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Section I:  General Information

INTRODUCTION
Student teaching is one of the most informative, challenging, and rewarding experiences in your professional development as a teacher, one that will provide you with many opportunities to refine your skills.  All of us at UT and your cooperating teachers in the schools are committed to helping you become as fine a teacher as your capabilities and dedication allow.  

One of the first ways you can help insure a satisfactory experience for yourself is to read this handbook carefully and follow the advice given.  The information in this handbook may directly affect the success of your student teaching experience, so please be sure you are familiar with its contents.

RESPONSIBILITIES
Everyone involved in the student teaching program--you, your cooperating teacher, your university facilitator--has well-defined responsibilities. We want to do everything we can to make certain that these expectations are met so that everyone enjoys a positive experience.  If you have concerns about your student teaching experience, you should make them known to your cooperating teacher and your university facilitator.  You should also contact Dr. Sharon H. Evans, Director of Field Experiences, SZB 294 at 471-1511 if you have concerns that may require additional assistance from the Field Experience Office.  Of course, all of your concerns will be kept confidential.

The teachers and mentors associated with student teaching are highly professional and competent.  But unforeseen problems may arise from time to time, and it is important that you let someone know about your concerns so that they can be dealt with right away. Do not wait until the end of the semester to seek assistance with a lingering problem or misunderstanding.
Responsibilities of Student Teacher
1. Meet the principal and assistant principal and become familiar with the school climate and culture.

2. Know and follow the rules, regulations, and policies of the school. This includes the use of any confidential information you may obtain through student records, conversations, etc. Uphold school safety standards and understand school emergency response procedures.

3. Maintain an ethical and professional attitude toward all members of the school community.  In part, this means holding in confidence your personal opinions about people with whom you interact (students, teachers, staff, parents, and administrators). Read and sign an agreement to abide by the Texas Administrative Code 247, Educators Code of Ethics (http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=4&ti=19&pt=7&ch=247&rl=Y). Also included at the end of this handbook.

4. Recognize and accept that the cooperating teacher has the ultimate responsibility for what you may or may not do in the classroom. 

5. Make yourself available for regular planning and feedback sessions with your cooperating teacher and university facilitator.

6. Make adequate lesson plans in advance of teaching assignments and share copies with the cooperating teacher and university facilitator. Make revisions as recommended by your cooperating teacher, and obtain final approval prior to lesson implementation.

7. Attend all required student teaching and related seminars.

8. Dress in a professional manner.

9. Assess your growth as a teacher throughout the semester.
10. Register to use the online Education Career Services system (CSO) to upload your résumé, create cover letters, as well as to search and apply for jobs and internships (http://epc.edb.utexas.edu/education/edServices/career/students/login/).

11. Integrate technology-learning tools to enhance instruction and learning, and to support your own pre-professional growth.
12. Demonstrate professionalism through punctuality and accurate, courteous communication.

Responsibilities of Cooperating Teacher
1. In all interactions, treat the student teacher as a professional

2. Introduce the student teacher to the class on the first day of attendance.

3. Acquaint the student teacher with materials and resources available in the school on the first day or soon thereafter.

4. Require lesson plans from the student teacher in advance of the actual teaching. Review these plans carefully, recommend revision as needed, and approve final plans prior to implementation.

5. Allow the student teacher to assume responsibilities as soon as the student teacher exhibits the readiness to do so.  Early in the semester, work with your student teacher to develop a Student Plan to pace and scaffold increasing teaching responsibilities.

6. Encourage the student teacher to be creative and to try new teaching strategies.

7. Require lesson plans from the student teacher in advance of the teaching assignments.

8. Conduct regular cooperative planning sessions with the student teacher.  There should be one session at the beginning of the semester followed by weekly and/or daily sessions.

9. Observe the student teacher teaching on a regular basis and provide a written copy of your observation to both the student teacher and university facilitator.

10. Provide an organized feedback session for each observation (in addition to incidental observations and remarks) and provide the student teacher and university facilitator with a written summary of the feedback session. 


11. Complete two student teaching evaluation forms, the Formative Assessment at mid-semester and the Summative Assessment at the end of the semester.  Cite specific examples of the observed behaviors as supporting evidence and sign the form.  Discuss each evaluation with the student teacher.  At mid-semester, concrete suggestions for improvement should be identified and then communicated in writing to all parties involved.

Responsibilities of University Facilitator
1. Assist in the placement of student teachers, as specified by the Director of Education Services or the UT coordinator.

2. Provide an orientation meeting for all student teachers under your supervision.  Provide and/or attend an orientation for your cooperating teachers.

