and procedures.  

 Assist with cl erical 

routines.  
 Research the 
curriculum .  

 Meet building 
personnel.  

 

Secondary  
 Observe students.   
Learn names and 
learning profile s. 

 Assist  individual 
students.  
 Become familiar 

with the curriculum 
you are responsible 
for.  
 Observe other 
teachers in  the 
discipline.  
 Assist with clerical 

routines.  
 Learn school policy 
and procedures.  

 Post work and 
assignments.  

 Meet building 

personnel.  
 

Elementary  
 Correc t  and 
assess  student 
work.  

 Plan a bulletin 
board.  

 Walk  students to 

and from 
specials . 

 Conduc t morning 
and closing 
routines.  

 Becom e familiar 
with grading 

practices.  Creat e 
a data collection 
binder or use 
existing one 
started by the 
CT. 

Secondary  
 Get  ready to take 
over one period.  
 Assis t  in 

administering 
assessments.  
 Check students ô 

work.  
 Continu e to work 
with individual 
students as 
needed.  
 Prepar e grade 
book or becom e 

familiar with 
existing grading 
practices.  

2  Correct and assess 
work; record data.  

 Conduct morning 
and closing 

routines.  
 Walk students to 
and f rom specials 
and lunch.  

 Assist CT with 
duties such as 

lunch, recess, 
and/or bus.  

 Assist with read 
aloud.  

 Continue assisting 
individual students , 
teach small groups . 

 Teach one period.  
 Check students ô 
work.  

 Continue to post 

students ô work.  
 Continue to assi st 
with clerical 
routines.  

 

 Plan to teach one 
lesson a day. 
Discuss with CT 
as to topic/  

content area.  
 Begin planning 
Exit Portfolio by 
choosing content 
area /  reviewing 
resources.  

 Continue 
responsibilities 
from Week 2.  

 Teach one period. 
If same content , 
begin to take over 
another section.  

 Continue 
responsibilities 
from Week 2.  
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3 Elementary  
 Continue weeks ô 1 

and 2  activities.  

 Teach one 
lesson / day.  

Teach one lesson per day.  

Secondary  
 Teach one p eriod. If 

same content 

area, begin 
teaching second 
period.  

Elementary  
 With the CT, 

choose a new 

content area to 
begin planning 
for . 

 Plan when to 
videotape.  

 Discuss content 
area for exit 

portfolio and 
begin related 
tasks.  

Secondary  
 Begin planning for 

new prep.  

 If appropriate, 
begin another 
period of same 
content area.  

 Continue 
responsibilities 
from Week 3.  

4  Teach  1 or 2 
lessons/day.  

 Continue with 

previous 
responsibilities 

and routines.  
 Fill out 4 week 

goal setting form.  

 Teach 2 periods of 
same content.  

 Continue with 

previous 
responsibilities 

and routines.  

 Continue work on 
exit portfolio.  

 Videotape lesson 

for self -
reflection.  

 Begin preparing 
for new 
content area to 
be taken over.  

 Begin pr ep for new 
content area.  

 Continue with 

responsibilities 
from week 4 . 

5  Teach 2 or 3 

lessons/day.  
 Continue with 

previous 
responsibilities 
and routines.  

 Fill out 4 week 
goal setting form.  

 Teach 2 periods of 

same content.  
 Begin teaching 1 

period of new 
conte nt area.  

 Continue with 
previous 
responsibilities 

and routines . 

 Continue 

previous work 
and 
responsibilities.   

 Prepare for new 
content 
teaching 
responsibility.  

 Continue with 

previous 
responsibilities 
and routines.  

 Begin prep for new 
content teaching 
respons ibility.  

6  Continue previous 
responsibilities 
and routines.  

 Teach 3 or 4 
lessons daily.  

 Teach new perio d. 
 Continue with 

previous week ôs 
teaching load.  

 Continue with 
previous 

responsibilities 
and routines .  

 Begin preparing 
for new 
content area to 
be taken over.  

 Continue exit 
portfolio work.  

 Continue 
previous 
responsibilities 
and routines.  

 Continue with 
previous 
responsibilities 
and routines.  

 Begin prep for new 
content teaching 

responsibility.  



 

 

25 
Materials m ay not be reproduced in any edited form. Users wishing to obtain permission to reprint or reproduce any materials 

appearing in this book may contact CCSUôs Office of Field Experience 
 

7 El ementary  
 Teach new 

content area  (~ 4 

lessons daily ) . 
 Continue with 

assumed teaching 
responsibilities.  

 Continue with 
other previous 
responsibilities 

and routines.  

Secondary  
 Add additional 

courses not yet 

taught.  
 Continue with other 

assumed teaching 
responsib ilities.  

 Continue with other 
routines and 
responsibilities.  

Elementary  
 Set up midterm 

evaluation 

conference 
(week 8 with 
supervisor.  

 Plan take -over of 
any additional 
content areas 
not yet taught.  

Secondary  
 Set up midterm 

evaluation 

conference 
(week 8 with 
supervisor.  

