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Policies and Procedures
A.

Workload
1. Teacher candidates should have workloads comparable to but not more demanding
than that of the cooperating teacher.
2. Teacher candidates are directly responsible to one cooperating teacher for the
coordination of workload. If more than one cooperating teacher is assisting with the
program, the building principal shall designate a head cooperating teacher. The final
evaluation of the teacher candidate should be the joint effort of all cooperating
teachers.
3. Teacher candidates may observe for the first three days of each student teaching
experience and then gradually become involved with the total classroom
responsibility.
4. The student teaching assignment follows the school district’s calendar. Students are
to plan accordingly. Outside employment by the teacher candidate cannot interfere
with the student teaching experience.
5. Act 91 - Marywood University will not prohibit District’s compensation of student
teachers who work as substitute teachers in accordance with the terms set forth in
The Act.
• Students who substitute under Act 91 will be required to submit the permit
issued under Act 91 to the Marywood Field Office or inform the district that
they must submit the permit issued. Permits can be submitted in person or sent
via email to pcowley@marywood.edu. Permits must be submitted on school
letterhead with appropriate signatures.
• Student teachers who substitute under Act 91 cannot substitute more than 10
days per placement.
• Marywood encourages no student teacher to substitute for more than 3
consecutive days in the classroom, substituting must be noted on Participation
forms.
• Student teacher will inquire about special circumstances of students in the
placement and, where appropriate, seek training from the district to respond
effectively. These circumstances include, but are not limited to: allergies, crisis,
seizures, toileting, diabetes, elopement, aggression, and asthma.
• Student Teachers are not authorized to substitute in any classroom other than
their co-operating teacher’s classroom.

B.

Personal Etiquette
1. Teacher candidates should adhere to the dress code determined by the University
and the school district to which the student is assigned. The university dress code
reads as follows:
“Marywood University expects anyone entrusted with the education of children to
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assume the role of a professional educator. As a professional, prospective
teacher, you are obligated to act, dress, and speak accordingly. It is expected
also, that personal preferences in grooming be set aside if they are found to be
contrary to a sound educational environment by being a distraction to students.
C.

Absences
1.

For students to have the most successful experience, absences must be kept to a
minimum. The teacher candidate is to contact the university supervisor and the
cooperating teacher by 7:00 a.m. if he/she is unable to meet his/her
responsibilities for the day. A plan for the day must be left for, or emailed to, the
cooperating teacher.

2.

Teacher candidates are permitted one (1) personal day over the course of both
placements (i.e. to attend a job fair). The request must be made in writing at least
forty-eight hours in advance of the impending absence. Both cooperating teacher
and university supervisor are to grant requests for absences. University
supervisors are to notify the Director of Professional Education Field Experience
when reasons for absences are questionable. Unless there is no other alternative,
all appointments should be scheduled after the school day is over or on ascheduled day
off.

3.

Two absences are permitted for illness or some other unavoidable reason.
Absences for any other reason must be approved by the university supervisor and
co-operating teacher and time missed may need to be re-scheduled. Student
teachers missing three consecutive days of student teaching for illness must
submit a doctor’s excuse to the Office of Professional Education Field
Experience. Teacher candidates missing four days or more will require a
conference with the university supervisor, cooperating teacher and the Director of
Professional Education Field Experience. More than five absences from the
student teaching experience may result in the termination or extension of the
experience.

4. 5 days will be permitted for absences related to COVID-19. Any additional days
missed due to COVID-19 may require time to be made up depending on the student
teacher candidate’s progress in their placement. including meeting the competencies
required to progress past their student teaching experience. Supervisor feedback will
be used to make this decision on a case by case basis in conjunction with the Director
of Professional Education Field Experience and the student’s cooperating teacher.
5.

Cooperating teachers are to keep records of all absenteeism and report them to the
university supervisor. Tardiness is inexcusable. Cooperating teachers should
report tardiness to the university supervisor.

6.

No teacher candidate will be excused prior to the end of the student teaching
semester to assume the responsibilities of a faculty member in a school district

7.

