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MISSION OF MARY BALDWIN UNIVERSITY

Mary Baldwin empowers leaders to pursue lives of purpose in a changing world. As a
distinctive small university committed to its rich heritage as an inclusive, women-centered
liberal arts college, Mary Baldwin fulfills its mission by providing undergraduate,
graduate, and professional education to a diverse population of women and men. It
emphasizes high ethical standards and the development of critical, creative, and reflective
reasoning as the foundation for fulfilling, engaged, and meaningful lives.
__________________________________

College of Education Mission

The mission of the College of Education is to prepare confident practitioners who apply
solid academic knowledge, strong leadership skills, and compassion for others to serve
learners in diverse communities. We support this mission by providing personalized
paths to meet individual goals while modeling and encouraging inquiry and reflection,
integrating theory and practice, and providing opportunities for exploration and
innovation within a collaborative environment.
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INTRODUCTION TO FIELD EXPERIENCE/STUDENT TEACHING
ED 308/608 provides students with a field experience opportunity to support adding an
additional endorsement in Special Education General Curriculum K-12, Elementary Education
PK-6, OR English as a Second Language (ESL). This experience allows currently licensed
teachers to synthesize and apply their accumulated knowledge, skills, and experiences, moving
them from theory into practice under the supervision of highly qualified, experienced teachers,
in a new area of licensure.
The primary goal of student teaching is to provide opportunities for student teachers to
acquire and demonstrate instructional competence essential for success as beginning
professional educators. The student teaching experience has been carefully designed to be as
realistic and as intensive as actual teaching, and every effort must be made on the part of all
involved to make the experience a positive one.
Communication between and among the classroom teacher, student teacher, and
university supervisor is essential for a successful and rewarding student teaching experience;
therefore, we strive to provide an environment that fosters openness. This handbook has been
developed as a guide for student teachers, classroom teachers, university supervisors, and
public school administrators involved in the student teaching experience. It is designed to
provide orientation, to promote uniform application of student teaching policies, and to
enhance communication among all parties involved in the student teaching experience.
While the ED 308/608 student is the focus of this field experience, Mary Baldwin
University’s College of Education recognizes that a school’s primary obligation is to its
students.
Please note: For out of state students seeking additional VA licensure endorsement(s):
You will need to obtain a MOU from the Field Placement Coordinator and will be responsible
for having it completed as well as seek the appropriate placement within the local school
division(s). The MOU should be sent back to the Field Placement Coordinator and notified of
the placement location and mentor teacher contact information. Students will be responsible for
all Virginia and COE expectations.
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INTRODUCTION TO PROGRAMS

Mary Baldwin College for Women (Residential)
The MBCW program is a traditional undergraduate program in which students can earn their teacher
licensure. These students are all local and attend classes on the Staunton campus.
University College (Residential)
University College is the co-educational experience for undergraduate students in which students can
earn their teacher licensure. These students are all local and attend classes on the Staunton campus.
Mary Baldwin Online (MBU Online)
MBU Online is a nonresidential program for men and women who are seeking teacher licensure and
bachelor’s degrees through Mary Baldwin University.
Post-Baccalaureate Teacher Licensure (PBTL)
PBTL is a nonresidential program for men and women with at least a Bachelor’s degree who are seeking
teacher licensure only through undergraduate coursework.
BA/MAT
The BA/MAT program allows undergraduates to earn both a bachelor’s degree and a Master of Arts in
Teaching concurrently.
Master of Arts in Teaching (MAT)
The MAT program is a co-educational graduate program designed for individuals with bachelor’s
degrees who are seeking initial licensure while completing a graduate degree. A “licensure first” option
is available so that students can become licensed as efficiently as possible.
Master of Education (MEd)
This is a co-educational graduate program designed for individuals with bachelor’s degrees who are
already licensed and teaching in a K-12 classroom or are working in another options related to the field
of education. Our endorsement areas allow you to add an additional endorsement to your current
license through coursework and additional field experiences.
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MARY BALDWIN UNIVERSITY’S TEACHER STANDARDS
Mary Baldwin University’s Education Program adopted The Interstate New Teacher Assessment and Support
Consortium (INTASC) standards as a framework for preparing teachers. INTASC is a consortium comprised of state
education agencies, higher education institutions, and national education organizations dedicated to the reform of
education, licensing, and on-going professional development of teachers. Its work is guided by one basic premise: An
effective teacher must be able to integrate content knowledge with pedagogical understanding to assure that all students
learn and perform at high levels.
Standard #1: Learner Development. The teacher understands how learners grow and develop, recognizing that patterns
of learning and development vary individually within and across the cognitive, linguistic, social, emotional, and
physical areas, and designs and implements developmentally appropriate and challenging learning experiences.
Standard #2: Learning Differences. The teacher uses understanding of individual differences and diverse cultures and
communities to ensure inclusive learning environments that enable each learner to meet high standards.
Standard #3: Learning Environments. The teacher works with others to create environments that support individual and
collaborative learning, and that encourage positive social interaction, active engagement in learning, and selfmotivation.
Standard #4: Content Knowledge. The teacher understands the central concepts, tools of inquiry, and structures of the
discipline(s) he or she teaches and creates learning experiences that make the discipline accessible and meaningful for
learners to assure mastery of the content.
Standard #5: Application of Content. The teacher understands how to connect concepts and use differing perspectives to
engage learners in critical thinking, creativity, and collaborative problem solving related to authentic local and global
issues
Standard #6: Assessment. The teacher understands and uses multiple methods of assessment to engage learners in their
own growth, to monitor learner progress, and to guide the teacher’s and learner’s decision making.
Standard #7: Planning for Instruction. The teacher plans instruction that supports every student in meeting rigorous
learning goals by drawing upon knowledge of content areas, curriculum, cross-disciplinary skills, and pedagogy, as well
as knowledge of learners and the community context.
Standard #8: Instructional Strategies. The teacher understands and uses a variety of instructional strategies to encourage
learners to develop deep understanding of content areas and their connections, and to build skills to apply knowledge in
meaningful ways.
Standard #9: Professional Learning and Ethical Practice. The teacher engages in ongoing professional learning and uses
evidence to continually evaluate his/her practice, particularly the effects of his/her choices and actions on others
(learners, families, other professionals, and the community), and adapts practice to meet the needs of each learner.
Standard #10: Leadership and Collaboration. The teacher seeks appropriate leadership roles and opportunities to take
responsibility for student learning, to collaborate with learners, families, colleagues, other school professionals, and
community members to ensure learner growth, and to advance the profession.

http://www.ccsso.org/Resources/Publications/InTASC_Model_Core_Teaching_Standards_and_Learning_Progressions_f
or_Teachers_10.html
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OVERVIEW OF STUDENT TEACHING AND COURSE REQUIREMENTS
A Field Experience/Student teaching is the final component in preparation for an
additional VA licensure as a teacher. Student teaching is required of all students who are
seeking an additional licensure and endorsement in Elementary Education, ESL, and Special
Education General Curriculum. The primary course requirement involves 12 weeks of student
teaching in an approved school, under the supervision of a cooperating teacher. Students are
expected to assume all the responsibilities of full-time teaching by the sixth week of student
teaching. Students should continue as the lead teacher for a minimum of 5 weeks. A minimum
of five weeks, 12 consecutive weeks of student teaching, and at least 150 direct teaching
hours (teaching/co-teaching) are required. Our approved program requires at least 12 weeks of
student teaching, not just a minimum number of hours.
The student teaching experience is a challenging, time-consuming activity that requires a
full-time commitment. View it as a full-time job; we discourage outside jobs or additional
classes.
COURSE REQUIREMENTS
1) Student Teaching Notebook: Your notebook needs to contain all daily lesson plans and
must be kept up-to-date for your university supervisor to evaluate during each formal
observation.
The following should be in your Student Teaching Notebook:
a. Lesson plans and supplemental material for all lessons planned and taught.
Please see the lesson plan requirements on pages 24-26.
b. Copies of the mid-term evaluation and lesson observations completed by you
(video observation), your cooperating teacher (CT), and your university
supervisor (US).
c. A communication log must be available which is where the Student Teacher (ST)
documents the weekly meetings (at least) which occur between the ST and CT.
Please include the date/time of the meeting, the content discussed, and any actions
that need to be taken by either party involved.
** Please use tab dividers to organize the notebook. If collected by your US at the
conclusion of your placement, the notebook and all the contents will be returned to you.
Please speak directly with your US as this varies based on the supervisor’s preference.
Rev. 7/21
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2) Student Impact Project (SIP): Complete one of the three options (outlined on pages 5254, rubric on page 56) for the Student Impact Project. Please look at the requirements
prior to starting your student teaching placement as one of the projects requires you to
gather data during your first two weeks of your placement (special education, option 3).
The SIP needs to be completed and submitted to both your CT and US by the beginning
of your final full week of student teaching so they can grade the assignment. An
electronic copy must be submitted by the end of the student teaching placement by the
student teacher as a grade for student teaching will NOT be posted until this project (and
all other required documents) is received electronically.
*If you are completing an additional endorsement in Special Education, especially if
you are in a regular education classroom, you should complete Option 3.
*Please see the SIP section, pages 52-54, for additional details regarding each option and
submission requirements.
3) SPECIAL EDUCATION ONLY:
Activities Guideline: This is a set of activities that are important for all students in this
field experience to take part in. You are required to fill out and submit the document by
the end of your placement. Due to the varying degrees of flexibility in placements, some
activities may not be something you can complete but they are all highly recommended
for your own professional growth and knowledge. You do not have to contrive situations
so you can complete these activities. *This chart can also help guide the CT/mentor in
what experiences the ST should be having.

Special Education and English as a Second Language Field Experience:
In order to add an additional endorsement in Special Education: General Curriculum K-12 OR
English as a Second Language to your current license you must have experiences at both the
elementary and secondary (middle/high school) levels. You will complete 12 weeks at one
level (e.g. elementary) and complete 20-hours at the other level (e.g. middle school OR high
school).
Documenting hours: Please keep two separate clock hour forms to clearly demonstrate your
experiences at both levels.
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STUDENT TEACHING GUIDELINES AND OBJECTIVES
A student teacher will develop…
• a comprehensive understanding of the organizational complexities of schools and
classrooms, the academic program of the elementary, middle, secondary school and/or
special education relationships between the schools and parents and the broader
community, and expectations for teachers;
•

abilities to act on these understandings in a consistently professional manner, and to
regularly analyze and evaluate teaching performance for purposes of gaining insight and
improving;

•

the ability to emphasize inquiry in instructional planning, teaching and assessment of
student learning (at both the lesson and unit levels);

•

refined skills in organizing and managing an instructional setting, including the ability to
interact with students in ways that promote mutual respect, fairness, initiative on the
part of students, and academic productivity;

•

the habit of critically reflecting on teaching in order to develop a good role-model of a
life-long learner;

•

well-developed writing and speaking skills.

Skill Development Emphasized:
•

Planning, organizing, implementing, and evaluating instructional lessons and units.

•

Employing varied instructional approaches and strategies that emphasize and cultivate
inquiry: student curiosity, ability to systematically investigate questions and hone
independent as well as cooperative learning skills.

•

Using a variety of instructional material and technologies that encourage active learning
with students.

•

Conducting yourself in a professionally appropriate manner.

•

Demonstrating self-motivation and initiative toward continual self-improvement.
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STUDENT TEACHING
GENERAL ROLES
&
RESPONSIBILITIES
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STUDENT TEACHER (ST)
The MBU student teacher must strive to exemplify the professional attitudes and actions of a teacher.
To be successful in this goal, she/he must show competence through professionalism, planning and
instruction, and reflection and personal development.
Professionalism
• Comply with all requirements outlined in this Student Teaching Handbook.
• This is a 12-week job interview. Everyone you encounter is potentially evaluating you for a
position at their school. Conduct yourself in a professionally appropriate manner.
• Establish a regular weekly meeting time with your Cooperating Teacher (CT). During the first
week of student teaching, the ST and the CT should establish a time frame for the transfer of
responsibilities (see suggested timeline on page 29).
• Provide University Supervisor (US) with a complete daily/weekly schedule of classroom(s) in
which you will be working. Please notify US of schedule changes (field trips, assemblies, special
events) by email.
• Maintain privacy in terms of your personal/social media. We discourage “friending” or
“following” parents and students while student teaching.
• Maintain Professional Appearance: Wear clothing that is appropriate for a future educator. Body
art and piercing, with respect to the importance of individuality, are not always appreciated or
appropriate in the school setting. Your professional appearance is a reflection on the Mary
Baldwin University’s College of Education. Inappropriate clothing, jewelry or hair calls attention
to itself and can distract students from learning. A teacher’s job is to facilitate learning.
• Demonstrate professional oral and written communication skills.
• Adhere to the school system’s policies, procedures, curriculum, and discipline practices. Request
a copy of the school’s handbook before you begin the student teaching assignment. No tobacco
products, including e-cigarettes, are allowed in the school building at any time.
• Place school duties ahead of personal desires and accept all responsibilities that are an integral
part of the profession.
• Safeguard all personal and confidential information and use it for professional purposes only.
• Contact your cooperating teacher if an emergency arises or if you are ill and unable to be at
school at the designated time.
• Show initiative and be prepared to exceed expectations.
• Please make sure your phone is off or on silent during the school day. If an emergency arises,
make sure your family has the school’s phone number. Under no circumstances should you be
on the phone while students are in the classroom.

