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PART I 

GENERAL INFROMATION 

 

DIRECTORY: WHO DO I NEED TO KNOW? 

 

Cooperating Teacher 

 

Each student teacher is assigned to the classroom of a tenured teacher for daily supervision.  Pennsylvania 

requires Cooperating Teachers to: 

▪ Have at least three years of certified teaching experience on the appropriate certificate; 

▪ Be certified in the content area being sought by the student teacher; and 

▪ Have a teaching assignment appropriate to the subject competency of the teacher education 

candidate.  

Your cooperating teacher will serve as a guide, colleague, and supervisor during the duration of your student 

teaching placement.  

 

University Supervisor 

 

A Lock Haven University individual (typically a faculty member) assigned to supervise the student teaching 

candidate.  At times, a student teacher will have more than one University Supervisor.    

 

Teacher Candidate/Student Teacher 

 

An undergraduate or graduate student from Lock Haven University enrolled in full-time, semester-long student 

teaching.  Please note the terms “teacher candidate” and “student teacher” are often used interchangeable.  

 

Director of Student Teaching 

 

A Lock Haven University faculty member who is responsible for the placement of teacher candidates in 

approved student teaching sites. This role is currently being filled by: 

 

Amy E. Long, PhD 

College of Liberal Arts and Education 

608 Robinson Learning Center 

Lock Haven, PA 17745 

(570) 484-2699 

Ael01@lockhaven.edu 

Fax: (570) 484-3995 

 

 

  

mailto:Ael01@lockhaven.edu
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CONTACT INFORMATION 

 

Field experiences for all education majors, including Post Baccalaureate students, are coordinated through the 

office of Student Teaching and Field Experience at Lock Haven University.   

 

The Office of Student Teaching and Field Experience can be found on the 6th floor of Robinson, within the 

Teacher Education Office Suite. 

 

Information, forms, and documents can be found on the Office of Student Teaching Website at: 
http://www.lockhaven.edu/studentteaching/ 

 

IMPORTANT PHONE NUMBERS AND EMAILS 

 

Office of Student Teaching and Field Experience phone number 570.484.2024 

 

Office of Student Teaching and Field Experience fax number 570.484.3995 

 

Clearance Coordinator: Mrs. Kelly Raudabaugh  kjr23@lockhaven.edu 

 

PRAXIS and PECT Testing Contact: Mrs. Kathy Blesh kblesh1@lockhaven.edu  

 

Director of Student Teaching & Field Experience: Dr. Amy Long ael01@lockhaven.edu  

 

Director of Teacher Education: Dr. Denise Tyson dtyson@lockhaven.edu  

 

 

CENTER FOR CAREER AND PROFESSIONAL DEVELOPMENT  

The Center for Career and Professional Development is an integral part of the university's educational program 

and focuses on the relationship between self, education, and careers. It promotes the concept that career 

development is an ongoing, lifelong process, which incorporates self-assessment and career readiness. 

Resources and programs are provided to help students explore, select and pursue meaningful careers that are 

consistent with their interests, abilities, and values. Individual counseling is available to assist students with the 

career planning process, as well as MyMajors, web-based career guidance, and information systems. Group and 

individual instruction is offered on career implementation skills such as self-assessment, career exploration, 

interviewing, graduate school preparation, internship & job search strategies, and resume writing. The Center 

also maintains a career library, with additional information and resources available 24/7 through the Center’s 

homepage, http://www.lockhaven.edu/career/.  

  

http://www.lockhaven.edu/studentteaching/
mailto:kjr23@lockhaven.edu
mailto:kblesh1@lockhaven.edu
mailto:ael01@lockhaven.edu
mailto:dtyson@lockhaven.edu
http://www.lockhaven.edu/career/
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PART II 

LHU STUDENT TEACHING POLICIES 
(The following policies have been approved by the Council of Teacher Education) 

 

A. REQUIREMENTS FOR STUDENT TEACHING 

1.   Lock Haven University students may apply for student teaching assignments when they have 

completed the course prerequisites for student teaching in their major curricula, and have earned: 

a. Not less than 96 semester hours; 

b. An overall quality point average of 3.0 or higher; 

c. A minimal quality point average of 3.0 for all major curricula courses  (departments designate 

education courses); 

d. A grade of C or better for each designated curricula course. 

e. Approval of their major curricular area department chair or program head. 

2.  Transfer students must meet the same requirements listed above in order to student teach. 

3.  Teacher candidates from other colleges/universities who only student teach at Lock Haven University 

must meet the requirements of their respective colleges and universities. 

 

B. CLEARANCES AND TB TEST POLICY 

It is the policy of Lock Haven University (LHU) that all teacher candidates must possess a current 

Pennsylvania Criminal Record Check (Act 34), Child Abuse History Clearance (Act 151), FBI Clearance, 

Mandated Reporter Training, Self-Reporting Clearance (Act 24), and a valid TB Test to be eligible for early 

field experiences and student teaching.  All clearances must be employee-level; volunteer clearances will 

not be accepted.  Lock Haven University will not make placements for students whose background checks 

reflect a felony offense.  In addition, due to restrictions from school districts, we may not be able to place a 

candidate in early field experiences or student teaching if a DUI or shoplifting conviction appears on 

criminal record checks.  To that end, the following guidelines are provided for clarification regarding this 

issue: 

 

1. All persons who intend to participate in field experiences or student teaching must secure the 

aforementioned documents to establish eligibility to participate in field experiences or student teaching.  

2. The clearances, training and TB test must be current and may not expire during the duration of the 

placement. 

3. A student teacher candidate must present the aforementioned documents to the clearance coordinator 

before any placement begins. 

4. The deadline to submit clearances will be determined each semester by the Office of Student 

Teaching and Field Experiences. This will be communicated to you and it is your responsibility to 

meet those deadlines.  

5. Failure to submit the clearances, training and TB Test to the clearance coordinator by the 

deadline dates may cause the cancellation of the field placement or both of the student teaching 

placements.  There will be no exceptions.  Once the placements are cancelled they will not be 

reinstated.  A student who does not meet the deadline for the aforementioned documents will have 

to reapply to student teach at the beginning of the next semester.  

