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Welcome

Welcome teacher candidates, mentor teachers and university supervisors.  This handbook has been prepared to provide an overview of the important guidelines, policies and information for the student teaching experience. We hope it will be a helpful source regarding the student teaching experience in the UMD Elementary teacher preparation program.  Please read the handbook before the student teaching experience begins and keep it handy as a reference if questions should arise. 

To our teacher candidates: Unlike any other time during the teacher preparation process, you now have this unique time to apply fully your acquired knowledge including theory and content to the classroom. Your mentor teacher and university supervisor make up a team of professionals who will assist you in developing your pedagogy. We would like to take this opportunity to wish you the very best during your student teaching experiences.

To the mentor teachers: We would like to take this opportunity to thank you for your continuing commitment and collaboration in preparing new teachers. We know our teacher candidates join us in expressing our sincere appreciation for your support and assistance.

We extend an invitation to all of you to feel free to contact those listed below if you have any questions or concerns. 

James Sersha 	        Director of Field Experiences	jsersha@d.umn.edu (218) 726-7483

Tracy Hansen            Office of Field Experiences Executive Office & Admin. Specialist   
                                                                                            tausmus@d.umn.edu (218) 726-8627

Joyce Strand             Department Head                              jstrand1@d.umn.edu 726-8182		

Jean Stevenson         Elementary Education                      jsteven1@d.umn.edu 726-7451  	

Gerry Nierengarten   Special Education                           gniereng@d.umn.edu 726-7606
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Program Overview

Department and Program Vision

The mission of the University of Minnesota is to provide educational programs that prepare undergraduates for active roles in diverse communities, where they apply the knowledge and expertise learned to contribute to addressing community problems, helping organizations and individuals, and benefiting people in a changing global society. In concert with the University mission, the mission of the Department of Education at UMD is the preparation of professionals who will serve children and youth, their families, and address the social issues they encounter in the communities in which they live and work. The Elementary Education Teacher Preparation program is aligned with the above missions.   

The Elementary program is premised upon the fact that K-6 teachers face students with a broad spectrum of needs in the classroom.  Inclusion of students with disabilities, extraordinary increases of second language learners, higher proportions of low income families, among other dynamics, compel us to provide the next generations of teachers with the knowledge and abilities required to serve students and their families with integrity. The program emphasizes classroom diversity, internships, and service, three dynamics critical to preparing teaching professionals ready to assume the challenges of educating children in today’s complex society.

The Department of Education endeavors to prepare learner sensitive educators with the knowledge, skills, and dispositions to contribute to a better society. The Learner Sensitive Educator Conceptual Framework is the shared foundation for all education programs at UMD. The framework is premised upon professional standards and emphasizes five themes: collaboration, reflection, empowerment, social justice, and technology.
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Conduct yourself as a professional at all times while in your assigned school. This includes maintaining a professional appearance and following the Minnesota Board of Teaching’s Standards of Professional Conduct.

[bookmark: _Toc164782905]8700.7500 CODE OF ETHICS FOR MINNESOTA TEACHERS

Subpart 1.  Scope. Each teacher, upon entering the teaching profession, assumes a number of obligations, one of which is to adhere to a set of principles which defines professional conduct.  These principles are reflected in the following code of ethics, which sets forth to the education profession and the public it serves standards of professional conduct and procedures for implementation.

This code shall apply to all persons licensed according to rules established by the Board of Teaching.

Subpart 2.  Standards of professional conduct.  
The standards of professional conduct are as follows:

A. A teacher shall provide professional education services in a nondiscriminatory manner.
B. A teacher shall make reasonable effort to protect the student from conditions harmful to health and safety.
C. According to state and federal laws, a teacher shall disclose confidential information about individuals only when a compelling professional purpose is served or when required by law.
D. A teacher shall take reasonable disciplinary action in exercising the authority to provide an atmosphere conducive to learning.
E. A teacher shall not use professional relationships with students, parents, and colleagues to private advantage.
F. A teacher shall delegate authority for teaching responsibilities only to licensed personnel.
G. A teacher shall not deliberately suppress or distort subject matter.
H. A teacher shall not knowingly falsify or misrepresent records or facts relating to that teacher’s own qualifications or to other teachers’ qualifications.
I. A teacher shall not knowingly make false or malicious statements about students or colleagues.
J. A teacher shall accept a contract for a teaching position that requires licensing only if properly or provisionally licensed for that position.

[bookmark: _Toc164782906]Minnesota Standards of Effective Practice for Teachers*

Standard 1: Subject Matter
Beginning teachers licensed in (field of licensure) understand the central concepts, tools of inquiry, and structure of the discipline they teach and are able to create learning experiences that make these aspects of subject matter meaningful for students.
Standard 2: Student Learning
Teachers understand how students learn and develop, and can provide learning opportunities that support their intellectual, and social and personal development.
Standard 3: Diverse Learners
Teachers understand how learners differ in their approaches to learning and create instructional opportunities that are adapted to learners from diverse cultural back-grounds and with exceptionalities.
Standard 4: Instructional Strategies
Teachers understand and use a variety of instructional strategies to encourage the development of critical thinking, problem solving, and performance skills with their students.
Standard 5: Learning Environment
Teachers use and understand individual and group motivation and behavior to create a learning environment that encourages positive social interaction, active engagement in learning, and self-motivation.
Standard 6: Communication 
Teachers use knowledge of effective verbal, nonverbal, and media communication techniques to foster active inquiry, collaboration, and supportive interaction in the classroom.
Standard 7: Planning Instruction
Teachers plan and manage instruction based upon knowledge of subject matter, the students, the community, and curriculum goals.
Standard 8: Assessment  
Teachers understand and use formal and informal assessment strategies to evaluate and ensure the continuous intellectual, social, and physical development of their learners.
Standard 9: Reflection and Professional Development  
Teachers are reflective practitioners who continually evaluate the effects of their choices and actions on others (students, parents, and other professionals in the learning community) and who actively seek out opportunities to grow professionally.
Standard 10: Collaboration, Ethics, and Relationships  
Teachers communicate and interact with parents/guardians, families, school colleagues, and the community to support the students’ learning and well-being.

*A detailed description of each standard can be downloaded from the Minnesota Department of Education website at http://education.state.mn.us/mde/index.html 
[bookmark: _Toc164782907]Minnesota Academic Standards

The Minnesota Academic Standards in Minnesota K-12 Public Schools represent a system that ensures all high school graduates have mastered the basics and possess the knowledge and skills necessary to meet the complex challenges of the future. There are two parts to the new statewide graduation requirements:  1) the Basic Standards, and 2) Minnesota K-12 Academic standards.  In order to graduate, candidates must pass Basic Standards tests in reading, mathematics, language arts and writing and complete work in a required number of content standards from the State Graduation requirements found at the website listed below.
http://education.state.mn.us/mde/static/SSAlignmentToolIIv2.doc

[bookmark: _Toc164782908]Minnesota Comprehensive Assessments (MCA’s)
To ensure schools are preparing students to meet the challenging requirements of the Profile, third grade students take tests in reading and math and fifth grade students take tests in reading, math, and writing. These tests, known as the Minnesota Comprehensive Assessments or MCA’s, are an indicator of the effectiveness of existing school programs. The tests enable educators and others to chart the progress of Minnesota schools and districts over time, generating information for school improvement and accountability.  Eventually, MCA’s will be implemented at the high school level, as well as in various subject areas.
[bookmark: _Toc164782909]Resources for Educators
The state provides information about Graduation Standards at the Minnesota Department of Children, Families & Learning website (see below). Helpful resources related to the Profile of Learning are available online at the Minnesota Electronic Curriculum Repository (MECR, see below).  This website has a searchable database featuring the learning areas, standards, and sample performance assessments, learning activities and learning resources.  The state also offers numerous workshops and other kinds of professional development opportunities related to the standards.  Many of these are listed at the Minnesota Staff Development Council website (see below).  Expertise in a number of subject areas is also available through the Best Practice Networks and the Improvement Support Team specialists (651-581-8714).
Each region of the state has a Minnesota Educational Effectiveness Program (MEEP) coordinator who helps schools implement the graduation Standards. MEEP sponsors statewide leadership conferences as well as regional workshops and meetings.  For information regarding how to contact the coordinator for your region, visit the MEEP website (see below) or call 651-582-8804.
At the local level, teachers can get information from their Graduation Standards technician. Each school district and college teacher preparation program in Minnesota has a person serving in this role. The Graduations Standards technicians can refer you to additional resources such as the curriculum frameworks (available for Science, Math, Arts, People and Cultures, Health and Physical Education).

