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                     PROFESSIONAL EDUCATION UNIT 

Conceptual Framework Abstract 
To view the full text of the Conceptual Framework, visit: 

http://departments.kings.edu/education/index.html 
 
Vision Statement of the Unit 

    The Education Department of King’s College will be recognized for its ability to 

effectively reflect upon and revise its own practices, and will be perceived as a leader in 

educational innovation and reform.  We will be a leader in developing productive 

partnerships with our professional colleagues who represent the educational spectrum 

from early childhood education through higher education. Our program will be viewed as 

exemplary in the preparation of outstanding teachers who reflectively integrate 

disciplinary and pedagogical knowledge, professional skills, and personal dispositions to 

meet the challenges found in the 21st century classroom. 

 

Mission Statement of the Unit 

The mission of the Education Department is to prepare reflective practitioners who are 

recognized for their vision, motivation, knowledge, skills and dispositions as they 

develop, manage and monitor communities of learning in a diverse and complex world. 

This mission is built on the foundational tenets of a broad-based liberal arts education in 

the tradition of King’s College and the Congregation of Holy Cross and the best 

professional practices of teacher education. 

 

Goals of the Education Unit 

The general aim of the Education Unit is to cooperate with the academic departments in 

the training of competent, conscientious teachers, by providing them with a broad 

educational background, specialization in one or more academic fields, and professional 

knowledge, skills, attitudes and ideals.  Specifically, in the area of professional education, 

the Division seeks to provide students with historical, psychological, philosophical and 

social backgrounds in education; to help students gain a knowledge of the patterns of 

human growth and development and an insight into the problems of students; to make 

known to students the psychological principles underlying learning, together with the 

techniques and methods of effective instruction; and to provide them with laboratory 

experiences in actual classroom instruction.  Through such training the Division seeks to 

give the prospective teacher reasonable assurance of success as a beginning teacher to 

provide him/her with the background to undertake the post-baccalaureate training 

necessary for growth in the profession. 

Student teaching permits the student to put into practice his/her knowledge of 

subject matter, professional education, and human relationships.  At the same time, it is 

further learning experience for the future teacher in developing his/her strengths and in 

overcoming weaknesses as a teacher.  As a student teacher completes the student teaching 

experience, he/she should have achieved the competencies outlined for the teacher 

education program. 

http://departments.kings.edu/education/index.html
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King's College Teacher Candidate Proficiencies 

 

1. Integrating Knowledge and Practice 

1.1 The teacher understands the central concepts, tools of inquiry, and structures 

      of the disciplines taught. 

1.2 The teacher effectively integrates multiple teaching and learning strategies 

      (including the use of technology) in students’ learning experiences. 

1.3 The teacher productively incorporates a variety of communication techniques  

       to foster student learning 

 

2. Understanding Learners 

 2.1 The teacher understands prevailing theories of development, cognition and  

                   intelligence to support student’s intellectual, social, physical, and moral  

                   development 

 2.2 The teacher is committed to the development of literacy skills in all learners 

 2.3 The teacher is culturally competent and can adapt instruction to meet the  

                   needs of all students. 

 

3. Developing Learning Communities 

 3.1 The teacher creates and maintains an inclusive learning environment that  

                  supports instructional goals. 

  3.2 The teacher understands how factors in the students’ environment outside of  

                   school may influence students’ life and learning 

 3.3 The teacher demonstrates effective self-assessment and problem-solving  

                   strategies. 

 

4. Monitoring Learning 

4.1 The teacher understands the principles of effective classroom management,  

      and can use a variety of productive strategies to promote positive, purposeful  

      learning. 

4.2 The teacher effectively uses a variety of formal and informal assessment  

      techniques 

 

5. Reflective Practice 

5.1 The teacher displays a commitment to reflection, assessment, and learning as  

       an ongoing process in the improvement of teaching and learning. 

5.2 The teacher acts in a responsible and professional manner. 

  

Goals for Student Teaching Aligned with King's College Teacher Candidate 

Proficiencies (King’s Proficiencies in Parenthesis)  

 

1.  To describe the central concepts, tools of inquiry, and structures of the 

discipline(s) he or she teaches and to create learning experiences that 
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make these aspects of subject matter meaningful for students. (1.1) (1.2) (1.3) 

 

2.  To describe how children learn and develop, and provide learning 

     opportunities that support their intellectual, social and personal 

     development. (1.2) (2.1) 

 

3.  To describe how students differ in their approaches to learning and create 

     instructional opportunities that are adapted to diverse learners. (1.2) (2.1) (2.3) 

 

4.  To describe and use a variety of instructional strategies to encourage  

     students’ development of critical thinking, problem solving, and  

     performance skills.   (1.2)  

 

5.  To use an understanding of individual and group motivation and behavior 

     to create a learning environment that encourages positive social  

     interaction, active engagement in learning, and self-motivation. (3.1) (3.2) (4.1) 

 

6.  To use knowledge of effective verbal, nonverbal, and media  

     communication techniques to foster active inquiry, collaboration, and 

     supportive interaction in the classroom. (1.3) 

 

7.  To plan instruction based upon knowledge of subject matter, students, the 

     community and curriculum goals. (1.2) (2.1) (2.3) 

 

8.  To describe and use formal and informal assessment strategies to evaluate 

      and ensure the continuous intellectual, social and physical development  

      of the learner.  (4.2) 

 

9.   To be a reflective practitioner who continually evaluates the effects of his/her choices  

and actions on others (students, parents, and other professionals in the learning 

community) and who actively seeks out opportunities to grow professionally. (5.1) 

 

10. To foster relationships with school colleagues, parents, and agencies in the 

      larger community to support students’ learning and well being. (5.2)  

 

Interstate New Teacher Assessment and Support Consortium (INTASC) 

 

The INTASC Standards and typical performance indicators can be found at: 

http://tera.teralink.com/~shar/Portfolio/INTASC.html Grading rubrics for the student 

teaching experience have been aligned with these standards. 

Please see Appendix for the INTASC Standards. 

 

Policies and Procedures 

Before student teacher candidates may begin their student teaching experience, 

the following documents must be given to the Education Department of King's College.  

http://tera.teralink.com/~shar/Portfolio/INTASC.html
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Without the proper documentation, student teachers will not be permitted to enter the 

assigned school. Additional documents may also be required by the college. 

   

 

Physician's Statement (338G) 

All student teachers are to obtain a physician's statement confirming they are 

physically and mentally capable of performing all duties of a regular classroom teacher 

and are free from tuberculosis.  This statement can be obtained from the College 

physician or a personal physician. 

 

Pennsylvania State Police Criminal Record Check (Act 34) 

Pennsylvania school districts require a clearance by the Pennsylvania State Police 

stating that the applicant does not have a criminal record.  Applications for the Act 34 

Clearance will be provided to students, but it is their responsibility to mail them.  After 

receiving the results, students are to keep the original and give two copies to the college 

supervisor.  The Act 34 Clearance is valid for one year and may also be obtained online 

at the following website: https://epatch.state.pa.us/Home.jsp 

 

FBI Check (Act 114) 

Teacher candidates will need an updated FBI check (can not be older than 1 year) 

to enter the schools for field experiences and student teaching.  Procedures for obtaining 

this FBI check can be found online at: http://www.pa.cogentid.com/ Telephone 

registration is available at 1-888-439-2486 Monday through Friday, 8am to 6pm EST. 

 

 

                                            ---------------------------------------- 

 

 

Pennsylvania Child Abuse History Clearance (Act 151) 

Pennsylvania school districts require a Pennsylvania Child Abuse History 

Clearance stating that the applicant does not have a child abuse record.  Applications for 

the Act 151 Clearance will be provided to students, but it is their responsibility to mail 

them.  After receiving the results, students are to keep the original and give two copies to 

the college supervisor.  The Act 151 Clearance is valid for one year.  The Pennsylvania 

Child Abuse History Clearance Form (CY 113) may be obtained from the school to 

which you are applying for employment, the Division of Public Welfare web site 

www.dpw.state.pa.us/ocyf/ocyfChildAbuseHistInst.asp or from the School Services Unit 

in the Division of Education. 
 

 

Student Teachers as Substitutes 

It is the policy of the Pennsylvania Department of Education and King's College 

that student teachers not serve as substitute teachers during their student teaching 

assignment.  Our students are aware of this policy and we request that districts try to 

adhere to this policy.  However, the school should consult with the Education Division of 

King's College before student teachers are asked to serve as substitute teachers under an 

emergency condition. 

https://epatch.state.pa.us/Home.jsp
http://www.pa.cogentid.com/
http://www.dpw.state.pa.us/ocyf/ocyfChildAbuseHistInst.asp
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Transportation 

 Student Teacher should not transport any school student in any vehicle. This 

prohibition extends to field trips and overnight trips (which the student teacher should 

only attend if accompanied by the cooperating teacher). 

 

Disruption in Schools 
The policy of King's College in disruptive situations, i.e., strikes by professional 

employees or students, is to remove Student Teachers from their assignments at the 

discretion of the Education Department Chair.  The Student Teachers will not return until 

the operation of school is resumed on a normal basis.  Should the period of disruption 

become extensive, the Education Department Chair may reassign the Student Teachers to 

other locations. 

 

Classroom Presence of the Cooperating Teacher 

Regulations concerning the presence of cooperating teachers in the classroom 

may vary from school to school.  Local regulations must be followed. 

During the initial weeks of student teaching, the presence of cooperating teachers 

in the classroom at all times is most desirable.  As time goes on and as student teachers 

demonstrate the ability to conduct the class without the support of cooperating teachers, 

cooperating teachers may be absent from the classroom for short periods of time and 

ultimately for an entire period if administrative regulations permit. 

Before completion of the student teaching assignment, student teachers should 

have developed the confidence and skill to be in charge of the classroom without 

assistance.  Too much or too little supervision by cooperating teachers may not achieve 

this end.   

 

 

                                                -------------------------------- 

 

 

Student Teachers in the Faculty Room 

  

           If school policy permits and the cooperating teacher agrees, student teachers may 

use the faculty room for lunch or preparing lessons when the regular classroom is 

occupied. 

 

Confidential Information 

Teachers are placed in responsible positions and often have knowledge of 

sensitive information.  Student teachers are not to discuss matters relating to personnel,  

children, and their families outside of the professional context. 

 

Emergency Situations 
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If emergency situations or serious incidents occur, student teachers are instructed 

to act promptly using common sense in the absence of cooperating teachers.  Help should 

be summoned immediately from the nearest regular staff member.  Cooperating teachers 

are to be notified of the incident at the earliest opportunity. 

 

Parental Conferences 

Student teachers are not to schedule parent conferences without approval from the 

cooperating teachers, and may participate only when the cooperating teacher is present. 

 

Faculty and Other School Meetings 

Student teachers should attend faculty meetings to the extent permitted by the host 

school and by the students' class schedule.  Student teachers are expected to attend open 

house, parent meetings, I.E.P. meetings, workshops and other professional meetings.  

 

Professional Participants 

The relationship of the cooperating teachers, student teachers, principals, and the 

college supervisor of student teachers should be an effective and rewarding one.  The 

experience of the cooperating teacher can serve to focus the enthusiasm of student 

teachers into constructive channels.  Principals are valuable in providing administrative 

coordination.  The support and concern of the college supervisor will enable student 

teachers to evaluate their performance objectively.  The team concept is an important one 

for it allows student teachers to function within a professional framework. 

