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/This handbook is for reference by all members of the teacher candidate support Triad: the cooperating \
teacher, the university supervisor, and the teacher candidate. Reference to the Triad is made throughout
this document. The importance of open, honest, and ongoing communication between all members of the
Triad is essential to the success of this capstone field experience.

Requirements detailed within this handbook are those of the Office of Field Experiences in the University of
Wisconsin-Stevens Point School of Education and are in compliance with the regulations of the Wisconsin
Department of Public Instruction. The purpose of these requirements and regulations is to assure the
competence of each teacher licensed to teach in the State of Wisconsin.

This handbook provides guidelines for collaboration that can have strong and enduring impacts upon the
preparation of future teachers. This, in turn, impacts students, schools, and communities throughout
Wisconsin and the other destinations of the future teachers we prepare and certify.

Information contained in this handbook is subject to change. The online version, located on the Office of
Field Experiences website, represents the most up-to-date information on all subjects addressed in this
handbook.

Kelly Seefeldt

Office of Field Experiences Manager
University of Wisconsin-Stevens Point
Phone: 715-346-2449

Field.Experiences@uwsp.edu

\http://www.uwsp.edu/education/Pages/fieIdExp /

School of Education Mission Statement
The School of Education develops highly qualified professional
educators who honor the uniqueness of all learners and actively
demonstrate the knowledge, skills, and dispositions of effective
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Program Framework
Eligibility, Application, and Assignment Procedures

Criteria for admission to student teaching include competence in the area of academic specialization,
competence in the professional education sequence and competence in the pre- student teaching clinical
experience. This includes methods courses based on and leading to direct involvement in pre-school,
elementary, middle, and secondary level classrooms. Detailed eligibility requirements are provided in the
Professional Education Program’s Undergraduate Handbook or on the SOE Graduate Program webpage.

Minimum requirements for a student teaching assignment are:

1.

2.

Admission to the Professional Education Program. Applications must be approved by the School of
Education Office, Room 469, College of Professional Studies (715) 346-2040.
An overall grade point average of at least 2.75, including Professional Education courses as well as
every subject area for which licensure is sought: major, minor or concentration. Consideration for
internships requires a minimum 3.00 GPA.
Completion of mandatory courses in pedagogical methods and techniques, and all required pre-
student teaching field experience assessments (Appendix M).
Demonstrate content knowledge by either 1) obtaining a 3.00 or higher in each teaching major and
teaching minor or 2) submit passing scores on the required Praxis Subject Assessment exams.
Students must meet one of the above requirements for teacher licensure.

a. NOTE: Any student seeking a teaching license in French, German or Spanish are required to

pass the ACTFL OPIC and WPT exams, regardless of their major/minor GPA.

Written approval from designated UWSP personnel for each program area for which licensure is
sought.

Additional requirements:

a. Submission of negative tuberculosis test results (unless, as applies to graduate students and
those seeking licensure through the ACEE and CWIC programs, already submitted and collected by
a district as part of the teacher candidates’ employment).

b. Completion of a Conduct & Competency Affidavit, in which the applicant provides full disclosure of
criminal behavior and court records.

c. Completion of a criminal background check per specifications of the OFE (unless, as applies to
graduate students and those seeking licensure through the ACEE and CWIC programs, already
submitted and collected by a district as part of the teacher candidates’ employment)..

d. Completion of Mandatory Reporting of Child Abuse and Neglect Training published and updated by
the Wisconsin Department of Public Instruction

e. Any district-specific requirements as presented by the cooperating school district

i. Districts requiring their own background checks will inform teacher candidates of the
appropriate process/paperwork.

ii. Districts requiring teacher candidates to complete the WECAN online application, Teacher
Insight, or an interview with school personnel will provide necessary instructions and
information to the OFE to ensure students are informed of this requirement.

Applications for teacher candidate status are obtained at announced meetings held the semester prior to the
scheduled student teaching experience. Attendance at the Application Meeting is mandatory for all students
planning to student teach. All meetings are announced via email to those who have declared their intent to
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teach. Information may also appear in the School of Education (SOE) Newsletter. An asynchronous online
option will be provided to those in graduate-level licensure programs.

Application deadlines will be posted for each term. Late applications may not be accepted. Requests for
waivers or exemptions from the above rules must be made to the Office of Field Experiences Manager prior to
the deadline.

Placements for student teaching are initiated by requests from the Office of Field Experiences to school
district administrators. All assignments are arranged consistent with policies, procedures and negotiated
agreements between cooperating schools/districts and the University. Because of the number of applicants
involved each semester and because there are long-standing established procedures, students should not
attempt to formally arrange a placement.

In requesting placements, the University will provide cooperating administrators and teachers with copies of a
Teacher Candidate Resume submitted by the student as a part of the application process.

Two assignments per semester are the maximum, except for students seeking certification in additional
licenses such as Health, adapted physical education, and early childhood special education. Third, and
sometimes fourth, placements will run concurrently with major-related placements.

Special requests by teacher candidates for grade levels, teachers or cooperating schools, or additional
endorsements, can be noted on the application form. Requests to be placed outside the state of Wisconsin
must receive written approval from the Office of Field Experiences Manager (see Placement Options, below).

Confiicts of Interest: Teacher candidates may not be assigned in cooperating schools and classrooms where
the following conflicts occur: the teacher candidate has a child in that classroom; the teacher candidate has a
direct relative in that school building in a teaching or administrative capacity, or a direct relative in that school
district in an administrative capacity; the school district has explicitly stated a policy regarding former students
of that district's schools returning as teacher candidates. Other circumstances may apply regarding other
relationships, such as significant others/partners. It is the teacher candidate’s responsibility to inform the OFE
of any potential conflict of interest. It is the policy of the Office of Field Experiences (OFE) to defer to local
school district policies regarding assigning teacher candidates. The OFE may terminate any assignment in
which a conflict of interest is found to occur.

Every effort will be made to provide satisfactory placements for all teacher candidates, but there can be no
assurances of specific placements, nor are there guarantees that changes in placements will not occur. It is
necessary that teacher candidates remain ready to accommodate all demands that the teaching semester will
place upon their personal and travel arrangements. All placements are subject to approval by cooperating
administrators and teachers and the teacher candidate. No party involved shall discriminate in the choice of
schools, cooperating teachers, or teacher candidates on the basis of race, religion, ethnic origin, gender,
physical disability, or age.
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Placement Options

UWSP allows teacher candidates to request placement throughout the entire state of Wisconsin; thus, teacher
candidates are empowered to make request decisions based on individual housing and transportation
availability. Fees are assessed to cover the travel costs of supervisors who travel to placement schools.
Appendix A shows the graduated fee zones associated with placements based on their distance from campus.
Fees are assessed as a Special Course Fee attached to the student teaching seminar course.

Please note: UWSP cannot guarantee student teaching placements anywhere as placements depend on the
district’s ability to guarantee a qualified cooperating teacher.

Out-of-state Student Teaching placements are sometimes unattainable. Student teachers requesting a
placement outside of Wisconsin may be responsible for locating their own placement with a cooperating
teacher, school, and school district. When the student teacher has acquired a placement, the OFE will contact
the school for confirmation of the assignment. Teacher candidates interested in an out-of-state student
teaching placement must obtain permission from the Office of Field Experiences Manager during the
application process.

Internships

The Wisconsin Improvement Program (WIP), under the auspices of the Wisconsin Department of

Public Instruction, sponsors internships that are funded by local education agencies. WIP is a consortium of
teacher education institutions and the Wisconsin DPI. The internship program offers pre- service teachers
throughout Wisconsin a chance to enter the profession as licensed teachers with a specialized contract.
Interns are paid a minimum stipend of $4,500 per semester by the district while working under the guidance
of an experienced cooperating teacher. The intern is licensed by the WI DPI and assumes increased
responsibilities in the classroom setting. Detailed information about this program can be found at the site
above.

To learn more about the UWSP process for pursuing an internship, go to Internship Information at OFE
Students.

If student teaching occurs through an internship, most of the rules in this handbook remain applicable within
the jurisdiction of local education agency contracts. Applicants for internships must have a cumulative GPA of
at least 3.0. Fees are assessed to cover expenses incurred for internships.

