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Supervisory Responsibilities in a Nutshell

Assistthe student teacher in his/her induction into the e of teaching.

Outlinethe teacher preparation program responsibilities, requirements, and class
assignments in collaboration with the cooperating teacher.

Visit the student teacher regularly, approximately one visit for every ten days of stu
teachng.

Providesystematic feedback to the student teacher by conductingcapierence, helpir
the student teacher select an area of focus for classroom observations and examin
aspects of a lesson plan.

Conducta postconference about the datallected during the observation.

Leadthe student teacher in the process of analysis and reflection on his/her teachin
impact on student learningVhenever possible, threavay conferences involving the
student teacher, the cooperating teachegnd the university supervisor are desirable
Conferwith the cooperating teachen a regular bas&bout the progress, areas of neeq
growth, areas of improvement and areas of talents of the student teacher.
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¢ Helpbuild and maintain good relations betwdbe schools and the university.
e Providedetailed expectations and requirements of student teaching.
e Supportthe student teacher in preparing lesson plans, units, and a professional porffolio.
e Guide and advisthe cooperating teacher in providing studeachers with as constructjve

and beneficial a student teaching experieascé is possible to achieve.
¢ Evaluatethe student teacher on an-going basis and provides objective documentatign to

support his/her assessment of specific areas of the studéne ac her 6 s knjowl e

dispositions and performances.
e Provide the cooperating teacher(s) with copies of all vajite

Completea summative evaluatigrcollaboratingwith the cooperating teachemd assigma

grade that refl ecéalexperidnee. st udent teachjer 6s

Office of Field Experience
Central Connecticut State University
Barnard Hall Room 334
1615 Stanley Street
New Britain, CT 06050
860-832-2417
Fax 8908322172
Materials may not be reproduced in any edited form. Users wishing to obtain p ermission to reprint or reproduce any
materials appearing in this book may contact CCSUG6s Office
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Introduction

You, the University Supervisor, are an integral member of the teacher preparation team. Together
with the cooperating teacher, you provide support, guidamceencouragement to the student
teacher. You serve as the important link between the university and the public school system. |
appreciate the job you do and realize that your support goes beyond the formal observation, often
communicating with studem¢achers and cooperating teachers before or after school hours.

The purpose of this handbook is to put all of the informadiuth expectations of the university
supervisotintoone placeThi s i nf or mati on should guiaie you
with some helpful resources and strategies.

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. Thank you for your ongoing support in
helping us develp future teachers.

Holly Hollander
Holly Hollander
Director, Office of Field Experiences

fiThe nice thing about teamwork is that you alwhsge others on your side

MargaretCarty


http://thinkexist.com/quotation/the_nice_thing_about_teamwork_is_that_you_always/160473.html
http://thinkexist.com/quotes/margaret_carty/

Mission Statement
The Office of Field Experiences supports the mission of the School of Education and Professional
Studies in the preparation of prademnals for the early childhood, elementary, secondary, special
education, and KL2 settings. In order to accomplish this mission, the Office must work
collaboratively with CCSU faculty/departments to ensure that student teachers are prepared to:
e Serve inthe region, the state, and the nation;
e Apply principles of learning and assessment through a variety of technologies to guide our
own best practice and that of practitioner in the professions;
o Develop knowledge, skills, and dispositions necessary @degsional 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 purposeptparing leaders for seree in diverse communitiethe

OFE must work closely with stateide school districts as well as the State Department of

Education to secure appropriate placements for Teacher Candidates to put theory into practice in &
classroom setting.

Diversity Statement

The Office of Field Experiencé®©FE) at Central Connecticut State Univergitgvides quality
student teaching experiences prepategcher candidates to meet the needs of all learners in a
global society. Student teaching placements will be secnrdigtierse settings, offering student
teachers the opportunity to engage students and families who represent considerable ethnic
diversity across partner school$ie OFE andeacherpreparationfaculty will guide andsupport
student teachers as they ieypent inclusive instructiom diverse classroom3hrough 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 Expeences offers equal access to student teaching placements and support
programs, maintaining high expectations for the success of all student tedb®&E values

the contributionsof individualk and group representing diverse ethnicitjeaces, gendes, and

sexual orientatiogin cultivating thenext generation of teachers.



Conceptual Framework School of Education and Professional Studies
Central Connecticut State University

The conceptual fmework 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 impravenour

program outcomes. The conceptual framework is comprised of the following themes (outcomes)
and connected elements (proficiencies):

l. The Education Professional as Active Learner

A.

Possesses strong content knowledge in the arts and sciences.

B. Communcates in multiple forms to diverse audiences.
C.
D

. Engages in habits of critical thinking and problem solving.

Possesses pedagogical knowledge for content to be taught.

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

A.

Applies knowledgef human development across the lifespan (including physical,
cognitive, social and emotional growth).

Respects and values all learners.

Addresses the diversity of learning environments.

Understands the learning process and applies instructional andressess

strategies and technologies to facilitate learning.

. The Education Professional as Reflective and Collaborative Practitioner

A.

B
C.
D

Makes informed and ethical decisions.
Accepts responsibility for student learning.
Engages in opportunities for professionawgth.