 

The Cooperating Teacher 

Student teachers will be assigned to one or more cooperating teachers during the 

period of student teaching.  Cooperating teachers are recognized as successful teachers 

dedicated to the teaching profession.  They have volunteered to take student teachers, 

which is indicative of their desire to help in the training of future teachers. 

 

 

Selecting Cooperating Teachers 

The selection of a cooperating teacher has a lasting effect on a student teacher's 

professional career, which cannot be underestimated.  The following criteria should be 

considered when identifying master teachers who are qualified to host student teachers: 

 

Teacher Competence 

The Cooperating Teacher should: 

1.  Demonstrate excellence in teaching as documented by district evaluations. 

2.  Maintain a positive classroom environment characterized by proactive 

     interpersonal skills and effective management techniques. 

 

District Experience 

The Cooperating Teacher should: 

1. Be certified in the area of emphasis in which the student teacher is seeking 

                  certification. 

2.  Be employed as a full-time teacher during the term the student teacher is 
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     assigned to him/her. 

3.  Have completed a minimum of five years of teaching experience in the area of  

                 emphasis in which the student teacher is seeking certification. 

 

Professionalism 

The Cooperating Teacher should: 

1.  View sponsorship of a student teacher as a contribution to the profession. 

2.  Demonstrate flexibility and a willingness to share responsibility for the  

      classroom. 

3. Demonstrate the ability to objectively assess the student teacher's instructional  

                  performance. 

4. Demonstrate ability to provide frequent, specific performance feedback. 

5. Demonstrate ability to help the student teacher become a reflective 

practitioner. 
 

Cooperating Teacher Responsibilities 

          The responsibility of the cooperating teacher is to assist the student teacher in 

understanding and assuming the role of the professional classroom teacher.  This 

demands supportive supervision, modeling, guidance, and feedback on the part of the 

cooperating teacher.  
 

Professional Partner  

1.  Prepares for the arrival of the student teacher. 

A.  Becomes familiar with the King's College Student Teaching 

      Program described in the Student Teaching Handbook. 

B.  Becomes familiar with the background of the student teacher through  

      conversation and reading the Personal Narrative. 

C.  Prepares pupils for the student teacher's arrival. 

2.   Acquaints the student teacher with the school, staff, students, teachers,  

            parents, and community. 

A.  Confers with the student teacher and building administrator to  

      review district expectations. 

B.   Introduces the student teacher to the school community. 

C.   Creates an atmosphere of acceptance of the student teacher on the 

       part of the pupils, parents, faculty, and school community. 

D.   Familiarizes the student teacher with the physical aspects of the  

       building. 

          E.    Reviews school policies, regulations, and practices. 

F.    Reviews the Student Handbook and the Faculty Handbook. 

3.  Provides a policy manual for the student teacher that includes: 

            classroom rules, organization, and management.  

A.  Shares plans for creating a positive classroom environment and 

      motivating students to succeed. 

B.  Introduces the student teacher to classroom routines and rules,  

      seating arrangements, and other organizational plans. 

C.   Explains rules for classroom behavior including consequences and 

      procedures for sending students to the office. 
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D.   Familiarizes the student teacher with excuse forms, hall passes, and 

      other standard school forms. 

E.  Describes procedures for notifying parents regarding grades and/or  

     discipline policies including letters, phone calls, and conferences. 

Instructional Guide 

1.  Provides a desk or workplace, necessary instructional materials, resources, 

                  supplies, and equipment. 

A.  Supplies copies of textbooks, curriculum guides, charts, planning 

      books, student teaching handbook, faculty handbook.   

B.  Explains the school's policy on the use of copiers and paper 

     allotments. 

C.  Takes time to teach the student teacher how to use copiers, media  

      equipment, and other machines. 

2.  Guides lesson planning and material development. 

A.  Encourages the student teacher to examine and discuss the 

      cooperating teacher's plans and the reasons for choice of methods, 

      materials, and activities. 

B.  Explains goals and objectives in relation to scope and sequence. 

C.  Gives specific help in the selection of instructional materials, 

      including outside resources. 

D.  Assists the student teacher in developing his/her own teaching  

      plans following King’s format. 

E.  Demonstrates how to provide for individual student differences. 

F.  Suggests ways to check for student understanding and models how 

     to monitor and adjust teaching. 

G.  Gives constructive feedback on lesson plans before and after lesson. 

3.  Provides for positive learning experiences. 

A. Offers specific suggestions for developing effective teaching techniques. 

B. Models effective teaching techniques. 

C. Encourages student teachers to practice teaching techniques learned in college 

methods course. 

4.  Models assessment of students' performance, grades, records, diagnostic tests, and  

                  placement. 

A.  Trains the student teacher to document and maintain records of  

      pupil progress. 

B.  Guides assessment of student progress throughout the lesson, unit,  

      quarter, and semester. 

C.  Explains grading procedures, grade book, and notification  

      procedures for failing students. 

 

Professional Growth 

1.  Provides continuous support, conferences, and feedback. 

A. Provides for continuous evaluation through daily/weekly conferences, report 

sheets, logs, and self-evaluation shared by the student teacher. 

B. Conducts informal and formal observations of student teacher and discusses 

the results of these observations with the student teacher. 
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C. Provides for unsupervised teaching yet is still in close proximity and can be 

contacted at all times should help be needed. 

D. Maintains a frank, helpful and professional attitude when  

      discussing the student teacher’s strengths and areas in need of improvement. 

E.  Refrains from making comments or criticizing the student teacher 

     in the presence of the class. 

F.  Attempts to resolve conflict immediately; if no resolution is 

     possible, refers the problem to the college supervisor. 

G.  Initiates procedures for a student teacher in jeopardy to receive early 

      and effective intervention. 

H. Completes a mid-term and final evaluation for the student teacher 

     using the PDE 430 form. 

I. Writes a letter of recommendation for student teacher. 

2. Affords opportunities for observation/participation and related activities: 

Invites the student teacher to extend the student teaching experience beyond the 

classroom by attending some of the following: parent conferences, PTA meetings, 

in-service days, and faculty meetings. 

3.  Shares personal/professional growth. 

   A.  Treats the student teacher as a co-worker rather than a subordinate. 

B. Exemplifies a positive, professional attitude toward teaching and all persons 

engaged in the business of education. 

C. Sets a good example through professional behavior towards students, school, 

     district, and community.  

D. Uses and stresses the necessity for proper language, actions, and 

     dress by teachers. 

   E.  Provides or suggests professional reading. 

F.  Emphasizes the importance of joining/participating in professional 

     organizations. 

 

The School Principal 

The school principal can be a powerful influence on the student teaching program.  

The following are some suggested roles for the principal in this program: 

1. Meet with the college supervisor and student teachers to review district  

                  and building policies, procedures and rules. 

2.  Provide the student teachers with a tour of the building. 

3.  Share questions and concerns with the college supervisor and student  

                 teachers as soon as possible. 

4.  Inform student teachers about your expectations. 

5.  Ask student teachers about their expectations. 

6.  Include student teachers in faculty meetings, in-service programs, PTO 

     meetings, parent conferences, and any other meaningful activities. 

7.  Observe the student teachers and provide feedback if time permits. 

8.  Allow the student teachers to observe in other classrooms. 
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The College Supervisor 

The college supervisor may be considered a liaison person between King's 

College and the cooperating schools, and between the student teachers and the 

cooperating teachers.  The supervisor must explain the policies of King’s College to the 

personnel of the cooperating schools, and s/he must resolve any questions or differences 

that result from those policies.  Also, the supervisor is confidentially told of problems 

perceived by the cooperating teachers, by the student teachers, or by administrators.  The 

supervisor must exercise a great deal of tact and diplomacy in resolving these problems. 

During student teaching, the supervisor visits and observes the classes of student 

teachers several times.  Immediately after the observation, the supervisor will conduct a 

post-observation conference with the cooperating teacher that is followed by a conference 

with the student teachers.  It is suggested that cooperating teachers be available to take 

over the classroom during this conference. 

Cooperating teachers are encouraged to contact the supervisor at any time it is felt 

necessary.  Cooperation of the cooperating teachers, student teachers, principals, and 

college supervisor will enhance the student teaching experience. 

 

The Student Teacher 

When seeking placement for student teachers, King's College corresponds with its 

cooperating schools and requests placement for particular students for specific periods of 

time.  The cooperating school officials review the information sent to them on the 

prospective student teachers, after which they accept or reject the candidates.  This means 

that student teachers are INVITED GUESTS at the cooperating school. 

Since they are invited guests, student teachers are expected to behave like guests.  

If they do not, the host school is within its rights to ask them to leave.  Some schools 

have their own set of operating procedures pertaining to student teachers.  The student 

teachers should become familiar with these regulations and procedures as soon as 

possible. 

As a guest of the cooperating school and as a future member of the teaching 

profession, the Student Teacher needs to maintain the same professional standards 

expected from the teaching employees of the cooperating school.  The Student Teacher is 

recognized as a representative of the King’s College by the students, faculty, and 

community to which he/she is assigned. 

The Student Teacher is expected to be well-groomed and appropriately dressed as 

a member of the teaching profession and to adhere to the Pennsylvania Code of 

Professional Ethics.  (Appendix E) 

Student Teacher must continue to adhere to King’s College Code of Conduct 

throughout his/her field experience. The Code of Conduct can be found in King's College 

Student Handbook. 

The Department Chair, in consultation with the Cooperating Teacher and the 

King’s College Supervisor, has the authority to change or terminate the Student 

Teacher’s assignment if professional conduct is not maintained. 

 

First Day of Student Teaching 

During the first week of the semester, student teachers are to call the school in 

which they are assigned to notify the cooperating teacher that they will be beginning their 
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placement on the Thursday of that week.  Upon their arrival, student teachers are to 

immediately report to the office.  Office personnel generally direct student teachers to the 

classroom and introduce them to the cooperating teacher. 

 

 

Cooperating teachers may want to introduce the student teachers to the class at 

this time, and invite student teachers to observe and participate in some activities. 

At some time during the visit, student teachers should mention that their 

supervisors will be making an initial visit with materials within the next few days. 

 

Outside Academic Coursework 

During the Professional Semester, students are totally involved with the student 

teaching requirements.  Students must be available for student teaching on a full-time 

basis and no other courses are to be taken.  The responsibilities inherent in this 

experience are comprehensive and demand most of the students' time and energy. 

 Student teachers should observe cooperating teachers for a few days, but no 

more than a week.  Readiness for teaching should be determined by cooperating 

teachers in consultation with student teachers. 

  Student teachers must demonstrate content area competence in all subject 

areas taught in the respective certification area. 

 Student teachers' personal appearance and conduct shall conform to 

       the code of the school to which they are assigned for student teaching. 

  Student teachers will model correct and appropriate oral and written  

      language. 

 Student teachers will demonstrate a desire to work with young people.  

 Student teachers will be able to cooperate with students, teachers, staff  

       and administrators. 

 Student teachers who majored in Elementary Education (PK-4) must create a 

minimum of (2) two academic bulletin boards during the semester.   