For full information on the graduation standards, check the Minnesota Department of Education, http://education.state.mn.us/mde/index.html 
Minnesota Electronic Curriculum Repository (MECR) website:  www.seek.state.mn.us/eelinks.cfm
· Minnesota Staff Development Council website: www.mn-sds.org.
Minnesota Education Effectiveness Program (MEEP) website: www.eric.ed.gov/


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Adapted from Beth Aune, Minnesota Department of Children, Families & Learning, June 2000.

































[bookmark: _Toc164782910]Responsibilities of Teacher Candidates

1. Contact your mentor teacher within one week of the Placement Meeting.
2. Arrange to meet with your mentor teacher prior to the first day of student teaching.
3. Before you begin student teaching, contact your UMD Supervisor to go over the expectations during your student teaching experience.
4. Establish a time for you and your UMD Supervisor to have a readiness conference with your mentor teacher.
5. Contact the Office of Field Experiences and/or your UMD Supervisor if you have concerns. 
6. Maintain the hours required of your mentor teacher- do not leave for lunch- do not leave during a prep period.
7. Follow the school calendar of the district in which you are student teaching.
8. Become familiar with the building and school policies:
· Learn about medical procedures for your building, such as, blood borne pathogens. 
· Learn about safety issues for the building, such as, evacuation procedures.
· Learn if any of your students have medical problems, such as,  bee sting allergies.
· Learn if any of your students are on an IEP.
· Learn about the school’s support services.
· Learn about the classroom’s management policies.
· Learn about the use of the school’s computer system and other technology equipment.
9. Maintain your reflective writings.
10. Complete Student Analysis Teacher Performance Assessment.
11. Write detailed lesson plans (see pages 22-23 of this handbook).
12. Complete the Student Teaching Assessment Form, the content assessment form, and the Office of Field Experiences Survey Form, by the last two weeks of student teaching.
13. Participate at parent teacher conferences, faculty meetings, department meetings, etc.
14. Be appropriately groomed.
15. Volunteer.
16. Show initiative.
17. Use proper grammar, spelling, and punctuation.
18. Organize and maintain records of student grades and assignments.
19. Return student work on a timely basis.
20. Follow the Professional Code of Ethics.
21. Notify your mentor teacher, as early as possible, if you will be absent. 
· Three (3) absences are allowed during your student teaching experience 
· Establish procedures for someone else to teach your lesson if you are absent
22. See page 31 of this handbook if a teacher candidate problem should occur.
23. If a teacher candidate has a concern, there is an appeals policy in the handbook that includes information about  MN Statute 122A.09.
24. Monitor your UMD email site on a regular basis.


You must arrange to meet with your mentor teacher prior to your first day.


· Maintain a learner-sensitive approach. Implement learning experiences, which include consideration of diversity, collaboration, empowerment, reflection and technology.
· Follow Professional Code of Ethics.
· Become familiar with the school and community of the student teaching placement.
· Participate in all aspects of the normal routines of their mentor teacher, including staff meetings and in-service programs.
· Maintain the hours required of regular teachers. Be punctual and arrive prepared to teach.
· Contact the mentor teacher and other school personnel such as the principal immediately if an absence must occur. Notify the university supervisor about the absence, particularly when a supervisory visit has been scheduled for that particular day or time.
[bookmark: _Toc164782911]Planning and teaching responsibilities:

Elementary teacher candidates:
· Show evidence of planning daily lessons with the curricular standards, objectives, and methods for the lessons well described and a method for evaluating the outcomes of the lessons. All lesson plans developed during the experience must be kept in an organized manner in a three-ring notebook according to the date and order lesson taught. At least one lesson plan per day should include a reflection and self-evaluation. In addition, include in the reflection an analysis of student learning following the Teacher Performance Assessment prompts regarding Reflection (see page 10, #5 Reflection of the TPA).
· Prepare and teach two shorter units on a topic or topics to be selected in consultation with the mentor teacher. The mentor teacher and university supervisor must approve the unit plan before it is taught.  The unit and daily lesson plans must be written out in full. The unit should follow an approved unit format. After implementation of the unit, the teacher candidate needs to write a self-evaluation to hand in to the university supervisor.  The minimum length for units is two weeks. The first unit should be taught during the first six weeks. The second unit should be taught before the end of the last week of teaching. Units need to be submitted at the end of the semester for a final check by the university supervisor. The university supervisor will observe at least one lesson taught in the unit.
· Note that the TPA will utilize one of the two units you prepare and teach as described above.
· Show evidence of long-range planning for the class.

[bookmark: _Toc164782912]Other responsibilities for teacher candidates:

· Maintain confidentiality of all students’ personal, social-emotional, intellectual, and academic status.
· Organize and maintain records of student assignments and grades. 
· Continually reflect on your impact on your students’ learning.
· Actively participate in three-way conferences with the mentor teacher and the university supervisor.  Receive feedback in a constructive, non-defensive way. Clearly communicate questions and concerns.
· Actively seek regular feedback on student teaching performance and reflect on its impact on students.
· Demonstrate to the highest degree possible the performances and dispositions found on the assessment form.
· Actively build skills in demonstrating the Minnesota Standards of Effective Practice for Teachers.
[bookmark: _Toc164782913]
Overview of the TPA Assessment

Conceptual Overview

In this assessment, you will describe, analyze and evaluate the teaching of a 3-5-lesson unit of literacy instruction that will be referred to as a “learning segment.” The assessment is built around the proposition that successful teaching is based on knowledge of subject matter and subject-specific pedagogy, developing knowledge of one’s students, reflecting and acting on evidence of the effect of instruction on student learning, and considering research/theory about how students learn.

The TPA assessment is clearly focused on student learning. To complete the assessment, you will describe your plans and what you actually did to achieve student learning (the “what”), provide a rationale for your plans and an analysis of the effects of your teaching on your students’ learning (the “so what”), and analyze and reflect on the resulting student learning to plan next steps in instruction or improvements in your teaching practice (the “now what”).
 
Submit teaching artifacts and commentaries

You will submit artifacts and commentaries. Artifacts are evidence of your teaching practice. They include lesson plans, copies of instructional and assessment materials, one or two video clips of your teaching, and student work samples. You will also write commentaries describing your plans and practice, explaining the rationale behind them, and analyzing and reflecting on what you learned about your teaching practice and your students’ learning. In a commentary, you respond to questions that prompt you to provide evidence of what you know and understand about your teaching practice. The commentaries will guide the assessors in interpreting the artifacts you submit. They also are evidence of your ability to communicate about and reflect on your teaching practice. Note that your writing ability will not be scored directly, but it is important that the writing is clear and focused on key elements of your descriptions, explanations, or reflections.

The instructions in the following pages will guide you in putting together the artifacts and commentaries required in this assessment. A glossary of terms used in the assessment appears on pages 28-30 of the TPA documents. 

Evaluation Criteria and Scoring

Your assessment evidence will be judged on five dimensions of teaching: planning, instruction, assessment, reflection, and academic language. The evidence for the planning, instruction, and assessment dimensions will come from the corresponding tasks. Evidence for the reflection dimension comes primarily from the daily reflections but may come from the instruction and assessment tasks. Evidence for the academic language dimension will come from across tasks. To identify the teaching competencies that will be assessed, read the rubrics that appear at the end of each task.[footnoteRef:1] [1:  Stanford Center for Assessment, Learning, and Equity 2011] 




	TPAC Task
	What To Do
	What To Submit

	







1. Planning Instruction &  Assessment 








	 
√ Provide relevant information about your instructional context by completing the Context for Learning form.

√ Select a learning segment of 3-5 lessons (or, if teaching literacy within a large time block, about 3-5 hours of connected instruction) that develops students’ abilities to comprehend and/or compose text through the use of the literacy skills and strategies.

√ Determine what content and related academic language you will emphasize. 

√ Consider your students’ strengths and needs, create an instruction and assessment plan for the learning segment and write lesson plans.

√ Respond to commentary prompts to describe your students and teaching context, and explain your thinking in developing the plans and how they reflect what you know about your students as well as research/theory.

√ As you are teaching, complete daily reflections by answering the prompts.
	
___ Context for Learning Information

___ Lesson Plans for Learning Segment

___ Instructional Materials

___ Assessment Tools and Criteria

___ Planning Commentary

___ Daily Reflections 

	










2. Instructing & Engaging Students in Learning 






	
√ Identify lessons where you are engaging your students in using relevant skills and strategies to comprehend and/or compose text. Select at least one lesson for filming.

√ Collect permission forms from parents and prepare for filming.

√ Video the lesson.

√ Review the video to identify one or two video clips that meet requirements. The total running time should not exceed 15 minutes.

√ Respond to commentary prompts to analyze your teaching and your students’ learning in the video clip(s).

	
___ Evaluation Criteria

___ Student Work Samples

___ Evidence of Feedback

___ Assessment Commentary

	










3. Assessing Student Learning


	
√ Analyze student performance across the class form one assessment completed during the learning segment.

