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INTRODUCTION

We appreciate your willingness to
mentor one of our University of
Colorado at Boulder students, and we
hope the experience is as rewarding for
you as it is for the student. You serve a
crucial role in the professional
development of a future teacher; this
experience will also give you the
opportunity to reflect upon your own
beliefs and practices in the process, and
to make a difference for many students
in future classrooms.

Student teaching is the most important
part of the teacher education program,
a time when students are guided into
challenging new identities as beginning
teachers. The quality of the student
teaching placement, the professional
growth student teachers experience,
and their future attitudes and beliefs
about teaching and learning are all
greatly influenced by the supervision

and support provided by you, the
cooperating teacher. You are the
most important contributor to the
success of a student teacher.

This handbook is designed to help
you work with your student teacher
during this important time. It
includes information concerning
university policies and guidelines,
your roles and responsibilities, and
specific ideas and activities which
may assist you as you mentor your

student teacher.

If your school district offers staff
development classes for cooperating
teachers and student teachers, we
encourage you to participate. These
courses provide you with excellent
ideas designed to foster successful
mentor-protégé experiences.



GENERAL POLICIES AND GUIDELINES

Teacher candidates at the
University of Colorado at
Boulder normally complete
student teaching during
the last semester of their
teacher education program.

All student teaching assignments last a
minimum of 16 weeks. We require our

students to abide by the calendar followed
by your school and/or district.

Most elementary and secondary teacher
education students have one student
teaching assignment during the student
teaching semester.

K-12 music education students have two
assignments during one university semester:
one placement at the elementary level, and
one at the secondary level.

Candidates wishing to certify in two areas
(e.g., Social Studies and Spanish) may split
their assignment between two teachers or
schools, depending upon the availability of
the cooperating teachers.

The student teacher must satisfactorily
complete each student teaching assignment
during the student teaching semester.

University Preparation for Student Teaching

Before the student teaching semester, each teacher candidate must have a minimum grade point average of 2.75

overall and in the teaching field. This requirement includes the completion of an academic major for both

elementary and secondary teacher candidates, as well as special requirements for each teaching field. In addition,

all teacher education candidates spend time observing and assisting in schools in practicum placements before

the student teaching assignment. Specific academic preparation is required of both elementary and secondary

teacher licensure students:

Elementary

® Methods of teaching elementary language arts, children’s
literature, reading, science, mathematics & social studies

¢ History and issues in American education

* Educational psychology & child growth & development

¢ Working with exceptional children in the regular classroom

¢ Effective classroom communication

e Art, PE, & music for the classroom teacher

* Minimum of 230 hours of practicum experience in schools prior
to student teaching

® Technology in the classroom

e Strong liberal arts content background

Secondary

In addition to coursework taken in their specialty fields, our secondary
students have taken School of Education courses addressing the following
general areas:

History and issues in American education

Educational psychology & adolescent growth & development
Subject-specific methods (both general and content-specific)
Principles and methods of secondary education

Classroom management

Reading/Writing in the content areas

Working with exceptional children in the regular classroom
Effective classroom communication

Minimum of 215 hours of practicum experience in schools prior to
student teaching

Technology in the classroom

Strong liberal arts content background

Mathematics and literacy integration in the content area



Obviously, taking courses does not mean that all students have yet translated the concepts into practice. For
example, even though students learn about classroom management, there is no teacher-like experience. Student
teachers need opportunities to review, refine, and apply what they know. As a cooperating teacher, you can
facilitate that process.

Dates and Hours Assigned in Schools

At the University
of Colorado at

This means that the student teacher is to adhere to the hours for the school
day in the assigned school as if he/she were a regular teacher in that school.
The student teacher should keep the same hours as regular, licensed
teachers. This is true even if the student teacher does not have a “full
teaching load” and may not actually have to teach a class at a specific time.

Boulder, student
teaching is a full-
day commitment.

Dates for student teaching

Each semester, the Office of Student Services
develops a calendar for both elementary and
secondary student teachers. Some adjustments in this
calendar may be necessary, though, if the university

assignments are set at the time an
assignment is confirmed. These dates

calendar and the school calendar do not coincide.