6. Because there is a delay when applying for clearances, students should apply the first week of classes in 

the semester before participation or student teaching. 

7. Under no circumstances are clearances to be sent via email.  Clearances must be presented to the 

clearance coordinator in person or can be faxed to the Office of Student Teaching and Field Experience.  

 

The task of securing the clearances, training and the TB test is the responsibility of the prospective field 

experience student or student teacher, not the responsibility of the Office of Student Teaching and Field 

Experience. 
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C. LIABILITY INSURANCE 

Every candidate participating in a professional semester or student teaching must show evidence of having 

current liability insurance, equal to one million dollars, that will be in effect for the duration of the semester 

in which he or she plans to teach in the schools.  This documentation, in most cases a professional 

membership card, must be recorded in the office of the Director of Teacher Education by the current 

semester deadline determined by the Office of Student Teaching and Field Experience. 

 

D. APPLICATION FOR STUDENT TEACHING 

a. Teacher candidates must apply for student teaching ONE YEAR prior to their anticipated student 

teaching semester.  Each semester, a memo of deadlines is sent out, via email, from the Director 

of Teacher Education. This memo indicates the deadline to apply for student teaching.  The 

student teaching application can be accessed online at: https://lockhaven.edu/studentteaching/forms.html 

b. An assignment meeting is held during the latter part of the semester prior to student teaching. At 

that time, details are provided concerning the specifics of the requirements and responsibilities of 

the student teacher. 

 

E. ASSIGNMENT OF STUDENT TEACHERS 

1. Student teachers have two (approximately) equal teaching assignments during the student teaching 

semester. 

2. Assignments are made by the Director of Student Teaching and Field Experience. Students are notified 

of assignments during the semester prior to their student teaching. 

3. Most student teachers are assigned to school districts within a 60-mile radius from Lock Haven 

University. Student teachers provide their own transportation.  It is the student teacher’s responsibility 

to coordinate transportation to and from the student teaching placement.  

4. Lock Haven University has an ongoing effort to place student teachers in multi-cultural settings: 

a. Student teachers may be placed in the Williamsport area city schools. 

b. Student teachers are permitted to do a half-semester of student teaching in selected 

international settings. (Indicate interest in student teaching abroad on your student teaching 

application) 

c. Student teachers may be placed in Alternative Education sites. 

5. Students may not request or arrange their own specific placements.  Placements are approved by Lock 

Haven University Faculty and individual school districts therefore, changes are rarely made after 

student teachers are assigned a placement.  

 

F. PORTFOLIO REQUIREMENTS  

 Senior Portfolio Requirements/Directions 

            Directions for preparing the portfolio for student teachers: 

1. Before you begin preparing your portfolio, read ALL the rubrics for the Senior Portfolio found in 

Livetext so that you will know what is expected of you. 

2. In the “Introduction” provide information about yourself and if you wish a picture of yourself 

(optional).  Include a Letter of Interest, Resume, Philosophy of Education and your Philosophy of 

Classroom Management.   

3. You must include artifacts produced during your field experiences (professional semester/student 

teaching) for each INTASC/SPA Standard.  Match the required artifacts and the program specific 

artifacts to the appropriate INTASC/SPA Standard.  For each of the required INTASC/SPA 

Standards you must have at least two artifacts.  We encourage the use of artifacts that meet multiple 

standards. 

4. Be sure to include the required artifacts common to all education majors: 

a. Two Lesson Plans (one from each student teaching placement) 

b. Work Sample/Unit Plan 

c. Communication & Disposition Form 

d. Student Teaching Competency Form (CT/ST) 

https://lockhaven.edu/studentteaching/forms.html
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e. PDE430 forms 

f. ISTE Technology Standards Completion Form. 

5.  Optional artifacts 

a. University Supervisor’s Observation- two from each placement 

b. Classroom Observations- three from each placement 

c. Journal Reflections/daily/weekly logs 

d. Bulletin Board/learning center/websites 

e. Assessment examples 

f. Multiple Instructional Strategies 

g. Classroom Management and Motivational Strategies 

h. Proof of Membership in Professional Organization 

i. Letters to Parents  

j. Community Involvement  

k. Field Trips 

l. Unit Plan from second student teaching placement  

6.   For each INTASC/SPA Standard you must write a reflection that includes the 

Following: 

➢ A rationale for why you chose your artifacts to demonstrate competence in meeting the 

INTASC/SPA standard and/or ISTE standard. Why did you select that particular artifact?  How 

does that artifact address that INTASC/SPA Standard? 

➢ An analysis of your meeting the INTASC/SPA Standard.  What did you learn? What would you 

change if you had the opportunity? Your plan for achieving further competence in a given 

standard. 

7. In the “Conclusion” comment on your strengths specifically in Knowledge, Skills and Dispositions.  In 

the conclusion, include a plan of action for your future growth in both Knowledge and Skills in relation 

to your specific professional area. 

 

Portfolio Score 

You must score at the proficient level for each element of each rubric of the senior portfolio in order for the 

senior portfolio to be complete.  If you score below the proficient level you must re-submit the portfolio with 

the revisions for that particular element before you will be permitted to graduate. 

 

Portfolio Presentation 

Each student teacher is required to present the electronic portfolio once it is completed.  The presentation can be 

given in a variety of settings (i.e., student teaching school site, on campus, etc.).  The 20-25 minute presentation 

must be reviewed by the university student teacher supervisor.  Another reviewer(s) can be any of the 

following:  cooperating teacher, building principal, other building teachers, or program faculty members.  If you 

select the option of presenting the portfolio on campus, you may also invite an underclassman to serve as a peer 

reviewer.  You are encouraged to have at least one underclassman attend your portfolio presentation 

regardless of the setting (on campus or in-school site).  Each reviewer must use the Senior Portfolio 

Presentation Rubric during the presentation.  All original completed rubrics must be submitted to your program 

coordinator.  Each student teacher is responsible for setting up the actual presentation (contacting and 

confirming each reviewer, notifying everyone of location/time of presentation, making sure the room has the 

necessary technology available, having rubrics available, etc.) 