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. For more information, please visit
http://www.sde.ct.gov/sde/cwp/view.asp?a=2618&0q=32086he link at

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



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

The Student Teaching Component i A 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 a
opportunity to combine theoretical perspectives with thetieslof 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 collaborat/e relationship among supervisors, teachers, and districts that we ensure our teacher
candidates will connect the progr abaseds knowl e
orientation to their practical experiences in schools and in communities tratralischools.

CCSU student teachers need to understand the importance of the student learning cycle in order tc
meet the needs of the students in the classroom. Each learning experience created must be
maximized. To do so, there must be understandinglofe | ear ner sé backgr ou
Lessons that actively engage each student to be an active participant in the learning process are
cruci al . The student teacher must analyze t
observable outcomeset i n order to determine the next
practice and making changes accordingly is essential.

Planning Teaching

Student
Learning

Reflecting | Assessing




S u p e r v Respomsibikties

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 visévery ten daysof student
teaching. During this tie the university supervisor provides systematic feedback to the
student teacher by conducting ajponference, helping the student teacher select an area

of focus for classroom observations and examining all aspects of a lesson plan. Following
the obseration, the university supervisor conducts a fmastference 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 studémglearn
Whenever possible, threavay 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 aas 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 proceduresi aaquirements 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 tlkeoperating 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 tezners in his/her assignment, in order to help student teachers develop
individual plans for future growth.

Evaluates the student teacher on agoimg basis and provides objective documentation to
support his/her assessment of specific areas of the studéne ac her 6 s knowl e
dispositions and performances. The university supervisor also completes a summative
evaluation and assigns a grade that refle
Provides written feedback to the cooperating teacher anduithenstteacher.

Additionally, we ask you to remind your cooperating teachers to fill out and return to us the
stipend form they receive from our office.



Length of Student Teacher Placement

The length of time a student spends student teaching diffessdaug to the individual program.
Student teachingfficially begins on the first day of the new semestek calendar of start and

end dates is included in the student teaching placement re@lnsild a student require special
considerationoraccomm dat i ons wi th his/ her, thpOF& wik ment 0 s
contact the cooperating teacher to discuss the situation and follow up with a letter in writing.

Elementary duration of the semester
Art Education 2 eightweek placements
Music 2 eightweek placements
Physical Education 2 eightweek placements
Technology Edcation 2 eightweek placements
Mathematics duration of the semester
English duration of the semester
Modern Language duration of the semester
Science duration of the semester
Social Seénces duration of the semester
Business Education 11 weeks

TESOL 2 eightweek placements
Special Education 1 tenweek placement OR

2 eightweek placements
(The OFE will indicate the length of placement required on our initial request)

During this timegach student teacher is expected to assume the full teaching load of the
cooperating teacher for an extended period of time.

Full-time Student Teaching
It is expected that thestudent teacherwill fully take over the entire teaching load of the
cooperaing teacher for an extended period of time.

Elementary and Secondary 3 weeks minimum.

Special Education and Business Education 2-3 weeks minimum

NK-12 2 weeks for each-&eek period
NOTE:

Block Scheduling- In schooldistricts following a blek schedule (minimum of 90 mute
periods), the student teachershprepare for and teach daily timcks and participate in an
academic support experience such as specific curriculum labs, writing center, tutoring, etc.

For students in secondary edud#on, we ask that student teachers be responsible for no more
than 3 preps. However, the student teacher must teach a minimum of 5 classes. If a special
situation should occur where more than 3 preps are required, the cooperating teacher and
supervisor sbuld contact the Office of Field Experiences.

8



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 continuefull load to the end of student teaching. The University Supervisor should
be notified immediately if these requirements are not being met.

Student Teacher Orientation

Elementary/Alllevel/Secondary and Special Education meet fomaadatoryhalf day

orientation prior to the start of the semester. The elementary education student teachers

also participate in an additional haldy orientation after the semester has started. Those
departments that do n edayoneatationicauctppadrientatiom t he C
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 yourse¥four assigned students and go

over your expectations when you conduct your observations

Setting the Stage

We strongly recommend that when you first meet with your students, you go over your
expectations. This would include:
e procedures for observatis;
lesson plans;
appropriate dress;
attendance and procedures for when a student needs to be absent;
general suggestions for a successful student teaching experience;
observation writeup;
discussion about midterm and final evaluations;
evaluation docunrd; and
contact information

There isa lot of information to process on those days prior to student teachirsuaiethtsare
eager to begin their assignments. Therefore, providing expectations in writing is always helpful,
as it will serve as a resourfte students to refer to after the initial meeting.

At the initial meeting, have your students provide you with their updated information including
address, phone numbers, andhal address. Although we provide you with the information we
were given wkn the applications were due, sometimes our students move and forget to let the
OFE know.

Documenting the Journey

Each student teacher develops at his or her own pace. As you assist your student teacher on his ¢
her journey in becoming a professioeducator, it is important that you clearly articulate goals to

be addressed as well as areas of concern. The final evaluation document is based on a body of
evidence. Your documentation can assist in the process of assigning a final grade.

The documentain does not need to be in the form or formal memos; email reminders of key
points addressed during a recent conversation or meeting can suffice. Please contact Holly with
any guestions or concerns.

9



Initial, early communication among members of the telapheparation team will create the
foundation for future communications and work together. Prior to the first formal observation, the
university supervisor should arrange a brief meeting with the cooperating teacher and the student
teacher. This informahtroduction can provide an invaluable opportunity to convey expectations,
answer questions, and exchange information about future communication.

