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Dear Teacher Education Candidates, Cooperating Teachers, and Faculty,

Accredited by the National Council for the Accreditation of Teacher Education (NCATE), the
College of Education at William Paterson University takes pride in its engaged community of
learners and partnerships. Together, cooperating teachers, university supervisors, seminar
instructors, and university faculty have created a rich and challenging learning environment for
student teachers. We recognize that prospective teachers (teacher candidates) quickly will
become part of this environment and a true partner in learning for all. We know that this
experience is a major step in the beginning of a career of lifelong leaming, including “inquiry into
historical, philosophical, pedagogical and content knowledge that informs educational
practice.

To the student teacher: We believe that your progressive, sustained involvement in the
classroom and the school community and your opportunity to work with a diverse student body
will help you gain the knowledge, skills, and dispositions to help make schooling a successful
experience for all learners. As a team, your cooperating teacher, university supervisor, and
university faculty are there to support you as refine your skills in applying theory and best
practices to authentic situations. Although you will find student teaching both exciting and
challenging, we are confident that you will grow and prosper as a result of this experience.

To the cooperating teacher: We are so pleased that our teacher candidates will have the

opportunity to gain insight, experience, and a sense of professionalism from you as you carefully
guide their practice.

To the supervisor: We trust that you will enjoy the challenge and benefits of true teamwork and

will foster the same in student teachers. Together with the cooperating teacher, you will carefully
guide teacher candidates as they gain in applied knowledge and develop the confidence to foster
a healthy, successful and exciting learning environment for all.

To the seminar instructor: You are in an optimal position to encourage and foster problem-
based learning, to model collaborative problem-solving, and to provide the structure to support
learning communities for teacher candidates.

Please read this handbook carefully because it contains many details which will guide you in this
new experience. We are excited for you, and we hope that you will give us your candid appraisal
of how student teaching and the fostering of teacher candidates have contributed to your
professional growth.

All best,

Candace Burns, Ph.D.
Dean, College of Education
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THE STUDENT TEACHER



RESPONSIBILITIES OF THE STUDENT TEACHER

Your student teaching experience is the capstone event of your pre-service education. It offers
you a unique opportunity to be carefully supervised as you become a teacher. Use every
opportunity to develop into an inquiring educator and role model for students as you work closely
under the supervision of your cooperating teacher and your university supervisor.

Use this handbook as a guide for assuming your own responsibilities and for understanding the
responsibilities of those involved in helping to make your student teaching semester successful.

You will need to keep a weekly journal of your experiences in your assigned school. It should
contain, for example:

- contextual observations

- reflections of experiences

- questions that arise

- self-evaluation of your teaching

- interactions with students and parents

Remember at all times that you are a guest of your cooperating school. It is important to adjust to
the philosophy and practices of your classroom situation. If conflicts arise, please contact your
university supervisor for advice.

RELATIONSHIPS WITH THE COOPERATING SCHOOL

1. Make arrangements to visit your assigned school prior to the first day of student teaching (if
possible) to talk with your cooperating teacher, pick up materials for planning, find out which
units will be taught. Exchange telephone numbers with the cooperating teacher. On your
first day give your cooperating teacher a copy of this Student Teaching Handbook.

2. When starting the first day, be sure to report to the principal's office of the school to which
you are assigned and introduce yourself to the secretary. Get directions for your supervisor.
Bring a copy of your Mantoux and Substitute License and the Emergency Form with the
school secretary.

3. During this field experience, student teachers follow the school district calendar rather than
the university calendar.

4. Ifitis necessary to be absent because of illness or other emergency, call the cooperating
school early in the morning to report the absence, or call the teacher the night before. Also
notify your university supervisor so that he or she does not try to visit you when you are
absent. If your absence extends beyond three (3) days, contact the Office of Field
Experiences immediately.



Find out the policies, regulations, and procedures of the cooperating school and the school
system as well as the classroom to which you are assigned.

Dress professionally, and make sure that you are well-groomed in your role as an
associate teacher in the classroom.

Assume all tasks and duties normally assigned to the cooperating teacher. These include
correcting papers, duplicating, planning, writing reports, and attending faculty meetings and
in-service programs. Your daily hours are those of the teacher and include faculty meetings
and in-service days.

Know that your cooperating teacher, someone who is fully certified and has at least three
years experience as a teacher, will submit two (2) reports about your work: an Interim Report
approximately midway through the student teaching period, and a Final Report as of the last
day of your student teaching period.

RELATIONSHIPS WITH THE UNIVERSITY SUPERVISOR

1.

Your university supervisor is scheduled to make a supervisory visit as soon as possible.
The

purpose of the first visit is introductory --to see if you and the cooperating teacher are
comfortable together and make plans for your sixteen week experience. Your “Expectations
for Student Teachers and Practicum Students” should be reviewed and signed at this time.

You have a responsibility to keep your university supervisor informed concerning the
following:

* Absences -- call him or her early in the morning, or the night before

* Your daily schedule, including changes

* Your school's calendar and changes which occur

* Any problems which may develop

Call your supervisor in advance to give him/her your school and home address,
phone number, e-mail, and directions to the school. If your contact information is incorrect

on the OFE data sheet, please contact the Registrar's Office.

3.

Your university supervisor is your counselor during this period. Obtain his/her university
office or home telephone number and call or e-mail him/her when you need to discuss a
problem. Supervisors are required to observe you every other week, for a minimum of eight
(8) times. Following each observation you should receive both verbal and written feedback.

Your university supervisor must be certified in the areas in which she/he supervises.
University supervisors will complete an Interim Report and a Final Report. The Interim
Report does not become part of your permanent record. The Final Report, in which the
supervisor considers the Cooperating Teacher's Report and histher own evaluation,
becomes an important document that is used by the Office of Certification for certification
eligibility. The university supervisor assigns a student teaching grade of Pass, Fail, or
Incomplete.
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RELATIONSHIPS WITH THE UNIVERSITY

Much effort has gone into securing a placement for your field experience. However,
because

of situations beyond our control, it might be necessary to change your assignment. This is
also true with respect to your university supervisor.

If serious problems develop and your supervisor cannot be reached e-mail Nancy Norris
Bauer, norrisn@wpunj.edu, or Margaret Renn, rennm@wpunj.edu, or call the Office of Field
Experiences (973-720-3978/3132).

Seek help from your seminar instructor with regard to challenges you encounter such as
curriculum and classroom management.

Students must adhere to all University policies i.e. Academic Integrity.

_Students must have insurance as required by the University and complete the Office of
Flgjperience Emergency Information Form.

A Substitute license and current Mantoux are required to begin Student Teaching.
Your professors and advisor are always available for questions and support.

Use the Curriculum Library as a source of support as you plan during student teaching.

Note: The State of New Jersey does not certify anyone with a criminal record.



CHECKLIST FOR THE STUDENT TEACHER

As a student teacher, you should demonstrate exemplary developing knowledge and skills about
teaching. Remember that you are a guest of the local school, and you need to accept leadership

from the cooperating teacher. You also are encouraged to be innovative within the school's
educational policies.

