Level II Field Experience Procedures

1. Instructor and/or Director of Field Services will brief all students on field experience expectations and requirements in class.

2. Students complete a hard copy of current semester’s class schedule during first week of class and submit it to the instructor or the Director of Field Services.
3. Instructor and/or Director of Field Services will make placements and communicate them via email.  

4. Unless the Instructor makes arrangements for initial visits, students contact the assigned cooperating teacher by email if possible to make arrangements for first visit and to discuss field experience goals and expectations before visiting.  (See Guidelines for Observing/Working in Field Experience Placement Sites.) 

5. Unless the Instructor makes arrangements for student visits, students and cooperating teachers can work out the times and activities to complete the required time and assignments between the beginning date and ending date (extensions beyond the assigned time/deadlines need approval from the applicable course instructor).

6. Complete any field experience assignments or evaluations as required by the course instructor. 

7. Maintain the Field Experience Timesheet on the database throughout the semester.  (See Data Entry Guidelines.)  The timesheet is to be completed by the dates identified on the applicable syllabus and Field Experience Course Assignments.  Students may print out timesheets for their own records.
8. Instructors will review timesheets periodically and verify successful completion of the field experience component to the Director of Field Experiences.
9. Cooperating teachers and/or field experience placement site personnel complete online or hard copy student and program evaluations.
Expectations:

Student Semester Schedules (hardcopy) and 


Student Demographic Information on website


Students create timesheets on database for the current semester

Level II field experiences


The College of Education Office and Instructors will monitor data


entry throughout the semester


Completion of all off-campus field experiences


Instructors complete Field Experience Verification and Referral Form
Students who do not comply with outlined procedures and guidelines may be 
placed on a Field Experience Plan for Professional Development in accordance 
with the College of Education’s Expectations for Professional Conduct.