 Plan transition of 
other periods 
and preps not 
previously 

assumed.  

8  Participate in 

midterm 
evaluation 
conference . 

 Continue with 
previous 

responsibilities 
and routines .  

 

 Participate in 

midterm 
evaluation 
conference . 

 Continue with 
previous 

responsibilities 
and routines .  

 

 Ful l- time 

teaching   

 Full - time 

teaching  

9  Full - time teaching    Full - time teaching    Full - time 
teaching  

 Full - time 
teaching  

10   Full - t ime teaching   Full - time teaching    

11   Full - time teaching   Full - time teaching    

12   Full - time teaching   Full - time teaching   Classroom 
teacher 
gradually takes 
back teaching 
responsibilities . 

 Classroom 
teacher 
gradually takes 
back teaching 
responsibilities . 

During weeks 13 ï 16, a plan should be made for the classroom teacher to gradually take back 

teaching responsibilities.  A final evaluation conference should be scheduled during the last week(s) 

of student teaching. 

 

Ongoing activities: 

 Attend PPT meetings, professional development workshops, parent-teacher conferences, faculty 

and team meetings. 

 Videotape regularly.  Be sure to follow the schoolôs policy for videotaping. 

 Reflect regularly. This should be done verbally as well as in writing. 

 Keep all lesson plans in a binder.  This should be accessible at all times for review by university 

faculty, building principal, department coordinator, cooperating teacher, etc. 

 All lesson plans must be turned into the cooperating teacher 2 days in advance. Failure to do so 

will result in not teaching the lesson.  
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Sample Take-Over Plan for All -Level Disciplines 

This is a guide.  Take-over depends on the readiness of each student teacher.  All-level student 

teachers must assume full responsibility for the teaching day for a minimum of 2 weeks. If there are 

any questions or concerns, please contact the OFE or the university supervisor.  
 

Student teachers must turn in lesson plans 2 days in advance.  Feedback and suggestions provided by the cooperating teacher must be integrated into 

the final lesson plan for each lesson.  

Week Responsible For Planning For 

1  Observe students. 

 Assist individual students. 

 Assist with clerical routines. 

 Research and collect materials for the 

curriculum you will be responsible for 

teaching. 

 Observe classroom routines. 

 Discuss cooperating teacherôs 

expectations for grading, recording 

keeping and providing feedback to 

students.  

 First take over class/grade level including lesson plans and 

materials needed. 

 Correcting studentsô work.  

 Assisting with entering grades. 

 Assist with clerical routines. 

 Continued work with individual students. 

 Continued work with clerical routines. 

 Assisting in all duties. 

 

2  Teaching of a specific class/grade 

level. 

 Conducting routines (attendance, etc.). 

 Assisting in all duties. 

 Working with individual students.  

 Take-over of one additional grade level/class including 

lesson plans and materials needed. 

 Continue responsibilities from Week 2. 

3  Teaching of two classes/grade levels. 

 Ongoing daily responsibilities.  

 

 Take-over of one additional grade level/class including 

lesson plans and materials needed for a total of 3 

grades/classes. 

 Continue responsibilities from previous week.  

 Set up midterm evaluation with cooperating teacher, 

supervisor and student teacher. 

4 

Midterm 

Evaluation 

Done This 

Week 

 Teaching of three classes/grade levels. 

 Ongoing daily responsibilities.  

 

 Take-over of one additional grade level/class including 

lesson plans and materials needed for a total of 4 

grades/classes. 

 Continue responsibilities from previous week. 

5  Teaching of four classes/grade levels. 

 Ongoing daily responsibilities.  

 Take-over of one additional grade level/class including 

lesson plans and materials needed for a total of 5 

grades/classes. 

 Continue responsibilities from previous week. 

6  Full take-over of teaching load. 

 Ongoing daily responsibilities.  

 Continued lesson preparations including all materials and 

resources needed. 

 Continued responsibilities from previous week. 

7  Full take-over of teaching load. 

 Ongoing daily responsibilities  

 Continued lesson preparations including all materials and 

resources needed. 

 Continued responsibilities from previous week. 

 Set up final evaluation meeting with cooperating teacher, 

supervisor and student teacher. 

8  

Final 

Evaluation 

Done This 

Week 

 Finish up units of teaching and return 

classes to the cooperating teacher(s). 

 Returning all borrowed materials. 

 Cleaning up and organizing work space. 

 Entering final grades and/or returning corrected work. 

 Debrief with cooperating teacher regarding lessons for 

upcoming week if units are not completed. 
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Helpful Hints for Takeover   

 The secondary or all-level student teacher should start teaching the most accommodating class. 

After an initial positive experience with one group of students, the student teacher should feel 

better prepared to handle a more challenging class.  

 A daily discussion of the lesson plans should take place in order to review objectives, materials, 

procedures, and alternatives. Plans should be divided into time segments to help the student 

teacher pace the lesson. The cooperating teacher should provide specific feedback in terms of the 

student teacher's plans, classroom performance, actions, and behaviors.  Initial lesson plans are due 

to the teacher 2 days in advance.  Please see the section labeled ñLesson Planningò for more 

information. 