√ Identify three student work samples that illustrate class trends in student understanding. 

√ Select two focus students from the class whose learning you will analyze in more depth, and for who you will document feedback on their work.

√ Respond to commentary prompts to analyze the extent to which the whole class met the standards/objectives, analyze the individual learning of tow focus students and describe your feedback to them, and identify next steps in instruction based on your analysis.
	
___ Evaluation Criteria

___ Student Work Samples

___ Evidence of Feedback

___ Assessment Commentary

	








4. Final Retrospective Reflection







	
√ Reflect back on your teaching throughout the learning segment and consider what you have learned about your teaching and students’ learning.

√ Respond to the commentary prompt about what you would do differently if you could teach this learning segment again. 
	
___ Retrospective Reflection Commentary
















[bookmark: _Toc164782914]Student Teaching Professional Checklist

· Be appropriately groomed at all times.
· Be prompt at all times.
· Use proper grammar, spelling and punctuation.
· Obtain and know the policies of the school.
· Show initiative.
1. Participate as a full faculty member
2. Attend faculty meetings
3. Participate in parent teacher conferences
4. Volunteer
5. Attend a student staffing
· Use your time efficiently.
· Write detailed lesson plans and maintain a written reflective journal.
· Display enthusiasm and interest.
· Complete and submit a self-evaluation at the end of the experience.
· Follow the school calendar of the district in which you are student teaching (teacher candidates do not follow the UMD calendar during student teaching. However, you do begin the day the semester begins and your last day in the end of the semester).
· Contact your UMD Supervisor and/or the Field Experience Office if you have any concerns.
[bookmark: _Toc164782915]Expectations of the Mentor Teacher

The responsibilities listed below are those expected of mentor teachers in the Elementary Teacher Preparation Program. 
Complete on-line in-service mentor teacher training.
During the Readiness Conference, complete the stipend form.  

A significant part of the teacher candidate’s student teaching experience is completing the State mandated Teacher Performance Assessment (TPA). Please become familiar with the TPA materials. Plan to provide the teacher candidate with the opportunity to complete the TPA, which includes the following: 
• discussion of topic of units that integrate literacy (e.g. integrated with math,   science, social studies); 
• opportunity to complete five consecutive lessons within a one week frame as   part of a two week unit; 
• opportunity for teacher candidate to video tape two lessons within to the five consecutive lessons- one small group and one whole group;
• provide the teacher candidate the time and resources to complete the TPA
• as State mandates, the mentor teacher may provide the teacher candidate   school context information, assist in video taping, but may not coach the   teacher candidate in completing the TPA  

It is the teacher candidate’s responsibility to arrange a meeting with you before his/her first day.

Orient the teacher candidate to the school
· Culture of the school and faculty
· Layout of the school facility
· Organization of school programs
· School policies, handbooks, and guidelines
· Use of school computer system, audio visual equipment and other relevant technology
· Staff responsibilities
· Support services
· School schedule
· Nature of student population
· Safety issues and procedures

Orient the teacher candidate to the classroom  
· Physical arrangements
· Nature of student population
· Norms and rules
· Daily routines
· Classroom management policies
· Curricular goals and materials 
· Use of textbooks
· Share your personal style for writing lesson plans and why it works for you
· Instructional approaches
· Evaluation procedures
· Instructional support services and first aid procedures

Plan with the teacher candidate for the student teaching experience 
· Determine long range plans and schedule for increased teaching responsibilities
· Clarify planning expectations and procedures
· Determine specific teaching responsibilities including what subject area or classes the teacher candidate will teach first, second, etc.
· Determine which units the teacher candidate will plan and teach
· During the first few weeks involve teacher candidate in general classroom duties
· Schedule regular conference times with the teacher candidate
· Make arrangements for supervisory observations and feedback
· Identify additional responsibilities within the school program

Review and provide feedback about instructional plans prior to implementation
· Help the teacher candidate clarify and think through his/her lessons and units of instruction
· Help the teacher candidate avoid pitfalls of a poorly planned lesson
· Help the teacher candidate reflect on goals and expectations
· Check teacher candidate’s plans on a daily/weekly basis

Observe instruction on a regular basis and provide feedback (except during TPA)  
· Meet with the teacher candidate prior to the observation to discuss the lesson
· Provide descriptions that permit the teacher candidate to reflect on his/her performance and improve upon it
· Observe the teacher candidate regularly (both formally scheduled observations as well as informal observations)
· Provide regular, informal feedback in written and oral form
· Help the teacher candidate develop goals and strategies based on the feedback

Evaluate the performance of the teacher candidate  
· Help the teacher candidate understand the Minnesota Standards of Effective Practice for Teachers
· Conduct weekly conferences in which the teacher candidate’s performance is reviewed and evaluated in terms of the standards
· Request or attend student teaching case conferences when necessary
· Contact the Office of Field Experiences if there are concerns
· Write a letter of recommendation for the teacher candidate’s credential file when requested by the teacher candidate























[bookmark: _Toc164782916]Expectations for University Supervisors


1. Please remember that you represent UMD and your positive participation as a supervisor enables us to continue making placements in our public schools

2. Get to know the mentor teacher and teacher candidate. Call the mentor teacher before student teaching begins.

3. Provide a phone number and email that may be used if s/he need to reach you.

4. Become familiar with the Teacher Performance Assessment (TPA) materials and process.

5. Gather all the materials needed for each placement

6. All readiness conferences with the mentor teacher, teacher candidate, and UMD supervisor must be held prior to or no later than the first week of student teaching.

7. At the readiness conference, discuss the expectations for the mentor teacher and for the teacher candidate:
· Establish a timeline for when items are due
· Establish a timeline for the week of the TPA 
· Explain that teacher candidates must write daily lesson plans and do their reflective writings
· Establish a time for your first observation

8. Give the mentor teacher the Elementary Education Program Student Teaching Handbook, the grade recommendation sheet, the honorarium, the Office of Field Experiences Survey Form (with an envelope marked att./JS).

9. Have the mentor teacher complete the honorarium and return the honorarium to the Office of Field Experiences- Keep it in a safe place because it includes his/her social security number. Have the mentor teacher compete a vendor authorization form, if necessary.

10. Communicate, on a regular basis, with the mentor teacher about the teacher candidate’s progress.   


11. Visit your teacher candidate a minimum of 6 times (Readiness conference and 5 observations). When observing, you can use one of the teacher candidate observation forms available in the Field Experiences office.

12. Establish a schedule and procedure for you to read your teacher candidate’s reflections on his/her weekly lessons.

13. Give particular attention to  lesson plans and reflections prior to the teacher candidate completing the  TPA so guidance and support may be offered.

14. Make sure the teacher candidate’s TPA has been downloaded to eportfolio and the designated eportfolio site for the Elementary Education Program.


15. Contact the Office of Field Experiences if there are concerns (Jim Shersha -726-7483 or Tracy Hansen 726-8627).
· Concerns about the placement
· Concerns about how the teacher candidate is doing
· Concerns from the building principal or the mentor teacher

16. Meet with the teacher candidate to discuss your observations

17. Arrive at the schools on time. Please don’t set up a meeting and not show up, or arrive late.

18. Check with the mentor teacher at each visit to make sure all is going well
· Set a time for the final observation.

19. Turn in the University Supervisor’s Checklist to the Office of Field Experiences.

20. Obtain a signed STUDENT REFERENCE REQUEST CONSENT FORM before writing a letter of recommendation.
















[bookmark: _Toc164782917]Lesson and Unit Plans

[bookmark: _Toc164782918]Lesson Plans

Success can often be traced back to the degree of planning that goes into a business, activity, or event as well as teaching. A well developed lesson plan will meet the needs of the students, have a specific purpose, promote good use of class time, and assist with general classroom management and discipline.  
Much of good teaching happens before the school day even begins. Though one cannot always know all of what students will learn in their classes, teachers need to know what they want their students to learn.  Planning gives teachers a sense of where they are going, so that even as they adjust and respond to students’ interests and needs, they are able to move students forward. Planning takes many shapes in the work of different teachers, but one thing is consistent: planning provides a sense of direction.
Teacher candidates from the teacher education program at the University of Minnesota Duluth have learned about the need for and importance of daily lesson planning. They have been exposed to several different models of lesson plan preparation. Now, during student teaching, it is expected that the teacher candidates will refine their skills in lesson planning. The lesson planning process also encourages teacher candidates to think carefully through each lesson in advance. The lesson plan provides a guide to be used during the actual teaching process.
Given the importance of lesson planning, all teacher candidates must complete daily lesson plans for each lesson to be taught. These lesson plans will be shared with the mentor teacher and university supervisor and used as evidence of the teacher candidate’s thorough planning. These lesson plans should be kept in a notebook such as a three-ring binder. All lesson plans must be word processed.
Particular attention should be given to the lesson plans and reflections that may be part of the TPA.