A student teacher could be assigned to a year-round
school, for example, or perhaps the university
vacation schedule does not match the school’s. (In
that event, the student teacher is expected to follow
the calendar of the public school.)

usually approximate the beginning
and ending dates of the school’s
grading periods. Student teachers are
expected to adhere to the confirmed
dates.

Because many student teachers also seek a regular teaching position during student teaching, they may request
permission to attend district-sponsored staff development courses for student teachers, an occasional
professional meeting or a “job fair.” Approval for attending such meetings is at the discretion of the cooperating
teacher and university supervisor.

None of the student teacher’s other commitments should interfere with the
student teacher’s in-school time. These include university classes, extra-
curricular activities, family situations, child care, etc.



The Professional Triad

Each student teaching

This triad must develop and maintain continuous communication to . .
. assignment involves at

ensure that the student moves toward professional competence. The

university supervisor may be a regular university faculty member, least three pe0p1e:

an advanced graduate student who is also an experienced teacher, or the student teacher
4

cooperating teacher, and
university supervisor.

an adjunct faculty member with many years of teaching experience.

[1] to observe the student teacher periodically (at least five times
during the semester) and to provide feedback on each visit;

[2] to facilitate communication between the student teacher and the
cooperating teacher, and to provide a direct line of communication

The university

SuperViS()r h as between the Office of Student Services on campus and the school in
which the student has been placed;

several roles:

[3] to help resolve any problems which may occur during student
teaching which cannot be resolved between the student and
cooperating teacher.

Supervisors can also assist the cooperating teacher with other questions or problems he/she may have. In
addition, the university supervisor is the instructor for Education 4513: Education & Practice, a co-requisite course
for student teachers during the student teaching semester.

We encourage our university supervisors to schedule meetings with cooperating teachers early in the semester so
that they may develop consistent plans for the student teaching experience, and maintain open and frequent
communication. Student teachers are most successful when cooperating teachers and university supervisors
work collaboratively and give consistent messages to the student teacher regarding strengths and professional
needs.



[1] Cooperating teachers must hold a valid Colorado teaching
license endorsed in the same teaching field the student teacher is
pursuing (e.g., secondary mathematics teacher; elementary teacher).
This is not the same as being “qualified” in another teaching field.

L. [2] The student teacher should be punctual and regular in
General pOllCleS fOI' attendance. If your student teacher is absent, he or she must notify
. you and the university supervisor as soon as possible and, if
Cooperatlng necessary, provide you with written lesson plans. The procedure for
doing this should be established at the beginning of the assignment.
teachers:

[3] Please keep thorough, dated, written notes on all observations
and consultations (including phone conversations) with the student
teacher and university supervisor.

QUALITIES OF EFFECTIVE COOPERATING TEACHERS

Many recent studies have examined practices in teacher education in general, and the student teaching
experience in particular. When do student teachers experience success? What factors contribute to this success?

Research repeatedly suggests that student teachers tend to adopt the techniques, styles, and attitudes of the
cooperating teachers with whom they work. Obviously, it is important for student teachers to have positive role
models. Other studies have attempted to study characteristics and qualities of the best cooperating teachers.

o  Willingness to set aside time for
mentee development

0o Wide range of interests

o Dependable and trustworthy

o  Track record of high professional .
achievement ’ eCtlTJe o Enthusiastic, hopeful, and optimistic

o Congenial, accessible, and friendly Chal’acteristics o Open to new ideas

o Genuine and sincere in helping others 0 Responsive in new situations

of successful
mentors

o  Track record of teaching excellence o Patient, helpful, and caring

0 Able to maneuver within and show
influence in the system

o  Ability to work with adults as well as
students

o Positive view of people and teaching
profession

o Viewed by peers as professional and
competent

. . . (from Podsen, India J. and Denmark,
0 Good I|Sten|ng skills Vicki M. 2000. Coaching & Mentoring:
First-Year & Student Teachers.

Larchmont, NY: Eye on Education)



GETTING OFF TO THE RIGHT START

Because student teachers are guests of the school, they need time to become familiar with the non-instructional
aspects of schooling--the norms, culture, policies, and people associated with your school. Here is a list of
suggestions for you to help your student teacher become more comfortable in the school setting:

Orientations and Introductions
* If you haven’t spent time together,
exchange information with your

student  teacher about your
background, experiences, etc. You
might want to complete and

exchange the Cooperating Teacher
Profile and Student Teacher Profile
(see Appendix A). Learning about
each other’s interests, goals, skills,
experiences, strengths, and fears
helps the student teacher feel valued
as a professional colleague, and
helps communicate expectations.

e Introduce your student teacher to
other  teachers, the  building
administrators, media specialists,
counselors, secretaries, custodians,
and other people in your building.

e Provide the student teacher with a
map and tour of the building.

e Provide the student teacher with
work space, if possible.