 The student teacher should be encouraged to continue the classroom procedures and standards for 

discipline already established by the cooperating teacher.  

 If possible, the cooperating teacher should give a model lesson which the student teacher could 

follow in another section of the same course.  

 Initially, the cooperating teacher should remain in the classroom to observe and to take notes for 

the purposes of praise, encouragement, and review of what was accomplished.  

 The cooperating teacherôs role in the classroom should gradually be minimized, until eventually 

the student teacher takes on complete responsibility for the class. However, the cooperating teacher 

should be easily accessible to the student teacher.  

 The cooperating teacher should urge the student teacher to self-evaluate daily and to be flexible 

regarding expectations for his or her accomplishments.  

 In addition to brief informal exchanges each day, it is important to establish a regular time(s) each 

week to meet formally. Be specific in assignments to student teachers and remember to include 

completion dates.  Give adequate guidance and direction when assignments are made.  Broad 

general hints are not adequate.  In the assignments, make clear what is expected, how you wish it 

done, and where the material is to be found.  Please consider the student teacherôs university 

course responsibilities.  She or he may be taking a one-credit student teaching seminar. 

 Allow the student teacher as much freedom as possible to experiment with ideas of his/her own or 

those gained from the student's readings or work at the university. 
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Establishing Communication  

A critical component to a successful student teaching experience is open communication.  Although there 

may be periods during the day to discuss situations, plan to have a regularly scheduled weekly conference.  

This ñsacredò meeting time should be dedicated to planning for the week, discussing student concerns or 

insights and to reflect on performance.  It may be helpful to create a meeting agenda in order to use the 

time efficiently.   

 

Some cooperating teachers have found it helpful to keep a communication journal.  This journal can be 

used to provide lesson feedback to the student teacher as well as an ongoing dialogue between you and the 

student teacher.   

 

 

Observations  

Each student teacher will be formally observed by a university supervisor at least once every 

10 days.  During this time, the supervisor will be writing a report about the visit and making 

recommendations for the next observation.  If time and schedules permit, we strongly suggest that 

the cooperating teacher participate in the post observation conference.  This will enable the teacher 

to provide the supervisor with valuable insights as well as assist the student teacher with any 

suggestions made by the supervisor.  We are sensitive that time is precious and the teacher may be 

unable to attend all meetings. A copy of the written report will always be left for review within 48 

hours of the visit.  Teacher observations, informal and formal, are also helpful.   

 

Evaluation  

On-going evaluation and supportive documentation are essential during the student teaching experience. 

The cooperating teacher plays a meaningful role in providing feedback and assessment as he/she has an 

opportunity to observe teaching first-hand every day. 
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 Evaluation and suggestions should be continuous throughout the teaching period. 

 Criticism should be selective.  Start with an area of growth that can most easily be improved quickly.  

Typically, classroom management should be addressed early in the experience since it takes time to 

gain expertise in this area. 

 Use the conference after the lesson to praise good practice as well as to correct the particular aspects 

of the lesson that need changing, unless the error or omission is such that it cannot be corrected at a 

later time. 

 Remember you are helping the student teacher learn and it is only through trial and error that some 

learning can take place. 

 Evaluate the effectiveness of the student teacherôs work through the particular focus found in 
Connecticut Common Core of Teaching and INTASC standards. 

 Document your suggestions and observations of the student teacher.  Maintain a folder with your notes 

and other relevant material. 

 Hold an informal daily feedback meeting with the student teacher.  Hold a formal evaluation meeting 

on a weekly basis. 

 Know and validate the student teacherôs plans in advance of his or her teaching. 

 Observe the student teacherôs work in a variety of teaching situations. 

 Analyze the work of the students in the class under the direction of the student teacher. 

 Try to remain objective about the performance of a student teacher.  Remember that if the student 

teacher is not successful, it does not mean you have failed in your role as cooperating teacher. 

 

The university supervisor is an essential member in the evaluation process.  Informal discussion can occur 

bi-weekly when the university supervisor observes your student teacher.  The university supervisor is key 

at two points in particular:  The mid-evaluation and the final evaluation.  These are both excellent 

opportunities to work with the university supervisor to develop a common evaluation report to discuss 

with the student teacher.  When you and the university supervisor present a united front, a student teacher 

gains a more coherent understanding of his or her progress and performance. 

 

In addition, you can welcome the university supervisor to sit in on conferences involving the unit plan or 

the goal-setting plan.  In case the university supervisor is unable to attend, share the plan with him or her.  

Communication via e-mail is an effective means to maintain continuous communication with the 

university supervisor. 

 

The Office of Field Experiences requests that the goal setting plan (for the elementary program) as well as 

the mid-semester and final evaluation report be sent to the OFE office.  We anticipate that you and the 

university supervisor will develop the final evaluation report together. 

 

In situations of unusual difficulty regarding the performance of the student teacher, the university 

supervisor and the director of the Office of Field Experiences should be notified immediately.  The 

university supervisor will promptly arrange a visit to the school to discuss the problem. 