A continuation of the student teaching experience may be required if the
3

.

cooperating district or school is not in session for a period of seven days because
of inclement weather or a judicial dispute.
D.

Professional Ethics
1.
2.
3.

4.
5.

E.

Termination or Change of Assignment
1.
2.
3.

4.
F.

The Director of Professional Education Field Experience may at any time change
or terminate the assignment of any teacher candidate.
In cases of conflict, all parties must make reasonable efforts to resolve conflicts.
This procedure should begin at the building level.
Teacher candidates requesting changes in assignments must submit a request, in
writing, to the teacher candidate’s university supervisor and to the Director of
Professional Field Experience. A valid reason must be provided.
Only in extreme cases will changes in assignments be made.

Contract Disputes
1.

2.
3.

G.

Teacher candidates must treat all events in the classroom as confidential and must
be professional in all activities.
Teacher candidates are not to gossip about peers, school personnel, or pupils.
Conferences between the cooperating teacher and the teacher candidate, and
between the university supervisor and the teacher candidate, should be held in a
private setting.
In order to protect the reputation of all concerned, teacher candidates must be
scrupulous in their interactions with students.
Teacher candidates are to become familiar with the PA Code of Professional
Practice and Conduct for Educators. Refer to PDE website.

In the event that the school district to which teacher candidates have been
assigned is subject to dispute between school organizations and teachers’
organizations, teacher candidates will remain neutral in all discussions and will
not support any party. Any involvement by teacher candidates will result in
termination of the assignment.
Teacher candidates must report any impending dispute to the Office of
Professional Education Field Experience.
In the event of a contract dispute or strike, the Director of Professional Education
Field Experience may make arrangements for an extended experience or an
appropriate substitution experience.

Evaluations
1.

2.

The fundamental purpose of clinical supervision is to provide teacher candidates
with a self-improvement program. Evaluation is based on a cooperative effort
and is an integral part of the learning process.
It is imperative that the cooperating teacher and the university supervisor confer
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3.

4.

5.

6.

on the teacher candidate’s achievements.
The cooperating teacher submits (5) specific weekly lesson evaluations
(beginning in the 2nd week) and (3) bi-weekly teacher candidate evaluations (2nd
4th & 6th weeks).
Teacher candidates receive a “satisfactory” or “unsatisfactory” as a final grade.
The university supervisor, through his/her visitations and the cooperating teacher
through frequent observations, suggest the final grade for the teacher candidate.
To receive a satisfactory grade, the teacher candidate must receive a
recommendation on the final evaluation from the university supervisor and the cooperating teacher. The teacher candidate must submit an acceptable Teacher
Work Sample; the teacher candidate must attend the Exit Meeting, complete all
surveys, and submit final paperwork.
Final evaluations, which are submitted by the
cooperating teacher and the
university supervisor may be viewed and copied by the teacher candidate at the
conclusion of the student teaching experience. Teacher candidates must submit
letters of rebuttal to any negative comments in order to have their evaluations
excluded from their permanent record.
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The Role of the Cooperating Teacher

Teaching is no longer viewed as a process of imparting knowledge from teacher to pupil but as a
complex process of interaction. It is important that the teacher candidate learn how to analyze
teaching techniques and to actively participate in the teaching-learning experience.
A cooperating teacher can make a significant contribution to the professional development of the
teacher candidate. Statistics show that the teaching model established by the cooperating teacher
is often patterned by the teacher candidate.
The role of the cooperating teacher is one of extreme importance in the school-university
relationship. The cooperating teacher is not only responsible for the instruction of the pupils in
the classroom but is also responsible for the continued development and evaluation of
instructional and professional capabilities of the student teacher.
Definition
The cooperating teacher is a member of a public or private school and is recognized as a master
teacher in his/her area of specialty. The cooperating teacher provides daily guidance to the
teacher candidate.
Responsibilities
The cooperating teacher will:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

familiarize himself/herself with the teacher candidate’s data sheet;
prepare pupils for the arrival of the teacher candidate;
familiarize the teacher candidate with the total school’s program, daily schedule,
and physical plant;
provide the teacher candidate with materials needed for instruction;
clearly define the teacher candidate’s responsibilities;
inform the teacher candidate of the expectations of the faculty, and school
administrators;
give an overview of the curriculum plan;
convey standards for handling confidential information;
allow the teacher candidate to gradually assume responsibility;
direct and assist the teacher candidate in the preparation and correction of lesson
plans;
review and approve all plans and instructional materials before use by the teacher
candidate;
hold daily conferences with the teacher candidate and offer suggestions for
improvement;
create a classroom atmosphere of sharing;
discuss problems involved in delegating responsibility and reach agreements on
respective roles;
6