 Student teachers must spend sixteen weeks in the school(s) to which they 

are assigned and a minimum of 150 clock hours in actual teaching. Other  

       activities must bring their total to a minimum of 260 clock hours. The 

other activities may be spent in observation, conferences, tutoring, 

homeroom or study hall supervision, supervision of extra curricular 

activities, or other duties of a teacher.  The other activities do not include 

time spent preparing for class, making up and correcting tests, or 

correcting homework. If possible, students are expected to exceed the 

minimum of 260 clock hours.  

o Student teachers are provided with a time sheet which must be signed by 

the cooperating teacher and returned to the Education Unit at the end of 

student teaching.  Signed weekly time sheets are to be submitted to the 

College Supervisor each week. 

 Student teachers must adhere to the teaching schedule faithfully.  If, for any  

                 reason, student teachers find it impossible to be present on any particular  

                 day, they should follow the reporting procedures of the host school  

                 district, and notify the cooperating teacher and their College Supervisor. 
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o If a student teacher is absent for any reason, it is his or her responsibility to make 

certain that the cooperating teacher has all lesson plans, materials, and manuals needed 

to teach the class during the student teacher’s absence. 

 Student teachers are not permitted unexcused absences during the semester of  

       student teaching.  King's College Supervisors may require make-up time 

 in instances of excessive absences, regardless of cause.  A Cooperating  

Teacher should call the College Supervisor immediately if a Student 

Teacher does not report to school on any day. 

 Student Teachers who finds it necessary to be excused for reasons other than 

       emergencies (job interviews are the most frequent) must receive 

 permission from his/her Cooperating Teacher and King’s College  

 Supervisor by completing the absentee form (Appendix D) and submitting  

 it to the King’s College Supervisor..  

 Student teachers are listen to radio/television reports and follow the district's 

                  schedule in case of inclement weather conditions (e.g., snow).   Do not 

                  call your school.  

 Student teachers must make out daily lesson plans for every class and/or 

           subject they teach. Lesson plans must be submitted to the cooperating 

          teacher for approval at least two days prior to teaching the lesson. Lesson         

    plans are to be presented to the college supervisor during observations.  

 Student teachers should comply with suggestions and requests made by 

          the cooperating teachers and principals.  Any unusual situation, which  

          arises, should be discussed with the College Supervisor of Student  

          Teachers. 

 Student teachers are expected to maintain a high standard of conduct and  

          teaching efficiency during their period of student teaching. 

 Student teachers are expected to complete all assignments on time as a 

          professional representation of their ability to plan, teach, manage, and  

          evaluate. 

 Student teachers are expected to maintain a journal and a binder with 

         lesson plans for review by the cooperating teacher and college supervisor. 
 

 

FAILURE TO COMPLY WITH THESE REGULATIONS WILL BE CAUSE FOR REMOVAL FROM 

THE STUDENT TEACHING PROGRAM AND FAILURE IN THE COURSE. 

 

 

 

General Requirements for Student Teachers 

 Student Teaching Orientation 

o Will be held three times during the first week of the semester at 

announced times.  

 Student Teaching Seminar 

o Normally held Wednesdays from 4:00 P.M.-5:00 P.M. – schedules will be 

provided 
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 All appropriate clearances (FBI Fingerprint, Child Abuse, and Criminal Record 

Check) are to be current and physician’s signature on 338G obtained and given to 

the College Supervisor. 

 Lesson Observation Schedule  

o Due to King’s Supervisor prior to each week (14) of student teaching 

 Informs supervisor as to when the student teacher will be teaching 

a formal lesson and available for formal observations  

 Weekly Time Sheets (16) Signed by Cooperating Teacher  

o Used to document teaching experiences 

 Final Time Sheet  

o Used to document teaching experiences 

 Cooperating Teacher’s Observations (4), Midterm (1), Final (1) 

o Used by cooperating teachers to assess student teacher 

 King’s Supervisor’s Observations (4), Midterm (1), Final (1) 

o Used by King’s supervisors to assess student teacher 

 Post Observation Reflections (4) 

o Used to guide student teacher reflection on lessons observed by King’s 

supervisor 

 Lesson Videotaping and Conference with King’s Supervisor  

o Used by King’s supervisor to assess student teacher and to provide 

coaching and feedback 

 Lesson Plan Binder  

o Used by King’s supervisor to assess student teacher  

 Teaching Portfolio (s) (2 Portfolios for Dual Certification) 

o Used by King’s supervisor to assess student teacher 

 

 

                                                _________________________ 

 

 

 

Specific Requirements for Student Teachers 

 

Student Teaching Seminar 

All student teachers are required to attend student teaching orientation.  Student 

teachers are to obtain curriculum materials from their cooperating teachers during 

orientation and be prepared to discuss specific lesson plans with their King’s supervisor.  

All student teachers are required to attend weekly seminars at King’s College.  

Days and times will be announced at the beginning of the semester. 

The seminar includes but is not limited to: 

1. Sharing experiences encountered during week. 

2. Resolving problems encountered during the week. 

3. Discussing various topics in education. 

4. Scheduling visitations and conferences. 

5. Submitting required paperwork. 

6. Presentations pertinent information by guest speakers and other Education  
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    Department faculty. 

7. Developing Student Teaching Portfolios. 

 

 

 

 

 

Weekly Time Sheets  
Student teachers are to keep notes so that at the end of each week they can 

summarize the number of clock hours they spend observing, participating in activities, 

and actually teaching.  For the week, the time is to be computed to the nearest half-hour.  

The Weekly Time Sheet is to be signed by the cooperating teacher and handed in to the 

college supervisor every week at the student teaching seminar. 

The weekly totals for Observation, Activities, and Teaching are to be transferred 

to the Final Time Sheet, which will be submitted to the college supervisor at the end of 

the student teaching experience.  Cooperating teachers are asked to verify and initial this 

Final Time Sheet on a weekly basis. 

This record is to represent only that time spent in school, or in connection with a 

school-sponsored activity such as faculty meetings, field trips, and in-service meetings.  

DO NOT INCLUDE the time spent outside school in the preparation of plans, etc. 

 
Observation: 

1.  Observation of cooperating teacher or special teachers. 

2.  Observation in other classrooms, in offices and assembly. 

 

Activities: 

1.  Assisting with any kind of class or extra-class activity for which another 

     teacher is teaching. 

2.  Grading written work from lessons not planned by the student teacher. 

3.  Individual tutoring and remedial instructional done to assist the cooperating  

      teacher or  in   connection with any project. 

4.  Assistance with any faculty or school activity or meeting if the student teacher 

     were given an assigned  responsibility. 

5.  Recording or compiling data on pupils, taking lunch money and other duties. 

6.  Duties such as playground, cafeteria, bus, hall, supervision. 

7.  Conferences, individual or group with your cooperating teacher, college 

      supervisor, parents, or with any school or college official. 

8.  Attendance at any faculty, school activity including PTA, faculty, or  

     professional meetings. 

9.  Correcting written work (in school) and planning and devising tests and  

     demonstrations for lessons taught by the student teacher. 

10. Recording and compiling data on students in the class after starting to teach. 

11. Covering another class or study hall. 

 

Teaching: 

1.  Direct, responsible classroom instruction, for part or all of the class, for which  

     the student teacher wrote lesson plans. 

2.  Instruction of the whole class, or a group for whom the student teacher  

     prepared lessons. 

3.  Giving remedial instruction to pupils in connection with teaching. 
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NOTE: 

 

It is a Pennsylvania Department of Education requirement that all student teachers 

must complete a full student teaching semester for certification purposes. Students 

having two placements must complete both of them for certification purposes. Students 

cannot be certified in any area for completing only eight weeks of student teaching. 

 

Comments 

      The "Comments" section of the Weekly Time Sheet is to identify any 

discrepancies in the normal clock hours.  An example would be citing a field trip as the 

reason for only one hour of teaching on a particular day.  The "Comments" section is also 

for listing days the student teacher was absent, arrived late, or left early. 

 

Final Time Sheet 

      Student teachers are responsible for keeping an accurate record of time spent each 

week observing, participating in activities, and teaching. This information is kept on the 

Weekly Time Sheet and is to be transferred each week to the Final Time Sheet.  

Cooperating teachers are asked to verify and initial the Final Time Sheet on a weekly 

basis.  The Final Time Sheet is submitted to the college supervisor at the end of the 

student teaching experience. 

Student teachers are cautioned to be certain all documentation recorded on these 

reports is accurate.  Misrepresentation of fact will result in a negative assessment on the 

final evaluation and grade for student teaching. 

 

     Weekly Time Sheet Appendix (A) and Final Time Sheet Appendix (B) 

 

Lesson Planning 

 

Lesson Plan Binder 

      All lesson plans are to be kept in a suitable loose-leaf, three-ring binder 

(minimum of 3 inch ring) separated by subject (use commercial subject dividers). Lesson 

plans are to be completed a minimum of two days in advance of the day of presentation 

using the King's College Education Division Lesson Plan format.  The most recent lesson 

plan for each subject should be the first plan in that section.  No other documents 

(handouts, tests, etc.) should be kept in the Lesson Plan Binder. 

If a subject is not going to be taught on a normally scheduled day for any reason, 

this should be documented in the Lesson Plan Binder where that lesson plan would 

normally appear.  An example would be:  There is no plan for a lesson for Social Studies 

on a normally scheduled day because of other planned activities or events (school 

assembly, achievement tests, chorus, etc.).  Simply provide a brief explanation of this 

where the Social Studies lesson plan would normally appear.  There should be no 

unexplained gaps in your plans. 

  The Lesson Plan Binder is to be provided to the college supervisor at the 

beginning of each visit. 
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Review of Lesson Plan Binders 

 All Lesson Plan Binders will be reviewed and evaluated throughout the semester.  

The quality of the Lesson Plan Binder is a major consideration in determining the final 

evaluation and grade for student teaching. The Lesson Plan Binder is to be provided to 

the college supervisor at the beginning of each visit. 

 

 

 

Lesson Plans 

      Lesson planning is an absolute necessity during the student teaching experience.  

LESSON PLANS ARE REQUIRED FOR EVERY LESSON/SUBJECT THAT IS TO BE TAUGHT.  

Although experienced teachers may only need to write brief plans, a student 

teacher's lesson plan should be detailed enough that another person can teach from it with 

ease.  More details give an inexperienced person greater confidence and make the 

inclusion of all important material more likely.  Too much detail, however, can inhibit 

flexibility in a lesson.   

The cooperating teacher can be very helpful in the beginning by assisting the 

student teacher in planning and pacing lessons.  Cooperating teachers are to check and 

initial the student teacher's lesson plans at least one day in advance throughout the entire 

semester. 

 

Lesson Plan Format 

      The Education Department of King's College has a lesson plan format that student 

teachers are required to use throughout the semester.  A copy of the lesson plan and an 

explanation of each component of the lesson plan follow this section of the Handbook. 

 

Instructional Objective(s) 

State objectives in terms of what the pupils are expected to learn. 

 

Materials and Resources 

Describe the instructional materials to be utilized by the teacher and the  

students.  Include audio-visual and computer technology. 

 

Anticipatory Set/Motivation 

In every lesson the teacher provides initial motivation and focus for the lesson. 

Sometimes this focus takes the form of a review of previous knowledge important to this 

lesson; at other times it is designed to "grab" the students' attention.  Indicate the way  

the lesson will be started. 

 

Procedures/ Input/ Modeling 

Describe the sequence and approaches to be followed in lesson development. 

 

Guided Practice/ Checking for Understanding 

In every lesson the student practices the expected performance.  This may include 

exercises completed with the teacher, examples done by students at the board, students 
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reading orally, students working together to complete assignments, games that allow the 

students to exhibit understanding, etc.  Describe the procedure for the lesson. 