Professional Development
We highly encourage you to be a reflective teacher by:
• Reflecting on teaching performance and developing strategies for improvement.
• Using suggestions from others to adjust and enhance performance.
• Actively seeking opportunities for professional growth and development.
• Ask, “What can I improve?” “How could I teach this more effectively?” “What are areas that I
can focus on to improve?”
Rev. 7/21
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Student Teacher’s Paperwork and Forms Outline
• Keep a communication log summarizing the meetings you have with your CT (at least 1 entry
each week for a total of 12 for a 12-week placement and 6 for a 6-week placement). Please see
specific information which must be included on page 7.
• Maintain an updated Clock Hour Form. Please track your hours on a weekly basis.
• Keep an updated Lesson Plan Notebook for your US.
• Ensure that CT completes a minimum of 10 Lesson Observation Forms for a 12-week placement
(have a formal post-lesson conference after each observation).
• Have a Mid-term evaluation conference at the end of week six. You should be evaluated by both
your CT and US. Be sure to provide a copy to your US and CT.
• Have a Final evaluation conference at the end of week 12. You should be evaluated by both your
CT and US. Be sure to provide a copy to your US and CT.
• Have your CT and US complete the Final evaluation addendum. This is not part of your final
grade but is required to be submitted by both your CT and US.
• Student Impact Project (SIP): Complete one of the four options (outlined on pages 52-54, rubric
on page 56) for the Student Impact Project. Please look at the requirements prior to starting your
student teaching placement as one of the projects requires you to gather data during your first
two weeks of your placement (special education, option 3; ESL, option 4). The SIP needs to be
completed and submitted to both your CT and US by the beginning of your final full week of
student teaching so they can grade the assignment. An electronic copy must be submitted by the
end of the student teaching placement by the student teacher as a grade for student teaching will
NOT be posted until this project (and all other required documents) is received electronically.
*If you are completing an additional endorsement in Special Education or ESL, especially if
you are a general education teacher, you should complete Option 3 (Sped) or Option 4 (ESL).
*Please see the SIP section, pages 52-54, for additional details regarding each option and
submission requirements.
• Activity Guideline (Sped only): This is a set of activities that are important for all students in
this field experience to take part in. You are required to fill out and submit the document by the
end of your placement. The guideline can be found on pages 61-63.
• The Evaluation of the US and the Evaluation of the CT will be completed online. The links are on
page 57 of the handbook and will also be emailed out towards the end of your student teaching
placement.
Additional Support
If you need additional support with lesson plans, goals, assessment, etc. please speak with your CT first.
If you still need additional support, please contact your US. If you are not receiving the support you feel
you need, please contact the Field Placement Coordinator, Dr. Pari Paluszak, outlining what support you
are seeking and what help you have already sought from your CT and US. Please also refer to the
Additional Support section on page 36. If you have a question, concern, or need help, you can also
submit a Fieldwork Help Ticket via the following link: https://forms.gle/c9J2gzb1e29TQaTL7
GIVE ALL FORMS TO YOUR UNIVERSITY SUPERVISOR TO SUBMIT
If there are any remaining forms, please turn them into Dr. Pari Paluszak, Field Placement Coordinator,
if you cannot reach your US.
Dr. Pari Paluszak, plpaluszak@marybaldwin.edu
Rev. 7/21
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STUDENT TEACHING EXPECTATIONS
The expectations of the MBU student teacher will vary based on the type of student teaching placement.
Please review the expectations below.
Student Teaching in their own classroom as a Special Education Teacher OR ESL Teacher:
1. School’s lesson plan requirements or the three questions as outlined for traditional student
teachers (see the lesson plan section for further explanation)
a. IEP/English Language Development (ELD) goals need to be included (what is being
addressed, how are you differentiating to address the unique instructional needs of
students in order to provide appropriate instruction, and how is progress being
monitored/reported)
2. Spend at least one planning period each week with a licensed special education/ESL teacher
observing or tutoring sped students/ELL under the supervisor of a mentor teacher with feedback
3. Suggested: video observations to be reviewed by the mentor teacher and feedback is provided
4. Full lesson plans (MBU’s 8 requirements) must be provided when being observed by the
supervisor for all four observations (or more), ensuring the needs of students with IEPs or ELL
are clearly addressed within the lesson plan (IEP/ELD goals, accommodations/modifications,
differentiation, how progress is being monitored/reported)
5. You can complete any option for your Student Impact Project, although option 3 (sped) or option
4 (ESL) may be of most interest.
6. Complete the required activities on the Special Education Activity Guidelines document.
Complete as many suggested activities as possible. (Special Ed only)
Student Teaching in their own classroom as a K-5th grade teacher OR a core content area (English,
Math, Science, or History):
1. School’s lesson plan requirements or the three questions as outlined for traditional student
teachers (see the lesson plan section for further explanation)
a. IEP/English Language Development (ELD) goals need to be included (what is being
addressed, how are you differentiating to address the unique instructional needs of
students in order to provide appropriate instruction, and how is progress being
monitored/reported)
2. Spend at least two planning periods each week with a licensed special education/ESL teacher
observing and tutoring sped ELL students/ELLs under the supervisor of a mentor teacher with
feedback
3. Suggested: video observations to be reviewed by the mentor teacher and feedback is provided
4. Full lesson plans (MBU’s 8 requirements) must be provided when being observed by the
supervisor for all four observations (or more), ensuring the needs of students with IEPs/ELLs are
clearly addressed within the lesson plan (IEP/ELD goals, accommodations/modifications,
differentiation, how progress is being monitored/reported)
5. You are required to complete Option 3 (sped) or Option 4 (ESL) for your Student Impact Project,
documenting progress on IEP/ELD goals for one student of your choice.
(continued on the next page)
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6. Complete the required activities on the Special Education Activity Guidelines document.
Complete as many suggested activities as possible. (Special Ed only)
Student Teaching in their own classroom in a non-core discipline area (Art, Music, PE, FCS, Foreign
Language, etc.):
1. School’s lesson plan requirements or the three questions as outlined for traditional student
teachers (see the lesson plan section for further explanation)
a. IEP/English Language Development (ELD) goals need to be included (what is being
addressed, how are you differentiating to address the unique instructional needs of
students in order to provide appropriate instruction, and how is progress being
monitored/reported)
2. Spend at least two-three planning periods each week with a licensed special education/ESL
teacher observing and tutoring sped students/ELL under the supervisor of a mentor teacher with
feedback
3. Suggested: video observations to be reviewed by the mentor teacher and feedback is provided
4. Full lesson plans (MBU’s 8 requirements) must be provided when being observed by the
supervisor for all four observations (or more), ensuring the needs of students with IEPs/ELDs are
clearly addressed within the lesson plan (IEP/ELD goals, accommodations/modifications,
differentiation, how progress is being monitored/reported)
5. You are required to complete Option 3 (sped) or Option 4 (ESL) for your Student Impact Project,
documenting progress on IEP/ELD goals for one student of your choice
6. Complete the required activities on the Special Education Activity Guidelines document.
Complete as many suggested activities as possible. (Special Ed only)
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COOPERATING TEACHER (CT)
*A current classroom teacher who is hosting a MBU student teacher IN their classroom.
The CT serves a pivotal role in the student teacher’s professional development by serving as a model,
guide, listener, reactor, and constructive mentor. The relationship between the cooperating teacher and
the student teacher (ST) should be grounded in honesty and mutual professional respect, built on
openness and high expectations. The CT’s efforts to make the ST feel welcome and a part of the
professional team and to encourage initiative taking are invaluable to the student’s eventual success. In
return, the CT and her/his class should reap considerable professional and educational benefits from the
experience.
Most CTs will find working with a ST a most pleasant experience. It is an exciting time for the CT and
the ST. By accepting a ST, the CT demonstrates a commitment to strengthening the professional
preparation of teachers. However, the students in the teacher’s classroom, and ultimately in the ST’s
care, come first.
Preparing for the ST
• Designate a space with a desk and appropriate material and resources.
• Create an emotional climate that is accepting, friendly, and nurturing.
• Meet with the student teacher at least once before they officially start their student teaching
experience
After the ST Arrives
• Meet with the University Supervisor (US) and ST before or during the first week of the
placement to go over the Student Teaching Handbook. The US will provide you with a packet
of paperwork at this meeting. If you wish for a hard copy of the handbook, please contact the
Field Placement Coordinator, Dr. Pari Paluszak at plpaluszak@marybaldwin.edu and provide
your mailing address.
• Be approachable and establish a positive rapport with your ST.
• Take your ST on a tour of the school and introduce her/him to colleagues and staff.
• Go over relevant school policies and procedures.
• Discuss requirements and expectations for the student teaching assignment.
• Provide the ST with a class list and identify students with special needs. Discuss diverse learners
being served and accommodations that need to be made.
• Share any IEPs or 504 plans for your current students with your ST.
• Review basics of how to locate and use available technology hardware and resources in the
classroom and school.
• Plan a time each day to discuss planning and other important issues.
• Establish a day and time of the week during which you and your ST will meet to discuss the
upcoming week and responsibilities. The student teacher is responsible for documenting these
meetings (see communication log requirements on page 8).
• Provide information about professional development opportunities.
• Share cell and/or home phone number in case of emergencies with both the ST and US.
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General Information
• Involve the ST in as many day-to-day activities as possible during the first week (taking
attendance, grading papers, and working one-on one with students).
• A team planning and teaching approach works well when the ST is making the transition to fulltime teaching. An overview of team teaching/co-teaching approaches may be found on the
MyMBU website on the College of Education tab.
• Contact the US immediately if you have concerns about the ST’s performance of if you have
questions relating to any aspect of the student teaching experience. The well-being and
learning of the children is our highest priority. Problems should be addressed as quickly and as
honestly as possible.
• Provide the ST with a minimum of five consecutive weeks of full-time teaching.
• If your school division allows, please provide opportunities for the ST to be alone in the
classroom when providing instruction.

LESSON OBSERVATIONS
Prior to Lessons
• Review and approve all lesson plans/materials of the ST prior to the day the lesson will be
implemented. Ask questions and provide feedback when necessary and compliment
accordingly. Allow time for revisions.
• Make certain the ST has the lesson plan available for the US.
• Check to ensure that lesson plans meet school curriculum/standards of learning as well as all
MBU requirements (pages 24-26).
During Lesson Observation
• Use the Reference Guide specific to the grade level/content area in which you teach (see
additional information on page 28)
• Use appropriate observation techniques (see page 27 for additional information).
• Formulate questions for reflection during conference
• Note strengths as well as areas for growth
• Summarize key points of the conference
After the Observation
• Have a post-lesson conference the same day to review the lesson and instruction.
• Help the ST reflect on the lesson(s) (i.e., results of her/his actions on the students, the
effectiveness of resources used, and the impact on student learning.)
• Share information you wrote on the Lesson Observation Form.
• Discuss possible solutions for areas for growth.
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CT’s Ongoing Paperwork and Forms Outline:
• Meet with the ST on a weekly basis; the student teacher is responsible for documenting these
meetings (at least one meeting each week; see communication log requirements on page 7)
• Complete a minimum of 10 Lesson Observation Forms, one a week except for the first and last
week. Have a formal post-lesson conference after each observation.
• Complete Mid-term evaluation form at the end of week six. Share the mid-term evaluation with
the student in a conference and make a copy for the US and ST.
• Complete the Final evaluation at the end of week 12. Share the final evaluation with the student
in a conference and make a copy for the US and ST.
• Complete the Final evaluation addendum at the end of week 12. Submit this to the US. It is not
part of the final grade but is required for documentation purposes.
CT should complete at the End of the Student Teaching Experience:
• Student Impact Project – The student teacher will submit to you one of four project options. You
and the US will both need to grade this assignment using the rubric that is part of the grade
recommendation form.
• Recommendation of Final Grade – Fill out and submit this form, assigning a final grade based
on the STs performance on their final evaluation and SIP. The US ultimately assigns grade with
your recommendation in mind. Feel free to discuss your feelings regarding the STs grade with
the US.
• Sign Clock Hours Form and give to the student to submit to the US.
• Complete Program Evaluation Form and the Evaluation of US - The Program Evaluation and
Evaluation of the US will be completed online. The links are on page 5 and will also be emailed
out towards the end of the student teaching placement.
• Honorarium Form –The Honorarium Forms must be submitted in paper format via mail or
scan/email. You may submit forms directly to the Field Placement Coordinator or you can give
all forms to the US to submit in a sealed envelope. Please make sure they are NOT printed
double sided. The honorarium form and the W-9 must be single-sided documents. The forms are
also provided for you in your CT packet.
• Sign the Activity Guideline (Sped only) and give it to the student to submit to the US.

Additional Support
If you need additional support in order to better prepare or evaluate your student teacher, please contact
the US. If you are not receiving the support you feel you need, please contact the Field Placement
Coordinator, Dr. Pari Paluszak, outlining what support you are seeking and what help you have already
sought and been provided from the US. Also reference the Additional Support section on page 36. If
you have a question, concern, or need help, you can also submit a Fieldwork Help Ticket via the
following link: https://forms.gle/c9J2gzb1e29TQaTL7

GIVE ALL FORMS TO YOUR UNIVERSITY SUPERVISOR TO SUBMIT
If there are any remaining forms, please turn them into Dr. Pari Paluszak, Field Placement Coordinator,
if you cannot reach your ST or US.
Dr. Pari Paluszak, plpaluszak@marybaldwin.edu
Rev. 7/21
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Clinical Faculty
Mary Baldwin University is a member of the MidValley Consortium for Teacher Education in the
Shenandoah Valley area. Other university members are Bridgewater College, James Madison University,
and Eastern Mennonite University. A portion of cooperating teachers in Mary Baldwin University’s
Staunton placement area (Augusta Co. Schools, Harrisonburg City Schools, Page Co. Schools,
Rockingham Co. Schools, Shenandoah Co. Schools, Staunton City Schools, and Waynesboro City
Schools) have received specialized training in supervising student teachers and have the designation of
“Clinical Faculty.” Clinical Faculty work closely with university supervisors and may assume additional
roles and responsibilities during the student teaching process.
If you wish to learn more about the MidValley Consortium for Teacher Education, please view the
following website: http://www.jmu.edu/coe/esc/consortium.shtml.
If you teach in Augusta County, Harrisonburg City, Page County, Rockingham County, Shenandoah
County, or Staunton City Schools and would like to apply to attend the clinical faculty training, please
speak with your building administrator about this process.

Clinical Faculty in another division/region
If you are part of a consortium in another area, please provide documentation of your
participation/training so we can award you the clinical faculty pay. This can be a certificate, a letter from
your administrator or HR representative stating you have received additional/specialized training to
prepare you to host a student teacher, or a copy of your training attendance certificate. Please attach this
documentation to your honorarium request form.

All CTs in Roanoke County are Clinical Faculty and no additional documentation is required.

Rev. 7/21

18

MENTOR TEACHER
*A current classroom teacher who is assigned by the school division to mentor our MBU student
while they are student teaching in their own classroom.
Mentor Teacher when the MBU student is teaching in their own room
•

The MBU student that you will be mentoring is a current student who is finishing the requirements
for their additional endorsement while teaching in their own classroom.

•

A university supervisor (US) will be assigned; the US will meet with the MBU student within the first
week of their placement and come observe at least four times throughout the placement. You are
welcome to attend this meeting.

•

You are not required to complete formal observations on your mentee as you’re most likely teaching
simultaneously. However, if you would like to complete an observation, a copy is in the handbook
of the observation form cooperating teachers and US’s use with our traditional student teachers. If
you prefer to receive a hard copy of this document, please ask the US or contact the Field Placement
Coordinator, Dr. Pari Paluszak at plpaluszak@marybaldwin.edu.

•

Mentor teachers are not obligated to complete the requirements of a Cooperating Teacher (CT) as
outlined in this handbook.

•

At the conclusion of the placement, you may be asked to sign the MBU student’s clock hour form
and any other paperwork that needs a school representative’s signature. The MBU student can also
ask an administrator to sign their forms.

•

If you have any concerns about the MBU student, please contact your principal first as they are a
current employee. You may also contact the US who has been assigned to the student.