3. Conduct a minimum of three student teaching seminars.  Establish equitable procedures for scheduling observations and conferences.

4. Review the Student Plan for appropriate pacing and scaffolding of broad planning and teaching experiences to promote increasing self-directions and competence. Provide guidance to both the student teacher and cooperating teacher with respect to the pacing of experiences and steady development of the student teacher’s professional competencies.

5. Observe each student teacher on a regular basis and provide the student teacher and the cooperating teacher with a written account of your observations. Elementary university facilitators usually visit the student teacher once a week; secondary/all-level vary from 4-7 times during the semester (in some cases, more observations are needed).

6. Monitor the progress of each student teacher and maintain regular communication with each cooperating teacher. 

7. Conduct an individual feedback session for each observation made and provide the student teacher and cooperating teacher with a written summary of the results.

8. Help student teachers with any problems that may arise in their student teaching assignments. If problems warrant the attention of the Director of Education Services, call 471-1511 anytime during office hours.

9. Conduct a three-way mid-term and final three-way conference with the cooperating teacher and student teacher to discuss the evaluation of the student teacher.

10. Complete the Formative Assessment at mid-semester and the Summative Assessment at the end of the semester.  Cite specific examples of observed behaviors as supporting evidence and sign your forms.  Discuss each evaluation with the student teacher. At mid-semester, concrete suggestions for improvement should be identified and then communicated in writing to the student teacher and cooperating teacher.

11. Keep a file of written memos, announcements, and all communication pertaining to the responsibilities of a university facilitator. Maintain communications by checking your e-mail and telephone messages daily and responding promptly. The university facilitator must be available for communications and meet deadlines.

12. Communicate with your coordinator on a regular basis to ensure that you are both up-to-date on your student teacher’s progress in the schools.

YOUR ASSIGNMENT

Your student teaching assignment has been made with much care and attention to the suitability of your placement.  Changes in assignments are not made after student teaching begins except in highly unusual circumstances.  If you experience what seem to be insurmountable problems with your placement, please notify your facilitator at once. 

It is important for you to recognize that you are a guest in the school, and that your cooperating teacher bears the responsibility of determining what is best for her or his students.  It is up to the classroom teacher to determine what responsibilities you will assume and when.  If you demonstrate competence, responsibility, and tact, you will likely have many opportunities to begin teaching early in your experience and to try innovative teaching strategies.  If you experience any problems, be sure to inform your university facilitator as soon as possible.

PROFESSIONAL LIABILITY

As a student teacher, you are entitled to the same protection of law accorded to the cooperating teacher and the principal in the school where you are assigned.  This protection does not apply in cases where there is use of excessive force in the discipline of students or negligence resulting in bodily injury to students.  Nor does the protection apply to the operation or use of any motor vehicle.

The University has not provided you with liability insurance and you may want to look into insurance coverage offered by organizations such as ATPE and TCTA.  This means that in the weeks before Total Teach, you should not be left alone on a regular basis with your class for extended periods of time (small pull-out groups are fine).  In addition, you should not be left alone on a playground or field trip with a group of students without a licensed teacher within “shouting distance.”  These rules are for your own protection and it is important that you alert your university facilitator immediately if they are being violated.

If you have been approved as a substitute teacher in the district in which you are student teaching, you are protected with liability insurance by the school district.  However, it is still recommended that you consider the purchase of additional health and liability coverage.

Different school districts have different policies when it comes to permitting student teachers to serve as substitutes.  Make certain that you understand what your district’s particular policies are before you get involved in what could be a “sticky” situation.  When in doubt, check with your university facilitator.

CALENDAR
University regulations require that all instructors follow the University Course Schedule as printed unless all students in a given course agree at the beginning of the semester to a modified schedule.  There may be times when the University has a holiday and the schools are in session.  You cannot be required to attend your student teaching assignment on these days.  However, for many of you this break in your contact with the classroom could interfere with a sequence of instruction.  In these cases, you may wish to proceed with your student teaching.  If you do take the University holiday, then you are required to provide the cooperating teacher with lesson plans for these days so that your absence will not be detrimental to the children.  For those days on which the school district has a holiday and the University is in session, your university facilitator may require you to attend sessions on campus.  No student teachers will be excused on these days.  If the school or school district is conducting inservice sessions on staff development days, then you are expected to attend these sessions unless your university facilitator notifies you that the school district or campus principal has specifically indicated that student teachers should not attend. 

ABSENCES
Perfect attendance during student teaching is expected.  If you must be absent, you will need to contact both your cooperating teacher and your university facilitator as soon as possible.  Days that you miss will be made up at the end of the practicum and student teaching experiences unless your university facilitator approves another arrangement.  You are expected to be in the school for the entire day and to follow the faculty handbook of your school for the times you are to report in and leave school.  Lateness is inexcusable.