 

G. PREPARING FOR THE FIRST DAY 

1. Prior to beginning the student teaching assignment, the student teacher arranges an introductory 

meeting with the cooperating teacher. During this visit, the teacher candidate presents the cooperating 

teacher with a copy of the Student Teacher Biographical Sketch Form (see Appendix). A copy is also 

given to the university supervisor.  Review the Checklist for Student Teaching (see Appendix) for 

information to review during this initial meeting.  
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2. The student teacher's starting day and time will be confirmed with the cooperating teacher. Both parties 

will have copies of the University's Student Teaching Calendar. 

3. At the beginning of the assignment, the student teacher reports to the main office  

on the designated day and signs in, following school procedures, and proceeds to meet with the 

cooperating teacher.  It is the student teacher’s responsibility to present his/her clearances to the school 

upon beginning a student teaching placement.  The Office of Student Teaching and Field Experience is 

not responsible for presenting clearances to school sites.  

4. Student teachers do not teach on the first day, although they may assist with activities as directed by the 

cooperating teacher. Actual teaching of some small groups and/or classes generally begins the second 

through fifth days, as the cooperating teacher feels is best. 

 

H. ATTENDANCE 

 

1. The student teacher follows the school district calendar (not Lock Haven University’s) for holidays, 

vacations, etc. and "lives the teacher's day." This includes reporting in the morning when regular 

teachers report and remaining at school until the cooperating teacher's day is finished, and all 

planning and conferencing are finalized. The student teacher will often need to report earlier and/or 

stay later to assist with extended school programs and requirements. Student teaching will have 

priority over all other activities, including employment, varsity sports, and campus activities. 

2. Professional days, including district in-service days, for cooperating teachers are also professional 

days for teacher candidates.  The student teacher will attend all faculty meetings, in-service days, 

parent nights, etc.  Attendance at athletic events, dances, etc. is not required by strongly encouraged 

when appropriate.  

3. Student teachers are not to ask cooperating teachers for permission to be absent. On the rare 

occasion an absence is necessary, the request is to be initiated by contacting the University 

Supervisor.  

4. Illnesses and emergencies are to be reported directly to the University Supervisor and to the 

cooperating teacher. Make up days and requests for time for job interviews are arranged with the 

supervisor and cooperating teacher. 

5. Student teaching is performance-based and poor attendance and/or tardiness alone is reason for 

receiving a failing grade or removal from placement. 

6. Student teachers are required to attend practicum each Tuesday at 3:30 pm. Cooperating teachers are 

requested to release teacher candidates at a reasonable time on the designated Practicum day so that 

they can reach their meeting site 15 minutes in advance of the starting time. 

  

 POLICY ON ATTENDANCE AND ABSENCE IN STUDENT TEACHING 

 

The student teaching experience at Lock Haven University requires the completion of a fifteen-week 

semester. Assignments are divided into two approximately equal segments of seven and one-half weeks 

each. A student teacher is expected to be in attendance at all sessions of every school day for the entire 

fifteen weeks, including field trips, professional development programs, parent conferences, etc. 

 

There are no authorized absences. Serious illness, death in one's family, interviews, conferences and 

emergencies are the only acceptable reasons for non-attendance. No cooperating teacher has the 

authority to excuse a student teacher, except in the case of illness or extreme emergency. In all cases, the 

University Supervisor should be notified as soon as possible. 

 

A student teacher is charged with the responsibility of notifying both cooperating teacher and supervisor 

of impending absences as soon as possible. The student teacher will, in case of illness, call the 

cooperating teacher or school first and then call the University supervisor.  Requests for interviews or 

other exceptions must be approved in advance by both cooperating teacher and university supervisor. 
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The supervisor and cooperating teacher are expected to keep a specific record of the date and reason for 

all cases of lateness or absence. 

 

Any absences must be made up during scheduled school or university vacation time, or at the conclusion 

of each assignment.  The student teacher is expected to make up any days of absence, regardless of the 

reasons.  Specifics must be approved in advance by the cooperating teacher and the university 

supervisor.   

 

VARSITY ATHLETICS AND OTHER CAMPUS ACTIVITIES 

 

Your participation in University activities is strongly discouraged if participation requires early 

dismissal from school.  It is highly recommended that varsity athletes plan ahead and do not student 

teach during the semester in which participation in their sport is essential. You are expected to devote 

the greater part of your time and energy to your teaching responsibilities.  If it is necessary to student 

teach during varsity competition or other campus activities, then special arrangements must be 

negotiated with the cooperating teacher. These arrangements must be made in advance and approved by 

the following three individuals: your cooperating teacher, your university supervisor and the Director of 

Student Teaching and Field Experience. 

 

I. WORK LOAD 

 

1.   Students should plan to devote full-time to their student teaching. Some may be able to work up to 

20 hours per week as long as the hours do not conflict with fulfillment of teaching duties. Students 

wishing to work part time during student teaching must complete the Permission to Work or Take a 

Course During Student Teaching form and submit it to the Director of Student Teaching prior to the 

student teaching start date.  

2.   During the student teaching semester, no classes may be taken other than the student 

teaching/practicum credits. When exceptional cases affecting graduation exist, permission to enroll 

must be approved by the faculty advisor and the Director of Student Teaching by completing the 

Permission to Work or Take a Course During Student Teaching form . 

3.   Ordinarily the student teacher's load is increased gradually as competence is demonstrated. As the 

assignment period ends and the student teacher demonstrates competence, then s/he should assume 

one to two weeks of full time teaching and only be assisted by the cooperating teacher. 

 

 

J. ABSENCE OF COOPERATING TEACHER 

 

1. Student teachers are not qualified nor should they be used as substitute teachers. 

2. Student teachers are to be assigned to a certified substitute upon the absence of their cooperating 

teacher. If the absence is extended, then the university supervisor, in consultation with the Director 

of Student Teaching and Field Experience and the building principal, should reassign the student 

teacher to another cooperating teacher. 

 

K. SUBSTITUTE TEACHING BY STUDENT TEACHERS POLICY 

 

The School Code, Article XII, Section 1210 and the Proposed Revision of the School Code, Section 

5110 govern certification and who may assume full teaching responsibility in elementary and secondary 

schools in the Commonwealth. 