Classroom Activities

e Have the student teacher observe
and record your procedures and
methods of handling routine matters,
of setting up routines, procedures,
and seating arrangements designed
to prevent management problems.
Discuss with the student teacher
what he/she observed. Share your
thinking about effective management
strategies with your student teacher.
If feasible, you might even want the
student  teacher to  establish
management routines in one class
from the outset.

® Require the student teacher to learn
all students’ names by the end of the
first week (for elementary) or the
second week (for secondary).

¢ Give the student teacher information

about the school and district: size,
demographics, goals, programs,
philosophies, special projects,
professional attire, lounge etiquette,
location of faculty restrooms, etc.

Give the student teacher a copy of
your school’s faculty handbook, if

available.

¢ Discuss school and classroom policies

regarding discipline, attendance,
student behavior standards, rules,
drills and emergency procedures.

Materials provided student teachers in

their

Student Teaching Handbook

include checklists of questions they
should ask you regarding policies,
procedures, etc. You may want to use

these handouts as

guidelines for

discussion.

e Provide the student teacher with a

grade

book, lesson plan book,

curriculum guides, and your teaching

schedule.

Encourage the student teacher to keep a
Student Teaching Journal; we require
our student teachers to keep either a
journal or written notes on their weekly
activities. The journal, however, is often
a more reflective vehicle for self-
assessment and feelings. When shared
openly with you and the supervisor, it
becomes another way for you to
promote positive communication and
self-reflection.

Provide the student teacher with an
outline or curriculum guide for the
classes for which he/she will be
assigned  teaching  responsibilities.
Please give the student teacher a
teacher’s edition of the texts used in
each of those classes, and provide

Discuss
classes,

information about your
the (e.g., what
concepts, lessons have already been
taught), and your students.

curricula

Discuss what your expectations and
limits are. Can the student teacher
decide grades? choose the
curriculum? design and implement
classroom management systems?

final

Agree on a procedure for calling you
and providing lesson plans if the
student teacher is ill.

Prepare your students for a student
teacher. Introduce the student teacher

as a teacher: welcome him/her,
acknowledge accomplishments
publicly, and show confidence.

Students should perceive the student
teacher as an adult with authority;
have the student teacher interact with
students (one-on one, small group,
brief  whole class  leadership)
immediately.

access to any other materials and
resources that would be helpful.

Involve the student teacher early in
routine matters: taking attendance,
distributing books, returning
assignments, etc. Student teachers
spend a great deal of observation time
prior to the student teaching
assignment; some teaching duties
should be assigned within a day or two
of arrival. These duties could include
such things as leading a small group
discussion, presenting a brief lesson on
a special topic, assisting students with
make-up work, taking a group to the
library for research, or showing and
discussing a video.



TRANSFERRING INSTRUCTIONAL RESPONSIBILITY

Transfer of responsibility from the cooperating teacher
to the student teacher should be carefully planned.
Both should understand precisely what is to take
place; therefore, we suggest that these agreements
become a topic of discussion as you create the student
teacher’s Professional Development Plan.

We recommend that the student teacher assume
teaching responsibilities on a gradual basis. The

student teacher experience enough freedom and
responsibility to develop professionally.

The major emphasis should be on exposing the
student teacher to the real world of teaching, while
offering a learning experience balanced between the
student teacher’s skills, knowledge, and time on one
side and challenge on the other. The diagram below
may give a sense of how the student teacher can be

notion that you will “learn to swim, if tossed into deep involved.
water” is without foundation when applied to
teaching. On the other hand, it is important that the
ASSIGNMENT E

Weeks 1, 2

» Orientation to building & classroom (see “Getting
Off to the Right Start,” in previous section)

» Observation of cooperating teacher(s)
classroom(s) with a focus on classroom
management, learning students’ names, becoming
familiar with curriculum

