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Evaluations and Required Forms 
The responsibility for formative and summative evaluation is shared by the classroom teacher and the university 
supervisor.  Completion of forms is helpful because written feedback is valued by student teachers and it ensures that 
documentation is available and clear for a final grade.  In addition to written feedback, regular conferences should be 
held with the student teacher to discuss progress.  Such conferences should be characterized as non-threatening and 
supportive.  Both written and verbal suggestions should be as specific as possible to give the student teacher every 
opportunity to remove any areas of inadequacy before receiving the final evaluation. 
 

·  Classroom teachers should complete Form A’s, as well as the mid-term and final evaluation (Form E).  The 
student teacher, university supervisor, and classroom teacher will be participants in a mid-term evaluation 
conference.  The appropriate copies of all evaluations will be given to the student teacher, classroom 
teacher, and university supervisor. 
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·  University supervisors should provide written feedback after each observation (Form A).  They should also 
fill out a final evaluation (Form E) for the student teacher.  A three-way conference should be scheduled at 
the midpoint of each placement, to discuss progress and goals and to review the form E evaluations.  It is 
recommended that the final evaluation be discussed with the student teacher and classroom teacher. 
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The student teaching notebook containing all required components (see form B for the list) including the required 
observations and reflections to the university supervisor, lesson plans, original copies of evaluations, and all 
other documentation must be submitted in satisfactory condition to the Director of Student Teaching by the dates 
indicated in this syllabus to receive a passing grade for student teaching.  Your notebook should contain your 
best work! 
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Grades for All Student Teachers 
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·  Cover page-Must contain the student teacher’s name, semester and year, assigned school’s name, grade 

level or subject area, the classroom teacher’s name, and the name of the university supervisor.  Use a 
binder with the sleeve on the cover so that you can simply insert your cover page and have it visible on the 
OUTSIDE of the book. 

·  See Form B Notebook Table of Contents for the organizational requirements. 
 
Schedule for Submission of Notebooks 
 
Things to know about notebook requirements: 

·  All notebooks must be checked in with the Secretary to the Director of Student Teaching (Victoria), in Gr 
101  -  Elementary Students have two placements, and will turn in one notebook at the end of each 
placement. 

·  Form B is to be placed in the pocket inside the front cover prior 
·  Your notebook must be with you, and up to date � � 
 � �� � �  of your placement. 
·  Submission Deadlines 

o First placement – notebooks are to be submitted five calendar days after the placement is over (if this 
happens to fall on a weekend, bring it on the Monday following that date). 

o Second placement – the notebook is due one day after your placement is over (if this happens to fall on 
a weekend, bring it on the Monday following that date).  If you have kept your notebook up to date, this 
should not pose a problem. 

·  If you should fall behind on your notebook your supervisor will bring this to your attention, and direct you to 
get caught up by a certain date, if you receive this directive it is critical that you meet the deadline provided.  
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·  Failure to keep your documentation up to date, could result in being removed from student teaching until you 
are caught up.  The days you are removed, will NOT count toward your student teaching time and will need 
to be made up at the end of the placement.  In cases where this happens regularly the placement may be 
terminated.  Keeping up the notebook is CRITICAL! 

·  Notebooks are available for pick up after semester grades have been posted (not before that time). 
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·  Do NOT drop off your notebook after hours.  Hand it directly to Victoria.  Notebooks dropped off after hours in 

the past have come up missing, causing students to recreate all of all that work, don’t let this happen to you! 
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Indiana University South Bend  - School of Education 
Student Teacher Observation/Evaluation -  Form A 

 

 �� � � � ��+� � � 
 � �FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF� � �� �FFFFFFFFFFFFFFFFFFFFFFF�
- �� � � I
 � 6<� � �FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
 � 
 � � �FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
� �� � � �� � � �+� � � 
 � �FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
	 � �� � �� ��! �
 � � � �� �� � �FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
�
Ratings:  
9�J�� � " �� � �� " �?�� � !�� !" � � � � �	� �#� ���*� �� #��� � ��� � � ��� <� � � �� 
 .�0� 	� ����
������	� �� � �� !� � �� ��#� � $� � � � B�!� =� 	!	� 1�� �� �� � ��� !�	" � !� � � " � � �.��
2�J� � � � �� � �� " �?�� � !�� !" � � � � �� �	1� ��)�*� �� #��� � �� <� � � �� 
 ��� � � ��

; �J�) �� ��� �� � ��?�� � !�� !" � � � � �	� �� ���� � �� <� � � �� 
 ��� � � �.�
�
1�J�� � �� �� � � �� " �?�� � !�� !" � � � � �	� �#� ���� *� � � ��� � �� <� � � �� 
 ��� � � �.�

Instructional Competencies (IUSB 1, 3, 4, 7)                                 
_____Exhibits thorough knowledge of subject matter 
_____Employs creativity and innovation 
_____Plans organized, effective lessons 
_____Adapts instruction for diverse student needs 
_____Uses a variety of instructional strategies and resources 
_____Uses multiple representations and explanations of concepts 
_____Demonstrates appropriate closure techniques 
_____Provides an appropriate written plan for the lesson 
_____ Assessments appropriate to learning objectives 
_____Provides clear directions and assignments 
�

Comments: 

Personal/Professional Attributes (IUSB 2, 3, 5, 6, 9)  
_____Demonstrates knowledge of human development         
_____Communicates effectively and error-free, oral/written 
_____Models interest and enthusiasm 
_____Fosters inquiry, collaboration, and supportive interaction  
_____Establishes effective rapport with students 
_____Treats all students with respect 
_____Listens to students, identifies problems, seeks help as needed  
�

Comments:�

Classroom Management (IUSB 5, 7)    
_____Maintains a positive classroom atmosphere 
_____Responds effectively to “off-task” behaviors 
_____Uses varied methods to maintain discipline 
_____Organizes classroom setting for instruction 
_____Manages classroom time effectively 
�

Comments:�

Other (IUSB 8, 9)      
_____Presents positive personal appearance 
_____Demonstrates professional behavior 
_____Modifies behavior following constructive comments 
_____Self-evaluates performance�

Comments:�

Additional Comments: � � �� �#� )� ��� � ���!� � ��� �� �� � �� � � ��� !" �; � ��� !�� � !!� �	� � �� � " " � � �� �
 

Circle One: � � 	� � !� 	�)�� � � � !� 	� � !�� !�� �� � � !� � " �0� � � � � ! 
Signature: _____________________________________________     Date: _____________________ 
 

Copies to: Student Teacher, University Supervisor, Classroom Teacher 
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Indiana University South Bend School of Education 
Student Teaching Notebook 

Table of Contents 
Form B for Elementary Education  

 
It is intended that this form will be used will be used throughout each student teaching experience to 
monitor notebook progress. Supervisors are to check items off as they are placed in the notebook.  
PLEASE DO NOT WAIT UNTIL THE END TO DO THIS! 
�
Student Teacher____________________________   Date _____________________________ 
Grade/Subject___________________ School_______________________________________ 
Classroom Teacher____________________ University Supervisor_____________________ 
Placement # _______ Assignment Dates: From_______________ to ____________________ 
�
�
Section Required Contents/Due Date Supervisor Check 
Cover Page 
 Student Teacher Name/Semester/Year; School Name/ 

Subject(s)/Grade Level(s); Classroom Teacher’s Name; 
University Supervisor’s Name 
* / �� � � � �� �� � � � � !" �� �� � ��� � �	� � 	
 � �� � � $� ��� ���� � �� � �� *� � $A� �� � � � ! 

Yes_____ No _____ 
 
 
Yes_____ No _____ 
 

Section 1 
 

This Week’s Lesson Plans—beginning Week 2 Yes_____ No _____ 

Section 2 
 Lesson Plans in Reverse Chronological Order—from all 

preceding weeks Yes_____ No _____ 

Section 3 
 Teaching Evaluation Forms 

·  All Forms A’s – Observation/Evaluation Forms 
·  All Form E’s (Midterm and Final Evaluations) 
·  Form C Schedule for Student Teaching—(Week 1) 
·  Form D Documentation of Professional Experiences—

(Initialed Weekly and Final Week) 
·  Form LP Phase 2 Lesson Plan Evaluation Form  
·  University Supervisor Agreement—(Week 1) 
·  Letter of Notification to Parents—(Week 1) 
·  Student Teaching Dialogue Documentation—(Week 1) 

Yes_____ No _____ 
Yes_____ No _____ 
Yes_____ No _____ 
Yes_____ No _____ 
 
Yes_____ No _____ 
Yes_____ No _____ 
Yes_____ No _____ 
Yes_____ No _____ 
Yes_____ No _____ 

�
Overall Notebook Evaluation:  Unsatisfactory _____ Acceptable _____ Target _____ 
 
University Supervisor Signature: __________________________________________ 
 
Date: _____________________ 
 
 
Additional comments:�
�
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Indiana University South Bend – School of Education – Student Teaching 
Form C  -  Schedule for Student Teaching -  Elementary 

Student Teacher  Name _____________________________________________________________________________________ 
School Name _______________________________________ School Phone (     ) _______________________________ 
 
Hour  
(Times) 
 

Room Monday Tuesday Wednesday Thursday Fr iday Notes 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

        

        

        

Extra- 
Curricular 

       

 
Arrival Time For Teachers _______________    Dates School will not be in session 
Arrival Time for Pupils         Dates    Reason 
Dismissal Time for Pupils             
Dismissal Times for Teachers            
Lunch Times              
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Form D – Classroom Experience Record - Elementary 
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Form LP 
 

Indiana University South Bend - School of Education 
Student Teaching Lesson Plan Evaluation Form 

 
Name of Student Teacher      Date     
Placement: (Location/Grade)         
 
We believe that      is ready to move to phase two 
   (student teacher name) 
 
planning. It is understood that the student may be put back on phase one planning at any time 
should the quality of lesson plans decline. This decision is based on lesson planning 
proficiencies checked below: 
 
 

�  Lesson Plan Attributes 
 The student teacher’s lesson plans: 
 are always written in advance. 
 are submitted for review by classroom teacher prior to instruction. 
 appropriately cite state academic standards. 
 contain clearly stated objectives. 
 list prior knowledge students will need to experience success with the lesson. 
 contain adequately detailed instructional sequence, include key concepts, 

vocabulary and/or questions to be used during the lesson. 
 include assessments that are based on the stated objectives. 
 include appropriate adaptations for students.  
 The student teacher reflects on lessons after they have been taught and 

includes a written reflection in the assessment. 
 
Additional Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
            
Signature of University Supervisor and Date  
     
 
            
Signature of Classroom Supervising Teacher and Date 
  

Please give this form to the student teacher no sooner than the midterm conference, 
This form is to be included in the student teaching notebook. 
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