Here is a checklist for you to use. The activities listed below will enhance your preparation for
teaching. Check each item as you fulfill it to see how you have developed, and to help you

complete your report at the end of the semester. All items will not fit your particular teaching
situation.

AS YOU BEGIN...
PROFESSIONAL ATTITUDES AND BEHAVIORS

Keep cell phones off and out of sight.

Make a habit of regular attendance and punctuality.

Arrive before the children and stay until after they leave.

Do more than merely "meet requirements".

Feel confident enough to ask questions.

Use tact and courtesy in dealing with colleagues.

Establish good relationships with administrators, custodians, secretaries etc.

Appreciate that good teaching is hard work.

Learn to be tolerant of school policies or teaching methods with which you disagree.

Seek constructive criticism and accept it well.

Practice working as a team member, including planning jointly with the cooperating
teacher.

Attend faculty and department meetings regularly.

Attend at least one Board of Education meeting and Back to School Night.

Consult with your university supervisor about issues, concerns, or problems.

Use the student teaching seminar to exchange ideas.

Participate in PLCs and in-service opportunities.

T

OBSERVATIONAL/PARTICIPATORY TASKS

Learn the names of your students.
Observe your cooperating teacher, and use your conferences to better

understand why things were done the way they were, including motivation and classroom
management.

Observe other teachers in the school.

Meet other staff members, including administrators, counselors, nurse, etc.

Observe what the students are doing as a result of what the teacher is doing.

Do a case study or shadow study of a student.

Explore school facilities: offices, library media center, etc.

Complete the "Know Your School” checklist (page 6).

Noting the ethnic/socioeconomic composition of the student and teacher population and

T
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community. Complete the Contextual Factors Journal.
Observe how students react to various teaching methods.

Observe your cooperating teacher's use of technology (computers, Smartboards, assistive
technology)



Discuss the grading system with your cooperating teacher.

Consult a guidance counselor or child study team member about a particular student.
Analyze student-teacher interaction in the classroom.

Discuss with a cooperating teacher and university supervisor the interpretation of any
unusual problems observed.

Recognize developmental behavior patterns of age group.

Learn to listen to students and to learn from them.

Begin to analyze each student's learning style, personality, etc.

]

PREPARATION TASKS
Learn how to use media equipment and existing technology.
Construct learning centers, instructional displays or bulletin boards.
Plan a unit.
Study the Interim and Final Report Forms in this handbook in order to be more fully aware
of the criteria used to evaluate you.
Check ahead of time if you plan to make innovations.

AS YOU BEGIN TO ASSUME MORE TEACHING RESPONSIBILITIES
CLASSROOM MANAGEMENT

Begin teaching as soon as possible.

Get through a full day without assistance.

Set reasonable limits for student behavior and use preventive discipline.
Carry out approved disciplinary procedures.

PLANNING
Develop original or creative plans/materials (see format for lesson plans found in this
handbook).
Involve students in planning so lessons utilize prior knowledge.
Learn how to ask problem-centered questions using Blooms Taxonomy.
Plan appropriate assessments using Understanding by Design, Backwards Design. .

EDUCATIONAL RESOURCES
Use library/media center for audio-visual equipment.
Use resource persons, community facilities or manuals.
Use appropriate software and other technology, if available.

EVALUATION OF STUDENT LEARNING

Utilize formative and summative assessments to keep records of student performance.
Correct and analyze tests, papers, benchmark assessments and other evaluation tools.
Help with report cards and grading.

Observe in parent conferences.

*School Nurses will also be learning the expectations for running the school nurse’s office
in addition to their teaching responsibilities.



KNOW YOUR SCHOOL INVENTORY

Student Teacher's Name Subject or grade assigned

Directions: Find these items out during the first week of your assignment to the school, for your
personal information.

Name of School Phone

Address

Street City State Zip Code

Name of Cooperating Teacher Home Phone

Address Zip Code

Principal Vice Principal

Department Chairperson or
Supervisor

Guidance Counselor(s) School Nurse

Media Specialist/Librarian:

Names of other teachers/ aides in your grade or department

Names & types of specialists assigned to
school

Names of secretaries, custodians

Number of teachers in school Number of students in school

Day or frequency of faculty meetings

Day or frequency of parent meetings

School Holidays during student teaching period

District Factor Grouping

Ethnicities & Languages Spoken

Community Income Levels




School Regulations and Policies to become familiar with:

Student Teacher's
initials

Cooperating Teacher's

initials

Emergency Contact;

Hours for teachers

Sign-in system

Fire drills/Emergency procedures
Attendance

Lesson planning

Use of duplicating equipment
Procedure for reporting accidents
Guidance procedures

Grading and reporting procedures
Procedure for ordering supplies
Arrangements for handling severe discipline
problems

Suspension policies

Parent conferences

Field Trip Policies

Other:

Office of Field Experiences: 1600 Valley Road - Room 3108
Phone: (973) 720-3978/3132



POLICIES AND REGULATIONS

The Office of Field Experiences Policies can be found in their entirety in Appendix J.

1.

ATTENDANCE -- During the student teaching assignment, the student is expected to
attend regularly except when prevented by iliness or other unavoidable circumstances.
The student is allowed three documented and unavoidable absences. Additional
absences(in the event of extenuating circumstances such as surgery or the death of a
family member) must be made up by arrangement with the Office of Field Experiences,
the cooperating teacher, and the university supervisor.

A FULL-TIME JOB -- Student teachers are expected to regard their assignment as a
full-semester, full-time responsibility during which they are required to work all hours
of each school day for the entire experience. Student teachers will follow the same
teaching schedule as the cooperating teacher. Employment and other outside
activities should be reduced to a point where the student is not unduly fatigued, and
which permits ample time for conferences with the cooperating teacher, thorough daily
preparation, and participation in the whole program of the school. Students should not

request to leave early or to be absent from the cooperating school due to outside
employment or coursework.

. SEMINAR - Students who fail seminar but pass student teaching must repeat seminar

during the next semester in which it is offered. If the seminar grade is included with
the student teaching grade, the student will receive an “IN” (incomplete) grade for
student teaching/seminar. Once the student has successfully completed seminar, the
grade will be changed to a “P” grade. It is the responsibility of the seminar instructor
to change the grade through the Registrar's Office.

. COOPERATING TEACHER QUALIFICATIONS --The cooperating teacher must be

fully certified and should have at least three years experience as a teacher. See
Appendix Q for complete criteria.

SUBSTITUTING -- Some school districts may wish to use very competent student
teachers as substitutes whenever a regular teacher is absent. However, the university
must take the position that none of its student teachers can be assigned as a
substitute, with or without compensation. The essential purpose of the student
teaching program is to provide learning experiences for the pre-service teacher under
the guidance of a certified and experienced teacher. The use of student teachers as
substitutes is inconsistent with this purpose and is of questionable legality.



