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Student Teaching Policies and Procedures 

 

Absence / Attendance  

The Student Teaching program at the University of Scranton requires the completion of a twelve-week 

placement in a local school. Student teachers are expected to be in attendance all day, every day during 

their assignment. Student teachers do not have a specified number of sick days or personal days, and 

there are no excused absences for student teachers. They are to follow the school district calendar and 

the cooperating teacher’s daily schedule. Arrival and departure times are to mirror those required of the 

cooperating teacher by the school district. In addition, student teachers also must attend weekly 

professional seminar meetings with their university supervisor. These professional seminars are 

scheduled on campus at times determined by the supervisor; seminar meetings are scheduled after the 

school day and will not require early departure from the assigned school. 

Although daily attendance is expected, serious illness, death within the immediate family, and 

attendance at job interviews might warrant an absence. In the event of such an unusual circumstance, 

the student teacher must notify both the cooperating teacher and the university supervisor as soon as 

possible. Prior approval of absences related to interviews or professional activities must be secured from 

the university supervisor.  

The student teacher shall have plans and materials for any assigned lessons delivered to the cooperating 

teacher prior to the beginning of the school day on which the absence is to occur.  

Absences in excess of three days may result in the extension of the student teaching experience or 

removal of the candidate from his/her assignment. Tardiness will not be tolerated. Unexpected or 

unreported absences reflect inappropriate professional conduct and have serious consequences, which 

may include a low grade in Professional Growth, disciplinary action related to Education Department 

Dispositions, and/or recommendation to TEC for dismissal from the program. 

Calendar 

During the student teaching placement, candidates will follow the school district calendar to determine 

days of attendance, early dismissals, or late starts. The calendars of many school districts do not 

correspond to the Un
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breach of professional ethics, which may lead to your dismissal from the school and even the program. 
When in doubt about an issue, consult with your co-operating teacher and/or your university supervisor. 
 

Student Dispositions 

Student dispositions are monitored by examination of professional behaviors. The professional 

behaviors necessary for entry to the teaching profession will be monitored by all of your instructors and 

addressed if a deficiency is noted. For example, such behaviors include acting responsibly and being 

dependable through active and positive class participation and completing work on time and in a 

professional manner. Twice a year, the Education Department faculty engages in a frank and 

confidential discussion of the progress of education students. This semi-annual review is an attempt to 

assist students in positive professional growth, and it is at this time that the informal evaluations of non-

academic criteria are made formal. The conduct discussed by the faculty is conduct that is critical to the 

professional development of students who hope to successfully enter the teaching program. For 

example, professional conduct that faculty will consider is reflected in the following:  

¶ recognizes and practices proper professional behaviors, including punctuality and dependability  

¶ demonstrates concern for appearance and professional dress  

¶ has a positive attitude toward learning and demonstrates a willingness to try new methods and 

technologies  

¶ deals ethically with colleagues, supervisors, students and families  

¶ accepts and considers feedback from others  

¶ reacts with sensitivity to the needs and feelings of others  

¶ believes that all students can learn  

¶ facilitates the social acceptance of persons by encouraging positive relationships and shows concern 

for peers and students 

¶ shows an appreciation for diversity in backgrounds, experiences and abilities.  

A first negative assessment occurs when at least two faculty/professional staff members concurrently 

report concern in any professional conduct areas listed under dispositions at the semi-annual review or 

when at least two faculty/professional staff members report concern in any professional conduct areas 

listed under dispositions at the semi-annual reviews during two consecutive semesters. The 

Undergraduate Programs Director will be the person to contact the student and request that the 

student meet with the Director. The student is expected to arrange a meeting with the Undergraduate 



5 
 

At the meeting with the Undergraduate Program Director, the student will be provided with a template 

for developing their plan of action. The template will provide an outline of the five components that 

should be included in the plan, a sample student action plan, the Pennsylvania Department of Education 

(PDE) Code of Professional Practice and Conduct for Educators, and a copy of Appendix C from the 

Undergraduate Student Handbook (The Evaluation of Student Dispositions). The student must sign the 

plan of action. A copy of the plan will be placed in the student’s file in the Undergraduate Program 
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¶ They help maintain direction in the event of interruptions or emergencies 

¶ They make objectives visible 

¶ They provide freedom and flexibility while teaching by providing a solid framework for material 

to be covered 

¶ They help to prevent issues that may arise due to lack of preparation 

In order to gain the full value of the cooperating teacher’s knowledge and experience, the student 

teacher is expected to discuss his or her plans with the cooperating teacher prior to teaching the lesson. 