 

The final grade assigned is usually decided jointly by the cooperating teacher and the university 

supervisor.  If agreement cannot be reached, the cooperating teacher should submit the grade he/she feels 

is an honest appraisal of the student's teaching ability. 
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The University Supervisor  
 

Who is a Supervisor?  

A supervisor is the university representative who is responsible for 

supervising the field experience of a student teacher or a group of student 

teachers. The role of the supervisor is to provide on-site support and 

advice.  The student teacher is still learning to teach and needs 

encouragement, reassurance, comfort, guidance, instruction in specific 

skills, and insight into complex causes of behavior. 

 

What is the role of the Un iversity Supervisor?  

 Assists the student teacher in his/her induction into the profession of teaching. 

 Outlines the teacher preparation program responsibilities, requirements, and class assignments in 

collaboration with the cooperating teacher. 

 Visits the student teacher regularly, approximately one visit for every ten days of student teaching.  

During this time, the university supervisor provides systematic feedback to the student teacher by 

conducting a pre-conference, helping the student teacher select an area of focus for classroom 

observations and examining all aspects of a lesson plan.  Following the observation, the university 

supervisor conducts a post-conference about the data collected during the observation.  The university 

supervisor leads the student teacher in the process of analysis and reflection on his/her teaching and its 

impact on student learning.  Whenever possible, three-way conferences involving the student 

teacher, the cooperating teacher, and the university supervisor are desirable. 

 Confers with the cooperating teacher about the progress, areas of needed growth, areas of 

improvement and areas of talents of the student teacher. 

 Helps build and maintain good relations between the schools and the university.  He/she is considered 

a liaison to the university and therefore, needs to be knowledgeable of university policy and program 

procedures and requirements in his/her teaching and its impact on student learning. 

 Provides detailed expectations and requirements of student teaching. 

 Supports the student teacher in preparing lesson plans, units, and a professional portfolio. 

 Guides and advises the cooperating teacher in providing student teachers with as constructive and 

beneficial a student teaching experience as it is possible to achieve.  As part of his/her role, the 

supervisor can arrange special meetings during the semester with the student teachers in his/her 

assignment, in order to help student teachers develop individual plans for future growth. 

 Evaluates the student teacher on an on-going basis and provides objective documentation to support 

his/her assessment of specific areas of the student teachersô knowledge, dispositions and 

performances.  The university supervisor also completes a summative evaluation and assigns a grade 

that reflects the student teacherôs total experience. 
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Important Beginnings  

In order to create the foundation for future communications and work together, the university supervisor 

will make contact with the student teacher and the cooperating teacher.  This usually occurs before the 

first formal observation.  The informal introduction provides an invaluable opportunity to convey 

expectations, answer questions, and exchange information regarding future communication. 

Specific Points about Evaluation  

Well-documented observations and evaluation reports are essential during the student teaching 

experience.  The university supervisor brings the perspective of the Department of Teacher Education to 

the school site.  It is important that feedback to the student teacher is documented clearly.  The written 

reports help the student teacher and the cooperating teacher understand what specific changes should be 

made and what behaviors to consider to target specific areas of growth and areas where more attention is 

needed. 

 

It is understood that the university supervisor visits the school site at least once every other week and 

writes a report of the visit.  This visit needs to be documented through a report form that outlines specific 

behaviors the student teacher is demonstrating.  Documentation for a visit is essential.  Its content will 

include specific information regarding the student teacherôs planning, implementation, management, 

communication, and evaluation.  The report should also include specific recommendations about what 

behaviors the student teacher needs to improve as well as specific praise about the lesson. 

 

There are two points during the student teaching experience where the university supervisor and the 

cooperating teacher need to submit a collaborative reportðthe mid-term evaluation and the final 

evaluation.   
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Proposed Grade Profiles  
 

The final grade in student teaching is the responsibility of the university supervisor although it is expected 

that the supervisor will confer with the cooperating teacher. The cooperating teacher and university 

supervisor are asked to evaluate the student teacher in terms of areas of strengths and areas of 

improvement at the midterm evaluation.   

 

The final evaluation instrument is used in determining the final grade awarded to the student teacher. 
 

Please use this information to guide and focus evaluation meetings.  It should further clarify grade 

assignments and the rating key designations on the evaluation.  The teacher preparation team should 

discuss this information at the beginning of the student teaching placement. 
 

 ñAò   
After appropriate support and time have been given by the cooperating teacher and/or the 

university supervisor, the student teacher consistently and effectively demonstrates high 

quality work with minimal assistance from the cooperating teacher .  

 

 ñBò    
After appropriate support and time has been given by the cooperating teacher and/or the 

university supervisor, the student teacher demonstrates quality work but requires some 

guidance and ongoing support f rom the cooperating teacher.  

 

 ñCò   
After appropriate support and time has been given by the cooperating teacher and/or the 

university supervisor, the student teacher demonstrates adequate work, however, requires 

consistent support from both the cooperat ing teacher and university supervisor.   
 