[bookmark: _Toc164782919]Lesson Plan Format

Teacher candidates have learned a variety of lesson plan formats such as the Learner-Sensitive Planning Format, the Cooperative Learning Lesson Plan Format, the Discovery Learning Lesson Plan, and the Preventive Management Plan. They may now have a preference and sense of what works best for them.  No matter which format is used, a lesson plan should address at least the following key points:
•  Lesson Title
•  Subject/Content area
•  Date
•  Length of Time
•  Purpose of Lesson
• Curriculum/Content Standards
•  Objectives/Outcomes
• Materials/Resources/Equipment
     Required
•  Procedure/Activity Sequence/Outline
    Student Modifications/Adaptation
•  Student Assessment/Assignments/Tasks
•  Reflection/Self-Assessment/Evaluation

• Include copies of all teaching materials

** In completing the TPA, in addition to the lesson plan and materials, include copies of student work (see  Task 3 Assessing Student Learning page 20 of the TPA document).











[bookmark: _Toc164782920]Unit Planning

Planning and teaching a unit is a valuable experience for all teacher candidates. The development of a unit plan assists the teacher candidate to gain a better sense of the overall objectives and more specifically to become aware of the role of the daily lesson plan as a part of the unit. For a successful unit, the teacher candidate must plan a series of lessons that take into account the students’ interests and needs and the school district’s learner outcomes. A logical sequence of lessons should stimulate the students’ interests while advancing their education. Units may vary from a few days to a few weeks in length. However, units need to be appropriate for the grade level, classroom, and students who will be involved.  
Unit plans are composed of several components. Although the content of the unit may vary, it is expected that the teacher candidate’s unit plan will contain most of the components listed below. It is important the mentor teacher and teacher candidate consult with each other to agree on which components will be most appropriate for the selected topic and classroom situation.
Below is an example of a unit plan format: 
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I. Overview of unit (brief description)
II. Pretest for students
III. Curriculum/Content Standards
IV. Instructional Objectives
V. Vocabulary/concepts (may include concept mapping)
VI. Schedule for unit implementation
VII. Adaptations of lessons for focus students
VIII. Daily lesson plans
IX. Learning Center
A. Multi-level activities
B. Self-directed with choices
C. Manipulative (performance/competency-based) plus paper-pencil activities
X. Assessment Activities
XI. Post Test
XII. Record keeping systems
A. Evaluation techniques to be used
B. Grading system
C. Checklists, rating scales, task sheets, etc.
XIII. Parent letter and other communication forms
XIV. Instructional materials and technological needs
XV. Description of how lesson components cross curriculum (where appropriate)
XVI. Bibliography
XVII. Additional resources and/or materials

** ** In completing the TPA, in addition to the materials outlined above, include copies of student work (see Task 3 Assessing Student Learning page 20 of the TPA document).
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Procedures and Policies for Student Teaching
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Student teaching is the capstone experience of the Learner-Sensitive Educator model.   Following are the learner outcomes for the student teaching experience.
The teacher candidate will:
1. develop and demonstrate skills and knowledge needed to facilitate learning in a group of children/young adults,
2. apply theories and best practice strategies in a field placement setting,
3. develop a sense of professional identification with early childhood, elementary, middle and or high school education,
4. team with colleagues and parents as needed to plan effective programs for children with diverse needs,
5. objectively self-evaluate personal practice in teaching,
6. become empowered to assume the roles and responsibilities of a beginning teacher.
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Actual registration for student teaching and Professional Issues courses occurs following the mandatory student teaching meeting late in the semester previous to the placement.  Teacher candidates are strongly advised not to enroll in additional courses during student teaching.  Student teaching is a full-time experience.  Teacher candidates are advised against student teaching during a semester when they will be committed to other activities, e.g., coaching, music tour, team sports, work.

The Education Department faculty must recommend teacher candidates for student teaching. The Office of Field Experiences also evaluates student teaching applications to ensure that all requirements are met before the placement process is begun. 
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A variety of settings and grade level placements are used in a range of schools.  The placement sites chosen for student teaching are ones in which the mentor teacher is interested and willing to assist pre-service teachers, and ones in which the mentor teacher is committed to the Learner-Sensitive Educator model. Criteria for selection of mentor teachers are based upon the recommendation of appropriate supervisors in the school districts and university faculty. Mentor teachers must hold at least a continuing license as defined in part 8700.0200 and granted by the Minnesota Board of Teaching, in the licensure field and at the licensure level for which they supervise.  
All placements are made in schools in which there is a formal negotiated contract between the University of Minnesota Duluth and the school district. Opportunities exist for multicultural placements in the Minneapolis and St. Paul School Districts.  The UMD Office of Field Experience coordinates placements abroad.
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Elementary Education Placement:
Elementary education placement will consist of one 16-week placement in a K-6 grade level setting, unless the candidate wishes to pursue a K-8 license. Then, the placement consists of one 12-week K-6 placement and four-week grade 7-8 placement in the teacher candidate’s area of specialization.

[bookmark: _Toc164782927]Application for Licensure

It is the responsibility of the teacher candidate to complete an application for teacher licensure. A licensure application packet may be obtained in the CEHSP Student Affairs Office. The Minnesota Board of Teaching has approved the professional education program at the University Minnesota Duluth. UMD must verify that the applicant has successfully completed all requirements for a specific licensure area.  A license to teach in Minnesota will then be issued to the applicant by the Minnesota Department of Minnesota.

All candidates applying for an initial Minnesota teaching license must provide evidence of having successfully completed the MTLE Basic Skills test prior to admission to the program.  The teacher candidate must also earn passing scores on pedagogy and content area tests:  Pedagogy: Elementary Grades K-6 two subtests; Elementary Education K-6 Content Area tests three subtests; Middle Level Endorsement Test in Specialty Field 5-8 two subtests. See the following web site for details: d.umn.edu/cehsp/studentaffairs/licensure/tests.html

Application for licensure may be made during the last few weeks of student teaching through the Student Affairs Office in Bohannon 120 (726-7156).   

NOTE: Degree completion must be posted on the transcript before licensure forms can be submitted to the Minnesota Department of Education.
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A teacher candidate is expected to act in a professional manner at all times. This includes being in school during regular school hours and participating in any additional activities outside of the regular school day. A teacher candidate is responsible for being aware of and conforming to all regulations applying to teachers. The behavior of all teachers including teacher candidates is governed by the Minnesota Board of Teaching Code of Ethics (See Section 2) or the code of ethics established in the state where the student teaching experience is taking place. Failure of teacher candidates to behave in a professional manner may result in removal from student teaching.
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Teacher candidates should dress as professionals at all times. Appropriate dress and grooming may vary according to the dress code adopted by the teachers in the school. A teacher candidate should dress in a manner at least equivalent to the teachers at his/her school site. (Keep in mind you are not yet employed and impressions are important.) Hats are typically not allowed during the school day.
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When a teacher candidate cannot attend school because of illness or other extenuating circumstances, the student must notify the school office and mentor teacher immediately. The university supervisor should also be notified, particularly if the absence occurs on a day when the supervisor has scheduled a visit.  If an absence is anticipated in advance, the teacher candidate must discuss it fully with the mentor teacher and university supervisor and lesson plans must be provided to the mentor teacher.
Any teacher candidate who misses more than three days of student teaching for any reason during a term must make up the missed days by extending the student teaching experience. A plan for making up the missed days must be arranged with the mentor teacher and the university supervisor.
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Student teaching is a full time 16-week experience for teacher candidates. At the elementary (K-6) grade levels, a teacher candidate may teach in one grade level for the 16-week experience. Unless the candidate wishes to pursue a K-8 license then, the placement consists of one 12-week K-6 placement and four-week grade 7-8 placement in the teacher candidate’s area of specialization.
Fall Semester, teacher candidates begin their experience when the mentor teachers start school. This may be prior to the start of the UMD semester. During the first days teacher candidates should participate in all in-service and other activities expected of mentor teachers. Teacher candidates observe the school holidays of the school district in which they are placed (rather than following the UMD semester calendar).
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All teacher candidates must complete at least one semester (16 weeks) of full time student teaching under the supervision of a mentor teacher(s) and a university supervisor. There will be on-going formal and informal evaluation by both mentor teacher and university supervisor. Teacher candidates who do not satisfactorily complete their student teaching experience may be given the opportunity to student teach a second time after going through a review process. Details of this will depend upon the specific circumstances involved.
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Teacher candidates may not be used as substitutes for regular teachers who are absent from school. If the mentor teacher cannot be in attendance, it is the responsibility of the school district to find a qualified substitute. Teacher candidates may continue to teach under the guidance of qualified substitute teachers on a short-term basis.
According to Minnesota Statute, classrooms must be under the control and direction of a licensed teacher. Teacher candidates are not licensed, so they must be under the direction, at all times, of a licensed teacher. However, with the permission of the principal, a teacher may leave the room at times so a teacher candidate can experience managing the class alone. 
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The school, mentor teacher, and teacher candidate may be legally responsible for injuries or other situations, which may occur when working with students. The teacher candidate must obtain liability coverage through Education Minnesota before the start of student teaching. Applications for liability insurance are available online at www.educationminnesota.org.  (Go to Who We Are, Student Programs, Online application.) The cost of this coverage is minimal.
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Teacher candidates should gradually assume the teaching responsibilities in their assigned classroom. The teacher candidate, mentor teacher and university supervisor should make the decision about an appropriate timeline for this to occur. Typically, the teacher candidate will begin assuming some teaching responsibilities by the start of the second week of placement, and gradually assume more responsibilities. This may vary depending on the circumstances. Typically, if a teacher candidate is at the same school for 16 weeks, she/he will take over full responsibility by week 13 of the semester. 

