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Dear Q.U.E.S.T. / Childhood Education Student Teacher:

You are about to begin one of the most important phases of your teacher preparation.  Student teaching provides you with an opportunity to apply the theories and methods discussed in your courses to the challenge of teaching, while gaining experience with diverse student populations and learning about yourself as a teacher.  This Handbook is intended to guide you toward a successful student teaching experience.  Please be guided by the following instructions:

· Read the student teaching procedures and recommended experiences outlined in 
this Handbook carefully.

· On the first day of your student teaching assignment, please give a copy of the Cooperating Teacher Handbook to your cooperating teacher. 

· Actively participate in the classroom.  Show initiative and responsibility.  Do keep in mind, however, that the teacher is the person in charge.

· Keep track of your classroom contact hours on the Time Record Sheet included in this Handbook. 

We are confident that you will keep in mind that you are a professional, a representative of Hunter College’s teacher education program, and a role model to your students.  Please contact us during the semester if you have any questions or concerns.   Best wishes for a successful student teaching experience.

Sincerely,

Ileana M. Infante






Director of Childhood (Grades 1 – 6) Clinical Experiences



Rm. 1002W, Phone: (212) 772-4667





E-mail:  dirclin@hunter.cuny.edu 


GUIDELINES FOR STUDENT TEACHERS

The journey to becoming an effective educator is often developmental in scope and provides teacher candidates with a variety of field and student teaching experiences in diverse settings.  Through these experiences teacher candidates acquire and refine the teaching skills needed to become future urban educators. 

The student teaching program at Hunter College strives for the highest professionalism.  It provides the most intensive supervision, feedback and experience of the teacher education program and reflects close cooperation with many of the schools that Hunter’s teacher education graduates enter as beginning teachers. 

Student Teaching Schedule

For New York State Certification student teachers are responsible for completing a minimum of 54 – 56 full days and 30 seminar hours.  

During the spring semester, Q.U.E.S.T student teachers will complete one placement in one grade level (grades 1 – 6) from Monday, January 28 - Wednesday, May 14, 2008 (last day of classes at Hunter College) from 8:00 a.m. – 3:00 p.m.  Q.U.E.S.T. student teachers will report to school Monday – Wednesday and Friday.  The weekly seminar will be held at Hunter College on Thursdays from 11:00 a.m. to 1:00 p.m. 

Childhood Education student teachers will have two placements, one in grades 1 – 3 and the second placement in grades 4 – 6, or vice versa.  The first placement will be from Monday, January 28th to Thursday, March 13th.  The second placement is from Monday, March 17, 2008 to Wednesday, May 14th, 2008. The field placements may be in two different schools. 

Childhood Education student teachers will report to school Monday to Thursday each week from 8:00 a.m. – 3:00 p.m.(or later for school’s with an extended-day school schedule)  Please note schedules may vary from school to school.  If the school’s principal or the cooperating teacher requests for you to arrive earlier than 8:00 a.m. then it is expected for you to honor and respect their wishes.  The weekly seminar will be held at Hunter College on Mondays or Wednesdays from 5:15 p.m. – 6:55 p.m.
Attendance and participation by the student teachers at their assigned school is required through the last day of the semester.  
Contact Hours

Time Record Form—Student teachers must keep track of their contact hours on the Time Record Form provided in this Handbook.  They must submit it to their supervisor at the end of the semester who will then forward it to the Director of Childhood Clinical Experiences.

EdIMS System— Two weeks before the end of the semester student teachers must log their projected completed student teaching days (including the last day in the field) onto the EdIMS system, www.hunter.cuny.edu/edims, and complete the evaluation forms (refer to EdIMS instructions on page 14 and the completion chart on page 15 for more information).  If you have any difficulties logging on or entering new information such as: schools or new cooperating teacher(s), please e-mail edims@hunter.cuny.edu.  Expect a response within 24 hours.
Student Teachers’ Responsibilities
Hunter College’s collaborating schools usually provide an orientation to the school building, school policies and curriculum, and to the classroom where the student teachers will be assigned.  After a few days of observing, the cooperating teachers should increase the student teachers’ responsibilities slowly and incrementally. 