Final Evaluation: 

A  preponderance of 3s with some 2s and no area of significant weakness (1) AND ALL NON-

NEGOTIABLE AREAS MET. 

 

B mostly 2s with some 3s and with no more than one area of weakness. 

 

C mostly 2s with some 1s. 

 

Note:  Less than ñtargetò (see Final Evaluation) on the following items from the evaluation will 

automatically result in a grade of less than ñAò:  Expectations of Standards of Behavior (4); Monitoring of 

and Response to Student Behavior (5); Communication during Initiation (13); Communication during 

Closure (14); Knowledge of Content Areas (15); and Maintaining Confidentiality (24). 

 

A final note:  even though a student teacher may be outstanding, do not give a grade of A+.  The highest 

grade possible is an A. 
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The Director of the Office of Field Experiences  

What are the roles and responsibilities of the OFE?  

The director of the Office of Field Experiences is responsible for the placement of student teachers in 

public schools of Connecticut.  Currently, the director places elementary education majors as well as 

certification candidates in art, music, physical education, technology education, science, mathematics, 

modern language, history/social studies, English, business education, TESOL, and special education.  

Over 550 placements are required each academic year. 

 

The director works with designated placement facilitators (district facilitators) in over 50 school districts 

to match students with cooperating teachers who have completed the Beginning Educator Support and 

Training (BEST) program training for cooperating teachers.  

 

The director confers regularly and works closely with Teacher Education Department faculty to bring the 

program into alignment with the redesigned teacher education program.  The director works closely with 

the Professional Development Schools to coordinate field experiences, student teaching experiences, and 

internships.   Also, the director communicates on a regular basis with other department chairpersons that 

offer certification programs in order to coordinate the supervision of their student teachers by full-time 

and adjunct faculty.   

 

Should you have any questions or concerns regarding your student teacher or university supervisor please 

call 860/832-2067. 
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The Student Teacher   

Who is the student teacher?  

The student teacher is a qualified university student who has earned the 

right to student teach by: 

 Meeting all course prerequisite requirements of the School 

of Education. 

 Meeting all specific program requirements. 

 Maintaining the appropriate GPA deemed acceptable by the School of Education. 

 Demonstrating appropriate dispositions of the teaching profession. 

 Meeting all requirements of the Office of Field Experiences during the application process. 

Responsibilities of the Student Teacher as a Professional  

The student teacher must: 

 conduct himself/herself in a professional manner. 

 be appropriately dressed and well-groomed at all times. 

 become informed about the university student teaching policies and general policies of the cooperating 

school, and adhere to these policies (see Policy Statements section). 

 regard as confidential any information he/she receives about pupils in a class or in the school. 

 show respect for each pupil and take into consideration individual ability by being sympathetic and 

courteous to all pupils.  He/she should inform himself/herself about individual differences that exist 

within the class group. 

 be fair and impartial in his/her dealing with pupils. 

 consider himself/herself a member of the community where he/she is teaching and act 

accordingly. 

 be appreciative of criticism, seek suggestions, and put them into practice. 

 develop lesson plans on a regular and timely basis.  The form of these plans should be discussed with 

the cooperating teacher and university supervisor.  Both daily and unit plans are necessary.  It is 

mandated that lesson plans will be turned in 2 days in advance to allow the cooperating teacher an 

opportunity to provide feedback. 

 

Suggestions for Success in Student Teaching  

Student teaching is an important part of your educational preparation to this university; therefore, it is 

recommended that you are mindful of the following suggestions: 
 

Be tactful 

 Remember, you are a teacher. With this assignment, you are expected to demonstrate professionalism 

and responsibility in working with students and other staff members. 

 You are a guest in a school system.  You should not try to change the ways things are done at the 

school.  Accept them and profit as much as possible by observing, asking meaningful questions, and 

continuing to reflect. 
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Be punctual 

 Complete all assignments and obligations on time.  Check with your cooperating teacher about the 

time you are expected at school in the morning.  It is a good practice to be at least 15 minutes early. 
 

Be involved 

 Student teaching is a full dayôs responsibility.  Show your interest and enthusiasm by remaining after 
school when appropriate to prepare plans for the next dayôs activities or, possibly, work with clubs or 

other students. 

 Introduce yourself into the culture of the school by assisting in co-curricular and extracurricular 

activities. 
 

Be responsible 

 In case you will be absent, notify in advance the principal of the school and/or the cooperating teacher 

as well as your university supervisor.  Your cooperating teacher must have copies of your lesson plans 

so that learning is not interrupted for the students on the day you are absent. 

 Absence should be only for serious reasons such as a death in the family or serious illness, or 

observance of a religious holiday.  Reasons other than these must be discussed with the Director, OFE.  

Your university supervisor will extend your student teaching experience if your absences exceed 

two days for any reason. 

 Student teaching comes first.  Keep university extracurricular activities other than the required courses 

second.  Delegate your responsibilities to others when you are student teaching. 

 Donôt be afraid to ask your cooperating teacher for assistance.  You are developing your skills as a 

teacher when you accept suggestions or ask for help. 