» Work with students (individual & small group);
the student teacher may assume responsibility for
one class if secondary or a few lessons if
elementary. Cooperating teacher observes,
conferences, and provides frequent feedback

» Team teaching with cooperating teacher
» Preparation for future classes or lessons

» Other responsibilities as deemed appropriate

> Begin teaching (secondary, 1-2 classes;
elementary, 1-2 lessons daily)

Weeks 4-7

» Add more classes or lessons

Weeks 8-16

» Student teachers begin to assume a majority of the
teaching responsibility. The secondary student
teacher should be ultimately responsible for about
four to five classes each day. The actual number
of classes depends on the number of classes
available, number of preparations, level of
instruction, familiarity with the content, and level
of student teacher competence. Some use a “rule
of 6,” which states that the number of classes + the
number of preparations = 6



The transfer of teaching from cooperating teacher to student teacher will vary from situation to

situation. Regardless, experience suggests that a balance between student teacher autonomy

and supervision by the cooperating teacher will best promote professional growth. However

competent, all student teachers benefit from being observed and coached by experienced

professionals.

Other Appropriate Expectations and Activities for Student Teachers

Routine Tasks

As part of the student teaching experience, teacher
candidates should participate in all the daily tasks
faced by professional teachers. Student teachers
should observe, grade papers, teach small and large
groups, help students, monitor halls, supervise
lunch rooms, help students in completing overdue
work, operate typical office and audio-visual
equipment and computers, and learn the
organizational structure of the school. They should
experience the “real world” of teaching.

Planning

Student teachers are expected to do planning for
each of the classes or lessons they teach. All
preparation for instruction done by the student
teacher should be done in writing, and should be
reviewed by the cooperating teacher before the
actual class instruction. Student teachers typically
need a great deal of assistance in these areas.

Although some cooperating teachers allow student
teachers to “do their own thing,” this is not
recommended until they have demonstrated the
ability to teach effectively and handle classroom
interactions. During the early weeks, the student
teacher should probably be required to follow the
established curriculum. This does not mean that the
student teacher should be prevented from trying a
variety of teaching techniques while teaching in an
established program. As the student teacher
demonstrates abilities to teach a planned unit or
course effectively, suggest that he/she follow some
of his/her own ideas. At the same time, we suggest
that you review plans carefully. Student teachers are
often overwhelmed and “swallowed up” in the day-
to-day operation of school. Even if you don’t use

them, you should require your student teacher to do
daily lesson plans. “Winging it” is not acceptable.
Before the student teacher is permitted to “fly,” you
should be somewhat assured that he/she has the
skill to get off the ground. Remember, they have
student needs but are adult learners.

We also require your student teacher to create, plan
and teach at least one 3-5 week work sample unit.
This long-term planning will require support,
feedback, and resources from you.

Assessment

Student teachers should become familiar with
classroom assessment of student progress. You will
need to spend some time discussing the types of
assessments you use, other assessments which
would be acceptable, and your grading standards
and procedures. Your student teacher should be
prepared to evaluate student progress and be
responsible for assessing the lessons he/she teaches.

Video Analysis

Although it can be scary at first, student teachers
benefit from examination of video of their teaching;
use of cameras allows them to capture instruction
and promotes self-analysis. We suggest that if there
is another student teacher in your building, a first
video project might involve two student teachers
taping each other and discussing what they see,
using a peer coaching format. Later, you might
video your student teacher teaching a lesson which
he/she selects. The two of you could then analyze
the lesson together. After a student is filmed two or
three times, the student teacher might possibly have



an excerpt worthy of inclusion in a job placement
portfolio.

Regular Conferences and Time with You

While the university supervisor visits the student
teacher regularly, you are the major source of
information and modeling for the professional
development of your student teacher. Furthermore,
the student teacher needs the assurance that you are
available for help, especially during the early weeks.
Student teachers and cooperating teachers should
engage in daily informal conversations designed to
assist and support the student teacher. You should
also  schedule lengthier conferences after
observations (or at least once a week) that promote
reflection and professional growth. The following
section, “Observing and Conferencing with your
Student Teacher,” includes ideas for structuring
these conferences.