[bookmark: _Toc164782936]Additional Responsibilities  

Teacher candidates may be assigned any duties that are part of their mentor teacher’s normal responsibilities. These may include hall duty, playground duty, monitoring of lunchrooms, study halls, or working with student organizations.

 
[bookmark: _Toc164782937]A Full Time Experience  
Student teaching is a fulltime experience. It is normal for teacher candidates to work beyond the regular school day hours in order to plan their lessons, grade student work, and do other preparation necessary for teaching. Thus, teacher candidates are strongly discouraged from being employed or being involved in any outside volunteer activities during student teaching. If it is essential that they be employed during this experience, it is critical that the number of work hours be kept to a minimum. Likewise, teacher candidates are discouraged from taking other classes.
Teacher candidates may not arrive late or leave school early because of any commitments other than those related directly to student teaching.
At the discretion of the school, a teacher candidate may be employed or paid for supervising extra curricular activities, such as coaching, yearbook supervision, honor society, student council, etc. However, the local teachers’ collective bargaining contract may forbid this or specify conditions under which it is permissible.
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Procedure for Dealing with a Teacher Candidate Experiencing Problems

Difficulties during the student teaching experience may arise. Some difficulties may be easily resolved while others may be of a more serious nature.  The University will respect the mentor teacher’s wishes whether or not the teacher candidate continues in his/her classroom.  Whenever any member of the team (the teacher candidate, mentor teacher and/or university supervisor) considers a situation to be more problematic that can be resolved through the normal conferencing process, it needs to be brought to the attention of the team.  A special conference will be held to discuss the situation and to develop a plan of action.
Procedures for Dealing with a Teacher Candidate Experiencing Problems
1. UMD Supervisor informs the Field Experiences Office in writing about a teacher candidate experiencing difficulties.
2. Field Office informs the program coordinator about the problem.
3. UMD supervisor, mentor teacher and program coordinator will implement the Student Teaching Support Form to evaluate specific area(s) of concern(s).
4. UMD supervisor and/or mentor teacher will meet with the teacher candidate and discuss areas of concern as shown on the Student Teaching Support Form.
5. If difficulties continue the field experience coordinator and the UMD supervisor will consult with the mentor teacher.  Following these consultations, the UMD field experience coordinator, the UMD supervisor, and the program coordinator will meet to create a Professional Development Plan (PDP).
a. The Professional Development Plan (PDP) will be written to deal with each specific situation.
b. The Professional Development Plan(PDP) will focus on the needs that should be addressed.
c. All teacher candidates, who are placed on a Professional Development Plan (PDP), will be required to complete their student teaching at a local school within a 40-mile radius of Duluth.
6. Teacher candidate, UMD supervisor, field experiences coordinators and program coordinator will meet and discuss the Professional Development Plan (PDP).  The plan will be signed by all and should include:
a. An established timeline for completion of requirements (ie: reflections, lesson plans, etc) as specified in individually designed PDP.
b. Failure to follow through with any part of a PDP may:
i. Affect the next placement,
ii. Result in no placement at all or
iii. Result in removal from that particular placement or
iv. Result in removal from the program.
c. If a candidate is on a PDP, the program will decide what and how much is disclosed to the next Mentor teacher and/or supervisor.
7. A field experiences coordinator or a designee will visit the teacher candidate for additional observations.
8. The UMD supervisor, mentor teacher, field experiences coordinator, program coordinator, and the department head will make the final decision whether or not to remove a teacher candidate from their placement. 
9. In the case of the teacher candidate being removed, the Field Experience Office will inform the building principal.
10. Teacher candidates, after being removed from their student teaching placement, will be sent a letter within ten days explaining the reason(s) for their departure.
11. Teacher candidates who have had student teaching will have to register again and pay all costs.
12. Copy of written plan is to be placed in the teacher candidate’s file.
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Equal Opportunity
All federal and state requirements concerning students with identified disabilities will be adhered to.  If a teacher candidate is identified as having special needs, such as a learning disability or physical disability, the UMD Access Center will be consulted to ensure appropriate accommodations are provided for the disabilities. To the extent possible and based on the teacher candidate’s permission, mentor teachers will be informed ahead of time regarding a teacher candidate’s disabilities. 
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The University of Minnesota Board of Regents Policy on Sexual Harassment, adopted December 11, 1998, defines “sexual harassment” as “unwelcome sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual nature when: 

 1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or academic advancement in any university activity or program;
2) submission to or rejection of such conduct by an individual is used as the basis of employment or academic decisions affecting this individual in any university activity or program; or

3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work or academic performance or creating an intimidating, hostile, or offensive working or academic environment in any university activity or program.”

A more in-depth description may be found in the University of Minnesota Duluth current catalog
In addition, every school district has a sexual harassment policy in place. It is the teacher candidate’s responsibility to become familiar with and understand the policy at the individual school site.
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Minnesota Board of Teaching Rules for Student Teaching Placements
Placement of Teacher candidates
Teacher candidates shall be in the licensure field and at the licensure level for which those persons completing a licensure program are to be recommended for teacher licensure. The student teaching requirement applies only to the persons completing a program to be recommended for entrance licensure.
Requirement for Mentor teachers
Mentor teachers who have teacher candidates shall (a) be tenured or have at least three years of teaching experience and (b) hold at least a continuing license in the field and at the level at which they are teaching.
Requirements for University Supervisors
Faculty assigned to supervise student teaching experiences in the teacher licensure program shall have teaching experience at the licensure level of the licensure program.
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Difficulties can arise related to the student teaching experience.  Some difficulties may be easily resolved while others may be of a more serious nature.  If a teacher candidate believes additional support is needed in dealing with a situation, the department recommends she or he should follow these steps for resolution of the situation within the Department of Education:

1.) When possible and appropriate, first address the difficult situation by meeting with your UMD supervisor and/or the mentor teacher.

2.) If the situation cannot be resolved through Step 1, then call or email the coordinators of the Office of Field Experiences (OFE) at UMD (Jim Sersha or Tracy Hansen).  Provide OFE with a general outline of the situation and then arrange to meet with one of the directors to create a plan for resolving the situation.

3.) The OFE directors will determine if they believe the program coordinator or department head should also be brought into the discussions and planning.  However, as an education student, you can always appeal directly to the program coordinator, and then to the department head, if you believe you need additional review of your situation.

Teacher candidates can also address their situation outside of the department through either of the following two options:

1.)  Follow the Student Academic Grievance Policy
(http://www.d.umn.edu/catalogs/current/umd/gen/grieve.html) to address your situation.

AND/OR

2.) MN Statute 122A.09 Subdivision 4c indicates you can appeal your situation directly through the Minnesota Board of Teaching.  The statute indicates, “The board, upon the request of a postsecondary student preparing for teacher licensure or a licensed graduate of a teacher preparation program, shall assist in resolving a dispute between the person and a post secondary institution providing a teacher preparation program when the dispute involves and institution’s recommendation for licensure affecting the person or the person’s credentials.  At the board’s discretion, assistance may include the application of chapter 12.”
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Assessment and Evaluation of the Student Teaching Experience

Assessment of the student teaching experience at the University of Minnesota Duluth involves the following dimensions:

· Opportunities for teacher candidates to explore and demonstrate their professional development through the Clinical Mentor Model for Supervision with their mentor teacher(s) and university supervisor.
· Notebook binder with lesson plans, unit(s), and teacher candidate’s reflections on effectiveness. 
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The Clinical Supervision Model used at the University of Minnesota Duluth follows a process in which the university supervisor engages in the cycles of observations and conferences with the teacher candidate.  The purpose of the process is to:
· Create trust between the teacher candidate and university supervisor
· Encourage the teacher candidate to analyze the lesson
· Encourage the teacher candidate to think about alternatives
· Develop reflective skills
The stages of the Clinical Supervision Model are the readiness conference, the pre-observation conference, the observation, and the data analysis and post-observation conference. (See Appendix F for a “Clinical Supervision Checklist” and Appendix G for “Strategies for Supervisors and Mentor teachers”.)