 Do specific and detailed planning to meet your studentsô needs.  This will show that you have a sense 
of responsibility in meeting the needs of your students.  At the same time, this gives you the 

confidence to do an effective job of teaching. 

 When you complete your student teaching, it is appropriate to send a letter of appreciation to your 

cooperating teacher, principal of the school, and any other individual who has given you special 

assistance.  Promptly return all books and other material that have been loaned to you. 
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Introductory Phase of Student Teaching  

The introductory phase of student teaching involves observation and teacher assistant activities.  This 

phase will last a period of time commensurate with your readiness to assume teaching responsibilities.  

The cooperating teacher will add teaching periods to your schedule as your competence and confidence 

grow.  A blank handout of the ñTake-over Planò has been included in the back of this handbook to 

organize a smooth transition.  

 

Observation of your cooperating teacher in action during the introductory phase is an invaluable learning 

experience.  Through observation you can learn many strategies that will smooth your transition and 

increase your performance efficiency.  Errors committed by the beginning student teacher could easily be 

avoided if careful study is made of the cooperating teacher's classroom procedures. (See the Professional 

Resources section, Suggestions for Observation.) 

 

During periods of observation, the student teacher should consider the following: 

 How the teacher develops rapport with students. 

 How class standards are developed and maintained. 

 How discipline is maintained and special cases are handled. 

 How students share in planning and leadership. 

 How the teacher communicates the purposes of the lesson. 

 What motivating techniques/instructional materials are used. 

 How the teacher uses questions and involves students. 

 

Observation periods by the student teacher throughout the teaching assignment are helpful to evaluate 

performance. 

 

The following activities are suggested during the introductory phase: 

 Participate in team planning and organization. 

 Assist in media-resource centers and arrange displays for teaching purposes. 

 Assume tutorial assignments. 

 Teach mini-lessons. 

 Observe and discuss different teaching techniques with professional personnel. 

 Utilize community resources, such as field trips and resource people. 

 Participate in student government and co-curricular activities. 

 Attend faculty, department, and/or Board of Education meetings. 

 Prepare teaching materials and administer and correct evaluation materials.  

 

Student Teaching Take -Over-Plan  

As a student teacher, you are still learning to teach and will need encouragement, reassurance, 

comfort, guidance, instruction in specific skills, and insight into complex causes of behavior.  

Therefore, we encourage the cooperating teacher and student teacher to create a ñTake-Over Plan.ò  

This plan will provide the student teacher with clear expectations and the time needed to prepare.  

We encourage student teachers to use the first two weeks of their placement to develop their 
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relationships with students and the classroom teacher. They should also become familiar with the 

districtôs curriculum and the grade-level outcomes.  This is also an excellent time to have the 

student teacher observe other teachers and to assist the teacher in routine tasks. 

 

The take-over of the classroom responsibilities should be gradual. Please refer to the section, Full-Time 

Student Teaching, for the minimum number of weeks a student teacher must assume responsibility for 

full -time teaching.  The return of the teaching load should also be a gradual process with the cooperating 

teacher slowly assuming the teaching of the class. See the Cooperating Teacher section for a sample of an 

appropriate ñTake-over Planò (p. 23). A blank planning sheet can be found in the Professional Resources 

section of the Student Teaching Handbook.  

Hel pful Hints for Takeover  

 For secondary and all-level student teachers, start with the most accommodating class.  

After an initial positive experience with one group of students, you will feel better 

prepared to handle a more challenge class. 

 For elementary student teachers, start with a content area with which you feel most 

confident.   

 It is important that you discuss your lesson plans with your cooperating teacher.  All 

lesson plans are due 2 days in advance.  Once you have integrated the suggestions and 

changes into your lesson plan, take the time to discuss your new plan with your 

cooperating teacher.   

 Continue to use the classroom structure that is in place.  This includes classroom 

procedures and standards for behavior. As you take over more of the teaching, you may 

find it necessary to make some adjustments. Be sure to discuss this with your cooperating 

teacher. 

 The takeover should be gradual.  Be sure to plan for the takeover in a manner that is 

comfortable for both you and your cooperating teacher. 

 Reflect daily on your lessons and set short-term goals.  Keeping a journal is an excellent 

way to keep your thoughts together while at the same time seeing the progress you have 

made. 

 Be sure to set up a weekly meeting time.  Although you will talk with your cooperating 

teacher on a daily basis, it is important to have at least 30 minutes each week that is set 

aside to discuss upcoming lessons, student concerns, as well as concerns you may have 

regarding your own performance. 

 

Elementary Drug/Alcohol Lesson Requirement  

This form serves as verification to the State of Connecticut that the Drug, Alcohol, and Tobacco 

requirement has been met by elementary education teacher candidates. 

This form must be turned in no later than December 8
th
 for the fall semester and May 4

th
 for the spring 

semester.  It is the responsibility of the student teacher to submit this form to the OFE to the attention of 

Ms. Watson.  Please refer to page 94 of this handbook. 
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Goal Setting  
Goal setting is a hugely powerful technique that can yield strong returns in all areas of your life. 