Open Lines of Communication

A new addition to the resources available to the student teacher suppoi tear€ooperating

Teacher Feedback Form. This can be found on our website (www.ccsu.edu/ofe). During the
piloting of this form, supervisors asked cooperating teachers to complete and send the form on the
weeks an observation was not made by the superdiberparticipating supervisors found it to be

a very helpful tool which allowed for small problems to be quickly addressed. Therefore, we
recommend all supervisors and cooperating teachers use this-teetkly to communicate

student teacher progress.

We also strongly suggest that supervisors provide the student teacher with written €Xpectations
that will allow for a positive and productive start of the semester. S === |
The OFE has examples to share. \‘

Observations and Documentation

It is understood that yowill be visiting the school sitevery 10 daysand 5{"’
writing a report about the visit. This visit needs to be documented on a report form that outllnes
specific behaviors the student teacher is demonstrating. It is essential that the documentation for
thevi sit be specific and include notes about
management, communication and evaluation of student learning. Your report should also include
specific recommendations about what behaviors the student teachetmeapgrove upon as well

as praise about the lesson. This written documentalsanprovides you with a body of evidence
when determining a semesteros grade. I n add
only allow students to go back and esfl on the posbbservation conferences but to develop
strategies to address areas that need further work. It also allows for the cooperating teacher to
assist the student in the areas you have suggested.

As you are aware, we have carbonless paper Hlbatsayou to provide your students and the
cooperating teacher a copy of your written comments. However, please feel free to develop your
own format to provide this feedback. Some supervisors have found it helpful tauptiteir

reports on the computeAn electronic version is available by emailing Sue Ford at
fords@ccsu.edu.

If you choose to type the formal report, please send it via email to the team within 48 hours. This
allows for clear communication between all members of the team.

The reportsaand evaluations you send to thifice are filed in individual student folders. We keep
these records for up to a year. Graduated students have come to the OFE when applying for jobs
to ask for copies of their reports. Some districts are now askirstuidents to provide copies of
student teaching observationSopies of all observations and evaluations must be sent to the OFE.
This allows the OFE to maintain a record of the progress of the student teacher.

10



Observation Schedule

Some supervisorshav f ound it hel pful to map out the t
with the cooperating teacher at the start of the semester. Others find it helpful to schedule the nex
observation at the end of the meeting so the team is aware of the neXtlotsitsupervisors have

the right to make unscheduled visits at any time.

The schedule below is a suggestion for supervisory visits to ensure that our student teachers are
seen on a regular basis. We understand that the schedule may need to berflesdileto
accommodate classroom teachersoé needs.

Suggested timeline for observations/evaluations

End of week 1 Initial meet and greet for all student teachers
First formal observation for Allevel.

End of week 2

End of week 3 First formal observain elenentarysecondary
Second formal observation for Advel

End of week 4 Mid-term Altlevel

End of week 5 Second observation elemtarysecondary

End of week 6 Third observation Allevel

End of week 7 Third observation eleentarysecondary

End of week 8 Midterm evaluation eleentarysecondary
Fourth final evaluation and final evaluation Aédvel

End of week 9 Meetand greet for second placemerklavel and first
formal observation

End of week 10 Fourth observation elementary/secondary

End of week 11 Second observation Akkvel

End of week 12

End of week 13 Third observation for Allevel

Fifth observation for elementary/secondary

Anytime prior to the end of  Sixth observation for elementary/secondary
the semester Fourth final observabn for Al-level

Final week of the semester Final evaluationi all student teachers

11



Elementary Education Drug/Alcohol Lesson Requirement

Elementary education student teachers must teach at least one drugfaizdbdllesson as
verification tothe State of Connecticut that the Drug, Alcohol, and Tobacco requirement has been
met. A copy of the form is found in the Student Teacher Handbook.

This form must be turned in no later than Decenddor the fall semester and M&)' for

the spring semster. It is the responsibility of the student teacher to submit this form to the
OFE to the attention of Ms. Watson. Either the cooperating teacher or the university
supervisor may sign the form before submittif§eeConfirmation of Completion Drug,
Alcohol and Tobacco Requiremeifbsm.)

y, ¥
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Goal Setting

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 weekCldbies of the goal
settingsheets should be provided to you by the student teacher. If possible, supervisors are
encouraged to participate in a goal setting conversation with the student teacher and the

cooperating teacher. Please refer to the Goal Setting sheets in the resttizneo$the Student

Teaching Handbook.

Differentiating Mentoring for Student Teachers

It is the job of the preparation team to meet the needs of the student teacher as s/he becomes
a capable beginning teacher. Just as effective elementary andagceducators
differentiate their instruction to scaffold each student toward success, student teachers may
need differentiated preparation from cooperating teachers and university supervisors.
Student teachersd needs
The cooperating teacher and university supervisor should feel comfortable differentiating

their mentorship of each individual student teacher. Some student teachers will need more

wiesk dnd persanality facioss.e d

supports in place to help them succeed, ahdrstwill be able to take off without much
direction in the first few weeks of the placement. Below are some suggestions for
additional supports you may need to put in place for student teachers who need more
explicit instruction or time to develop:
Detailed write backs on lesson plans using the lesson plan rubric as a guide

13

Co-teaching

Have student teacher observe YOU (the university supervisor) teach a lesson and
then reflect on each aspect of the lesson via the lesson planning template