If you are scheduled to teach on a day that you will be absent, you should send lesson plans and/or materials to the school for your cooperating teacher. Failure to notify the specified individuals in the case of an absence may result in the termination of your assignment.  It is the responsibility of each student to notify your university facilitator and cooperating teacher, in advance, that you will be absent from class on a religious holiday and to receive, in advance, their approval for scheduling make-up time and work. 

Absences are to be made up.  If you request an absence to attend an out-of-town job interview, then you must make-up the absence.  If you are absent because of illness, then you are expected to make up the absence.  Arrangements for making up absences are to be made in consultation with your university facilitator.

Arrangements for making up absences are to be made in consultation with your university facilitator. If at any time, in the judgment of your university facilitator and/or cooperating teacher, your absences are excessive your assignment may be terminated.

STUDENT TEACHING EVALUATION
A copy of the student teacher Summative Assessment form will be given to you at the start of the semester.  This form will be completed by both your University facilitator and cooperating teacher at the end of the semester. You should become familiar with this form and seek feedback from your university facilitator and cooperating teacher throughout the semester with respect to the categories included.

At the end of the semester you will review these evaluation forms and sign them.  Your signature indicates that you have reviewed the forms, not that you necessarily agree with them.

You can usually expect that the evaluation by your university facilitator will vary somewhat from that of the cooperating teacher.  They will have seen you at different times doing different things so they likely may develop some different impressions.  

OUTSIDE RESPONSIBILITIES
Outside activities (e.g., employment, sports, sororities, fraternities) should be held to a minimum during student teaching.  During this period of time, your first responsibility is to the students you teach.  Outside responsibilities should not interfere with your student teaching responsibilities.

WORDS TO THE WISE
1. Instructional materials prepared using supplies provided by the school usually remain with the school at the completion of the student teaching assignment.  If you know that you will want to keep some of the instructional materials for your own future use, check with your school's policy and then decide whether you will want to purchase the necessary supplies yourself.

2. Administering medicine to your students is not permitted at any time.  Even if your cooperating teacher gives you the 'go ahead', you must decline and cite University policy as your reason for doing so.

3. Corporal punishment (even in the mildest form) is not permitted at any time.  Be very careful of the ways in which you touch your students, especially when you become angry or frustrated.

4. Do not drive your own car to take students on a field trip or to deliver them anywhere away from campus.  You could be legally liable for any accidents or injuries.

5. Make sure to make healthy choices about your diet, exercise, and rest. It is critical that you take care of yourself during student teaching so that you may meet the rigorous demands that the semester imposes.

6. Should you be asked to substitute for your cooperating teacher during student teaching, contact your university facilitator immediately. Students will be allowed to substitute for their own cooperating teacher only and on a very limited basis with the following conditions: A) they must be registered and have completed training with the district’s substitute office, and B) prior authorization for substituting must be secured in agreement with the university facilitator, cooperating teacher, campus principal, and the student.

7. Grading papers only for the subjects you are teaching is a practice you are encouraged to follow during student teaching.  If you are experiencing pressure from your cooperating teacher to grade papers of students with whom you do not work, you should notify your university facilitator immediately.

8. Writing lesson plans during class time is not permitted during times when students are in the classroom.  When you are not teaching, you should observe your cooperating teacher and/or monitor your students as they work.

9. First impressions are extremely important in the public schools.  Dress like a professional at all times.  This is not to suggest that you have to purchase an expensive wardrobe.  It is advisable; however, that you ask about the dress code and observe what the faculty members are wearing and then dress accordingly.  Some districts provide written dress codes for teachers on district Web sites or in faculty handbooks. Good grooming is part of the professional image you create.

A FINAL WORD
You now must accept the responsibility of completing this important experience successfully. Give it your best effort.  What you do during your student teaching will become the beginning of your professional record of accomplishments. Be sure to communicate with both your cooperating teacher and the university facilitator at all times.  If you encounter any serious problem, talk to someone and correct the problem.  If you think that it would be helpful to obtain assistance from another professional, then get in touch with Dr. Sharon H. Evans, Director of Education Services, Sanchez Building 294, at 471-1511.

GOOD LUCK!