 

Accommodations and Adaptations 

 Describe how you will differentiate instruction and create multiple pathways to 

meet the needs of your diverse students.  Describe how you will meet the needs of your 

students with special needs. 

 

 

Closure 

The teacher helps students review what has been learned in the lesson.  This 

may include a summary of the lesson, questions about what happened during the lesson, 

the students' report of their progress, an evaluation by the teacher, relationship of this 

lesson to the next lesson or unit, or assignment of independent practice. Closure 

activities must involve all students.  Describe the end the instructional experience. 

 

Assessment (s) 

             Numbered assessments are aligned with numbered instructional objectives. 

There should be a correspondence between the two items. 

 

Independent Practice/ Assignment 

The student independently exhibits the behaviors set forth in the instructional 

objectives.  To accomplish this, the student might complete problems, write a paper, 

do an experiment, give a report, complete a project, do research, etc.  List the 

independent practice or assignment. 

  

A copy of the Student Teaching Lesson Plan begins on the next page. 
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King’s College Lesson Plan 

 

Student Teacher ________________________________ Date_______________ 

Grade________________ 

Subject _________________________ Topic__________________  

PA State Standards___________ 

INTASC Standards _____________  

                                                                                      

Instructional Objective(s) 

 

 

 

 

Materials and Resources Needed 

 

 

 

 

Anticipatory Set/Motivation 

 

 

 

 

Procedures (To include the sequence of the lesson and a brief description of the various teaching 

methods/instructional strategies to be used.  E.g., Input, Modeling, Guided Practice & Checking for 

Understanding where appropriate) 

 

 

 

Adaptations and Accommodations 

 

 

Closure 
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Assessment 

 

 

Assignment 
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Lesson Videotaping 

     In order for student teachers to actually view their presentation of lessons and 

personally reflect on them, at least one lesson is to be videotaped.  The videotaped 

lessons will also give the student teacher and college supervisor an opportunity to view 

and discuss the lesson together at King’s.  The video-taped lesson will be assessed 

according to the Teacher Candidate Observation Rubric. 

 

Timeline for Videotaping 

      Student teachers are to make their own arrangements to be videotaped during the 

student teaching semester.  Videotaping should be completed following the Semester at a 

Glace Form. The College Supervisor may require a second videotaping. 

 

Access to Video Camera 

      If student teachers have access to a video camera (their own, one they may 

borrow, or the host school’s) it may be used.  If no camera is available, student teachers 

may reserve the Education Department’s camera through the Department Secretary at 

least one week in advance of actual taping.  When there are two or more student teachers 

in the same building, they should make arrangements to tape on the same day.  The 

Education Division’s camera is due back by 4:00 P.M. on the day of taping. 

 

Videotaping Procedures 

      Student teachers are to confer with their cooperating teachers on the procedures 

for videotaping in their particular school district.  King’s College and some school 

districts require permission from parents or guardians prior to videotaping. Student 

teachers should send permission slips home well in advance of the actual videotaping 

day. 

Generally, the cooperating teacher will do the videotaping.  If the cooperating 

teacher cannot do the videotaping, another teacher or student teacher may be willing to 

do it.  If no one is available to do the taping, student teachers are to discuss this with the 

college supervisor well in advance of the chosen taping date. 

Student teachers are advised to plan a lesson that gives them an opportunity to 

demonstrate their teaching.  Although conducting reviews, going over textbook and 

workbook assignments, and games are all a part of normal teaching routines, they are not 

appropriate for these video-tapings.  The purpose of the videotape is for the student 

teachers to demonstrate their presentation of material or concepts to the class.  The length 

of time for the videotaping varies with the type of activity and grade level but normally 

run from thirty (30) to forty (40) minutes. 

 

Videotape Conferences 

Conferences will be held on campus during the school day during the early stages 

of student teaching. Conferences for the videotaping will be scheduled one week in 

advance in order to notify the cooperating teacher and make arrangements for the student 

teacher’s absence.  Videotape Conferences normally last for one hour.  If the College 

Supervisor determines a need for a second videotaping, students will be required to 

submit a Post-Observation Reflection. 
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Due to the number of Videotape Conferences, student teachers are expected to be 

prompt and prepared for the scheduled time.   Student teachers are to bring the following 

items to the Videotape Conference:  a COPY of the lesson plan for the videotaped 

lesson; a Post-Observation Reflection form personally analyzing the videotaped lesson; 

and, the actual videotape. 

 

Professional Teaching Portfolio(s) 

 

A Professional Teaching Portfolio is a purposeful collection of the candidate’s work 

that demonstrates effort, progress and achievement; a portfolio provides a richer picture 

of student performance than can be gained from more traditional, objective forms of 

assessment.  Most traditional standards-based portfolios are (3) ring notebooks, organized 

with dividers and sections for paper-based documents demonstrating each standard.   

 

Professional Teaching Portfolios: 
Professional Teaching Portfolio PK-4: “The Teacher Work Sample” 

Professional Teaching Portfolio Special Education K - 8 

Professional Teaching Portfolio Secondary: English 

Professional Teaching Portfolio Secondary: Mathematics 

Professional Teaching Portfolio Secondary: General Science 

Professional Teaching Portfolio Secondary: Citizenship 

Professional Teaching Portfolio Secondary: Chemistry 

Professional Teaching Portfolio Secondary: Biology 

Professional Teaching Portfolio Secondary: Foreign Language (Spanish/ French) 

Professional Teaching Portfolio Special Education 7- 12 

Supervisors will hold discussions and give directions regarding variations in portfolio 

requirements by certification during their weekly seminars. 

Candidates are advised to review the specific requirements of their portfolio rubric early 

in the semester and begin collecting materials that can be utilized in the final portfolios.  

 

Wednesday, March 11
th

, 2015 - Portfolios are due for Option B 

Candidates completing their first placement on March 13
th

 should bring the “hard copy” 

of their portfolio to seminar on Wednesday, March 11
th

. The supervisor will verify in 

Task Stream, during the seminar, that the electronic version has been uploaded prior to 

the start of the seminar meeting.  

 

Wednesday, April 29
th

, 2015 - Portfolios due: Options A & B 

Candidates should bring the “hard copy” of their portfolio to seminar. The supervisor will 

verify in Task Stream, during the seminar, that the electronic version has been uploaded 

prior to the start of the seminar meeting.  

 

Review of the Professional Teaching Portfolio 

The Professional Teaching Portfolio may be collected and reviewed twice 

during the semester.  
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Assessments 

 

Observation and Evaluation by the Cooperating Teacher 

  The purpose of observing and evaluating a teacher's lesson is for the improvement 

of instruction.  Teachers are observed and evaluated throughout their careers. 

The cooperating teacher's role in observation and evaluating is to help the student 

teacher reflect upon his/her teaching, provide input of new information and thoughts, and 

guide in a formulation of a comprehensive plan of action.  The ultimate goal in this 

process is for student teachers to have the ability to be competent in performing and 

analyzing the teaching act. 

Initial observations should be informal and provide the cooperating teachers and 

student teachers with an opportunity to discuss effective teaching.  As student teachers 

become more comfortable with the cooperating teacher observing, more formal 

observations can be made. 

 In order for the student teacher's experiences to be rewarding, numerous lesson 

observations need to be made by the cooperating teachers and the college supervisor.  

Cooperating teachers are encouraged to observe and conference with student teachers as 

many times as they feel necessary or appropriate.  It is asked that cooperating teachers 

conduct a minimum of four (4) formal observations/evaluations and a mid-term and final 

evaluation (PDE 430) in Option A. For Option B, please complete a minimum of two (2) 

observations, evaluations and a mid-term and final evaluation.  Whether the observations 

are announced or unannounced, and in what subject areas, are at the discretion of the 

cooperating teachers. 

Please do not observe and formally evaluate student teachers giving tests, going 

over homework, or conducting a review.  Observe the presentation of new materials or 

concepts. 

The competency statements that appear on the Student Teaching Lesson 

Observation form have been greatly reduced to allow for ease in use.  It is suggested that 

observers consult the Student Teaching Lesson Observation and Final Evaluation 

Clarification and Lesson Observation Rubric forms in the Appendix.  These forms should 

be utilized to clarify and expand on the understanding of phrases on the Observation 

Form. 

 

Student Teaching Lesson Observation forms are provided for cooperating 

teachers.  It is asked that cooperating teachers use the form during their formal 

observation.  As soon as possible after the observation, a conference should be held with 

student teachers to discuss the completed observation report.  

After the post-observation conference has been completed, attach the lesson plan 

for that lesson to the evaluation.  Student teachers are to return each evaluation to the 

college supervisor as soon as possible. 

Cooperating teachers are asked to be honest with student teachers on the 

observations and evaluations.  Providing recommendations for areas of improvement will 

help student teachers in enhancing their performance.  On the other hand, giving false 

hope or inflating the lesson observations and final evaluation will only be detrimental and 

inhibit possible future growth. 
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Observation and Evaluation by the College Supervisor 

      The purpose of observing and evaluating a teacher’s lesson is for the 

improvement of instruction.  Teachers are observed and evaluated throughout their entire 

career. 

The college supervisor’s role in observing and evaluating is to help the student 

teacher reflect upon his/her teaching, provide input of new information and thoughts, and 

guide in a formulation of a comprehensive plan of action.  The ultimate goal in this 

process is for student teachers to be able to reflect on and analyze their own teaching. 

 

Scheduling Observations 

      Student teachers are to submit a copy of their Lesson Observation Schedule to 

the college supervisor by 4:00 P.M. every Wednesday of Weeks 2 through 15 of the 

student teaching semester.  They are to list at least one period they will be teaching for 

every day of the week.  If student teachers have particular lessons planned that they 

consider interesting or exceptional and would like to have observed, they may indicate 

those lessons with asterisks (*).  Although observations made by the college supervisor 

will not be limited to this schedule, most observations will be scheduled around these 

times.  If circumstances arise that require student teachers to change the schedule they 

may record the changed times on the college supervisor’s voice mail. 

  

            A copy of the Lesson Observation Schedule begins on the next page. 
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LESSON OBSERVATION SCHEDULE 

 

 

Student Teacher _________________________For Week ________________________ 

 

Subject or Grade Level _________District ___________Building __________________ 

 
 Student teachers are to choose at least ONE possible observation time for EACH DAY 

of the week.  If you have particular lessons planned that you consider to be interesting or 

exceptional and would like to have observed, please indicate those lessons with ASTERISKS 

(*).  Listing an observation time does not automatically schedule an observation. 

 
SUPERVISORS WILL NOT LIMIT OBSERVATIONS TO TIMES LISTED.  

Student teachers should be prepared for an observation at any time.  This form is due in the 

College Supervisor’s office by 4:00 P.M. every Wednesday. 

 
Actual Start Time  Ending Time  Subject   Room No. 