Institute for Urban Education

The Institute for Urban Education (IUE) facilitates successful student teaching placements and experiences in
Milwaukee area schools for teacher candidates from institutes of higher education (IHE). The teacher
candidate is a student of and earns teaching certification from their home IHE. However, IUE facilitates a
successful urban placement and provide support during that placement. We are confident that your semester
as an IUE student will be a rewarding one filled with experiences to prepare you for effective urban teaching.

Student Teaching Abroad

Eligible students may apply for international student teaching opportunities through a program administered
by Educators Abroad Student Teaching. Opportunities to student teach in over 40 different countries are
available to approved candidates. Liaisons in each country supervise the academic experience for the
candidate. Students participating in this program work with UWSP’s International Programs Office to negotiate
the general logistics of the international student teaching component. International teacher candidates must
complete a one quarter placement stateside and ten weeks in a host country. Additional costs are involved for
participants of the Educators Abroad Student Teaching program.
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Students interested in this option are advised to plan three semesters in advance and must meet with the
Office of Field Experiences Manager at the earliest possible opportunity.

Placement Protocols

The Office of Field Experiences will work diligently to secure acceptable placements for teacher candidates.
Students will be informed of approved placements beginning in April for fall semester and November for
spring semester. As placements are finalized after the initial announcement date, notice will be provided
immediately to students using UWSP email.

Upon receipt of information pertaining to the placement, the student must immediately contact the
cooperating teacher to set up a meeting. At this meeting, the student should seek information about
additional district placement procedures required of them. The student is responsible for completing all
required paperwork/protocols required of the host district and school. Failure to do so will result in withdrawal
of the placement.

Attendance at an Orientation Meeting held during finals week the semester prior to student teaching is
required. Meeting date(s) are announced in the application materials and the SOE Newsletter as well as
emailed to students who have declared an intent to teach. An asynchronous online option will be provided to
those in graduate-level licensure programs.

Transportation and Housing

Transportation
Transportation to and from the placement location is the responsibility of the teacher candidate. No insurance
coverage is provided by the state or UWSP. Personal insurance coverage should be purchased.

Note: Teacher candidates are strongly advised to not transport students in a personal vehicle.
Housing is the responsibility of the teacher candidate.
Special programs providing transportation and/or housing stipends and reimbursement may be available,

depending on placement location. Current opportunities will be shared with teacher candidates at the
application meeting. Additional questions should be directed to the OFE.
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Program Policies

Statement of Expectations

By the end of the first week of each placement, a written plan for the student teaching experience, also known
as a Statement of Expectations, should be completed through coordination of the teaching candidate and
cooperating teacher. It should include schedules, duties, specific subject areas, lesson formats and groupings
in as much detail as can be arranged at the time. Most importantly, it should include an evaluation plan that
specifies the format, the schedule and the procedures for self-evaluations, evaluative conferences and the
completion of formative and summary evaluation reports. Please note that specific statements are of great
value to teacher candidates in preparing their credentials. Accompanying signatures of both the teacher
candidate and the cooperating teacher will represent agreement to the content of the statement. The
Statement of Expectations must be shared with the university supervisor before their first visit or as
requested.

The purpose of a Statement of Expectations is to open a process of communication about requirements,
schedules, supervision, and evaluation. These plans should be responsive to the performances and needs of
the teacher candidate as they unfold during the experience (Appendix B). The destination goal for the
Statement of Expectations is a successful final evaluation. Note: There is no single correct format for the
written statement (Appendix C); teacher candidates and CTs are encouraged to create something that works
for their specific partnership.

Evaluations

Protocols for evaluation are found in Appendix E. When the Statement of Expectations is drafted, Triad
members will agree on the format, timelines, and procedures for evaluating teacher candidate performance. It
is recommended that the teacher candidate and cooperating teacher discuss progress and evaluation on a
regular basis throughout the placement. It should be noted that student teaching must be evaluated in
reference to evaluation criteria not to norms referring to other teacher candidates (Appendix E and Appendix
F). Ongoing and actionable formative feedback is essential to the growth and development of teacher
candidates.

Any indication that a teacher candidate might be failing to meet these criteria must be fully documented and
remediated at the earliest possible opportunity. The university supervisor and Office of Field Experiences
Manager must be notified to allow planning for appropriate action that could include extension of or
withdrawal from the student teaching assignment.

Cooperating teacher final evaluations must be signed by the teacher candidate and the cooperating teacher(s)
and filed at the Office of Field Experiences within one week of the completion of the student teaching
semester; failure to complete this will result in a grade of ‘incomplete’ and delay the certification process.

Attendance

Teacher candidates are assigned to a student teaching placement “consisting of full days for a full semester
following the daily schedule and semester calendar of the cooperating school or the equivalent” (Wis. Stats.
118.19 (3) (a)). As a result, teacher candidates are not granted days off, unless specifically contracted by the
district, as part of a regular teacher contract for those on a license-with-stipulations or an internship.

Absences are permitted for professional reasons, such as attending seminars (attendance at teacher
candidate seminars is mandatory) and other activities sponsored by UWSP, job interviews, or approved
attendance at professional development offerings. All absences, including those for iliness, require sufficient
notice to both the cooperating teacher and university supervisor. The teacher candidate is responsible for
providing lesson plans and all required instructional materials required during the absence in a timely fashion.
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Absences due to iliness, including those due to COVID, should be communicated to the cooperating teacher in
a way agreed upon between the teacher candidate and CT, in addition to following any school and/or district
policies. The Office of Field Experiences should be notified if a teacher candidate must be absent for three or
more days. These cases will be reviewed by the university supervisor, in consultation with the Office of Field
Experiences Manager, to determine if additional time at the placement is required.

The teacher candidate is required to attend every teacher contracted day of the cooperating school schedule
to which they are assigned. They must arrive at the cooperating school at the beginning of the cooperating
teacher's day and depart at the end of the cooperating teacher's day. No arrivals or departures from school
after the beginning or before the end of the school day (except for designated lunch periods) will be allowed
without the express permission of the cooperating teacher and approval by the university supervisor.

Extra commitments (jobs, coaching, sports participation, etc.) are not recommended whenever possible to
allow full attention to the demands of teaching, and they may not impact the teacher candidate’s ability to
meet the full days for a full semester requirement. If performance is negatively impacted by participation in
such outside activities, the teacher candidate may be advised to relinquish participation or withdraw from the
student teaching experience until they are able to make it their priority.

Teacher Candidate Seminars

Attendance at all seminars is mandatory and factors into the teacher candidate’s grade for the one-credit
seminar course (400). Seminar meetings must be accommodated in the Statements of Expectations and
weekly schedules. Teacher candidates enrolled in EDUC 700 will be provided online alternatives for in-person
seminar activities, but they are also welcome to attend in-person if they desire. The teacher candidate will
inform cooperating teachers of these dates at the orientation visit. Teacher candidates should consult the
syllabus for EDUC 400/700 for details regarding seminar requirements and meetings.

Appearance & Personal Hygiene
Teacher candidates must dress professionally and be always neat and well-groomed. All school and district
guidelines for teacher dress must be followed by the teacher candidate.

Co-Teaching

The student teaching experience is a full-time commitment. Teacher candidates are considered learners at
this stage in their pre-service program. They should not start out by carrying a heavy teaching load but should
be actively engaged beginning on day one of their placement (Appendix B). UWSP advocates a co-teaching
model for this important experience. Co- teaching in student teaching enables the teacher candidate and
cooperating teacher to collaborate in the classroom as two professionals, actively engaging students for
extended periods of time. The co-teaching model of student teaching allows students in the classroom
increased opportunities to get help when and how they need it. This partnership allows the cooperating
teacher and teacher candidate to maintain ongoing conversation about student needs and learning, and to
deeply develop the professionalism of education. The teacher candidate can be actively engaged from the
beginning of the placement and identified as an important contributor to all aspects of the classroom and
school community.

To successfully co-teach, the cooperating teacher and teacher candidate must have a mindset of sharing the
classroom and students. They must both be teachers. Appendix G provides more information resources and
information about co-teaching. Responsibility for subjects/classes taught will vary among placements and is
dependent on factors such as the candidate’s readiness to assume increased responsibility, the number of
preparations involved, the needs of the pupils, and the workload of the cooperating teacher. This will look
different for internship assignments.
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Duties

The student teaching experience should include all duties assigned to the cooperating teacher under their
regular teaching assignment, such as classroom instruction and planning, student assessment, IEP meetings,
parent-teacher conferences, staff meetings, supervisory duties, observing other teachers, etc. Teacher
candidates are expected to share school duties and responsibilities as governed by cooperating agency or
school rules for professional conduct and confidentiality. Their duties and responsibilities will be specified by
the cooperating teacher in a Statement of Expectations (Appendix C) along with any accompanying manuals or
guides. Teacher candidates are required to attend after-school staff or parent meetings and any other
extramural activities pertinent to the assignment.

