RESPONSIBILITIES OF THE COOPERATING TEACHER

Because of the day-to-day contact with the student teacher, the cooperating teacher exerts a great deal of influence upon the student teacher’s perceptions of the profession and has a great opportunity to provide professional guidance.

The following list of suggestions is included to help develop a positive relationship between the student teacher and the cooperating teacher.

It is most helpful for the cooperating teacher to share long-range plans with the student teacher upon his or her arrival at the school.  During the first week of student teaching, a tentative schedule for the entire experience should be established.  This schedule should allow for gradual increase in classroom leadership activities.  The university supervisor is available to work with both the cooperating teacher and the student teacher in developing a schedule that is mutually acceptable.

Orientation

· Introduce the student teacher to other members of the faculty, and share information about student files, counseling offices, attendance office, special education services, and other services, procedures or locations that would be important for the student teacher to know.   

· Encourage the student teacher to read the faculty handbook, teacher bulletins, and other materials relative to the functioning of the school.

· Create a place for the student teacher to work, and enhance the co-worker image by providing access to all the tools of the classroom.


· Expect student teacher to attend all departmental meetings, faculty meetings, workshops, and social functions sponsored by the school (provide the student teacher with a list of dates and times).

· Acquaint the student teacher with the resources of the school such as the library,  computer lab, source of supplies, duplicating procedures, and other essential information.

· Set aside time for introductions to other personnel throughout the school.

· Provide some avenue for early participation such as taking attendance, checking homework, etc. Refer to the student teacher as a teacher candidate who will have the same authority in managing classroom discipline, grading papers, or working with individual or small groups of the students.

Observation

The student teaching experience should begin with a period of observation. This is a time when the student teacher observes the teaching of the cooperating teacher (or teachers in the building) to learn from successful teaching techniques employed in the classroom. Forms are provided for the student teacher to give structure to the observation experience, but the cooperating teacher may also add other approaches that might enhance this experience.  Conferencing between student teachers and cooperating teachers about observations is necessary.

· Discuss the techniques that were observed.

· Explain reasons for using these techniques.

· Encourage questions and dialogue about the effectiveness of the methodology.

· Explain the grading/assessment system and the way that reporting to parents is done.

· Discuss how you prepare for parent-teacher conferences

Use the period of observation before the actual teaching begins as a time for the student teacher to become familiar with:

· names and backgrounds of students,

· teaching methods you use,

· instructional planning methods you employ,

· level of instruction provided,

· methods of grading papers,

· curriculum and other materials of instruction.

Teaching

Actual teaching opportunities should be added in small increments as the student teacher demonstrates competency.  Be sure to consult the suggested schedule for student teaching.  
TEACHING AND EVALUATION

Teaching Duties

Written lesson plans are required for student teachers.  A lesson plan format is included with this manual, The student teacher may use the provided format or one suggested by the University Supervisor.  Plans should be on your desk at least 24 hours in advance of teaching.  These plans should indicate:

· Goals and objectives

· Content to be taught

· Materials to be used

· Methods to be used in presenting the lesson

· Plan for assessment of learning

The first teaching experience should be in a subject area in which success is most likely to occur.  During the early part of the experience the lesson plans should be in greater detail.

Come to a definite agreement as to regular procedures that the student teacher follows before he or she implements creative or experimental approaches to teaching.

Student teachers should have an opportunity to assist in student evaluation and to participate in a parent/teacher conference, if possible.

Leave the student teacher alone in complete control of the class for increasingly longer periods of time after ability to handle the class has been demonstrated.
Lesson Observations 

Give careful supervision during the initial weeks of teaching.  Follow each lesson that is taught by discussing observation notes and by offering constructive help.  Written evaluation of at least three (3) lessons during student teaching experience is requested to share with the student and university supervisor.  Forms that may be used for written evaluation are provided.   The student teacher expects specific suggestions, constructive criticism, and help.

Try not to interrupt the student during the class session.  Problems can be discussed later in conference. Maintain an attitude of interest in the progress of the student teacher.

Conferences

Conferences with the student teacher should be regularly scheduled.  It is important to share evaluations and observations with specific suggestions on ways to improve, how to remain flexible, how to develop one’s individual style, etc.  During this time evaluate with the student teacher their teaching progress, identifying weaknesses that may stand in the way of future success.  If necessary, the Notification of Concern Form should be used to formally document concerns. 

Evaluations

A successful student teaching experience is based on open, honest communication among all parties involved.  

Mid-Term Evaluation and Conference:

· A scheduled mid-term conference with the student teacher, cooperating teacher, and university supervisor is required.  A Student Teacher Mid-Term Evaluation form** is provided for your use.  

· The student also completes a self-evaluation at the mid-point of the experience using the same Student Teacher Mid-Term Evaluation form. This should be used in the three way mid-term conference.  

· If specific areas of concern regarding the student’s professional growth are identified, an Action Plan is completed during a conference that includes the student teacher, the university supervisor, and the cooperating teacher.

Final Evaluation and Conference:

A final evaluation form will be sent to you to be used to evaluate the quality of the student teacher’s overall teaching performance.  Once completed, the evaluation should be discussed with the student teacher, the university supervisor, and the cooperating teacher at the conclusion of the student teaching experience.   The final evaluation is the cooperating teacher’s final appraisal of how well the student teacher completed the experience.  This constitutes the “report card” evaluation to the student teacher and to Bethel University.  This evaluation will be filed in the Education Department files but will not be placed in the student’s credential file or sent to potential employers. 

· At the close of the term, the cooperating teacher will complete the Teacher Preparation Program Evaluation form* which serves as a guide to Bethel University in making refinements in the teacher preparation program.

· We ask that you write a recommendation letter that becomes part of the student teacher’s placement credential file.  Information suggesting what to include in the recommendation letter will be sent to you by Bethel’s Education Department.  The letter should be honest yet positive.  The recommendation letter will placed in the student’s credential file.  It should include ratings and commentary on:

· Student teacher’s progress during the semester

· Areas in which the student teacher showed outstanding progress

· Areas in which consistent competence was shown

· Weaknesses that the student did not overcome

· Indication of the student’s probable success in the teaching profession.

Feel free to call the university supervisor for a consultation at any time.  The university supervisor should be informed early of any difficulties that the student teacher is having.  

Forms for Student Teaching

	Form
	Guidelines
	Completed by
	Given to

	Lesson Plan
	Required for all lessons taught
	Student teacher
	Cooperating teacher

Bethel Supervisor

	Mid-term evaluation
	Required and reviewed with student teacher, cooperating teacher, and university supervisor
	Student teacher

Cooperating teacher
	Student teacher

	Final evaluation

(sent under separate cover two weeks prior to end of student teaching)
	Required and discussed with student at conclusion of student teaching with cooperating teacher, and university supervisor
	Cooperating teacher
	Bethel University Education Department.  This may be delivered by mail, university supervisor, or student teacher

	Letter of recommendation
	Requested that an electronic and hard copy be given directly to the student.  
	Cooperating teacher and/or university supervisor
	The Student Teacher