6. SCHOOL STRIKES -- Since a school experiencing a teacher strike is not considered
an optimum learning center for a field experience, student teachers will be withdrawn
from the school during the period of the strike. Such students will call the Office of
Field Experiences at the university for an appropriate interim assignment.

Frequently Asked Questions

1. May | use my cell phone?
The personal use of cell phones in schools is prohibited while in the classroom and
responsible for children except in the case of an emergency situation.

2. What dress is expected?

Professional dress is expected. Dress for the position you hope to obtain. Below is
the dress code from a local school district. This is typical:

a) Female teaching staff members may wear dresses, skirt or pant suits, or
skirts or pants with blouses or sweaters.

b) Male teaching staff members may wear suits or slacks with or without
jackets; male teaching staff members must wear a dress shirt with necktie or
a turtleneck shirt or sweater with a jacket.

The exceptions are student physical education teachers who have their own expected
dress codes

4. Should | modify my social media privacy settings?
Absolutely! Not only is it important to increase your privacy settings but be very
careful about what text and photos you and your friends post. Your professional

career begins now. Your cell phone voicemail message should be professional. Use
your WP e-mail.



LEGAL ISSUES AND THE STUDENT TEACHER

By law, all public school districts must have in place various policies, regulations
and procedures regarding legal concerns. It is incumbent upon the student teacher
to become aware of these issues and how you are to handle each. Included are
such issues as:

Assaults

Cell Phones

Bias Incidents/Hate Crimes
Bullying/Cyber Bullying
Child abuse and Neglect
Sexual Abuse

Civil Liability
Confidentiality: Disclosure of Juvenile Records
lllegal Substances

Student Under the influence
School Searches

Teachers as Victims
Trespassers/Stalkers
Weapons

IMPORTANT REMINDERS:

1.

Don't drive public school students to or from school, or on field trips in your car. You
may not be properly insured.

Don't distribute religious or controversial material to your students, either during or
after school hours.

Know that local board of education rulings, formally approved, have the force of law.

Be aware that students absent for religious holidays cannot be deprived of an

opportunity to compete for an award or the right to take an alternate test or
examination.

Inquire of your cooperating teacher or principal as to the extent of teacher liability in
school accidents -- including field trips, school grounds, etc.

1



DISCIPLINE IN THE CLASSROOM
(includes classroom control, management, and organization)

UNDERSTAND POSSIBLE CAUSES OF BEHAVIOR PROBLEMS

CAUSES WITHIN THE CLASSROOM

Examples: Teacher fails to understand student's needs and interests
Teacher's expectations may be too low
Teacher may be too punitive or harsh
Classroom is poorly designed or rules are unclear

CAUSES WITHIN THE SCHOOL

Examples: The curriculum may be irrelevant
Administrators may not support teachers
School policies may not be consistent or clear

CAUSES WITHIN THE INDIVIDUAL

Examples: Student's needs have not been met
The student is sometimes immature, thoughtless
The student may be going through a rebellious stage, or be
craving attention, or be disturbed about conditions at home

CAUSES WITHIN THE FAMILY
Examples: Broken home and/or home with lack of supervision
The student comes from a poverty-stricken family
The student comes from parents or guardians who do not
discipline
Parents may refuse to acknowledge child's faults

CAUSES WITHIN THE COMMUNITY OR LARGER SOCIETY
Examples: The student experiences racial and ethnic prejudices
The community may not value public education

KNOW YOURSELF
Ask yourself the following questions:

Have you evaluated your own personality, prejudices, and tendencies?
Do you avoid showing favoritism to individuals or groups?

Do you have a good self image? Are you reasonably self-confident?
Do you project a "Let's get down to business" attitude?

Are you ready for hard work, and lots of it?

Do you project a caring attitude? Do you make an effort to like every student at
least a little?

2B
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Do you have clearly established attitudes on the relative seriousness of discipline
problems? For example, are alcohol use, violence, racial/animosity, or vandalism to
be treated differently from cheating, truancy, failure to do homework or failure to
pay attention?

Do you think of yourself as a teacher rather than as a student?

Do you seek to find causes, rather than treating misbehavior as the cause itself?

ANTICIPATE LIKELY CLASSROOM PROBLEMS

ook wb =

Know the characteristics of the age group you teach.

Set up routines and reasonable expectations.

Plan for occasional physical movement, socializing, or talking during the class.
Plan your lessons well to keep everyone engaged.

Establish clear guidelines for behavior.

Keep classroom regulations at a minimum -- but enforce those you have
established.

DEVELOP INFLUENCE TECHNIQUES FOR REDUCING PROBLEMS

o bk w -
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. Make sure that your body language agrees with your verbal language.

Use signals -- a glance, gesture, or frown. Look at students directly when you are
telling them how you feel.

Exert proximity control -- move toward the problem.
Use positive reinforcement whenever possible. Make positive feedback specific.

Try tension decontamination through humor -- but not at any one child's expense,
and not with sarcasm.

Remove troublesome objects: "I'll keep it for a while."

Trust aggressive students with limited responsibility.

Be firm and fair with students.

Respect your students; they are likely to return your respect.

HAVE SOMETHING TO TEACH

1.

w N

S

Do you know your subject matter?

Do you really believe your material is important?

Is your presentation as engaging as possible? (If you are bored by your own
teaching presentation, think how the students feell)

Do you know more than one method of teaching a given topic?

Are you aware of the latest trends and research in your field?

13



THE COOPERATING SCHOOL
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THE COOPERATING SCHOOL OVERVIEW

The William Paterson University field experience program is designed to involve student
teachers in a series of gradually more difficult tasks (See Appendix K: A Guide for the Student
Teaching Experience). In preparation for your student teaching, your student teacher has
engaged in observations, tutoring and practicum experiences. Student teaching should use a
co-teaching model (See Appendix P for more information).

+ Begin with observation/Co-teaching

% Continue with assisting the teacher with small tasks, teaching, or tutoring small groups
% Progress to "taking over" responsibility for one or more subjects or classes

% Lead to full-time teaching with teacher co-teaching as an assitant

Progress in the assignment of new tasks will depend on the readiness of your student teacher
and the needs of your local situation. The cooperating teacher and university supervisor can
develop a plan for progressing through the various stages of student teaching. The governing
factor is the time necessary for the individual to accomplish the tasks in each stage and
successfully complete student teaching.

During the observation/beginning co-teaching stage, your student teacher should have an
overview of the: (1) operation of the school; (2) the work of the teacher; (3) the behavior of the
students; and (4) professional conduct. Remember to:

++ Allow for different rates of development in student teachers. This one may not
resemble the last one.

% Build self-confidence in your student teacher by commending things which he or she
does well.

+ Expect your student teacher to live up to the standards for a beginning teacher in your
school and community.

Your student teacher is expected to eventually participate in all aspects of your work, for
example, faculty meetings, parent conferences, reviewing homework, and administering tests.

Constructive criticism is one of the most valuable things you can give to a student teacher.
The intent is to make the student teacher a better teacher. Please discuss this with the
student teacher so that he or she understands your purpose when giving specific feedback.