Videotape lessorasnd reflect together
AThi nk aloudo for the
Plan lessons with student teachers for a while

student

teacher

(0]

n a

abo



CENTRAL CONNECTICUT STATE UNIVERSITY
Office of Field Experience/Teacher EducatiofObservation Form

Student Teacher: Grade Level: Date: PostObservation conference notes:

School/District: Cooperating Teacher: Visit:

Classroom Management
Environment

Transitions

Materials & Resources

Expectations of standards of behavior
Monitoring Behavior

Fostering alearning community

. Planning:
Lesson Development
Lesson Objective
Lesson sequence
Lesson Planning
Selection of Resources
Accommaodations

Il Instruction:

Material Usage

Methods

Initiation communication

Closure Communicatian

Knowledge of content

Promoting thinking through questioning
Differentiating instruction

IV. Assessing and Adjusting: Recommendations:
e Learning, instruction and data collection
Monitoring understanding

Providing feedback

. Communication:
Oral and written language

.<..

VI. Professionalism:

o Attitude toward teaching

o Dependability

o Attire

e Collaboration and communication

VII. Student Diversity:

¢ Developing positive seHconcept

¢ Recognizing the worth of all students
e Understanding individual students

VIII. Self Evaluation and Reflection:
¢ Continuous selfevaluation

¢ Integration of feedback

o Professional growth

Tentative Date Next Visit: Cumulative lesson plan book checked (super ntias)or 6 s i Note: numbers in boxes correspond to the CT Common Core of Teaching

University Supervisor Signature Student Teacher Signature




CENTRAL CONNECTICUT STATE UNIVERSITY
Office of Field Experience/Teacher EducatiofObServation Form Sample

Student Teacher: Daisy Buchannan

Grade Level: 2 Date: April 26, 2006

School/District: West EggRegion 1

Cooperating Teacher: N. Carraway Visit: 2"

. Classroom Management
Environment

Transitions

Materials & Resources

Expectations of standards of behavior
Monitoring Behavior

Fostering a learning community

Daisy has established an elent rapport with the students and they are eager to please her. The classroom
specific center activity areas; Daisy has handled transitions fairly smoothly. It is recommended that she co
work on efficient transitions. It helps to commun&aehavioral expectations prior to seat work so students k
what is expected. Some students may need to be engaged using paper and pencil, manipulatives, etc. Try|
different things to engage all students. It was good to see the students helpiaothegdhat demonstrates a god
sense of community.

. Planning:
Lesson Development
Lesson Objective
Lesson sequence
Lesson Planning
Selection of Resources
Accommodations

Daisy wrote her objectives on the board and referred back to itghoait the lesson. This excellent strategy he!
the students understand and focus. Daisy used different strategiede class, independent practice and small
group to support learning. The lesson provided for both visual and auditory learners.leSsaheprogressed it
was evident that some of the students did not fully understand; pulling together the small group was an ex
idea. More engagement on the part of the students during the whole group instruction may have uncoverg
of this chdlenge.

. Instruction:

Material Usage

Methods

Initiation communication

Closure Communication

Knowledge of content

Promoting thinking through questioning
» Differentiating instruction

Excellent visuals used for this lesson. Some studentshanay also benefited from the use of Base 10 blocks.
Daisyés initiation, stating the objective, hel p
review what they had done. Closure could also provide a link to past and future |lsarstogents could begin t
understand the importance of the lesson and its purpose. While the questions asked during the lesson we
at the comprehension level, some of the students were beginning to see more complex patterns. It was a
excellent dea to have these students talk out their strategy so others could hear it. Think about activities rq
the lesson and provide opportunities for the students to extend their thinking.

PostObservation conference notes:

Engage all students during the whole group
instruction time

Communicate expectations before beginning|
task

Identify ahead of time what students need to
and when done

Behavioral expectations

Excellent strategybjective on board and
referring to it during lesson

Transition time: use
students know what is expected
Closure: |link past a

doesndédt have to be a
Dondét set wup a compe
singlingout students

Enrichment activity higher level thinking
skillséwritingéapply
Good use of feedback that is specific and he
students understand their strengths, weakne:
Excellent use of connections

Provide time reminders

IV. Assessing and Adjusting:

e Learning, instruction and data cdlection
e Monitoring understanding

e Providing feedback

Be mindful of not repeating all responses. Use questioning strategies to monitor under$taighaging,
sampling, choral responses. While some students simply followed the pattern, it wasaegdod you to go
around and ask questions about their work. Excellent feedback when you commented on their responses |
them know strengths and weaknesses. Good job!

V. Communication:
e Oral and written language

Daisy used appropriate vocabulary and terminology when speaking to the students. She has established ¢
rapport. The students look to her as the teacher and give her respect.

VI. Professionalism:

e Attitude toward teaching

o Dependability

o Attire

e Collaboration and communication

It is a pleasure to work with Daisy because she is so open to suggestions and recommendations and eagg
best she can in this experience. She displays a very profakattitude and demeanor working with the studen

VII. Student Diversity:

* Developing positive selconcept

e Recognizing the worth of all students
¢ Understanding individual students

Daisy models caring and concern for the students and promsgse of community in the classroom. She is
very aware of her studentsdé needs and abilities

VIII. Self Evaluation and Reflection:
e Continuous seltevaluation

e Integration of feedback

e Professional growth

Daisy has incorporated many suggestions and recommendations in her teaching.-refectédihs are honest
and identify areas of growth for her.