Visits or Work with Other Teachers

Novices need opportunities to broaden their views
of teaching by seeing a variety of teaching styles and
methods. We recommend that you encourage your
student teacher to spend at least some time
observing or possibly working--perhaps on a limited
basis-- with other good teachers in your building.
For example, a student teacher working in a primary
classroom might spend a little time visiting an
intermediate teacher; secondary student teachers
might observe one or two other teachers in your
department as well as one or two outstanding
teachers in other departments.

Demonstration of Professional Growth

You will probably notice that the needs of your
student teachers will change as the semester
progresses. At the outset, most student teachers’
concerns are fairly concrete: classroom management,
routines, getting to know students, understanding
the curriculum, etc. You should see students make
progress in these areas and guide them to more
sophisticated issues: using a variety of teaching
methods, looking at the effects lessons have on
students, accommodating diverse learners,

implementing long-term planning, etc.

Please don’t expect perfection in every area, even by
the end of the semester. Although a few student
teachers look like veterans from the first day, most
will look like novices at first and will make
mistakes. We've found that student teachers
improve the most when they work on one
improvement area at a time. Therefore, you might
want to prioritize suggestions, holding the student
teacher responsible first for one improvement area,
then another. Positive reinforcement always helps.

Regardless of where the individual is at the
beginning, you should see some progress in
professional development throughout the semester.
If we view professional development as a lifelong
pursuit, then it helps keep initial concerns and
struggles in perspective. Remember your own early
experiences? Student teachers are just beginning. It
is our hope that, through your mentoring and
supervision, they will show promise and potential
as teachers.



OBSERVING AND CONFERENCING WITH YOUR STUDENT TEACHER

Because the student teacher needs to know how well he/she is progressing, it is important that you provide
frequent feedback. Some of your observations and conferences may be informal; others may be more formal and
follow a clinical supervision model. Studies of cooperating teacher-student teacher relationships suggest that
student teachers are most successful when cooperating teachers use some of the methods of clinical supervision
in their mentoring roles. In order to provide you with some helpful resources, we have included the following
materials in Appendix C:

Contains sample questions for a brief pre-observation conference
with your student teacher which is scheduled prior to the formal
observation. It helps set a purpose for the observation.

Pre-observation
conference

During your observation, you will want to objectively record what
you see. We have included a format for doing this. Later, you
Techniques for should review the facts, make some judgments, identify one or
two areas to discuss (usually several positive and one

taking notes

improvement area),and plan your conference from these notes.
Notes may be shared with your student teacher during the
conference.

Contains sample questions you may want to use during your
Conference with conference in addition to those that evolved from your notes.
Asking questions (rather than telling the student what went right
or wrong) is often a more desirable way for student teachers to
reflect on and internalize their teaching.

student teacher

If you have previous training in clinical supervision, you may have other ideas and materials to help you as you
work with your student teacher.

You might want to review the performance criteria appearing on the student teaching final evaluation form as
part of the observation process, since these are the areas you will need to address in evaluating your student
teacher’s performance.

As part of your observations and conferences, written comments should be given to the student teacher at least
weekly. You may choose to provide your student teacher with your notes and a summary of your conference
discussion and agreements on a multi-part carbonless university form designed for this purpose and available
from the university supervisor. You may also revise the student teacher’s Professional Development Plan during
this process. To facilitate consistency and effective communication, it is helpful if you give a copy of your written
comments to the university supervisor.



TROUBLESHOOTING AND OTHER IMPORTANT INFORMATION

What should 1 do when | see my student
teacher make a mistake in the classroom?
Unless the error is critical to your students” well-
being, student teachers should be permitted to make
mistakes without being openly corrected by you in
class. However, it is acceptable to help the student
teacher in class if you can do so without
embarrassment or without undermining his/her
authority. In most cases, you will be able to discuss
incidents in private after class. You might want to
ask questions that force the student teacher to
analyze classroom problems (e.g., why do you think
Robert became disruptive? What might you do
differently tomorrow?) The student teacher should
learn from mistakes.

What if my student teacher tells me that
other obligations are interfering with the
amount of time available for student
teaching?

Our student teachers know that they are expected to
make a full-time commitment to student teaching.
They are not permitted to participate in campus
courses or other activities which interfere with the
school day. Also, if the student teacher chooses to
become involved in extra-curricular activities at the
school (including coaching), these must not take
precedence over the regular classroom teaching
duties.

If, after discussing your concerns with the student
teacher, problems persist, you should notify the
university supervisor to discuss the problem.

