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General Policies and Procedures 

Dates and Schedule 
·  IUSB students complete a student teaching experience to meet the state’s requirements for the standard 

teaching license and additional licensures.  Dates have been established to account for school holidays 
and a limited number of unexpected closings or delays.  Students are required to remain in the student 
teaching placements according to these established beginning and ending dates.  Student teachers follow 
the calendar of the school corporation where they are assigned and not the IUSB calendar.  Students are 
expected to adhere to the teachers’ schedule established in the building where they are placed.  This 
applies to arrival and departure times, meetings, etc. 

Length of secondary placements may vary.   
o Students with only one placement will be placed for 11 weeks in their content area (if there is a spring 

break week during that time, the placement will span 12 weeks as spring break week does NOT 
count as a placement week). 

o Students with a second placement (reading, ENL, special education) will have a first placement of 10 
classroom weeks, followed by a second placement of 6 weeks in their additional area.  The same 
guidelines expressed above in regard to spring break apply to students with two placements.  

 
Schedules 

o Student teachers and classroom teachers must plan the student teacher’s schedule to ensure that:   
�  The student can gradually be phased into assuming instructional responsibilities (see schedule) 
�  The 10 or 11 week student teacher must assume the entire teaching load for a MINIMUM of 5 

weeks.   
�  If the student teacher assumes full instructional responsibility sooner than is indicated on the 

schedule they will get more weeks of “full time”.  Once the student teacher assumes full time 
responsibilities, they are to teach full time through the week prior to their final week. 

�  The student teacher and classroom teacher should also plan how the student teacher will be 
phased out of instructional responsibilities during the final week of the experience. 

�  During this final week, the classroom teacher may assist the student teacher in arranging to visit 
final week, which is convenient for the classroom teacher and the student teacher.  The university 
supervisor should be aware of these plans.  Student teachers may complete observations only 
with the advanced approval of the classroom teacher.  When student teachers are not completing 
observations, they should report to their assigned classrooms. 

�  Please see the phase-in/phase-out samples in the appendix. 
�  During ISTEP or other required standardized testing, schedules and responsibilities will be 

different – that is expected, and OK! 
Student and Classroom Teacher Absences 

·  Student teachers should be absent only in the event of illness or emergency. 
·  In the event of an absence, students must contact their classroom teacher and their university supervisor.  

In the event that a student teacher is absent more than: 
o than 3 days during a 10 or 11 week experience 

·  The student must extend the student teaching experience to meet this requirement, and may not 
proceed to a subsequent placement until absences beyond those allowed have been made up. 

·  Also, in the event that the school has numerous emergency closings, the student teaching experience 
may have to be extended.  Any questions regarding attendance or number of required days should be 
referred to the university supervisor.  Occasional snow days will not be made up; if snow days exceed 
the minimum number of absence days above, decisions will be made on a case-by-case basis.  
Please contact the Director of Student Teaching should this occur. 

·  Student teachers may not be used as substitute teachers or receive remuneration for student 
teaching. 

 
 
Student Responsibilities 
The student has the responsibility of being professional, well-prepared and well-groomed.  Note:  full-time 
employment is not recommended during the student teaching experience.  If at any time work duties interfere with 
the quality of performance in student teaching, the student will be given the choice of cutting back on work, or 
discontinuing their student teaching experience.  If a student is injured while student teaching, a corporation 
accident report must be filled out immediately and submitted to the appropriate corporation authorities.  A copy of 
the completed report must be submitted to the Director of Student Teaching within five days of injury. 
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Along with assuming instructional responsibilities, student teachers are expected to participate in school-
sponsored in-service programs and other professional development activities.   
 
Student teachers are expected to assume responsibility for routine procedures related to non-teaching duties 
under the supervision and direction of the classroom teacher.  Student teachers should not be assigned any 
responsibilities for activities for which the classroom teacher is receiving extra remuneration (such as coaching). 
 
Professional Conduct 
The student, although a member of a school team, retains his/her position as a student in the IUSB Teacher Education 
Program and as such should recognize and use School of Education protocol.  The student needs to discuss any concerns 
about the student teaching experience first with his/her classroom teacher.  His/her next professional advisor is the assigned 
university supervisor.  The student does not consult with other faculty or administrators in the assigned school or at the 
university.  If the need arises, the university supervisor and the student may then discuss any concerns with the Director of 
Student Teaching and then finally, as necessary with the Dean of the School of Education. The student who violates the 
protocol will be expected to explain his/her actions to the Dean and members of the School of Education. 
 

·  Additionally, although placed in the field for student teaching the Indiana University student code of 
conduct still applies, details of the code may be accessed here: http://www.dsa.indiana.edu/Code/ 

·  Student teachers and university supervisors are expected to respect the confidentiality of the students in the 
classroom and school. 

·  In the event a school corporation experiences a management/labor union dispute culminating in a strike action, 
placement of student teachers is suspended until a resolution is reached. 

·  Student Teachers should wear their IUSB Student ID at all times!  If you don’t have one-get one! 
 

Discipline 
·  Student teachers are not allowed to use or be involved in the administration of corporal punishment (this 

includes being a witness) 
·  The classroom teacher should acquaint the student teacher with school wide and classroom disciplinary 

procedures and rules at the very beginning of the experience. 
·  If a school handbook is available that describes rules and disciplinary procedures, a copy should be provided for 

the student teacher’s reference. 
 

Resolving Problems 
It is important that all parties begin with a commitment to open and honest communication.  While it may be necessary to have 
confidential conversations with a university supervisor, problems are difficult to resolve without open communication between 
all people involved as early as possible. 
 
