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Introduction 

Dakota State University is committed to providing our students with a positive and professional student teaching experience.  Student teaching is the culminating experience of Dakota State University's Teacher Education Program. This experience provides candidates the opportunities to engage the skills acquired through their courses and field experiences.    Student teaching is that part of the teacher preparation program which enables prospective teachers to synthesize and apply their accumulated knowledge, moving from theory to practice under the supervision of experienced, certified teachers.  

A thorough understanding of this handbook is a requirement on the part of the teacher education candidate.  Understanding the philosophy, format, and intent of the Teacher Education Program at DSU will help support the collaboration of all involved in the initiation of the student teacher into the teaching profession.  

This handbook has been developed as a resource and guide for student teachers, cooperating teachers, university supervisors, and school administrators involved in the student teaching experience at Dakota State University.  It is designed to provide orientation, to promote uniform application of student teaching policies, and to enhance communication among all parties involved in the student teaching experience. 

I welcome you to the student teaching semester and thank you for your dedication to our profession. 

Sincerely, 

Crystal Pauli, Ph.D.

Director of Field Services

crystal.pauli@dsu.edu
(605) 256-5177
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General Roles and Responsibilities

Student Teacher

Student teachers assume full professional responsibility in the classroom.  To be successful in this goal, student teachers must meet the following expectations:

1. Understand and comply with all requirements outlined in the Teacher Education and Student Teaching Handbooks and the South Dakota Professional Code of Ethics;

2. Understand and comply with school district and local school policies, procedures, curriculum, and discipline plans;  

3. Meet teaching assignments and expectations;

4. Establish and maintain appropriate rapport with learners;

5. Communicate with the cooperating teacher for feedback, direction, and collaborative tasks;

6. Utilize a variety of instructional methods and technology in teaching;

7. Maintain confidentiality;

8. Maintain and update the professional portfolio;

9. Complete the required number of hours and weeks of student teaching;

10. Attend all student teaching seminars; and 

11. Complete all required forms.
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Cooperating Teacher

The role of the cooperating teacher is vital to the success of the student teaching experience.  The cooperating teacher sets the tone of the classroom and structures the experiences of the student teacher, thus significantly shaping the attitudes and practices of the student teacher. The cooperating teacher must be an effective mentor and model for the student teacher.  To fulfill these expectations, cooperating teachers must:

1. Understand and comply with all policies, procedures, and requirements outlined in the Student Teaching Handbook;

2. Prepare learners and parents for the student teacher, clarifying responsibilities and authority;

3. Provide the student teacher with relevant materials including faculty and student handbooks, seating charts, rosters, texts, classroom materials, classroom rules, curriculum guides, etc.;

4. Provide a physical place for the student teacher to work;

5. Make arrangements for student teachers to have access to teaching resources, faculty work areas, and materials, library, etc.;

6. Plan, organize, and provide opportunities for the student teacher's professional growth;

7. Provide continuous and frequent written and verbal performance feedback to the student teacher;

8. Schedule daily meeting/planning time with the student teacher for feedback, direction, and collaborative tasks;

9. Model appropriate professional behavior, attitude, communication and ethical conduct;

10. Reinforce the professional education unit's conceptual framework and goals;

11. Collaborate with the university supervisor to structure a plan of professional experiences and time lines for the student teacher;

12. Adhere to the schedule for assuming student teaching responsibilities;

13. Complete all required evaluations and paperwork;

14. Provide opportunities for the student teacher in other professional activities and experiences such as parent-teacher conferences, IEP's, and recurring faculty meetings, where possible; and

15. Attend workshops and other professional opportunities for cooperating teachers at DSU, if possible.
University Supervisor

The university supervisor oversees the student teaching experience, facilitates dialogue, and strengthens the existing partnership between the university and the school.  As a representative of both DSU and the professional education unit, university supervisors are in a unique position to enhance and encourage communication, collegiality, and collaboration with the school.  University supervisors have the following responsibilities:

1. Understand and comply with all policies, procedures, and requirements outlined in the Student Teaching Handbook;

2. Serve as the liaison between the school and the University;

3. For Elementary, Secondary and K-12 majors, conduct at least five (5) required visits and submit all documentation, e.g., scripted observation forms and mid-point and final evaluations to the Director of Field Services. Complete a total of (8) eight visits to ELED/SPED; one initial visit and 3 scripted in each setting;
4. Meet regularly with the student teacher and the cooperating teacher at the school site;

5. Support and assist the cooperating teacher and the student teacher in meeting their roles and responsibilities;

6. Provide suggestions, feedback, and recommendations for program improvement;

7. Be informed about assigned school sites, including their programs and personnel; 
8. Inform cooperating teacher and student teacher about how to contact the Director of Field Services and university supervisor in case of emergency; and
9. Attend monthly University Supervisor meetings.
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Building Administrator

The role of the building administrator is supportive in nature.  By agreeing to accept student teachers in their school, the administrator provides a setting for future teachers to become accomplished teachers ready to enter the professional world of education.  The administrator provides the leadership needed to guide, support and direct the novice teacher, as well as the cooperating teacher.  The building administrator's responsibilities in accepting a student teacher include:

1. Understand and comply with all policies, procedures, and requirements outlined in the Student Teaching Handbook;

2. Identify and recommend cooperating teachers;

3. Introduce the student teacher to school philosophy, policies, routines, and faculty;

4. Assist the cooperating teacher and the student teacher in fulfilling their roles and responsibilities;

5. Participate in the assessment of and provide suggestions for the improvement of the student teaching program;

6. Communicate to the university supervisor any potential or actual concerns in a timely fashion;

7. Conduct a formative evaluation with the student teacher if time permits; and

8. Conduct a mock interview if time permits.
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The Director of Field Services