What if my student teacher performs
unsatisfactorily in the classroom?

If you have any concerns about the student teacher,
you should try to address these in your conferences.
If questioning doesn’t work, it may be necessary to
be more direct.

We advise our cooperating teachers to promptly
discuss any areas of concern. Putting them off
usually makes matters worse and makes taking
subsequent action to correct the situation even more
difficult. If the concern continues, you should speak

to the university supervisor. In these situations we
recommend that you and the university supervisor
outline specific problems that need to be resolved,
improvements you expect to see, resources
available, and a timeline for implementation. If
problems emerge prior to your mid-semester
evaluation, you can use the growth plan as a format
to structure a time line for improvement. Serious
problems that persist without resolution after you
and the university supervisor take action should be
brought to the attention of the Director of Field
Experiences in the Office of Student Services.

Grades

Student teaching is graded on a Pass/Fail (P/F) basis.
Final responsibility for assigning the grade for
student teaching rests with the Director of Field
Experiences in consultation with the university
supervisor. Cooperating teachers’ reports on a
student  teacher's  performance  significantly
influence this grade.

Misconduct

There is no excuse for misconduct or imprudent
behavior on the part of the student teacher. If a
student teaching situation becomes problematic, the
university supervisor is responsible for resolving the
difficulties but will not make any resolution before
consulting with the cooperating teacher, the student
teacher, and the Director of Field Experiences. If the
problem cannot be resolved, the Director of Field
Experiences should be immediately contacted about
the situation and a consultation scheduled. If it is
determined that the student teacher is at fault, the
Office of Student Services has an established
procedure which will be followed. Final resolution
of the case is then up to the recommendation of a
review committee. If a student teaching assignment
is terminated, further options for the student teacher
will be outlined by the Director of Field Experiences.



Legal Matters

Although student teachers are not yet certified, they
are legally sanctioned for the responsibilities and
requirements of student teaching. The Colorado
Teacher Education Act (22-62-101) Article 62 refers
to student teachers in Colorado schools. Under this
act each student teacher in a Colorado school is
covered by professional liability insurance by the
district in which they are assigned. The occasional
University of Colorado at Boulder student who
student teaches outside Colorado is encouraged to

join an appropriate professional education
association to be covered by professional liability
insurance. However, there are advantages to all
student teachers who enroll in the professional
liability ~policies offered through professional
education associations. Thus, they are encouraged to
contact the local, state, or national office of either the
National Education Association or the American
Federation of Teachers for additional information.

Seriously unsatisfactory performance can be grounds for terminating an assignment. In

extreme cases this may result in you and school administrators requesting that the student
teacher leave the school. Should this occur, the university has a detailed procedure to follow in
order to determine the student teacher’s status in the teacher licensure program.

Some questions to help you determine

the level and severity of unsatisfactory
performance:

e Does the student teacher make decisions about
instruction or student-teacher relations which
you consider to be unethical?

¢ Does the student teacher fail to follow through
on agreed-upon strategies or steps for
improvement?

* Does the student teacher say inappropriate
things to the students or to parents?

® Does the student teacher consistently arrive to
class or to school unprepared?

¢ Does the student teacher exhibit gross lack of
content knowledge?

¢ Does the student teacher communicate very
poorly - in writing or speaking?

e Is the student teacher antagonistic toward
district or school policies and/or teacher
requests?

¢ s the student teacher unable to develop rapport
or insensitive to student needs?

¢ Does the student teacher exhibit unprofessional
behaviors or attitudes?



FORMS AND REQUIRED PAPERWORK

All of the paperwork required by the University reflects the Performance-Based Standards for

Colorado Teachers:

e Knowledge of Literacy
e Knowledge of Mathematics

e Knowledge of Standards and Assessment

e Knowledge of Content

e Knowledge of Classroom and Instructional Management
e Knowledge of Individualization of Instruction

e Knowledge of Technology

e Democracy, Educational Governance and Careers in Teaching

The School of Education has added “Professionalism” as an additional area in which the student
teacher will demonstrate proficiency. These nine areas are reflected in the observation forms as
well as the mid-assessment and final evaluation forms.