Do not assume that the student teacher has learned all the answers beforehand. Do not
hesitate to comment on any area that you feel needs improvement, including planning,

initiative, classroom management, improper use of English, inappropriate dress, attendance,
punctuality, or attitude.

Contact the university supervisor IMMEDIATELY if you have ANY concerns. The supervisor
needs to know when problems arises. Contact the Office of Field Experiences (720-
3132/21009) if you feel the need. Do not allow minor problems to grow into major ones through

inaction. |t is essential that the cooperating teacher and the university supervisor be in close
communication.

15



CHECKLIST FOR THE COOPERATING TEACHER

Your role as a cooperating teacher is to serve as a model and a guide. In the first stage of co-
teaching, you teach while the student teacher observes your techniques in developing a
lesson. Later you review with the student teacher the procedures that you used. As a guide,
you help the student teacher to plan, and you critique the student teacher's teaching. The
checklist that follows provides you with recommendations for you to consider as you welcome
your student teacher into your classroom.

ORIENTATION

Interview the student teacher to see what motivates him or her, read the student
teacher's biographical data form, and provide an orientation to the school and community.

Make arrangements for the student teacher to have work-space in your classroom.
Read this entire booklet, including the pages addressed to the student teacher.

Prepare your students ahead for the student teacher, pointing out that this new
colieague will share the authority and responsibility of a teacher. When you introduce the

student teacher to your class, possibly with some biographical data, explain that he or she
will be an associate teacher.

Discuss your expectations.

Provide the student teacher with textbooks, curriculum guides and materials, and a list
of the units of work the student will be teaching.

Acquaint your student teacher with major policies, customs, and procedures of the
school, for instance, procedures for fire drills.

Introduce your student teacher to colleagues, showing him/her around the building, and
helping him/her to feel at home. Introduce your student teacher to the custodians, office
workers, media specialists, guidance counselors, media specialists etc.

Help your student teacher to get to know the students as individuals by making
accessible to him/her records, tests, or other data on student progress, in accordance with

school policy. Students need to know IEP goals and recommendations in order to
differentiate instruction.

Acquaint your student teacher with the school's expectations about student behavior.

Help your student teacher to make arrangements to visit other classes, including other
grades and subjects, to see varied teaching styles.

Arrange for your student teacher to plan ahead for the units of work that he or she will soon

teach. Explain the school's and your own expectations concerning lesson planning (See this
booklet's suggested format for lesson planning).

Invite your student teacher to faculty or department meetings, to parent teacher meetings,

16



and other school events as they are required to attend. Please be aware that, because of
certain required university classes or seminars, your student teacher occasionally may not
be available for certain meetings.

Plan a schedule in conjunction with the University Supervisor for the student to
gradually assume responsibility of the class using the co-teaching model.

GUIDANCE

Realize that causes of difficulty in student teaching may include the student's lack of
understanding of the nature of the teaching job, inexperience with any type of professional
work and difficulty applying theory to practice.

Allow your student teacher freedom of planning and the opportunity to try new ideas,
consistent with school goals.

Provide daily feedback and critiques of your student teacher's planning and

performance. Expect a limited number of mistakes. Offer guidance so that weaknesses
may be overcome.

Guide and encourage your student teacher so that she or he knows how to: (1) adapt
presentations to various ability levels; (b) manage and discipline the classroom
appropriately; and (c) find creative approaches to motivate students.

Invite the principal, supervisor, or department head to observe and critique the student
teacher.

EVALUATION

Keep the student teacher informed of his/her progress, giving continuous written and
verbal feedback beginning the first week. You will do one formal observation with the

university supervisor.

Update the university supervisor each time he or she visits as to the strengths and
weaknesses of the student and their progress to date.

Review your Interim Report with your student teacher before you mail it to the university

at the end of eight weeks. The Interim Report should be frank and honest, particularly since
its purpose is to guide rather than to serve as a permanent record. The Interim Report
should be similar to that of the university supervisor based on close communication about
strengths and weaknesses.

Review your Final Report with the student teacher before mailing it to the university.
Students cannot be certified without this report. It should be typed since it may be used

as a job reference. This report should also be comparable with that of the university
supervisor’s report.

e This is why the university supervisor needs to know the reasons for your judgments before

he or she writes their final report.
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GUIDELINES FOR THE SUPERVISOR
INTRODUCTION

In your role as a university supervisor, you serve as an ambassador for William Paterson
University. You are the critical link in connecting the expectations of the university to the
realities of the local school. You serve as a guide, mentor, and resource person for your
student teachers and their cooperating teachers. You also serve as an evaluator and
reporter by observing and conferencing with your student teachers during your visitations.

You will be assigned to students whose area of certification is consistent with your area of

expertise, and to assign you to students within a reasonable distance from your home or
the university.

Meet student teachers at the university orientation to review expectations. Emphasize
your role as a counselor rather than merely as an evaluator. Remember that each
student assigned to you is required to be observed every other week (or a minimum
of eight (8) observations) for a full semester. Telephone the cooperating teacher
ahead of time in order to introduce yourself or send a letter of introduction.

DURING THE STUDENT TEACHING PERIOD

The first visit should take place as soon as possible during the student teaching period.
This visit should be of an introductory nature and should include a discussion with the
student and the cooperating teacher (student teaching triad). Emphasize your supportive
role. Stop at the principal's office to introduce yourself and explain the purpose of your

visit before going to your student teacher's classroom. Ask the principal to visit your
student teacher after a brief adjustment period.

Insure that your student teacher is making every attempt to communicate well with his/her
cooperating teacher and other school personnel. Where conflicts appear to be arising,

help your student teacher to discover ways of solving any problems. Stay in close contact
with the cooperating teacher.

If your student teacher seems to be having severe problems or has been placed in
untenable circumstances, notify the Office of Field Experiences (973-720-3131/3978)

immediately in order to work with the Director in charge of Field Experiences to decide
what the next step should be.

It is your responsibility to spend sufficient time during each visit to make adequate
judgments about your student teacher's performance in the classroom. This observation
should be followed by a conference with the student teacher and the cooperating teacher
if possible about the observation as well as events that have taken place since the last
visit. A copy of your observation report should be given to student and cooperating
teacher at the end of each visit. Please maintain a copy for your records as well. Consult
regularly with the cooperating teacher and, during at least one visit, the principal.



Communicate with your student teacher's seminar instructor as needed to ascertain
additional information and feedback about your student teacher's performance and
professional behaviors.

EVALUATION

Submit your Interim Report along with all observations on each student at the midpoint of
the student teaching experience. Check with the Office of Field Experiences for the due
date. [f the student has problems, help him/her to face them at that time, and alert the
Office of Field Experiences. Review the total report with your student teacher.

If a student is having serious problems that might lead to failure, notify the Office of Field
Experiences at once so that appropriate action may be taken. A Special Case Report
should be completed. This is when students must withdraw.