Each plan, along with supporting materials, must be reviewed and approved by the cooperating teacher 

in advance of the scheduled lesson. These plans should be discussed well enough in advance for the 

student teacher to gain the full value of the cooperating teacher’s knowledge and experience. Lesson 

plans will be submitted at least three (3) days in advance of teaching the lesson to give the cooperating 

teacher the opportunity to provide feedback. 
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¶ Self-evaluations 

¶ Systematic observations of classroom students 

¶ Student teaching journal 

Final submission after completion of the student teaching experience includes the following: 

¶ Final cooperating teacher evaluation 

¶ Final self-evaluation 

¶ Final systematic observations of classroom students 

¶ Student teaching journal 

Failure to submit records and designated items as scheduled will adversely affect your final student 

teaching grade(s). 

Professionalism 

Student teachers are considered professional educators under Chapter 235: Code of Professional 

Practice and Conduct for Educators in Pennsylvania. Excerpts of Chapter 235 are provided below; the 

complete Code of Conduct can be found at 

http://www.pacode.com/secure/data/022/chapter235/chap235toc.html  

§ 235.4. Practices. 

 (a)  Professional practices are behaviors and attitudes that are based on a set of values that the 

professional education community believes and accepts. These values are evidenced by the professional 

educator’s conduct toward students and colleagues, and the educator’s employer and community. 

When teacher candidates become professional educators in this Commonwealth, they are expected to 

abide by this section.  

 (b)  Professional educators are expected to abide by the following:  

   (1)  Professional educators shall abide by the Public School Code of 1949 (24 P. S. § §  1-101—27-

2702), other school laws of the Commonwealth, sections 1201(a)(1), (2) and (4) and (b)(1), (2) and (4) of 

the Public Employee Relations Act (43 P. S. § §  1101.1201(a)(1), (2) and (4) and (b)(1), (2) and (4)) and 

this chapter.  

   (2)  Professional educators shall be prepared, and legally certified, in their areas of assignment. 

Educators may not be assigned or willingly accept assignments they are not certified to fulfill. Educators 

may be assigned to or accept assignments outside their certification area on a temporary, short-term, 

emergency basis. Examples: a teacher certified in English filling in a class period for a physical education 

teacher who has that day become ill; a substitute teacher certified in elementary education employed as 

a librarian for several days until the district can locate and employ a permanent substitute teacher 

certified in library science.  

   (3)  Professional educators shall maintain high levels of competence throughout their careers.  

   (4)  Professional educators shall exhibit consistent and equitable treatment of students, fellow 

http://www.pacode.com/secure/data/022/chapter235/chap235toc.html
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socioeconomic status, disabling condition or vocational interest. This list of bases or discrimination is not 

all-inclusive.  

   (5)  Professional educators shall accept the value of diversity in educational practice. Diversity requires 

educators to have a range of methodologies and to request the necessary tools for effective teaching 

and learning.  

   (6)  Professional educators shall impart to their students principles of good citizenship and societal 

responsibility.  

   (7)  Professional educators shall exhibit acceptable and professional language and communication 

skills. Their verbal and written communications with parents, students and staff shall reflect sensitivity 

to the fundamental human rights of dignity, privacy and respect.  

   (8)  Professional educators shall be open-
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   (1)  Knowingly and intentionally distort or misrepresent evaluations of students.  

   (2)  Knowingly and intentionally misrepresent subject matter or curriculum.  

   (3)  Sexually harass or engage in sexual relationships with students.  

   (4)  Knowingly and intentionally withhold evidence from the proper authorities about violations of the 

legal obligations as defined within this section. 

§ 235.11. Professional relationships. 

 The professional educator may not:  

   (1)  Knowingly and intentionally deny or impede a colleague in the exercise or enjoyment of a 

professional right or privilege in being an educator.  

   (2)  Knowingly and intentionally distort evaluations of colleagues.  

   (3)  Sexually harass a fellow employee.  

   (4)  Use coercive means or promise special treatment to influence professional decisions of colleagues.  

   (5)  Threaten, coerce or discriminate against a colleague who in good faith reports or discloses to a 

governing agency actual or suspected violations of law, agency regulations or standards. 

 

Self-Evaluation 

Student teachers will conduct at least four (4) self-assessments addressing Planning and Evaluation, 

Classroom/Individualized Instruction, Classroom Management, and Professional Growth and 

Development. Assessments should be conducted at the third, sixth, ninth, and twelfth week of each 

assignment. 

¶ The first three self-evaluations will use the Advancement Toward Outcomes form.  

¶ The fourth and final self-assessment will be a two-page typed paper to be completed at the 

conclusion of the student teaching experience, reflecting upon the entire student teaching 

experience while still focusing on the same four areas. 