•

If you are mentoring a MBU student who is student teaching in a regular education classroom but
adding an endorsement in Special Education or English as a Second Language, you will be asked
to involve our MBU student in as many special education/ESL related activities as possible. If you
are mentoring our MBU student who is student teaching in their own classroom as a current special
education/ESL teacher, then there are no additional requirements.
o

Please review the student teaching expectations for the student teacher you are mentoring
which can be found on pages 13-14. The student teacher will need to meet with you
regularly and possibly spend time in your classroom.

If you are unsure if you are a cooperating teacher or mentor teacher and would like
clarification about your role, please contact the Field Placement Coordinator, Dr. Pari
Paluszak, or the assigned University Supervisor.
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UNIVERSITY SUPERVISOR (US)
The US oversees the student teaching experience. As a representative of the Mary Baldwin University’s
College of Education, he/she is in a unique position to enhance and encourage communication,
collegiality, and collaboration with school personnel.
Prior to and during the first week of student teaching:
• Communicate with the Cooperating Teacher (CT) and Student Teacher (ST) to introduce yourself
as soon as you have been assigned as the supervisor.
• Set up your initial meeting which should occur with the CT and ST prior to or during the first
week of his/her assignment.
• If the MBU student is student teaching in their own classroom (STOC), you can invite their
mentor to the initial meeting but they will not have any requirements related to this experience.
Please review the mentor section on page 19.
• Review the student teaching expectations on pages 13-14 to become familiar with the
expectations for your student teacher as it varies based on their placement.
Initial Meeting:
• Provide the CT with his/her packet of paperwork and go over the Student Teaching Handbook.
The ST will not receive a packet.
• Use the Initial Meeting Checklist to ensure you have covered all required components. The
checklist will be signed and turned in with the student teaching paperwork at the end of the
placement.
Prior to observation:
• Email the ST and CT to set up each observation unless you are completing an unscheduled
observation.
• Request a copy of the formal lesson plan from the ST at least 24-hours prior to your visit so you
can review the material and ensure it meets the MBU lesson plan requirements (pages 24-26).
• If it has not already been established, ask the ST and/or CT if there is a specific item they wish for
you to focus on during your observation (classroom management, teacher movement, selective
verbatim, at-task behavior, etc.).
During observation/visit:
• Complete a lesson observation using the provided lesson observation tool.
• Observe the student teacher a minimum of four times (should be four separate visits and
subjects/periods should vary).
• Use the Reference Guide specific to the grade level or content area that pertains to what your
student teacher is teaching during your observation (see additional information on page 28).
• If you are collecting data and wish for a data collection sheet, please contact the Field Placement
Coordinator and explain what you are looking for as we may have one on file.
• After the observation, meet with at least the ST to review your observation. It is best practice to
have the CT included in at least the first observation meeting, if not more. Provide verbal and/or
written feedback to the student teacher following each observation.
• Make sure you obtain the STs signature on the lesson observation form during your conference.
• Review the STs lesson plan notebook during each visit to ensure proper format and content.
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•

•
•
•

Review the communication log during each visit to ensure weekly meetings are occurring. The
communication log will NOT be turned in to MBU at the conclusion of the placement. Review
the communication log requirements on page 7.
Collect any completed paperwork (lesson observations, absence request forms, etc.) each visit.
At the first observation, follow up about expectations for the student teacher and cooperating
teacher, ensuring they are meeting the requirements; ask if there are any concerns to address.
At midterm, check on the Student Impact Project progress and email the ST to see if they have
any concerns; email the CT to see if they have any concerns (separate emails).

Ongoing Responsibilities:
• Arrange for and provide special assistance to the student teacher as needed.
• Collect copies of any completed forms (lesson observations, absence request forms, evaluations,
etc.)
• Alert the Field Placement Coordinator if a situation arises that requires immediate attention.
There is a protocol that we must follow if a plan of improvement is needed.
End of the student teaching placement:
• Consult with CT to determine STs grade. The US determines the grade for the student teaching
experience with the CT’s recommendation in mind. If the final grade you assign is not the
average of the CTs and USs grade on the grade recommendation form, please make a special note
regarding this for the Field Placement Coordinator. The grade assigned by the US must match
either just the US’s grade based on the grade recommendation form OR the average of the CT
and US’s grade. No other grade can be assigned.
• Student Impact Project (SIP) – The student teacher will submit to you one of four project options.
You and the CT will both need to grade this assignment using the rubric that is part of the grade
recommendation form. A grade will NOT be posted until the ST electronically submits this
project to the Field Placement Coordinator.
• Collect copies of the Lesson Observation Forms, Mid-term and Final Evaluations, Final
Evaluation Addendum, Clock Hour Forms, and Recommendation of Final Grade form.
• Sign the Activity Guideline (Sped only) which should be signed by the ST and CT/Mentor.
• Use the provided checklist to ensure all paperwork has been collected. If something is missing, it
is your responsibility to collect the missing document(s) or note why the document was not
completed and then turn in the completed packet to the Field Placement Coordinator. All ST
paperwork should be turned in to the Field Placement Coordinator by the US.

Additional Support
If you need additional support in order to provide guidance to your ST and/or CT or support in
evaluating your ST, please contact the Field Placement Coordinator, Dr. Pari Paluszak, outlining what
support you are seeking and what measures you have already tried. Please also refer to the Additional
Support section on page 36. If you have a question, concern, or need help, you can also submit a
Fieldwork Help Ticket via the following link: https://forms.gle/c9J2gzb1e29TQaTL7
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STUDENT TEACHING IN YOUR OWN CLASSROOM
Prior to starting:
• You will most likely be assigned a mentor teacher by your school/division. Please meet
with this teacher prior to starting your placement so he/she can answer any questions
you might have. Your mentor teacher is there to help you when needed but does not
have any paperwork requirements related to your student teaching placement.
• References to a CT in this handbook do not apply to you and your placement.
• Contact your university supervisor and set up a time to meet with him/her prior to or
within the first week of your placement. Your mentor teacher may attend this meeting, if
you feel it is appropriate.
• Review the student teaching expectations on pages 13-14 to understand what is expected
of you and your mentor based on your teaching position.
Requirements:
Lesson Plans:
• You will need to keep written lesson plans and have them available for your US to
review.
• For your day-to-day lesson plans, use whatever format is required by your
school/division if the following three following questions are answered:
o What do you want the students to learn? (objectives/learning targets/I CAN
statements)
o How will they learn it? (opening, learning process, closure, all includes
differentiation)
o How do we know they learned it? How do the students know they learned it?
*If you are seeking an additional endorsement in special education or ESL, you need
to make sure you include IEP/ELD goals (what is being addressed, how are you
differentiating to address the unique instructional needs of students to provide
appropriate instruction, and how is progress being monitored/reported)
• The four lessons that will be observed by your university supervisor must include
complete lesson plans as outlined on pages 24-26. All sections/requirements must be
included. For those seeking an additional endorsement in special education, you need to
make sure you include IEP/ELD goals, as noted above.
• Prior to your US’s observation, you need to provide him/her with a copy of the lesson
plan he/she will observe. Again, this must be a formal lesson plan which includes all
areas as outlined on pages 24-26 of the handbook.
• If your school division’s lesson plans are not detailed enough to meet the minimum MBU
requirements, your supervisor can require you to complete the full MBU lesson plans as
outlined on pages 24-26.
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Communication log:
• You are not required to keep a communication log.
Observations/Evaluations:
• Your US will observe you at least four times during your student teaching placement.
• Your US will also complete a mid-term evaluation after the second visit and a final
evaluation at the end of student teaching.
Clock Hour Form:
• You are required to keep your clock hour form up to date on a weekly basis.
• If you are completing an additional endorsement in special education, you need to
clearly document both placements (elementary special education and secondary special
education). Please keep two clock hour forms, one for each placement.
• When you have finished your placement, please have your mentor teacher OR
administrator sign your clock hour form(s).
• Submit a copy of the form(s) to your university supervisor and keep the original for your
records.
Student Impact Project:
• You will need to complete one of the four Student Impact Projects. This needs to be
completed by the beginning of your last week of student teaching. Your US will grade
your project using the rubric that is part of the grade recommendation form. You will
need to submit a copy of your SIP electronically to the Field Placement Coordinator. A
grade will NOT be posted for student teaching until the Field Placement Coordinator
receives this project.
• If you are completing an additional endorsement in special education, especially if you
are in a regular education classroom, you should complete Option 3.
• If you are completing an additional endorsement in ESL, especially if you are in a
regular education classroom, you should complete Option 4.
Activities Guideline:
• If you are seeking an additional endorsement in special education, then you must
complete the activities guideline throughout your placement. At the conclusion of your
placement, obtain a signature from your mentor or an administrator and submit it to
your University Supervisor.
Additional Support
If you need additional support with lesson plans, goals, assessment, etc. please speak with your
school assigned mentor or university supervisor. If you are not receiving the support you feel
you need, please contact the Field Placement Coordinator, Dr. Pari Paluszak, outlining what
support you are seeking and what help you have already sought from your mentor and US.
Please also refer to the Additional Support section on page 36.
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LESSON PLANS
The VA Department of Education provides great resources for SOLs and curriculum frameworks at this
link below. We encourage you to be good consumers of this information as not all content will be
applicable for your specific students/lesson.
Please provide copies of your lesson plans to your CT, if applicable, in advance so he/she can review and
approve your lesson plans. You must also submit a copy of your lesson plan to your US at least one day
prior to their scheduled visit. As a reminder, you will need to keep written lesson plans and have them
available for your US to review.
For your day-to-day lesson plans:
• Use whatever format is required by your school/division if the following three following
questions are answered:
o What do you want the students to learn? (objectives/learning targets/I CAN statements)
o How will they learn it? (opening, learning process, closure, all includes differentiation)
o How do we know they learned it? How do the students know they learned it?
• If you are seeking an additional endorsement in special education or ESL, you need to make sure
you include IEP/ELD goals (what is being addressed, how are you differentiating to address the
unique instructional needs of students to provide appropriate instruction, and how is progress
being monitored/reported)

For the lessons that will be observed by your University Supervisor, the lesson plans must include
the following information:
1. SOLs – applicable SOL(s) must be clearly stated on the top of your lesson plan.
•

For example: Math 3.1(a): The student will (a) read and write six-digit numerals and
identify the place value and value of each digit.

2. Essential Understandings: this explains the rationale as to why the students need to obtain this
knowledge.
•

For example: Math 3.1(a): Understand that knowledge of place value is essential when
comparing numbers.

3. Objectives/Essential Knowledge and Skills of the unit or lesson.
•

Make sure your objectives are specific, measurable, and are directly related to your
assessment. The objective is NOT the SOL.

•

For example, based on the Math 3.1(a) Objective/Essential Knowledge and Skills: 1. The
students will read six-digit numerals orally. 2. The student will write six-digit numerals that
are stated verbally or written in words.

•
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4. Materials to be used.
•

Please list all materials that you and the students will need. Please attach any PowerPoint,
worksheet, or descriptions of activities to your lesson plan.

5. Procedures or learning activities in which the students are to be engaged.
•

For example, this section would include your hook/introduction (set a purpose for learning
and activate prior knowledge). It will also include procedures for learning, such as direct
instruction, modeling, partner/collaborative learning activities, guided practice, interactions
with instructional technology, etc.

6. Evaluation or assessment (formal and informal): The means by which you can show a student is
learning and has achieved the lesson objective/essential knowledge and skills. The use of rubrics
is encouraged wherever possible. This section can include formal assessments such as tests,
quizzes, graded worksheets, projects, presentations, etc. It can also include informal assessments
such as questioning, KWL, Socratic method, exit slips, discussion, observation, etc. The
assessments MUST BE directly related to your objective/essential knowledge and skills.
7. Differentiated instruction for diverse learners in an inclusion classroom.
•

Use a variety of instructional strategies that encourage students’ development of critical
thinking, problem solving and inquiry learning.

•

Differentiation should be noted for students above and below grade level.

•

Have in depth conversations with your cooperating teacher about what differentiation has
already been done and has proven to be successful for your learners.

•

For example, advanced learners might have more in-depth explanation of the material,
creating an additional project to show what they have learned, provided higher material that
expands upon what was just learned, etc. Students below grade level might require more
focused instruction or activities.

8. Reflection: this section is to be used by the ST to reflect on the lesson taught. The CT can also
provide comments, but comments by the CT are not required. The main idea for this section is to
identify what worked or what should change next time you teach this lesson.
Important Notes:
•

Lesson plans must include details. A substitute teacher should be able to use the lesson plan to
teach the content.

•

All lessons plans must be reviewed by your CT, if applicable, before they are presented.

•

Your US will expect to see your lesson plans during each visit. Failure to complete lesson plans,
or lesson plans with enough detail, may be cause for removal from student teaching.

(continued on the next page)
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Other information:
•

Formal lesson plans must be completed for every lesson you plan that is observed by your
University Supervisor.

•

If you are teaching routine activities (such as calendar time in elementary school) or scripted
lessons provided by the school division, you will need to write ONE good lesson plan each week,
including rationale as to why you are teaching this content. All components must be covered.
For example, if you are teaching Word Study, your lesson needs to include information about
Day 1: Word Sort, Day 2: Draw and Label, Day 3: Alphabetical Order, etc. If you have questions
about what qualifies as a “routine activity,” please speak with your US.