Recommendations:

Provide enrichment activities that are related
the lesson obpive and extend student
thinking

Use whiteboards, 200 chart, transparencies,
journals etc. to engage all students physicall
and mentally in the lesson when using the
whole group strategy

Communicate the standards of behavior and
standards of successort udent wo
you say figet ready t
looks like

Use questioning strategies to check
understanding of students throughout the
lessoni signaling, sampling, choral response
Extend closure by linking past to future
learning

Tentative Date Next Visit:

Cumulative lesson plan book cHesd

University Supervisor Signature

Student Teacher Signature

(supervisords i niti aNae)numbersinboxes correspond tothe Connecticut Common Core of Teaching




Lesson Planning

Thorough lesson planning is an expectation for all CCSU student teaching. We expect
student teachers to make instructionalisiens based on data as well as the specific

needs of the students they work with. All students, regardless of their specific discipline,
understand that designing an effective lesson is not easy. It takes thinking and practice.
However, as with all newkills, lesson planning becomes easier over time.

Student teachers are expected to appropriately plan the lessons they teach. Lesson plans
must be submitted to the cooperating teatlverdaysprior to implementation. This

time frame is used in ordey provide the cooperating teacher enough time to review the
plans, provide feedback and allow the student teacher to make changes before teaching
the lesson.

Lesson plans must be kept in a three ring birSieperisors should review the lesson

plans atthe time of the observationThere is a section on the observation féonma

checkof f f or supervisors to indicate that they
plans.

The lesson plan format is included. Student teachers should feel free ta teakglate

of this plan and/or make changes that best suits their own style. The components must be
included. A new section has been added. This requires students to demonstrate their
understanding of meeting the needs of individual learners. Plesseinhis not expected

that lesson plans be typed. However, supervisors may specifically request that plans are
formally typed up for observations.

As students develop the skills and demonstrate their competency of lesson planning, the
supervisor andaoperating teacher may alter thel&y expectation. However, at no time
during student teaching may a student teacher present a lesson without a complete lesson
plan. Failure to plan will result in losing the right to teach. In addition, students who
corsistently fail to meet the lesson planning expectations may be removed from student
teaching.

Note: To best support the success of students, general as well as special education, the
lesson plan format has been redesigodaketter integrate differentian strategies,
modifications and accommodations. For more information about the Scientific Research
Based Interventions (SRBI) used in Connecticut schooldResponse to Intervention
(RTI)in appendix.

INTASC Standard #7

Instructional Planning SKs: The teacher plans instruction based on knowledge of
subject matter, students, the community, and curriculum goals.




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 standardds outcomes.

Learner Background: Di scuss prior | earning that has occurred that v
how this Esson supports subsequent lessons.

Student Learning Objective(s): Objective(s) for Modification/Accommodations
What is the intended learning outcome of this | most/all students | of Opjective ( IF needed)
lesson? Be sure it is observable and includes c
criteria. *NOTET cooperative learning lessons
must include a social skill objective aaldition to
the academic objective

Assessment:State the specific strategy(ies)| Assessment tool(s) | Modification/Accommodations
and tool(s) used to collect the data for each| for most/ all of Assessmenf IF needed)

SLO. (Examples: essays, proeajuiz, exit | Students
slip, worksheet, etc)

Classroom Learning Environment: -Cite positive strategy(ies) thaill be utilized to support
student learning ahincrease student engagement throughout the |&ssaad on your
evaluation from previous lessonsBe sure to include response strategies fotagk behavior
and/or conflict. Provide detail for each checked items.

Standards of Behavior
Routines

Procedures

Group Work

Transitions

Other

Instructional Arrangement

Instructional Model/Strategy: Explains how you will best facilitate student learning through a
specific model of instruction. Be sure to include a rationale for the cimoséel(s). You may
check more than one.

Direct Instruction

Cooperative Learning specific strategy
Inquiry

Concept formation/Concept Development
Discussion

Other

17



Materials/Resources: Materials/resources
used in eaclearning activity including
modifications for individual students in order
to facilitate learning

Materials/Resources
for most/all students

Modification/Accommodations of
resources ( IF needed)

Modifications/
Accommodations ~Note
specific modificatins
and accommodations fof
students with specific
need based on your
evaluation from

previous lessons.

Differentiation ~ Note
specific strategies to be
employedduring lessonto
address differentiated
learningneedgex: styles,
modalities, interests,
readiness, etd)ased 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) whatthey will
be doing ad
learning in the
lesson;
b) howthey will
demonstrate
learning; and
c)whyitis
important

Lesson
Development
A. Describe
sequentially how
you will:
1) develop the
lesson;
2) model and guide
practice;
3) engage students
in learning
experienceso
enable them to
meet learning
outcomés);
B. Identify the
instructional
grouping you will
use in each phase
of instruction
(whole group,
small group, pairs,
individuals, etc)

Closure

Briefly discuss how
you will enable
learners to
demonstratéooth
their learningand
understanding of
thepurposeof the
learning.