The Director of Field Services oversees the placement, supervision, and assessment of student teachers and assures that the student teaching experience is productive and successful for all 

stakeholders in the process.  The Director of Field Service’s duties and responsibilities include:

1. Solicit requests for placement in student teaching, contact sites, and arrange for placement;

2. Oversee the activities of university supervisors and ensure that proper visits and assessments are conducted;

3. Maintain accurate records of all formal student teaching evaluations;

4. Investigate and act on any problems, emergencies, or appeals;

5. Plan and distribute student teaching calendar;

6. Plan, arrange, and conduct student teaching seminars; and

7. Responsible for the continuous improvement of all phases of the field experience/student teaching processes.
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General Policies and Procedures

Student Teaching Calendar

A student teaching calendar includes dates of scheduled student teaching events and is distributed at the first student teaching seminar.  The calendar is designed to help student teachers, university supervisors, and cooperating teachers plan for the semester.

Student Teaching Seminars and Required Meetings

Student teaching seminars and other required meetings are scheduled throughout the student teaching experience.  Seminars are designed to provide student teachers access to timely information and current practices.  These seminars and meetings are an integral and essential part of the student teaching experience.  Attendance of all student teachers at all scheduled seminars and meetings is mandatory. 

DSU Student Teacher Absence Policy = Take It, Make It Up!
PEC policy 2.6.3.1: Student teachers are required to be in attendance throughout the student teaching experience in their assigned classrooms, at all events required of the cooperating teacher, and at all required student teaching events.  The student teaching experience consists of a minimum of twelve weeks in the field or for ELED/SPED majors a full semester to begin and end on the dates specified in the student teaching calendar each semester.  Student teachers must be present at their sites for the same school hours and obligations as the cooperating teacher during the placement and must follow the school district’s calendar.  

Student teachers may choose to go to their placement sites prior to the official beginning date of the student teaching experience.  Any substitution of that time for the required time and activities within the official student teaching dates must be approved in advance by the Director of Field Services.  Student teachers may choose to stay after the regular dates also.  Both options must be mutually agreed upon by the student teacher, cooperating teacher, building administrator, and Director of Field Services.  

Student teachers must meet minimum attendance requirements in order to be eligible for certification.  Attendance will be verified on the Student Teaching Absence and Leave Approval form.  Absences during the student teaching experience must be made up.  The Director of Field Services will make decisions on cases of absence due to unusual circumstances.  

When an absence is unavoidable, the student teacher must notify the school, the university supervisor, and the Director of Field Services as soon as possible.  Failure to do so in a timely manner creates a hardship on the instructional environment.  Failure to report absences may result in suspension or dismissal from student teaching.  
Appearance

Student teachers are expected to dress in a professional manner for all student teaching events. Student teachers are expected to follow the dress code that is required for teachers at their student teaching site. 

Professional Behavior and Professional Ethics

In accordance with Expectations for Professional Conduct of the Teacher Education Program, student teachers are expected to conduct themselves in a professional manner throughout all activities during the student teaching experience.  Student teachers may expect to be treated in a professional manner by students, parents, school faculty, and administrators. Professional behavior includes:

· dignified conduct and demeanor

· proper and respectful language 

· respectful treatment of students, parents, staff, materials, and equipment

· vitality

· promptness

· dependability

· completion of assigned tasks to the best of one's ability

· respect for different views and perspectives

· openness to growth

Student teachers are expected to understand and comply with the ethics of their profession.  The standards and practices approved by the South Dakota Professional Practices and Standards Commission are described in the “Code of Professional Ethics for Teachers,” which can be found on page 25.
Discipline

Student teachers are expected to maintain appropriate discipline in their assigned classroom.  In order to maintain consistency in the routines established for classroom students, student teachers are expected to observe the discipline policies and practices of the district, school, and cooperating teacher.  Student teachers are encouraged to regularly discuss discipline with cooperating teachers.  If the student teacher wishes to try a new or different discipline technique, he/she must discuss it with the cooperating teacher prior to initiation.  Exceptions to following local discipline policies and practices are as follows:

1. The flagrant use of sarcasm, ridicule, expressions of anger, destructive criticism, derogatory remarks, or threats.

2. The use of or witnessing of corporal punishment.

3. Student teachers who are ordered or encouraged to participate in such disciplinary measures are to inform their university supervisor and the Director of Field Services immediately.  Student teachers who engage in such discipline measures on their own initiative are subject to immediate dismissal from student teaching.

Videotaping

Student teachers are encouraged to videotape several teaching episodes during their student teaching experience.  Student teachers must be aware of and comply with the policies and guidelines for videotaping at their host school.  Cooperating teachers can provide the necessary information regarding videotaping policies.  
Lesson Planning during Student Teaching

Assuming full professional responsibility in the classroom is greatly enhanced by purposeful instructional planning for daily lessons, lengthier units, or implementation of long-range curriculum goals.  Your teacher education program at Dakota State University has included preparation in lesson planning and unit planning which you will be expected to further demonstrate during your student teaching experience according to the following guidelines.

· Student teachers will provide detailed, written lesson plans for at least three (3) lessons for each subject/class as responsibility for that subject/class is assumed.

· Student teachers will provide detailed, written lesson plans for all scheduled university supervisor observations, which in many cases will be any of the above lessons.  These same lesson plans may also be used for the exit requirements on lesson planning in the Portfolio.