Teacher candidates are encouraged to become involved in co-curricular activities but should limit their
participation to assisting rather than assuming leadership roles. If a cooperating teacher has assumed
additional duties beyond their regular teaching assignment, such as coaching, club advising, or school/district
committees, the teacher candidate may participate if invited, but they may not be compelled to attend. When
co-curricular involvement or other outside commitments interfere with the candidate’s performance in the
classroom, the university supervisor must be notified immediately.

Teacher candidates work under the direct supervision of the assigned cooperating teacher(s), who is a
mandated reporter under state laws pertaining to abuse and neglect of children. Teacher candidates are
required to share any concerns with appropriate school personnel per the Mandatory Reporting laws in
Wisconsin and the training completed during the student teaching application.

Confidentiality Laws

All educators are responsible for awareness of state and federal confidentiality laws including HIPAA
(Health Insurance Portability and Accountability Act) and the district’s policies and procedures relating
to HIPAA and FERPA (Family Educational Rights and Privacy Act). Teacher candidates must become
familiar with these policies and how they affect the role of educators.

Enrichment Experiences

Cooperating teachers and supervisors may recommend visits to educational programs outside the
cooperating teacher’s classroom. These visits could include remedial and support programs, various
grade levels and other classrooms. Schedules for these visits must be approved by cooperating
teachers and administrative staff in both the assigned cooperating site and the visit site.

Teacher candidate attendance at professional conferences, involvement with district curriculum
committees, and other enriching experiences is encouraged. Under the direction of the cooperating
teacher and supervisor, these opportunities help to broaden the candidate’s learning and personal
experience with a broad range of professional expectations.

Lesson Plans

Teacher candidates must make and maintain a file of written plans for all instruction they are responsible for
that follows the requirements of the cooperating school or district. All plans from the placement must be
readily available upon request of the cooperating teacher, the university supervisor, or the Office of Field
Experiences Manager. Lesson plans should be shared with the university supervisor prior to each of their
scheduled observations.

Typically, detailed plans are in outline form so that they may be read quickly and accurately. Detailed plans
allow for review and analysis by the cooperating teacher prior to presentation. They also provide the
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framework for reflection and improvement.

There are many approaches to detailed planning. The format that planning takes for each teacher candidate
will be determined by the collective expectations of all Triad members; however, the default format should be
the format the cooperating teacher is required to use (if applicable). The lesson plan template from the EMB
or other methods experience is also an example of a high-quality template that may be used in the absence of
a required format.

Whatever form lessons plans choose or are required to take, a teacher candidate must always be able to
respond to these questions:

What are you teaching?

Why are you teaching this? (Which objectives or standards are being addressed?)

How are you actively involving all students in their learning?

How do you know students are learning?

How will student performance guide your next plan(s) for instruction?

ANANENENRN
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Program & Licensing Regulations

Supervisory Observations

The Office of Field Experiences will provide the university supervisor with CT contact information as well as the
university email address of each teacher candidate on their caseload. Supervisors may request teacher
candidates share additional contact information and/or information about their placement(s), such as phone
numbers and/or a teaching schedule. Teacher candidates are observed, supervised, and evaluated by a
university supervisor during formal sessions of at least one hour each; this period does not include
conferencing time. A minimum of three such sessions are required per semester. At least two sessions must
include a conference that involves the CT and teacher candidate. An additional “observation” should address
the professional responsibility standards (9 & 10) and may take place virtually. A total of four assessment
forms are required from supervisors each semester. All observations, supervisory conferences and
evaluations must be documented on approved forms (p.42) and become a part of the candidate’s permanent
certification file.

Grades/Degrees

The grade assigned for student teaching through consultation with the university supervisor and cooperating
teacher will be ‘pass,’ ‘fail,” ‘incomplete’ or ‘withdrawn,” according to the grading system stated in the
appropriate UWSP Catalog. A teacher candidate must demonstrate readiness (ratings of “Proficient” or
“Approaching Mastery”) in all 10 teaching standards on the summative Cooperating Teacher Evaluation for
each placement in which they are required to have one in order to pass the courses associated with the field
experience portion of student teaching (398/498/798). Because teacher candidates follow the semester
schedule of the cooperating agency, the assignment does not end until after the close of the university
semester. Grades of ‘not reported’ occur in the university record until the close of the student teaching
semester, when final grades are submitted. Degrees are not conferred until grades are reported and posted
by the Registrar.

Communications between Cooperating LEAs and UWSP

Cooperating LEAs may provide ongoing feedback to the university supervisor or the Office of Field Experiences
Manager regarding the professional behavior of the teacher candidate as it relates to the Wisconsin Educator
Standards (Appendix F) and UWSP Teacher Candidate Dispositions (Appendix I).

Termination of Assignment

A teacher candidate assignment is severable, which is to say that UWSP reserves the right to remove any
teacher candidate, cooperating teacher, or university supervisor from any assignment, subject to documented
notice to all parties to the assignment. Furthermore, the cooperating local education agency likewise has the
right to terminate a teacher candidate's or supervisor's assignment. In the event of a terminated assignment,
the teacher candidate may request an alternate assignment subject to time and place conditions determined
by the Office of Field Experiences Manager. A teacher candidate may also elect to withdraw from an
assignment, subject to notice, usually without penalty (regular university procedures and deadlines apply for
withdrawal) or prejudice.

Classroom Supervision by the Cooperating Teacher

A student teacher must be supervised by the cooperating teacher at all times. The cooperating teacher must
be readily available to assist with classroom situations that arise unexpectedly and must maintain status as
the “teacher of record” during the student teaching placement. Intern teachers, by license and design of the
assignment, are allowed to teach up to 50 percent of their assignments on their own. LEAs should refer to the
definitions and stipulations for internships as described in the WIP Handbook.
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Professional Liability

Student teaching assignments are covered for professional liability by the State of Wisconsin under provisions
of S.S. 165.25(6) and 895.46(1) of Chapter 81, Laws of 1975 for all University of Wisconsin System teacher
candidates, or for any other assigned field experience. This coverage protects teacher candidates against
claims from third parties for personal injury or property damage caused by the acts of teacher candidates
while performing within the scope of their duties, including mandated reports of child abuse. Professional
liability insurance is available through professional organizations and private companies. Candidates are
strongly recommended to obtain this coverage.

Health, Safety & Injury

Prior to any assignment, teacher candidates must submit documentation certifying them non-contagious for
tuberculosis. It is strongly recommended that a hepatitis test be conducted before beginning an assignment.
At the beginning of an assignment, the cooperating school office may request additional information, such as
personal emergency forms, from the teacher candidates.

It is required that teacher candidates become aware of each cooperating school's policies for dealing with
health and safety emergencies, particularly those involving infectious diseases and blood-borne pathogens. All
local school policies governing the reporting of any accidents or iliness that affect the assignment must be
followed.

Teacher candidates must make arrangements for their own health services. At UWSP, all graduate and
undergraduate students who are registered as full-time students are eligible for medical care at the University
Health Service facility, which does not include hospitalization care. Personal health insurance is the
responsibility of the teacher candidate.

Student teaching can be a stressful time in a candidate’s life. Be aware that the UWSP Counseling Center is
available to assist any student needing support during this time. Phone: 715.346.3553; Email:
counsel@uwsp.edu. Teacher candidates who are employed by a district, such as interns and those on a
license with stipulations, may also have access to EAP services through the school district.

Statement of Non-Discrimination

The UWSP does not discriminate based on race, color, creed, religion, sex, national origin, disability, ancestry,
age, sexual orientation, gender identity and expression, pregnancy, marital status or parental status in
accordance with WI Statute Chapter 36.12 and Board of Regents policy. This statement is published, in part,
to fulfill the requirements of Section 86.9 of title 45, Code of Federal Regulations, which implements Title IX of
the Education Amendments of 1972.