 

A substitute teacher must hold a valid Pennsylvania certificate to teach in Pennsylvania public schools. 

Since student teachers normally do not hold valid certificates, their assignments as substitutes violate the 

school code. 
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In the event that one's cooperating teacher is absent, a qualified substitute teacher must be assigned to 

his/her duties.  When a substitute is in the classroom, the Student Teacher should not be given additional 

responsibilities to that which he/she has already assumed at that stage in the student teaching semester.  

 

Student teachers should not be assigned to cover another teacher's classroom schedule--lunch, hall, bus 

or study hall duty. However, they should assist their cooperating teacher with these duties when 

requested to do so. 

 

University policy prohibits the release of the student teacher to accept a teaching position prior to 

successful completion of his/her student teaching. Receiving compensation for student teaching is also 

prohibited. 

  

L. COOPERATING TEACHERS 

 

1.   A student teacher works directly under a cooperating teacher. The degree to which a student teacher 

may select teaching topics, methods, and materials is determined by the cooperating teacher and the 

school district curriculum and program. The university supervisor will show flexibility by 

accommodating any variances between student teaching and practicum assignments, and the school 

curriculum and preset patterns established by the cooperating teacher. 

2.   The student teacher will always teach from a lesson plan approved at least 24 hours in advance by 

the cooperating teacher. The cooperating teacher will also assign and approve units of instruction, 

when appropriate. It is understood that there is great variability across the educational landscape, and 

flexibility will be a key word when planning, teaching, and learning are involved. 

3.   The cooperating teacher serves as the representative of the University in providing a laboratory 

experience for the student teacher. Initiative should be taken by the cooperating teacher to confer 

often with the student teacher. Informal conferring should take place daily and formal conferences, 

reviewing the student's progress toward attainment of competencies should be at least weekly. 

 4. The qualifications of the cooperating teacher include: 

  a.  A minimum of three years teaching experience 

  b.  A B.S. degree (a Master's degree is preferred) 

  c.  Approval of the Director of Student Teaching & Field Experience. 

   

M. UNIVERSITY SUPERVISORS 

1.  The university supervisor will formally observe each student teacher a minimum of two times during 

an assignment period. Each student teacher will be visited a minimum of four times a semester. 

2.   Additional visits may be requested by the student teacher, the cooperating teacher, or the school 

administration. 

3.   Observations of a student teacher ordinarily will include one or more complete teaching sessions. If 

time permits, there should be a conference prior to the teaching and the observation. Following the 

observation, a conference should be held with the student teacher and the cooperating teacher, if all 

parties are available. Minimally, the supervisor should at least confer with the cooperating teacher 

when three-way conferences are not manageable. 

4.   The university supervisor will complete an observation form as a record of each visit. Copies of the 

form will be distributed to the student teacher, the cooperating teacher, and the original will be filed 

with the student teaching records. 

 

N. ASSESSMENT 

 

1.   The fundamental purpose of the observation and follow-up conference should be a collaborative 

effort to reflect on the actions and needs of the student teacher to improve as a teacher. The student 



13 
 

teacher needs to be viewed as a reflective decision-maker who needs professional input on the 

content s/he teaches, how s/he teaches, and strong support in self-evaluation.  

2.   The cooperating teacher will be asked to complete at least two written forms of evaluation. During 

the fourth week of the placement and again near the last week of the placement, the cooperating 

teacher will record the student teachers' progress on the LHU student teacher competency (STC) 

form. The cooperating teacher should share this information with the student teacher and the LHU 

supervisor at the final three-way conference. 

3.   The student teaching program of Lock Haven University assesses the student teacher's performance 

by assigning a letter grade. Both formative and summative assessments are utilized. The cooperating 

teacher provides input and information for the supervisor of the student teacher to consider as part of 

the grading process. Ultimately, the university supervisor makes the final decision regarding the 

"earned" grade of the student teacher. 

 

 

 

 

 

PART III 

GUIDELINES FOR THE STUDENT TEACHING EXPERIENCE 

 

A. GUIDELINES FOR COOPERATING TEACHERS 

1. Review the student teacher’s lesson plans.  By reviewing the plans in advance, the student teacher 

is able to make adjustments to his/her instruction to better meet the needs of the students. Feedback 

on lesson plans can be verbal or written.  Lesson plan feedback may address topics such as: (a) 

encouraging independent, creative thinking in planning, (b) the use of appropriate materials, (c) 

building motivation for learning, and (d) suggesting alternative teaching approaches. 

2. Provide feedback on teaching performance.  On-going feedback is critical to a student teacher’s 

success. Both positive and negative feedback encourage reflection and growth. Cooperating teachers 

should plan to debrief lessons either face-to-face or in writing (ex. A follow-up email) to help the 

student teacher reflect on his or her teaching performance. 

3. Complete the student teacher competency (STC) form.  The STC form is completed by the 

cooperating teacher twice during the placement (at the mid-point and at the end) in order to evaluate 

and give feedback to the student teacher. The STC form is emailed directly to the cooperating 

teacher and the results are sent to the field supervisor.   

4. Facilitate the student teacher’s transition into your school and classroom.  In getting to know 

your student teacher, be sure to inform him or her of district policies and provide access to curricular 

materials and resources.  It is also beneficial to inform your students that another teacher will be 

joining your classroom and set the stage for your student teacher to be treated as an equal 

professional.   

5. Confer with the student teacher. Regularly held conferences guide the student teacher’s successful 

development during the student teaching practicum.  Conferences may involve two or more 

individuals (e.g., cooperating teacher, student teacher, university supervisor, building administrator) 

and may be scheduled or spontaneous. Conferring regularly will help the student teacher develop 

into a reflective practitioner.  

6. Communicate with the university supervisor.  The university supervisor will reach out to you 

during the first week of the placement to introduce himself or herself.  As the placement continues, 

feel free to touch base with the supervisor during site visits as well as through email.  Ensuring that 

all members of the triad (student teacher, cooperating teacher, and supervisor) are well informed of 

the student teacher’s progress will support the student teacher’s professional development.  

