
Cooperating Teacher Guidelines

Are you considering supervising a student teacher?

Having a student teacher is a wonderful way to “give back” to the profession and to share your craft with someone new to the field.  In many ways, having a student teacher is actually “more work” then your position normally requires.  A student teacher should be given a great deal of direction and support.  As one of the top school districts in the state, we need to take our responsibility to prepare student teachers very seriously.  When a student teacher leaves your school they should tell their University instructors and other districts what a wonderful experience they had at your school and that they feel well prepared to teach.  

Qualities of a cooperating teacher:

· Self assured and confident in classroom abilities

· Good organizer who plans ahead

· Treats each individual student teacher as a unique person

· Works positively, builds strength in the student teacher

· Utilizes the student teacher’s resources to enhance the educational opportunities of his/her pupils

· Sets good examples through professional attitudes and behavior

· A continual learner who sees this experience as a learning situation

· Maintains good rapport with student teachers while being objective in necessary criticism

Student Teacher Experiences

It is important to keep in mind that Universities have different timelines and expectations for their student teachers.  Some programs require a full year of student teaching, others only a semester.  Make sure that you are aware of the expectations set by the University.  Full year student teaching experiences should also include:  classroom observations in the building, at another school, and even at a middle school.  Pre-student teachers should also work with special education students and students in the learning center.  

First Interview with a Student Teacher- What Should I Ask?

· When you invite the student teacher to come in for the interview, ask them to come prepared with:  a portfolio and a letter of introduction. (You will use their letter to introduce them to the staff and to the students.)
Possible Questions:

1) Please review your education and experiences which have prepared you for student teaching at this school.
2) Review the courses that you teach and ask the student teacher which they would feel most comfortable taking over as their classes.

3) How have your methods courses prepared you for the classes you would teach here specifically?  Which specific courses have you observed in your pre-student teaching?
4) Tell me about the classes you have observed and what you learned from them both positive and negative.

5) Organization is a key component to success as a teacher.  How do you keep yourself organized and how will you keep your classroom and students organized?

6) Have you received training working with special education students and making accommodations for different learners?

7) What is your classroom management style?  What do you do when students misbehave?

8) Are you familiar with Professional Learning Communities (PLC’s)?  How do you feel about collaborating with other teachers to prepare lessons and tests?

9) How do you see our relationship? What are your expectations of me as your supervising teacher?

10) Create some content specific questions to ensure knowledge that is necessary for success.

11) Are you interested in becoming involved with extra-curricular activities such as clubs, sports, dances etc?

12) A teacher-student relationship involves a great deal of respect.  In what ways will you respect your students (as a whole class) and as an individual?  What techniques/ideas do you have for getting the students to respect you as their teacher?

13) Your student teaching experience will be challenging, stressful and very rewarding at the same time.  How will you keep a positive attitude in times of stress?

14) What techniques/ideas do you have for dealing with “difficult” parents or a “difficult” parent phone call?

15) At the end of your student teaching experience, how will you want your students and cooperating teaching to remember you?  (for example, that you were fair, honest, flexible, etc.)

Preparing for a Student Teacher:

· Arrange a meeting with the student teacher prior to their start date to give them the necessary textbook, supplemental books or materials, curriculum information and a copy of your course syllabus.  (their institution may set a date for this as a department.)
· Review the code of conduct and your own classroom rules/classroom management style with the student teacher.  

· Explain the importance of professional dress and behavior.  Student teachers need to maintain a clear separation between themselves and the students.  They may share personal information, but should not tell stories about how they were in high school or any inappropriate “too personal” information.
· Provide the student teacher with a rough outline of your expectations, for example:  You will observe in my classes for the first two weeks, then you we will co-teach a unit, then you will assume responsibility for the 2nd and 5th hour classes.  Make sure the student teacher is aware of your expectations and that they are comfortable with the timeline.  As you go through the semester, you may alter your timeline if the student teacher does not seem ready to work independently.  Make sure that the student teacher and the field supervisor are aware of a change in the plan.

· Arrange to have a second desk in the classroom for the student teacher to use or make space on/in your desk to share.
· Notify the technology facilitator of your student teacher so that she can arrange for computer access.

· Bring your student teacher to the main office to get a parking pass and make sure they complete a staff emergency card.

· Let the student teacher know what time to arrive at school and where to park.

· Be prepared to introduce the student teacher at the first staff meeting they attend (remind the principal).

· Include information about the student teacher on your course syllabus and introduce them at curriculum night.  Make parents aware of the timeline you have established for the student teacher and what your responsibilities will be as the supervising teacher.

Orientation of student teacher to the building, staff and material:

· Introduce the student teacher to all school personnel:  Administrators, the Athletic Director, Police Liaison, teaching staff, support staff (especially hall monitors), office staff, custodians, lunch and cafeteria staff, special services personnel, the counselors and our media center staff.

· Give a guided tour of the whole school building.  Be sure to point out: staff bathrooms, teacher work rooms, the media center, the gyms/pool, the counseling office, the cafeteria (the teacher salad bar), the main office (mailboxes and supplies) and the teacher’s lounge.

· Explain the building culture and staff expectations.  Review copy machine and printer procedures.

· During their first week or two, make an appointment with the Media Specialist to meet with the student teacher.  The Media Specialist will show them the media center resources available, curriculum connections on the website and will review available technology.

· During their first week or two, make an appointment with the Technology Facilitator to meet with the student teacher.  The Tech Facilitator will provide them with a technology binder, show them how to log in and use groupwise and other applications.  The Tech Facilitator can also tell them about the technology in-services available and show them how to reserve a computer lab online.