· Detailed, written lesson plans may follow any format that includes essential components of instructional planning that addresses the following framework.

· Who will be taught? (composition and characteristics of the student group)

· What is to be taught? (curriculum content, content standards)

· Why should it be taught? (goals and objectives)

· How it is to be taught? (methods and materials, techniques/strategies including adaptations/extensions for varying needs of learners)

· How will it be evaluated? (determining progress through assessment and reflection)

The DSU Lesson Plan Format addresses this framework and is provided in hard copy.  An electronic copy can be found on the DSU College of Education website in the Document Center under Student Teaching Documents.  http://www.departments.dsu.edu/educate/ 
· Modifications for detailed, written lesson planning during student teaching in special education may be approved by a university supervisor.

· Written lesson planning should continue throughout the student teaching experience but may take an abbreviated format that is approved by the cooperating teacher and university supervisor provided that such a format documents planning for goals/objectives, methods/procedures, and assessment.

Cooperating teachers and student teachers are encouraged to implement and monitor instructional planning during student teaching as suggested by the Checklist for Guiding Planning and the DSU Student Teaching Lesson Evaluation form and are provided as hard copies in student teaching packets.  These forms can also be found on the DSU College of Education website in the Document Center under Student Teaching Documents.  http://www.departments.dsu.edu/educate/ .  The indicators for Planning Strategies on the Student Teacher Assessment Form should also be included during formative feedback sessions.

Substitute Teaching

Student teachers generally are not permitted to serve as substitutes for pay or on a voluntary basis.  Student teachers are considered pre‑service teachers and as such, must be supervised throughout the entire student teaching experience.  It is understood that student teachers often will be left alone in the classroom, especially as they assume increased teaching responsibility; however, it is expected that the cooperating teacher is readily accessible at all times.  

When the cooperating teacher is absent from the school, the school district must provide a qualified substitute.  The student teacher should be prepared to carry out teaching responsibilities; however, the substitute teacher must be present to assume the legal responsibilities of the cooperating teacher.

In cases where the cooperating teacher must be absent for a short period during a school day, a certified teacher must be designated as the temporary supervisor and must be accessible to the student teacher.  In such cases, the student teacher may remain in the classroom alone if the cooperating teacher is certain that the student teacher has been present sufficient time to be comfortable with classroom routines, school policies, and the teaching responsibilities.  Student teachers who are asked to assume substituting responsibilities outside of the guidelines should contact the Director of Field Services. 

In rare cases, the Director of Field Services, in collaboration with a school district administrator, may arrange for student teachers to substitute for brief periods of time for their cooperating teacher only.  In such cases, the Director and school district administrator will arrange for qualified supervisors to be present and available to the student teachers.  The agreed upon arrangements shall be documented in writing and approved in advance by the Director of Field Services.  

Insurance

Student teachers will be held accountable for their actions and can be held liable for negligent actions or omissions.  Student teachers may be covered under the policies of the school district in which they complete their student teaching placement.  However, for personal protection student teachers are strongly encouraged to purchase their own policies to cover any liability incurred in their student teaching placement.  Student organizations in education such as The South Dakota Education Association—Student Program (SDEA-SP) and the Council for Exceptional Children (CEC) offer such policies.  Information on SDEA-SP and CEC are available in the office of the College of Education.  

Certification of Health

South Dakota Codified Law 13-43-3 requires student teachers to present a certification of health statement that there is no evidence of any physical condition that would endanger the health, safety, or welfare of pupils with whom the student teacher is in regular contact. This statement is on the School Employee Certification of Health Form and can be signed by a licensed physician, nurse practitioner, certified nurse midwife, or physician’s assistant. The form may be downloaded from the DOE website at http://doe.sd.gov/. Click on the Teachers link to find the document in the K-12 Schools section of the page.
Criminal Background Check/Fingerprinting

Each person hired by a school district must undergo a criminal background investigation by means of fingerprint checks by the Division of Criminal Investigation and the Federal Bureau of Investigation. Student teachers must complete the criminal background check before the start date of student teaching.

Use of School Equipment and Resources

Student teachers should have access to available materials, equipment, and facilities necessary to prepare and conduct classroom instruction during the student teaching experience.  Cooperating teachers are expected to help student teachers understand policies and procedures for using school materials, equipment, and facilities.  Student teachers are expected to appreciate their guest status on the school faculty and should follow all policies and procedures. 

Student Teaching Cycle 

A twelve-week student teaching experience is required for all programs except for the Elementary/Special Education and Learning & Behavioral Problems Program which requires a full semester with a balance of time in each area.  Placements for K-12 education majors must include experiences at two of the three levels (elementary, middle, and secondary).  The teacher candidate is expected to assume full‑time teaching responsibilities for at least three weeks (three weeks in each classroom setting for a full semester placement).  The recommended schedule of assignments should allow the student teacher to gradually increase teaching responsibilities.  After they have completed their full teaching responsibility, student teachers should gradually decrease their responsibilities so that by the end of the placement the cooperating teacher has regained full responsibility for the class.  

The following schedule is suggested and serves as a guide.  The schedule may vary at the discretion of the cooperating teacher and university supervisor as warranted by the needs of the student teacher. 