Formative Assessments and Observations
The mentor teacher is expected to observe the teacher candidate on a regular basis and provide feedback on the teaching performance. Throughout the student teaching experience, the mentor teacher should continuously assist the teacher candidate in reflecting on teaching performance and developing goals and strategies for improving practice. University supervisors are expected to schedule regular site visits to the school for the same purpose.
At the midpoint and end of the student teaching experience, the mentor teacher and the teacher candidate will complete formal assessments, using the form provided by the university. The midpoint evaluation helps define strengths as well as areas in which improvement is needed. The final assessment provides feedback on each area of the teacher candidate’s performance. The evaluations are shared with the teacher candidate and the university supervisor. The teacher candidate may request a letter of recommendation from the mentor teacher (see sample in Appendix E) for their placement file. The university supervisor will submit the pass/fail grade, but the university will use the input of the mentor teacher to determine the grade.
Teacher candidates will be observed by the mentor teacher and by the university supervisor at regular intervals throughout the semester.  They may also be observed by the principal and by other teacher candidates or early field experience candidates. A variety of data-gathering methods will be used in the observations. Mentor teachers will do the majority of the observations, with the university supervisor observing a minimum of four full lessons during the semester. Careful notes of observations should be kept by all and shared with the teacher candidate, mentor teacher, and university supervisor. The university supervisor will provide copies of all notes and evaluations to the Office of Field Experiences within one week following each visit. The teacher candidate’s final self-assessment must be submitted to the Office of Field Experiences. 
Notebook Binder Documentation 
Teacher candidates must maintain a notebook of all lesson plans, unit plans, handouts, assignments, tests, and reflections throughout their student teaching experience.  This documentation provides the mentor teacher and university supervisor with an accurate record of the work the teacher candidate has done during the semester. 
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Appendix A:  Diversity*    “Bring Balance to Your Classroom”

Our candidates will live and work in a pluralistic society. Candidates must be prepared to understand and appreciate all cultures, learning styles, interests and values. Following is a list of steps you can take to provide a multicultural classroom experience.

· Affirm and validate students’ ethnic experiences. Include experiences of different cultural groups in the classroom through bulletin board displays, projects and presentations.

· Recognize and understand cultural differences. Be aware of cultural elements including clothing, time, space, gestures, ethics, values, religion, holidays, sex roles, sexual orientation, rights and duties.

· Vary your teaching style to accommodate different learning styles.

· Recognize and correct historical distortions.

· Examine all curriculum material for ethnic and cultural bias. Infuse multicultural concepts whenever possible in all areas of the curriculum.

· Encourage cooperation. Promote and foster healthy interaction among diverse groups for making decisions and solving problems.

· Look for connections. Interpret events from an international perspective, but also illustrate the interrelatedness and interdependence of cultural groups.

· Remember that the goal of multicultural education goes beyond dancing and eating ethnic foods. It is the acceptance, support and appreciation of similarities and differences.  It also recognizes the right of different cultures to co-exist.

· Familiarize yourself with your district’s racial harassment policy. Every school district is required to have one (as well as a sexual harassment policy).

On the Web
· Multicultural Education Resources: www.udel.edu/sine/educ/multcult.htm
· NCREL Monograph: A Synthesis of Scholarship in Multicultural Education:
www.ncrel.org/sdrs/areas/issues/envrnmnt/go/leogay.htm
· Varieties of Multicultural Education:  An Introduction.  An ERIC Clearinghouse on Urban Education Digest: ericweb.tc.Columbia.edu/digests/dig98/html

*Education Minnesota, Classroom Essentials 1999-2000
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At the conclusion of the student teaching experience, mentor teachers may be asked to prepare a letter of recommendation for the teacher candidate’s placement (credential) file. The following suggestions are offered to assist in creating an effective representation of the teacher candidate’s performance.

· Use school letterhead to write a formal letter of recommendation.
· Within the text, use the name the teacher candidate prefers to appear in the credential file and other official documents.
· Include a brief description of the school and/or community context in which the teacher candidate was placed.
· Mention the grade levels and course/subject matter taught by the teacher candidate.
· Comment on the future or potential of the teacher candidate as a classroom teacher.
· Restrict the length of the letter to one or two pages.
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Appendix C: Student Reference Request Form

Student name (please print): _______________________________
I request ____________________ to serve as a reference for me. The purpose(s) of the reference are: 
(check all applicable spaces)
_____ application for employment
_____ all forms of scholarship or honorary award
_____ admission to another education institution
The reference may be given in the following form/s (check one or both spaces):
_____ written
_____ oral
I authorize the above person to release information and provide an evaluation about any and all aspects of my academic and/or employment performance at the University of Minnesota Duluth to the following (check all applicable spaces):
	1. 
	_____ all prospective employers OR
_____ specific employers 

	
	

	 
	___________________________________________________________ 

	2.
	_____ all educational institutions to OR
_____ specific educational institutions which I seek admission is/are: 

	 
	___________________________________________________________

	 
	 

	3.
	_____ all organizations considering me OR
_____ specific organizations for an award or scholarship is/are: 

	 
	___________________________________________________________


This authorization to provide references is valid for one (1) year from the date of my signature below, unless I specify an earlier ending date as follows: 
Ending date: ___________________________
Note: Under the Family Educational and Privacy Rights Act, 20 U.S. C. 1232(g), you may, but are not required to, waive your right of access to confidential references given for any of the purposes listed on this form above. If you waive your right of access, the waiver remains valid indefinitely.
Student Signature: __________________________ 
Date: ____________________________
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Clinical Supervision Checklist

This list is a guide for supervisors to use during the different stages of supervising teacher candidates.  While supervisors need not address all points under each area, or address these in the order listed here, this checklist provides a reminder of key elements of our UMD Clinical Supervision model.

Week prior to the start of the semester or first week of the semester, establish contact with your teacher candidate to arrange readiness meeting and to give them information on how to contact you.  (This conference should occur the first week of the semester and no later than the second week).
· Establish contact with the mentor teacher(s) prior to or during the first week of the semester.

Readiness conference (First Visit)
· How will the teacher candidate take over responsibility from the teacher?
· What classes will the teacher candidate take first, second, and what is the timeline?
· When will the student observe other teachers’ classes during the first weeks of student teaching?
· What schedule has been set up for the teacher candidate and mentor teacher to meet daily for planning?  Short term, long term?
· How often will the mentor teacher observe the teacher candidate formally? Informally?
· What arrangements can be made to have the teacher candidate meet with special education teachers to (a) discuss accommodations that need to be made for any of the teacher candidate’s students who have disabilities? (b) arrange for the teacher candidate to attend a staffing (if appropriate and possible)?
· How does the teacher candidate prefer to receive feedback?  How does the mentor teacher prefer to give it?  Is there a middle ground?
· Are there any concerns about the calendar for either the teacher candidate or mentor teacher?
· What questions or concerns do the student or mentor teachers have of the university supervisor?
· What structure has the teacher candidate set up for classroom management? Is this structure agreeable to the classroom teacher?
· What questions or concerns does the mentor teacher have regarding evaluation of the teacher candidate?
· How can the university supervisor, mentor teacher and teacher candidate be reached if needed?  (Exchange home and school numbers, e-mail addresses).
· What are the teacher candidate’s plans for completing the TPA?
· What concerns does the teacher candidate have (e.g., financial or personal stresses, teaching stresses)?
· What concerns does the mentor teacher have?

· What concerns does the student teaching supervisor have?

Pre-Observation Conference
Note: If possible, the university supervisor should arrange to have the teacher candidate leave his/her notebook binder including lesson plans and instructional materials to be observed that visit, and any other relevant materials at the front desk in the school office at the start of the day on which the observation is to occur. The supervisor can then arrive early and review these materials prior to the pre-observation conference in preparation for the conference and observation.
· Ask the teacher candidate for an update on his/her progress towards the goals set during the supervisor’s previous visit and towards interim goals set by the teacher candidate and the mentor teacher.
· Review and discuss lesson plans and reflections and discuss issues arising from the lessons and reflections. 
· Review and discuss lesson plan for lesson to be observed.
· Discuss the focus/foci of the observation and what data the teacher candidate would like the supervisor to gather. Discuss how this data might be used to help guide the teacher candidate in reflecting on achievement of goals identified.