Access & Accommodations

The Americans with Disabilities Act (ADA) requires state and local governments and places of public
accommodation to furnish appropriate auxiliary aids and services where necessary to ensure effective access
and communication for individuals with disabilities, unless doing so would result in a fundamental alteration
to the program or service or an undue burden. Therefore, UWSP, in conjunction with its cooperating schools
and agencies, is accessible to teacher candidates with disabilities and will make every attempt to provide
reasonable accommodations for qualified individuals with disabilities. Such requests must be indicated in
writing upon application for student teaching or at the earliest applicable time.

Job Actions

If the student teaching assignment is affected by a job action or work stoppage of any kind, the Office of Field
Experiences must be notified immediately. When a job action involving work stoppage occurs in a cooperating
school system where teacher candidates are assigned, it is the policy of the UWSP that the teacher
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candidates be non-participants. They would remain away from the assignment on a standby basis during the
period when schools are closed or during the period of time when schools are declared open without
resolution between the parties involved.

Arrangements may be made by the Office of Field Experiences Manager to provide experiences in a different
location on a standby basis until the stoppage in the assigned school is terminated.

Substitute Teaching \

Student teachers are only allowed to act as substitutes under very specific circumstances, as outlined under
Pl 34.023 (2) (f) which states that “student teaching shall be for full school days for a full semester of the
cooperating school or the equivalent as determined by the state superintendent.” In an effort to be responsive
to the needs of schools, this administrative rule was recently updated so that “equivalency for the purpose of
this subdivision shall include one of the following:”

34.023 (2) (f) 1. a. “The length of the semester of the student’s institution of higher education if the educator
preparation program determines a student meets completion requirements. If an institution of higher
education operates on a calendar other than semesters, the duration of student teaching shall be no less
than 15 weeks.

b. Full days for a full semester of the cooperating school with an option to substitute teach for no more than
ten days during the semester if agreed to by the educator preparation program. Short-term substitute teaching
authorized under s. Pl 34.032 may only occur in the classroom of the cooperating teacher and if the student
[teacher] possesses a short-term substitute teaching license.”

While interns do have a license, they are never to be utilized as substitutes; please see this specific point
outlined in the WIP Handbook. Interns are licensed only to teach independently in their subject area and only
up to 50% of the time.

The University of Wisconsin-Stevens Point, School of Education, Office of Field Experiences abides by the rules
set by the Wisconsin Department of Public Instruction. If you have any questions regarding these rules and
policies, please contact the Office of Field Experiences Manager. More specifics regarding subbing for the
cooperating teachers and teacher candidates are outlined in their respective sections of this handbook.

Wisconsin State Statute Chapter 118 General School Operations

118.19 Teacher certificates and licenses; administrator and pupil services professional licenses. (3)

No license to teach in any public school may be issued unless the applicant possesses a bachelor's degree
including such professional training as the department by rule requires, except as permitted under par. (b)
andss, 115.28 (17) (a), 118.194,118.1915, 118.192, 118.193, 118.194,

and 118.197. Notwithstanding s. 36.11 (16), no teacher preparatory program in this state may be approved
by the state superintendent under s. 115.28 (7) (a), unless each student in the program is required to
complete student teaching consisting of full days for a full semester following the daily schedule and semester
calendar of the cooperating school

Only the Office of Field Experiences may establish, alter, move, or terminate a placement.

The student teaching placements MUST be complete before a teacher candidate may begin a licensed
teaching position.
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Teacher Candidates

/To the Teacher Candidate: \

You’re about to embark upon the culminating clinical experience of your professional preparation;
congratulations on all the hard work that got you to this point! Throughout this experience, you will no
doubt find teaching to be incredibly fulfilling, but also incredibly challenging. Your success will depend
not only on how you apply what you've learned about teaching through your program’s methods
courses, but also what you continue to learn in partnership with your cooperating teacher and your
university supervisor. Teachers are most successful when they’re in community with one another, not
when they work in isolation, so you should make every effort in this placement to begin building your
professional community.

This handbook is a product of collaboration across a community of teacher educators, cooperating
teachers and administrators, with the assistance of teacher candidates and the efforts of the staff of
the UWSP Office of Field Experiences, School of Education, College of Professional Studies and
Teacher Education Preparation & Licensing Team of the Wisconsin Department of Public Instruction.
Suggestions and comments are welcome at any time because this handbook, like teaching, is
continually evolving to best meet the needs of students and student teachers.

Take every opportunity to become familiar with the recommendations, rules, standards and criteria in
this handbook and the working relationships that depend upon them. At all points in this process, the
Office of Field Experiences is ready to assist you in completing your teacher education at the highest
possible level of accomplishment. Our goal is to send our teaching candidates into the field with the
level of preparation and support necessary to begin successful and lasting careers in education.
Please let us know how we can help you in building your career in our profession.

Sincerely,

Kelly Seefeldt
Office of Field Experiences Manager /

The following sections are addressed to you, the teacher candidate. Because learning to teach is a gradual
process the outcomes of which cannot always be precisely predicted, most of the information presented is
made up of samples and approximations. All UWNSP teacher candidates are expected to professionally fulfill
the responsibilities described.

Responsibilities of Teacher Candidates
The teacher candidate will:

abide by standards of professional decorum established by the local education agency (school and
district) for personal comportment during interactions with students, staff, administrators, and
community members.

design, deliver and assess instructional programs and participate in their supervision and evaluation.
maintain written plans for all lessons taught in a collection that is available for review upon request.
submit a weekly schedule, reflective journal, or otherwise participate in cohort discussions as
assigned by the university supervisor.
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e maintain records of the above activities (i.e., plans, Statement of Expectations, evaluations) as
directed by the cooperating teacher and university supervisor.

e fully understand the methods and nature of evaluation required to successfully complete the student
teaching experience, which is tied to passing field placement courses, and thus graduation and
licensure.

Orientation to the Cooperating School

Upon notification of your assignment, you must contact the cooperating teacher and arrange a first meeting
as soon as possible so that you can learn specifics of the school’s calendar and daily schedule. Begin your
term by introducing yourself to building administration and the office staff. Schools differ in many ways and
each cooperating school's styles and policies must be learned, not assumed. You must find out rules and
protocols for such matters as parking, appearance, demeanor, and manners of address (i.e., how students
address teachers and vice versa). The earlier you begin planning your assignment with your cooperating
teacher, the better your chances of success.

The checklist below can give you a starting point for orienting yourself to your placement school. It is not
exhaustive, so be cognizant of what you can/should add that is relevant to your specific situation.

Orientation checklist:
U Familiarize yourself with the school district (philosophy, structure, current goals, and community).
L Read the school district/school handbook, student handbook, and parent handbook.
U Discuss the student teaching duration choices (Appendix D) with your CT(s) and administration.
O Follow school policies as applied to employed staff, including (but not limited to):
o Arrival and departure time
Dress Code
Reporting absences
Parking
Use of the teachers’ lounge/workroom
School-wide PBIS/disciplinary procedures
Computer usage
Lesson planning procedures
Inservice or workday sessions
o Faculty/staff meetings
L Become Familiar with:
o Your personal workspace
School Media Center(s)
Guidance/Counseling Services
Health Services
Co-curricular Activities
Technology Resources
Grading and Assessment Procedures
Emergency & safety procedures
Student referral procedures
School and classroom demographics

O O OO0 OO0 0O

O O O O OO0 0O 0O o0

5‘@ Words of Advice: Take the initiative to learn and grow; don’t wait to be asked to do something!
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The Work of Student Teaching

The following section provides an overview of what you can expect as part of the daily work as a student
teacher. Remember that while all professional teachers’ jobs include prep, planning and reflection in addition
to the delivery of lessons, your experience as a teacher candidate also includes regular evaluation and
observation. Like the orientation checklist above, these lists are not exhaustive, and should serve as a starting
point upon which you will add tasks and points specific to your placement and situation.

Planning & Teaching
* Create a Statement of Expectations that outlines your responsibility for co-and-lead-teaching.
o See Appendices B and C for the phases of your experience and an example statement.

e Become familiar with curricula approved by the district.

¢ Understand expectations for lesson plan format, due dates, procedures for feedback from the
cooperating teacher and the process for revisions.

* Prepare lessons well in advance of delivery.

* Maintain a collection of lesson plans developed and taught.

* Reflect upon lessons: what went well, what didn’t work, and what you might adjust for future use.

* Respect student/family, ethnic and cultural backgrounds.

* Assist in maintaining a positive learning environment and classroom community.

