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Waunakee Community School District Student Teacher Guidelines

As part of a professional licensure requirement, student teaching is designed to provide student teachers with the opportunity to learn the principles of practice in classroom settings by developing a range of effective teaching strategies in collaboration with cooperating teachers.

Required Procedures and Paperwork for Assignment 
Of a Student Teacher
Prior to accepting a student teacher, a cooperating teacher must conduct a personal interview with the prospective student teacher and introduce him or her to the appropriate building principal.
The attached student teacher assignment form must be completed and submitted to the Human Resources Director prior to the student teacher assignment.  This form is also available online in PDF format under “Staff Information and Forms”.  No student teacher will be allowed to work with students in any capacity until a criminal background check has been completed, and the results are satisfactory.

ID Badges and Computer Access

When a criminal background check has been completed and the results are satisfactory, the Human Resources Department will place the student teacher on the approved volunteer list and notify the Technology Department that the student teacher should be given computer access for the semester.  Once a student teacher’s name appears on the approved volunteer list, the principal at the building where the student teacher will be assigned may send him or her to the District Office for an ID badge.  The cooperating teacher shall be responsible for collecting the student teacher’s ID badge at the end of his or her assignment.
Program Participants
Student Teacher
The student teacher is a student enrolled in a professional licensure program participating in a school-based clinical experience.  The student teacher will assume an increasing degree of responsibility in a real classroom under the supervision of a qualified classroom teacher and college or university mentor.  The student teacher should be able to apply knowledge of educational theory in terms of human growth and development, integrate subject matter in a classroom experience, and further prepare personally and professionally to assume a role as a beginning teacher.

Program Supervisor
The program supervisor is a college or university professor responsible for the overall planning, management, supervision and evaluation of the student teacher experience.  The program supervisor will support the cooperating teacher by formulating the criteria for a successful field experience.

Cooperating Teacher
The cooperating teacher is the professional teacher who serves as the supervisor of the student teacher.  The cooperating teacher monitors the student teacher’s progress and provides opportunities for the student teacher to improve.   The cooperating teacher is an experienced professional who will assist the beginning student teacher.  A Waunakee Community School District cooperating teacher must have a minimum of three years of teaching experience in the district and may serve as a cooperating teacher a maximum of one (1) semester every other school year.
Principal 
The principal will support the preparation of student teachers by defining school-wide expectations (e.g. share the school handbook, discuss attendance at after school meetings and/or night functions, student supervision, arrival/dismissal times, procedures for absenteeism, parent-teacher conferences and rules about cooperating teachers leaving students alone in the classroom) and explaining school-wide policies and student behavior expectations (e.g. discipline procedures for students).

Tips for the Cooperating Teacher

· Be very clear about the expectations you have of the student teacher.

· Assist him or her in setting up specific goals that you expect him or her to achieve during the course of the student teaching experience.

· Give the student teacher a clear idea of the hours he or she will be expected to work each week.

· Provide the student teacher with an introduction to the culture of the district (e.g.; dress code, management style, etc.).

The more information you provide to the student teacher at the beginning of his or her experience, the less chance there is for confusion and misunderstanding throughout the student teaching experience.

Guidelines for Withdrawal/Removal of a Student Teacher

It is the responsibility of Waunakee Community School District’s administrators and teachers to ensure that the best interests of the children of the district are the first priority.

It is required that the student teacher be kept informed of his or her progress during student teaching.  If the progress of the student teacher is determined to be unsatisfactory at any time, the program supervisor is to be notified by the cooperating teacher or principal.  Arrangements are to be made for the program supervisor to immediately visit the school for observation or consultation. Until such visit occurs, the student teacher is to be involved in classroom observation only.

Any time the student teacher’s performance endangers the personal, emotional or physical well-being of the children of the Waunakee Community School District, the student teacher will be immediately removed from the classroom.  The principal will contact the Director of Human Resources and the program supervisor.  Arrangements will be made for the program supervisor to immediately visit the school for an exit conference.  At that time, the reasons for removal will be outlined for the program supervisor and student teacher.

Student Teacher Experience Phases
The student teacher experience can be divided into four (4) phases.  The time that each student teacher spends at each phase should be determined collaboratively and should meet the requirements of the college or university that the student teacher is attending.

Orientation Phase
The orientation phase is the period during which the student teacher gets to know the students, establishes a professional bond with the cooperating teacher, and learns about the classroom environment and curriculum materials.  At the end of this phase, the student teacher should be aware of the daily routine of the classroom and understand the expectations that the cooperating teacher has for his or her students.  In addition, it is helpful for the student teacher and cooperating teacher to have developed a general plan for involving the student teacher in the work of the classroom.  This plan should be flexible and fit the style of the cooperating teacher within the context of the classroom as well as the needs of the student teacher.

Shared Responsibility Phase
Subsequent to the orientation phase is the shared responsibility phase.  During this phase, the cooperating teacher and student teacher are engaged in collaborative lesson planning, team teaching and assessment of student work.  The student teacher might begin this phase by following the teacher’s plan or assisting in instruction.  However, a major goal of this phase is to assist student teachers in developing skills necessary for planning.  To achieve this, the following is recommended:  team planning and teaching with cooperating teacher, developing lesson plans to be reviewed by the cooperating teacher before implementation, studying curriculum materials, and observing other teachers (including teachers in other content areas) to learn pacing, transitions and a variety of methods and strategies.  The format of the planning is flexible and should be agreed upon by the cooperating teacher and student teacher.

Major Responsibility Phase
The third phase of the student teacher experience is referred to as the major responsibility phase.  In this phase, the student teacher may be evolving into extensive planning and instructional roles during his or her full-time teaching experience.  There will likely be variation among student teachers as to the best time to move into this phase.  However, no matter when the student teacher assumes major responsibility, this is not to be interpreted as a time when the cooperating teacher must exit the classroom.  This decision should be made jointly with the principal, program supervisor and cooperating teacher.  While the student teacher might be in action much of the time, the cooperating teacher might function as a consultant or even continue as a team teacher.  This is the time of the experience that a productive collaborative relationship develops between the cooperating teacher and student teacher.  The amount of responsibility that the student teacher assumes is dependent upon the judgment of the cooperating teacher and principal.  Lead teaching weeks may not exceed two weeks per quarter or four weeks per semester.
Winding Down Phase
During the winding down phase, the student teacher should be concluding major instructional responsibilities such as grading and assessment of student work.  During this time the student teacher should be reflecting on what he or she has learned in the placement and establishing goals for continued professional growth.  Because student teachers have had experience teaching by this time, observations of other teachers (as time permits) may take on new meaning.  The student teacher should also have had a conference with the program supervisor and cooperating teacher.
[image: image2.jpg]


WAUNAKEE COMMUNITY SCHOOL DISTRICT

Student Teacher Assignment Form

Please complete this form by typing in the boxes below, print a copy, have your building principal sign the document and then forward a copy to Connie Beth, Director of Human Resources, at 905 Bethel Circle.

Date:

	(mm/dd/yy)


Waunakee Community School District Cooperating Teacher Information:

	Name:

	Assignment:

	Building:

	Date of your last student teacher placement:


Student Teacher Information:

	

	Full Legal Name:

	Address:


	Phone:

	Emergency Contact and Phone:

	Social Security # (Utilized for background check only):

	Birth date:


Program Supervisor Information:

	College/University:

	Supervisor Name:

	Contact Information:


Assignment: (Grade level and subject area if applicable)

	


School Year (i.e. 2010-11)

Semester (check appropriate box)






Fall
Spring


Building Administrator:

	Name:

	Signature (indicates approval of the student teacher placement):
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