•

If you are in a school system that has a required lesson plan format, please use the school
division’s lesson plan format, making sure to incorporate all MBU required components as
outlined above (you might have to add components to the school division’s format).
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OBSERVATION TECHNIQUES
Student teaching is designed to be a growth experience. The primary change agents in this
experience are the cooperating teacher and the university supervisor. Through the use of both formal
and informal observation and conferencing techniques, student teachers should receive valuable
ongoing feedback from CTs and USs. Through observation and conferencing, student teachers are
provided opportunities to reflect on their teaching effectiveness and improve their self-evaluation skills.
OBSERVATION and CONFERENCING TIPS:
1. Use a variety of data collection tools to collect objective data (video/audio, At Task chart, teacher
movement, selective verbatim, verbal flow, etc.). If you would like sample forms to track this
data, please contact the Field Placement Coordinator, Dr. Pari Paluszak, at
plpaluszak@marybaldwin.edu.
2. Feedback should be as specific and objective as possible. Scripted notes as well as audio/video
tapes are excellent tools for this purpose.
3. Clearly define one or two purposes for each observation (e.g., pacing of lesson and followthrough, student participation, positive reinforcement, etc.).
4. Focus on a few areas for improvement at a time. Always make sure a positive note follows any
form of constructive criticism/feedback.
5. All observations should be preceded by a pre-observation conference and followed by a postobservation conference.
6. Forewarn the ST that to increase the effectiveness of his or her self-evaluation, questions will be
asked that encourage reflection and assist in assessing the strengths and weaknesses in his or her
planning and enactment of lessons.
7. Always include areas of strength and growth. Even seasoned teachers can improve, so we
expect feedback for our novice student teachers in order to help them reflect and grow.
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OBSERVATION REFERENCE GUIDES
Please access the reference guide that pertains to the content or grade level in which you teach. The
Reference Guide can be found on the MBU College of Education tab at
https://mymbu.marybaldwin.edu/ICS/College_of_Education/. These documents serve as a reference
guide for student teachers, cooperating teachers, and university supervisors involved in observing and
assessing the performance of MBU student teachers. It should be used when completing the Observation
of Classroom Teaching and the Assessment of Student Teaching Performance (both mid-term and final).
Consistent with the research-based guidelines of numerous state and national professional
organizations, this guide encourages a performance-based process for supporting the professional
growth of pre-service teachers over time. The target rating is meeting expectations. Exceeding
expectations is what we would expect to see for a first-year teacher, not necessarily a student teacher
adding on an additional endorsement.
When using this reference guide for observing STs (a single lesson observation), the guidelines should
typically be interpreted in terms of discrete instructional activities (the single lesson, project, or other
activity being observed). Depending upon the activity being observed, it may not be appropriate to
address all competencies on the observation form each time. Feedback should focus on narrative
comments and suggestions to encourage reflection and assist the ST in his/her journey toward
professional competence as a beginning teacher. The scoring anchors for each competency should be
used only to help focus the nature of this feedback; scoring anchors should not be used to ”rate” student
teaching performance during an observation which is why they are not included on the observation
form.
When using the reference guide for mid-term and final performance assessment, the guidelines
should be interpreted more broadly in terms of instructional activities over time. Although narrative
comments should still focus on providing feedback for continuing professional growth as a pre-service
teacher, which is highly recommended on the midterm evaluation, scoring anchors should also be used
at this time to assign a rating for all competencies. A student teacher must be evaluated on every
indicator. If a student teacher’s performance falls under “Does Not Meet Expectations (DN)”, please
contact the US immediately as a Plan of Improvement will need to be developed. If the student teacher’s
performance falls under “Developing Towards Expectations (DE)”, please make sure the ST understands
what you need to see in order to receive “Meets Expectations (ME)”by the final evaluation. A great place
to explain this is in the comments for that section. If a student teacher receives several DEs on their
midterm evaluation and you are not sure if they will meet requirements by end of student teaching,
please contact the US immediately to develop a Plan of Improvement. Please see page 28 for additional
information about the Plan of Improvement/Unsatisfactory Progress.
We hope that this process for assessing the performance of student teachers will be helpful to all
participants – student teachers, cooperating teachers, and university supervisors alike. As always, we
welcome your comments and suggestions for further improving the preparation of Mary Baldwin
University’s teachers.
Please make sure you complete the assessment tools tutorial which can be found at
https://teach.coe.jmu.edu/mvc-training/. Once completed, please provide your verification code by
filling out the following form: https://goo.gl/forms/q8ppztDi63NK46A63
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Suggested Timeline for a 12-week placement
Every student teaching situation is unique and specific guidelines as to exactly when a ST
begins to take over the responsibilities of teaching will vary, especially as some of our graduate
students are student teaching in their own classroom. However, a general schedule has been
provided to assist in making decisions about when and how to proceed with planning for
student teaching with a cooperating teacher. Student teaching placements will be for a
minimum of 12 weeks. The student is required to have a minimum of five weeks of full-time
teaching between the two placements.

Week #
1
2
3
4
5
6
7
8
9
10
11
12

Suggested Activities
Observe in classroom, co-teach, learn used behavior strategies, become
acquainted with materials/equipment/records/lesson plan and grade book,
review a SMART goal, meet faculty/staff, set up weekly meetings with CT
Assume light instructional duties (help individual students, lead small group
discussions, etc.), co-teach with your CT for at least one subject
Begin to assume responsibility for planning and leading instruction, teach at
least one period/subject, co-teach other subjects/periods
Teach at least two periods/subjects, co-teach other subjects/periods
Teach at least three periods/subjects, co-teach other subjects/periods, video
Teach all subjects/periods, incorporate co-teaching activities with your CT
Teach all subjects/periods, incorporate co-teaching activities with your CT
Teach all subjects/periods, incorporate co-teaching activities with your CT
Teach all subjects/periods, incorporate co-teaching activities with your CT
Teach all subjects/periods, incorporate co-teaching activities with your CT
Gradually hand back teaching responsibilities to your CT
Observe in other classrooms this week (PK-6 in other grade levels; 6-12 with
other teachers in your content area; Sped in other Sped or inclusion classrooms);
submit your Student Impact Project by the first day of your last week.

This is a suggested timeline. You are welcome to take over teaching responsibilities sooner if you and your CT
think you are ready. If you need more time prior to taking over given subjects/periods that is fine. You will need
to make sure you have at least 5 weeks of full teaching responsibilities.

NOTE: A supplemental document on co-teaching strategies, including an article examining several of these coteaching strategies, is on the College of Education tab on MyMBU.
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TEACHING POLICIES
ATTENDANCE
There is no provision for absence in student teaching, other than personal illness, death in the family, or
other extreme circumstances. Students are not permitted to take honeymoons, vacations,
maternity/family leave, etc. during student teaching. No exceptions. This includes arriving late and
leaving early for personal business.
In case of illness, the ST must contact the CT and US as soon as possible. If the CT cannot be reached, the
ST will contact the building principal. STs are expected to leave detailed lesson plans for the CT in the
event of an absence and make arrangements for these lessons plans to be delivered to the school. This is
what is required of full-time teachers, which you are during your student teaching placement. The ST
will complete the Absence Report Form and submit it to the US within one week of the absence.
The ST’s daily schedule is the same as the CT’s schedule. STs are expected to attend faculty meetings,
conferences, in-service workshops, and fulfill duty assignments and any other appropriate teacher
requirements. You are NOT required to attend things outside of what is required of your CT through
his/her teaching contract (i.e. if he/she took on a second contract/stipend position of tutoring after school,
you are not required to participate, but it would be beneficial).
If the CT and US determine that the ST has had an excessive number of absences or tardies, they may
extend the placement to ensure that Program and State Licensure requirements have been met. Our
program has been approved as a 12-week student teaching placement, not just accumulating a
minimum number of hours.
Special permission is required from the CT and US if the student teacher attends a job fair or schedules
an interview during regular school hours. This permission must be obtained prior to attending the job
fair and/or interview and it will count as an absence.

COURSEWORK, EMPLOYMENT DURING STUDENT TEACHING
Student teaching is a full-time commitment; therefore, STs should limit coursework and employment
while student teaching.
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INCLEMENT WEATHER
If days are missed due to inclement weather, the ST will adhere to the CTs scheduled make-up days if
they fall within the student teaching window. For example, if a non-school/work day becomes a
teaching day, you must attend. If more than three days are missed due to unexpected school closings (or
other reasons), the CT, ST, and US will devise a make-up schedule. If you have questions about how
many days you must make up, please contact the Field Placement Coordinator and include specific dates
that were missed with the reason.

STUDENT DISCIPLINE
STs may not participate in administering corporal punishment to any student. Under no circumstances
are STs to use physical force, hit, or place their hands in anger on students to discipline them. Please
review the school’s discipline policy and procedures with your CT.

SUBSTITUTE TEACHING
Under one of the following conditions, the Mary Baldwin University’s College of Education will
approve a ST serving as a substitute while student teaching:
• The ST must be on the substitute list (this process varies by school division) and hired as a longterm substitute teacher in the school division.
• The ST must be on the substitute list (this process varies by school division). If the ST’s CT is
absent and the ST has FULLY taken over all instruction in the classroom, he/she can serve as the
substitute for the CT only with the CT and principal’s permission.
• If you wish to seek special permission to substitute for your CT prior to taking over the classroom
fully, you MUST have permission from the CT, principal AND the US prior to substituting.
The follow are examples of what is not allowed in regard to substitute teaching:
• If your CT is absent PRIOR to you taking over all instruction, you are not allowed to be
considered and paid as the “substitute teacher.” The school division should hire a sub while you
continue to teach as planned. If you wish to seek special permission you MUST have permission
from the CT, principal AND the US (as outlined above).
• While student teaching, a ST may NOT go to another classroom to substitute teach under any
circumstances.
Please note:
• Some school divisions do not allow a student teacher to be a substitute. Please attend to your
school division’s policy.
• If you are a paid Instructional Assistant, you cannot also receive pay as a substitute.
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UNSATISFACTORY PERFORMANCE
Although it is expected that all student teachers will be successful, there are exceptions. If a student
teacher experiences major problems indicative of unsatisfactory performance, the following procedures
should be used:
1. The CT notifies the US of the concern(s) making sure she/he has communicated these concern(s)
to the ST.
2. The CT will document in writing the nature of the concern(s) and steps taken to remedy the
problem.
3. If significant improvement is not forthcoming, the US, CT, and ST will meet and devise a Plan of
Improvement for immediate implementation. The plan should include:
• identification of areas needing improvement
• specific strategies to implement
• desired outcomes on a specific timeline
• a written plan to review outcomes/improvement as per determined timeline (previous
bullet)
• consequences if plan is not completed adequately
• date and signature of the ST, CT, and US
Please contact the Field Placement Coordinator for a template. Upon completion, this
plan must be sent to the Field Placement Coordinator immediately for documentation
purposes.
4. Weekly written and verbal feedback will be provided to the ST by the CT and US regarding
his/her progress toward reaching the goals of the Plan of Improvement. This feedback must be
provided in writing and can be supported through lesson observations, emails, face-to-face
correspondence, etc.*
5. If the ST makes significant progress and meets the objectives outlined in the Plan of
Improvement, the ST may be permitted to complete the student teaching experience.
6. If the ST’s performance does not improve, a revised Plan of Improvement may be implemented
OR the student teaching assignment may be terminated. The decision to terminate the placement
will be determined by the US, Field Placement Coordinator, and Director of Teacher Education in
consultation with the CT and on occasion the school principal.
7. When a termination decision is made, the US and CT will meet with the ST to inform her/him of
the reasons for termination, providing written documentation for the decision. The ST under no
circumstances is guaranteed a new student teaching placement in that semester or future
semesters. The ST will then be required to meet with the Director of Teacher Education, Field
Placement Coordinator, University Supervisor, and their advisor to discuss next steps including
whether they will be permitted to continue in the Education Program.

Reminder: Please contact the Field Placement Coordinator to receive a template for the Plan of
Improvement. Documentation of feedback and progress on the plan of improvement to be sent
to the Field Placement Coordinator as such communication occurs.
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GUIDELINES FOR PAPERWORK
Weekly Communication Log (1 entry per week= 12 total for a 12-week placement)
• Student teacher will document weekly communication with their CT in a journal/notebook.
• The communication log will be reviewed by the US but will not be collected or turned into MBU
at the end of the semester.
• The log must include the date/time of the meeting, the content discussed, and any actions that
need to be taken by either party involved.
• If you are student teaching in your own classroom, a communication log is not required.
Lesson Observation/ Evaluation Form (1 per week teaching, minimum of 10 in 12-week placement)
• CT will complete this form every week except for the first and last week, totaling 10 observations.
• At the PK-6 grade level and SPED, teacher should complete this form by evaluating the ST from a
different content area each week.
• At the middle and secondary grade level and ESL, choose a different class period each week to
evaluate in the content area.
• Have a pre-conference before observing to discuss the lesson, any questions you may have, and
determine a focus for the observation.
• Have a post conference after completing the form to review areas of strength and growth.
• The US will complete an additional four observations throughout the placement.
Mid-Term, Final Evaluation, and Final Evaluation and Addendum Forms
• Mid-term evaluation form is due at the end of week six for a 12-week placement. It is based on the
improvement of performance during the first 6 weeks of the placement. Have a conference to review
the midterm evaluation.
• Final evaluation form and the Final Evaluation Addendum are due upon completion of the
placement. They are based on patterns of consistent performance during the final weeks of the
placement, taking into consideration progress through all 12 weeks. Have a conference to review
the final evaluation. Both the CT and US will complete these forms.
• The US will collect a copy of the CTs mid-term, final evaluation, and final evaluation addendum.
Clock Hour Form
• During each week, the student will keep the clock hour form up-to-date including only hours
completed at the school.
• ST is required to total the clock hour form, ensuring they provide the total Instructional Hours
(IH) and cumulative hours (IH+NIH).
• CT reviews and signs the clock hour form at the end of the student teaching placement.
• The ST submits a legible copy to the US, keeping the original for their records.
• Only ONE clock hour form should be submitted for the 12 week placement. AN ADDITIONAL
clock hour forms should be submitted for students completing an additional endorsement in
Special Education: General Curriculum, clearly documenting the 20-hour practicum experience.
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Student Impact Project
• Student Impact Project (SIP): Complete one of the four options (outlined on pages 52-54, rubric
on page 56) for the Student Impact Project. Please look at the requirements prior to starting your
student teaching placement as one of the projects requires you to gather data during your first
two weeks of your placement (special education, option 3). The SIP needs to be completed and
submitted to both your CT and US by the beginning of your final full week of student teaching so
they can grade the assignment. An electronic copy must be submitted by the end of the student
teaching placement by the student teacher as a grade for student teaching will NOT be posted
until this project (and all other required documents) is received electronically.
o *If you are completing an additional endorsement in Special Education you should
complete Option 3; ESL should complete option 4.
o *Please see the SIP section, pages 52-54, for additional details regarding each option and
submission requirements.
Special Education Activities Guideline (Sped only)
• This document provides guidelines for those seeking an endorsement in Special Education. It is a
comprehensive list of activities that all special education student teachers should experience or
become familiar with during their field experience.
• Work with your university supervisor and/or cooperating/mentor teacher to check off these
activities during your 12-week field experience. Some items on this list are required, and others
are highly recommended. If you are not able to complete a “required” activity, you need to explain
why and have a discussion with your University Supervisor.
Recommended Grade Form, Program Evaluation Form, US Evaluation, and Honorarium Form—filled
out by the CT
• The grade recommendation form will be filled out based on the student teachers performance on
the final evaluation and their student impact project. Please submit this form to the US.
• The Program Evaluation and Evaluation of the US will be completed online.
• The Honorarium Forms (for CTs, not mentor teachers) must be submitted in paper format via
mail or scan/email (single sided only). You may submit forms directly to the Field Placement
Coordinator or you can give all forms to the US to submit in a sealed envelope. Please make sure
they are single sided documents.
US Evaluation and CT/Clinical Faculty Evaluation – filled out by the ST
• The Evaluation of the US and the Evaluation of the CT will be completed online.
• A CT evaluation will not be filled out if the teacher is a mentor teacher.
NOTE: The midterm evaluation is based on improvement of performance during the first 6 weeks of the
placement, and the final evaluation is based on patterns of consistent performance during the final weeks
of the placement taking into consideration progress throughout all 12 weeks.
GIVE ALL FORMS TO YOUR UNIVERSITY SUPERVISOR TO SUBMIT
If there are any remaining forms, please turn them into Dr. Pari Paluszak, Field Placement Coordinator,
if you cannot reach your ST or US.
Dr. Pari Paluszak, plpaluszak@marybaldwin.edu
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Paperwork Suggested Timeline for 12-week placements
Week #
1
2
3
4
5

6
7
8
9
10
11

12

Name of Document
Student Teaching Organizer (optional)
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Mid-Term Evaluation
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Lesson Observation
Communication log entry
Communication log entry
Student Impact Project
Final Evaluation and Addendum
Grade Recommendation Form
Clock Hour Form
Activities Guideline (Sped only)
Program Evaluation
Cooperating Teacher Evaluation
University Supervisor Evaluation
Honorarium Request/W-9 (single sided)
Travel Reimbursement
Turn in all paperwork to University Supervisor

ST
X
X

CT
X

US

X
X
X

X

X
X
X
X

X

X
X
X
X
X

X*

X

X

X
X
X
X
X
X
X

X +final eval/add.*

X
X
X**

X
X
X
X

X
X
X
X
X

X
X
X

X
X
X

X

X

*If you plan on completing both the Lesson Observation and Mid-Term/Final Evaluation at the same time, please conference
about the lesson observation first and then have a conference about the evaluation.
** The ST needs to submit their SIP to both the CT and US for grading by the beginning of their last week in the student
teaching placement. The ST must also electronically submit their SIP to the Field Placement Coordinator. A grade will not be
posted for student teaching until this has been received.
At the end of your placement, within one week of finishing your hours, you need to submit all of your paperwork to your US.
The US will then turn in all of the paperwork to the Field Placement Coordinator at one time. Please scan/email your SIP to the
Field Placement Coordinator.
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ADDITIONAL SUPPORT
Student Teacher (ST):
If you need additional support with lesson plans, goals, assessment, etc. please speak with your CT first.
If you still need additional support, please contact your US. If you are not receiving the support you feel
you need, please contact the Field Placement Coordinator, Dr. Pari Paluszak, outlining what support you
are seeking and what help you have already sought from your CT and US.