Community-Based Learning (if applicable to your program of study)  

Undergraduate student teachers may be required to perform community-based learning hours to 

fulfill 40 hours of the required CBL for graduation (please consult with the Undergraduate Student 

Handbook or the Chair of the Education Department). These hours are to be approved by the University 

Supervisor and submitted to the Dean’s Office.  Service hours are defined as a structured learning 

experience which combines community service with academic preparation and reflection. Therefore, 

the service hours completed by a student teacher should be above and beyond the scope of normal 

teaching and non-teaching duties. After-school tutoring would be considered service learning, for 

example, while lunch duty would not.  

Strike or Work Stoppage by a Cooperating Teacher 

Student teachers are forbidden from participating in any activities within a school district during a strike 

or work stoppage. The student teacher should contact his/her university supervisor for instructions as 

soon as such an event occurs. Student teachers are not to report to the schools during a strike or work 
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stoppage by teachers. Student teachers shall not participate as substitute teachers and they shall not 

participate in picket lines or similar activities. 

If the strike or work stoppage lasts more than three days, the Director of Field Experience will pursue 

placements for student teachers within another school district. Every effort will be made not to 

inconvenience the student teachers or the university supervisors. The time lost due to a strike or work 

stoppage will not have to be made up by the student teachers. 

Substitute Teaching 

Student teachers are not certified to teach in the state of Pennsylvania and are therefore not to serve as 

substitute teachers.  

Systematic Observations 

At the beginning of their classroom experience, student teachers are required to systematically observe, 

document, and report on five (5) students. A varied cross-section of pupils should be chosen as subjects, 

with real names not used for reasons of confidentiality. Each of the five descriptive paragraphs should 

include information regarding the physical, social, emotional, and cognitive development of the child. A 

second paragraph on each student will be written and submitted at the end of student teaching, noting 

any changes observed. Thus, a total of ten (10) observational reports are to be completed. Paragraphs 

will be submitted to the university supervisor according to the schedule given at the weekly seminar. 

Termination of Student Teaching (adapted from Mansfield University Teacher Education Field Experience Handbook, 2012, and 

Kutztown University of Pennsylvania Student Teaching Handbook, 2004) 

Though rare, occasionally a student teaching assignment will be terminated by either the student or the 

university. 

Voluntary Student Withdrawal / Dropping Student Teaching 

The decision to withdraw from student teaching is a major decision with severe consequences. Without 

student teaching, one cannot complete an education degree or attain Pennsylvania certification. Such a 

decision should not be made quickly or lightly. 

¶ Student teaching is comprised of a series of University courses and as such, it follows the same 

drop dates as other University coursework.  

¶ Students should discuss in person the decision to drop student teaching with the university 
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An unscheduled removal is a very serious matter and a student may be asked to leave (or not return to) 

a student teaching assignment
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Defining Roles 

Student Teaching Roles and Responsibilities Chart 
University of Scranton 

Individual 
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end of the experience, using given 
University-designed forms 

¶ Works closely with the university 
supervisor 

¶ 
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Role of the Student Teacher 

The student teacher is a representative of The University of Scranton and a guest in the host school. The 

student teacher, entering a professional situation, is expected to display a professional manner and is 

responsible for developing a positive working relationship within the assigned school setting. 

Confidentiality is an important component of being in the classroom and of maintaining positive 

relationships with administrators, faculty, staff, students, and parents. This includes maintaining privacy 

regarding children’s personally-identifiable information, academic records, and class lists (including 

names, addresses, phone numbers, birthdates, and any other information pertaining to students). 

Each student teacher is assigned to work with a cooperating teacher, an experienced teacher in his or 

her assigned grade/subject area. During the student teaching experience, the pre-service teacher will be 

both teacher and learner. No one is more important in helping the student teacher fill both of these 

roles than the cooperating teacher. The cooperating teacher can be a friend as well as mentor, 

counselor, and guide. Although the cooperating teacher is there to aid the student teacher, he or she 

has one overriding concern – the welfare of the students. 

Student teachers are bound by all the rules and requirements that apply to the full-time faculty at the 

assigned school. They should learn those rules and requirements and feel free to ask the cooperating 

teacher for guidance when questions arise. The student teacher, developing a positive working 

relationship within the school setting, should always confer with the cooperating teacher or university 

supervisor prior to taking any action. 
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¶ Maintain a receptive attitude toward your cooperating teachers. They have volunteered to 

share their knowledge and experience with you as their contribution to the profession. They are 

your immediate supervisors in all school activities, so follow their instruction and advice. 

¶ Student teachers are expected to partake in the responsibilities and obligations, curricular and 

auxiliary, of their cooperating teachers. Obtain a copy of the teacher policy manual for your 

school, and study it thoroughly. You are expected to follow those 
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¶ Make copies of the class roster, daily schedule, and school policies and rules for your student 

teacher. 

¶ Provide a desk or table to serve as a work space. 