15.
16.
17.
18.
19.
20.

21.
22.

demonstrate a variety of teaching techniques and encourage the teacher candidate
to try new ideas;
carefully observe the teacher candidate’s management of the class, correct errors,
and explain to the teacher candidate why lessons were successful or unsuccessful;
arrange for the teacher candidate to participate in parent-teacher conferences, in
service meetings, and other school related activities;
formally evaluate the teacher candidate’s performance weekly on one specific
lesson plan (beginning in the 2nd week);
formally evaluate the teacher candidate using the bi-weekly teacher candidate
evaluation form (2nd, 4th and 6th week);
contact the Office of Professional Education Field Experience should serious
concerns about the teacher candidate arise in any area (i.e. motivation, classroom
management, personality). Problems need to be addressed in time for the teacher
candidate to withdraw from the placement if he/she chooses. (Withdrawal dates
for each placement are indicated on the Student Teaching Calendar);
use written comments to provide feedback to the teacher candidate;
allow the teacher candidate to assume full responsibility for the classroom
for a minimum period of two weeks.
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Role of the Teacher Candidate
Student teaching is the culminating field experience for students enrolled in the
Teacher Education Program at Marywood University. Scheduled during the seventh or eighth
semester of study, it follows a carefully planned sequence of field observation, which enables the
prospective student to move from observer to active participant in the classroom.

Definition
A Teacher Candidate is a student who has completed all the requirements of the Teacher
Preparation Program at Marywood University and is engaged in a full day, full semester,
teaching experience.
Goals for the Student Teaching Experience

Throughout the student teaching experience the teacher candidate will:
1.
2.
3.
4.
5.
6.

7.

8.
9.
10.

11.
12.
13.
14.

analyze the goals of the curriculum and determine how these goals are being met;
identify the routines involved in effective classroom management;
demonstrate an awareness of physical and psychological climate of the classroom
conducive to productive learning;
apply the principles of methodology in directing the various types of learning
experiences;
apply the principles of learning in the formulation of lessons and unit plans;
apply the principles of motivation to the preparation and direction of learning
experiences in order to arouse and sustain optimum student interest and
participation.
apply the principles of human growth and development in discovering what
constitutes good discipline in a given class and in leading pupils toward selfdiscipline;
apply the principles of decision making in the use of resources within the school
and the community;
analyze individual differences in the abilities of students and adjust teaching
strategies to meet students’ needs.
understand the role of educational research in developing fresh, exciting
approaches to teaching techniques, including selection and presentation of subject
matter as well as flexibility and ingenuity in assessment and evaluation;
formulate valid, reliable, and objective tests and utilize the results for improving
instruction;
participate in all duties performed by a teacher in addition to teaching;
respond to the supervision with a cooperative spirit essential to the improvement of
instruction; and
analyze the total teaching responsibility in order to evolve a personal commitment
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to teaching.
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Responsibilities

To insure maximum benefit from the student teaching experience, the teacher candidate will:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.