Remember that your focus as a supervisor is to help your student teacher rather than
merely report problems or the absence of them. To this end, conferences are in order

after each visit where guidance is given, and both strong and weak points should be
emphasized.

A common observation done with the cooperating teacher will be conducted at least once
during the semester to ensure both the cooperating teacher and university supervisor are
“seeing” the same things.

Your final report is intended to be a comprehensive and fair document that is placed in the
student's file. It is imperative that the cooperating teacher's point of view be taken into
consideration in the preparation of your final report. Your interim and final evaluations
should be comparable to the cooperating teacher’s evaluations. You will record a grade of
Pass or Fail on the final report. This grade is forwarded to the Office of Field Experiences
the week after Student Teaching ends.
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GUIDELINES FOR THE SEMINAR INSTRUCTOR

The instructor of a student teaching seminar, is a key person in interpreting and
synthesizing the total student teaching experience. The seminar is designed to parallel
the student teaching experience in order to provide an opportunity for reflection, exchange
of ideas and preparation for the initial job search. It provides time for students to raise
concerns of particular interest to them in class and before or after seminar meetings.
Seminar instructors need to give students their telephone number in the event that they
find themselves in difficulty. Tell students to contact the Office of Field Experiences if

serious problems arise. Seminar instructors should contact the Director assistant Director
of the Office of Field Experiences as well.

Seminars should include:

e Review of the Student Teaching Handbook, particularly the sections on school law and
the student teacher's responsibilities.

e Arrange visits by William Paterson University’s Career Placement staff to review job
placement opportunities. Any information, material, or discussion about ways to find

jobs is very important. Provide students with opportunities to practice writing resumes
and doing mock interviews.

¢ Discuss of the importance of professional qualities such as appearance, attendance,

punctuality, dependability, English usage, initiative, willingness to work confidentially
and ethics.

¢ Review of and/or discuss noteworthy educators, theories, and current areas of focus
that have and are impacting education to use for their own knowledge as well as
during their search for jobs.

Additional topics for seminar include:

¢ Standards based teaching i.e. Common Core

Differentiated instruction and inclusion

¢ Classroom management

¢ Assessment — formative, summative, authentic
o Building relationships and problem solving

¢ Assignments typically include: assigned readings, observations, cover letter, resume
portfolios and Teacher Work Sample
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Office of Field Experiences
A Suggested Lesson Planning Format for a Teacher Led Lesson

Name School Grade/Functional Level of Students
. Subject Area(s):

II. Topic and Core Standard:
ET)

Il. The Concept:
)

IV. Essential Question:
racism?)

V. Objectives/Student Learning Outcomes: (Write objectives based on |EP’s)

A. The students will be able to recall...describe...write...compare...create...solve...judge
V1. Teacher Actions:

(e.g., Racism, Social Stud. 6.3

(e.g., Fairness

(e.g. How can we prevent

1. Planning

Questions to ponder: “Why am | teaching this lesson?” What do students aiready know about
this topic?

Materials/Resources: “What print materials, visual aids, technology, and other resources do |
need?”

2. Motivate (Group Anchor) (Tap prior knowledge: use questions or KWL or Think/Pair/Share)

3. Teach to the concept (Convey expert knowledge or use an inquiry approach)

4. Image the concept (Use graphic organizer, or video clip, or manipulatives)

5.

Ask Low and High Level Questions (Use “Wait Time” and Think, Pair, Share)
(Check for student understanding and label questions according to Bloom's Taxonomy)

6 Practice (Guided Practice of Skilis -10 min.) {(Students practice skills: reading, writing (summarize),
and math
» Use “Tiered” tasks (Differentiated Tasks), or
* Use Assistive Technology (e.g., Alpha Smart Keyboard, Co-Writer), or
e  Skill instruction in flexibie, cooperative groups, or
» learning center tasks
» Elicit questions from students
7.

Create*/Application (Complete an authentic assessment task; Choices based on Multiple
Intelligences)
A. A drawing, with a written explanation- or dictation. (Spatial/Linguistic)

A construction (clay, Lego'’s, poster, a model) (Bodily-Kinesthetic)
Write a book about the topic/concept, with pictures (Linguistic/Spatial)
Write a letter for a purpose (letter to the editor; persuade a friend) (Linguistic)
Solve a real world problem (Problem Based Learning)
Write a research paper (Linguistic)
Create a Power Point presentation, web site or newsletter. (Bodily Kin/Spatial)
Compose a song to a familiar tune (Musical)
Interview, graph and summarize data (Interpersonal)
Write a new story based on two other sources (Linguistic)
. Create an advertisement or a “want-ad” (Spatial/Linguistic)

*Link your performance task to NJCCCS indicators
8. Presentations/Closure (next day: create “closure” with student presentations and discussions)
A. Students present results of their “Create” tasks above to the class.

9. Evaluation Differentiated Assessment: Create a “rubric” and evaluate performance task and

ask students: What was the major purpose of this lesson? What was the most important thing you
learned from this lesson?

10. Accommodations: Additional strategies for students working below grade level, ELL or with special
needs.

11. Role of Auxiliary Personnel What do you want support personnel in the room with you to
do?
12. Summary of Assessment Data
+ State the total number of students who completed the assessment task.
» State the number and percentage of students who were “Proficient,” "Satisfactory” and "Needs Improvement.”
13. Family/Community How have you involved family/community in this lesson?
14. Reflection/Self Evaluation How has this lesson improved my teaching practice? What impact did this

this lesson have on P-12 learners? How will student performance on this lesson influence tomorrow's
lesson?

ARCTIOTMMOUO®
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Office of Field Experiences
A Suggested Lesson Planning Format for an Inquiry Based Lesson

Name School Grade/Functional Level of Students

I.  Subject Area(s):

Il. Topic and Core Standard (CP!): (e.g., Racism, Social Stud. 6.3 ET)
lll. The Concept (To be invented/explored): (e.g.,

Mixing 2 colors together creates a new color. Main idea of the exploration: Adding heat energy can
change solids to liquids, or liquids fo gases. Main idea of the elaboration stage: Removing heat energy
can change liquids to solids, or gases to liquids.)