Forms associated with student teaching are available in the Office of Student Services or through
your university supervisor. As indicated below, some forms are required; others are available as
options. An explanation of each, who completes it, when it should be used, and what to do with

each is given below. Because of state regulations, cooperating teacher(s) and university
supervisors are requested to use the prepared forms rather than personally designed forms.

S — to be completed by the Student Teacher
C — to be completed by the Cooperating Teacher
U — to be completed by the University Supervisor

Required Forms for Cooperating Teachers

The following forms must be completed by you:

Cooperating Teacher Information Form (C)

For each student teaching assignment, the university
pays a stipend to the cooperating teacher or school
district as district policy dictates. When a student
teacher works with more than one cooperating
teacher in an assignment, the stipend is divided
proportionately. This form provides information
needed to process this stipend. The form should be
completed and returned to the Office of Student
Services by the end of the second week of a student
teaching assignment in order to insure prompt
payment. The stipend check will be sent to the
cooperating teacher when the typed final student
teaching evaluation is received in the Office of
Student Services.

Form W-9 Request for Taxpayer ID Number
and Certification (C)

In order to comply with IRS regulations, our
accounts payable office needs to have a current W-9
on file for you before your stipend will be
processed. The form should be mailed to the Office
of Student Services along with the Cooperating
Teacher Information Form. If you are certain that
you have already submitted a W-9 to CU during the
past 12 months, you do not need to re-submit
another one.



Student Teacher’s In-School Schedule (C, S)

This form is to be completed in the first few days of
each student teaching assignment. It should be
completed by the student teacher in consultation
with the cooperating teacher(s) and be given to the
university supervisor. It should include class names,
room numbers and teacher names. Any changes in
the student teacher’s schedule are to be given to the
university supervisor as soon as they are known.
This form is to be retained by the university
supervisor.

Mid-Assignment Student Teaching
Assessment (U, C, S)

This form should be completed independently by
the cooperating teacher (s), the university supervisor
and the student teacher. The university supervisor
compiles the assessments made by the cooperating
teacher(s) and the student teacher, then reviews the
results with the student teacher in consultation with
the cooperating teacher(s). Once completed
collaboratively by the wuniversity supervisor,
cooperating teacher and the student teacher, the
assessment form should be signed by all concerned
and the original should be sent to the Office of
Student Services, and copies should be made and
distributed by the university supervisor to both the
cooperating teacher and the student teacher.

This should be used mid-way through each student
teaching assignment. This means that if the student
has two assignments, each cooperating teacher will
need to complete a mid-assignment assessment. This
form gives the student teacher a formal sense of how
he/she is doing, in time to act on concerns before the
end of the assignment.

Mid-Assignment Student Teacher Growth Plan
(U,C,9s)

This form is to be completed at the mid-point of
each student teaching assignment, together with the
Mid-Assignment Student Teaching Assessment (see
above.) The plan should address the concerns
expressed on the observation forms. It is to be
completed by the cooperating teacher and university
supervisor in consultation with the student teacher.
Each of these three persons should sign the form.
The signature of the student teacher indicates that

he/she has read, understood, and received a copy of
the plan. Copies should be made by the university
supervisor, and distributed to the cooperating
teacher and the student teacher. This form should be
sent to the Office of Student Services.

Student Teaching Final Assessment (U, C)

This form is a narrative review of the student
teacher’s overall performance and an assessment of
his/her potential for success. The narrative should
address the nine standards printed at the top of the
form which are consistent with CDE Standards and
have been assessed throughout the student teaching
experience. The CDE Standards in Appendix D may
provide ideas of topics to address in the narrative.
Both the cooperating teacher and the university
supervisor must complete a Final Assessment. This
should be done separately. The original should be
sent to the Office of Student Services, one copy
should be given to the student teacher, and one copy
should be kept by you for your records.

Because the final evaluation becomes part of the
student teacher’s permanent placement file and is
very important to prospective employers, we
require that you type these. State regulations require
that this form be signed by you and by the student
teacher, and a copy given to the student teacher. The
student teacher’s signature does not imply that
he/she concurs with the evaluation, but it does
indicate the student teacher’s having read and
received a copy of the evaluation. The final
evaluation form is to be forwarded to the Office of
Student Services (either by mail, or by giving it to
your university supervisor) at the end of the student
teaching assignment.  Stipends to cooperating
teachers are not paid until final evaluations are
received. The final evaluation of the student teacher
on the university form will be placed in the student
teacher’s placement file in the University’s Office of
Career Services.