Elements of closure
may include
questioning,
application,
analysis,
evaluation, and
relevancy
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Reflection on Practice-

1. Student AchievemeritEvaluation of student learnirzpased on collected data for each SLO for
each group of learners.

2. Meeting the Needs of Your LearneExplainl) how the implemented differentiation and/or
modification/accommodations facilitated laarg for each group of learners; and aséd on your
analysis what would continue or change for the next l[€gson

3. Classroom Learning EnvironmeinDiscussl) how your strategies and techniques supported student
learning and 2) based on your analysis what would continue or change for the next?esson

4. Teacher EfficacyHow effective were you in delivering meaningful instructie@ife specific evidence
for at least 3 of the following: 1) usage of model(s), 2) initiation, 3) learning experiences, 4) guided
practice, and/or 5) assessmeiBased on gur analysis what would you continue or change about your
teaching for the next lesson?

19



Reflections

As the university supervisor, you play an important role in helping students to see the
connection between teaching and learning. This occurs dururgopportunities to
reflect with yourstudent teacherCCSU students understand the importance of reflecting
on their practice. However, since this is their first time teaching on-goiog basis,
they will require guidance in using data generatedioyesit work and making future
instructional decisions. This is a skill that will need to be modeled and coached. Below
are some questions that may assist you as you work witlsyialent teacher
¢ How did you use student slomgandardsimous knowl e
determining the learning objective for this lesson?
e How did you determine the objectiveds cri
to students?
e Describe how the planned learning activities were designed to meet the needs and
interests of yar learners.
e Did you anticipate that particular students might have difficulties? How did you
accommodate for this?
¢ How did you monitor for understanding during the lesson? Did you find that the
lesson had to be adjusted based on their responses?
e What evdence do you have for student learning or understanding? Are there any
patterns?
e What will you plan next for the students who demonstrated understanding and for
those students who did not?
e What surprised you about the lesson and student performance? Why?
¢ If you could teach this lesson again, would you make any changes? What? Why?

** Some of the reflective prompts were taken from CSDE Title 2 Project Training Materials.More
observation tools can be found in the Field Experience Handbook.

Evaluations

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

supervisor and cooperating teacher need to submit a collaborativérépornidterm

evaluation and the final evaluation. If you and the cooperating teacher elect to draft
sparate evalwuations of the student teacheros
the cooperating teacher before you share your report with the student teacher.

The midterm and final evaluations were designed to encourage a conversation between
thecooperating teacher, student teacher and supervisor. The midterm evaluation includes
an area for goals to be set at the end of each specific evaluation area. The student teacher
is expected to seklissess and be ready to share his/her evaluation doeimgidterm and

final conferences. Final semester grades are given by the university supervisor.
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Use of Student Teachers as Substitutes or Hires

Graduate and undergraduates student teagieyshot serve as a substitute for the
cooperating teacher another teacher while she/he is student teaching. Although the
student teachenay be performing most or all of the duties of the classroom teacher, a
substitute teacher must be hiredtbg district even when the student teacher is taking
over the clasduring the fulitime takeover 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 @opeteacher 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. Mewehe cooperating teacher

should be readily available. The student teacher should not be left alone for extended
periods of time. If you observe this occurring, or the student teacher indicates that he or
she is being left alone for extended perigdsase contact us immediately.

Student Teacher Absences

Student teachers are expected to maintain excellent attendance at their assigned
placementsWhen a student teacher is absent for more than two days, he/she must
make up the time at the end of theudent 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 isssacg If a student teacher is

responsible for teaching a lesson a day when he/she is absent, the student teacher must
leave the lesson plan(s) and the necessary materials available for the cooperating
teacher to use to teach the lesson.

Absences shoulde only for serious reasons such as death in the family or serious illness,
or for the observance of religious holidays.

A note about attendance:

e The teaching assignment is for the full school day. The student teacher is expected to
be at school durinthe 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.

e The schedule of teaching days that are followed during studehiriganust
conform to that of the schoo] not to that of the university. School holidays and
university holidays do not always coincide. Student teachersogdiv the school
di stri ct ansl notthelvacationachedule of the university.

e Itis expected that the student teacher will attend &t&i0ol meetings, such as
department or gradevel meetings, workshops, faculty meetings, as well as parent
teacher conferences, and aféehool events unless it interferes with the seminar time,
in which case permission must be granted by the university instrustadents may
not leave early to coach or work.The only exception would be to leave school at an
appropriate time to attend the disciplinebo

21



Student Teaching & Take-Over Plan
The student teacher is still learning to teach and will need encouragement, reassurance,
comfort, guidance, instruction in specific skills, and insight into complex causes of

3

behavior. Therefore, we encourage that the cooperating teacher

aad student teaciOerrt ®lameadate ThiBT4q
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 relationships

with students and the classroom teacher. They should also

become familiar with the-districtd
level outcomes. This is also an excellent time to have the

student teacher observe other teachers and to assist the teacher in

routine asks.

Having a Aisacredo meeting time for
the student teacher to meet and discuss weekly lessons to be

taken over by the student teacher is essential.
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Student Teaching TakeOver Planning Sheet

Use this sheet to plan out wihau areresponsible for teachingand what you need to be
planning for the upcoming weekA blank copy of this graphic organizer can be found
in the Student Teaching HandbooK:.he cooperating teacher must approve all lesson
plans at least 2 days PRIOR tdheir implementation.

SAMPLE -

This is a guide. Takever depends on the readiness of each teacher candidate. If you
have any questions or concerns, please contact the OFE or your university supervisor.