· Encourage the student teacher to have a “total” experience.  Find out their interests and encourage them to help with a club or a team.  They should also volunteer to chaperone dances and events.  They should attend games, plays, and concerts.

· Student teachers are allowed (and encouraged!) to attend district and building new teacher in-services.  

· At the first department meeting ask other teachers in the department to bring a copy of one of their favorite assignments, a quiz, a project idea, etc. to share with the student teacher to build his/her files.

· Consider asking a colleague in another department to be a building mentor to your student teacher.

The Student Teacher in the Classroom:

Do your best to follow the semester teaching timeline you have established so that the student teacher is clear on your expectations.
· To begin:  Allow him/her to observe and assume responsibilities which require less directions such as-  material distribution, giving assistance to students during seat work, taking attendance, any paperwork responsibilities and bulletin boards.

· Have a discussion with the student teacher about organization- such as handing in assignments, use of passes, homework policies, make-up work, late work and your tardy policy.

· About the third week more structured teaching activities could begin.

· Before allowing a student teacher to independently grade material, make sure they are clear on your grading practices and procedures.  As the cooperating teacher, you should also grade the first few sets of papers to ensure that grading practices are consistent and fair.  Check the comments the student teacher writes on student work for appropriateness.

· Begin leaving the room when you feel he/she has made sufficient progress.  Always let the student teacher know where you can be found.  Length of time you are out of the room should be short at first and then extended to the length of your own judgment.

· During the final week of the student teaching experience, start taking charge of the classroom again and allow your student teacher to observe in other teacher’s classrooms (with their prior knowledge and consent). 

· Also during the final week, make an appointment for the principal do conduct a “practice” interview with the student teacher for a teaching position.  

· Allow the student teacher to facilitate parent teacher conferences for the classes they assumed responsibility for. (This may not be possible, depending on when the student teacher takes over the class.)
Lesson Plans:

· Lesson plans should demonstrate thorough planning and organization.
· The following elements should be included:  Objectives, materials, bell work, the anticipatory set (attention getter), content, formative assessment and evaluation of the lesson.
· Review the student teachers plans at the start of each day or at the end of the previous day.  Make sure they are prepared and that they have enrichment materials ready (it is better to have too much than not enough).

Observations:

· There are several ways to observe your student teacher:  keep a daily log, video tape a lesson and discuss it together later, wander in and out of the room at different intervals, plan an observation together of a particular lesson.
· After an observation, here are some areas to discuss:  classroom management, planning and organizational skills, knowledge of content, participation and buy-in of the students, use of technology, instructional strengths and weakness and student learning.
· If serious concerns develop, consult an administrator ASAP.
· Toward the end of the student teaching experience, a student teacher may ask to be observed by a building administrator.  The administrator can follow the same process they do with building teachers- a pre-observation meeting, observation and a post observation discussion.

Evaluation:

· In order to be fair you must be open, frank and critical.  Keep an open dialogue throughout the semester so there are no surprises in the end.
· Techniques of evaluating:  direct observation, use constructive criticism, encouragement and suggestions.  Provide appropriate praise and avoid criticism in front of students and/or other teachers.

· Show the student teacher your final evaluation form furnished by the University.

· If appropriate, provide the student teacher with a letter of recommendation for their portfolio on school letterhead.  Unless the principal has worked directly with the student teacher, it is not appropriate for the student teacher to ask the principal for a letter of recommendation.  They may list a building administrator on their reference list if they observed them in the classroom.
How should I use my time outside of the classroom when my student teacher is in charge of my classes?

Cooperating teachers are expected to remain in the building at all times, even when the student teacher is in charge of a particular class.  Ultimately, the supervising teacher is accountable for the delivery of curriculum and content.  

· Look ahead at units the student teacher will be covering and assist in finding supplemental materials or websites.
· Identify students in your student teacher’s sections who are “at-risk” of failing.  Work with them one on one or in small groups.

· Work on your webpage and update it daily or weekly.

· Spend time reviewing your own lesson plans and developing projects or redesigning assessments.  
· Focus on updating your technology skills and integrating technology into your units.  You may want to consider developing some assessments on discourse or creating PowerPoint and/or Smart board presentations.
· Work with the media specialist to develop curriculum connections for your units.

· Take advantage of the time to collaborate with other content area teachers and work on PLC goals.

Some Links to Cooperating Teacher Protocol in our area:

	School
	Link

	kptp
	http://www.ksde.org/Portals/0/TLA/Accreditation/KPTP_implemention_guidelines.pdf 

	KSU
	http://coe.k-state.edu/services/fieldexp/ctresources.html 

	
	https://coe.k-state.edu/services/fieldexp/coteach.html 

	Pitt SU
	http://www.pittstate.edu/college/education/teacher-education/ 

	Fort Hays
	Handbook For Student Teaching - Fort Hays State University

	
	www.fhsu.edu/.../studentteaching/Student-Teac...

	Benedictine
	[PDF]cooperating teacher handbook - Benedictine College

	
	www.benedictine.edu/.../coop_tch_handbook13sp_0...

	Southwestern
	[PDF]Student Teaching Handbook 2013-2014 - Southwestern ...

	College
	www.sckans.edu/file/3219

	ESU
	[PDF]Cooperating Teacher Guidelines - Emporia State University

	
	www.emporia.edu/.../CooperatingTeacherGuide...

	ESU
	[PDF]Guidelines for Student Teaching and Advanced Field ...

	
	www.emporia.edu/.../GuidelinesforStudentTeac...

	ATE-K
	http://www.atekan.org/wp/ 

	UN @ Kearney
	http://www.unk.edu/academics/certification/StudentTeachingHandbook.pdf 