Cooperating Teacher Assessment of
University Supervisor (C)

A form for the cooperating teacher to evaluate the
performance of the university supervisor is included
in packets for cooperating teachers. This form
should be completed near the end of each student



teaching assignment and should be returned
directly to the Office of Student Services, not to the
supervisor. Completed forms are compiled and
reviewed by the Director of Field Experiences before
being given to the university supervisor.

Verification of Supervision (C)

Cooperating teachers can earn license renewal credit
by working with a student teacher. The Office of
Student Services has a form which must be
completed and signed by the Dean of the School of
Education verifying completion of the student
teaching assignment. The Dean will approve license
renewal credit on the basis of a maximum of one

semester hour of license renewal credit for one full-
time sixteen-week student teaching assignment. This
form will be sent to all cooperating teachers upon
receipt of the student teacher’s final assessment.

Once received, the cooperating teacher must
complete the form, including collecting any
necessary administrative signatures and school
district information. Once completed, the VOS form
should not be returned to the Office of Student
Services. The cooperating teacher must send it
directly to the Colorado Department of Education,
201 East Colfax, Room 105, Denver CO 80203, Attn:
Educator Licensure.

Optional Forms

The following forms are also available for possible use

during your mentoring experience:

Student Teaching Observation Record (U)

This form is required for the university supervisor
to record observation notes when observing the
student teacher, and may be used by the cooperating
teacher, if desired. At the end of the observation
session, copies should be distributed as described
above. This form should serve as a basis for post-
observation consultation with the student teacher. If
a student teacher is not successful, the cooperating
teacher should turn in all observation records and
other supporting data with his/her final evaluation.

How Do You See Me? (S)

A form is available for use by the student teacher to
have students evaluate his/her performance. This
need not be turned in to the university supervisor. It
is entirely for the student teacher’s information.
Student teachers at the elementary level may find it
necessary to modify this form somewhat to be more
easily understood by primary students.



FINAL COMMENTS

Perhaps the best advice we can offer comes from student teachers themselves. The following list of
suggestions was provided by student teachers and is included here:

Seek the middle ground between helping the
student teacher and leaving the student
teacher alone.

Please don’t overlook culture (e.g., dress
code, lunchroom etiquette, appropriate
bathrooms to use).

Introduce the student teacher to the faculty
and the administration.

Give the student teacher copies of school
policies, rules, etc.

Although students are often curious about the
background of the student teacher, it is
important that, when introducing your
student teacher, your students clearly
understand that this person will serve in the
capacity of a teacher.

Help the student teacher learn how to grade;
give him/her a gradebook and a planning
book if possible.

Make specific improvement goals as the
student teacher goes along.

Help set up observations of teachers and
other staff.

Start with easy things.

Tell the student teacher that he/she is
supposed to discipline students, even before
they are really teaching; sometimes they’'re
not sure if this is their responsibility.

Do not discipline or correct the student
teacher in front of the students.

Be accessible; talk with the student teacher
every day.

Tell the student teacher when you really
believe something is not going to work, but
allow him/her to fail.

Be specific in your feedback and directions;
don’t expect perfection.

Ask “How are you doing?” often.

Tell the student teacher when lessons go well;
he/she may not really know.

Let the student teacher know when you
appreciate him/her (little notes, etc.).

Make the student teacher get up in front of
the class in some fashion immediately. Do not
allow the student teacher to be just an
“observer,” even for a day.

Team teaching a lesson, unit, etc. is very
valuable.

Involve your student teacher in long range
planning.

Do a mock interview or set one up with an
administrator or another staff member.
Provide curriculum guide, objectives, etc. and
a list of what's already been taught.

Ask the student teacher to tell you
where/how you can help (especially when
fully in charge).

Allow changes (bulletin boards, seating
charts) that are all the student teacher’s own.
Teach the student teacher to always state
expectations to the class.

Help get the principal’s support for the
student teacher.

Do a journal and/or talk reflectively on a
regular basis.

Combine your creative talents.
Videotape the student teacher.

Let the student teacher try things for
him/herself.

Be positive.

If you have any questions or concerns that can’t be addressed with the university supervisor assigned to
you, please don’t hesitate to call us at (303) 492-2590. Good luck this semester!