Cooperating Teacher (CT):
If you need additional support in order to better prepare or evaluate your student teacher, please contact
the US. If you are not receiving the support you feel you need, please contact the Field Placement
Coordinator, Dr. Pari Paluszak, outlining what support you are seeking and what help you have already
sought and been provided from the US.

University Supervisor (US):
If you need additional support in order to provide guidance to your ST and/or CT or support in
evaluating your ST, please contact the Field Placement Coordinator, Dr. Pari Paluszak, outlining what
support you are seeking and what measures you have already tried.

General support:
If you need additional support with:
• Observations, refer to page 27
• Midterm and final evaluation, refer to the Reference Guide section on page 28 and the online
training module; link can be found on page 28 or on MyMBU (link below)
• Co-teaching strategies, refer to the co-teaching strategies handout on MyMBU (link below).
Link to MyMBU: Student Teaching Information
If you have any additional questions, concerns, or need help, you can also submit a Fieldwork Help
Ticket via the following link: https://forms.gle/c9J2gzb1e29TQaTL7
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GENERAL FORMS

Table of Contents
Honorarium for Cooperating Teacher……………………………………………………...
W-9 ………………………………………………………………………...…………………..
Lesson Observation Form* (2 pages; provided in carbon copy form)….………………
Mid-Term and Final Evaluation* (6 pages; provided in packet)...……………………….
Final Evaluation Addendum (2 pages; provided in packet)...……………………………
Clock Hour Form……………………………………………………………………………..
Absence Report Form………………………………………………………………………...
Student Impact Project ………………………………………………………………………
Recommendation of Final Grade Form (provided in packet)……………………………
Evaluations ………………………….………………………………………………………..
Sample Lesson Plan Format (not required to use this format)…………………………...
Student Teaching Organizer ………………………………………………………………...
Activities Guideline (Special Ed endorsement only)………………………………………
Initial Meeting Checklist ……………………………………………………………………..

38
39
40-41
42-47
48-49
50
51
52-54
55-56
57
58-59
60
61-63
64-65

*The Lesson Observation Form, the Mid-Term and Final Evaluation, and the Final Evaluation
Addendum documents are available in PDF-fill format. Please refer to the College of Education tab to
access these documents. MBU College of Education

If you would like to receive any of these forms electronically as an individual document, please contact the Field
Placement Coordinator, Dr. Pari Paluszak, at plpaluszak@marybaldwin.edu and identify which form(s) you desire.
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FOR INTERNAL USE ONLY:
Date Received: _________________
Account # 1-11-12-30-5905-5160
Amount to be awarded: $ ____________
Approval: ___________________________

Honorarium for Cooperating Teachers
In order to issue the check for your work with the Mary Baldwin University’s College of Education student teacher,
please send the following information and your W-9 by the end of the student teaching experience to:
Mary Baldwin University
College of Education
Attention: Dr. Pari Paluszak
P.O. Box 1500
Staunton, VA 24402
Please Print Information:
NAME _____________________________________________________________
SCHOOL ___________________________________________________________
SCHOOL DIVISION___________________________________________________
STUDENT TEACHER ___________________________________________________
PROGRAM (Circle one):

Residential

MBU Online

PBTL

BA/MAT

MAT

MEd

HOME ADDRESS ______________________________________________________
CITY, STATE & ZIP CODE ______________________________________________
SOCIAL SECURITY NUMBER ____________________________________________
SEMESTER

FALL _________ SPRING _________

PLACEMENT NUMBER OF WEEKS with student teacher (circle one): 12 weeks
Are you Clinical Faculty?

Other: _______

Yes ______ No ______

** If you are part of a consortium outside the Mid-Valley Consortium (Page Co, Shenandoah Co, Rockingham Co,
Harrisonburg City, Augusta Co, Staunton City and Waynesboro City), please provide documentation and we can award you
the clinical faculty pay. All cooperating teachers in Roanoke County are Clinical Faculty and no additional

documentation is required.
Clinical faculty teachers are awarded $30.00 a week and non-clinical faculty teachers are awarded $15.00 a week.
We process honorariums twice a year, once in the winter (December) and once in the spring (April).
Please send your single sided honorarium form and W-9 promptly to the Field Placement Coordinator so that your payment is
not delayed.
Thank you for your cooperation and support of the Mary Baldwin University’s College of Education!
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Formative Observation of Student Teaching
PROFILE OF STUDENT TEACHING PERFORMANCE

Student Teacher: ________________________________ School: ______________________________ Date: _____________
Cooperating Teacher: ____________________________ Time/Class/Period: ______________________________________
Topics/Content/Strategies: ________________________________________________________________________________
This form cannot be shared with anyone outside of the university without the written consent of the student teacher.
Check the box to the left if the standard is observed.

✓

A. Professional Knowledge | The student teacher…

Observation Focus:

A1. Demonstrates an understanding of appropriate content
standards (sol/professional standards).
A2. Demonstrates essential knowledge and skills of subject area.
A3. Demonstrates the link between the content and students’ past
and future learning experiences as well as related subject areas.
✓

B. Assessment of and for Student Learning | The student teacher…

Observation Data/Notes:
B1. Sets acceptable, measurable, and appropriate learning outcomes
and achievement goals for student learning.
B2. Plans formal and informal assessment of learning outcomes.
B3. Checks for understanding using a variety of assessment
techniques to enhance student learning.
B4. Uses formal and informal assessment evidence to identify
strategies to improve instruction.
✓

C. Instructional Planning | The student teacher…
C1. Is familiar with and uses relevant aspects of students’
background, knowledge, experience, and skills.
C2. Plans differentiated instruction to address the unique
characteristics of individual students (e.g. TAS/GT, ESL, special
needs).
C3. Plans appropriate instructional strategies to meet the learning
outcomes.
C4. Integrates instructional technology in planning.
C5. Integrates key content elements in planning.
C6. Plans time realistically for pacing and transitions for content
mastery.

✓

D. Learning Environment | The student teacher …
D1. Establishes a safe physical and psychological environment.
D2. Establishes a climate of trust and teamwork.
D3. Maintains consistent standards for positive classroom behavior.
D4. Demonstrates respect for and responsiveness to the cultural
backgrounds and differing perspectives of learners.
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✓

E. Instructional Delivery | The student teacher …

Observation Data/Notes:

E1. Presents procedures and outcomes clearly to students and
checks for student understanding.
E2. Presents content accurately and effectively.
E3. Engages and maintains students in active learning.
E4. Engages learners in a range of learning experiences using
technology.
E5. Facilitates students’ use of higher level thinking skills in
instruction.
E6. Differentiates instruction and provides appropriate
accommodations to meet the needs of diverse learners.
E7. Uses instructional and transition time for content mastery.
✓

F. Reflection For Student Academic Progress | The student teacher
…
F1. Provides specific evidence to document student learning.
F2. Takes responsibility for student learning by using ongoing
analysis and reflection.
F3. Seeks and uses information from professional sources (e.g.
cooperating teacher, colleagues, and/or research) to improve
instruction.

✓

G. Professionalism | The student teacher …
G1. Demonstrates the expectations of the profession including codes
of ethics, professional standards of practice and relevant law
and policy.
G2. Takes initiative to grow and develop through interactions that
enhance practice and support student learning.
G3. Collaborates and communicates effectively through oral and
written language.
G4. Builds relationships and collaborates with families,
communities, colleagues, and other professionals to promote
learner growth and development.
G5. Accesses resources to deepen an understanding of cultural,
ethnic, gender and learning differences to build stronger
relationships and create more relevant learning experiences.

Areas of Strength:

Areas for Growth/Goals:

______________________________________________
Student Teacher
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Date

Assessment of Student Teaching (STMFA)
Mid-Term & Final Evaluation
PROFILE OF STUDENT TEACHING PERFORMANCE
Student Teacher: ____________________________________ Cooperating Teacher: _________________________________
Subject: _______________________ Grade: ___________ School: _______________________________________________
Please check one: Mid-term Evaluation_______ OR Final Evaluation _______
Date: ____________________
Please check one: Cooperating Teacher ________ OR University Supervisor ________
Program: Residential ______ MBU Online ______ PBTL______ BA/MAT______ MAT______ MEd______
The cooperating teacher and university supervisor will each complete this form on or about the midpoint and the final week of student teaching,
provide copies for each other, and give the originals to the student teacher for his/her teacher portfolio. Each indicator must have a rating.

This evaluation cannot be shared with anyone outside of the university without the written consent of the student teacher.
A. PROFESSIONAL KNOWLEDGE The student teacher…
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


A1. DEMONSTRATES AN UNDERSTANDING OF APPROPRIATE CONTENT STANDARDS (SOL/PROFESSIONAL
STANDARDS). (InTASC 4n; CAEP 1.1, 1.3, 1.4)

DN

inaccurately and inconsistently references the appropriate content standards.

DE

references appropriate content standards in daily plans;

ME

AND… explicitly references and clearly aligns appropriate content standards with planned activities and assessments;

EE

AND… clearly demonstrates and explains the appropriate sequencing of the content standards.
A2. DEMONSTRATES ESSENTIAL KNOWLEDGE AND SKILLS OF SUBJECT AREA. (InTASC 4; CAEP 1.1)

DN

inaccurately presents key subject matter ideas and skills.

DE

demonstrates accurate knowledge and skills of subject area;

ME

AND…uses representation and/or an explanation that captures key subject matter ideas and skills;

EE

AND…uses multiple representations and explanations that capture key subject matter ideas and skills.
A3. DEMONSTRATES THE LINK BETWEEN THE CONTENT AND STUDENTS’ PAST AND FUTURE LEARNING EXPERIENCES
AS WELL AS RELATED SUBJECT AREAS. (InTASC 4d; CAEP 1.1)

DN

references content to NEITHER the students’ past and future learning experiences NOR related subject areas.

DE

references content to EITHER the students’ past and future learning experiences OR related subject areas.

ME

references content to BOTH the students’ past and future learning experiences AND related subject areas;

EE

AND…references content to real world experiences and applications.

Comments:

B. ASSESSMENT OF AND FOR STUDENT LEARNING The student teacher …
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


B1. SETS ACCEPTABLE, MEASURABLE, AND APPROPRIATE LEARNING OUTCOMES AND ACHIEVEMENT GOALS FOR
STUDENT LEARNING. (InTASC 6; CAEP 1.1)

DN

sets unacceptable, immeasurable, or inappropriate learning outcomes and achievement goals for student learning.

DE

sets acceptable and appropriate learning outcomes and achievement goals for student learning;

ME

AND…sets measurable learning outcomes and achievement goals for student learning AND states these clearly on the lesson plan;

EE

AND…matches learning outcomes and achievement goals to classroom assessments.
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B2. PLANS FORMAL AND INFORMAL ASSESSMENT OF LEARNING OUTCOMES. (InTASC 6a; CAEP 1.1)
DN

plans inappropriate formal and informal assessments that are not linked to learning outcomes.

DE

plans appropriate formal and informal assessments that are linked to learning outcomes;

ME

AND…can articulate ways formal and informal assessments should impact future learning activities;

EE

AND…has strategies to provide students with effective, descriptive feedback to guide their progress.
B3. CHECKS FOR UNDERSTANDING USING A VARIETY OF ASSESSMENT TECHNIQUES TO ENHANCE STUDENT
LEARNING. (InTASC 6e, 6g; CAEP 1.1, 1.2, 1.3, A.1.2)

DN

makes few or no attempts to determine student comprehension AND gives students little or no feedback.

DE

monitors student comprehension of content AND provides students with limited feedback.

ME
EE

uses a variety of assessment techniques to monitor comprehension of the content AND provides students with timely meaningful
feedback;
AND…analyzes individual and group comprehension of the content, AND gives all students substantive and specific feedback, AND
makes appropriate instructional adjustments as necessary.
B4. USES FORMAL AND INFORMAL ASSESSMENT EVIDENCE TO IDENTIFY STRATEGIES TO IMPROVE INSTRUCTION.
(InTASC 6i; CAEP 1.1, 1.2, 1.2, A.1.2)

DN

uses formal or informal assessments.

DE

uses formal and informal assessments;

ME

AND…uses assessment evidence to identify strategies to improve instruction;

EE

AND…uses assessment evidence to inform, guide and adjust individual students’ learning by identifying strategies to differentiate
instruction.

Comments:

C. INSTRUCTIONAL PLANNING The student teacher…
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


C1. IS FAMILIAR WITH AND USES RELEVANT ASPECTS OF STUDENTS’ BACKGROUND, KNOWLEDGE, EXPERIENCE, AND
SKILLS. InTASC 2, 7j, 7n; CAEP 1.1)

DN

is unfamiliar with the background, experiences, and skill level of most students in the class.

DE

is familiar with the relevant aspects of the background, knowledge, experience, and skills of most students in the class;

ME

AND…uses relevant aspects of students’ background, knowledge, experience, and skills of most students in the class.