Sample 12‑Week Schedule (for K-12, elementary education and secondary education majors)
Week 1
The student teacher becomes familiar with the school's and cooperating teacher's procedures and routines; the student teacher learns students' names and assists the learning of individual students and small groups.  Student teachers should begin teaching short lessons as soon as possible during Week 1.
Week 2 
The student teacher prepares and teaches short lessons, works with small groups.  Student teacher may be given primary responsibilities of one class at the discretion of the cooperating teacher.
Weeks 3 to 4
The student teacher gradually increases responsibility for teaching, assuming full responsibility for additional subjects as directed by the cooperating teacher.
Weeks 4/5 to 12
The student teacher increases teaching responsibility to assume primary responsibility of the classroom.

The cooperating teacher and student teacher coordinate gradual transfer of classes during the final week.
Sample Semester Schedule (8 weeks in each classroom setting)(for elementary education/special learning and behavioral problems majors)
Week 1 
The student teacher becomes familiar with the school's and cooperating teacher's procedures and routines, learns students' names, and assists the learning of individual students and small groups.  The student teacher should begin teaching short lessons during week 1.
Week 2
The student teacher prepares and teaches short lessons and begins planning to assume full teaching responsibility for some subjects or classes the next week.

Week 3
The student teacher assumes full responsibility for teaching one or two subjects or classes.

Weeks 4 to 7
 The student teacher assumes responsibility for full‑time teaching.

Week 8
The cooperating teacher and student teacher coordinate gradual transfer of classes during the final week.

Weeks 9-16
Repeat 8-week cycle as noted above in second classroom setting.  

University Supervisor's Observation Schedule

Supervisory visits are intended to provide the student teachers and the cooperating teachers with information, feedback, and guidance to enable the student teacher's success in the classroom.   University supervisors will make at least five visits to the Elementary, K-12 and Secondary student teachers.  The University supervisors will make eight visits to the ELED/SPED student teachers (one initial visit and 3 scripted in each setting). The following schedule of visits and their purposes provides a guide to ensure that student teachers receive adequate feedback as well as meet the expected evaluation schedule.  The schedule may vary slightly depending upon individual situations.

12 ‑ Week Schedule

Week 1


Introductory Visit

Weeks 3 to 6

Observation of Instruction

Week 6 or 7

Midpoint Evaluation/Conference

Weeks 8 to 11

Observation of Instruction

Week 11 or 12

Final Evaluation/Conference

Note:  It is expected that the university supervisor will conduct an observation of instruction at the time of the midpoint and final evaluation visits.

Semester Schedule (8 weeks in each classroom setting)

Week 1 

Introductory Visit (for both placements)

Weeks 3 to 4

Observation of Instruction and Midpoint Evaluation/Conference for First Placement

Weeks 6 to 8 

Observation of Instruction, Final Evaluation/Conference for First Placement and Introductory Visit for the second placement if necessary. 

Weeks 10 to 13
Observation of Instruction and Midpoint Evaluation/Conference for Second Placement

Week 15 or 16

Final Evaluation/Conference for Second Placement

Introductory Visit

The introductory visit will take place within the first week of student teaching. During this introductory visit the university supervisor will discuss the student teaching experience with the cooperating teacher and the student teacher.  The university supervisor will ensure that everyone has the necessary materials and understands the nature of their responsibilities.  The university supervisor will discuss the Checksheet for Initial Visit form and answer any questions.  An electronic copy can be found in the Document Center on the College of Education website. http://www.departments.dsu.edu/educate/ The university supervisor is expected to introduce him/herself to the building administrator and office personnel.  A copy of the annotated copy of the introductory checklist will be provided to the Director of Field Services after the visit.  

Observation of Instruction
During observation visits, the university supervisor will observe the student teacher in the classroom, preferably in the role of the primary teacher.  The visit may be announced or unannounced.  The university supervisor will take detailed notes describing the actions of the student teacher and students on the Scripted Observation Form.  An electronic copy can be found in the Document Center on the College of Education website. http://www.departments.dsu.edu/educate/ The university supervisor will also make note of recommendations for the student teacher.  After the observation, the university supervisor will discuss the notes and recommendations with the cooperating teacher and the student teacher and will answer any questions.  The university supervisor will provide copies of the form to the student teacher, the cooperating teacher, and the Director of Field Services after the observation.  

Midpoint Evaluation, Final Evaluation, and Conferences
Concurrent with the midpoint and final evaluations, the university supervisor will generally make an observation of instruction (see above) followed by a more in‑depth conference with the student teacher and the cooperating teacher.  The university supervisor is responsible for overseeing the completion of the Student Teacher Assessment Form in consultation with the cooperating teacher and the student teacher. (See University Supervisor’s Schedule for 12-week and Semester Placements and Evaluation, Assessment, and Grading.)An electronic copy can be found in the Document Center on the College of Education website. http://www.departments.dsu.edu/educate/ 
Evaluation, Assessment, and Grading

Evaluation is a valuable and critical component of the student teaching experience.  Evaluations are developmental in nature and foster improvement throughout the program. While the evaluation of the student teacher receives a great deal of attention, other participants and the process itself are also evaluated.  The feedback provided through the evaluation process allows for adjustment and growth, as well as opportunities to improve procedures, programs, and the evaluation process.  Copies of the forms used for all evaluations are made available to all the participants in the student teaching experience.   

Scripted Observations

Scripted observations are completed by the university supervisor each time a visit occurs when the student teacher is involved in the process of instruction.  These observations show the activity observed, the student teacher’s involvement, student responses, and university supervisor’s recommendations.  These serve as a basis for the midpoint and final evaluations.  Copies of the scripted observations are provided to the student teacher, cooperating teacher, and the Director of Field Services after each observation.  