* Collect data on student learning, analyze that data, reflect upon its implications for your planning,
and plan upcoming instruction and lessons to improve student learning outcomes.

* Apply research-based classroom management strategies.

* Utilize educational technology to improve student learning.

* Contribute to the development of higher order thinking.

* Actively engage all learners.

* Be actively engaged in all aspects of the classroom environment during the entire placement.

Observation & Feedback

* Actively observe the cooperating teacher and continue to learn.

* Show initiative and willingness to work.

* Be receptive to suggestions and criticism. Constructive feedback from the cooperating teacher
and university supervisor is essential for growth.

* Ask questions of, and for advice or suggestions from, the cooperating teacher and university
supervisor.

* Discuss and clarify with the cooperating teacher the processes for observation and gathering
feedback on your performance.

* Participate in regular conferences with the cooperating teacher to assure that regular feedback is
provided - not just when problems arise.

* Brainstorm with the cooperating teacher specific means of improving.

* Record yourself teaching for self-analysis and reflection.

e Invite the building principal to observe you and conduct a conference, when possible.

5)@ Words of Advice: When you receive feedback from your cooperating teacher and/or university
supervisor, remember that they are offering you feedback in service of making you a better
teacher. It is not always easy to receive feedback, especially when it may feel negative; however, a
strong teacher never shies away from feedback. In addition to reflecting on what your CT and
supervisor share, we encourage you to ask your students for feedback as well.
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Evaluation

Review the evaluation protocol with your CT and university supervisor early in the placement.
Determine together with the Triad your areas of strength and growth, and areas requiring further
attention.

Create SMART goals to future your development.

Participate in conferences with the cooperating teacher and the university supervisor and reflect
upon your ongoing growth as a teacher candidate.

Utilize the evaluation forms and other feedback tools provided in this handbook to gather
formative feedback about your performance and formulate a plan for improvement that will ensure
you successfully demonstrate readiness in all 10 standards by the end of your placement.

Verify that all supervisor and cooperating teacher evaluations are sent to the Office of Field
Experiences and keep a copy for your records.

Professionalism

Embrace professional values and dispositions (Appendices E & J).

Actively demonstrate your philosophy of teaching.

Be flexible - in all aspects of the experience.

Remember that you are a guest in the school and classroom.

Demonstrate respectful confidentiality in all aspects of your job.

Request to observe in classrooms to expand your experiences in areas you find to be challenging.

Participate in faculty meetings, parent-teacher conferences, and other pertinent school functions.

Be on time; dress professionally; don’t make excuses.

Report absences in a timely fashion - and always leave lesson plans and materials prepared.

Do not take for granted that your cooperating teacher will take over the class in your absence. Plan

and communicate as if you were preparing for a temporary substitute.

Meet deadlines for lesson plans; be well prepared and organized to deliver them.

Use technology appropriately:

o clearly maintain a line between your personal and professional personas online;

o consider that students, colleagues, and parents may try to interact with you on social media
and establish professional boundaries;

o never, under any circumstances, post images of your students, their names or any other
identifiable information on your personal social media accounts.

Interact with colleagues professionally.

Remember you are there to learn - ask for advice/suggestions while respecting people’s time and

boundaries.

Keep communication channels open by participating in regular exchange of information with your

cooperating teacher and university supervisor.

Remember that as a student teacher you must always be supervised by a licensed teacher or

substitute teacher. You may only serve as a substitute while student teaching under very specific

circumstances. It is your responsibility to maintain those conditions are met.

o If you are asked to perform duties outside of or change your substitute teaching status,
contact the Office of Field Experiences Manager right away.

Seek support, advice or other assistance from the Office of Field Experiences Manager should

situations arise in your relationship(s) with your cooperating teacher or supervisor.

i Words of Advice: Student teaching may be your first true experience seeing yourself or being seen
as a professional educator. Take advantage of the opportunity to build your professional network
but be mindful to maintain the boundaries between the personal and professional. Find a personal
outlet to unwind after a long week at school that is far removed from your school community.
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Regular Communication with Supervisor

The teacher candidate is responsible for communicating regularly with the university supervisor. This may be
in the form of weekly email exchanges, journal reflections, or bi-weekly Zoom meetings. Teacher candidates
should follow the guidance and direction from their supervisor provided during the first seminar meeting on
campus at the beginning of the semester.

Teacher candidates observed by more than one supervisor must provide each one with the appropriate
documents including the statement(s) of expectations, schedule, and reflections.

Lesson plans prior to observation

* Include time of day (listing ‘Period 3’ does not provide sufficient information!).

¢ Indicate subject and activities for the time period.

* Clearly identify times that will be spent observing/team teaching/assisting/teaching (color
coding works nicely); this allows the supervisor to determine the best time to visit.

¢ Indicate room number where activities will take place.

Letters of Recommendation & References

You are not owed letters of recommendation, nor do your cooperating teacher(s) carry any obligation to serve
as your professional reference simply because you completed your student teaching with them. It is your
responsibility to request letters of reference from your cooperating teachers and/or administrators and ask if
they are willing to serve as references on your behalf.

These letters and references are a very important component of your credentials, and you should be mindful
of who can (and will) speak to your skills as an educator when gathering them.

Information about building your professional network, including letters or recommendation and references,
will be provided as part of the student teaching seminar, as it will be useful at the job fair. You may also seek
out resources and support provided by the Academic and Career Advising Center, which remains available to
you as a UWSP student, even when you are in the field as a teacher candidate. (See Appendix K for more
information about the ACAC.)

5::@ Words of Advice: Make it easy for those whom you ask to be part of your professional network to
sing your praises. CTs and principals will not be impressed by a teacher candidate who does the
bare minimum, so take initiative and give them plenty of examples of your strengths as a teacher.

Student Teaching Equivalency Choices

Prior to the beginning of your student teaching semester, you will be asked to determine which of the following
options for the duration of your student teaching placement you plan to follow. You will be asked to report your
choice and any supporting information to the Office of Field Experiences and update the office with any
changes that arise throughout the semester (Appendix D).

Please note that the options outlined below are new, having only been adopted into emergency rule in
November of 2023. And the Office of Field Experiences will communicate with your placement school, district,
cooperating teacher(s), and university supervisor regarding these options, but we do expect some confusion in
the LEAs to be common. If you are asked to do something that you believe to be outside the scope of the
duration choice that you are following, contact the Office of Field Experiences Manager right away. You may
also direct your CT, principal, or other administrator to the Office of Field Experiences with any questions they
have regarding your options for subbing and/or following the school district or university calendar.
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P1.34.023 (the administrative rule that governs student teaching) states: “For educator preparation programs
leading to the student's first license under subch. VI, the student teaching shall be for full school days for a full
semester of the cooperating school or the equivalent as determined by the state superintendent. Equivalency
for the purpose of this subdivision shall include one of the following:

“a. The length of the semester of the student’s institution of higher education if the educator preparation
program determines a student meets completion requirements. If an institution of higher education operates
on a calendar other than semesters, the duration of student teaching shall be no less than 15 weeks.”

Program-specific Requirements for Option A:

O The university supervisor has completed all (3) required in-person classroom observations prior to
the end of the UWSP semester.

O The Office of Field Experience has received all (4) required observation assessment forms from
the university supervisor prior to the end of the UWSP semester.

O The Office of Field Experience has received a thorough summative assessment signed by the
Cooperating Teacher(s) that proves the teacher candidate has demonstrated readiness in all 10
Wisconsin Teacher Standards.

o Administrator(s), supervisor, and cooperating teacher are all in agreement as to the readiness of
the teacher candidate, as defined by the Wisconsin Teacher Standards.

O The teacher candidate has not served as a substitute teacher in the absence of the Cooperating
Teacher, or any other teacher, at all throughout the course of the placement.

o The final day of the student teaching placement will be the final day of the university semester,
including finals week.

“b. Full days for a full semester of the cooperating school with an option to substitute teach for no more than
ten days during the semester if agreed to by the educator preparation program. Short-term substitute teaching
authorized under s. PI 34.032 may only occur in the classroom of the cooperating teacher and if the student
[teacher] possesses a short-term substitute teaching license.”

Program-specific Requirements for Option B:

O The teacher candidate must hold an active substitute teaching license.
O Administrator(s), supervisor, and cooperating teacher are all in agreement as the readiness of the
teacher candidate to perform all duties of a substitute teacher.