Observation
· Collect descriptive data on the teacher candidate’s lesson (guided by the discussion from the pre-observation conference). 

· Limit the data collected and focus of observation to the areas agreed upon in the pre-observation conference unless something happens during the lesson that gives the supervisor cause for concern about the teacher candidate’s meeting the minimum standards of performance expected at this stage of the student teaching experience. Important: If a teacher candidate is at risk of not passing student teaching, the supervisor should discontinue use of the clinical supervision model (of guiding the teacher candidate to reflect on his/her performance) and adopt a more directive approach that clearly identifies what the teacher candidate needs to do in order to succeed.



Post Observation Conference
· Provide the teacher candidate with a copy of the data gathered during the observation.
· Guide the teacher candidate in analyzing and reflecting on the data.
· Provide feedback on the observation (as a follow up to having the student self-reflect).
· Guide the teacher candidate in setting goals to work on before the supervisor’s next visit.
· Discuss the teacher candidate’s progress in preparing to complete the TPA.
· Review midpoint evaluation during the visit following the midpoint.
· Check to see if the teacher candidate or mentor teacher have any concerns.
· If the teacher candidate is at risk of not passing student teaching and the supervisor has adopted a more directive approach to supervision, the supervisor should outline clearly in writing what the teacher candidate needs to do to be successful. The supervisor should also discuss these concerns with the coordinator of student teaching so that additional support and guidance may be provided, if needed.
· At the end of the post-conference the supervisor should provide the teacher candidate and the mentor teacher with a copy of his/her notes taken during the different stages of the visit (pre-conference, observation, and post-conference). A copy of these notes must also be turned in by the supervisor to the Office of Field Experiences within one week following each student teaching visit.

Final Conference (at end of student teaching)
· Discuss the teacher candidate’s final evaluation. 
· Provide summative feedback.
· Check with the mentor teacher that final evaluation form and honorarium form will be completed and submitted to the Office of Field Experience so that it is received no later than the last day of the semester.
· Verify the percentage of the honorarium to be paid to each mentor teacher (if more than one).
· The completed TPA must be uploaded to eportfolio no later than the 14th week of the 16-week student teaching experience. In the case of teacher candidates pursuing middle level endorsement, the completed TPA must be uploaded to eportfolio by the 10th week.
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This form is to be completed during the Readiness Conference and updated (include dates when applicable) during the student teaching experience.  This form will be placed in the teacher candidate’s file. (Teacher candidate is responsible to make copies for the mentor teacher, the supervisor, and him/herself.)
Teacher Candidate  _____________________________ Date:  ________________
Mentor Teacher: _____________________________________________________
University Supervisor: ________________________________________________
1. Student’s Goals:

2. Expectations for Guidance/Discipline/Classroom Management:

3. Expectations for Lesson Planning and Reflections:

4. Expectations for Two Units:

5. Expectations for TPA (including scheduling of video taping, etc.):

6. Expectations for Parent or Guardian Involvement/Conferences:

7. Expectations for “Teaming”:


Teacher Candidate Signature:___________________________________

University Supervisor Signature: ________________________________
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Appendix F: Strategies for Supervisors and Mentor teachers

The following specific strategies are designed to be both supportive and to offer challenge as the university supervisor and mentor teacher work with a teacher candidate.

1. Use communication techniques such as reflection, clarification and elaboration.  Example: The teacher candidate appears to be upset by issues related to discipline ---Begin by paraphrasing the teacher candidate’s concern.
2. Provide information about resources that are available for professional and/or personal improvement. Example: The teacher candidate says he/she is unaware of resources for use in the classroom ---Review community and campus resources, which might be appropriate.
3. Through microteaching and team role-playing help teacher candidate practice specific skills. Example: The teacher candidate has difficulty introducing new materials to pupils ---Ask teacher candidate to walk through several sequences that could be used in introducing specific materials.
4. Respond to clichés and over-generalizations.  Example: The teacher candidate says, “It’s always bad when children argue.”  ---Guide teacher candidate to think of instances when this might not be true. Are there times when conflicts might be positive?
5. Introduce evidence as a basis for one’s opinions or point of view.  Example: The teacher candidate says, ” Johnny is always aggressive.” ---Ask for specific behavioral examples, frequencies of behavior, etc. Teacher candidate may use observational techniques to test the accuracy of such a statement.

6. Encourage application/transfer of information from one setting to another.  Example: The teacher candidate states that she/he is very confused by lesson planning expectations ---Suggest that he/she think back over class demonstration lessons and recall steps needed to structure a lesson.
7. Develop concepts inductively. Example:  List all the behaviors recorded in the data.   Group and label these behaviors ---Discuss groupings and how these might relate to lesson planning.
8. Authenticate teacher candidate’s personal experience.  Example:  The teacher candidate states that a pupil has “been off the wall.”  ---Ask the teacher candidate to step into the child’s shoes and recall incidents from personal experiences that are similar to child’s experience.
9. Encourage the teacher candidate to observe the process of his/her own change. Example:  The teacher candidate is discouraged because the learning experience did not proceed as anticipated ---Facilitate recall of teacher candidate’s ability to be flexible and respond to a child’s needs on other occasions.
10. Encourage the teacher candidate to observe and reflect on different aspects of his/her teaching.  Example: The teacher candidate lacks awareness of how others see him/her. ---Videotape the teacher candidate to enable him/her to see teaching behaviors and patterns of interactions with students. The teacher candidate can use this as a basis for reflection on strengths and areas for improvement.
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Appendix G: Instructions for the Video Editing at the Hub

http://www.d.umn.edu/itss/mediahub/

TPA --- Teacher Performance Assessment Clips
Your TPA clips are going to need to be ten minute segments that relate to your lesson.  This is a tool that will help you in making your clips.  First you are going to need to get your equipment.  Then you’ll need to how to use it and finally you’ll need to how to edit your TPA clip.  This will contain tips on how to do all of this and who to go to for help.  
· Where to get equipment
· You can check equipment out at the Multimedia Hub located in the library room 260.  
· Students and staff can check out video cameras, still cameras, and camera accessories.  The camera accessories that can be checked out are tripods, microphone kits, light kids, green screens, audio recorders, headphones, headsets, keyboards, card readers, and flash attachments.  
· The only equipment you will need for this project is a video camera and possibly a tripod, a still camera, and an audio recorder.  
· How to use the equipment
· If you are using a tripod you are going to want to set that up first. 
· Next make sure you have something that will save your recording (i.e. built-in memory, a disk, or a memory card).
· Attach your camera to the tripod if you are using one. Make sure you are at a good angle. 
· Turn the camera on and press the red record button. 
· When you are done recording, depending on your camera, you will either need to press the record button again or press the stop button.
· General editing of your TPA Clips
· First you want to hook up the camera or memory card to your computer.  
· Then you want to go through all of your film and decide what you want to put into your TPA clip.
· Tip: Write down a list of stop and start points for the parts of film that you want to keep.
· How to use Windows Movie Maker and iMovie
· Open Windows Movie Maker/iMovie. 
· How to add videos, photos, music, and sound
· First go up to the menu bar and click on insert. 
· Then pick which type you would like to insert be it video, photo, music, or sound. 
· Your documents folder will pop up and you need to find whatever you are insert click on it and press insert. 
· How to edit film 
· First you are going to want to get your list of start and stop times out. 
· Next you are going to want to go up to the menu bar again to edit.
· From here you can choose a start point and an end point. You can also use your split and trim tools to create stop and start points. 
· In edit you can also change the volume of your video and make the sound fade in and out.
· You can also add in title and credits slides along with caption throughout.  
· If you want any type of animation in your video clip (i.e. transitions, zooms, or visual effects) they can also be inserted.
· How to create the finished product
· Go to file and save as a movie. 
· The movie can be saved in any type of definition you’d like otherwise it can be burned to a disk.
· Where to go if you need help
· If you are in need of assistance, you may return to the Multimedia Hub located in Library 260. There is a staff there during the hours that they are open that are able to assist you with anything you need—using any of the equipment or using iMovie. 
· Contact Information:
· 218-726-6087
· mmedia@d.umn.edu
· Library 260
· Hub Coordinator: Mary Olson-Reed
· Hours:
· Monday-Thursday: 9am-10pm
· Friday: 9am-4pm
· Saturday: Closed
· Sunday: 12pm-10pm
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Appendix H:  Resources
Berk, L. E.  (2009). Child Development (8th ed.).  Needham Heights, MA:   Pearson Education, Inc , Allyn &Bacon.   (FYI  current, new in 2010 Spring)
Berk, L. E.  (2008). Infants and Children (6th ed.).  Needham Heights, MA:   Pearson Education, Inc , Allyn & Bacon.  (textbook)  (FYI—old text) 
Kriete, R., The Morning Meeting Book, 2002, Northeast Foundation for Children
Peters, D ., Taking Cues from Kids ~ How They Think~ What to Do About It, 2000, Heinemann 
Wong, H., & Wong, R. The First Days of School. (4th edition)  2009, Wong Publications 
Resources for Children’ Literature

Kierfer, Barbara Z.  Charlotte Huck’s Children’s Literature.
Remember the evaluation criteria, teaching resources—including web Links, WEB’s, and Chapter 13 “Developing a Literature Program”

Resources for Language & Literacy

Allen, J. (2004).  Tools for Teaching Content Literacy.  Portland, ME:  Stenhouse.