IV. Essential Question: (e.g. How can matter change
from a solid to a liquid, or from a liquid to a solid? What is a family?)
V. Objectives/Student Learning Outcomes: (Include also objectives based on IEP’s as appropriate)
A. The students will be able to recall...describe...write...compare...create...solve...judge

VI. Teacher Actions:
1. Pre-Planning
Questions to ponder: “Why am | teaching this lesson?” What do students already know about
this topic? Are there any safety or health issues | need to consider?
Materials/Resources: “What print materials, visual aids, technology, and other resources do |
need? What community resources can be tapped? How can parents help? How can lesson
extend to experience beyond the classroom”
Launch Teaching / Learning Cycle (5E’s)
2. Engage: (In this stage help students to make connections between past and present learning
experiences and lay the foundation for activities ahead. Stimulate involvement in the activities ahead by
asking a question, defining a problem, showing a surprising event, or acting out a problematic situation.)
3. Explore: (In this stage get students directly involved with phenomena and materials by working
fogether in teams. Act as a facilitator by providing materials and guiding the students’ focus. Allow the
students’ inquiry process to drive instruction).
4. Explain: (In this stage allow learners fo put the previous abstract experiences into a communicable
form. Students use language skills to sequence events into a logical format. Communication occurs
among peers. Learners support each others’ learning by articulating their observations, ideas,
questions, and hypotheses. The teacher infroduces labels after the students have had direct
experiences.)
5. Elaborate: (In this stage help students to expand on the concept that was constructed through the
exploration and explanation stages.)
6. Evaluate: (Evaluation and assessment can occur throughout all stages, but is emphasized in the
final stage. Tools might include observation structured by checklist, interviews, project and problem-
based learning products, lesson reflection, songs, oral presentation, laboratory report. Create a rubric
for evaluating the performance. Link your performance tasks to the NJCCCS indicators.)

VIL. Accommodations: Additional strategies for students working below grade level, ELL or with special
needs.
VIII.  Role of Auxiliary Personnel What do you want support personnel in the room with you to do?

IX. Summary of Assessment Data
s State the total number of students who completed the assessment task.
¢ State the number and percentage of students who were “Proficient,” “Satisfactory” and “Needs

Improvement.”
X. Family/Community How have you involved family/community in this lesson?
Xl. Reflection/Self Evaluation How has this lesson improved my teaching practice? What impact did

this lesson have on P-12 learners? How will student performance on this lesson influence
tomorrow’s lesson?
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Name:

IL.
1.
fV.

VI

VII.

VIILL

XL
Xll.

Xl
XIV.

XV.

XVI.

WILLIAM PATERSON UNIVERSITY
Lesson Plan Format for Grades Pre-K to 3

School: Grade:

Theme/Focus Area — What larger unit is this lesson a part of?

Subject Area — What domain? (e.g. Language Arts, Math, World Language, etc.)

Topic & Core Standard or ECE Expectation — Use CCCS for K-3 or ECEE for Pre-K

The Concept(s) (in one or two words): The main idea or skill

Essential Question: What about the main idea is this lesson about? What will the child learn?

Objectives — What measurable objectives are you trying to accomplish? Use Bioom’s Taxonomy
A. Low Level- Recall, Describe
B. High Level-Apply, Compare, Create, Judge

Planning-
A. Questions to ponder:."Why am | teaching this lesson?” “What do children already know about
this topic?”

B. Materials/Resources. What materials, visual aids, technology, and other resources do | need?
C. Children’s Literature: What children's book(s) are used in this lesson?

D. Teacher references/books/internet resources- What resources are helpful for the teacher?
Procedure — Steps for the lesson

A. Beginning — What will you do af the beginning?
1. Motivate Interest: What will you do to introduce children to this lesson? How will you capture
their interest? How will they visualize the concept?
B. Middie — What steps are in this lesson including child performance tasks, teacher facilitation
and/or instruction?
1. Factual Knowledge (information) — How will the facts of this lesson be exposed?
2. Lower/Higher Order Questions: What questions will the teacher ask to facilitate learning?
(base on Bloom’s taxonomy)
3. Visualization: How will this lesson be made real/hands-on for children?
C. End - How will you bring closure to the lesson? What will children be doing?
1. Practice Skills/Learning Centers or
2. Performance Task/Closure
Assessment — How will you know and document what children have learned from this lesson? How
will you know how children have grown? This may include rubrics, documentation panels, portfolio
pieces you will collect, checklists, or any other appropriate authentic assessment measures.
Summary of Assessment Data- State the number of children who completed the assessment task.
State the number of students who demonstrated mastery, emerging skills, or need more time.
Attach artifacts or evidence of student learning.

Accommodations — Additional strategies for children who don’t speak English as their first language or
for those included with special needs.

Role of Auxiliary Personnel- What do you want support personnel in the room to do?

Integration & Follow-up in learning centers — How will this lesson be integrated into the day and
followed up on in learning centers or the environment?

Family/Community Collaboration- How will you include families? Are there any community resources
avallable?

Reflection/Self Evaluation-How has this lesson improved my teaching practice? What did I learn
about teaching by preparing this lesson? What impact did/will this lesson have on P-3 learners? How
will students experiences/performance on this lesson influence tomorrow’s lesson?
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ABOUT OBJECTIVES & ASSESSMENT

An objective is an intent.

An objective describes the proposed change in the learner.

An objective describes the behavior we want the learner to demonstrate.
An objective is measurable and observable.

[ s B P N R e

The concept statement is a description of what the lesson is about.
The objectives tell what the learning will be able to do after the lesson.

A well-written objective conveys the instructional intent.

Avoid words open to many interpretations: to know, to understand, to appreciate, to
grasp, to enjoy, to believe.

Use words open to fewer interpretations: to write, to say, to identify, to differentiate,
to solve, to construct, to list, to compare, to contrast.

A well-written objective specifies what you hope the learner will be able o do or
perform after the lesson.

An instructional objective describes an intended outcome rather than a description
or summary of content.

Assessment is your way of knowing which students achieved your objectives and in
which ways.

Authentic assessments are performance-based, realistic and instructionally
appropriate. Assessing children should be based on a simple construct — We want
to know where they were, where they are now and how far they have traveled.

Assessment tells you how well you want/expect the child to demonstrate
achievement of the objectives. What is minimally acceptable? What is mastery?
Assessment describes the criterion for success.

Assessment can take many forms: Rubrics, documentation panels, portfolio pieces,
checklists, anecdotal notes, tape recordings, drawings/sketches, etc.

If you are teaching skills/concepts that cannot be evaluated, then you are in the

awkward position of being unable to demonstrate that you are teaching anything at
all!
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THE EVALUATION FORMS

Sample forms used for the evaluation of student teachers are in this section. Forms to
use for the actual reports will be provided to cooperating teachers and university
supervisors separately by the Office of Field Experiences.

Observation forms are to be completed eight times by the university supervisor and
once by the cooperating teacher with the university supervisor.

The Interim Report, to be completed on separate forms by the cooperating teacher and
the university supervisor, contains indicators of expectations of our pre-service
teachers in three categories: knowledge, understanding, and application.

Final Reports (2), 1) to be completed on separate forms by the cooperating teacher and
the university supervisor, uses the same three categories from the Interim Report to
indicate progress over time in narrative form. 2) The narrative form becomes part of
the student's file, includes a space for your grade of pass or fail.

The indicators and descriptors on the observation, interim and final forms reflect the

College of Education's organizing theme of developing teachers as "preparing
inquiring educators.”

Rubrics, found within this handbook, are to be used in completing the Interim and Final
evaluations.

SPA evaluations, professional association standards specific to areas of concentration
i.e. math, English, early childhood etc. need to be completed by the university
supervisor and cooperating teacher with the interim and final evaluations.

The Student Teacher's Self-Report provides an opportunity for the student to self-
reflect on his/her experiences and progress during student teaching.