7. Provide opportunities for the student teacher to “live and breathe” the life of a teacher. Student 

teachers should attend any meetings with you, be involved in parent communication when 

appropriate, and experience all aspects of day-to-day teaching responsibilities.  Model and explain 
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record keeping systems, grading practices, and use of student data to help prepare student teachers 

for tracking student progress. 

8. Provide support as the student teacher moves into full-time teaching.  By the end of the 

practicum, the student teacher will be expected to experience all aspects of full-time teaching 

responsibilities.  Throughout the experience, the cooperating teacher will be available to provide 

support, suggestions, alternatives, and guidelines.  The student teacher should gradually increase 

assigned tasks until he or she resumes responsibilities for full-time teaching during the final week(s) 

of the placement. 

 

 

B. GUIDELINES FOR STUDENT TEACHERS 

 

Transportation 

It is the responsibility of the student teacher to provide his/her own transportation to and from the 

student teaching placement.  The Office of Student Teaching and Field Experiences does not arrange 

transportation for any field experience, including student teaching.  Some options for transportation 

include: 

▪ Carpool 

▪ Public transportation 

▪ Your own vehicle 

Tips for carpooling: 

▪ Be respectful of the driver and any other passengers.  This includes being ready on time and 

letting them know in advance if you are going to be absent or have a schedule change.  

▪ Contribute towards paying for gas. 

Please note, a student teacher many not transport school students in a vehicle at any time.   

 

Observations 

1. Student teachers are required to observe a minimum of two teachers other than their cooperating 

teacher. Details will be outlined at the first practicum for student teachers. 

2. Student teachers are to observe the cooperating teacher and students in the classroom in which they 

are placed. 

 

Teaching 

1. As directed by the cooperating teacher, student teachers are to begin interacting with students as soon 

as possible. 

2. After an initial observation period of a few days, the student teacher should be expected to plan and 

implement lessons for part of the day. 

3. The student teacher’s responsibilities should increase gradually until about the fifth week when the 

student teacher should be expected to plan and teach the entire day for a week to two weeks. 

4. The student teacher will write lesson plans according to the guidelines of the university supervisor 

and cooperating teacher so that the cooperating teacher is able to approve them 24 hours PRIOR to 

teaching. 

 

Suggested Timeline (for 7.5 week placements) 

 

Weeks 1-2  Familiarize yourself with schedules, routines, names, and curricula.  Observe your cooperating 

teacher, other building teachers, and the students.  Assist with lessons your cooperating teacher 

leads.  Begin implementing routines within the classroom. With guidance from your cooperating 

teacher, plan to teach 1-2 lessons in week 2.  Begin discussing a unit you will teach in weeks 5-7; 

review PA standards and begin planning for instruction.   

Weeks 3-4 With guidance from your cooperating teacher, assume increasingly greater instructional 

responsibilities.  Continue taking the lead on routines (ex. Lining the students up for lunch).  
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Assist with grading, tracking student progress (through formal and informal assessment) and 

writing reports as needed.  

Weeks 5-6 Take the lead in planning, teaching, and assessing. During these weeks, you are the lead teacher 

and your cooperating teacher will assist.  The specifics of what, when, and how much you teach 

will be a collaborative decision between you, your cooperating teacher and your university 

supervisor.  You should begin implementing your unit plan during this time. 

Weeks 7-7.5 The final week in the classroom should consist of you teaching full-time, with the support of 

your cooperating teacher.  During the last half week, you’ll begin to turn teaching responsibilities 

back over to your cooperating teacher in preparation for the end of your placement.   

 

 

Other Student Teacher Responsibilities (Where Applicable) 

1. homeroom 

2. bulletin boards 

3. displays 

4. learning centers 

5. operating educational technology devices 

6. cafeteria duty 

7. study hall duty 

8. bus duty 

9. playground duty 

10. detention duty 

 

Orientation Activities  

 The first few days in any student teaching placement are an orientation period.  Below are some suggested 

activities for the student teacher to do during these initial days to familiarize himself or herself with the 

classroom environment.  

1. Study the characteristics of this age group and be able to apply what is learned as you teach. 

2. Make a diagram or seating chart with room arrangements. 

3. Learn student names.  

4. Discuss an overview of the classroom program and curriculum with the cooperating teacher. 

5. Discuss classroom management, discipline, school policies and rules with the cooperating teacher.  

Review emergency procedures (fire drills, snow days, bomb threats, intruder drills etc.).  

6. Move around the room and observe students as they work. 

7. Discuss unit to be taught during the placement period with the cooperating teacher. 

8. Become familiar with student characteristics, personality and health, as deemed necessary by the 

cooperating teacher. 

9. Tour the school.  Become acquainted with school facilities and support staff:  cafeteria, nurse, office, 

supply, custodian, and guidance office. 

10. Make a point to talk to the building administrator (introduce yourself). 

11. Determine available materials and instructional supplies.  Be sure to check out technology and library 

resources.   
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PART IV 

PROFESSIONALISM 

A. PROFESSIONAL DISPOSITIONS 

Dispositions are the values, commitments, and professional ethics that influence behaviors toward 

students, families, colleagues, and school and local communities.  Dispositions can impact everything 

from student learning and motivation to the teacher’s own professionalism and growth. Lock Haven 

University believes that all candidates in teacher education programs should demonstrate values, 

commitments, and professional ethics that are consistent with the expectations of our area school 

districts and surrounding communities. The following list of nine dispositions and identifying 

observable behaviors are desirable in all Lock Haven University faculty, cooperating teachers and 

preservice teacher candidates. Some of these dispositions have been derived from the dispositions 

identified by the INTASC Standards.  

1. The effective practitioner demonstrates oral communication skills that include: An absence of 

distracting mannerisms, an absence of repetitious words, an ability to speak at appropriate pace, correct 

grammar usage, an ability to enunciate words correctly, an ability to project his/her voice, and 

organization of thought.  

2. The effective practitioner demonstrates written communication skills that include: Organization of 

thought, correct grammar usage, clear and concise writing, and correct mechanics.  

3. The effective practitioner demonstrates collaboration skills that include: Acceptance of constructive 

criticism, an ability to seek feedback, acceptance of equality of the workload, and maintaining 

responsible behavior with borrowed materials.  