Midpoint Evaluation

This formative evaluation of the student teacher is conducted by the cooperating teacher in consultation with the university supervisor and is designed to provide the student teacher with an indication of progress being made in student teaching. Any items marked as "Basic or Below Basic" should be addressed in the Comments section, and plans for improvement outlined. The cooperating teacher and the university supervisor both discuss the evaluation with the student teacher, and a copy of this written midpoint evaluation is provided to the student teacher.
Final Evaluation

The final evaluation of the student teacher is also conducted by the cooperating teacher in consultation with the university supervisor.  This evaluation is significant in determining if the student teacher receives credit for the student teaching experience. (See Grading.) The results of this written evaluation are discussed and copies are provided to the student teacher.

Work Sample
Evaluation of the Work Sample
The Work Sample is analyzed by the cooperating teacher and the university supervisor.  Evaluation results are discussed with the student teacher prior to the end of the semester.
Informal Evaluations

The performance of student teachers is continuously evaluated throughout the student teaching experience.  In addition to the formal midpoint and final evaluations, informal evaluations are conducted regularly by the cooperating teacher and university supervisor.  Evaluations by the building principal and student self‑evaluations are also encouraged.  The evaluations are designed to provide students with specific information regarding their performance and progress.  Student teachers are provided with some type of written feedback from informal evaluations and are encouraged to maintain a record of their evaluations.  Student teachers are encouraged to actively participate in the evaluation process to derive the greatest benefit.

Professional Development Plans

When student teachers encounter difficulty in making adequate progress in student teaching, a Professional Development Plan (PDP) may be used to provide focused and systematic help with the problem.  The university supervisor and/or the Director of Field Services initiate and develop a PDP in cooperation with the student teacher.  The PDP establishes expectations, goals, and objectives for successful resolution of specific difficulties. 

Grading

Because student teaching is a university course, the final responsibility for grading lies with the university supervisor in collaboration with the Director of Field Services. Final course grades for student teaching are awarded as "Satisfactory" or "Unsatisfactory". Input and recommendations from cooperating teachers are highly significant considerations in determining a final grade. The university supervisor submits a final grade recommendation to the Director of Field Services on the Student Teacher Performance Recommendation Form.  An electronic copy can be found in the Document Center on the College of Education website.
http://www.departments.dsu.edu/educate/
Extension of Student Teaching

The cooperating teacher, the university supervisor, or the student teacher may request an extension of the student teaching experience.  Examples of requests for extensions of the student teaching experience may include the need for additional time to make up unavoidable absences, to remediate identified deficiencies, or to provide a different student teaching site.  A recommendation for extension must be accompanied by:

1. Written documentation of the reasons for recommending the extension;

2. A Professional Development Plan (PDP) if the extension is related to competency issues;

3. The number of days or weeks the student teaching experience is to be extended and a new school site/cooperating teacher to be determined if necessary;

4. The action that will be taken if the extension does not result in successful completion of the student teaching experience; and 

5. Documentation of extensive discussion of this option by the student teacher, the cooperating teacher, and the university supervisor.

Extension will be granted by the Director of Field Services and an incomplete grade of "I" will be given pending successful completion of the extended student teaching experience.  The Director of Field Services will replace the "I" grade upon successful completion of the extended experience with a “Satisfactory”.  Failure to successfully complete the extended experience will result in the award of a grade of "Unsatisfactory." 

Removal from Student Teaching

Student teachers may be removed from student teaching.  In any case of removal, extensive documentation and attempts to remediate must have occurred prior to the recommendation for removal.  The types and circumstances of removal and options for reapplication are outlined below.

Withdrawal

A student teacher may request to be withdrawn from the student teaching experience as the result of extenuating or difficult personal circumstances.  A withdrawal request may only be initiated by a student teacher who is passing the student teaching experience at the time of the request and prior to the published withdrawal date for the semester or who is not under review for conditions leading to suspension or termination.

If withdrawal is determined to be the best course of action for the student, the Director of Field Services may grant the request and will assign a grade of “W”.  The student may re‑enroll in student teaching for the next semester by reapplying for student teaching.   If re‑enrollment is delayed for more than one calendar year, additional requirements may be imposed for the student to be readmitted to student teaching.

Suspension

Suspension is the removal from student teaching for the remainder of the semester with a right to reapply.  A student teacher may be suspended from student teaching for a serious violation of student teaching policies and procedures or for severe performance deficiencies.  The university supervisor, the cooperating teacher, or a building or district administrator may initiate such a request through the Director of Field Services.  

Reasons for suspension may include, but are not limited to, arrest or charges by any governmental authority regarding moral behavior or controlled substances, failure to maintain confidentiality, unethical conduct, severe and/or incessant disparaging remarks toward the school or university, refusal to complete assigned tasks, unprofessional conduct, unauthorized substituting (either paid or unpaid), engaging in unauthorized disciplinary practices, excessive absences, incompetence, or noncompliance with university or school district policies.

Upon the receipt of such a request the Director of Field Services conducts a thorough investigation of the circumstances.  The student teacher’s presence at the site during the investigation is determined by the cooperating teacher and school administrator in collaboration with the university supervisor and the Director of Field Services.  In such cases the student teacher will be informed in writing of the conditions of the removal at the time the student teacher is removed from the site.  

If suspension is deemed to be an appropriate course of action, the Director of Field Services recommends the suspension to the SAM Committee.  If the Committee grants the suspension request, the student's removal from student teaching is effective immediately and the Registrar is notified that the student is to receive a grade of "Unsatisfactory" for the student teaching experience.  Students who have been charged or arrested may receive a grade of incomplete, “I”, until the investigation has been completed.  If the student is found guilty, he/she will be terminated from student teaching and will be given a grade of “Unsatisfactory”.       