Student Teaching Files 
Forms D and E remain in the student teaching permanent record file; therefore, the student has the right to inspect these at all 
times.   
 
Student Teachers receive information in the Student Teaching Seminar on establishing a placement file.  This file should 
include letters of recommendation from professionals who can positively comment on their professional competencies.  It is 
recommended that students request letters from their classroom teacher and university supervisor; however, the student is not 
required to include letters from these individuals.  Students may elect to place their copies of their final recommendations in 
their placement files. 

 
COURSE REQUIREMENTS 

 
Attendance:  All students completing student teaching and practicum experiences must follow the attendance 
and schedule guidelines as stated in this handbook/syllabus.  It is recommended that student teachers keep 
outside work commitments to a minimum during the student teaching experience.  Note: student teachers who 
must work during student teaching, total work hours per week should not exceed 20 hours. Student teachers who 
anticipate the need to work more than 20 hours per week, must obtain special permission. Under no 
circumstances may students alter the student teaching schedule to accommodate other work commitments.  
Students should only be absent during their student teaching experience due to personal or family illness or 
emergency. 
 

Initial Observations 
 

 
The student teacher is required to complete two observations during the student teaching placement.  Observations must be 
submitted electronically to the University Supervisor with a copy in the Student Teaching Notebook.  See the attached material 
for more specifics on the following assignments. 
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Observation #1 is narrative description of your school placement of approximately 2 pages.  The description should begin 
with the broad context of the school district and building, and narrow in focus to describe the classrooms and students you will 
be working with in your placement. 
 
 

 
Observation #2 is related to diversity (see appendix for the items that are to be addressed).  Student teachers with LiveText 
accounts should create this reflection in LiveText and share it with the Director of Student Teaching and Clinical Practice 
 
 

Lesson Plans for Student Teachers 
 

Phase One 
Student teachers must write a lesson plan using the IUSB Student Teaching lesson plan template for each and every teaching episode 
while in phase one planning.  Phase one planning lasts a minimum of 5 weeks (in a 10 or 11 week placement, 3 weeks in a 6 week 
placement, and 4 weeks in an 8 week placement).  The university supervisor and classroom teacher will decide based on the quality 
and consistency of the phase one plans, when the student teacher may proceed to phase two. The classroom teacher and university 
supervisor will document the student teacher’s readiness to proceed to phase two on form LP.  This form will be placed in section 5 of 
the notebook. Lesson plans in either phase should be organized in a logical manner in Section 1 of the student teaching notebook.  The 
notebook should be in the student teacher’s classroom each day so it can be reviewed by the classroom teacher and the university 
supervisor.  Students do not need to write lesson plans for lessons which they are only observing.  All student teachers in phase one 
will use the IUSB Student Teaching Lesson Plan Template, or in the case of inquiry lessons, the inquiry format.  Alternate formats 
MUST be approved by the Director of Student Teaching – in advance.   
 
Phase Two 
Student teachers who have been approved to move to phase two planning.  Option A is a weekly planner (see appendix).  This form 
allows the student to write the plans in a much abbreviated format.  If the quality of lesson plans diminishes in phase two, classroom 
teachers and supervisors have the authority to move the student back to phase one.  When in phase two planning, reflection is still a 
must, this must be done on a separate sheet and attached to the phase two planner.  All lesson planning formats will be available in 
the resources section of Oncourse. 
 
The current week’s lesson plans should be available in Section 2 of the notebook.  All preceding week’s lesson plans should 
be filed in Section 3 of the notebook. 
 
The notebook should be up-to-date and in the student teacher’s classroom each day so it can be reviewed by the classroom 
teacher and the university supervisor.  Students do not need to write lesson plans for lessons which they are only observing.  
All student teachers will use the IUSB Student Teaching Lesson Plan Template either in document or LiveText format, or in the 
case of inquiry lessons, the inquiry format.  Alternate formats MUST be approved by the Director of Student Teaching in 
advance. 
 

 
Students who have LiveText accounts, will create two lesson plans in LiveText and submit them for review to the Director of 
Student Teaching.  One lesson plan should be done prior to the mid-term evaluation of each student teaching placement.  The 
other should be shared after the mid-term of each student teaching placement. 
 
� � � � � � � �� � 	 
 � �� 
 �� � � �� 
 � �� � � �
Student teachers in placements will complete the 2 reflections listed below.  The points of the topic must be addressed, but 
you are encouraged to include other aspects as appropriate.  Each reflection should be approximately 2 pages, double 
spaced.  This should be word processed with one copy sent electronically to your University Supervisor, another copy done in 
the LiveText and shared with the Director and Student Teaching with a copy of this placed in your Student Teaching Notebook.   
 
Reflection #1—Professional Successes & Challenges—due in your notebook on the date indicated in the Weekly 
Schedule of Assignments. 
Up to this point in your student teaching, reflect upon your successes and challenges.  Consider the areas of: planning, 
instruction, assessment, classroom management, interaction with students, and collaboration with the classroom teacher and 
other educational professionals you have interacted with during this placement (see appendix). 
 
Reflection #2-Field Observations-due in your notebook on the date indicated in the Weekly Schedule of Assignments. 
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During the last week of the experience, one full day is to be used to observe teachers (other then the classroom teacher and 
including other student teachers) in the building or in the other schools.  Observations of other grade levels, disciplines, 
settings and teaching styles adds to the overall experience for the student.  They should reflect the student teacher’s 
understanding of a classroom’s climate, the teacher’s interactions with his or her students, the variety of instructional methods, 
etc.  These observations should be prepared with a brief description of the classroom (s) observed and a summary of what 
the student teacher gathered from the observations.  Student teachers in placements will complete the 2 reflections.  See the 
material specifying the 2 reflections. 
 