EE

demonstrates detailed understanding of the background, experience, and skill level of ALL students in the class AND plans using what
s/he knows about learners including developmental levels, prior learning, and interests.
C2. PLANS DIFFERENTIATED INSTRUCTION TO ADDRESS THE UNIQUE CHARACTERISTICS OF INDIVIDUAL STUDENTS
(E.G. TAG/GT, ESL, SPECIAL NEEDS). (InTASC 1b, 2a, 7b; CAEP 1.1, 1.4. A.1.1)

DN

plans undifferentiated instruction.

DE

plans differentiated instruction to address the unique characteristics of some individuals in the class.

ME

effectively plans differentiated instruction to address the unique characteristics of most individuals in the class;

EE

AND…seeks resources from instructional specialists to refine plans to meet learner needs.
C3. PLANS APPROPRIATE INSTRUCTIONAL STRATEGIES TO MEET THE LEARNING OUTCOMES. (InTASC7; CAEP 1.1, A.1.2)

DN

plans inappropriate methods and activities to meet the learning outcomes.

DE

plans appropriate methods and activities to meet the learning outcomes;

ME

AND…plans varied methods and activities to meet the learning outcomes;

EE

AND…uses data to plan appropriate, varied methods and activities to meet the learning outcomes.
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C4. INTEGRATES INSTRUCTIONAL TECHNOLOGY IN PLANNING. (InTASC 7k; CAEP 1.1, A.1.2)
DN

rarely integrates instructional technology in planning.

DE

sometimes integrates instructional technology in planning;

ME

regularly integrates appropriate instructional technology in planning to meet learning outcomes;

EE

AND…integrates a variety of instructional technology in planning, AND clearly identifies alternative plans in the event technology fails.
C5. INTEGRATES ESSENTIAL CONTENT IN PLANNING. (InTASC 7g; CAEP 1.1, 1.3)

DN

integrates only non-essential content in planning.

DE

integrates essential content in some planning.

ME

integrates essential content in all planning;

EE

AND…planning is expanded to elaborate on identified essential content to enhance student learning.
C6. PLANS TIME REALISTICALLY FOR PACING AND TRANSITIONS FOR CONTENT MASTERY.

DN

plans time unrealistically for pacing and transitions.

DE

plans time realistically for pacing; however, transition time is not apparent.

ME

plans time realistically for pacing AND transitions.

EE

plans include realistic pacing allowing for content mastery AND meaningful transitions that promote student learning.

Comments:

D. LEARNING ENVIRONMENT The student teacher …
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


D1. ESTABLISHES A SAFE PHYSICAL AND PSYCHOLOGICAL ENVIRONMENT. (InTASC 3a, 3k; CAEP 1.1)

DN

maintains an unsafe physical and psychological environment.

DE

attempts to maintain a safe physical and psychological environment.

ME

effectively creates a safe physical and psychological environment;

EE

AND explains the purpose for these choices to students.
D2. ESTABLISHES A CLIMATE OF TRUST AND TEAMWORK. (InTASC 3j, 3q; CAEP 1.1)

DN

ignores evidence that a climate of trust and teamwork is lacking.

DE

attempts to create a climate of trust and teamwork by being fair and respectful.

ME

purposefully creates a climate of trust and teamwork by being enthusiastic, fair, caring, and respectful to all students;

EE

AND…fosters regular student collaboration.
D3. MAINTAINS CONSISTENT STANDARDS FOR POSITIVE CLASSROOM BEHAVIOR. (InTASC 3c; CAEP 1.1)

DN

ignores students’ needs and behavior.

DE

attempts to maintain positive classroom behavior.

ME
EE
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D4. DEMONSTRATES RESPECT FOR AND RESPONSIVENESS TO THE CULTURAL BACKGROUNDS AND DIFFERING
PERSPECTIVES OF LEARNERS. (InTASC 3f, 3l); CAEP 1.1, 1.4, A.1.2)
DN

Infrequently shows awareness of the different cultural backgrounds and differing perspectives of learners in the classroom.

DE

can identify the different cultural backgrounds AND acknowledge different perspectives represented in the classroom;

ME

AND…respects and responds to the varying cultural backgrounds and differing perspectives of learners in the classroom;

EE

AND… incorporates these differences into his/her teaching and use of content examples.

Comments:

E. INSTRUCTIONAL DELIVERY The student teacher …
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations
E1. PRESENTS PROCEDURES AND OUTCOMES CLEARLY TO STUDENTS AND CHECKS FOR STUDENT UNDERSTANDING.


(InTASC 8i; CAEP 1.1)

DN

presents unclear OR inaccurate information about the learning objectives or the procedures for instructional activities.

DE

provides students with clear, accurate information about the learning objectives and procedures for instructional activities;

ME

AND…ensures that all students understand the learning objectives AND can carry out those procedures;

EE

AND…consistently presents clear procedures and outcomes, AND effectively checks for student understanding.
E2. PRESENTS CONTENT ACCURATELY AND EFFECTIVELY. (InTASC 4; CAEP 1.1, 1.3)

DN

uses ineffective strategies when presenting content to students.

DE

uses effective strategies to present content to students;

ME

AND…makes content relevant to students’ prior experiences;

EE

AND…continually presents material clearly and explicitly with well-chosen examples.
E3. ENGAGES AND MAINTAINS STUDENTS IN ACTIVE LEARNING. (InTASC 4b, 4c; CAEP 1.1, A.1.2)

DN

keeps students passively involved in learning, relying heavily on lectures, textbooks and worksheets.

DE

attempts to keep students actively involved, but some students are disengaged.

ME

keeps students actively involved by adapting instruction in the moment, based on student learning needs;

EE

AND…keeps all students challenged and highly engaged as active learners and problem solvers.
E4. ENGAGES LEARNERS IN A RANGE OF LEARNING EXPERIENCES USING TECHNOLOGY.
(InTASC 5j, 8g, 8n; CAEP 1.1, 1.4, 1.5, A.1.1, A.1.2)

DN

rarely uses technology to support student learning.

DE

provides students with guided practice in using technology to support student learning;

ME

AND…engages students in learning experiences with technology that is appropriate and challenging;

EE

AND...cultivates student collaboration and initiative in the use of appropriate technology to support student learning.
E5. FACILITATES STUDENTS’ USE OF HIGHER LEVEL THINKING SKILLS IN INSTRUCTION.
(InTASC 8f, 5m; CAEP 1.1, 1.4, A.1.2)

DN

instruction includes only lower level thinking skills (e.g. using only low level questions).

DE

instruction incorporates higher level thinking skills (e.g. problem solving, critical thinking, and analysis), but students still require
instruction to apply these techniques.

ME

prepares students to apply existing knowledge in new areas through higher order thinking skills in instructional activities;

EE

AND…assesses their growth and development in use of higher level thinking skills.
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E6. DIFFERENTIATES INSTRUCTION AND PROVIDES APPROPRIATE ACCOMMODATIONS TO MEET THE NEEDS OF
DN

DIVERSE LEARNERS. (InTASC 2a, 2b, 8; CAEP 1.1, A.1.2)
provides undifferentiated instruction for students.

DE

attempts to accommodate student learning needs but with mixed success.

ME

differentiates and scaffolds instruction to accommodate most students’ learning needs.

EE

successfully reaches all students by skillfully differentiating and scaffolding, using activities appropriate for a range of learners.
E7. USES INSTRUCTIONAL AND TRANSITION TIME FOR CONTENT MASTERY. (InTASC 8b, 4r; CAEP 1.1)

DN

uses instructional time inappropriately and/or on activities of little instructional value.

DE

inconsistently uses instructional and transition time effectively.

ME

consistently uses instructional and transition time effectively for content mastery;

EE

AND…performs non-instructional procedures efficiently.

Comments:

F. REFLECTION FOR STUDENT ACADEMIC PROGRESS The student teacher …
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


F1. PROVIDES SPECIFIC EVIDENCE TO DOCUMENT STUDENT LEARNING. (InTASC 6a, 6g, 6o, 6t; CAEP 1.1, 1.2, A.1.2)

DN

provides unclear evidence to document student learning.

DE

collects and reviews some data to document student learning.

ME

consistently analyzes and interprets assessment data to document student learning over time.

EE

AND uses a variety of assessment data to document student learning and develop interim learning goals.
F2. TAKES RESPONSIBILITY FOR STUDENT LEARNING BY USING ONGOING ANALYSIS AND REFLECTION.

(InTASC 6c, 6l, 9c, 9l, 9g; CAEP 1.1, A.1.2)

DN

puts the responsibility of learning on the student.

DE

acknowledges responsibility for student learning.

ME

takes responsibility for student learning by consistently making changes to plans and practice as a result of analysis and reflection;

EE

AND…sets and implements professional goals to improve student learning.
F3. SEEKS AND USES INFORMATION FROM PROFESSIONAL SOURCES (E.G. COOPERATING TEACHER, COLLEAGUES,
AND/OR RESEARCH) TO IMPROVE INSTRUCTION. (InTASC 9d, 10e, 10r; CAEP 1.1, 1.2, A.1.1, A.1.2)

DN

relies solely on own knowledge to improve instruction.

DE

seeks information from the cooperating teacher AND attempts to use it to improve instruction.

ME

seeks information from professional resources AND uses it to improve instruction.

EE

seeks information from varied professional resources AND uses it effectively to improve instruction.

Comments:

G. PROFESSIONALISM The student teacher …
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations


G1. DEMONSTRATES THE EXPECTATIONS OF THE PROFESSION INCLUDING CODES OF ETHICS, PROFESSIONAL
STANDARDS OF PRACTICE AND RELEVANT LAW AND POLICY. (InTASC 9j, 9o; CAEP 1.1, A.1.1)

DN

acts in an ethically questionably manner and does not follow federal and state laws and school policies.

DE

inconsistently adheres to ethical codes of conduct and professional standards (attendance, dress, meets deadlines, confidentiality, etc.).

ME

consistently adheres to ethical codes of conduct and professional standards (attendance, dress, meets deadlines, confidentiality, etc.);

EE

AND…intentionally adheres to and can articulate federal and state laws, school policies and ethical guidelines.
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G2. TAKES INITIATIVE TO GROW AND DEVELOP THROUGH INTERACTIONS THAT ENHANCE PRACTICE AND SUPPORT
STUDENT LEARNING. (InTASC 9a, 9b, 9d, 9n, 10r; CAEP 1.1, A.1.1)
DN

infrequently participates in school-based learning experiences.

DE

takes ownership of professional growth by participating in school-based professional learning experiences;

ME

AND…practices the new strategies learned to support student learning;

EE

AND…actively seeks and engages in ongoing professional learning opportunities in order to meet professional goals in support of
student learning.
G3. COMMUNICATES EFFECTIVELY THROUGH ORAL AND WRITTEN LANGUAGE.

DN

frequently makes errors in grammar, usage, and spelling in professional contexts.

DE

periodically makes errors in grammar, usage, and spelling in professional contexts.

ME

uses correct grammar, usage, and spelling in professional contexts;

EE

AND…speaks and writes correctly and fluidly in professional contexts.
G4. BUILDS RELATIONSHIPS AND COLLABORATES WITH FAMILIES, COMMUNITIES, COLLEAGUES, AND OTHER
PROFESSIONALS TO PROMOTE LEARNER GROWTH AND DEVELOPMENT. (InTASC 1c, 10b, 10d, 10e; CAEP 1.1, A.1.1)

DN

makes little or no effort to effectively build relationships or collaborate with colleagues, administrators, and families.

DE

attempts to build relationships and collaborate with colleagues, administrators, and families.

ME

collaborates with colleagues, administrators, and families to support the specific learning needs of students;

EE

AND…communicates effectively to build strong relationships AND seeks out collaborative relationships with community members and
other professionals to promote learner growth and development.
G5. ACCESSES RESOURCES TO DEEPEN AN UNDERSTANDING OF CULTURAL, ETHNIC, GENDER AND LEARNING DIFFERENCES
TO BUILD STRONGER RELATIONSHIPS AND CREATE MORE RELEVANT LEARNING EXPERIENCES. (InTASC 2k, 9e, 9m; CAEP 1.1, 1.4)

DN
DE
ME
EE

demonstrates ignorance towards cultural, ethnic, gender, and learning differences of students.
occasionally demonstrates knowledge of cultural, ethnic, gender, and learning differences of students to build stronger relationships and
create more relevant learning experiences.
consistently demonstrates knowledge of cultural, ethnic, gender, and learning differences of students to build stronger relationships and
create more relevant learning experiences;
AND… incorporates learners’ experiences, cultures and community resources into instruction.

Comments:

Areas of Strength:

Suggestions for Continuing Professional Development

Areas for Growth:

______________________________________________
Student Teacher
Rev 09/21

_________
Date

___________________________________________
University Supervisor or Cooperating Teacher
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_________
Date

Assessment of Student Teaching Addendum (STMFA-A)
Mid-Term & Final Evaluation
PROFILE OF STUDENT TEACHING DISPOSITIONS
Student Teacher: ____________________________________ Cooperating Teacher: _________________________________
Subject: _______________________ Grade: ___________ School: _______________________________________________
Date: ____________________
Please check one: Cooperating Teacher ________ OR University Supervisor ________
Program: Residential ______
MBU Online ______
PBTL______
BA/MAT______
MAT______
MEd______
The cooperating teacher and university supervisor will each complete this form during the final week of student teaching. Each indicator must have a
rating. This assessment is NOT part of the final student teaching grade but is required to be completed and submitted to MBU.

This evaluation cannot be shared with anyone outside of the university without the written consent of the student teacher.
DN= Does Not Meet Expectations, DE=Developing Towards Expectations, ME=Meets Expectations (TARGET), EE=Exceeds Expectations
DT1. Content Knowledge DISPOSITION: DEMONSTRATES AN UNDERTANDING THAT DISCIPLINE CONTENT IS EVOLVING,
APPRECIATES MULTIPLE PERSPECTIVES AND RECOGNIZES THE POTENTIAL FOR BIAS. (InTASC 4o, 4p, 4q; CAEP 1.1)
DN

presents content without acknowledgement of alternative disciplinary perspectives.

DE

presents content acknowledging alternative disciplinary perspectives;

ME

AND…recognizes the potential of bias in his/her representation of the discipline;

EE

AND…facilitates learners’ critical analyses of the multiple perspectives in the discipline.
DT2. Assessment DISPOSITION: VALUES THE USE OF SELF AND PEER ASSESSMENT AND USES DATA ETHICALLY TO
IDENTIFY LEARNER STRENGTHS AND TO PROMOTE LEARNER GROWTH. (InTASC 6q, 6v; CAEP 1.1)

DN

uses assessment in a limited fashion in both form and function.

DE

uses self and/or peer assessment to promote learner growth;

ME

AND… works to develop each learner’s ability to identify their own strengths, challenges, and progress;
AND…engages learners in decisions regarding their own progress with attention to the ethical use of assessments and
assessment data.