Evaluation of ht Supervisor forms are to be completed by the cooperating teacher and
student teacher.

Request for Honorarium and PD Hours form is to be completed and submitted by the
cooperating teacher using the postage paid envelope provided..
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OFFICE OF FIELD EXPERIENCES
WILLIAM PATERSON UNIVERSITY, 1600 VALLEY ROAD, WAYNE, NEW JERSEY 07470
FINAL REPORT: STUDENT TEACHING

Student Teacher

Program/Major

Cooperating Teacher Grade or Subject
District 2\ School
University Supervisor Inclusive Pates

Please write a paragraph for each category that summarizes the student teacha(’s degree of if?«ﬁeé\

o \\

«\ix\\\%

< A

4, Other Commen

Pass
Fail
Total Number of Visits Signature of Evaluator
Date of Report Cooperating Teacher University Supervisor

Return Original yellowForm to the Office of Field Experiences. Please Xerox copies for Cogperating Teacher, University Supervisor and Student
Publisher/Final Report ST.doc-update 7/08
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STUDENT TEACHER’S SELF REPORT
WILLIAM PATERSON UNIVERSITY
OFFICE OF FIELD EXPERIENCES
Valley Road - Room 3108 (973) 720-2108/Fax: (973) 720-3503

Select one: Select one: ssak-12)
Semester __ O Undergrad O P-3 O Art O PE
O Fall O Post-Bac O P-3/K-5 O English O Science
O Spring O MAT 0 K5 O Foreign Language O School Nurse
O Summer | O Visiting O K-5/5-8 O Math O Social Studies
O Summer li O In-Service 0 K-12 O Music
Grade Level/Subject O SPED, Y

Student’'s Name
Cooperating Teacher

Supervisor

1. | became involved in the following activities as chetked:

Homeroom or opening exercises

Darken the ovals completaly. ot X or v'the circle.
Strongly
Agree Agree Disagree
| felt safe in the school: o] o) o o o
| felt the school was supportive: o o 0 O 0
| felt the cooperating teacher was supportive: ------- 0] 0 o 0] o
| felt the cooperating teacher was collegial: ------------ o 0] 0 0] 0]
Use the reverse page for comments.
Signature of Student Teacher Date

PLEASE TURN IN THIS FORM TO THE OFFICE OF FIELD EXPERIENCES AT 1600 VALLEY ROAD, THIRD FLOOR, ROOM 3108, DURING
THE FINALWEEK OF STUDENT TEACHING.

K:\Groups\FieldExp\FORMS\2011 2012 Forms\STSelfReport 7-11.doc
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WPUNJ OFFICE OF FIELD EXPERIENCES Evaluator:

PDS School William Paterson University O Co-operating Teacher

O Yes Evaluation of Supervisor O Student Teacher

O No O Practicum Student
Select one: Select One (5-8 & K-12)

Semester O Undergrad O P3 O Art O Phys. Ed.

O Fall O Post-Bac O P-3/K-5 O English O Science

O Spring O MAT O K5 O Foreign Language O School Nurse

O Summer | O Visiting 0O K-5/5-8 O Math O Social Studies

O Summer i O In-Service O K-12 O Music
O SPED, YE

Please complete the following assessment of your field experiente su@o his past semester.

Name (optional):

Supervisor's name:

Directions: Darken the ovals completely — Do not X\ar check v the cixcle

3 2) 1
ow
1. The supervisor had O O O
supervise.

0O 0 0O

O O O O

O 0 0 O

0O 0O OO

The supexyisor provided helpful suggestions. O 0 O 0 0O O

7. The supervisor was available when needed. O O 0O O OO
8. The supervisor reviewed lesson plans. O O 0 0O O
9. The supervisor observed the required number of O O O 0O 0

lessons. (2 for practicum & 8 for student teaching)

Use the space below for comments:

Return original Blue copy to Office of Field Experiences. Please copy for Evaluator
KA\Groups\FieldExp\FORMS\2011 2012 Forms\StudentEvalSupv 7-11.doc

44



OFFICE OF FIELD EXPERIENCES
WILLIAM PATERSON UNIVERSITY, WAYNE, NJ 07470 973-720-2108

Request Form for Honorarium and Professional Development Hours for Mentoring a Student Teacher
To receive an honorarium and certificate for New Jersey Professional Development Hours, please complete the information below
and mail to the Office of Field Experiences, or return it to the student’s university supervisor by October 1 for the Fall semester,

February 1, for the Spring semester. Requests received after June 30 (end of the current academic year) will not be honored. Please
note — In order to receive your stipend of $200/3100 your Final Report must be returned at the end of the student teaching period.

Mr. Ms,

Sacial Security:

Last Name First Name (required for payment)
Home Address: Telephone:

Number and Street Ciyy State Zip Code
School E-mail: Home E-mail:
Student Student Teaching Dates From: To:

Last Name First Name
District: Schoot: Name of Supervisor:
Last Name First Name

Is this a Professional Development School (PDS) with WPU?: O Yes O No
Will you share the mentoring responsibilities for this student with another teacher? O Yes O No

If yes, please indicate teacher(s) name(s):

(Additional teachers must also submit form)

Directions: Darken the ovals completely — Do not X or check v .

1. Age: O 20o0rbelow O 4150
0O 2130 O 51-60
O 3140 0 61+ 7. If you answered yes to #6, How many?
. . 0 12 O 9-10
2. Certifications (fill in as many as apply): 0 35 0 11+
O p3 O 638
O K5
O 538 8. Wereyou(fillinone): O  Recommended or did you
O K-12 Subject Area O  Volunteer io have this
O Teacher of Students with Disabilities student.
O ESL .
O Other 9. What do you see as the benefits of being a cooperating

teacher? Please fill in all that apply

3.  Areyoua WPUNJ graduate? O  Yes O Acquisition of knowledge and skills
0O No O  Connection to the University
O Cooperating teacher workshop
If no, where did you receive your teacher training: O  Lower teacher/student ratio
O Honorarium payment
O Improvement in P-12 learning
4. Degree (fill in highest attained): O Less isolation as a co-teacher
O Bachelors 8 Meefmg PDP requirements .
O Masters Passmg.a.long ?rqfessxonal knowledge/sk.ﬂ]s
O Dociorate O Recogaition within your school community
O Self Reflection on teaching practices
Decade Obtained: O 1970 . . .
O 1980 10. Does your union contract include provisions related to
0 1990 mentoring?
O 2000 O Yes O No
O 2010
Please fill in: O  Post Baccalaureate 11. Asaresult of your experience as a cooperating teacher,
O  Alternate Route have you acquired new knowledge and/or skills?