*  A note about reflections:  do NOT use student’s real names when writing about classroom incidents etc. Referring to a “a 
female student” or “a student I will Jane” is fine. 
� � 	 �� 	 � �� � � �� � � �� � � � � � � �� � 	 
 � � � � �

 
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. 

 
·  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. 

 
·  Student teachers must keep a record of their hours using Form D.  They should provide their university supervisor 

with a schedule using Form C.  Student teachers are expected to engage in self-evaluation and reflection.  This is 
evidenced by the written comments included in the lesson plans.  They are required to write daily lesson plans and to 
have those available in their assigned classrooms.  All student teachers must submit a student teaching notebook for 
each placement as described in the syllabus to the Director of Student Teaching for a final grade. 

 
·  Students should include the original copies of evaluations forms A and E in their notebooks.  Student teachers will 

also do a self-evaluation at the midterm and final point using form E (there are 5 different versions of form E-
according to the developmental level of the placement). 

 
 
The student teaching notebook containing the above required components including the required observations and 
reflections to the university supervisor, semester’s 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! 
 

Note:  Failure to submit the student teaching notebook with all required 
information, may result in failure of student teaching; this could also occur if 

the quality of the documentation is poor. 
 

 
Grades for All Student Teachers 

 
The final responsibility of assigning grades for student teaching and practicum experiences rests with the Director of 
Student Teaching & Clinical Practice who is the Instructor of Record for these courses.  Only four grades are possible: 
Satisfactory (S), Fail (F), Withdrawal (W), or Incomplete (I). 
 
The grades of S or F are determined by the classroom teacher’s final evaluation, the university supervisor’s final 
evaluation, and successful completion of the student teaching notebook.  Grades of W and I are awarded according to the 
guidelines described in the current Indiana University South Bend Bulletin. 
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Students completing a second student teaching experience (in one semester) may not finish the experience before grades 
must be submitted at the end of the semester.   In such cases, students may be assigned an Incomplete (I), or Not 
Recorded (NR), which will be changed to the appropriate grade once the experience is complete.  Sometimes this can 
occur for students with single placements as well.  This occurs due to the difference between the grade submission (and 
posting) deadlines of IUSB and the realities of the student teaching calendar. 
 

 
 

Discontinuing a Student Teaching Experience 
 

Occasionally, student teachers make the decision to discontinue a student teaching experience.  If a student 
teacher begins to have doubts about becoming a classroom teacher, it can be helpful to discuss these 
feelings honestly with the classroom teacher and university supervisor.  Before any final decision is made, 
please schedule an appointment to meet with the Director of Student Teaching.  If a student withdraws or 
discontinues an experience, they will be required to complete a professional improvement plan as described 
below, prior to being placed for another attempt. It is extremely important that students explore their options 
and discuss feelings thoroughly before making a final decision. 

 

Removal of Student Teachers from a Student Teaching Placement 
 

Unfortunately, there are behaviors and attitudes (dispositions) which can result in a request from a building 
administrator, classroom teacher, or university supervisor to discontinue a student teaching experience.  The 
following behaviors, on the part of a student teacher, may result in removal from the student teaching 
assignment: 
 

�  Chronic failure to arrive prepared for assigned responsibilities. 
�  Use of profanity in the school setting 
�  Lack of professionalism when dealing with students, professionals, or parents.  This includes but is 

not limited to inappropriate dress, inappropriate interactions and failure to respect confidentiality. 
�  Frequent absences or tardiness. (one no call-no show, could do it) 
�  Other behaviors or attitudes, which might negatively impact on K-12 student learning. 
�  Failure to keep up with required documentation (the notebook, lesson plans etc) 

 
In the event that there is serious concern about the student teacher’s performance, the concern should be 

1) discussed with the student 
2) brought to the attention of the university supervisor 
3) brought to the attention of the Director of Student Teaching 

 
�  Any decisions about discontinuing the experience will be made after reviewing all documentation, 

consulting all parties involved, and in some cases, conducting direct observations of the student 
teacher.   

�  There are some circumstances that are severe in nature that will cause the student teaching 
placement to be discontinued immediately (without the previously outlined steps) 
 

Professional Improvement Plans 
�  If a student teacher chooses to discontinue a placement or is removed from a student teaching 

placement, they will be required to develop and satisfactorily complete a professional 
improvement plan before they will be given a new placement.   

�  This professional development plan will be created collaboratively between the student teacher 
and the Director of Student Teaching.  The Director of Student Teaching may enlist the 
assistance of the Dean of the School of Education, or a department head in determining if the 
student teacher’s progress is satisfactory, and warrants a new placement. 

�  New placement will NOT be in the same semester! 
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Student Teaching Notebooks 
 

·  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. 
·  Use a three-ring binder (at least a 2 inch binder seems to work best). 

 
Schedule for Submission of Notebooks 
 
All notebooks must be checked in with the Secretary to the Director of Student Teaching (Victoria), in Greenlawn 101. 
 
Things to know about notebook requirements: 

·  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 – if you have a 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.  

·  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, not only to document your work for IUSB, but as evidence that you will keep up with 
the critical paperwork required of classroom teachers. 

·  Notebooks are available for pick up only after semester grades have been posted (not before that time). 