The school district, or the contracted agency, must hire the student teacher as a substitute teacher and
compensate them for all time spent substituting.

In addition, teacher candidates may follow the state statute as written, “student teaching shall be for full
school days for a full semester of the cooperating school,” and as it has been followed in previous semesters,
without subbing.” This is known as option C.

Program-specific Requirements for Option C:
o No additional requirements beyond those outlined by the Educator Preparation Program to

student teach will apply. (Teacher candidates have already met all requirements to student
teach.)
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Cooperating Teachers

-

o

To the Cooperating Teacher: \

This handbook is to guide you in meeting the requirements for student teaching that are set by the
UWSP Office of Field Experiences, in compliance with the regulations of the Wisconsin State
Department of Public Instruction. The purpose of these requirements and regulations is to assure the
competence of each teacher licensed to teach in the State of Wisconsin.

In order to achieve this purpose, your professional cooperation is indispensable. It is not hyperbole to
say that without your time and commitment to the work of preparing the next generation of educators,
our systems could not continue. Students deserve, and our profession demands, incoming
professional teachers who cannot only succeed in meeting Wisconsin Standards of competence but
are also prepared for the demands a career in education will impose upon them. Quality schools
depend upon highly qualified teachers and student teaching is a crucial part of quality assurance.
Through three-way interaction between you, the teacher candidate, and the university supervisor, this
process is both a capstone of pre-service courses and a foundation for in-service professional growth
for our teacher candidates.

Beyond the logistics of compliance, this handbook provides guidance and suggestions for
collaboration that can have positive and lasting effects upon you, your colleagues, your students, and
your schools and communities. We understand the work that goes into mentoring our teacher
candidates, and we hope you are able to glean something positive from the experience too.

Please contact us at any time with your questions, concerns, or comments. Thank you again for your
participation. My direct email and phone number can be found below. The Office of Field Experiences
extends our gratitude for your contribution to this process and will express it with our support in every
possible way.

Sincerely,

Kelly Seefeldt
Office of Field Experiences Manager

kseefeld@uwsp.edu
715-346-2440 /

Selection of Cooperating Teachers

Cooperating teachers play a vital role in the development of future teachers. They are an integral part of the
Student Teaching Triad, and their mentorship of teacher candidates contributes to a strong and promising
future for our schools and their students.

To serve as a cooperating teacher, teachers must meet these requirements (per WI Administrative Code

[P134.023(4)]):

1) Hold a valid WI license, or an equivalent license if the clinical program is out of state.

2) Have at least three years of teaching experience with at least one year of teaching experience in the
school or school system of current employment

3) Have completed training in both the supervision of clinical students and in the applicable standards [WI
Teacher Standards] in PI34 subchapter Il [PI34.02]. See Training Section below.
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In addition, the following qualifications are important:
* Demonstrate a strong desire to serve as a cooperating teacher.
* Demonstrate professional and ethical behavior and attitudes.
* Demonstrate a high level of professional teaching skills.
* Recommended by school and university personnel.
* Ability to foster and maintain a mentoring relationship in support of early career teachers.

Training

Due to program updates and state-level changes, we strongly encourage all Cooperating teachers working
with UWSP teacher candidates to attend the UWSP-specific training provided prior to each semester. Training
will be held via Zoom in (or around) August and December each year, and a recording of the training will be
sent to all CTs for later reference and for those unable to attend synchronously.

Cooperating Teachers must have an Affidavit of Training (Appendix L) on file with the Office of Field
Experiences.

Additional Training for Credit

UWSP also offers EDUC 758: Cooperating Teacher Fundamentals, a one-credit, asynchronous course,
for anyone looking to host future student teachers, or explore professional development around
mentoring and supporting student teachers. This course is offered as needed each semester and can
be taken as elective credit towards UWSP’s MS-Ed program or as a non-degree seeking student. Credit
reimbursement may also be available through a scholarship program.

Responsibilities of Cooperating Teachers
The cooperating teacher will:
* Familiarize themselves with the phases of the student teaching experience (Appendix B).
* Assist the teacher candidate in developing a Statement of Expectations (Appendix C) plan that
provides for the teacher candidate to demonstrate proficiency.
* Direct the day-to-day activities of the teacher candidate, providing opportunities for them to become
engaged in all steps of the teaching assignment.
o This means that teacher candidates should have access to all duties that are assigned to the
CT as part of their regular contract, including but not limited to supervision responsibilities,
communication with students (and their adults),
* Participate in observations, conferences, and the preparation of reports for the purposes of evaluating
the teacher candidate’s performance, in conjunction with the university supervisor.
* provide at least one written Cooperating Teacher Evaluation (p.37) submitted to the Office of Field
Experiences [P134.13]. Student teachers are encouraged to keep a copy for their personal files.

Teacher Candidates and Subbing

There are only very specific circumstances under which a teacher candidate is able to act as a substitute in
the absence of a qualified CT. Recent emergency rules and updates to P1.34 have made things confusing and
challenging to enforce. We ask that all CTs review the Student Teaching Equivalency Choices with their
teacher candidates, and understand the parameters of the choice their student teacher makes (Appendix D).

*Please note that Interns are governed by the WIP rules and are not to be used as substitutes, under any
circumstances. See the WIP Handbook if you are working with an intern.

Other Points for the Cooperating Teachers to Remember:
While the suggestions in the following section are not requirements, we do strongly suggest using this list as a
starting point for working with your teacher candidate. If through your experience, you discover essential
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additions to the below list, we encourage you to share them with us to assist your fellow cooperating teachers.

At a first meeting (or “Orientation”):

* Arrange a tour of the school or campus.

* Provide a workspace for the teacher candidate.

e Share school and classroom procedures and policies in an easy-to-access format.

* Introduce the teacher candidate to administrators, faculty, support staff, and other co-
workers.

e Share school duties and routine matters with the teacher candidate.

* Discuss record keeping and parent report systems.

* Review important dates/meetings/planned activities.

e FEase the teacher candidate’s anxiety and apprehension about the experience with
encouragement and by answering any questions they may have.

During Planning & Teaching:

* Provide the teacher candidate with district curriculum and assessment resources.

* Assist the teacher candidate in locating teaching resources.

e Establish clear expectations for lesson plans: format, due date, procedure for feedback, and
revisions.

* Encourage the teacher candidate to experiment with new materials, methods, and techniques.

* Discuss and support a range of teaching strategies to meet the needs of diverse students.

* Provide opportunities for the teacher candidate to gain experience in a variety of teaching
formats (i.e. small group/large group/team teaching).

* Assist the teacher candidate in understanding specific needs of your students.

e Require that the teacher candidate maintain a folder of lesson plans.

* Include the teacher candidate as an active member of the ‘teaching team’ from the onset of
the placement; include a variety of experiences. Incorporate the practice of co-teaching.

* Allow the teacher candidate to gradually assume responsibility for the teaching load.

* Make it clear to your students that the teacher candidate is a co-teacher in the classroom.

* Allow for lesson delivery with redirection/interruption only as needed; give feedback after the
lesson.

Observation, Feedback & Mentoring

While you may be more than willing to welcome a teacher candidate into your classroom, we recognize it can
be extremely difficult to hand over control and entrust your students to an inexperienced educator. With that
in mind, we thank you, once again, for your willingness to host a teacher candidate, and invite you to review
the resources in this section included to support you and the teacher candidate in developing a healthy and
successful partnership. The following information is meant to support you in your efforts to prepare our UWSP
teaching candidates to become effective teachers.

Fostering a Mentoring Relationship

It is an expectation of this program that teacher candidates assume all the duties of a full-time teacher for a
significant amount of time. And while they will be expected to follow any curriculum and policies set-forth by
your school district, we do hope they will go through the full experience of planning, preparing, teaching, and
reflecting upon lessons independently.

As teacher candidates assume more of the planning and instructional duties in your classroom, this is an
opportunity for you to support them through coach-like mentorship. Remember, you and your teacher
candidate may have different delivery styles, and they may not handle situations or deliver instruction the way
you would. When you begin to hand over more control to the teacher candidate, it can be helpful to assume a
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more coach-like role as opposed to a directive, supervisory stance. Cheliotes and Reilly lay out in Coaching
Conversations: Transforming Your School One Conversation at a Time (2018) “Rather than being judgmental,
a coach-like leader/teacher helps others plan, reflect, problem solve, and make their own decisions. The
conversation time is spent on mediating resources, clarifying intentions, and identifying multiple options to
assist [teacher candidates] in self-directed learning” (p. 17).