 

Monday _____________ __________  ____________________ 

_____________ _________  ___________________ 

_____________ _________  ___________________ 
 

 

 

Tuesday ____________ _________  ____________________ 

____________ _________  ____________________ 

____________ _________  ____________________ 

 

 

Wednesday ____________ _________  ____________________ 

 ____________ _________  ____________________ 

____________ _________  ____________________ 

 

 

Thursday ____________ _________  ___________________ 

____________ _________  ____________________ 

 ____________ _________  ____________________ 

 

 

Friday ____________ _________  ____________________ 

____________ _________  ____________________ 

____________ _________  ____________________ 
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Procedures for Observations 

      When the college supervisor arrives, student teachers are to present to him/her the 

Lesson Plan Book and the lesson plan for the lesson being presented at that time and a 

copy of the text or trade book being used during the lesson.  There should be a chair and 

desk available in the room for the supervisor. 

 

 

Post-Observation Conference 

      After the observed lesson is completed, the college supervisor and student teacher 

will leave the room to briefly discuss the observation.  Cooperating teachers need to be 

aware of this procedure in order to make arrangements to take over the class in the 

absence of the student teacher.  The Post-Observation Reflection form will be used to 

guide the post-observation conference. 

 

 

Post-Observation Reflection Form 

      At the seminar following classroom observations by the college supervisor, 

student teachers are to submit a COPY (student teachers keep the original) of the 

completed Post-Observation Reflection form personally analyzing the observed class. 

 

 

Cancellation of Originally Listed Observations 

      Considering the amount of flexibility needed in a classroom, it is understood that 

on some occasions, classes originally listed on the Lesson Observation Schedule may 

have to be changed.  If the college supervisor arrives to observe a class that was 

originally listed and will not be able to observe, the student teacher must complete a 

Request for Classroom Observation Cancellation form citing the reason(s) for the 

change.  Repeated cancellations will result in a negative assessment on the final 

evaluation and grade for student teaching. A copy of the Request for Classroom 

Observation Cancellation form begins on the next page. 
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King’s College 

Education Division 

 

 

Scheduled Lesson Observation Cancellation 

 

 

 

Student Teacher _____________________________ Date ________________________ 

 

Subject ____________________________________ Time ________________________ 

 

 

  

 I listed the above class as an observation time on my weekly Lesson Observation 

Schedule, but request not to be observed for the following reason(s): 

 

 

 

 

 

 

 

 

 

 

 

 

 

      ___________________________ 
      Signature of Student Teacher 
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 Student Teaching Final Evaluation 

At the end of student teaching, cooperating teachers and college supervisors are to 

complete the PDE 430 Pennsylvania Statewide Evaluation Form for Student 

Professional Knowledge and Practice for the second and final time.  This will serve as 

the final Student Teaching Final Evaluation.   

This is NOT a lesson observation but an overall evaluation of the final seven 

weeks of student teaching.  Cooperating teachers and college supervisors are to be honest 

on this final assessment.  Providing an accurate final assessment will help student 

teachers focus on improving their future teaching performance. 

Cooperating teachers are asked to review the evaluation in a conference with the 

student teacher before it is returned to the college supervisor.  

 

Final Grade Recommended by the Cooperating Teacher 
Cooperating teachers observe and work with student teachers daily.  

Consequently, they are in an excellent position to judge the students’ performance of the 

various duties of a teacher.  They are an extremely important part of the final evaluation 

process.  Throughout the semester, formal and informal lesson observations of student 

teachers will be made by the cooperating teachers.  These observations should be both 

announced and unannounced. The following evaluations are conducted by the 

cooperating teacher: 

A.  (4) (Minimum)Formal Lesson Observations 

B.  (1) Mid-Term Evaluation – (PDE 430) 

C.  (1) Final Evaluation – (PDE 430)   

At the middle point of each student teaching experience, cooperating teachers are 

asked to complete the Student Teaching Mid Term Evaluation form.  Cooperating 

teachers are asked to be honest with student teachers.  Providing recommendations for 

areas of improvement will help student teachers in improving their performance.  On the 

other hand, giving false hope or inflating the final evaluation will only be detrimental and 

inhibit possible future growth.   

At the completion of each session of the student teaching experience, cooperating 

teachers are asked to complete the Student Teaching Final Evaluation form. Again, 

cooperating teachers are asked to be honest with student teachers.  Providing 

recommendations for areas of improvement will help student teachers in improving their 

performance.  On the other hand, giving false hope or inflating the final evaluation will 

only be detrimental and inhibit possible future growth.  The final grade recommended by 

the cooperating teacher will represent 40% of the final grade. 

 

Final Grade Recommended by the College Supervisor 

The following describe the assessments used by the college supervisor to 

determine final grade (the assessment tools used for each assignment are in parenthesis): 

A.  Lesson Plan Binder Reviews (PDE midterm and final grading rubric) 

B.  (4) Lesson Observations (King’s College Observation grading rubric) 

C.   Post-Observation Reflection Evaluations (PDE midterm and final grading  

       rubric) 

D. Videotaped Lesson Conference and Review (PDE midterm and final grading 

       rubric) 
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E. (2) Professional Teaching Portfolio Reviews (King’s College Portfolio 

Grading Rubric and PDE midterm and final grading rubric) 

F. Observations of Candidate Generally Meeting Professional Responsibilities 

(King’s College Observation grading rubric and PDE midterm and final 

grading rubric) 

 

Final Grade for Student Teachers 
Student teachers are under continuous observation and evaluation.  They are 

observed daily by the cooperating teacher, and are visited a minimum of four times by 

King's College personnel.  Students experiencing special problems may be visited more 

frequently so that they can receive the additional help they need. 

Throughout the semester, other members of the Education Division may visit the 

student teachers' classrooms.  Although the visits may not be formal observations, 

division members will offer feedback on the visit to the college supervisor. 

An effective teacher possesses a wide variety of competencies.  These 

competencies include but are certainly not limited to (1) Planning and Preparation; (2)  

Instruction; and (3) Professional Responsibilities.  During the professional semester, 

student teachers will be evaluated with these competencies in mind.  All of the major 

competencies will be considered in determining a final grade in student teaching. 

Taking all of the above criteria into consideration, the college supervisor will 

determine the final grade of the student teacher. 
 

 

 

 

 

NOTE: 
 

Copies of the King’s College Pre-Service Teacher Candidate Observation Forms, 

rubrics, and the PDE 430 will be provided to all cooperating teachers and pre-service 

candidates at the beginning of the semester. Supervisors will duplicate copies during 

orientation week, and share them with their candidates and deliver them to cooperating 

teachers at the beginning of the placement. 
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Student Teaching Mid -Term Evaluation 

At the middle point of each student teaching placement, cooperating teachers and 

college supervisors are to complete the PDE 430 Pennsylvania Statewide Evaluation 

Form for Student Professional Knowledge and Practice.  This will serve as the Student 

Teaching Mid Term Evaluation. This is NOT a lesson observation but an overall 

evaluation of the first weeks of student teaching.  Cooperating teachers are to be honest 

on this mid-term assessment.  Identifying areas of strength and weakness will provide the 

student teacher with guidance in improving their performance for the remaining weeks of 

the placement. 

 

Cooperating teachers are asked to review the evaluation in a conference with the 

student teacher before it is returned to the college supervisor.  

 

           Cooperating teachers having student teachers for only half of the semester will 

need to complete the PDE 430 at the approximate halfway point of the placement 

 

Student Teaching Final Evaluation 

At the end of student teaching, cooperating teachers and college supervisors are to 

complete the PDE 430 Pennsylvania Statewide Evaluation Form for Student Professional 

Knowledge and Practice for the second and final time.  This will serve as the final 

Student Teaching Final Evaluation.  A copy of this form is included in the Appendix of 

this Handbook. 

This is NOT a lesson observation but an overall evaluation of the final weeks of 

student teaching.  Cooperating teachers and college supervisors are to be honest on this 

final assessment.  Providing an accurate final assessment will help student teachers focus 

on improving their future teaching performance. 

 

Cooperating teachers are asked to review the evaluation in a conference with the 

student teacher before it is returned to the college supervisor.  

 

Cooperating teachers having student teachers for only half of the semester will 

need to complete the PDE 430 near the end point of the placement. 

 

 A Copy of the PDE 430 Pennsylvania Statewide Evaluation Form for Student 

Professional Knowledge and Practice begins on the next page.  This form is to be used 

for the Mid Term and Final Evaluation. 
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Pennsylvania Statewide Evaluation Form for Student Professional Knowledge and Practice– 

Pennsylvania Department of Education—PDE-430 

 

 

HEADING AND SIGNATURE PAGE 

 

1. The heading of the evaluation form contains biographical information regarding the Student 

Teacher/candidate being evaluated and the evaluation period. 

 

2. The subjects being taught and the grade level should be clearly listed. 

 

3. Write the date on which the conference was held between the Student Teacher/candidate and the 

evaluator on the signature page of the PDE-430 form.  

 

4. Clearly state the school year and the term in the appropriate place on the signature page.   

CATEGORIES OF EVALUATION 

 

1. PDE 430 has 4 major categories addressing evaluation of Student Teacher/candidate:     

i. Category I- Planning and Preparation 

ii. Category II- Classroom Environment 

iii. Category III-Instructional Delivery 

iv. Category IV-Professionalism 

 

Each category has Student Teacher/candidate performance indicators that support the category’s 

evaluation on a continuum from Exemplary through Unsatisfactory.  The “Student 

Teacher/Candidate’s Performance Appropriately Demonstrates” indicators are the criteria for the 

evaluation.  Both the evaluator and the Student Teacher/candidate must be aware of the 

performance indicators being used in the evaluation before the evaluation takes place.   

 

2. Each PDE 430 Category, I through IV, includes an explanation of the various aspects of teaching 

that aid in the further definition of the category.   

LEVELS OF PROFICIENCY IN THE CATEGORIES 

 

1. The categories presented on the PDE 430 provide knowledge, to the evaluator and the Student 

Teacher/candidate, of performance expectations and the required levels of proficiency for each 

category.  The category’s results, are evaluated through the review of the defined “Student 

Teacher/Candidate’s Performance Demonstrates” indicators in each of the four categories.  

 

2. The Student Teacher/candidate’s demonstrated performance indicators in each category should be 

checked or highlighted in a manner to assist the evaluator in determining the appropriate level of 

proficiency. The judgment of the performance for the rating of any category is based on: 
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  the rater’s overall evaluation of performance in each category and  

 is not dependent on seeing each single performance indicator demonstrated 

successfully in order to receive a high level evaluation. 

SOURCES OF EVIDENCE 
 

1. The sources of evidence, gathered by the Student Teacher/candidate and the evaluator, should be 

considered by the evaluator to make a judgment about the Student Teacher/candidate’s 

performance/level of proficiency.  

 

2. It is also the responsibility of the Student Teacher/candidate to ensure the availability of evidence 

required for each of the categories evaluated.  The evaluator and the Student Teacher/candidate 

will share the sources at the conference date.  The evaluator will mark, on the form next to the 

source of evidence, pertinent pieces of evidence that were reviewed during the evaluation of a 

Student Teacher/candidate’s performance/level of proficiency.  

 

3. Since the evaluation form serves as a recordkeeping device in support of the recommendation for a 

successful performance assessment, it is important that the evaluator specify, next to the source of 

evidence, any evidence considered so that the Student Teacher, and other administrators reviewing 

the form, may have a sense of what was used to arrive at a judgment on the level of proficiency.  

 

4. Sources of evidence should have, where appropriate, written dates that the source of evidence 

occurred:  for example, the date of the planning document or dates of classroom 

observations/visits.  Types of evidence reviewed can be listed as well as titles, for example, Back-

to-School Night presentation.  It should include the number of sources; for example if seven 

pieces of student work were collected for a particular source of evidence, that number should be 

included. 