�
� ������� ������ ������ ������ ������ ������ ������ ������ ������� ������ ������ ������ ������ ������ ������ ����
���� � � � � � �� � � �� � � � ��� �� � � � �� � � � � � � � � � � �� � � � �� � �� 	 � � �
 � � �� �� � � � � �� � � �� � � � ��� �� � � � �� � � � � � � � � � � �� � � � �� � �� 	 � � �
 � � �� �� � � � � �� � � �� � � � ��� �� � � � �� � � � � � � � � � � �� � � � �� � �� 	 � � �
 � � �� �� � � � � �� � � �� � � � ��� �� � � � �� � � � � � � � � � � �� � � � �� � �� 	 � � �
 � � �� � �� � �� � � � �� �� �	 � � �	 � � �
� � � � � ��� � � � � 	 � �� � �� � � �� 	 � �� � � � �� � � �� � � � �
 � � 
 � � � �� � ��� � �	 � � �� � � � � �� � � � � � � � ����

 
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! 

 
 

Roles and Responsibilities of the Student Teacher (ST) 
 
The student teacher is responsible for: 
   Providing phone number and email to classroom teacher and university supervisor 
   Completing Form C copy to be given to University Supervisor 
   Participating in and documenting the Student Teaching Dialogue 
   Completing and sending observations and reflections to the university supervisor 
   Completing Form E as a self-evaluation at mid term and final points 
   Attending school each day unless an illness or emergency occurs 
   Arriving at school promptly and remaining throughout the school day 
   Participating in all professional activities that are expected of the classroom teacher 
   Respecting the confidentiality of the classroom teacher, students, and school personnel throughout the experience 
   Allowing time to confer regularly with the classroom teacher 
   Completing lesson plans for the classroom teacher to review prior to implementing lessons. 
   Writing reflections or self-evaluations on a regular basis 
   Following school rules, procedures, and policies 
   Communicating in a professional manner with students, parents, and professionals 
   Dressing in a professional manner 
   Assisting with routine procedures and non-teaching duties as assigned by the classroom teacher 
   Co-planning and co-teaching in preparation for assuming full planning and instructional responsibilities. 
   Recognizing that the classroom teacher is legally responsible for the program of instruction 
   Completing Form D 
   Responsible for conferences, lesson plans, unit plans, observations, record keeping a 
   Additional forms of participation suggested by the classroom teacher or university supervisor as further  

  professional development 
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Please notify the Director of Student Teaching of unexpected changes in placement of student teacher. 
The classroom teacher is responsible for: 
 
 
   Providing emergency contact information to the student teacher and university supervisor. 
   Participating in the Student Teaching Dialogue. 
   Determining a title with which to refer to the student teacher when addressing the classroom.  EX:   
   preservice, apprentice or intern 
   Introducing the student teacher to professionals and staff in the building 
   Providing general information to the student teacher about arrival time, procedures for absences, 
                policies related to parent communication, etc. 
   Providing information to the student teacher about school rules, procedures, and policies related to  
                discipline and classroom management. 
   If a school handbook is available, a copy should be provided for the student teacher’s reference. 
   Providing the student teacher with a work space and a place to store personal belongings. 
   Preparing the pupils in the class so they understand and respect the student teacher. 
   Acquainting the student teacher with the instructional program, materials, and other resources 
   Assigning and helping the student teacher assume responsibility for non-teaching duties. 
   Planning a schedule with the student teacher that allows the student teacher to gradually assume all  
                instructional responsibilities, secondary student teachers must have full instructional responsibility for a   
                minimum of 5 weeks. 
_______ Co-plan and co-teach several lessons with the student teacher as they take over instructional  
               responsibilities 
   Allowing the student teacher to have the opportunity to observe sound professional judgments which  
               facilitate the process of teaching and learning. 
   Discussing classroom management strategies and helping the student teacher understand rationale and    
                 theory behind such practices. 
   Conferring with the university supervisor about the student teacher’s performance. 
   Documenting the student teacher’s performance using the mid-term evaluation Form E participating in a   
                 three-way mid-term conference 
   Documenting the student teacher’s performance by completing the required number of Form A and E 
 

� � � ��+�� � � � �� � � � �� �� �� �< #� �� � �� �� � 
 �
 	� &
 �� � � � � ��� � 
 � � � ��� ��� �	� � �� �	� � ��� �
�

�
) � �� � �� � 
 �) � � / � � � �; ������ � �� ,��� � �� � �3� �� ��4�
 � / � �3�� � ���� 
 ��

�
%� � �
 � 	� � �� 	�� �� 
 � � �� 	� � ��	� ��� � � � � � 	&�� �!� ���
   Introducing himself/herself to the building principal and providing that individual with a copy of handbook 
   Visiting the student teacher in the placement during the first week and a half to address any questions or  
                 Concerns 
   Conducting the required number of observations of the student teacher and documenting on the required 
                 forms�
   Keeping the student teaching notebook checklist (Form B) current 
   Reviewing lesson plans and reflections as part of the observation and conferring with the teacher  
   Conferring with the classroom teacher and the student teacher about the teacher’s progress 
   Facilitating the three-way mid-term conference.  A copy of the midterm assessment is to be submitted to  
                 the Director of Student Teaching. 
   Providing the student teacher with the opportunity to discuss concerns or problems which student teacher  
                 may not feel comfortable discussing with the classroom teacher 
   Assisting both the student teacher and the classroom teacher with problems the experience 
   Advising the Director of Student Teaching of any serious questions or problems related to student 
                 teacher’s progress 
   Completing forms documenting classroom observations, Form A, and Final/Form E 
   Completing the packet containing the Supervisor’s log and Mileage Form and submitting completed  
                 forms to the Director of Student Teaching 
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Weekly Roles and Responsibilities 10-11 Week Experience 
 