4. The effective practitioner demonstrates reflective skills that include: An ability to self-evaluate, a 

willingness to make changes based on self-evaluation, and a willingness to formulate measures for self-

improvement.  

5. The effective practitioner demonstrates preparedness by exhibiting behaviors that include: Arriving at 

class on time/ leaving class at scheduled time, preparing for class, and preparing all needed materials for 

class.  

6. The effective practitioner demonstrates professional commitment by exhibiting behaviors that 

include: Prompt notification of absences, a willingness to make-up work missed due to absence, and a 

willingness to give extra “out of class” time to school-related activities.  

7. The effective practitioner demonstrates a positive attitude by exhibiting behaviors that include: 

Enthusiasm; such as smiling, use of animated language, actively engaging students, a willingness to 

receive other’s ideas and suggestions, using nonconfrontational body language, using body language that 

suggests active listening, and using a nonrebuking tone of voice.  

8. The effective practitioner demonstrates ethical behaviors that include: Non-bias treatment of peers, 

maintenance of appropriate student-faculty relationship, maintenance of personal integrity, and 

respecting laws within the community  

9. The effective practitioner demonstrates a level of independence by exhibiting behaviors that include: 

Developing own ideas, initiative in completing classroom tasks, and a limited need for reassurance.  

10. The effective practitioner demonstrates flexibility by exhibiting behaviors that include: An ability to 

adjust to daily schedule changes, a willingness to modify instruction, an ability to proceed following an 

interruption, an ability to adjust instruction for the unexpected, and an ability to adjust to a changing 

curriculum.  
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B. PROFESSIONAL DRESS AND DECORUM  

Professional personnel working in schools are expected to conform to reasonable standards of dress that 

are appropriate for adults working in a professional capacity. Lock Haven University observers, 

participators, and student teachers are school district guests and must conform to the expectations of 

professional attire being worn in the host school. In all circumstances, be sure that you can reach and 

bend without exposing undergarments, cleavage, midriff or backside.  All Lock Haven University 

students in assigned field placements, including student teaching, should adhere to the following 

guidelines: 

 

Males 

• No earrings or visible body piercings or tattoos 

• No head covering indoors; exceptions will be made for religious purposes 

• No athletic apparel, including shoes; exceptions will be made for Athletic & Physical Education majors 

leading a physical activity. 

• No shorts; exceptions will be made for Athletic & Physical Education majors leading a physical activity. 

• Socks must be worn 

• No denim or leather pants 

• Wear clean, pressed clothing in good repair 

• Clothes should fit properly so that no undergarments are exposed 

• Hair should be clean and styled 

• Be conservative 

 

Females 

• Restrained jewelry; no earrings in places other than the ear; earrings are of reasonable length (no long 

chains or hoops) 

• No visible body piercings or tattoos 

• No head coverings indoors; exceptions will be made for religious purposes 

• No athletic apparel, including shoes; exceptions will be made for Health & Physical Education majors 

leading a physical activity. 

• Hair should be clean and neatly styled 

• No denim or leather pants 

• Clothes should fit properly so that no undergarments or excess cleavage are exposed 

• Clothing should not fit tightly or be of such thin material as to reveal outline of underwear 

• Avoid crop tops and low-rider pants that will reveal back or midriff during normal instructional activity 

• Wear clean, pressed clothing in good repair 

• Restrained makeup 

• Modest skirt length  

• Be conservative 

 

 

If clothing is determined to be unacceptable, the student teacher will be asked to go home and change clothing.  

Any missed days must be made up. 

 

If a district policy is more specific than University policy, then the school policy should be followed. It is 

always best to ask at your specific location about dress code to ensure you are not violating a specific dress code 

policy.  
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In order to support school spirit, exceptions to this policy can be made for special days in the school. Approval 

of the university supervisor is strongly recommended. 

 

C. SOCIAL and DIGITAL MEDIA 

Because school district policies vary, it is important to ask your cooperating teacher about acceptable 

use of personal technology, digital communication, and social media.  For instance, are teachers 

allowed to have their cell phones on their desk for emergency calls or do they need to be silenced and 

stowed out of sight during the school day?  Are teachers permitted to check personal email during the 

school day, such as during planning periods, or are only school district emails permissible? For 

information specific to Lock Haven’s Social Media policy, visit 
http://www.lockhaven.edu/universityrelations/social.html  
 

Below are some general guidelines to follow: 

1. Communicate clearly with adult colleagues, such as your cooperating teacher and university 

supervisor.  This includes phone calls, text messages when appropriate, and prompt response to 

emails. 

2. Avoid texting while on school grounds, except in the case of emergencies.  

3. Do not share your personal cell phone number or email with students or parents. 

4. Do not accept phone calls or text messages from students. 

5. Make your professional email (in the case of student teaching, your Lock Haven email) available to 

communicate with school staff and, if needed, parents. 

6. Do not answer email from students or parents that is not school-related and a part of sanctioned 

educational activities 

7. Do not allow students or parents direct access to your social networks (Twitter, Instagram, Snapchat 

etc.) during or after student teaching. 

8. Do not post pictures or comments of any kind about students, schools, teachers, etc. on social 

networking sites. 

9. Prior to student teaching, edit your social networking pages to remove images or posts related to 

salacious or personally controversial activities.  

10. Be mindful that the web is a public place even if your social networks are private.  Use discretion 

when posting personal information on social media. 

 

D. CONFIDENTIALITY 

Confidentiality is a critical component of working with students in a school setting.  Student teachers are 

often involved in situations where they may be exposed to confidential information.  Student records, 

grades, classroom incidents, and teachers’ lounge talk are all possibly confidential in nature.  Violations of 

confidentiality are considered a breach of professional ethics and cannot be tolerated.  

 

E. RESOLVING CONFLICTS 

Conflict/Concern with Cooperating teacher 

If you have problems or concerns during your placement with your cooperating teacher, a parent, school 

faculty and/or other school staff, contact your University Supervisor first.  While you may have close 

professional relationships with other professors who give you great advice, your University Supervisor 

is the “instructor” for your student teaching “course” and all concerns or confusion about expectations 

should be directed to him/her.   