Section II:  Educator’s Code of Ethics

Texas Administrative Code

TITLE 19 EDUCATION

PART 7 STATE BOARD FOR EDUCATOR CERTIFICATION

CHAPTER 247 EDUCATORS' CODE OF ETHICS

RULE §247.1 Purpose and Scope

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

      In compliance with the Texas Education Code, §21.041(b)(8), the State Board for Educator Certification (the board) adopts an educators' code of ethics as set forth in §247.2 of this title (relating to Code of Ethics and Standard Practices for Texas Educators). The board may amend the ethics code in the same manner as any other formal rule. The board is solely responsible for enforcing the ethics code for purposes related to certification disciplinary proceedings.

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

      Source Note: The provisions of this §247.1 adopted to be effective March 1, 1998, 23 TexReg 1022.

Texas Administrative Code

TITLE 19 EDUCATION

PART 7 STATE BOARD FOR EDUCATOR CERTIFICATION

CHAPTER 247 EDUCATORS' CODE OF ETHICS

RULE §247.2 Code of Ethics and Standard Practices for Texas Educators
--------------------------------------------------------------

(a) Statement of Purpose. The Texas educator shall comply with standard practices and ethical conduct toward students, professional colleagues, school officials, parents, and members of the community and shall safeguard academic freedom. The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, demonstrate personal integrity, and exemplify honesty. The Texas educator, in exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members of the profession. The Texas educator, in accepting a position of public trust, shall measure success by the progress of each student toward realization of his or her potential as an effective citizen. The Texas educator, in fulfilling responsibilities in the community, shall cooperate with parents and others to improve the public schools of the community.

(b) Enforceable Standards.

  (1) Professional Ethical Conduct, Practices and Performance.

        (A) Standard 1.1. The educator shall not knowingly engage in deceptive practices regarding official policies of the school district or educational institution.

        (B) Standard 1.2. The educator shall not knowingly misappropriate, divert, or use monies, personnel, property, or equipment committed to his or her charge for personal gain or advantage.

        (C) Standard 1.3. The educator shall not submit fraudulent requests for reimbursement, expenses, or pay.

        (D) Standard 1.4. The educator shall not use institutional or professional privileges for personal or partisan advantage.

        (E) Standard 1.5. The educator shall neither accept nor offer gratuities, gifts, or favors that impair professional judgment or to obtain special advantage. This standard shall not restrict the acceptance of gifts or tokens offered and accepted openly from students, parents, or other persons or organizations in recognition or appreciation of service.

        (F) Standard 1.6. The educator shall not falsify records, or direct or coerce others to do so.

        (G) Standard 1.7. The educator shall comply with state regulations, written local school board policies, and other applicable state and federal laws.

        (H) Standard 1.8. The educator shall apply for, accept, offer, or assign a position or a responsibility on the basis of professional qualifications.

  (2) Ethical Conduct Toward Professional Colleagues.

        (A) Standard 2.1. The educator shall not reveal confidential health or personnel information concerning colleagues unless disclosure serves lawful professional purposes or is required by law.

        (B) Standard 2.2. The educator shall not harm others by knowingly making false statements about a colleague or the school system.

        (C) Standard 2.3. The educator shall adhere to written local school board policies and state and federal laws regarding the hiring, evaluation, and dismissal of personnel.

        (D) Standard 2.4. The educator shall not interfere with a colleague's exercise of political, professional, or citizenship rights and responsibilities.

        (E) Standard 2.5. The educator shall not discriminate against or coerce a colleague on the basis of race, color, religion, national origin, age, sex, disability, or family status.

        (F) Standard 2.6. The educator shall not use coercive means or promise of special treatment in order to influence professional decisions or colleagues.

        (G) Standard 2.7. The educator shall not retaliate against any individual who has filed a complaint with the SBEC under this chapter.

  (3) Ethical Conduct Toward Students.

        (A) Standard 3.1. The educator shall not reveal confidential information concerning students unless disclosure serves lawful professional purposes or is required by law.

        (B) Standard 3.2. The educator shall not knowingly treat a student in a manner that adversely affects the student's learning, physical health, mental health, or safety.

        (C) Standard 3.3. The educator shall not deliberately or knowingly misrepresent facts regarding a student.

        (D) Standard 3.4. The educator shall not exclude a student from participation in a program, deny benefits to a student, or grant an advantage to a student on the basis of race, color, sex, disability, national origin, religion, or family status.

        (E) Standard 3.5. The educator shall not engage in physical mistreatment of a student.

        (F) Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic relationship with a student.

        (G) Standard 3.7. The educator shall not furnish alcohol or illegal/unauthorized drugs to any student or knowingly allow any student to consume alcohol or illegal/unauthorized drugs in the presence of the educator.

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

Source Note: The provisions of this §247.2 adopted to be effective March 1, 1998, 23 TexReg 1022; amended to be effective August 22, 2002, 27 TexReg 7530
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