become familiar with the school policies, physical plant, classrooms, playground
and supplies;
learn about the pupils through observation, records, and routine procedures;
make a seating chart;
submit lesson plans to the cooperating teacher at least three days in advance and
obtain approval of the content;
maintain ethical interpersonal relationships with the school personnel;
attend all meetings scheduled by school personnel;
apply the principles of effective classroom management techniques;
take the initiative in seeking guidance from the cooperating teacher and university
supervisor;
enter the student teaching experience with an open mind and strive to improve
through reflection and self-evaluation;
assist with all routine activities;
complete and submit all student teaching forms by requested dates;
inform the university supervisor of progress made and problems encountered;
progress satisfactorily from the responsibility of teaching one subject to full
responsibility;
make arrangements with the cooperating teacher to provide time for daily
conferencing;
be prompt, punctual, and in regular attendance;
notify the Office of Professional Education Field Experience if there is a change
in cooperating teachers;
provide one copy of the weekly schedule to the university supervisor and one to
the Office of Professional Education Field Experience by the 1st Friday of each
placement;
notify the university supervisor at least 24 hours in advance if there is any change
in schedule;
comply with all reasonable requests made by the cooperating teacher;
keep the Weekly Participation Form up to date;
prepare a bulletin board at least once a semester if applicable or as requested by
the cooperating teacher;
submit the Teacher Work Sample, following the first placement. (date TBA)
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THE ROLE OF THE UNIVERSITY SUPERVISOR
Due to new PA State regulations, changes are being made to the role of the university
supervisor. The role of the university supervisor is a crucial one to the support and development
of the teacher candidate. As a liaison between the University and the assigned school, the
supervisor is responsible for monitoring teacher candidate progress and bi-weekly evaluation
forms from the cooperating teacher, arranging the mid-quarter conference, communicating with
the teacher candidate through the reflective log, evaluating the professional and instructional
skills of the teacher candidate, and completing the state required PDE 430 evaluation form.
Should any difficulties arise, he/she alerts the Field Experience Director.
DEFINITION
The university supervisor possesses the minimum of a Masters Degree, as well as teacher
certification and classroom teaching experience in the specialty area of the teacher candidate.
RESPONSIBILITIES
The University Supervisor will:
a.

Familiarize him/herself with the packet of information from the Field Experience
Office (i.e. teacher candidate data sheet, calendar, and evaluation forms) prior to
the start of the placements.

b.

Meet with the teacher candidate at the student teaching workshop held on the 1st
day of each semester.

c.

Schedule an orientation visit to the placement site within the first week to ten (10)
days.

d.

In addition to the orientation visit, make a minimum of three (3) observation
visits during each placement, providing feedback on classroom management and
instructional practices. Submit three lesson evaluation forms to the Field
Experience Director within a week of each observation.

e.

Provide feedback to the cooperating teacher and teacher candidate after each
observation. Review the reflective log and provide comments to the teacher
candidate when appropriate.

f.

Schedule a mid-quarter conference with the cooperating teacher and teacher
candidate and submit the mid-quarter evaluation form to the Field Experience
Office within a week of the visit.
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g.

Be available to mediate any difficult situations between the cooperating teacher
and teacher candidate while keeping the Field Experience Director informed of
any need for intervention.

h.

Address any problems in time for the teacher candidate to withdraw from the
placement if necessary (withdrawal dates for each placement are indicated on the
student teaching calendar).

i.

Submit the final evaluation form to the Field Experience Office within three days
of the last day of each Student Teaching experience.

j.

Submit one Statewide Evaluation Form (PDE 430) for each placement to the Field
Experience Office within three days of the last day of each Student Teaching
experience. If supervising a teaching intern, a PDE 430 must be completed at
the mid-point and at the end of the semester. Every candidate applying for an
Instructional I Certificate must have two (2) PDE 430 forms, signed by the
university supervisor and the teacher candidate, on file.