 

At its simplest level the process of setting goals and targets allows you to choose where you want to go in 
life. By knowing what you want to achieve, you know what you have to concentrate on and improve, and 
what is merely a distraction. Goal setting gives you long-term vision and short-term motivation. 
 
By setting sharp, clearly defined goals, you can measure and take pride in the achievement of those goals. 
You can see forward progress in what might previously have seemed a long pointless grind. 
 

By setting goals you can: 

 Achieve more 
 Improve performance 
 Improve the quality of your training 
 Increase your motivation to achieve 
 Increases your pride and satisfaction in your performance  
 Improve your self -confidence 

 
All student teachers are expected to set both short and long term goals throughout the semester.  This 
should be done during week 4, the midterm evaluation, and week 12.  Copies of your goal setting sheets 
should be given to the student teaching supervisor. Please refer to the Goal Setting sheets in the resource 
section of the handbook.  
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Expectations for professional standard s of appearance and 

behavior  

 

General expectations  

A school is a professional environment.  Teaching, as a public profession, is 

inherently a conservative profession. Teaching places a teacher candidate in the public eye at all times.  

Teacher candidates need to be aware of the image they present to the community. 

 

Our expectations for student teachersô appearance and behavior extend to answering machine messages, 

email user names, MySpace and similar social networking sites, and other image-creating communication 

media. 

Answering machine messages:  please be sure that your outgoing message is professional and succinct. 

Email user names:  the name you choose may give a different impression of you than you would like.  

What is appropriate for a college student may not be appropriate for a beginning professional. 

MySpace and Face Book: be careful what you post, and check other userôs comments about you.  Be 

aware that many potential employers are now reviewing social networking sites in performing background 

checks.  Additionally, be safe and do not upload pictures or videos of children, even if you have signed 

permission from parents. 

 

Appearance  
Every school has expectations regarding the appearance of its faculty and staff.  Student teachers are 

expected to meet or exceed the schoolsô expectation of appearance.  Student teachers are expected to dress 

professionally at all times in the schools.  It is your responsibility to become familiar with the schoolôs 

expectations for faculty appearance and dress appropriately during the student teaching experience.  

Inappropriate appearance or dress may result in removal from the placement and can adversely affect 

continuation in the professional program.  

 

 

Appropriate Clothing  
1. Student teachers must wear clean, neat, and un-torn attire. 

2. For women, dresses, skirts, pants, pantsuits, skorts, shirts, and blouses are 

suitable. All clothing should be modest and not excessively short, tight or 

revealing. Any shirt, blouse, or dress that covers the back and midriff and does not 

have a plunging neckline and is not see-through is acceptable. Footwear (shoes, 

boots, sandals) should complement professional attire.  

3. Suitable attire for men includes pants, collared shirts, shoes/boots, and socks. Ties are optional. 

Shirts are to be tucked, and buttoned. All clothing should be modest and not be excessively tight or 

revealing.  
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Appropriate Grooming  
1. Personal hygiene is very important when working closely with students and with school 

employees. Odors or perfumes and fragrances should be avoided, particularly because of possible 

allergic reactions.  

2. Hair should be clean and neat and facial hair must be trimmed and groomed.  

 

Inappropriate Clothing  
1. Clothing, jewelry, or hairstyle that disrupts the educational process or endangers students, 

including, but not limited to those items which include messages, language, or logos that advocate 

sex, drugs, violence, bigotry, hate, profanity, alcohol, tobacco, or gang activity are not permissible.  

2. Any excessively tight or form-fitting article of clothing is not considered professional dress.  

3. Tank tops, shorts, cut-offs, fatigues, spandex, spaghetti straps, halter-tops, low-cut garments, short 

shirts and flip-flops are considered inappropriate dress.  

4. Tattered, frayed, ripped or excessively worn and faded clothing are not considered professional 

dress.  

5. Transparent, translucent or sheer clothing may not be worn.  

6. Clothing associated with gang activities including athletic jerseys and headgear which may be 

associated with gang affiliation are not permissible.  

7. Clothing that bares any part of the mid-section, even if the mid-section is bared unintentionally is 

not acceptable.  

8. Any portion of the teacher candidateôs underwear or under-garments shall not be visible at any 

time, even when bending or reaching up. 

9. Earrings may be worn. Other pierced areas of the face or body not covered by clothing shall be left 

without any ring or stud. Other body decorations such as tattoos shall be completely covered to the 

extent possible while the student teacher is on school premises, or at a school activity. 

 

The only exceptions to the above rules occur for those teacher candidates who are engaged in physical 

education or technology education activities which might require appropriate attire for specific 

applications. 