Allington, Richard L.  (2011).  What Really Matters for Struggling Readers:	Designing Research-Based Programs.  NY:  Longman.

Bear, Donald R.; Invernizzi, Marcia, Temptleton; Shane; Johnston, Francine. 
(2008).  Words Their Way (4th ed.)  NJ:  Pearson/Prentice Hall.  

Cunningham, Patricia M. & Allington, Richard L. (2011).  Classrooms That Work:  	
	They Can All Read & Write.  [5th ed].  Boston, MA:  Allyn & Bacon

Dahl, Karin L.; Scharer, Patricia L.; Lawson, Lora L.; & Grogan, Patricia R.  (2003).
	Rethinking Phonics:  Making the Best Teaching Decisions.  Portsmouth, NH:
	Heinemann.

Serafini, F.  (2010).  Classroom Reading Assessments:  More Efficient Ways to View
	and Evaluate Your Readers.  Portsmouth, NH:  Heinemann.

Weaver, Constance.  (2003).  Reading Process and Practice.  (3rd Edition).
	Portsmouth, NH:  Heinemann.

Wilde, Sandra.  (2003).  What’s a Schwa Sound Anyway?  Portsmouth, NH:  
	Heinemann.

Resources for Special Education

Help4Teachers.com -  http://www.help4teachers.com/

Intervention Central – Response to Intervention - http://www.interventioncentral.org/

What Works Clearninghouse - http://ies.ed.gov/ncee/wwc/

Resources for Social Studies

Framework and Standards tutorial
http://score.rims.k12.ca.us/sub_standards/nat_stand_his_econ_civ_geo.html

NCSS Expectations for Excellence
www.ncss.org

Geography for Life
http://www.nationalgeographic.com/xpeditions/standards/
http://www.ncge.org
http://www.21stcenturyskills.org/documents/21stcskillsmap_geog.pdf

National History Standards
http://nchs.ucla.edu/

National Economics Standards
http://www.ncee.net/ea/program.php?pid=19

National Civics and Government Standards
http://www.civiced.org/index.php?page=stds
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SETTING:  Setting is the time and the place of the action (when and where the
	story happens).  The time includes not only the historical period—but
	the year, the season, the time of day.  The place may be a specific country,
	state, region, community, neighborhood, building institution, or home.
	Details such as dialect, clothing, customs, and modes of transportation are
	often used to establish setting.

CHARACTER:  A person, animal, or imaginary creature who takes part in the 
	action of a literary work.  The main character is the most important 
	character in the story, play, or poem.  She/he is usually the most dynamic
	character as well, since she/he often undergoes a change during the 
	course of the work. A minor character is one who takes part in the action
	but is not the focus of attention.

PROTAGONIST:  The main character in the story, poem, or novel who faces a
	struggle or problem that must be solved.

ANTAGONIST:  The force or character that opposes or works against the main
	character, or protagonist, in her/his attempt to solve a problem.

CHARACTERIZATION:  The author’s special way of creating and developing
	a character so that she/he seems real or believable to the reader.  There
	are four basic methods of developing a character: 1)  a physical 
	description of the character; 2) the character’s thoughts, speech, and
	actions; 3) the thoughts, speech, and actions of other characters; 
	4) direct description of the character’s nature by the author.  The first
	three methods are indirect descriptions since the writer depends on the
	reader to draw conclusions about the character’s traits.

CONFLICT:  Conflict is a struggle between two opposing forces.  It is one of
	the most important elements in stories, novels, and plays because it
	causes the action.  There are two kinds of action:  external and internal.
	External conflict is one in which a character struggles against an outside
	force like nature, a mob of people, or a single adversary.  Internal
	conflicts take place within the mind of the character.  The character
	struggles to make a decision, take an action, or overcome a feeling.

DIALOGUE:  Dialogue is conversation between characters, often set off by
	quotation marks.

FLASHBACK:  Flashback is a section of a literary work that interrupts the 
	sequence of events to relate an event from an earlier time.




FORESHADOWING:  The use of hints or clues that suggest events that have
	yet to occur.  Authors use foreshadowing to build a reader’s 
	expectations and interest as well as to create suspense.

MOOD:  The feeling a reader experiences from reading the story.  The author’s
	careful use of sensory detail, dialogue, and plot events establishes the
	overall feeling the reader experiences.

IRONY:  Irony is a contrast between what is expected and what actually exists
	or happens.  In most cases the opposite of what is stated or expected
	actually occurs.

MOTIVATION:  The reason why a character acts, feels, or thinks a certain way.

NARRATOR:  The person who is telling the story is the narrator.

POINT OF VIEW:  Point of view is the perspective, or vantage point, from
	which the story is told.  First person point of view is through the eyes
	of a character in the story who uses pronouns like I, me, and we.  The 
	reader sees the events and the other characters in the story only through
	the eyes of the narrating character.  In the third person omniscient the
	narrator is all-knowing and can see into the minds of all characters.  The
	narrator is not any character but has access to all characters’ thoughts,
	feelings, and actions.  The pronouns he or she are used.  In the third
	person limited, the narrator brings us into the story but has access to one
	character’s thoughts and feelings.  She/he stands very close to this 
	favored character, viewing the action and other characters through the
	favored character’s eyes.

PLOT:  The series of orderly events that make up the action of the story.  Most
	plots follow a regular pattern or plot line with five basic parts.  
1) Exposition is the beginning of the story which introduces the setting,
characters, and the basic situation.  2) Rising action is usually set off by an
exciting incident, which introduces the conflict.  3) The climax is the
highest point of suspense or interest in the action of the story.  It is often
the turning point in which the conflict is resolved or the outcome of the
plot becomes clear.  4) The falling action follows the climax.  
5) Resolution occurs when the characters begin life again either changed
or unchanged.  Not all story plots have all of these elements but most do.

SUSPENSE:  Suspense is a feeling of anxious uncertainty about the outcome of 
	events in a literary work.  Authors create suspense by raising questions in
	the minds of their readers about what might happen in the plot.

SURPRISE ENDING:  A surprise ending is a conclusion that is unexpected.   
	Sometimes a surprise ending follows a false resolution.  The reader thinks
	that the conflict has already been resolved but is then confronted with a
	new twist that changes the outcome of the plot.

SYMBOL:  A symbol is anything that stands for or represents something else.
	Often a concrete item is used within a literary work to represent an
	important theme, idea, or feeling.

THEME:  Theme is the central message about life or human nature 
	communicated by a piece of literature.  One way of finding the theme is
	deciding what the main character learns about life or what the character’s
	struggle shows about life.  Most themes are not directly stated but are
	implied, so the reader must conclude what the characters and action in the
	story reveal about real life and human nature.













[bookmark: _Toc164782954]Appendix J: Terms Commonly Used in the Study of Literacy

Gathered by J. M. Stevenson

*Terms Specifically Used in the New Minnesota Reading Standards
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*alphabetic principle 
*auditory awareness
balanced approach to literacy 
*blend
Cloze procedures
*comprehension
comprehensive approach to literacy
*concepts of print or concepts about print
decodable text
decoding
dialect
emergent readers
emergent writers
*etymology
*explicit instruction
*expository (informational) texts
*fluency
graphophonemic
graphophonic cuing system
guided reading
guided writing
invented spelling
letter-sound patterns
logographic reading
logographic writing 
miscues
modeling
*morphology
*onset/onsets
orthographic patterns
orthographic reading
orthographic writing
orthography
overcorrection
*phoneme
*phonemic awareness
*phonics
*phonological awareness
pragmatic cuing system
predictable books
psycholinguistics
Reading Miscue Inventory (RMI)
Reading Recovery (Marie Clay)
*rhyme
*rime/rimes
schema/schemas
*segment
semantic cuing system
*semantics
shared reading
*sight word/sight words
sociopsycholinguistics
sounding out
sustained silent reading (SSR)
*syllables
syllabification
synthetic phonics
syntactic cuing system
*syntax
*text structures
transactional approach
transmission approach
write alouds
*word boundaries
zone of proximal   development (Vygotsky)
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