Duties for Week 1 
 
Student Teacher: 
   Learn school and classroom disciplinary rules, routine and emergency procedures. 
   Observe classroom teacher for management and instructional strategies. 
   Begin observations and conduct Student Teaching Dialogue and Documentation Form. 
   Learn names of students, faculty, and staff. 
   Become acquainted with professional, library, and media sources available in the school. 
   Become acquainted with the community served by the school. 
   Help individual students as directed by classroom teacher. 
   Write a brief letter of introduction to parents with approval of classroom teacher and building 
                 principal to send home to parents or include in a school mailing.  Check school policy on this. 
   Assist with routine classroom activities. 
   Co-plan and co-teach at least two classes beginning on the third day. 
   Assemble lesson plans and reflections.  Lesson plans are to be written 5 days in advance of instruction. 
   Discuss teaching episodes and reflect with the classroom teacher on the teaching and learning process. 
   Plan and participate in professional development activities. 
   Complete Form C and begin to document time using Form D. 
   Have Form D signed and initialed weekly. 
 
Classroom Teacher: 
 
   Introduce student teacher to building principal, colleagues, and students. 
   Provide student teacher with school handbook and explain classroom rules and procedures. 
   Discuss philosophy and methods behind school and classroom management policies. 
   Show student teacher where to keep personal belongings and provide work space. 
   Discuss instructional and curricular materials.  Provide materials to student teacher.   
   Begin to co-plan and co-teach with student teacher. 
   Review lesson plans written by student teacher prior to their use 
   Review and initial Form D weekly 
   Participate in Student Teaching Dialogue. 
 
 
University Supervisor: 
   During the first week and a half make initial visit and pick-up Form C. 
   During initial visit answer questions about student teaching policies, procedures, and responsibilities, 
   check on initial adjustments. 
   Keep notebook checklist current.  (Form B) 
   Provide copy of University Supervisor agreement to student. 
 
Duties for Week 2 
 
Student Teacher: 
   Continue to observe classroom teacher. 
   Continue to help individual students as directed by classroom teacher. 
   Participate in professional development activities. 
   Assume responsibility for routine activities such as attendance, etc. 
   Plan and carry out instructional activities for at least three classes. 
   Maintain lesson plan notebook and engage in ongoing self-evaluation and reflection.  Continue to plan 5  
                 days in advance of instruction. 
   Confer with classroom teacher about the teaching and learning process. 
   Continue to document time using Form D. 
   Continue observations 
 
Classroom Teacher: 
   Continue to orient student to classroom and school policies and procedures. 
   Review student teacher’s lesson plans and provide suggestions. 
   Observe student teacher while teaching and confer with student teacher on a daily basis about the  
                 process of teaching and learning. 
   Complete one observation and document with Form A – discuss with student teacher. 
   Recommend worthwhile professional development activities. 
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   Continue to review lesson plans written by student teacher prior to their use. 
   Review and initial Form D weekly. 
 
University Supervisor 
    Make initial visit at beginning of second week if this was not done during the first week. 
    Check on adjustment of student teacher and classroom teacher. 
    Answer questions about student teaching policies and procedures. 
    Check and review Form A completed by classroom teacher. 
    Review lesson plans and observations. 
    Confer with classroom teacher and student teacher about progress. 
    Discuss problems/concerns with Director of Student Teaching. 
    Keep notebook checklist current. 

 

Duties for Weeks 3 & 4 
 
Student Teacher: 
   Continue to observe classroom teacher. 
   Assume total responsibility for routine activities such as attendance, homeroom, supervision, etc. 
   Plan and implement three lessons/classes per day. 
   Keep lesson plans in notebook.  Lesson plans are to be written 5 days in advance of instruction. 
   Reflect on the teaching learning process on a regular basis. 
   Confer with classroom teacher on a regular basis. 
   Develop instructional materials to facilitate the teaching and learning process. 
   Develop definite plan to assume full instructional responsibilities including planning, teaching, and  
                evaluating the learning process. 
   Participate in professional development activities. 
   Continue to document time using Form D. 
   Be sure to keep up with LiveText requirements 

 
Classroom Teacher: 
   Review student teacher’s lesson plans and make suggestions. 
   Confer with student on a regular basis to facilitate reflection of teaching and learning process. 
   Discuss problems/concerns with university supervisor. 
   Complete first observation, Form A, and discuss with student. 
   Continue to review lesson plans written by student teacher prior to their use. 
 
University Supervisor: 
   Complete at least one observation of student teacher and discuss observation and progress. 
   Confer with classroom teacher about student teacher’s progress. 
   Discuss problems/concerns with Director of Student Teaching. 
   Check that student teacher has received and discussed first Form A with classroom teacher. 
   Review lesson plans and reflections. 
   Keep notebook checklist current. 
 

Duties for Weeks 5-9 
 
Student Teacher: 
   Plan and carry out all instructional responsibilities as assigned by classroom teacher.  (5 weeks of full       
                 instructional responsibility is the MINIMUM) 
   Maintain lesson plans organized in notebook.  Continue to plan 5 days in advance of instruction. 
   Reflect on the teaching and learning process on a regular basis. 
   Confer with the classroom teacher on a regular basis. 
   Participate in professional development activities. 
   Meet with classroom teacher to discuss mid-term evaluation (Form E) at the end of week 5 or no later than  
                 the end of week 6. 
   Continue to document time using Form D. 
   Complete midterm self-evaluation (Form E) – provide copies to US and CT. 
   Be sure to keep up with LiveText requirements 
 
Classroom Teacher:  
   Review lesson plans and materials and provide suggestions. 
   Confer and reflect with student teacher on a regular basis. 
   Gradually withdraw from the classroom once comfortable with student teacher’s competence – be sure  
                 student teacher knows how to find you if a problem arises. 
   Complete mid-term evaluation (Form E) and discuss with student at end week 6 or week 6.  Provide  
                 Copies to the ST and US 
   Continue to review lesson plans written by student teacher prior to their use. 
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   Complete 2 Forms A by end of weeks 7, and 8 or 9. 
   Discuss plans for phasing student out of instructional activities. 
   Discuss possible observations/visitations for student teacher for last week. 
 