 (adapted from the Teacher Education website, Eastern New Mexico University, Portales, NM:  

http://www.enmu.edu/academics/undergrad/colleges/edtech/teacher-

education/TEP%20dress%20code.htm) 

 

 

 

 

 

Confidentiality  

Student teachers are expected to regard all information concerning students as confidential. 
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The Cycle of Reflective Teaching  

 

 

Lesson Planning  

The skill of planning out a lesson takes time and practice.  Therefore, student teachers are expected to 

appropriately plan every lesson they teach.  Lesson plans must be submitted to the cooperating teacher two 

days prior to implementation.  This time frame is used in order to provide enough time to review the plans, 

provide feedback and allow the student teacher to make changes before teaching the lesson. Failure to do 

so may result in a student teacher being removed from his/her placement.   

 

Lesson plans must be kept in a three ring binder. University supervisors will be reviewing the 

lessons plans at the time of the observation.  There is a section on the observation form for 

supervisors to indicate that they have reviewed the student teacherôs lesson plans. 

 

The lesson plan format is included. Student teachers should feel free to make a template of this 

plan and/or make changes that best suits their own style.  The components must be included, 

including the section on demonstrating understanding of meeting the needs of individual learners. 

 

Review all tests and instructional materials before they are administered.  It is important that all materials 

are appropriately designed and error free.  Your cooperating teacher may require that he/she review these 

materials several days before they will be used. 
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With the guidance of your cooperating teacher and university supervisor, try as many different teaching 

strategies and models as possible.  Remember to use various models like cooperative learning or 

inquiry/problem solving and not rely on one model (Direct Instruction) for all lessons. Use all available 

technology to support learning.  Remember that audio-visual materials and internet sites need to be 

previewed before they are shown in class. 

 

All  components of the lesson plan on the next pages must be included in all student teacher lesson plans. 

 

Note:  To best support the success of students, general as well as special 

education, the lesson plan format has been redesigned to better integrate 

differentiation strategies, modifications and accommodations. For more 

information about the Scientific Research-Based Interventions (SRBI) 

used in Connecticut schools, see Resources. 

 

 

 

Education is not filling a bucket but lighting a fire.  
-William B. Yeat s 
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CENTRAL CONNECTICUT STATE UNIVERSITY 

Lesson Plan Template 
 

Student Teacher : Grade Level:   Date of Lesson: 

 

 

Content Standards/Relationship to Standards: State the appropriate curriculum standard(s) and how this lesson aligns with the 

standardôs outcomes.   

 

Learner Background: Discuss prior learning that has occurred that will support the lessonôs learning objective and how this lesson 

supports subsequent lessons. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Classroom Learning Environment:  Cite positive strategy(ies) that will be utilized to support student learning and 

increase student engagement throughout the lesson based on your evaluation from previous lessons.  Be sure to 

include response strategies for off-task behavior and/or conflict.  Provide detail for each checked items. 

 

 Standards of Behavior  

 Routines 

 Procedures  

 Group Work  

 Transitions  

 Other   

 Instructional 

Arrangement 

  

 

 

 

 

 

Student Learning Objective(s):   
What is the intended learning outcome of this 

lesson?  Be sure it is observable and includes clear 

criteria.  *NOTE ï cooperative learning lessons 

must include a social skill objective in addition to 

the academic objective 

 

 

Objective(s) for 

most/all students 

 

Modification/Accommodations 

of Objective ( IF needed)   

 

Assessment:  State the specific strategy(ies) 

and tool(s) used to collect the data for each 

SLO.  (Examples: essays, projects, quiz, exit 

slip, worksheet, etc)  

 

Assessment tool(s) 

for most/ all 

students   

 

Modification/Accommodations 

of Assessment ( IF needed)   
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Instructional Mo del/Strategy: Explains how you will best facilitate student learning through a specific model of 

instruction. Be sure to include a rationale for the chosen model(s). You may check more than one. 

 Direct Instruction  

 Cooperative Learning ï specific strategy ________________________ 

 Inquiry 

 Concept formation/Concept Development 

 Discussion 

 Other  

 

  Modifications/ 

Accommodations ~ Note 

specific modifications 

and accommodations for 

students with specific 

needs based on your 

evaluation from 

previous lessons. 

Differentiation  ~ Note 

specific strategies to be 

employed during  lesson to 

address differentiated 

learning needs (ex: styles, 

modalities, interests, 

readiness, etc) based on 

your evaluation from 

previous lessons. 

Initiation   
Briefly describe 

how you will initiate 

the lesson by: 
 1) motivating 

learners  to focus 

on expectations for 
learning and 

behaviors;  

2) explaining:  
  a) what they will 

be doing and 
learning in the 

lesson;  

b) how they will 
demonstrate 

learning;  and  

 c) why it is 
important. 

   

Lesson 

Development  

A. Describe 
sequentially  how 

you will: 

 1) develop the 
lesson;  

2) model and guide 

practice;  
3) engage students 

in  learning 

experiences to 
enable them to 

meet  learning 

outcome(s);  
B. Identify the 

instructional 
grouping you will 

use in each phase 

of instruction 
(whole group, 

   

Materials/Resources:  Materials/resources 

used in each learning activity including 

modifications for individual students in order 

to facilitate learning 

Materials/Resources 

for most/all students 

Modification/Accommodations of 

resources ( IF needed)   