 

5. The space following each source of evidence allows an evaluator to document the important 

source(s) that were considered and captures the essential information about the source.  If further 

space is required, an additional sheet may be attached. 

JUSTIFICATION FOR EVALUTION 
 

1. After reviewing the results of the Student Teacher/candidate’s performance indicators in each 

category, and the pertinent sources of evidence, the assessor will make a judgment for each 

category on the PDE 430.  The appropriate box is then checked.  

 

2. This is a key section as it provides the Student Teacher with a clear understanding of the 

evaluator’s decision based on observations and other specific sources of evidence.  This section 

also provides further explanation of why the Student Teacher is receiving a particular rating for 

the category.  The evaluator’s comments help to focus the Student Teacher on his/her specific 

strengths and areas for improvement.  It is important to write statements that are clear, consistent, 

and specify key areas for improvement, if required. 

 

The justification section may be expanded to whatever length the rater feels necessary to help the 

Student Teacher/candidate understand the rating, the reasons for it and steps that can be taken to improve 

performance, whenever required. 

EVALUATION 

 

1. The evaluation/signature page of the PDE 430 includes the school year and term during which the 

observation occurred.  An appropriate overall judgment of the Student Teacher/candidate’s 

demonstrated performance will be made and checked, resulting in either a particular level of 

proficiency.   
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2. The signature of the evaluator, usually the Student Teacher/candidate’s supervisor, must be 

included.  In addition, the signature of the Student Teacher/candidate and the appropriate signature 

dates must also be included.  The Student Teacher/candidate does not have to agree with the 

judgments or statements of the evaluator in order to sign the form.  The Student Teacher/candidate 

is obligated to sign the form once the evaluator has shared the contents of the form with the 

Student Teacher/candidate.  Student Teacher/candidate may annotate the form with “I disagree 

with this rating.” 

 

3. The Overall Justification for Evaluation section should specify any key areas for improvement, 

when used for the first assessment, and provide the Student Teacher with a clear understanding of 

the evaluator’s overall judgment of the their performance.  All written sections may be expanded 

in size in order to fully express the observations and recommendations to the Student 

Teacher/candidate. Additional pages may be added if necessary. 

  

 The level of proficiency indicated in each of the 4 categories were added to determine an overall 

rating/level of proficiency for the entire PDE 430 form and the single rating period.  At least a 

satisfactory rating must have  been achieved in each of the 4 categories. 

The certifying officer must now verify that the candidate has achieved at least a satisfactory rating 

on the PDE 430 by so indicating on the PDE 338C, College/University Verification Form, which is 

used to recommend a candidate to the Commonwealth for certification.  

GENERAL REQUIREMENTS 

 

1. Each Student Teacher/candidate must be observed and evaluated using the PDE 430 a minimum of 

two times during their student teaching experience--once at the midpoint, and once at the end.  

Note that this is a minimum number of times and further evaluations may be  

completed, as the college/university desires.  For example, if a candidate has two separate  

student teaching assignments, they may be observed at the midpoint and end of each  

assignment. 

 

2. All evaluations with the PDE 430 are considered to be formative with the exception of the final 

one, which is considered to be the summative evaluation. All others are used in order to give the 

Student Teacher/candidate an opportunity to correct or improve any deficiencies.  

 

The PDE 430 assessment instrument must be used a minimum of two times.  A satisfactory 

rating (1) in each of the 4 categories, resulting in a minimum total of at least (4) points, must be  

achieved on the final summative rating to favorably complete the overall assessment.  Note that  

all categories must have achieved at least a satisfactory rating in all cases. 

 

3. A copy of the PDE 430 is kept in the Student Teacher/candidate’s college file. Student 

Teacher/candidate’s should have a copy of their completed PDE-430.  However, copies of the 

PDE 430 should not be provided by the college to outside agencies, prospective employers, or 

other individuals, in any situation, as this in an internal document.  The PDE 430 is a confidential 

document.  Copies of the PDE 430 will be reviewed during state major program reviews. 

 

 

 

      Division of Teacher Education 

      717-787-3470 

Bureau of Teacher Certification 

      and Preparation 

      Pennsylvania Department of Education 

(8/1/03) 
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Commonwealth of Pennsylvania DEPARTMENT OF EDUCATION 333 Market St., Harrisburg, PA  17126-0333 

Pennsylvania Statewide Evaluation Form for Student Professional Knowledge and 

Practice 
 

 

 
Student’s Last Name  First  Middle   Social Security Number 

 

 
Subject(s) Taught         Grade Level 

 

This form is to serve as a permanent record of a Student Teacher’s professional performance 

evaluation during a specific time period based on specific criteria.  This form must be used at least 

twice during the 12-week (minimum) student teaching experience. 

 

PERFORMANCE EVALUATION 

 

Directions: Examine all sources of evidence provided by the Student Teacher and bear in mind the 

aspects of teaching for each of the four categories used in this form.  Check the appropriate aspects 

of student teaching, and indicate the sources of evidence used to determine the evaluation of the 

results in each category.  Assign an evaluation for each of the four categories and then assign an 

overall evaluation of performance.  Sign the form and gain the signature of the Student Teacher. 
Category I: Planning and Preparation--Student Teacher demonstrates thorough knowledge of content and pedagogical skills 

in planning and preparation Student Teacher makes plans and sets goals based on the content to be taught/learned, their 

knowledge of assigned students and their instructional content. 

Alignment: 354.33 (1)(i)(A), (B), (C), (G), (H) 

Student Teacher’s performance appropriately demonstrates: 
1. Knowledge of content 

2. Knowledge of pedagogy 

3. Knowledge of Pennsylvania’s K-12 Academic Standards 
4. Knowledge of students and how to use this knowledge to impart instruction 

5. Use of resources, materials, or technology available through the school or district 

6. Instructional goals that show a recognizable sequence with adaptations or individual student needs 
7. Assessment of student learning aligned to the instructional goals and adapted as required for student needs 

8. Use of educational psychological principles/theories in the construction of lesson plans and setting instructional goals 

 

Sources of Evidence (Check all that apply and include dates, types/titles and number) 
 

 Lesson/Unit Plans ______________________________  

 

 Student Teacher Interviews ____________________  

 

 Resources/Materials/Technology ___________________  

 

 Classroom Observations ______________________  

 

 Assessment Materials ____________________________  
 

 Resource Documents _________________________  
 

 Information about Students _______________________  

 

 Other _____________________________________  

 

Category Exemplary   3 Points Superior   2 Points Satisfactory   1 Point Unsatisfactory   0 Points 

Criteria for Rating The candidate consistently 

and thoroughly 

demonstrates indicators of 

performance. 

The candidate usually and 

extensively demonstrates 

indicators of performance. 

The candidate sometimes 

and adequately 

demonstrates indicators of 

performance. 

The candidate rarely or never and 

inappropriately or superficially 

demonstrates indicators of 

performance. 

Rating 

(indicate ) 
    

Justification for Evaluation 
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PDE 430 

 
Commonwealth of Pennsylvania DEPARTMENT OF EDUCATION 333 Market St., Harrisburg, PA  17126-0333 

 
 

 

 
Student’s Last Name  First  Middle   Social Security Number 

 

 

 
Category II: Classroom Environment--Student Teacher establishes and maintains an equitable environment for learning, in 

which students feel safe, valued and respected, by instituting routines and by setting clear expectations for student behavior. 

Alignment: 354.33.  (1)(i)(E), (B) 

 

Student Teacher’s performance appropriately demonstrates: 
1. Expectations for student achievement with value placed on the quality of student work 

2. Attention to equitable learning opportunities for students 

3. Appropriate interactions between teacher and students and among students 
4. Effective classroom routines and procedures resulting in little or no loss of instructional time 

5. Clear standards of conduct and effective management of student behavior 

6. Appropriate attention given to safety in the classroom to the extent that it is under the control of the Student Teacher 
7. Ability to establish and maintain rapport with students 

 

 

Sources of Evidence (Check all that apply and include dates, types/titles and number) 
 

 Classroom Observations __________________________  

 

 Visual Technology___________________________  

 
 Informal Observations/Visits ______________________  

 

 Resources/Materials/Technology/Space __________  

 

 Student Teacher Interviews _______________________  
 

 Other _____________________________________  
 

Category Exemplary   3 Points Superior   2 Points Satisfactory   1 Point Unsatisfactory   0 Points 

Criteria for Rating The candidate consistently 

and thoroughly 
demonstrates indicators of 

performance. 

The candidate usually and 

extensively demonstrates 
indicators of performance. 

The candidate sometimes 

and adequately 
demonstrates indicators of 

performance. 

The candidate rarely or never and 

inappropriately or superficially 
demonstrates indicators of 

performance. 

Rating 

(indicate ) 
    

Justification for Evaluation 

PDE 430 
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Commonwealth of Pennsylvania DEPARTMENT OF EDUCATION 333 Market St., Harrisburg, PA  17126-0333 

 

 

 
Student’s Last Name  First  Middle   Social Security Number 

 

Category III: Student Teacher, through knowledge of content and their pedagogy and skill in delivering instruction engages in 

learning by using a variety of instructional strategies. 

Alignment: 354.33 (1) (i) (D), (F), (G) 

 
Student Teacher’s performance appropriately demonstrates: 

 
1. Knowledge of content and pedagogical theory through their instructional delivery 

2. Instructional goals reflecting Pennsylvania K-12 standards 

3. Communication of procedures and clear expectations of content 
4. Instructional goals that show a recognizable sequence, clear student expectations, and adaptations for individual student 

needs 

5. Use of questioning and discussion strategies that encourage many students to participate 
6. Engagement of students in learning and adequate pacing of instruction 

7. Feedback to students on their learning 

8. Use of informal and formal assessments to meet learning goals and to monitor student learning 
9. Flexibility and responsiveness in meeting the learning needs of students 

10. Integration of disciplines within the educational curriculum 

 

 

Sources of Evidence (Check all that apply and include dates, types/titles and number) 

 

 Classroom Observations __________________________  
 

 Student Assignment Sheets ____________________  
 

 Informal Observations/Visits ______________________  

 

 Student Work _______________________________  

 
 Assessment Materials ____________________________  

 

 Instructional Resources/Materials/Technology _____  

 

 Student Teacher Interviews _______________________  
 

 Other _____________________________________  
 

Category Exemplary   3 Points Superior   2 Points Satisfactory   1 Point Unsatisfactory   0 Points 

Criteria for Rating The candidate consistently 

and thoroughly 
demonstrates indicators of 

performance. 

The candidate usually and 

extensively demonstrates 
indicators of performance. 

The candidate sometimes 

and adequately 
demonstrates indicators of 

performance. 

The candidate rarely or never and 

inappropriately or superficially 
demonstrates indicators of 

performance. 

Rating 

(indicate ) 

    

Justification for Evaluation 

PDE 430 



 

 

41 

 
Commonwealth of Pennsylvania DEPARTMENT OF EDUCATION 333 Market St., Harrisburg, PA  17126-0333 

 
 

 
Student’s Last Name  First  Middle   Social Security Number 

 

Category IV--Student Teacher demonstrates qualities that characterize a professional person in aspects that occur in and 

beyond the classroom/building. 