Additionally, it may be helpful to assume different roles on a continuum of support, depending on the
situation. The Ultimate Student Teaching Guide (2011) introduces three different roles, that of model, mentor,
or guide (Daniels, Patterson, & Dunston, pp.29-30).
* When acting as a model, you may demonstrate a lesson in the morning, and the teaching candidate
will mimic the instructional moves you modeled later in the afternoon.
* As a mentor, your teaching candidate may attempt a lesson and you would provide feedback and
answer questions either during or after instruction.
* And finally, in acting as a guide, the teaching candidate would share ideas, you would provide expert
advice, and then the teaching candidate would make an instructional choice or planning decision.

Offering Feedback through Discussion

Ongoing feedback and discussion with the teacher candidate is an essential step in preparing them to be
reflective, educators. However, for feedback to land effectively, an established level of trust and openness is
very helpful.

Early in the placement, discuss and clarify with the teacher candidate your processes for observation and
providing feedback and seek input from the teacher candidate for how they would like to receive feedback.

Remember, you do not have to be sitting in the back of the classroom in order to observe, discuss or offer
feedback. For example, you could take some time to explain why you made a specific instructional choice after
a lesson and ask the student teacher to share what they observed. You could also conference with the
teacher candidate before and after they assume the lead teaching duties and ask them clarifying or open-
ended questions to help them think through their choices.

The following are some discussion questions that may be helpful when conferencing with your teacher
candidate:

e What did you notice while | was explaining that assignment?

e How do you think the students responded to the instructions you gave? How could you tell?

* What skill are you hoping students will learn from this lesson? How will you know they learned this

sKill?

e What do you think is your next instructional move?

* What worked during that lesson?

*  What would you change if you taught that lesson again?

* What successes did you see during that lesson?

One of the best ways to open your teacher candidate up feedback is to provide it early and often. Find time to
regularly talk about instruction during your workday; don’t just wait until problems arise! Providing a mix of
formal and informal feedback fosters that mentoring relationship and gives the teacher candidate many
opportunities to be reflective. You could also support opportunities for the teacher candidate to gather
feedback from other professionals by encouraging them to invite your building principal(s) to observe and/or
conference (when possible).

Evaluation
Formal evaluation is an essential piece of the student teaching experience, and the teacher candidate must
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have your evaluation in order to complete their degree and license requirements. Thus, we encourage you to
review the evaluation protocol with the teacher candidate early in the placement (Appendix E).

You may also utilize the Cooperating Teacher Evaluation (p.37) as a reflection tool several times (especially at
the mid-term) during the placement, not just at the end. This form enables you to work with the teacher
candidate to determine areas of strength and growth, and areas requiring further attention. The goal is for
growth to be clear from the formative assessment ratings to the summative assessment ratings for each
standard. We suggest completing the formative assessment ratings in coordination with your teacher
candidate at the midpoint of their placement.

It is also part of your responsibility as a cooperating teacher to work with the university supervisor to assist the
teacher candidate. Participate (when possible) in Triad conferences when the supervisor visits the classroom.
Document and report to the university supervisor limited progress or concerns about the teacher candidate as
soon as they are noted. The supervisor is responsible for informing the Office of Field Experiences of
problems, but you may also feel the need to contact the supervisor if a problem is developing. The Office of
Field Experiences Manager is always available as a resource for you if you need help navigating an
uncomfortable situation with a supervisor or a teacher candidate.

Complete the summative assessment rating of the Cooperating Teacher Evaluation no later than one week
following the completion of the student teaching placement. Review with the teacher candidate, acquire
signatures required, and return to the Office of Field Experiences via email. Please format your evaluations.

Professionalism

The Office of Field Experience recognizes the professionalism of all our educational partners and will always
respect you as the professional you are. With that in mind, we do offer the following reminders and
suggestions for maintaining a professional and appropriate relationship with your teacher candidate:

e Exhibit a positive attitude toward the education of teachers and respect for the integrity of the teacher
education program.

* Guide your teacher candidate in the values and dispositions of the profession (Appendix ).

* Model best practices.

* Continuously coach the teacher candidate to grow and develop.

* Demonstrate your philosophy of teaching.

* Demonstrate respectful confidentiality in all aspects of your job.

* Provide opportunities for the teacher candidate to observe classroom teaching other than your own.

o Select role models who will demonstrate skills the student needs to develop.

* |nvolve the teacher candidate in faculty meetings, parent-teacher conferences, IEPs, and other
pertinent school functions.

o Reminder: Teacher candidates are required to participate in all duties of a full-time teacher;
however, they cannot be compelled to do any additional duties (such as coaching, advising
extra-curriculars, or committee meetings) that you assume on top of your regular contract.

* Share your professional involvement in organizations, projects, etc. with your teacher candidate.
Connect them to the profession beyond the classroom walls!

* Encourage your teacher candidate to attend teacher conferences and other workshops.

* Complete a letter of recommendation for the teacher candidate, upon their request.

o Thisis considered one of the most important pieces of information in an application file.

o For helpful information about the preparation of letters of reference refer to the UWSP
Academic & Career Advising Center webpage at:
https://www.uwsp.edu/ACAC/Pages/default.aspx.
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University Supervisors http://www.uwsp.edu/education/Pages/fieldExp/Supervisors.aspx

/To the University Supervisor: \

This handbook is for your reference in meeting the requirements for student teaching that are set by
the UWSP Office of Field Experiences, in compliance with the regulations of the Wisconsin State
Department of Public Instruction. The purpose of these requirements and regulations is to assure the
competence of each teacher licensed to teach in the state of Wisconsin.

Your supervision and guidance of the teacher candidate in their placement allows them to gain further
insight into the complex act of teaching. Additionally, you serve as an important resource to
cooperating teachers and administrators in schools. Quality schools depend upon highly qualified
teachers and student teaching is a crucial part of quality assurance. Through three-way interaction
between you, the teacher candidate, and the cooperating teacher, this process is both a capstone of
pre-service courses and a foundation for in-service professional growth. Your assessment and
evaluation of the teacher candidate’s performance is the deciding factor in their successful
completion of our program and their certification for licensure.

This handbook provides guidelines for collaboration between the university and the education
community. The Office of Field Experiences extends our gratitude for your contribution to this process
and will express it with our support in every possible way.

Please contact us at any time with your questions, concerns, or comments. Thank you again for your
time and commitment to this job and our profession.

Sincerely,

sz

Kelly Seefeldt
\Office of Field Experiences Manager /

Qualifications

To serve as a university supervisor faculty must have at least 3 years of teaching, pupil services, or
administrative experience or the equivalent as determined by the department in prekindergarten through
grade 12 settings. (WI Administrative Code [P134.11 (2)(c)]). Adjunct supervisors must have at minimum a
master’s degree in addition to the experience listed above.

In addition, for adjunct faculty, the following qualifications are considered:
e Experience with supervision/mentoring and evaluation of teachers in classroom environments.
Training and experience in the licensure area they plan to supervise.
Demonstrate a strong desire to serve as a university supervisor.
Demonstrate professional and ethical behavior and attitudes.
Demonstrate a high level of professional teaching skills.
Recommended by school and university personnel.

Responsibilities of University Supervisor
The university supervisor will:
1. provide the teacher candidate and cooperating teacher with information about DPI and University
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requirements.
ensure that at least four formal supervisory visits take place within each student teaching semester,
each of at least one hour in length (not including conferencing time), structured so that the teacher
candidate and cooperating teacher have access to the observer for conferences within reasonable
times prior to or after each visit.
be available for evaluative conferences or other hearings with the teacher candidate, cooperating
teacher, cooperating administrator, or their delegates.
keep accurate records of the assignment and supervision evaluation of the teacher candidate.
review the teacher candidate reflective journal submissions on a weekly basis and provide timely
feedback.
ensure that university supervisor formative assessments (Appendix E; p.42) are filed with the Office of
Field Experiences within one week of completion of the student teaching observation.
o Email PDFs/Word docs to field.experiences@uwsp.edu.
participate in the final assessment and submit the evaluation report in a timely fashion.
submit TERs monthly to the OFE. Payment Services will not reimburse trips after 90 days.
Maintain and monitor communication through your UWSP email account.
o Once the semester begins, all communications from the OFE will arrive through your
@uwsp.edu email account, as well as communication regarding financial information. To avoid
missing anything important (to the OFE or to you), we ask that you login regularly.