University Supervisor: 
   Facilitate the mid-term conference and fill out Form E in collaboration with the classroom 
                teacher.  Copies of this midterm assessment are to be submitted to the Director of Student Teaching. 
   Complete remaining observations, fill-out forms, and discuss with student teacher. 
   Review classroom teacher’s Form A=s (weeks 7 & 8, or 9). 
   Review student teacher’s lesson plans and discuss reflections. 
   Review instructional materials. 
   Discuss plans to phase the student out of responsibilities. 
   Check on student teacher’s plans to observe/visit in other classes during final week. 
   Keep notebook checklist current. 
   (Form A) – provide copies of 1st Form A to DST, CT and ST. 
   Determine, in collaboration with the CT, if the student may move to phase two planning, if so the CT and 
                US fill out form LP and give it to the student for their notebook. 

 
Duties for Final Week (s) 
 
Student Teacher: 
   Continue to plan and teach agreed upon number of classes/lessons during “phase-out” period. 
   Confer and reflect with classroom teacher. 
   Make observations in other classrooms/programs arranged with approval of classroom teacher and  
                 university supervisor. 
   Review and discuss final evaluations with classroom teacher and university supervisor. 
   Return all materials to classroom teacher. 
   Assemble lesson plan notebook for submission by due date. 
   Say “good-bye” to students, building principal, and classroom teacher. 
   Write thank you letter to classroom teacher, principal and university supervisor. 
   Request letters of recommendation. 
   Submit Form D to university supervisor. 
   Make sure all LiveText submissions have been made and shared 
 
Classroom Teacher: 
   Fill out and discuss final evaluation with student teacher. 
   Approve of classroom/program observations. 
   Collect all materials given to student teacher. 
   Provide copy of final evaluation (Form E) to university supervisor. 
 
University Supervisor: 
   Fill out and discuss final evaluation (Form E) with student teacher and classroom teacher. 
   Collect all forms for university (Forms A, D and E). 
   Turn in all forms to university (Forms A, D and E, and mileage forms). 
   Complete final check of student teaching notebook. 
�

�
�
�
�
�
�
�
�
�
�
�
�
�
�
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Weekly Roles and Responsibilities 6 Week Experience 

 
Duties for Week 1 
 
Student Teacher:   
   Learn school and classroom disciplinary rules, routine and emergency procedures. 
   Observe classroom teacher for management and instructional strategies. 
   Begin observations and conduct Student Teaching Dialogue and Documentation Form. 
   Learn names of students, faculty, and staff.  
   Become acquainted with professional, library, and media resources available in the school. 
   Become acquainted with classroom resources and curricular materials. 
   Become acquainted with the community served by the school. 
   Help individual students as directed by classroom teacher. 
   Write a brief letter of introduction to parents with approval of classroom teacher and building principal to 
                 send home to parents or include in a school mailing.  Check school policy on this. 
   Assist with routine classroom activities. 
   Co-plan and co-teach at least two classes beginning on the third day. 
   Assemble lesson plans and reflections.  Lesson plans are to be written 5 days in advance of instruction. 
   Discuss teaching episodes and reflect with the classroom teacher on the teaching and learning process. 
   Plan and participate in professional development activities. 

    Complete Form C and begin to document time using Form D. 
    Have Form D signed and initialed weekly. 

   Keep your notebook UP TO DATE 
 
 Classroom Teacher: 
    Introduce student teacher to building principal, colleagues, and students. 
    Provide student teacher with school handbook and explain classroom rules and procedures. 
    Discuss philosophy and methods behind school and classroom management policies. 
    Show student teacher where to keep personal belongings and provide work space. 
    Discuss instructional and curricular materials.  Provide materials to student teacher. 
    Begin to co-plan and co-teach with student teacher. 
    Review lesson plans written by student teacher prior to their use. 
    Review and initial Form D weekly 
    Participate in Student Teaching Dialogue. 
 
 University Supervisor: 
    During the first week and a half make initial visit and pick-up Form C. 
    During initial visit answer questions about student teaching policies, procedures, and responsibilities,  
                               check on initial adjustments. 
    Keep notebook checklist current. (Form B) 
    Provide copy of University Supervisor agreement to student. 
 

 Duties for Week 2 
 
 Student Teacher: 
    Continue to observe classroom teacher. 
    Continue to help individual students as directed by classroom teacher. 
    Participate in professional development activities. 
    Assume responsibility for routine activities such as attendance, etc. 
    Plan and carry out instructional activities for at least three classes. 
    Maintain lesson plan notebook and engage in ongoing self-evaluation and reflection.  Continue to plan 5 
                               days in advance of instruction.  
                Confer with classroom teacher about the teaching and learning process. 
    Continue to document time using Form D. 
    Continue observations 

   Keep your notebook UP TO DATE 
 
 Classroom Teacher:   
    Continue to orient student to classroom and school policies and procedures. 
    Review student teacher’s lesson plans and provide suggestions. 
    Observe student teacher while teaching and confer with student teacher on a daily basis about the  
                               process of teaching and learning. 
                  Complete one observation and document with Form A – discuss with student teacher. 
    Recommend worthwhile professional development activities. 
    Continue to review lesson plans written by student teacher prior to their use. 
    Review and initial Form D weekly. 
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 University Supervisor: 
    Make initial visit at beginning of second week if this was not done during the first week. 
    Check on adjustment of student teacher and classroom teacher. 
    Answer questions about student teaching policies and procedures. 
    Check and review Form A completed by classroom teacher. 
    Review lesson plans and observations. 
    Confer with classroom teacher and student teacher about progress. 
    Discuss problems/concerns with Director of Student Teaching. 
    Keep notebook checklist current. 
 