 

When contacting your University Supervisor about a conflict/concern, specifically explain in writing 

some or all of the issues you are experiencing with your field placement/cooperating teacher.  Be 

specific without being judgmental of the teacher and keep your comments to specific actions or 

instances, not feelings.  Your University Supervisor can provide you with guidance in working through 

the concern, facilitate a discussion with you and the cooperating teacher to address the concern, and/or 

http://www.lockhaven.edu/universityrelations/social.html
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may initiate a Memo of Understanding (MOU) in order to provide you with additional support and 

professional development. 

 

If you cannot get your conflict/concern resolved through your University Supervisor, contact the Office 

of Student Teaching and Field Experiences Director, Dr. Amy Long (ael01@lockhaven.edu).  You will be 

asked to provide documentation of all previous discussions and attempts to resolve the problem with the 

cooperating teacher or through the University Supervisor. 

 

Conflict/Concern with University Supervisor  

If you have problems with your University Supervisor, please follow the conflict resolution steps below. 

 

1. First talk with your University Supervisor (before contacting anyone else).  Be sure to express 

your concern by stating your understanding and seeking clarification of expectations by asking 

questions. 

 

2. If talking with the University Supervisor does not resolve the issue, put your concerns in writing 

(email is fine) and send them to the Office of Student Teaching and Field Experience Director, Dr. 

Amy Long (ael01@lockhaven.edu). The Director will work with the appropriate people, which 

could include the Director of Teacher Education, Dean, Department Chair, University Supervisor, 

cooperating teacher and/or school district representative to understand the problem from different 

perspectives.  The Director will need to meet with the student teacher and a Memo of 

Understanding (MOU) will be created to outline the steps involved in working towards a solution.  

The MOU will involve any necessary stakeholders, and it could include professional 

development, reflective assignments, or additional actions. 

 

3. If the Director of Student Teaching and Field Experience cannot resolve your concerns, contact the 

Director of Teacher Education, Dr. Denise Tyson (dtyson@lockhaven.edu). 

 

4. If the Director of Teacher Education cannot resolve the issue, contact the College Liberal Arts and 

Education Dean, Dr. Kyoko Amano (contact her secretary, Mrs. Tammie Allen at 

tallen@lockhaven.edu).  

 

  

mailto:fieldexperiences@ship.edu
mailto:ael01@lockhaven.edu
mailto:dtyson@lockhaven.edu
mailto:tallen@lockhaven.edu
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PART V 

LIVETEXT 

 

 

LiveText is a web-based software currently used by more than 275 universities and 

100,000 teacher candidates across the United States.  LiveText was designed to be  

as flexible as possible.  The product offers many opportunities for technology integration and provides many 

benefits for both students and faculty.  LiveText is a (n) 

 

▪ On-line organizer for teacher candidates 

▪ A communication feedback or mentoring tool for teacher candidates and 

associated faculty. 

▪ A tool that provides candidates with an opportunity to learn how to integrate  

technology into future instruction. 

▪ An opportunity for candidates to practice integrating state learning standards 

 into daily curriculum. 

▪ A tool that allows faculty and students to share course information electronically. 

 

Lock Haven University adopted LiveText in 2003 in order to provide candidates in the  

teacher education program with an electronic means to collect evidence of teaching 

effectiveness that can be compiled and shared in a digital portfolio.  Candidates using 

LiveText can also: 

 

▪ Create lesson plans and projects 

▪ Use templates created by LiveText or the University 

▪ Access academic standards 

▪ Link assignments and projects to their portfolios 

▪ Share documents with instructors for grading 

▪ View rubric assessments and comments posted by instructors 

▪ Form groups in LiveText 
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PART VI 

TEACHER CERTIFICATION PROCESS 

 

Following the completion of Lock Haven University’s teacher education program, candidates may apply to 

become certified to teach in Pennsylvania. 

In order to teach in a Pennsylvania public school, candidates must apply for a Pennsylvania Teacher Certificate 

through the PA Department of Education (PDE).  It is strongly recommended that program completers apply, 

although they may not be planning to seek a position immediately or they may be planning to work in another 

state.  In current practice, if a person applies for PA certification sometime in the future, that person must meet 

the requirements in effect at that time.  New requirements could mean additional coursework, testing, and/or 

higher test scores to qualify for a certificate.   

The Pennsylvania Department of Education (PDE) uses an online application process for teacher certification:  

Teacher Information Management System or TIMS.    

To complete the TIMS application, go to www.education.pa.gov  , establish a PDE Login, complete the 

application, pay the required fee and submit the application electronically.  For assistance completing the TIMS 

application, you can find an abbreviated guide HERE or a detailed guide on the PDE website.  

After all requirements and obligations at Lock Haven University have been met – including program 

completion, appropriate GPA, and degree conferral – the Certification Officer will verify through the TIMS 

website that you met all PDE requirements and will recommend that your application be processed by PDE. 

PDE will verify Praxis / PECT test scores when reviewing the applications on TIMS.  If you were exempt from 

taking the Basic Skills tests due to SAT/ACT scores or Post-Baccalaureate status, Lock Haven University’s 

Certification Officer will provide the SAT/ACT scores/Post-Baccalaureate information to PDE when submitting 

your recommendation to PDE.   

Once your PDE application has been fully approved, you will be able to print your certificate from TIMS.  No 

paper copies will be mailed to you.  Schools and educational institutions from whom you are seeking 

employment will then be able to log into TIMS to verify your certification credentials. 

Your certification is your responsibility!  Keep record of all test scores (Praxis and/or PECT), courses, credits, 

and in-service certificates, etc.  LHU does not keep copies. 

Lock Haven University staff and the Pennsylvania Department of Education will process your application as 

quickly as possible.  You can expedite the process by completing the application form accurately and 

completely. 

Any questions regarding certification should be addressed to Ms. Tammie Allen, Certification Officer at 

tallen@lockhaven.edu or 570-484-2137. 