EE

DT3. Planning for Instruction DISPOSITION: PLANNING ASSURES STUDENT LEARNING AND IS OPEN TO ADJUSTMENT AND
REVISION BASED ON CHANGING NEEDS AND CIRCUMSTANCES. (InTASC 7p, 7q, CAEP 1.1, A.1.1, A.1.2)
DN

plans instruction based primarily on teacher manuals and/or other prepared materials.

DE

plans instruction using knowledge of students’ strengths, needs and backgrounds;

ME

AND…uses daily and unit plans to ensure student learning in collaboration with other colleagues;
AND… anticipates learner needs AND makes adjustments based on effectiveness of instruction and changing student and
community needs.

EE

DT4. Learning Environment DISPOSITION: PROMOTES INCLUSIVE LEARNING ENVIRONMENTS THAT ENABLE EACH
LEARNER TO MEET HIGH STANDARDS BY VALUING DIFFERING BACKGROUNDS AND ABILITIES.
(InTASC 2l, 2m, 2n, 2o, 3p; CAEP 1.1, A.1.2)
DN

shows a minimal understanding of individual differences.

DE

uses learners’ differing abilities, skills, cultures, and communities to promote an inclusive learning environment;

ME

AND…provides opportunities for learners to participate in decision-making, to engage in exploration, and to work
collaboratively and independently;

EE

AND…actively works to ensure that each learner feels valued AND helps students to learn to value one another.

DT5. Application of Content DISPOSITION 1. USES MULTIPLE PERSPECTIVES TO ENGAGE LEARNERS IN CRITICAL THINKING,
CREATIVITY, AND COLLABORATIVE PROBLEM SOLVING RELATED TO LOCAL AND GLOBAL ISSUES. (InTASC 5q, 5r, 5s; CAEP 1.1)

DN

shows minimal awareness or focus on local and global issues related to her/his discipline.

DE

incorporates/connects local and global issues to content area;

ME

AND…draws connections between content area and other disciplines to enhance student understanding;

EE

AND…relies on concrete contemporary issues/cases to develop creativity, critical thinking, and problem solving.
DT6. Instructional Strategies DISPOSITION 2. USES MULTIPLE STRATEGIES TO ENGAGE ALL LEARNERS IN A DEEP
UNDERSTANDING OF CONTENT AREAS AND MAKE CONNECTIONS, BUILDING STUDENTS’ SKILLS TO APPLY
KNOWLEDGE IN MEANINGFUL WAYS. (InTASC 8p, 8q, 8s; CAEP 1.1, A.1.2)

DN

uses ineffective strategies when presenting content to students.

DE

adjusts instruction to use multiple effective strategies to present content to students;

ME

AND…encourages students to use multiple forms of communication to demonstrate their developing knowledge and skills;
AND…adapts instruction in real-time in response to diverse learner ideas and needs.

EE

DT7. Learner Development DISPOSITION: RESPECTS AND USES LEARNER STRENGTHS TO PROMOTE LEARNER
DEVELOPMENT ACROSS COGNITIVE, LINGUISTIC, SOCIAL, EMOTIONAL, AND PHYSICAL DIFFERENCES.
(InTASC 1h, 1i, 1j, 1k; AEP 1.1, A.1.2)
DN

shows minimal awareness of learners’ differing developmental needs.

DE

recognizes learners’ differing strengths and needs;

ME

AND…actively promotes learner growth by designing and implementing developmentally appropriate learning
experiences;

EE

AND…incorporates contributions from families, colleagues, and other professional to understand and support each
learner’s development.
DT8. Leadership and Collaboration DISPOSITION: SEEKS APPROPRIATE LEADERSHIP ROLES AND OPPORTUNITIES TO TAKE
RESPONSIBILITY FOR STUDENT LEARNING, TO COLLABORATE WITH LEARNERS, FAMILIES, COLLEAGUES, OTHER
SCHOOL PROFESSIONALS, AND COMMUNITY MEMBERS TO ENSURE LEARNER GROWTH AND TO ADVANCE THE
PROFESSION. (InTASC 10 p, 10q, 10s, 10t; CAEP 1.1, A.1.1, A.1.2)

DN

engages in few opportunities to explore leadership roles and collaborations within the school.

DE

Works collaboratively to advocate for students’ success and advocates for learners.

ME

AND…actively seeks opportunities to grow and develop as an education professional;

EE

AND…takes personal responsibility for contributing to and advancing the profession.

Comments:

_________________________________________

_________

______________________________________

_________

Student Teacher

Date

University Supervisor or Cooperating Teacher

Date

CLOCK HOUR FORM

Student Teacher: ______________________________________________ Semester/Year: __________________________________
Name of School: ______________________________________ Name of School Division: _________________________________
Cooperating Teacher: __________________________________________ Subject(s)/Grade(s): ______________________________
Circle one: Elementary (PK-6)

Middle (6-8)*

Secondary (6-12)*

Special Ed. (K-12)

Other/Content Area*: _______________

As a student teacher, you are responsible for keeping an accurate record of the clock hours you spend during your
student teaching/field experience placement and for submitting this form to your University Supervisor. You will
average about 35-40 hours a week in your assigned school and should plan to spend at least 20 of those hours each week
co-teaching, teaching, and working with students. Document only the hours spent in the school building. The Virginia
Department of Education requires a total of at least 300 hours of student teaching experience with 150 of those hours
working directly with students. Our program is approved as a 12-week program so you will accumulate more than 300
hours. Student teaching does not end when you reach 300 hours.
Students adding an additional endorsement in Special Education must have experiences at both levels and they must be
clearly documented on the clock hour form(s).
Date(s) of the
week:
i.e. 1/6-1/10

Non-Instructional Hours (NIH)
Observation

Preparing
Materials

Instructional
Planning

Educational
Meetings

Total NIH:

Instructional Hours (IH)
*Other

Co-Teaching

Teaching

Total IH:
Total Hours (NIH+IH):

* Other Non-Instructional Hours could include case management meetings, teacher/parent collaborations, and professional development, among other
non-instructional responsibilities one might accrue.

Student’s Signature ____________________________________________________ Date ___________________
Cooperating/Mentor Teacher’s Signature _________________________________ Date ___________________
(ORIGINAL – Student Teacher; legible copy – University Supervisor)
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ABSENCE REPORT FORM FOR STUDENT TEACHERS
The student teacher must submit the completed form to the university supervisor within one week of the absence. The
university supervisor will forward it to the Field Placement Coordinator at the end of your student teaching placement. Failure
to report absences may lead to a failing grade or an “Incomplete” in student teaching. A planned absence must be requested in
advance. Please type or print neatly.

STUDENT AND PLACEMENT INFORMATION
Student Teacher: ______________________________________________ Semester/Year: __________________________________
Name of School: ______________________________________ Name of School Division: _________________________________
Cooperating Teacher: __________________________________________ Subject(s)/Grade(s): ______________________________
Program: Residential ______

MBU Online ______

PBTL______

BA/MAT______

MAT______

MEd______

REASON FOR ABSENCE
Date(s) of absence: __________________________________________________________
Reason:
 illness (self)
 illness (immediate family member)
 family emergency: ___________________________________________________
 interview
 conference
 other: _______________________________________________________________

SIGNATURES
Cooperating teachers and university supervisors have the right to refuse an absence request. Simply write
“Denied” and sign and date the form.
Student Teacher: _________________________________________ Date: _________________
Cooperating Teacher: _____________________________________ Date: _________________
University Supervisor: ____________________________________ Date: _________________
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STUDENT IMPACT PROJECT
Each student teacher is required to electronically submit a “Student Impact Project” that documents an example of K12 student learning as a direct result of the MBU student’s actions during a unit of instruction.
Due date: Your Student Impact Project is due to your cooperating teacher (if applicable) and university supervisor
by the Monday of your LAST full week of student teaching. The SIP is worth 25% of the final grade; therefore, a
student cannot pass student teaching without submitting the SIP.
Submission: Each student should submit this assignment as one electronic file (Word OR PDF only) saved as his or her
student ID number +SIP to Dr. Pari Paluszak at plpaluszak@marybaldwin.edu. For example, the file should be named
301555155SIP. A grade for student teaching will NOT be posted until this project has been received electronically by
the Field Placement Coordinator.
Special Education: If you are completing an additional endorsement in Special Education, especially if you are in a
regular education classroom, you should complete Option 3.
English as a Second Language: If you are completing an additional endorsement in ESL, especially if you are in a
regular education classroom, you should complete Option 4.
Students must select one of the options below:

Option 1: Pre- and Post-assessment (any endorsement)
The teacher candidate will plan and implement a unit of instruction in which he or she conducts a pre- and postassessment of student knowledge. The candidate will analyze and reflect upon this assessment data in evaluating his
or her success in teaching that particular unit of study based on student outcomes.
Items to be submitted include:
• cover page with name, ID# and option selected
• blank copy of the pre- assessment
• student data for pre- assessment (do not use real names)
• one-page description of instructional decisions made based on pre- assessment data
• one-page summary of the unit
• blank copy of the post- assessment, if different from the pre-assessment
• student data for post- assessment (do not use real names)
•
one-page reflection of the student data (changes in student knowledge) including any instructional decisions
made as a result of this data.
• 2-3 page synthesis of current research and evidence to support instructional practices used in SIP. Proper APA
citations must be included.
• one page summary describing instructional decisions and actions engaging student use of technology.
• one page for each of the College and Career Readiness Initiative standards referenced in SIP describing how they
are linked to SOL standards.

*Options 2 -4 are on the following pages. See rubric on second page of the grade recommendation form.
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Option 2: Student Case Studies (any endorsement)
The teacher candidate will select three different learners from among his or her students and document each of the
three students’ growth/learning throughout a unit of instruction. The three learners must represent 1) a struggling or
underperforming learner, 2) an average learner, 3) an above average or accelerated learner.
Items to be submitted include:
• Cover page with name, ID# and option selected.
• one-page summary of the unit*
• one-page summary of each student chosen (do not use real names)
• copies of 3-4 completed student assignments that demonstrate growth over time in material covered during the
unit (black out the student names)
• one page reflection (per student) on each student’s growth and learning for this particular unit of study,
including instructional decisions made along the way, and how those decisions were tied to
assessment/assignment performance.
• 2-3 page synthesis of current research and evidence to support instructional practices used in SIP. Proper APA
citations must be included.
• one page summary describing instructional decisions and actions engaging student use of technology.
• one page for each of the College and Career Readiness Initiative standards referenced in SIP describing how they
are linked to SOL standards.
*If the students chosen are being instructed in different units of instruction then there is to be a summary of each
unit.

Option 3: IEP-based Student Learning Outcomes (special education only)
The teacher candidate will select one special education student (do not use real names) on his or her student teaching
caseload. The candidate will identify two IEP annual goals (may be academic, behavioral, or functional). For each of
the two goals, the candidate will document student progress and learning on these goals as directly related to
instruction and interventions implemented by the candidate.
Items to be submitted include:
•
•
•
•
•
•
•
•

cover page with name, ID# and option selected.
one-page summary of the student including the two selected IEP goals; at least one must be an academic goal (do
not use real name)
one-page (or more) summary of the student’s current performance for the two goals areas (including examples
of how that was measured)
one-two page summary and reflection of any instructional decisions made based on current performance
(rationale) and any planned interventions/activities
one-page analysis of the student’s new level of performance (and how it was assessed) following the
interventions/activities.
2-3 page synthesis of current research and evidence to support instructional practices used in SIP. Proper APA
citations must be included.
one page summary describing instructional decisions and actions engaging student use of technology.
one page for each of the College and Career Readiness Initiative standards referenced in SIP describing how they
are linked to SOL standards.

** Options 4 is on the following page. See rubric on second page of the grade recommendation form.
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Option 4: Assessment-based Student Learning Outcomes (ESL only)
The teacher candidate will select one ELL student (do not use real names) on his or her student teaching
caseload. The candidate will identify two academic goals (chosen from listening, speaking, reading, and writing)
based on the student’s current level of English Language development (from WIDA or WAP-T test). For each of
the two goals, the candidate will document student progress and learning throughout the duration of the entire
placement on these goals as directly related to instruction and interventions implemented by the candidate.
Items to be submitted include:
•
•
•
•

•
•
•
•

cover page with name, ID# and option selected.
one-page summary of the student including the two selected academic goals
one-page (or more) summary of the student’s current performance for the two goals areas (including
examples of how that was measured)
one-two page summary and reflection of any instructional decisions made based on current performance
(rationale) and any planned interventions/activities. The summary and reflection should include a detailed
description of modifications to instruction that you implemented based on WIDA standards, Can-Do
descriptors, and supports.
one-page analysis of the student’s new level of performance (and how it was assessed) following the
interventions/activities.
2-3 page synthesis of current research and evidence to support instructional practices used in SIP. Proper
APA citations must be included.
one page summary describing instructional decisions and actions engaging student use of technology.
one page for each of the College and Career Readiness Initiative standards referenced in SIP describing how
they are linked to SOL standards.

*See rubric on second page of the grade recommendation form.
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RECOMMENDATION OF FINAL GRADE FORM
Student: _________________________________
Program:

Residential

MBU Online

Semester:
PBTL

Fall

BA/MAT

Recommendation Submitted by (check one): ___ Cooperating Teacher

Spring
MAT

Year: _________

MEd

____ University Supervisor

Rubric for Student Teaching Performance
Evaluator: Please SELECT one score per row. The student teaching performance is directly related to how
a student teacher performed on their final evaluation.
0
1
A. Professional Knowledge
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
B. Assessment of and for Student Learning
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
C. Instructional Planning
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
D. Learning Environment
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
E. Instructional Delivery
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
F. Reflection for Student Academic Progress
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
G. Professionalism
The student obtains DE in
The student obtains EE/ME
one or more assessment
in all assessment areas.
areas.
A Student Teacher who receives a DN in ANY assessment area will not pass student teaching.
A Student Teacher with a DE in more than one assessment area will not pass student teaching.
Recommendation of the Final Grade continues onto the next page.
Total ST

Points towards total

Performance

grade (75% of final)

points
7

75

6

64.3

5-1

Not passing

Rubric for Student Impact Project

select score

select score

select score

select score

select score

select score

select score

Evaluator: Please SELECT one score per row.
0
Unacceptable
SIP 1. Evidence of
student growth/
learning as a direct
result of the
candidate’s
instructional actions
(Performance)

CAEP 1.1, A.1.2;
InTASC 6g, 6h, 7d, 7f, 8b, 9h,10a

SIP 3. Documentation of
use of research and
evidence to guide
instructional decision
making
CAEP 1.2, A.1.2;
InTASC 4f, 4g, 5c, 5p

ESIP 4. vidence of
linking Career and
College Readiness
Initiative (CCRI)
standards to lesson goals
and objectives as related
to SIP at an appropriate
developmental level.

3
Very Clear Evidence

The teacher candidate
provides partial evidence
that his or her instruction
of students resulted in
positive measurable
change in student
learning/growth.

The teacher candidate
provides clear evidence
that his or her instruction
of students resulted in
positive measurable
change in student
learning/growth.