Alignment: 354.33 (1) (i) (I), (J) 

 
Student Teacher’s performance appropriately demonstrates: 

 

1. Knowledge of school and district procedures and regulations related to attendance, punctuality and the like 
2. Knowledge of school or district requirements for maintaining accurate records and communicating with faculty 

3. Knowledge of school and/or district events 

4. Knowledge of district or college’s professional growth and development activities 
5. Integrity and ethical behavior, professional conduct as stated in Pennsylvania Code of Professional Practice and Conduct 

for Educators; and local state, and federal laws and regulations 

6. Effective communication, both oral and written, with students, colleagues, paraprofessionals, related service personnel, and 
administrators 

7. Ability to cultivate professional relationships with school colleagues 

8. Knowledge of Commonwealth requirements for continuing professional development and licensure 

 

 

Sources of Evidence (Check all that apply and include dates, types/titles and number) 

 
 Classroom Observations __________________________  

 

 Student Assignment Sheets ____________________  

 

 Informal Observations/Visits ______________________  
 

 Student Work _______________________________  
 

 Assessment Materials ____________________________  

 

 Instructional Resources/Materials/Technology _____  

 
 Student Teacher Interviews _______________________  

 

 Other _____________________________________  

 

 Written Documentation __________________________  

 

 

 

Category Exemplary   3 Points Superior   2 Points Satisfactory   1 Point Unsatisfactory   0 Points 

Criteria for Rating The candidate consistently 

and thoroughly 
demonstrates indicators of 

performance. 

The candidate usually and 

extensively demonstrates 
indicators of performance. 

The candidate sometimes 

and adequately 
demonstrates indicators of 

performance. 

The candidate rarely or never and 

inappropriately or superficially 
demonstrates indicators of 

performance. 

Rating 

(indicate ) 

    

Justification for Evaluation 

PDE 430 
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Commonwealth of Pennsylvania DEPARTMENT OF EDUCATION 333 Market St., Harrisburg, PA  17126-0333 

 
 

Overall Rating 

 
Category Exemplary   

Minimum of 12 

Points 

Superior   Minimum 

of 8 Points 

Satisfactory   

Minimum of 4 Points 

Unsatisfactory   Less than 

4 Points 

Criteria for Rating The candidate 

consistently and 
thoroughly 

demonstrates 

indicators of 
performance. 

The candidate usually 

and extensively 
demonstrates 

indicators of 

performance. 

The candidate 

sometimes and 
adequately 

demonstrates 

indicators of 
performance. 

The candidate rarely or 

never and inappropriately or 
superficially demonstrates 

indicators of performance. 

Rating 

(indicate ) 

    

 

Note: Candidates must achieve at least a satisfactory rating of 4 Points or above. 

 

Justification for overall rating: 

 

 

 

 

 

 

 

 

PDE 430 

 

 
Student’s Last Name                             First                           Middle   Social Security 

Number 

 

 

 
District/IU                                             School 

 

 

Interview/Conference Date _____________________  

 

School Year ________________   Term____________ 

 

Required Signatures: 

 

Supervisor/Evaluator ______________________________________

 ________________________________ Date:____________________ 

 

Student Teacher  __________________________________________

 ________________________________ Date:____________________ 
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  CERTIFICATION  

 
 

 

 
CERTIFICATION 

 

Pennsylvania: To apply for certification in Pennsylvania, you will need to complete the online application 

on the TIMS website: www.PA-TIMS.com.  Please note that you must complete the form in its entirety and 

submit the fee in order for PDE to process your application.  We will receive notification at King’s 

electronically that you have submitted your application.  If you need assistance with TIMS, please watch 

the webinar available on www.pdewebinars.org (search for TIMS).  The title you are looking for is “How 

to Apply for Level I Teaching Cert. for PA Graduates’.  Please note that you are applying for a Level I 

Instructional Certificate. 

 

Other States: Begin by checking the Department of Education website in the state in which you would like 

to receive certification.  Most often there is an “Out-of-State Prepared” link there.  This should take you to 

the process that you will need to follow to obtain certification in that state.   Each state is a little different.  

If you have specific questions, you will need to contact that Department of Education directly.  Often you 

will need to provide us a form that we will need to complete indicating that you have completed an 

approved teacher preparation program.  If this is necessary, please send the form to Janice’s attention. 

 

Maintaining your certificate: Pay careful attention to the documents you receive when you obtain your 

certification.  In most states, there is an expectation of continuing professional education.  In Pennsylvania, 

these are commonly referred to as ACT 48 credits.  Educators must earn six credits of collegiate study; or 

six credits of PDE-approved continuing professional education courses; or 180 hours of continuing 

professional education programs, activities, or learning experiences; or any combination of the above every 

five years to maintain active certification.  All credits and hours must be related to an educator’s certificate 

type or area of assignment, unless enrolled in an administrative program or approved by the school board. 

 

Converting to Level II (in Pennsylvania): Your Level I instructional certificate that is issued will be valid 

for six years of service (not calendar years).  Once you have been teaching in PA for 3-6 years of 

satisfactory service and have earned 24 post-baccalaureate credits, you can apply for a Level II certificate.  

The following conditions must be met: 

 Six credits must be associated with your area(s) of certification and/or must be designed to 

improve professional practice 

 You must have three years of satisfactory service on a Level I certificate,  verified by the chief 

school administrator of the employing school entity 

 You must have completed a PDE induction program verified by the chief school administrator of 

your employing entity 

Additional information is available on the PDE website: 

http://www.portal.state.pa.us/portal/server.pt/community/pa_certification/8635/level_i_to_level_ii/608790 

 

 

 

 

 

 

 

http://www.pdewebinars.org/
http://www.portal.state.pa.us/portal/server.pt/community/pa_certification/8635/level_i_to_level_ii/608790
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Appendix A 

 

King's College 

Student Teacher's Weekly Time Sheet 

 
 

 
Week No. ________ 

 

 TEACHING OBSERVATION ACTIVITIES TOTAL HOURS COMMENTS 

MONDAY _____ Hours 
_____ Min. 

_____Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

TUESDAY _____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

WEDNESDAY _____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

THURSDAY _____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

FRIDAY _____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

Total Hours  

  (for the week) 
_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

_____ Hours 
_____ Min. 

 

 
 

 

Semester __________________ 

 

Year ______________________ 

 

_______________________________________________________ 

Signature of Student Teacher 
 

_______________________________________________________ 

Signature of Cooperating Teacher 
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Appendix B 

 

Education Division 

King's College 

Student Teacher's Final Time Sheet 

 
Student Teacher__________________________________ Semester/Year____ /____ 

 

Week Hours of 

Teaching 

Hours of 

Observation 

Hours of 

Activities 

Total 

hours for 

the week 

Initials of 

cooperating teacher 

1st week      

2nd week      

3rd week      

4th week      

5th week      

6th week      

7th week      

8th week      

9th week      

10th week      

11th week      

12th week      

13th week      

14
th

 week 

 

15
th

 week 

 

16
th

 week 
 

________ 

 

________ 

 

________ 

___________ 

 

___________ 

 

___________ 

________ 

 

________ 

 

________ 

_________ 

 

_________ 

 

_________ 

_________________ 

 

_________________ 

 

_________________ 

Total      

 

Signature of student teacher___________________________________ 

Signature of cooperating teacher_______________________________ 

Signature of cooperating teacher_______________________________ 

 

NOTE:  Keep this report up to date and turn it in to your college supervisor at the  

    end of the semester.  USE INK. 
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Appendix C 

 

Suggested Weekly Schedule of Responsibilities 

Option A 

 

In Option A, the student teaching assignment is for a period of sixteen (16) weeks 

in one classroom setting. 

The following weekly schedule for student teaching provides for the student 

teacher's gradual assumption of teaching responsibilities.  This is a recommended 

timeline, but the actual schedule should be determined on an individual basis and 
developed cooperatively with the student teacher and the cooperating teacher.  Some 

student teachers may be able to assume responsibilities earlier, while others might need 

more time and preparation. 

 

Week One 
1.  Observe in the cooperating teacher's classroom. 

2.  Get acquainted with the school, students, faculty, and staff, routines, policies,  

     procedures, and resources. 

3.  Confer daily with the cooperating teacher. 

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Schedule a plan for subject(s) to be taught next week. 

6.  Complete activities assigned by the College. 

7.  We do not recommend student teachers totally taking over a class during this week. 

 

Week Two 
1.  Continue observing cooperating teacher. 

2.  Observe another classroom teacher. 

3.  Observe special classes (art, music, gym, home economics, special education, choir)  

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Confer daily with the cooperating teacher. 

6.  Assume some daily routines. 

7.  Plan and teach at least one (1) period per day. 

8.  Schedule and plan for new subjects to be taught next week. 

9.  Complete activities assigned by the College. 

 

Week Three 
In addition to observing, conferring with and assisting the cooperating teacher, the 

student will: 

1.  Assume additional daily classroom routines. 

2.  Plan and teach at least two (2) periods per day. 

3.  Schedule and plan for new subjects to be taught next week. 

4.  Complete activities assigned by the College. At least one instructional bulletin board 

     should be completed by this date. 
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Week Four 
In addition to the activities and responsibilities previously assumed, the student teacher 

will: 

1.  Plan and teach at least four (4) periods per day. 

2.  Schedule and plan new subjects to be taught next week. 

3.  Complete activities assigned by the College. 

 

Week Five 
1.  Plan and teach at least five (5) periods per day. 

2.  Assume most of the classroom duties. 

3.  Schedule and plan for new subjects to be taught next week. 

4.  Begin preparing material for the Professional Teaching Portfolio. 

 

Weeks Six to Twelve 
1.   During this period of time, it is suggested that the student teacher assume all of the 

       classroom responsibilities..                       

2.   Continue preparing material for the Professional Teaching Portfolio. 

3.   Second bulletin board is to be completed. 

 

Weeks Thirteen to Fifteen 
1.  During this period of time, it is suggested that elementary student teachers have their  

     cooperating teachers begin to take back subjects. 

2.  The student teacher should make final preparations of the Professional Teaching  

      Portfolio. 

3.  Exit Interviews will be held on campus with the College Supervisor the week  

     following the end of student teaching. 

 

Suggested Weekly Schedule of Responsibilities 

Option B 

 

In Option B, the student teaching assignment is for a period of sixteen weeks split 

into two approximately 35 day assignments. The following weekly schedule for student 

teaching provides for the student teacher's assumption of teaching responsibilities.  This 

is a recommended timeline, but the actual schedule should be determined on an 

individual basis and developed cooperatively with the student teacher and the 

cooperating teacher.  Some student teachers may be able to assume responsibilities 

earlier, while others might need more time and preparation. 

 

Week One:  Placement 1 
1.  Observe in the cooperating teacher's classroom. 

2.  Get acquainted with the school, students, faculty, and staff, routines, policies,  

      procedures, and resources. 

3.  Confer daily with the cooperating teacher. 

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Schedule a plan for subject(s) to be taught next week. 

6.  Complete activities assigned by the College. 
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Week Two 
1.  Continue observing cooperating teacher. 

2.  Observe another classroom teacher. 

3.  Observe special classes (art, music, gym) 

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Confer daily with the cooperating teacher. 

6.  Assume some daily routines. 

7.  Plan and teach at least two (2) period per day. 

8.  Schedule and plan for new subjects to be taught next week. 

9.  Complete activities assigned by the College. 

 

Week Three 
In addition to observing, conferring with and assisting the cooperating teacher, the 

student will: 

1.  Assume additional daily classroom routines.  

2.  Plan and teach at least four (4) periods per day. 

3.  Schedule and plan for new subjects to be taught next week. 

4.  Complete activities assigned by the College. At least one instructional bulletin board 

      should be completed by this date. 