Student teachers should discuss with their cooperating teachers what the expectations are for their classroom assignments; the aim should be for a clear understanding of classroom teaching responsibilities, including the number of classes and subject matter to be taught.

Student teachers should aim to work with individual children, small and large groups, and should have an opportunity to teach in all curriculum areas.  By the end of the student teaching experience, student teachers should be allowed to teach full classes for an extended period of time.

The student teachers should plan, implement and evaluate a variety of pedagogical and curricular activities.  They should have the opportunity to discuss and plan classroom lessons and activities with their cooperating teachers on a regular basis, and they should write lesson plans and make suggestions.  Additional policies and recommended experiences for the student teaching experience are included in this Handbook.

Student teachers should ask permission to visit other teachers’ classrooms, attend school professional development workshops, faculty meetings, and outside activities.

Recommended Experiences for Student Teachers

Classroom Activities

Arrange to meet with the cooperating teacher at a convenient time, when pupils are not in the classroom.  Student teachers should initiate participation in all classroom activities, in coordination with the cooperating teacher, and should take on increased responsibility as the semester progresses.  Student teachers, under the supervision of their cooperating teachers, should:

· Keep informed of long-term curriculum plans.

· Know each day the plan and assignment of given pupils, so that they can assume the role of teacher at any time.

· Plan specific lessons of various types within the context of the current block of study, and submit them for critical discussion to the cooperating teacher and/or college supervisor.

· Teach selected lessons or conduct open classroom activities based on careful planning with the cooperating teacher. (Minimum of one lesson or activity per day after the initial period of observation/participation.)

· Participate in classroom routines such as checking work and preparing attendance reports.

· Participate in instruction by assisting individual pupils, helping to administer quizzes, supervising work periods, conducting brief drills, etc.

· Participate in locating and setting up materials for class use such as: special library materials, and other audio-visual and computer materials.

· Check a reasonable number and variety of sets of papers, when qualified to do so.

· Work with a number of pupils on a short-term basis to teach specific skills or supervise special projects.

· Assist in planning and/or supervising field trips.

Guided Observation

Student teachers should:

· Observe from a variety of vantage points rather than only from the back of the class.

· Observe instruction in all major curriculum areas.

· Discuss with the cooperating teacher the class session observed, and seek opportunities to discuss observations with the college supervisor.

· Come to conferences with the cooperating teacher and/or college supervisor prepared to ask questions, test ideas, and receive advice, suggestions, and assistance.

· Arrange to observe several successful teachers other than the cooperating teacher, with the permission of the cooperating teacher and/or school administrator.

· After teaching and receiving suggestions for improvement, observe the cooperating teacher’s demonstration of recommended procedures and apply these procedures in your own teaching.

Planning and Instruction
As they assume increasing responsibility, student teachers should:

· Analyze their own teaching in conferences with the cooperating teacher and the college supervisor; consider suggestions for improvement and set new goals accordingly.

· Teach two or more pre-planned consecutive lessons daily, and teach a sequence of lessons or open-classroom activities.

· Plan units or comparable blocks of work, or as much of them as are feasible, within the time schedule of the student teaching experience.

· Teach units or blocks of pre-planned work, or as much of them as is feasible, within the time schedule of the student teaching experience.

· Teach entire mornings from time to time, gradually moving toward an entire week of teaching near the end of the term.
      Additional Suggestions for Enhancing the Student Teaching Experience

· The more you participate in the life of the school, the more you will learn and the more attractive you will become to employers.  Visit classrooms or vary your schedule only with the consent and approval of the cooperating teacher and/or school administrator.

· Learn about the neighborhoods and/or communities in which your students live and in which the school operates.  This knowledge will assist you in working with students and parents.
    Evaluation

The supervisor will conduct two formal observations of the student teacher in each placement, for a total of four observations.  Evaluation of the student teacher is a collaborative process involving the college supervisor, cooperating teacher, and student teacher.  For your review included in this handbook is the rubric used for the observations.

Student Teaching Protocol

Punctuality and Attendance

Student teachers are required to arrive at the school punctually and stay at the school for the required time.  Student teachers must follow the school calendar and remain for the full academic day.  Students should arrive at the school no later than 8:00 a.m., and are strongly encouraged to arrive earlier to prepare for the school day.