There is in adequate
evidence that the teacher
candidate used student
performance date to make
instructional decisions.

The teacher candidate
partial evidence that he or
she reflected on student
performance data in order
to make instructional
decisions.

The teacher candidate
provides clear evidence
that he or she reflected on
student performance data
in order to make
instructional decisions.

The teacher candidate uses
limited examples of
current research regarding
best practices to guide
instructional decision
made within this project

The teacher candidate uses
one example of current
research regarding best
practices to guide
instructional decision
made within this project.

The teacher candidate uses
2-3 examples of current
research regarding best
practices to guide
instructional decision
made within this project.

The teacher candidate
provides and describes
clear and multiple sources
of evidence that his or her
instruction of students
resulted in positive
measurable change in
student learning/growth.
The teacher candidate
provides clear and
multiple sources of
evidence that he or she
reflected on student
performance data in order
to make instructional
decisions.
The teacher candidate uses
4-5 examples of current
research regarding best
practices to guide
instructional decision
made within this project.

The teacher candidate
identifies one CCRI
standard. Depth of
knowledge or ability to
describe the connections is
lacking.

The teacher candidate
identifies one CCRI
standard when linking
with SOL standards within
goals and objectives. Depth
of knowledge or ability to
describe the connections is
weak.

The teacher candidate
identifies one CCRI
standard when linking
with SOL standards within
goals and objectives.
Demonstrates depth of
knowledge when
describing the connection.

The teacher candidate
identifies more than one
CCRI standard when
linking with SOL
standards within goals and
objectives. Demonstrates
depth of knowledge when
describing the connection.

Rarely integrates
instructional technology
into instructional practice.

The teacher candidate uses
technology to deliver
instruction.

The teacher candidate
engages student use of
technology in design,
implementation and
assessment of learning
experiences.

The teacher candidate
facilitates student
engagement in design,
implementation and
assessment of learning
experiences. Use of
technology enhances
learning.

CAEP 1.1, 1.4, A.1.1;
InTASC 4a, 4n, 5b, 5j

SIP 5. Evidence of
modeling technology
standards as they
design, implement and
assess learning
experiences.

2
Adequate Evidence

There is inadequate
evidence that the teacher
candidate impacted
student learning/growth in
any measurable way.

CAEP 1.1, 1.2, A.1.2;
InTASC 6a, 6b, 1a, 7b

SIP 2. Evidence of
reflecting on student data
in order to make
instructional decisions
(Reflection)

1
Minimal Evidence

CAEP 1.1, 1.2, 1.5, A.1.1
InTASC 6i, 8a, 8g

Additional Comments:

Field Placement Coordinator Use Only:
Student Teaching Performance: ______/7 = _____ *75 = ___________
Student Impact Project:
_____/15 = _______ *25 = _________
GRADE: ________
*Final grade is calculated by averaging the CT/US grades unless otherwise
noted by the US; if noted, the US grade only will be assigned.

Sum of ST Performance + SIP:
A
93-100
A90-92
B+
87-89
B
83-86
B80-82
C+ or less: non passing grade

select score

select score

select score

select score

select score

EVALUATIONS
UNIVERSITY SUPERVISOR
The CT and the ST should each complete the evaluation online by going to the following link
(Google form): http://goo.gl/forms/J9iGOpfjPPoWPYIs2

CLINICAL FACULTY/COOPERATING TEACHER
The ST and US should complete the evaluation online by going to the following link (Google
form): http://goo.gl/forms/WstzhJozcDiso0wm2
*If you are assigned a school-based mentor teacher who is NOT in the same classroom as you all
day as you are student teaching in your own classroom, please do not fill out this form.

PROGRAM EVALUATION OF THE STUDENT TEACHING EXPERIENCE
The CT should complete the evaluation online by going to the following link (Google form):
http://goo.gl/forms/wE16s95vKaAvcXw32
*This evaluation will ask you to provide an estimate percentage of students in your class for
each of the following categories: those with an identified disability, ELL, minorities, free and
reduced lunch, and those who are gifted. This data is for our accreditation purposes and is not
linked directly back to you or your specific classroom.
**If you are a mentor teacher, please do not fill out this evaluation.
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Date: _______________________

** This is SAMPLE lesson plan format which includes all of the MBU requirements that you are
welcome to use. If you find another format you prefer, please feel free to use it as long as it
covers all required components as outlined on pages 21-22.
Lesson Plan
Topic:
Teacher:
Subject area:
SOL(s):
(Spell out the SOL being addressed in this lesson including the subject, number, bullet, etc.)
Essential Understandings:
(Rationale as to why the students need to obtain this knowledge)

Objectives/Essential Knowledge and Skills:
(Obj: The students will…..(action; measurable verb); EK/S can be obtained from the Curriculum Framework on the
VDOE’s website)

Materials:
(What you and your students need for the lesson)

Procedures/Learning Activities:
Exploratory Introduction (Before) – Hook: (How you will introduce the activity/lesson, amount of time on this
section)

Development (During): Include a brief outline of content to be covered and how you will do that.
(amount of time, the new teaching and learning; you should have a content outline available even if you decide not to
put it in this section)
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Expansion (After) Guided Practice: (amount of time, what students will do to apply the new knowledge or skill in new
situations)

Evaluation or Assessment:
(Must match objectives; may be formative or summative)

Differentiated Instruction:
(Note what you are doing for those above or below grade level; IEP accommodations, gifted students, ELL)

Reflection:
(This is done AFTER you have actually taught the lesson. What worked? What didn’t work? What will I never do
again? Did I reach all students? Etc.)
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Student Teaching Organizer
It is recommended that the student teacher and cooperating teacher discuss and plan how the student
teaching placement will look. Please feel free to use this form (or any other form/method you prefer,
such as a calendar) to outline a tentative plan for this placement. You do not need to submit this to your
university supervisor.
Special scheduling concerns (block scheduling, departmental planning, itinerant classes, parent
conferences, grading periods, field trips, teacher in-service / work days, etc.):

Important school / student testing dates (Standards of Learning tests, standardized tests, teacher exams,
etc.):

Day and time of the week in which weekly meetings will occur between the student teacher and
cooperating teacher:

PROJECTED TEACHING PLAN BY WEEK (can use the suggested timeline as a guide)
Week #
Tentative plan
1
2
3
4
5
6
7
8
9
10
11
12
SPECIFIC STUDENT INFORMATION –
Total number of students in all your classes:
Total number of students with an IEP or 504 plans:
Total number of gifted and talented students:
Other:
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Special Education Activities Guideline
This chart provides guidelines for those seeking an endorsement in Special Education. It is a comprehensive list of activities that all special
education student teachers should experience or become familiar with during their field experience.
Work with your university supervisor and/or cooperating/mentor teacher to check off these activities during your 12-week field experience. Some
items on this list are required, and others are highly recommended. If you are not able to complete a “required” activity, you need to explain why and
have a discussion with your University Supervisor.
*Please turn this in with the rest of your paperwork at the end of your experience. Indicating “N” will not negatively impact your grade.
REQUIRED Activities
Completed
General feedback/comments about this experience
Y/N
Attend a Special Education child study or referral meeting

Observe assessments by Special Educator and/or Psychologist, arrange
some modifications/adaptation for students based on results
Observe and instruct students (individually/small groups)

Write an informal behavior plan

Collaborate to write measurable goals for a student’s IEP (these goals
need to be able to be measured and tracked)

Collaborate and identify parts of assessments to put into an IEP and
what parts to exclude
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Collaborate to write a standards-based PLOP (Present Level of
Performance)

Attend IEP meetings for assigned students and participate

Observe and/or help write a Prior Written Notice (PWN) for a student.

Collaborate to write IEP Progress Reports

Keeping IEP goals in mind, plan lessons and evaluate if appropriately
related to IEP identified strengths and needed modifications

Create lesson plans designed to address students’ IEP goals, deliver
lesson, assess results for effectiveness and plan next steps
(Recommendation: One lesson be video taped to allow the student to
reflect and then review feedback with supervisor or mentor teacher.)
Plan appropriate formal assessment for a student with a disability,
administer test, and score (this could be a benchmark assessment or
other formal assessments such as the Woodcock Johnson, etc.)
Gather information regarding organizational tips for maintaining
records, meeting deadlines, and staying familiar with all paperwork
that is required (triennials, eligibilities, exits from Special Education,
specific differences between 504 and SPED, etc.)
Required for Secondary, optional for Elementary: Become familiar
with Transition Plans: how to write one, what components make up a
transition plan (identifying present level of performance, annual goals,
identify transition services, etc.)
*If any REQUIRED activities were not able to be completed, you need to explain why.
Rev. 7/21

62

Highly Suggested Activities

Completed
Y/N

General Feedback/Comments about this experience

Learn roles and procedures for contacting specialists and
community/school/government agencies
Use the data from an informal behavior plan to create a FBA (Functional
Behavior Assessment) or BIP (Behavior Intervention Plan).
Attend conferences and meetings related to the field of Special Education (if
applicable)
(www.ttaconline.org is a valuable resource with free resources and
conference listings.)

Please sign and provide a copy to the university supervisor. If additional explanation is required, you can either request an electronic copy from the
Field Placement Coordinator so you can type your responses or you can attach additional documentation.
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Signature of Student Teacher

______________
Date

______________________________________________
Signature of Cooperating Teacher/Mentor/Principal

______________
Date

______________________________________________
Signature of University Supervisor

_______________
Date
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ED 308/608 Initial Meeting Checklist
The following information needs to be covered at the initial meeting with the cooperating teacher (if
applicable) and the student teacher. Please obtain signatures and submit this form with the final student
teaching paperwork.
Date: _____________________Time: ______________ School: _____________________________
All placements:
___ ALL Student Teaching Requirements (pgs. 7-8)
___Professionalism (p. 11)
• 2nd bullet – job interview
• 3rd bullet – weekly meeting with CT (if applicable), document in communication log
• 5th bullet – privacy/social media
• 6th bullet – professional appearance
• 8th/9th bullets – policies, procedures, responsibilities
• Last bullet – cell phone
*IF Student Teaching in Own Classroom – skip ST/CT section and move to:
___ Expectations (pgs. 13-14) and then STOC (pgs. 22-23) then go to the Mentor section (p. 19) below
Student Teacher (ST):
___ ST paperwork requirements (p.12)
___ ST support (p. 12); point out the Fieldwork Help Ticket link
___ ST expectations (pgs. 13-14); review in detail what the ST’s placement will require
Cooperating Teacher (CT): (if applicable)
___ CT preparing for ST (p.15) – designate a space
___ CT after the student teacher arrives (p.15)
• 3rd bullet – tour/introduce ST to faculty/staff
• 4th bullet – review procedures/policies (teacher handbook)
• 5th bullet – any expectations the CT has for the ST (time to arrive, duties, organization, etc.)
• 6th /7th bullets – provide a class list, identify those with IEPs, allow ST to review IEPs/504 plans
• 8th bullet – locating and using available technology hardware and resources
• 9th/10th bullets – weekly meeting for ST to document, daily communication
___ CT general information (p.16) – all bullets
___ CT observations (p. 17) – 1 observation per week (except first/last); review procedures/resources
___ CT paperwork requirements (p.17)
___ CT support (p. 17); point out the Fieldwork Help Ticket link
___ Clinical Faculty (p.18)
Mentor Teacher: (if applicable)
___ 3rd bullet - no formal observation requirements from MBU (p. 19)
___ last bullet – need time during planning to meet with the ST (p. 19)
University Supervisor:
___ US requirements (pgs. 20-21) – review what the US is required to do
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All placements: other requirements/documents
___ Lesson Plan requirements (pgs. 24-26); review difference between daily plans versus those when being
formally observed
___ Observation techniques and reference guides (pgs. 27-28); point out on page 28:
• end of the first paragraph: ME is target; EE is not expected
• 3rd paragraph – each indicator needs a rating;
• 3rd paragraph - multiple DEs may require a Plan of Improvement (POI); any DNs require a POI
• 3rd paragraph - the mid/final should NOT have many, if any, Exceeds Expectations (EE) ratings
___ Suggested timeline (p. 29)
___ Attendance, employment, inclement weather, discipline, substitute teaching (p. 30-31)
___ Unsatisfactory Performance (p. 32)
___ Guidelines for Paperwork (pgs. 33-34) – share it as a reference.
___ Paperwork suggested timeline (p. 35)
___ Additional Support (p. 36) – share as a reference; in ST/CT/US sections as well; Help Ticket link
___ Forms (p. 37-65) *Provide the CT with their packet and review forms in the packet at this time.
• Honorarium (pgs. 38-39) for CTs or Mentor teachers who are mentoring a MBU student who is in a
regular education classroom but adding on special education. For clarification, contact Dr. Pari
Paluszak.
• Lesson Observation forms (pgs. 40-41 and in CT packet)
• Midterm/Final evaluation (pgs. 42-47) and Addendum (pgs. 48-49); in CT packet; remind the ST and CT
about the required tutorial
• Clock hour form (p. 50) one form per ST per placement; Sped - keep two forms
• Student Impact Project (ps. 52-54) review all options that pertain to the placement; remind the ST and
CT about the required tutorial; Sped should complete Option 3
• Grade Recommendation Form (pgs. 55-56 and in CT packet)
• Evaluations (p. 57) - Please share that the Field Placement Coordinator will send an email with links to
the evaluations with all STs/CTs/USs towards the end of the placement.
___ Appendix – COVID INFORMATION
___ Electronic forms – please contact the Field Placement Coordinator if you wish to have any forms sent to
you electronically (pdf-fill or Word, depending on the document). This is also noted on the TOC for the
forms section (p. 37)
___ Additional questions?
By signing this checklist, I am acknowledging that all material above was covered. If I have any additional
questions, I will contact my University Supervisor first and then the Field Placement Coordinator or fill out a
Fieldwork Help Ticket.
Signatures of all parties involved in the initial meeting:
Student Teacher: _________________________________________

Date: _________________

Cooperating Teacher (if applicable): _________________________ Date: _________________
University Supervisor: ____________________________________
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Date: _________________

APPENDIX A
This section contains information related to COVID-19 and fieldwork.

Please see the link below which contains FAQs related to fieldwork.
Link:
https://docs.google.com/document/d/12rnBb1XMVO5xJmx0QK_8ePpjamz4Oq3eWJQouK_SsVY/edit
?usp=sharing

If you have any questions related to COVID-19 and fieldwork that are not answered in the FAQs,
please reach out to your University Supervisor first. If they do not know the answer, you can then
reach out the Field Placement Coordinator, Dr. Pari Paluszak (plpaluszak@marybaldwin.edu).

The following two pages include the Assumption of the Risk and Waiver of Liability form that
every student completing fieldwork will need to sign (penned signature), have a witness sign
(penned signature), and return to Dr. Pari Paluszak at MBU (lwall@marybaldiwn.edu). These forms
will be kept on file.
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