 
  

 

  

http://www.education.pa.gov/
http://www.lockhaven.edu/studentteaching/forms.html#tab-5
mailto:tallen@lockhaven.edu


22 
 

PART VII 

APPENDICES 

 

The following documents should be used during your student teaching semester to ensure you have a successful 

experience!  Most of these documents are also available individually on the LHU Student Teaching website.  

 

 

 *The checklist on page 24 was used with permission from and created by Candace Claar, Director of 

Partnerships, Professional Experiences, and Outreach at Shippensburg University, a fellow PASSHE 

University.   

 

Links to Additional Forms: 

 

Change of Address Form 

 

PDE 430 Form 

 

Permission to Work or Take a Course During Student Teaching Form 

 

 

 

  

http://www.lockhaven.edu/studentteaching/documents/AddPhoneChange.pdf
http://www.lockhaven.edu/studentteaching/documents/PDE430.pdf
http://www.lockhaven.edu/studentteaching/documents/Permission%20to%20Work%20or%20Take%20Course.pdf
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Student Teacher:  This form should be presented to the cooperating teacher and university supervisor at your first meeting. 

Lock Haven University 

Student Teacher Biographical Sketch 

 
This will introduce (Ms./Mrs./Mr.) ________________________________________________________________ 

 

who will be student teaching in your school during the 20__-20__ school year. 

 

 

Name ___________________________________________________________________________________________ 

 

Home Address   _________________________________________________________________________________ 

 

  _____________________________________ Home Phone _________________________________ 

 

Student Teaching Address __________________________________________________________________________ 

    

 

Email Address: ________________________________________ Cell Phone _________________________________ 

 

Major Certification Field (s) ________________________________________________________________________ 

 

Anticipated Graduation Date ____________________ 

 

 

University Courses to be Completed ______________________________________________________________________________ 

 

Prior Experience with Learners __________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

Other Work Experiences________________________________________________________________________________________ 

 

 

College Extra-curricular Activities _______________________________________________________________________________ 

 

 

Travel Experiences ____________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

Skills, Talents, Interests: 

_____ Musical Instrument   _____ Photography  _____ Debate 

_____ Singing    _____ Athletics (specify)  _____ Drama 

_____ Arts and Crafts   _____ Writing   _____ Dance 

_____ Sewing    _____ Cooking   _____ Other 

 

 

 

 

Signature of Student Teacher                                                                             Date 
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Checklist for Student Teachers 

 
Time Teachers Enter and Leave 

_____  AM 
_____  PM 
 
Cooperating teacher’s Supervisory Duties 

_____ Recess  
_____ Restrooms  
_____ Halls  
_____ Assemblies  
_____ Study halls  
_____ Cafeteria duties  
_____ Buses  
_____ Before/after school supervision  
_____ Other duties 
 
Homeroom Procedures 

_____ Attendance  
_____ Daily announcements  
_____ Opening exercises  
 
Scheduling Considerations 

_____ Schedule for special classes  
_____ Speech  
_____ Music lessons  
_____ Resource room  
_____ Tutors  
_____ Itinerants 
_____ Instructional aids 
 
Classroom Forms and Records  

_____ Attendance  
_____ Excuse notes  
_____ Lunch count forms  
_____ Hall pass forms/lavatory passes  
_____ Health pass forms  
_____ Grading forms and system  
_____ Report forms and report cards  
_____ Discipline forms  
_____ Behavior tracking sheet 
_____ Positive behavior support forms 
_____ Health records  
_____ Permanent record forms  
_____ SAP 
_____ IEP 
_____ Concussion forms 
_____ Other special forms 
 
Student Information 

_____ Names  
_____ Ability levels  
_____ Methods for grouping and flexibility of the groups  
_____ Special seating arrangements  
_____ Special health and physical needs of students  

(Consult District Confidentiality Policy) 
_____ Appropriate home and family information (Consult  

District Confidentiality Policy) 
_____ Procedures for involving school counselors, social  

workers, and/or parents in helping students 
_____  Any special physical needs of students (allergies,  

etc.) 
_____ Any accommodations & modifications of students 
 
Classroom, Laboratory Procedures & Facilities 

_____ Method used to take and record attendance  
_____ Methods used to take and record lunch count  
_____ Procedure to send and receive messages  
_____ System used to dismiss students to other classes,  

recess, lunch, and fire drills  
_____ Method used to distribute, collect & store  

materials  
_____ Procedures for students who finish class work  

early  
_____ Procedure to close the school day 
_____ Become familiar with the physical facilities of the  

school 
 
General Supplies 

_____ Procedure to requisition supplies  
_____ Location of supplies  
_____ Supplies with free access and those which  

require special permission 
 
Curriculum, Instruction, and Materials 

_____ Review the course of study & units for semester 
_____ Review the curriculum maps 
_____ Obtain textbooks and reference materials 
_____ Learn the location of these materials  
_____ Learn which materials the students supply  
_____ Learn the materials the student teacher will need  

to supply 
 
Library/Media Center 

_____ Review checkout and return procedures  
_____ Identify the location of card catalogue, special  

reference materials, videos, computer software,  
and curriculum materials 

_____ Become familiar with the available professional  
journals and publications 

 
Other Equipment/Technology 

_____ Procedures for duplicating and/or reproducing  
materials using the photocopier  

_____ Ask how do I use the Smartboard 
_____ Ask about process to use the laminator machine 
_____ Ask about any other classroom technology 
 
Keep the University Supervisor Informed 

_____ Provide school and classroom schedules   
_____ Share whatever paperwork the University  

Supervisor needs about the school (e.g., school 
rules, regulations, policies) 

_____ Communicate regularly 
_____ Communicate with any concerns or questions 

 
Keep a list of questions as situations occur so that you can discuss them with the cooperating teacher and University 

Supervisor. 
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Student Teaching Handbook Verification 

I, ____________________________ (print name), verify that I have read 

the Lock Haven University student teaching handbook.  I understand that I 

am obligated to follow the policies, procedures, and expectations outlined 

in the handbook during my student teaching semester.  I understand that 

by violating a guideline in the handbook, my student teaching grade may be 

penalized or I may be removed from student teaching.   

 

_______________________________             ________________________ 

  Signature      Date 

*Please return this form at the student teaching placement meeting.* 

 


	Males
	Females