 

Weeks Four to Seven 
In addition to the activities and responsibilities previously assumed, the student teacher 

will: 

1.  Plan and teach at least five (5) periods per day. 

2.  Schedule and plan new subjects to be taught next week. 

3.  Complete activities assigned by the College. 

 

Week Nine 
1.  During this period of time, it is suggested that PK-4/ special education student  

     teachers have their cooperating teachers take back subjects. 

2.  During this period of time, it is suggested that intermediate through high school   

     student teachers continue with all of the classroom responsibilities. 

 

Week Ten:  Placement 2 
1.  Observe in the cooperating teacher's classroom. 

2.  Get acquainted with the school, students, faculty, and staff, routines, policies,  

      procedures, and resources. 

3.  Confer daily with the cooperating teacher. 

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Schedule a plan for subject(s) to be taught next week. 

6.  Complete activities assigned by the College. 
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Week Eleven 
1.  Continue observing cooperating teacher. 

2.  Observe another classroom teacher. 

3.  Observe special classes (art, music, gym) 

4.  Assist the cooperating teacher with activities in the classroom. 

5.  Confer daily with the cooperating teacher. 

6.  Assume some daily routines. 

7.  Plan and teach at least three (3) period per day. 

8.  Schedule and plan for new subjects to be taught next week. 

9.  Complete activities assigned by the College. 

 

Week Twelve 
In addition to observing, conferring with and assisting the cooperating teacher, the 

student will: 

1.  Assume additional daily classroom routines. Create second bulletin board. 

2.  Plan and teach at least four (4) periods per day. 

3.  Schedule and plan for new subjects to be taught next week. 

4.  Complete activities assigned by the College. 

 

Weeks Thirteen to Fifteen 
In addition to the activities and responsibilities previously assumed, the student teacher 

will: 

1.  Plan and teach at least five (5) periods per day. 

2.  Schedule and plan new subjects to be taught next week. 

3.  Complete activities assigned by the College. 

 

Week Sixteen 
1.  During this period of time, it is suggested that elementary student teachers have  

     their cooperating teachers take back subjects. 

2.  During this period of time, it is suggested that intermediate through high school  

     student teachers continue with all of the classroom responsibilities. 
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Appendix D 

 

STUDENT TEACHING ABSENCE 

 

 I am requesting permission to be excused from student teaching for the dates and 

reasons described at the end of this request.  I understand that I may be asked to make-up 

these dates/times at the end of my assignment in order to complete my student teaching 

obligation.  I also understand that this request must be approved by my co-op and my 

supervisor.  Failure to receive permission from all individuals will result in the request 

being denied. 

 

 

Student Teacher:  ____________________________________  

Phone number: _______________ 

 

Dates of expected absence:  _________________________________________ 

 

Reason for absence:  

______________________________________________________________ 

 

________________________________________________________________________ 

 

___________________________________________ 

      Student Teacher signature / Date 

 

 

 Please indicate the total number of absences to date, including this one. 

 

 

 

  Approved   Denied    Approved   Denied 

   

   

Cooperating Teacher  King’s College Supervisor 

 

 

 

 

 

Except in the case of illness, or an emergency, this form must be given to the King's 

College Supervisor five (5) days prior to the requested absence.     
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Appendix E 

 
PENNSYLVANIA’S CODE OF PROFESSIONAL PRACTICE AND CONDUCT FOR 

EDUCATORS 

 
Section 1.  Mission 

The Professional Standards and Practices Commission is committed to providing leadership for improving 

the quality of education in this Commonwealth by establishing high standards for preparation, certification, practice 

and ethical conduct in the teaching profession 

 

Section 2.  Introduction 

(a)  Professional conduct defines interactions between the individual educator and students, the employing 

agencies and other professionals.  Generally, the responsibility for professional conduct rests with the individual 

professional educator.  However, in this Commonwealth, a Code of Professional Practice and Conduct (Code) for 

certificated educators is required by statute and violation of specified sections of the Code may constitute a basis for 

public or private reprimand.  Violations of the Code may also be used as supporting evidence, though may not 

constitute an independent basis, for the suspension or revocation of a certificate.  The Professional Standards and 

Practices Commission (PSPC) was charged by the act of December 12, 1973 (P.L. 397, No. 141) (24P.S. §§ 12-1251 

– 12-1268), known as the Teacher Certification Law, with adopting a Code by July 1, 1991.  See 24 P.S. § 12-

1255(a)(10). 

(b)  This chapter makes explicit the values of the education profession.  When individuals become 

educators in this Commonwealth, they make a moral commitment to uphold these values. 

 

Section 3.  Purpose 

(a)  Professional educators in this Commonwealth believe that the quality of their services directly 

influences the Nation and its citizens.  Professional educators recognize their obligation to provide services and to 

conduct themselves in a manner which places the highest esteem on human rights and dignity.  Professional 

educators seek to ensure that every student receives the highest quality of service and that every professional 

maintains a high level of competence from entry through ongoing professional development.  Professional educators 

are responsible for the development of sound educational policy and obligated to implement that policy and its 

programs to the public. 

(b)  Professional educators recognize their primary responsibility to the student and the development of the 

student’s potential.  Central to that development is the professional educator’s valuing the worth and dignity of 

every person, student and colleague alike; the pursuit of truth; devotion to excellence; acquisition of knowledge; and 

democratic principles.  To those ends, the educator engages in continuing professional development and keeps 

current with research and technology.  Educators encourage and support the use of resources that best serve the 

interests and needs of students.  Within the context of professional excellence, the educator and student together 

explore the challenge and the dignity of the human experience. 

 

Section 4.  Practices 

(a)  Professional practices are behaviors and attitudes that are based on a set of values that the professional 

education community believes and accepts.  These values are evidenced by the professional educator’s conduct 

toward students and colleagues, and the educator’s employer and community.  When teacher candidates become 

professional educators in this Commonwealth, they are expected to abide by this section 

(b)  Professional educators are expected to abide by the following: 

(1)  Professional educators shall abide by the Public School Code of 1949 (24 P.S. §§ 1-101 – 27-2702), 

other school laws of the Commonwealth, sections 1201(a)(1), (2) and (4) and (b)(1), (2) and (4) of the Public 

Employee Relations Act (43 P.S. §§ 1101.1201(a)(1), (2) and (4) and (b)(1), (2), and (4) and this chapter. 

(2)  Professional educators shall be prepared, and legally certified, in their areas of assignment. Educators 

may not be assigned or willingly accept assignments they are not certified to fulfill.  Educators may be assigned to 

or accept assignments outside their certification area on a temporary, short-term, emergency basis.  Examples: a 

teacher certified in English filling in a class period for a physical education teacher who has that day become ill; a 

substitute teacher certified in elementary education employed as a librarian for several days until the district can 

locate and employ a permanent substitute teacher certified in library science. 

(3)  Professional educators shall maintain high levels of competence throughout their careers. 
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(4)  Professional educators shall exhibit consistent and equitable treatment of students, fellow educators and 

parents.  They shall respect the civil rights of all and not discriminate on the basis of race, national or ethnic origin, 

culture, religion, sex or sexual orientation, marital status, age, political beliefs, socioeconomic status, disabling 

condition or vocational interest.  This list of bases or discrimination is not all-inclusive. 

(5)  Professional educators shall accept the value of diversity in educational practice.  Diversity requires 

educators to have a range of methodologies and to request the necessary tools for effective teaching and learning. 

(6)  Professional educators shall impart to their students principles of good citizenship and societal 

responsibility.   

(7)  Professional educators shall exhibit acceptable and professional language and communication skills.  

Their verbal and written communications with parents, students and staff shall reflect sensitivity to the fundamental 

human rights of dignity, privacy and respect. 

(8)  Professional educators shall be open-minded, knowledgeable and use appropriate judgment and 

communication skills when responding to an issue within the educational environment. 

(9)  Professional educators shall keeping confidence information obtained in confidence in the course of 

professional service unless required to be disclosed by law or by clear and compelling professional necessity as 

determined by the professional educator. 

(10)  Professional educators shall exert reasonable effort to protect the student from conditions which 

interfere with learning or are harmful to the student’s health and safety. 

 

Section 5.  Conduct 

Individual professional conduct reflects upon the practices, values, integrity and reputation of the 

profession.  Violation of §§ 235.6-235.11 may constitute an independent basis for private or public reprimand, and 

may be used as supporting evidence in cases of certification suspension and revocation. 

 

Section 6:  Legal obligations 

(a)  The professional educator may not engage in conduct prohibited by the act of December 12, 1973 (P.L. 

397, No. 141) (24 P.S. §§12-1251-12-1268), known as the Teacher Certification Law. 

(b)  The professional educator may not engage in conduct prohibited by: 

(1)  The Public School code of 1949 (24 P.S. §§ 1-101-27-2702) and other laws relating to the schools or 

the education of children. 

(2)  The applicable laws of the Commonwealth establishing ethics of public officials and public employees, 

including the act of October 4, 1978 (P.L. 883, No. 170) (65 P.S. §§ 401-413), known as the Public Official and 

Employee Ethics Law. 

(c)  Violation of subsection (b) shall have been found to exist by an agency of proper jurisdiction to be 

considered an independent basis for discipline. 

 

Section 7.  Certification 

The professional educator may not:  

(1)  Accept employment, when not properly certificated, in a position for which certification is required. 

(2)  Assist entry into or continuance in the education profession of an unqualified person. 

(3)  Employ, or recommend for employment, a person who is not certificated appropriately for the position. 

 

Section 8.  Civil Rights 

The professional educator may not: 

(1)  Discriminate on the basis of race, National or ethnic origin, culture, religion, sex or sexual orientation, 

marital status, age, political beliefs, socioeconomic status; disabling condition or vocational interest against a student 

or fellow professional.  This list of bases of discrimination is not all-inclusive.  This discrimination shall be found to 

exist by an agency of proper jurisdiction to be considered an independent basis for discipline. 

(2)  Interfere with a student’s or colleague’s exercise of political and civil rights and responsibilities.   

 

Section 9.  Improper personal or financial gain 

(1)  Accept gratuities, gifts or favors that might impair or appear to impair professional judgment. 

(2)  Exploit a professional relationship for personal gain or advantage. 

 

Section 10.  Relationships with students 

The professional educator may not: 
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(1)  Knowingly and intentionally distort or misrepresent evaluations of students. 

(2)  Knowingly and intentionally misrepresent subject matter or curriculum. 

(3)  Sexually harass or engage in sexual relationships with students. 

(4)  Knowingly and intentionally withhold evidence from the proper authorities about violations of the legal 

obligations as defined within this section 

 

Section 11.  Professional relationships 

The professional educator may not: 

(1)  Knowingly and intentionally deny or impede a colleague in the exercise or enjoyment of a professional 

right or privilege in being an educator. 

(2)  Knowingly and intentionally distort evaluations of colleagues. 

(3)  Sexually harass a fellow employee. 

(4)  Use coercive means or promise special treatment to influence professional decisions of colleagues. 

(5)  Threaten, coerce or discriminate against a colleague who in good faith reports or discloses to a 

governing agency actual or suspected violations of law, agency regulations or standards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