Week Regonsible For: Planning For: Planning For:

1

Elementary
e Observe students.
Learn names and

Secondary
e Observe students.
Learn names and

Elementary
e Correct and
assess student

Secondary
Get ready to take
over one period.

learning styles, learning profiles. work. eAssist in
interests. eAssist individual ¢ Plan a bulletin administering
e Assist individual students. board. assessments.
students. eBecome familiar o Walk students to eCheck stud
e Observe other with the and from work.
classroom curriculum you are specials. eContinu e to work
teachers. responsible for. e Conduct with individual
¢ Observe classroom eObserve other morning and students as

routines.
e Learn school policy

teachers in the
discipline.

closing routines.
Becom e familiar

needed.
ePrepar e grade

and procedures. e Assist with clerical with grading book or becom e
e Assist wi th clerical routines. practices. familiar with
routines. e Learn school policy Creat e a data existing grading
¢ Research the and procedures. collection binder practices.
curriculum. e Post work and or use existing
¢ Meet building assignments. one started by
personnel. ¢ Meet building the CT.
personnel.
2 e Correct and assess e Teach one period. ¢ Plan to teach e Teach one

work; record data.

eCheck st udg

one lesson a

period. If same

e Conduct morning work. day. Discuss content, begin to
and closing ¢ Continue to post with CT as to take over
routines. student sd \ topic/ content another section.

o Walk students to e Continue to assist area. e Continue
and from specials with clerical ¢ Begin planning responsibi lities
and lunch. routines. Exit Portfolio by from Week 2.

o Assist CT with choosing
duties such as content area /
lunch, recess, reviewing
and/or bus. resources.

o Assist with read e Continue
aloud. responsibilities

e Continue assisting from Week 2.

individual
students , teach
small groups .
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Elementary

e Continue weeks 01
and 2 activities.

e Teachone
lesson/day.

Secondary

e Teach one period. If
same content
area, begin
teaching second
period.

Elementary

¢ With the CT,
choose a new
content area to
begi n planning
for.

¢ Plan when to
videotape.

¢ Discuss content
area for exit
portfolio and
begin related
tasks.

Secondary

e Begin planning for
new prep.

If appropriate,
begin another
period of same
content area.

Continue
responsibilities
from Week 3.

e Teach lor 2
lessons/day.

e Continue with
previous
responsibilities
and routines.

e  Fill out 4 week
goal setting form.

e Teach 2 periods of
same content.

e Continue with
previous
responsibilities
and routines.

e Continue work on
exit portfolio.

¢ Videotape lesson
for self -
refl ection.

¢ Begin preparing
for new
content area to
be taken over.

Begin prep for new
content area.

Continue with
responsibilities
from week 4

e Teach 2or 3
lessons/day.

e Continue with
previous
responsibilities
and routines.

e  Fill out 4 week
goal setting form

e Teach 2 periods of

same content.

Begin teaching 1

period of new
content area.

e Continue with
previous
responsibilities
and routines

e Continue
previous work
and
responsibilities.

e Prepare for new
content
teaching
responsibility.

Continue with
previous
res ponsibilities
and routines.
Begin prep for new
content teaching
responsibility.

e Continue previous
responsibilities
and routines.

e Teach 3or 4

Teach new perio d.

Continue with
previous
teaching load.

w

¢ Begin preparing
for new
content area to
be taken over.

Continue with
previous
responsibilities
and routines.

lessons daily. e Continue with ¢ Continue exit e Begin prep for new
previous portfolio work. content teaching
responsib ilities e Continue responsi bility.
and routines previous
responsibilities
and routines.
7 Elementary Secondary Elementary Secondary
e Teach new o Add additional e Set up midterm e Set up midterm
contentarea (~4 courses not yet evaluation evaluation
lessons daily) . taught. conference conference
e Continue with e Continue with other (week 8 with (week 8 with
assumed teaching assumed teach ing supervisor. supervisor.

responsibilities.
e Continue with
other previous
responsibilities
and routines.

responsibilities.
e Continue with other

routines and

responsibilities.

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

e Plan transition of
other periods
and preps not
previously
assumed.
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8 | e Participate in Participate in Full -time Full-time
midterm midterm teaching teaching
evaluation evaluation
conference. conference.

e Continue with Continue with
previous previous
responsibilities responsibilities
and routines . and routines .

9 | e Full-time teaching Full-time teaching Full-time Full-time

teaching teaching

10 | ¢  Full-time teaching Full-time teaching

11 | ¢ Full-time teaching Full-time teaching

12 | ¢ Full-time teaching Full-time teaching Classroom Classroom

teacher teacher

gradually takes
back teaching
responsibilities

gradually takes
back teaching
responsibilities

During weeks 13 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 weefs) of student teaching.

Ongoing activities:
Attend PPT meetings, professional development workshops, fiasstier
conferences, faculty and team riegs.

Vi deot ape

regul arl y.