 Duties for Weeks 3 – 6 
 
 Student Teacher: 
    Plan and carry out all instructional responsibilities as assigned by classroom teacher.  (3 weeks of full  
                               Instructional responsibility is the MINIMUM) 
    Maintain lesson plans and continue to reflect on the teaching and learning process.  Continue to plan 5 
                               days in advance of instruction. 
    Participate in three-way mid-term conference by end of week 3. 
    Continue to participate in professional development activities. 
    At beginning of week 6 begin to phase-out of full-time responsibilities. 
    Write thank you letter to classroom teacher, principal, and university supervisor. 
    Say good-bye to students, colleagues, and building principal. 
    Return all materials to classroom teacher. 
    Review and discuss final evaluations completed by classroom teacher and university supervisor. 
    Complete planned observations/visitations. 
    Assemble student teaching notebook for submission by due date. 
    Continue to document time using Form D – submit Form D at end of week 6 to university supervisor. 
    Finish observations and reflections. 
    Be sure that all LiveText assignments are submitted and submitted for review 

   Keep your notebook UP TO DATE 
 
 Classroom Teacher: 
    Review lesson plans and provide suggestions. 
    Confer regularly with student teacher about the teaching and learning process. 
    Complete observations and complete Form A (week 4, 5 or 6) – discuss with student teacher. 
    Complete mid-term evaluation (Form E) and discuss at three-way conference with student teacher and 
    university supervisor. 
    Gradually withdraw from the classroom once comfortable with student teacher’s competence – be sure 
                               student teacher knows how to find you if a problem arises. 
    Plan student teacher’s responsibilities during last week – allow for “phase-out”. 
    Discuss and plan observations/visitations during last week. 
    Complete final evaluation (Form E) and discuss with student teacher 
 
 University Supervisor: 
    Complete remaining observations of student teacher, fill out necessary forms, and discuss with student  
                               teacher. 
    Review lesson plans and reflections. 
    Facilitate the mid-term conference and fill out Form E in collaboration with the classroom teacher. 
    Copies of this midterm assessment are to be submitted to the Director of Student Teaching. 
    Confer with classroom teacher and student teacher about progress. 
    Discuss problems/concerns with Director of Student Teaching. 
    Review Form A completed by classroom teacher. 
    Fill out and discuss final evaluation (Form E) with student teacher and classroom teacher. 
    Collect all forms for university (Forms D, A, E). 
    Turn in all forms to university (Forms D, A, and E, supervisory logs, and mileage forms). 
    Complete final check of student teaching notebook!  (refer to syllabus for guidelines) 
    Please have student teacher submit his/her own notebook!  (refer to syllabus for guidelines) 
    Determine, in collaboration with the CST, if the student may move to phase two planning, if so the CST 
                               and US fill out form LP and give it to the student for their notebook.  
 
 
*Notebook submission is a STUDENT TEACHER responsibility!  Notebooks are not to be 
submitted by the University Supervisor (refer to syllabus for guidelines). 
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Phasing IN and OUT of the Student Teaching Experience 
 

Many student teachers, classroom teachers and university supervisors have questions about exactly how much teaching is 
required.  The samples illustrated by the tables below are intended to serve as a guide for the process of phasing into 
teaching, full time teaching and phasing out of teaching.  If you have any specific questions about your situation, please direct 
them to the Director of Student Teaching.  Note:  ST=student teacher, CT=classroom teacher 
 
Placements lasting 6 weeks—The Student Teacher will: 
> � � 2� Teaching Responsibilities 

4� Co-plan & co-teach with CT at least 2 single class periods, starting on day 3. 
� � Have planning/teaching responsibility for at least 2 daily classes/periods. 
>� Have teaching responsibility for full weekly schedule assigned to CT. 
- � Have teaching responsibility for full weekly schedule assigned to CT. 
?� Have teaching responsibility for full weekly schedule assigned to CT. 
. � Phase out of instructional responsibilities.  ST and CT will collaborate to create a mutually agreeable  

plan for this week in advance. 
 
Placements lasting 8 weeks—The Student Teacher will: 
> � � 2� Teaching Responsibilities 

1 Co-plan & co-teach with CT at least 2 single class periods, starting on day 3. 
2 Have planning/teaching responsibility for at least 2 daily classes/periods. 
3 Have teaching responsibility for full weekly schedule assigned to CT. 
4 Have teaching responsibility for full weekly schedule assigned to CT. 
5 Have teaching responsibility for full weekly schedule assigned to CT. 
6 Have teaching responsibility for full weekly schedule assigned to CT. 
7 Have teaching responsibility for full weekly schedule assigned to CT. 
8 Phase out of instructional responsibilities.  ST and CT will collaborate to create a mutually agreeable 

plan for this week in advance. 
 