Student teachers who have been suspended may not reapply to student teaching for at least one calendar year.  Candidates reapplying for student teaching must appear before the SAM Committee justifying their readmission.  The SAM Committee will approve or reject the application.  Candidates who are readmitted to student teaching after a suspension will be assigned to a site in a different school district.  The SAM Committee may also impose coursework or field experience requirements as a condition for readmission.  Candidates who are denied readmission may not reapply for student teaching at DSU.  

Termination

Grievous violations of policies or procedures or incompetence which results in serious harm to students in the student teaching classroom is cause for termination.  Recommendation for termination may be made by the university supervisor, the cooperating teacher, or a school or district administrator through the Director of Field Services.  

Reasons for termination may include, but are not limited to, the following:

· Falsifying documents

· Committing insubordination

· Committing acts of moral turpitude

· Committing acts of gross immorality

· Administering corporal punishment

· Violation of school board policy

· Committing acts blatantly detrimental to the welfare of learners

· Being convicted of any crime involving moral turpitude, including traffic in narcotics.   

Upon receipt of a request for termination, the Director of Field Services conducts an investigation of the conditions which precipitated the request.  The Director of Field Services prepares a recommendation for the SAM Committee.  If the Committee supports the request for a termination, the student teacher's removal is effective immediately and the Registrar is notified that the student teacher is to receive a grade of "U" for Unsatisfactory for the semester.  

The student teacher may be removed from the student teaching site for the entire time it takes the SAM Committee to reach its decision.  The student teacher will be informed in writing of the conditions at the time of the removal.

Students who are terminated from student teaching may not reapply to student teach at DSU.

Due Process

Student teachers who disagree with evaluations they receive or who wish to appeal a suspension or termination of their student teaching should use the following steps in the grievance process to attempt to resolve the dispute:

1. Attempt to resolve the dispute with the initiator of the action within 10 working days of notification;

2. Make an appointment to discuss the matter and seek resolution with the Director of Field Services;

3. Request a hearing with the SAM Committee through the Director of Field Services;

4. Request a hearing with the PEC through the Dean of the College of Education; and

5. Appeal PEC decision to the Academic Vice President as outlined in the DSU catalog.

At each stage of the grievance process, students and university supervisors are expected to provide documentation in writing.  Each official in the appeal process is expected to act on the appeal within 10 working days and to provide documentation to the student of the decision.  The student teacher's documentation and the documentation of the decision must be included in each subsequent appeal.

Completing the Program

Several types of evaluations are conducted before the completion of the teacher education program.  Student teachers must complete major field assessment exams on a designated Saturday during the student teaching semester.  Student teachers must also successfully complete and pass the Work Sample, which is analyzed by the cooperating teacher and university supervisor.  Student teachers submit their portfolios to the College of Education for evaluation and also complete an exit survey and disposition survey.  These measures are designed to ensure that student teachers have mastered the content and pedagogical objectives of their programs and can successfully deliver quality instruction to students.  The student teacher's performance on these assessments enables the professional education faculty to recommend to the Director of Field Services whether student teachers receive credit for the student teaching experience and are recommended for certification.  Results of the assessments are used regularly for program review.  Details on these assessments follow.

Complete Testing

· Major Field Assessment Test
Students will take the Praxis II: Principles of Learning and Teaching, K-6, or 7-12 provided by the Educational Testing Service. These standardized pedagogical tests are administered at DSU on a designated Saturday during the semester of student teaching.

Failure to complete this testing requirement will result in a grade of “U” for Unsatisfactory for student teaching. 

· Work Sample 
Student teachers will submit a CD of the completed and approved work sample by the announced due date.  

· Failure to complete this requirement will result in a grade of “U” (unsatisfactory) for student teaching.
Submit and Gain Approval of Portfolio

During the student teaching semester students submit their portfolios to the College of Education as part of their program exit requirements.  This version of the portfolio will be a reflection of student progress through the DSU Teacher Education program.  It can also serve as a beneficial tool in the job search process. 
Portfolio Contents for Exiting the Program

· Professional Résumé and Letter of Introduction for job application:  The letter of introduction is prepared as though you are presenting it to a potential employer.

· Professional Organizations/Extracurricular Activities:  An electronic list of all professional organizations in which you are a member and any extracurricular activities in which you participate (e.g., varsity basketball, choir, intramural sports, etc.).

· Philosophy: Your philosophy should address pertinent autobiographical information and reference professional teaching and learning research and/or theories.
· Sample Lesson Plans:  At least three plans that you developed during student teaching which include multiple instructional strategies, original assessments, a technological emphasis, and inclusion.  Add a personal reflection statement indicating your evaluation of each lesson.

· Management Plan:  Your overall philosophy of classroom management that is intended to be employed along with specific classroom practices planned to create a productive and positive classroom.  Include revisions based on the management and discipline strategies and issues encountered in your Level III field experience and student teaching.

· Reflection on Student Teaching Experiences:  A description and commentary on your student teaching experience.  Describe how your perspectives on schools, teaching, and learning experiences in the schools have changed as a result of your experience.

· Link to Interdisciplinary Unit:  An electronic artifact that presents an entire unit plan meeting curriculum objectives from two or more disciplines.  Provide a link from the professional portfolio to the Interdisciplinary Unit. 
Failure to successfully complete the portfolio requirements will result in a grade of “U” for Unsatisfactory for student teaching.   