For University Supervisors to Remember
The following suggestions are provided to help assure a successful experience:

Orientation

Contact the cooperating teacher early in the placement - explain your role and expectations of the
student teaching experience.

Establish clear guidelines for the teacher candidate regarding weekly schedule, reflection journal
submissions, written lesson plans, etc.

Review the Statement of Expectations (Appendix C) established by the cooperating teacher and
shared with the teacher candidate. Assure that both parties have clarified expectations - especially
concerning lesson plans and evaluative feedback.

Discuss observations and evaluations - with both the teacher candidate and cooperating teacher.
Establish a tentative timeline for visits - with both the teacher candidate and cooperating teacher.
Discuss your process and timeline for your final assessment.

Ease the teacher candidate’s anxiety and apprehension about the experience.

Be supportive of the cooperating teacher’s efforts and be readily available to them.

Observation & Feedback

Assure that the minimum number of visits is conducted - of at least one hour in length, not including
conferencing time.

Arrange convenient times for observations and allow for time to conference with the teacher
candidate and cooperating teacher. This may mean scheduling observations around prep periods as
well as before and after school hours.

Provide feedback to the teacher candidate from your observations and review of weekly reflection
journals.

Inform the teacher candidate as soon as possible if there are concerns about a successful completion.
Notify the Office of Field Experiences Manager as soon as possible if you notice potential problems -
with either a teacher candidate or cooperating teacher.
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Evaluation

Review the evaluation protocols (Appendix E) with the teacher candidate and cooperating teacher
early in the placement.

Determine together with the teacher candidate areas of strength and growth, and areas requiring
further attention.

Work with the cooperating teacher to assist the teacher candidate.

Complete the University Supervisor Formative Assessment (p.42) for each observation. Review with
the teacher candidate and cooperating teacher. Provide the OFE a copy for inclusion in the student’s
teaching file.

Discuss the final evaluation of the teacher candidate with the cooperating teacher.

Submit a final grade of pass/fail/incomplete for the student teaching experience(s) to the Office of
Field Experiences Manager at the end of the placement.

Professionalism

As newly-minted professionals, teacher candidates will be looking for role models in fostering their careers in
education. They will look to you as experts in the field, and your experience will be a valuable resource. We
appreciate all our university supervisors for demonstrating mastery of the values and dispositions of the
profession (Appendix I). In addition, we offer the following reminders regarding professionalism:

Exhibit a positive attitude toward the education of teachers and respect for the integrity of the teacher
education program.

Guide your teacher candidate in the values and dispositions of the profession (Appendix ).

Be a positive, guiding force by sharing useful ideas in helping the teacher candidate to grow.

Arrive on time for scheduled observations.

Be respectful of the cooperating teacher’s classroom.

Demonstrate respectful confidentiality in all aspects of your job. For example, do not discuss a teacher
candidate’s performance with other teacher candidates, or cooperating teachers who are not working

with that teacher candidate.
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Appendix B

Phases of the Student Teaching Experience

A teacher candidate must be actively involved in the classroom from the beginning through the end of the
term. The depth of that involvement follows a progression from orientation to increasing levels of engagement
followed by a period for closure. These phases will best be determined by the cooperating teacher. There is
not a hard and fast rule about how much time should be spent in each phase.

Orientation

Active
Participation
& Instruction

\

elearn about the school building, classroom, and students
eteacher candidate assists as the CT delivers instruction,
manages classroom, and conducts other school-based tasks
eteacher candidate becomes acclimated to the classroom and
school culture and processes

J

steacher candidate engaged in the duties of teaching \
steacher candidate is both assisting with instruction and taking on more lead
teaching responsibilities
eUniversity supervisor and CT work together to determine how much "solo"
teaching time is appropriate for the teacher candidate
¢In some placements, the teacher candidate may assume lead teaching
responsibilities for several weeks, in others, the teacher candidate and CT may
act as co-teachers for the majority of the experieince
steacher candidate spends time in non-instructional duties such as planning, staff
and/or team meetings, conferences, and other responsibilities of a teacher

steacher candidate develops confidence and skills needed to be a successful
educator /

Transition &
Reflection

steacher candidate releases leadership of planning, instruction, and assessment bacb
to CT

steacher candidate may spend time observing other classrooms and/or disciplines or
seek out opportunities to develop areas identified for continued growth

eteacher candidate continues to be involved as co-teacher
eall members of the Triad focus conversation and reflection on a final evaluation )
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v’ Participate as an active member
of the Co-teaching Team

v Involve TC in all aspects of
planning, instruction, and
assessment of student learning

v Make introductory visits, as needed
v Review Statement of Expectations
and make comments/suggestions,

Second as needed, OR continue email
Week v" Regularly provide contact to assure TC and CT are clear
both written and about expectations
verbal feedback v Provide feedback to
weekly reflection journals
through end of
placement
v Continue to be involved in all v Contact the OFE if any v Make first classroom
aspects of the school day concerns about the observation (no later than
Third-Fourth progress of the third week)
Week v" Assume leadership for some placement arise v' Complete the Supervisor’s

aspects of co-teaching as
established by Statement of
Expectations

Formative Assessment

v’ Contact OFE Manager if any
concerns about the progress
of the placement arise

Fifth-Seventh
Week

v Expand leadership role in
planning, instruction, and
assessment

v" Assume the primary role for
planning, preparation, instruction
and assessment

v' Complete a midterm
evaluation with the TC
using CT Final Evaluation
so as to show progress
through the end of
placement

v' Allow TC to take on lead
role in Co-Teaching Team

v" Confer regularly with CT & TC
regarding progress

v Make classroom observation
during the time the TC is in the
primary instructor role

v' Complete the Supervisor’'s
Formative Evaluation

Eighth Week
v/ Remain active in all aspects of v' Discuss with TC their v' Discuss CT Evaluation
classroom activities while turning interest in visiting other v' Contact OFE Manager
the leadership role back over to classrooms in the immediately if TC will not
CT school/district to further successfully complete the
develop identified placement
needs/interests
v’ Assist in arrangements
for other classroom visits
Ninth Week v’ Use Part of your time this week to | v Complete CT Evaluation v Remind both the TC and CT

observe other classrooms to

and discuss with TC and

that all evaluations must be to
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Cooperating Teacher Summary Evaluation Report
INSTRUCTIONS: Specify at least two separate examples of evidence for each standard along with identifying the
teacher candidate’s overall progress, as outlined on the assessment scale below. Successful teacher candidates
must be rated READY for licensure in all 10 standards as per PI34.023 (2).

NA (No B (Beginning): D (Developing): P (Proficient): AM (Approaching
Attempt): Mastery):
Teacher candidate | Teacher candidate is Teacher candidate Teacher candidate is | Teacher candidate is
has made no beginning to demonstrates some proficient for an approaching mastery
attempt to demonstrate some characteristics of early-career of the standard,
demonstrate this characteristics of this | standard but is educator; all aspects meaning all aspects
standard despite standard, but without | continuing to develop of this standard are a | of the standard have
having the enough progress those skills; aspects of | regular part of the become fully
opportunity to do needed to the standard have not teacher candidate’s integrated into their
S0. successfully lead a become a regular part practice. practice.
classroom. of their practice.
Not Ready Yet Ready
Teacher candidate is lacking progress toward proficiency and has not Teacher candidate demonstrates the skills
yet demonstrated the skills needed to be an early career educator needed to be inducted into the profession,
licensed in Wisconsin. where they will continue to learn and grow.

Additional formats of this document can be found at
https://www.uwsp.edu/education/school-of-education/student-resources/field-experiences/

Teacher Candidate: Select One [0 Student Teacher [ Intern Teacher
Cooperating Teacher: Date:
Subject(s): School/City:
Grade Level(s): Start Date:
End Date:

Description of Context:

The Learner & Learning

#1: Pupil Development

The teacher candidate understands how pupils grow and develop, recognizing that patterns of
learning and development vary individually within and across the cognitive, linguistic, social,
emotional, and physical areas. The teacher designs and implements developmentally
appropriate and challenging learning experiences for pupils.

] ] NA | B | D P | AM

Standard 1 Formative Rating; Date: Not Ready Yet Ready
) L NA | B | D P | AM

Standard 1 Summative Rating: Not Ready Yet Ready

Evidence:
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