Lesson Planning
Before the teacher candidate teaches the first lesson, careful planning is essential. Successful
planning depends on knowledge of what has been previously taught and the long range plans and
objectives of the cooperating teacher. A cooperative working relationship between the
cooperating teacher and the teacher candidate is critical. Working as a team, the two parties
should review and analyze lesson plans and evaluate the results of the executed plans. Greater
growth will be demonstrated if ample and effective analysis is made prior to the lesson
execution.
The cooperating teacher should explain the principles of good planning and preparation.
The student must submit a detailed lesson plan to the cooperating teacher at least three days in
advance. Lesson plans are required on a daily basis. No teacher candidate will be permitted to
teach a lesson unless a lesson plan has been submitted and approved by the cooperating teacher.
Cooperating teachers are to make suggestions and corrections on the plan. All lesson plans must
be legibly written in blue or black ink or typed.
Students are provided with a copy of the Marywood University Lesson Plan to use as a guide;
variations of that format can be used with the approval of the co-operating teacher and the
university supervisor.
Tests made by the teacher candidate must be submitted to the cooperating teacher two days in
advance for approval and suggestions.
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Evaluation
Evaluation of the student teaching experience should be routine, continuous, and a critical part of
the experience. It should stress analysis and reflection. The teacher candidate should develop
criteria to evaluate his/her own teaching. It is imperative that a continuous evaluation be
conducted throughout the student teaching experience. One must weigh all the information
gathered. The objective of evaluation is to identify the competencies achieved and to determine
the projected outcome as a professional.
Evaluation is directed at gathering and evaluating evidence of the teacher candidate’s attainment
of the program’s objectives. It should help the teacher candidate focus on the principles, which
make up an outstanding teacher. The teacher candidate must be encouraged and guided to
evaluate himself/herself objectively to determine strengths and weaknesses. One on-going
method for evaluation is the conference.
During the orientation period, and throughout the student teaching experience, conferences are a
vital part of the supervision program. Supervisors should confer frequently with the teacher
candidates. The three most frequently used conference formats are the pre-observation, postobservation and weekly.
The pre-observation conference should be held prior to the execution of the lesson. The
cooperating teacher and the teacher candidate should discuss the lesson plan, concerns the
teacher candidate may have with aspects of lesson execution and a focus for the observation.
The post-observation conference is the most frequently used and is highly beneficial. This
conference is typically conducted after a lesson is taught. The cooperating teacher can discuss
data collected during the observation as well as offer constructive feedback to the teacher
candidate.
The weekly conference gives the cooperating teacher and the teacher candidate the opportunity
to share ideas, discuss problems, and plan for the week ahead. Progress should be evaluated and
an analysis made of the methodology and teaching skills.
Formal evaluations conducted during the student teaching experience are the Specific Lesson
Evaluation (beginning in the 2nd week), the Bi-Weekly Teacher Candidate Evaluation, (2nd, 4th &
6th
weeks) Mid-Quarter Evaluation and the Final Evaluation.
Mid-Quarter Evaluation Forms
This report, typically done by the end of the fourth week of the student teaching experience, is
completed after a joint conference with the university supervisor, cooperating teacher and
teacher candidate. The purpose of the report is to provide the teacher candidate with a record of
his/her specific strengths and areas which need improvement, as well as a list of goals to be
achieved by the teacher candidate for the remainder of the semester. The signature of the teacher
candidate acknowledges acceptance or rejection of the recommendations. The university
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supervisor will return this form to the Office of Professional Education Field Experience. The
university supervisor will keep the pink copy; the student will retain the yellow copy.

Final Evaluation Form
This report is to be submitted to the Office of Professional Education Field Experience within
three days from the last day of the student teaching experience. This form is placed in the
teacher candidate’s permanent file. The report should include a commentary of the teacher
candidate’s strengths and areas for improvement. Final Evaluation forms will be viewed by the
teacher candidate.
Specific Lesson Evaluation
The cooperating teacher will evaluate five (5) lessons during the course of the student teaching
placement. Ideally, one specific lesson evaluation should be completed each week beginning at
the time the candidate assumes some teacher responsibility, usually the second week of the
experience. The purpose of this evaluation is to give candidates ongoing feedback with respect
to their ability to plan, implement and evaluate instruction.
Teacher Work Sample
All teacher candidates are required to demonstrate their ability to impact student learning. This
is done through the Teacher Work Sample (TS) Project. This performance-based assessment
gives candidates an opportunity to present credible evidence of their ability to facilitate learning
in the classroom. A detailed description of the TWS and the scoring rubric can be found on
Moodle under Field Experience. All candidates are required to submit the TWS at the
conclusion of their first student teaching experience. The TWS will be graded by the university
supervisor. Failure to submit a satisfactory TWS will result in an Unsatisfactory grade for the
student teaching experience.
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