Dispositions Survey

At the final student teaching seminar, students will complete the final dispositions survey.  The cooperating teacher and university supervisor will also complete the survey, which identifies the student teacher’s performance on the dispositions identified as necessary for effective teaching.  

Exit Survey

During the final weeks of the student teaching semester, students will participate in an Exit Survey, during which they evaluate their student teaching experience, their participation in the Teacher Education Program, and the portfolio process.  The Exit Survey is intended, in part, as a debriefing, allowing students and faculty to discuss the most beneficial components of the program and areas recommended for improvements. 

Grade Point Average

Candidates must maintain a minimum 2.6 cumulative GPA throughout the program.  Candidates must have a 2.7 GPA in their major for admission to student teaching.  GPA is monitored by advisers as candidates progress in the program.  Advisers meet with candidates to discuss their progress and registration for subsequent semesters.

Entering the Profession

Finding the position that will begin the candidate’s professional career is part of the student teaching semester.  Many positions open and are filled during the time when candidates are still doing their student teaching.  The most important recommendation for a prospective teacher is that of their cooperating teacher, who has worked with and come to know the skills, knowledge, and commitment of the candidate. 

Candidates must obtain state certification to teach in accredited schools.  A well-designed placement file will assist the applicant in applying for and obtaining a position.  Candidates are informed of application and interview protocol. 

Teaching Certification and Licensuretc "Teaching Certification and Licensure"
Teaching certificates in South Dakota are issued by the South Dakota Department of Education (DOE). The Elementary certificate qualifies the holder to teach subjects in grades K-8. The K-12 or secondary certificate qualifies the holder to teach subjects in grades K-12 or 7-12 respectively.  All teacher education programs at Dakota State University include a middle level certification that is embedded into required education coursework, while middle school content certification continues to require completion of specific content courses.  Students seeking middle level certification must take and pass a middle level area content exam.
Students who successfully complete teacher education programs at Dakota State University are eligible to receive a recommendation for the applicable teaching certification in the State of South Dakota. All education graduates are encouraged to apply for South Dakota certification immediately upon completion of their degree.

Teacher education graduates may also be eligible for Dakota State University recommendation for certification in other states, but because teaching certification/licensure requirements vary among states, Dakota State University cannot guarantee the graduate will be immediately certified in a particular state. To obtain specific requirements, contact the Certification Officer in the College of Education.

The Secretary of the Department of Education has the authority to refuse to issue or renew a certificate and may revoke or suspend a certificate based on South Dakota Codified Law.  See appendix.  

Placement  Services

Placement information and services are available in the Office of Career Services, located in Heston Hall, Room 112 or online at http://www.departments.dsu.edu/career/. This office provides job search and job application assistance to all majors.  Students in education are encouraged to contact the office before their student teaching semester.  Services available to teacher education candidates include:

· Credentials Service:  The office compiles and sends credentials for candidates to prospective employers.  Included in credential files are documents such as a data sheet, a course listing sheet, transcripts, letters of reference, and certificates.  Candidates are encouraged to develop their credential files as early as possible in their student teaching semester. 

· Certification Information:  Students may want to teach in a state other than South Dakota.  The office offers assistance for students in determining certification requirements for other states.  

· Workshops:  The Career Services Office provides workshops throughout the year on exploring careers, job searching, networking, interviewing, handling job offers, and managing a career. Education candidates are encouraged to attend workshops before the student teaching semester.    

· Job Listings:  The office provides job listings, including teaching positions, for the region. Listings are available on the Internet at http://www.departments.dsu.edu/career/ 
under the Employment Opportunities link.
· Mock Interviews:  The office will provide mock interviews to students upon request.  Mock interviews give students practice in one of the key elements to a successful job search.  

· Vacancy Announcements:  The office receives vacancy announcements from a broad region and works to match candidates with positions.  The office will send vacancy announcements directly to students whose credentials are a good match for the vacancy.  

· South Dakota Teacher Job Fair:  The Office of Career Services sponsors the annual South Dakota Teacher Job Fair held in Sioux Falls each April.  School districts from South Dakota and outside South Dakota participate.  All student teachers are encouraged to attend.  Registration information is available from the Office of Career Services in early March. The date of the Job Fair is included in the student teaching calendar, and attendance is treated as a scheduled student teaching event.  

First Year Assistance

The College of Education maintains contact with its graduates and provides appropriate assistance during their first year of employment.  For program improvement, post-graduate surveys are conducted with first year graduates and their supervisors.  
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	CODE OF PROFESSIONAL ETHICS FOR TEACHERS

	24:08:03:01. Obligations to students. In fulfilling their obligations to the students, educators shall act as follows:

1. Not, without just cause, restrain students from independent action in their pursuit of learning; 

2. Not, without just cause, deny to the students access to varying points of view in the classroom; 

3. Present subject matter for which they bear responsibility without deliberate suppression or distortion; 

4. Make a reasonable effort to maintain discipline and order in the classroom and the school system to protect the students from conditions harmful to learning, physical and emotional well-being, health, and safety; 

5. Conduct professional business in such a way that they do not expose the students to unnecessary intimidation, embarrassment, or disparagement; 

6. Accord just and equitable treatment to every student, regardless of race, color, creed, sex, sexual preference, age, marital status, handicapping condition, national origin, or ethnic background; 

7. Maintain professional relationships with students without exploitation of a student for personal gain or advantage; 

8. Keep in confidence information that has been obtained in the course of professional service, unless disclosure serves professional purposes or is required by law; 

9. Maintain professional relationships with students in a manner which is free of vindictiveness, recrimination, and harassment. 