¶ Acquaint your student teacher with important individuals within your school, as well as the site 

and its facilities. 

¶ Introduce the student teacher to your classes as a member of the teaching team. 
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Role of the University Supervisor 
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Dealing with Concerns 

On occasion, cooperating teachers (or university supervisors) may have concerns about a University of 

Scranton student teacher. These concerns may vary but could include: 

¶ General unreadiness to student teach 

¶ Unreported or frequent absences 

¶ Unprofessional behavior 

¶ Poor quality of work 

¶ Problems with relationships (students, colleagues, administrators, others) 

With even a slight concern, it is better for both the student teacher and the University to know of 

concerns early. We suggest you try the following: 

¶ Discuss your concern with the student and allow a couple of days for response; 

¶ If you are not satisfied with the response, contact the university supervisor who will 

immediately make an appointment for a three-way conference with you and the student 

teacher. You may agree to withdraw the student teacher at this point or agree to implement a 

performance improvement plan including expectations, a timeline, and method for evaluation 

of progress; 

¶ If you have a concern about a university supervisor (e.g., not scheduling and meeting with you 

or not supervising the student teacher) call the Director of Field Placement at 570-941-7421. 

Behaviors the Cooperating Teacher Should Document 

When there is a concern about a student teacher and the problem persists, it is important to maintain 

records that describe the behavior and document when it occurs. Behaviors that should be documented 

include but are not limited to: 

¶ Late arrival / early departure 

¶ Not planning / preparing for assigned responsibilities 

¶ Failure to submit plans as directed 

¶ Inappropriate dress 

¶ Lack of initiative 

¶ Lack of cooperating with the established program goals
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Suggested Time Table 

The following time table is only a guide. Details will vary with the context and district policy. The student 

teacher, cooperating teacher, and university supervisor should work together to come to an agreement 

regarding a schedule and work plan that is most appropriate for the individual situation. 

Week 1-2 Observations and lessons begin 

¶ Get to know names, schedules, 
curriculum 

¶ Observe cooperating teacher and other 
building teachers 

¶ Assist with activities as the CT leads 

¶ Assist with non-teaching activities  

¶ With CT’s guidance, plan to teach several 
lessons by week 2 

Week 3-4 25% - 50% of all duties carried out 

Week 5-6 60% - 80% of all duties carried out 

¶ Videotape a lesson per edTPA 
requirements;  

¶ Take the lead in planning, teaching, and 
assessing 

Week 7-8 Full-time teaching 
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Forms and Appendices 
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Required Improvement:  The following are minimum requirements of STUDENT’s student teaching that 

he must improve to the meet the requirement.  These areas are essential functions, and STUDENT must 

meet these standards. 

1. STUDENT will adhere to the teachers’ hours of the school without variance, as required by the 

Student Teaching Handbook. 

 

2. STUDENT will follow directions for lesson planning as outlined in the Student Teaching 

Handbook. Specifically, “the student teacher is expected to discuss his or her plans with the co-

operating teacher prior to teaching the lesson. Each plan, along with supporting materials, 

must be reviewed and approved by the co-operating teacher in advance of the scheduled 

class. This must be documented with the co-operating teacher’s signature and date. These 

plans should be discussed well enough in advance for the student teacher to gain the full value 

of the co-
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University of Scranton 
Student Teacher Emergency Data Form 

To be completed by the student teacher and submitted to the Field Office for distribution to the placement site 

Student Name: 

Local Address: 

City: State: Zip Code: 

Phone [C]: Phone [H]: Phone [W]: 

Host School: 

Cooperating Teacher Room Number: 

Emergency Contact Information - List primary and secondary persons to be contacted in the event of an 
emergency. The primary contact should be a close relative or spouse. Please include a local contact. 

Primary Contact Information – Close Relative or Spouse 

Name: Relationship: 

Address: 

City: State: Zip Code: 

Phone [C]: Phone [H]: Phone[W]: 

Secondary Contact Information – Local (if primary contact is not local) 

Name: Relationship: 

Address: 

City: State: Zip Code: 

Phone [C]: Phone [H]: Phone [W]: 

Emergency Contact Permission 
Check One 
_____ Representatives from the placement site and/or the University of Scranton may contact the persons 
listed above on my behalf in the case of an emergency. 
_____ I do not give permission for anyone to be contacted on my behalf in the case of an emergency.  
 
________________________________________Signature     ________________________Date 

Optional Disclosure of Medical Information 
List below any medical conditions, allergies, and/or medications the placement site should be aware of to help 
ensure your safety during your placement and/or to provide to medical personnel in case of a medical 
emergency. By completing this section you are agreeing to release this information to the placement site and to 
the University of Scranton. 

[Enter medical information here] 
 
 
 
 

To the host school: 
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