Be sur e

to f

Reflect regularly. This should be done verbally as well as in writing.
Keep all lesson plans in a bindehis should be accessible at all times for
review by universitydculty, 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 TakeOver Plan for All-Level Disciplines

This is a guide. Takever depends on the readiness of each student teachdevell
student teachers must assume full responsibility for the teaching day for a minimum of 2
weeks. If there are any questions or concerns, please cti@d@FE 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 e  Observe students. e  First take over class/grade level including lesson plans
e  Assist individual students. materials needed.
e  Assist with clerical routines. ¢ Correcting studentsdé work
e Research and collect materials for th e  Assisting with entering grades.
curriculum you will be responsible for e  Assist with clerical routines.
teaching. e  Continued work with individal students.
¢  Observe classroom routines. e  Continued work with clerical routines.
e Discuss cooperati e Assisting in all duties.
expectations for gradg, recording
keeping and providing feedback to
students.
2 e Teaching of a specific class/grade e Takeover of one additional gradevel/class including
level. lesson plans and materials needed.
e Conducting routines (attendance, etc e Continue responsibilities from Week 2.
e Assisting in all duties.
e Working with individual students.
3 e Teaching of two classes/grade levels e Takeover of one additional grade level/class including
e Ongoing daily responsibilities. lesson plans and materialseded for a total of 3
grades/classes.
e Continue responsibilities from previous week.
e  Set up midterm evaluation with cooperating teacher,
supervisor and student teacher.
4 e Teaching of three classes/grade leve e Takeover of one additional grade level/class including
Midterm e Ongoingdaily responsibilities. lesson plans and materials needed for a total of 4
Evaluation grades/classes.
Done This e Continue responsibilities from previous week.
Week
5 e Teaching of four classes/grade levels e Takeover of one additional grade level/class including
e Ongoing daily respasibilities. lesson plans and materials needed for a total of 5
grades/classes.
e Continue responsibilities from previous week.
6 e  Full takeover of teaching load. e Coninued lesson preparations including all materials ar|
e Ongoing daily responsibilities. resources needed.
e Continued responsibilities from previous week.
7 e Full takeover of teaching load. e Continued lesson preparations including all materials al
e Ongoing daily responsibilities resources @eded.
e Continued responsibilities from previous week.
e Set up final evaluation meeting with cooperating teache
supervisor and student teacher.
8 e  Finish up units of teaching and return e Returning all borrowed materials.
Final classes to the cooperating teacher(s) e Cleaning up and organizing work space.
Evaluation e Entering final grades and/or returning corrected work.
D?/r\}e Tkh's e  Debrief with cooperating teacher regarding lessons for
ee

upcoming week if units are not completed.
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Travel Notes and Mile age Reimbursement

Fall, 2009, marks an entire year that we have been using the Gdloe dinavel
Reimbursement System. Deb Peterson of the Travel Office has been available and very
accommodating in answering questions, providing group training, artiicng one

on-one sessions with supervisors.

Training dates are scheduled at the beginning of each semester, for those supervisors new
to the process, or those who would like a foHop/training session. The dates will be
included in our master caleadfor each semester.

Some helpful information:

¢ Full Time University Supervisors: official duty station is CCSU.

e Part Time University Supervisors: official duty station is your home, not
CCSU.

e A current copy of your insurance coverage must be submitteth the travel
department. The policy must cover the time range of the travel
reimbursement requested. If your policy expires in October, you must
submit your new policy showing coverage for the remainder of the semester.

e Mapquest is an acceptable mileagealculator. Please print your Mapquest
results for each observation you travel to and submit it to the Office. If your
observation schedule remains the same from month to month, you may send
the Mapquest documentation one time only.

¢ On-campus meetings/esnts arenot eligible for travel reimbursement.

e Travel must be submitted eéctronically no later than the 0™ of the month
following for which you are submitting travel.

o0 For examplei September travel reimbursemenis due no later than
October 10". October travel is due no later than November @". This
timeline allows for the appropriate personnel to approve the travel
submission.

e Travel beyond this timeline must be submitted with a justification for late
submission.

If you haveanyquestions, lease contact Linda Watson at 83217. Shas always
willing to answer questins or lend a helping hand.
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About Entering Grades

We use the Banner Web Grading system to record grades for the semester. The use of
web grading is a secure, encrypted predbat protects the security and integrity of
information pertaining to both the faculty and students. Web grading may be accessed
from any computer with Internet access either on or off campus via Gapéiate The
opening and closing dates to ergesdes vary each semester. Please contact the OFE if

BlueNet Account Username =
CCSU email account name
(such agords@ccsu.edor
hollanderh@ccsu.edu
Donét forget 'y
need to be changed every 60
days.

As faculty members,our
student t eayq(
will appear under the
Detail Class List tab (afte
the semester gets
underway).

In order to access CentPapeling you will need to have a BlueNet ID account (formerly
known as your CCSU computer accounthe BlueNet ID account also entitigsu to a

CCSU email account.You can access CentRapelinewith your BlueNet ID account

via the Internet atttp://pipeline.ccsu.eduClick on the Central Pipeline faculty/staff

link. On the new page, click on&dCentralBanner Web link on the left. Enter your
BlueNet ID account name, then your password. On the new page, click the faculty tab to
access Faculty Services, including your detailed class list.

|l f you donét currentl y dygotevwvaccd.bdu/eNet |
the I nternet and click on the |ink to t
copy of the form and complete it. Upon completion, you may either mail it or fax it to
the locaibns mentioned on the form. Also, please take special note of the university
policies regarding use of BlueNet ID accounts. Once the account is created, a
corresponding Centraipelineaccount will be activated. Please be sure that your
account requess submitted and that you leave sufficient time for IT to create the
account in time to access Web Grading. It takes approximately one week to make the
new account available to you. Please keep that in mind as it pertains to the final grade
due date.
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