Source: 2 SDR 40, effective December 9, 1975; 8 SDR 35, effective October 7, 1981; 11 SDR 96, 11 SDR 112, effective July 1, 1985; 13 SDR 3, effective July 22, 1986; 20 SDR 92, effective December 21, 1993; 27 SDR 141, effective July 3, 2001.

General Authority: SDCL 13-43-25.
Law Implemented: SDCL 13-43-25.

24:08:03:02. Obligations to the public. In fulfilling their obligations to the public, educators shall act as follows:

1. Take precautions to distinguish between their personal views and those of the local school district or governing body; 

2. Not knowingly distort or misrepresent the facts concerning educational matters in direct and indirect public expressions; 

3. Not interfere with a colleague's exercise of political and citizenship rights and responsibilities; 

4. Not exploit the local school district or governing body for public or personal gain; 

5. Not exploit the local school district or governing body to promote political candidates or partisan political activities; 

6. Neither accept nor offer any gratuities, gifts, services, or things of value that impair professional judgment, offer special advantage, or provide personal benefit; 

7. Engage in no act that results in a conviction; 

8. Commit no act of moral turpitude or gross immorality; and 

9. Not misuse or abuse school equipment or property. 

Source: 2 SDR 40, effective December 9, 1975; 11 SDR 96, 11 SDR 112, effective July 1, 1985; 13 SDR 3, effective July 22, 1986; 20 SDR 92, effective December 21, 1993; 27 SDR 141, effective July 3, 2001.

General Authority: SDCL 13-43-25.
Law Implemented: SDCL 13-43-25.

Cross-Reference: "Moral Turpitude" defined, SDCL 22-1-2; Grounds for revocation or suspension of certificates, SDCL 13-42-9.

24:08:03:03. Obligations to the profession. In fulfilling their obligations to the profession, educators shall act as follows:

1. Accord just and equitable treatment to all members of the profession in the exercise of their professional rights and responsibilities; 

2. Maintain confidentiality of professional information acquired about colleagues in the course of employment, unless disclosure serves professional purposes; 

3. Discuss professional matters concerning colleagues in a professional manner; 

4. Accept a position or responsibility only on the basis of professional preparation and legal qualifications; 

5. Adhere to the terms of a contract or appointment unless the contract has been altered without the consent of the affected parties, except as provided by law, legally terminated, or legally voided; 

6. Use sound professional judgment in delegating professional responsibilities to others; 

7. Not interfere with the free participation of colleagues in the affairs of their associations; 

8. Not use coercive or threatening means in order to influence professional decisions of colleagues; 

9. Not knowingly misrepresent their professional qualifications; 

10. Not knowingly distort evaluation of colleagues; 

11. Not criticize a colleague before students, except as unavoidably related to an administrative or judicial proceeding; 

12. Cooperate with authorities and the commissions regarding violations of the codes of ethics of the South Dakota Professional Teachers Practices and Standards Commission and the Professional Administrators Practices and Standards Commission; 

13. Perform duties in accordance with local, state, and federal rules and laws. 

Source: 2 SDR 40, effective December 9, 1975; 11 SDR 96, 11 SDR 112, effective July 1, 1985; subdivisions (9) and (10) transferred from § 24:08:03:04, 13 SDR 3, effective July 22, 1986; subdivisions (4) and (5) transferred from § 24:08:03:04, 13 SDR 11, effective August 11, 1986; 27 SDR 141, effective July 3, 2001.

General Authority: SDCL 13-43-25.
Law Implemented: SDCL 13-43-25.

JOINT POSITION STATEMENT ON ETHICAL JOB SEARCH PRACTICES

The members of the Professional Teachers Practices and Standards Commission and the Professional Administrators Practices and Standards Commission encourage the growth and professional advancement of all certified educators. The recommended ethical criteria for job search are:

A. Prior to signing the contract the teacher or administrator is free to look for other employment. 

B. After a contract has been signed for the upcoming school year and other employment is being sought, at the point of interview the present administrator and/or board needs to be informed of the job search. 

C. After a contract has been signed for the upcoming school year and other employment is being sought, at the point of interview the prospective administrator and/or board needs to be informed of the existing contract. 

The PTPSC can be contacted at the Department of Education, 700 Governors Drive, Pierre, SD 57501 (605) 773-4705.
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Appendix

An electronic copy of the following forms can be found in the Document Center on the DSU College of Education website http://www.departments.dsu.edu/educate/ .

These forms can be found in the Student Teaching Documents section:

· Checklist for Guided Planning

· Checksheet for Initial Visit

· Lesson Plan Evaluation form

· Scripted Observation form

· Student Teacher Assessment form

· Student Teacher Performance Recommendation form

· Exit Portfolio Rubric form

· Hometown News Release form

This form can be found in the Other Field Services Document section:

· Lesson Plan Format

This form can be found in the Applications & Verification Forms section:

· Student Teacher Information/Handbook Verification form
The School Employee Certification of Health form can be downloaded from the South Dakota Department of Education website at http://doe.sd.gov/. 
Please visit the College of Education web site http://www.departments.dsu.edu/educate/ to view or download these items from Handbook section of the Document Center:

· Statutory References to Teacher Certificate Refusal or Revocation
· Statutory References to Employment of Teachers
Please access the Field Experience Database at http://www.departments.dsu.edu/educate/ to log in and complete the following online documents:

· Cooperating Teacher Information Form

· Student Teaching Timesheets

· Student Teacher Absence Approval Form
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