In case of an unavoidable absence or lateness, the school as well as the college supervisor must be notified within 24 hours.  Student teachers may wish to exchange home phone numbers with their cooperating teachers to notify them in a timely manner of any absence or lateness.  

During your student teaching experience you are expected to be on site every school day. In the event of a documented medical problem that causes you to have up to two absences over the course of the semester, you must make up these days by Friday, May 16, 2008.  If you exceed two absences, you will receive a grade of INCOMPLETE and will have to repeat one or both of your placements during the next semester.
Dress and Appearance

Student teachers are in a professional setting and should dress accordingly.  They should wear clothes that are professional looking, yet comfortable.  Their attire and grooming should not be distracting to the students and should differentiate them as professionals. NO jeans, please!
Professional Demeanor

Student teachers should maintain a respectful attitude toward their teachers and their students.  If they disagree with their cooperating teachers’ methods, they should reserve their comments until they can discuss their concerns with their Hunter College supervisor.  Discussion of students, personnel, and school business should be conducted only in a private and professional manner.    

Chain of Command for Student Complaints

All complaints about teacher placement sites and cooperating teachers and/or school administrators must be brought to the attention of the Hunter College supervisor first.  If necessary, the supervisor will then refer the matter to the Director of Childhood Clinical Experiences and, together, they will determine whether the complaint warrants further referral and/or a change of placement site.
Observations by Field Supervisor

Field Observations are a critical part of each student’s preparation to be a teacher.  The student teaching/practicum student observations are Hunter’s final opportunity to observe the student in the field before making the decision to recommend the student for certification as a teacher.  Because of their importance, they represent 60% of the grade in the student teaching/practicum seminar.

Field Supervisors observe graduate childhood student teachers four times over the course of the semester.  Practicum students (who are working as teacher assistants or as teachers of record) are observed twice a semester.  

Each observation consists of a 40-45 minute lesson.  The supervisor then meets with the student for 40-45 minutes to discuss the lesson and provide feedback. Finally, the supervisor completes the School of Education Observation Rubric and writes a one to two page narrative essentially summarizing the discussion with the student and does not include additional information that was not discussed with the student.  This narrative must be typed.  The field supervisor gives the rubric and narrative to the student within a week of the observation.  A copy also goes to the seminar professor.  A copy of the rubric has been included in this handbook.

APPENDICES

School of Education

(Abridged Listing of Personnel)

	David M. Steiner

Dean of the School of Education
	772-4622

W1000

	Carla Asher

Associate Dean

Carla.Asher@hunter.cuny.edu
	772-4621

W1000

	Sherryl Browne Graves

Chairperson of Educational Foundations Department

SGraves@hunter.cuny.edu
	772-4710

W1016

	Christina Taharally
Interim Chairperson of Curriculum &Teaching Department

Christina.Taharally@hunter.cuny.edu
	772-4686

W1023

	Jason Riffaterre
Q.U.E.S.T./Childhood Education Academic Advisor 
	772-4638

W1001

	Ileana M. Infante

Director of Childhood (Grades 1 – 6) Clinical Experiences

Ileana.Infante@hunter.cuny.edu
	772-4667

W1002

	Christina Kim
Advisement Center Coordinator and Certification Officer 

Christina.Kim@hunter.cuny.edu
	772-4629

W1003

	Elisa R. Hertz

Director of Assessment and Accreditation

ehertz@hunter.cuny.edu
	772-4664

	Barbara Ottaviani

Director of  Teacher Placement

bottavia@hunter.cuny.edu
	772-4662

W1013

	January Silang

Secretary for the Office of Educational Services
JSilang@hunter.cuny.edu
	772-4624
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Time Sheet
Name:  ______________________
Course Number:  _____________
School: ___________________


Class (grade/type):_____________ 

COOPERATING TEACHER:

	WEEK OF:



	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
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	Time-Out
	Time-In
	Time-Out
	Time-In
	Time-Out
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	Time-In
	Time-Out
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	Total Hours This Week:  ___________                                       Total Days This Week:  ___________
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	Time-Out
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Hours:
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Hours:
	
	Total 

Hours:
	
	Total 

Hours:

	Total Hours This Week:  ___________                                       Total Days This Week:  ___________
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	Wednesday
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	Time-In
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	Total Hours This Week:  ___________                                       Total Days This Week:  ___________




COOPERATING TEACHER:  
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	Time-In
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	Time-In
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	Time-In
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	Total 
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	Total 
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	Total Hours This Week:  ___________                                       Total Days This Week:  ___________




COOPERATING TEACHER:  
	WEEK OF:
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	Thursday
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	Time-In
	Time-Out
	Time-In
	Time-Out
	Time-In
	Time-Out
	Time-In
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	Time-Out
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Hours:
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	Total Hours This Week:  ___________                                       Total Days This Week:  ___________




COOPERATING TEACHER:  
	WEEK OF:
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	Time-In
	Time-Out
	Time-In
	Time-Out
	Time-In
	Time-Out
	Time-In
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	Time-Out
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Hours:
	
	Total 

Hours:
	
	Total 

Hours:
	
	Total 

Hours:
	
	Total 

Hours:

	Total Hours This Week:  ___________                                       Total Days This Week:  ___________










COOPERATING TEACHER:  
Total Days for Practicum/Student Teaching:    _______
Signature of Teacher Education Candidate:     _______________________   Date:   _______

Signature of Cooperating Teacher/Administrator:  ___________________   Date:   _______

EdIMS Instructions for Students

All students in student teaching/practicum and credited fieldwork of 50 hours or more are required to report their hours/days electronically, affirming that they have completed the “field” requirement for each such course – i.e., Field Experience / Fieldwork / Clinical Teaching HOURS or Practicum / Student Teaching DAYS

This information must be logged-in to EdIMS two weeks before the end of the semester.

Then, before grades are submitted, each course instructor confirms this information electronically.  A course instructor may register “incomplete” if the student has not submitted accurate information on time.

	PART 1: Log-in

	1. GO TO:  http://www.hunter.cuny.edu/edims
2. Log on by entering your HC student ID (Social Security Number)


	PART 2: Enter Your Field Information

	1. SELECT Experience Submission Form

2. Next, choose the course in which you are enrolled, by clicking on your “course code.”
3. Choose Experience Type   (Select one category from those listed)

4. Complete the form that follows

5. Make sure that you have entered 
a) the school site data

b) cooperating teacher (for student teachers only)

c) days for student teaching/practicum or hours for fieldwork


	PART 3: Complete Your Evaluations
(for student teacher/practicum candidates only)

	1. Select Student /Candidate Self Evaluation Report and complete form
2. Student Teachers ONLY: Select Evaluation of Cooperating Teacher and complete form
3. Student Teachers ONLY: Select Evaluation of Field Site and complete form


Click HELP for additional information

If you do not find an answer to your question, contact edims@hunter.cuny.edu
LOG-OFF, when you are finished
STUDENT TEACHER/PRACTICUM EVALUATION COMPLETION CHART

	Person Completing Form
	Data Collection

	Course Instructor
	( Inform students about forms to be filled out on EDIMS.
( Give evaluation forms (green) to students to distribute to their cooperating teachers and collect cooperating teachers’ completed evaluations of student teachers from the students.
( Submit cooperating teachers’ completed evaluation forms (green) to Director of Clinical Experiences for Childhood or Adolescent Education; and to Elisa Hertz for all other programs (Room W1000).
( Receive a copy of every observation rubric/narrative from field supervisors.
( Verify student field hours in EDIMS.
( Submit rating for each student for observation component of course (at least 60% of final grade) in PASS. (FOR FALL & SPRING ONLY)


	Field Supervisor
	( Fill out rubric for each observation and give a copy to student and a copy to course instructor.

( Enter final observation rubric on EDIMS.

( Complete field site evaluation on EDIMS (one for each school where you see student teachers).



	Student Teacher
	( Fill out Experience Submission Form in EDIMS.
( Fill out Student Teacher/Practicum self evaluation in EDIMS.

( Fill out Field Site Evaluation in EDIMS.

( Fill out Evaluation of Cooperating Teacher in EDIMS.

( Give form (green) to cooperating teacher to evaluate you.  Collect cooperating teacher’s completed form and return it to course instructor in a sealed, signed envelope by cooperating teacher.
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