Placements lasting 10 or 11 weeks—The Student Teacher will: 
> � � 2� � � � � � �� � �) � � / � � � �; ������ � �
1 Co-plan & co-teach with CT at least 2 single class periods, starting on day 3. 
2 Have planning/teaching responsibility for at least 2 daily classes/periods. 
3 Plan & teach at least 2 daily classes/periods. 
4 Plan & teach at least 2 daily classes/periods. 
5 Have responsibility for full weekly schedule assigned to CT. 
6 Have responsibility for full weekly schedule assigned to CT. 
7 Have responsibility for full weekly schedule assigned to CT. 
8 Have responsibility for full weekly schedule assigned to CT. 
9 Have responsibility for full weekly schedule assigned to CT. 
10 Have responsibility for full weekly schedule assigned to CT. 
11 Phase out of instructional responsibilities.  ST and CT will collaborate to create a mutually agreeable plan for 

this week in advance. 
 
 
Note: 
If the student teacher assumes full instructional responsibility sooner than is indicated on the schedule they will get more 
weeks of “full time”.  Once the student teacher assumes full time responsibilities, they are to teach full time through the week 
prior to their final week.  All exceptions must be approved by the Director of Student Teaching in writing.  This documentation 
must be stapled to Form B. 
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Indiana University South Bend – School of Education 

Student Teacher Observation/Evaluation – Form A 
 

Student Teacher  ______________________________________________  Date  ______________________________ 
Grade/Subject  __________________________  School:  _________________________________________________ 
Classroom Teacher  _______________________________________________________________________________ 
University Supervisor  _____________________________________________________________________________ 
 
 
Ratings: 
1=Beginning – performance is well below the level expected.  This           3=Proficient – performance is at the expected level. 
    is an area of weakness, requiring a plan for improvement.                      4=Outstanding – performance is well above the expected level.          
2=Developing – performance slightly below the expected level 
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 
 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:  University Supervisor or Classroom Teacher 
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 

 
 

It is intended that this form will be used throughout the 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 
*Please place Form B on the inside pocket of the notebook’s 
cover 

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 Reflections/Observations—See Weekly Schedule of 
Assignments for Due Dates 

·  Observation #1 Summary of School and Student 
Demographics 

·  Observation #2 Summary of Diversity 
·  Reflection #1 
·  Reflection #2 

 
 
Yes________  No______ 
 
Yes________  No______ 
Yes _______   No______ 
Yes _______   No______ 
 

Section 4 ·  University Supervisor Agreement—(Week 1) 
·  Letter of Notification to Parents –(Week 1) 
·  Student Teaching Dialogue Documentation—(Week 1) 
·  Professional Development Checklist 

Yes_______    No______ 
Yes_______    No______ 
Yes_______    No______ 
Yes_______    No______ 
 

Section 5 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 (if used) 

 
 

 
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 
Schedule for Student Teaching 

Form C 
 

Student Teacher____________________Date________________________ Grade/Subject_____________________________________ 
School____________________________________________________________School Phone ( ) _______________________________ 
Classroom Teacher_________________________________________________ University Supervisor___________________________ 
Assignment Dates:  From__________________to______________________________________________________________________ 
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Indiana University South Bend – School of Education 

� � 
 � � � 	 � � �� � � 
 	 � �� � � �! � � � �" ��
 
Student Teacher_______________________________________ Grade/Subject____________________________________________________________ 
School _______________________________________________Classroom Teacher________________________________________________________ 
University Supervisor___________________________________Assignment Dates: From_____________________ to____________________________ 
 
Directions:  Fill in the number of hours devoted to each category and have it initialed weekly by the Classroom Teacher.  The total weekly hours of participation, support of teaching, 
and observation should fall between 4-50 hours maximum.  At the end of the experience it should be totaled and signed by both the Classroom Teacher and the Student Teacher 
and submitted in the Student Teaching Notebook. 
 
Weeks Teaching 

Hours 
Support of Teaching Hours** Observation Hours** Hours 

Absent 
Total Weekly Hours CT 

Initial/Date 
1.       
2.       
3.       
4.       
5.       
6.       
7.       
8.       
9.       
10.       
11.       
Total:       
 
*Teaching:  include work with individuals, small groups and the whole class. 
**Support of Teaching:  include work planning, grading, attending faculty, IEP and parent meetings; and meeting with school administrators and other school and support services 
personnel such as counselors, special education teachers and librarians. 
***Observations:  include observations of the classroom teacher and other school faculty and personnel. 
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Form E-AYA (Adolescent/Young Adult) 
 

Evaluation of Student Teaching Performance – Midterm and Final 
 

Unlike the formative evaluation forms for student teaching, the purpose of this form is to assess the overall performance of the student teacher.  This 
form is divided into 10 areas that represent the IUSB standards for preservice teacher candidates in the adolescent young adult school setting.  
Each standard represents a unique area of professional competence.  “Competent professionals” is a major theme in the IUSB School 
of Education’s conceptual framework, and a major focus of our work.  Please familiarize yourself with the rating scale and the student 
teacher in each area accordingly 
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Unlike the formative evaluation forms for student teaching, the purpose of this form is to assess the overall performance of the student 
teacher.  This form is divided into 10 areas that represent the IUSB standards for preservice teacher candidates in the early adolescent 
school setting.  Each standard represents a unique area of professional competence.  “Competent professionals” is a major theme in the ISB 
School of Education’s conceptual framework, and a major focus of our work. Please familiarize yourself with the rating scale and rate the 
student teacher in each area accordingly 
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Please note, the version of this agreement that you receive from your supervisor may 
vary slightly from this document.  Supervisors may create a personalized version of the 
form that articulates their supervision needs.  
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Schedule for Placements of 10 or 11 Weeks 
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Schedule for Placements of 6 Weeks 
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