O Yes 0 No
5.  Ethnicity (fill in one):

O Asian
O Black 12. If yes to #11, please indicate:
O Hispanic O  Technology
0 Nat%ve American O  Standards
O  White O  Instructional Strategies
O Alternate Assessment
6. Have you mentored/supervised students? O  Other (please list)

O Yes 0O No
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13. Do Professional development hours make mentoring 17. Your preference for a delivery method for mentoring

more attractive? preparation?
O InPemson
O Yes O No O Ondline
O  Hybrid (both)
14. Did you have preparation in mentoring? 18. Which professional development areas listed below
O Yes O No would assist you in mentoring future college interns?

O  Conducting observations
o . . O  Giving written feedback
15. I yes to #14, indicate where you received preparation: O Modeling exemplary teaching
O  School district workshop O Remediating Jow-performing interns
O College workshop O  Conferencing and coaching
O Course O Communicating (with supervisor and student)
O  Cooperating Teacher Institute O Assessing and evaluating
O  Other

16. 1If no to #14 are you interested in a course or workshop in
mentoring?

O  Yes 0O No

19. Of the professional behaviors/judgments listed below, select three that you believe to be essential for teachers

Demonstrates subject matter knowledge

Utilizing knowledge of human growth and development
Adapting instruction for diverse learners

Planning instructional strategies

Developing and uses multiple assessments

Creating a supportive and safe learning environment
Developing accommodations for students with special needs
Communicating with peers, parents and community
Building collaborative partnerships

Engaging in professional development

Exhibiting professional behavior and dispositions

00000000000

20. Which of the following mentoring techniques do you use as a cooperating teacher?

Frequently Sometimes Rarely Never
a) General verbal feedback o} o o 0
b) Verbal lesson plan feedback (0] 0 0] 0]
c) Written lesson plan feedback 0 0 o o)
d) Modeling behaviors (o] (o] (0] (o)
e) Co-teaching with student (0] 0] o] 0
f) Provide opportunities for experimentations 0] 0 0 0]
g) Written Observations(s) feedback o] 0 0 o
h) Email exchanges w/field experience student 0] (0] 0 0
i) Other: _ o] o) 0 0}
21. Do you see yourself as a teacher educator? 23. If yes to #22, by whom?
O Yes O No O  Students

O  Supervisors
22. Do you believe cooperating teachers should be assessed? O Both

O Yes 0O No

Comments about your mentoring experience:

Thank you for your input. The information you have provided will enable William Paterson University’s Department of Education to }?etter serve
the cooperating teacher’s needs and provide direction for the placement of our student teachers. All information will be kept confidential.

Please return this form in the enclosed self-addressed envelope provided for your convenience.

KAG Exp\FORMS\2012-201, jum ST 07-12.doe
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William Paterson University
Office of Field Experiences

300 Pompton Road, Wayne, NJ 07470-2103
973-720-3132/2108/2109 - Fax: 973-720-3503 - www.wpuni.edu

Special Case in Field Experience: Preparing Inquiring Educators

This report may be filed in a variety of circumstances but must be filed if the mid-term score for a
practicum/student teacher is less than 60 mid-semester.

Concerns for or by a field experience student may be instructional or non-instructional. Instructional
concerns may include lack of content knowledge or insufficient classroom skills. Non-instructional
concerns may include lack of professionalism, lack of motivation, health problems, economic problems,
communication difficulties, interpersonal relations, or other attitudinal issues or values.

Notification:
As early in semester as possible:

1. Student, cooperating teacher and supervisor confer to discuss area(s) of concem.
Conference needs to be documented in writing.

2. Provide and evaluate progress within two (2) weeks of conference. If adequate
improvement is indiscernible, a written declaration is filed with the Office of Field
Experience and copies distributed to student, cooperating teacher, department advisor,
supervisor, and field site principal/administrator.
Remediation:
1. Identify area(s) in need of improvement.
2. Suggest strategies to strengthen/overcome identified problem area(s).
3. Identify resource person and/or persons responsible for implementing improvement
strategies.
4. Establish specific time line(s) for demonstrated improvement in identified area(s).
5. Complete and file Special Case Form with Office of Field Experience.
Alternatives:

% If remediation goals are not met, appropriate action will be taken

MyFilesForms’SpecialCaseFieldExpenence
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Practicum
Student Teacher

William Paterson University
Office of Field Experiences

300 Pompton Road, Wayne, NJ 07470-2103
973-720-3132/2108/2109 - Fax: 973-720-3503 - www.wpunj.edu

Special Case in Field Experience: Preparing Inquiring Educators

Practicumy/
Student Teacher:

School:

Principal:

Cooperating Teacher:

Supervisor:

Date:

District:

Grade or Subject:

Semester: Fall Spring Year 200

A field experience assignment may create challenges which require identification and professional management. A student may experience
difficulty with an area such as: classroom skills. management skills, content knowledge. or interpersonal relationships.

Explanation of the problem:

Plan of Action for Improvement:

Competency

Goal

Specific Strategies For

Time Line for

Improvement Improvement
(Please attach additional sheets as necessary for plan and comments.)
Comments:
*Student Signature Date Supervisor Signature Date Cooperating Teacher Signature Date

*This signature indicates that the student has seen this summary. It does not imply student agreement.

The Office of Field Experience. in compliance with the “Family Educational Rights and Privacy Act of 1974" will. if requested by
the candidate, provide the night to inspect and review these records.

AlyFile/Forms’SpecialCaseFieldExperience

48




USEFUL TELEPHONE NUMBERS

COLLEGE OF EDUCATION

Dean's OffiCe ...coviiieriiiiiiiiricr e s ersesnsr e erennss e ernnn s s s e s ennnnssnnes 720-2138
L0721 o 1 |7 o= 1 Lo o O 720-2139
Applications, Praxis and Graduate Information ................... 720-3685
Undergraduate Admissions .......ccoccoiicinsn e, 720-2139
Office of Field Experiences ......ccccevvrveeiiiriercnnes 720-2108/2109/3132/3529
[ 1T /=Y 3 (o] U 720-2109/3529
Assistant Director......ccciiiiiiiii i i 720-3978
Honorariums, Professional Development hours and
Travel Reimbursements ......cccivceeriiiineiineinn s seaeas 720-2108
o P2 Lo =Y £ 0T o 1 720-3132
Mantoux and Substitute License .....ccccerieeirimmcirimmnnnnereeenns 720-2109
Elementary/Early Childhood .......cccccocemrrremce e 720-2331/2310
Exercise and Movement SCIeNCE .......cccervrreveirmneirrresinrieeenerennnsnes 720-2362
Middle Level/Secondary .....ccccceeemcemmereceemmmmermmmmmmmmmmmmenees 720-2120
1 1 = O 720-2315
Special Education & Counseling..........ccccmeememmnencnssennssnsennsessnenns 720-3010
OTHER
O8] =Y =T Y=Y YT 720-2281
Office of Graduate Studies ......cccccciiiirmremeccrriresr e er e 720-2237
Registrar's OffiCe.......occrr e 720-2305
Writing Center... ..o 720-2633
Speech and Hearing CliniC.........ccviviiiiiiiiiiieri s ccreas 720-2207
Counseling, Health and Wellness Center............ccoocviiiiiiiinnn 720-2257
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