A Handbook for Student Teachers,
Cooperating Teachers, and
University Supervisors

North Carolina Central University
Teacher Education Program

Preparing Educators for Diverse Cultural Contexts

Revised 11/2010

ii

Table of Contents
INTRODUCTION…………………………………………………………………………...

1

North Carolina Professional Teaching Standards…………………………………….

2

The Student Teacher………………………………………………………………….

3

The Cooperating Teacher…………………………………………………………….

7

The University Supervisor……………………………………………………………

9

Frequently Asked Questions and Answers…………………………………………...

11

Challenges…………………………………………………………………………….

13

TOOLS FOR THE STUDENT TEACHER………………………………………………… 14
Information Sheet for Student Teaching Interns……………………………………..

15

Student Teaching Contract……………………………………………………………

16

Volunteer Time Sheets………………………………………………………………..

18

Directory……………………………………………………………………………...

21

School Profile Form…………………………………………………………………..

22

Observing the Cooperating Teacher…………………………………………………..

25

What Should the Student Teacher Be Looking For…………………………………...

26

What Should I Think About Before I Begin………………………………………….

27

Learning Pyramid…………………………………………………………………….

28

Before Teaching Each Lesson Ask Yourself…………………………………………

29

Sample Lesson Plan for Elementary/Middle Grades…………………………………

30

Sample Lesson Plan for Secondary Grades…………………………………………..

32

Using a Varied Teaching Styles………………………………………………………

34

This Classroom Management Is Different From the One in the Book……………….

36

Effective Classroom Managers Plan and Prepare…………………………………….

37

Rules………………………………………………………………………………….

39

Teaching Tips for Saving Time………………………………………………………

43

iii
COOPERATING TEACHER AND UNIVERSITY SUPERVISOR ESSENTIALS……… 44
Cooperating Teacher Essentials Checklist……………………………………………

45

University Supervisor Checklist……………………………………………………...

46

Getting to Know You Conference for Cooperating Teachers………………………..

47

Information Sheet for Cooperating Teachers………………………………………...

48

Phase In/Out Suggested Time Frame………………………………………………...

49

Phase In/Out Plan…………………………………………………………………….

50

Lesson Plan Expectations During the Internship…………………………………….

51

Evaluating a Lesson Plan…………………………………………………………….

52

Planning Conference Form…………………………………………………………..

55

Reflective Conference Form…………………………………………………………

56

Coaching Plan Form…………………………………………………………………

57

Internship Conference Log………………………………………………………….

58

Observing Your Student Teacher……………………………………………………

61

Formative-Focused Observation of a Lesson Form…………………………………

62

Formative Evaluation Form…………………………………………………………

64

Summative Evaluation Form………………………………………………………...

65

Mid-Semester Evaluation Form……………………………………………………...

70

APPENDIX………………………………………………………………………………….. 72
APPLICATION FOR A NORTH CAROLINA LICENSE…………………………..

73

FORM S – STUDENT TEACHING PERFORMANCE EVALUATION…………..

75

FORM U - LICENSE UPDATE……………………………………………………...

76

FORM V - VERIFICATION BY INSTITUTION…………………………………...

78

1

Introduction
All education is with a purpose and that purpose can only be political, for either we educate to liberate or
we educate to dominate.-Paulo Freire

The preparation of teachers to fill the classrooms of America’s public schools is a noble
task, for no profession touches the lives of more people in more significant ways than the
teaching profession. As our society, and thus our classrooms, become more and more
diverse, the task becomes more and more challenging. At North Carolina Central
University, we have chosen to meet that challenge by focusing our efforts on preparing
―educators for diverse cultural contexts‖ with a view toward preparing a diverse citizenry
to be full participants in our democratic society.
To meet the ever increasing challenges of public schooling, teacher preparation must be
viewed as a continuous act, a cycle of assistance that runs from pre-service, through
induction, throughout the teacher’s entire career. The student teaching internship is the
culminating clinical experience in the pre-service teacher education program. It is
designed to bridge the traditional gap between theory and practice in the preparation of
K-12 teachers. It is an opportunity for pre-service teachers, on one hand, to develop
professional relationships and become fully immersed into their new profession. On the
other hand, it is their opportunity to demonstrate in a live theatre their mastery of the
concepts and skills taught over the course of their pre-service program. The successful
student teaching internship should result in a seamless transition between the student
teacher’s life as a pre-professional and his or her life as a professional. It provides the
knowledge, skills and dispositions necessary for the student teacher to
assume challenging, emerging new roles as teacher leaders and researchers
review the work of the individual teacher in relation to the entire teaching and
learning community
employ sound instructional strategies appropriate to the physical, psychological
and social development of the students
provide an environment conducive to maximum academic achievement for all
students
manage routine matters so as to economize on time and promote maximum
student growth
develop and carry through both long-term (unit) and daily lesson plans for
teaching
assess students’ work and use assessment results to reflect on and modify his or
her own teaching
guide both curricular and extra-curricular student activities
participate effectively in school and community activities
plan for professional growth directed toward an attitude and a philosophy that will
result in further growth, including an understanding of an adherence to a
professional code of ethics.

North Carolina Professional Teaching
Standards
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Standard 1 – Teachers Demonstrate Leadership
Teachers lead in their classrooms
Teachers demonstrate leadership in the school
Teachers lead the teaching profession
Teachers advocate for schools and students
Teachers demonstrate high ethical standards
Standard 2 – Teachers Establish A Respectful Environment For A Diverse
Population Of Students
Teachers provide an environment in which each child has a positive, nurturing
relationship with caring adults
Teachers embrace diversity in the school community and in the world
Teachers treat students as individuals
Teachers adapt their teaching for the benefit of students with special needs
Teachers work collaboratively with the families and significant adults in the lives
of their students
Standard 3 – Teachers Know The Content They Teach
Teachers align their instruction with the North Carolina Standard Course of Study
Teachers know the content appropriate to their teaching specialty
Teachers recognize the interconnectedness of content areasldisciplines
Teachers make instruction relevant to students
Standard 4 – Teachers Facilitate Learning For Their Students
Teachers know the ways in which learning takes place, and they know the
appropriate levels of intellectual, physical, social, and emotional development of
their students
Teachers plan instruction appropriate for their students
Teachers use a variety of instructional methods
Teachers integrate and utilize technology in their instruction
Teachers help students develop critical thinking and problem-solving skills
Teachers help students work in teams and develop leadership qualities
Teachers communicate effectively
Teachers use a variety of methods to assess what each student has learned
Standard 5 – Teachers Reflect On Their Practice
Teachers analyze student learning
Teachers link professional growth to their professional goals
Teachers function effectively in a complex, dynamic environment
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The Student Teacher
Students who are preparing for the initial teaching license in North Carolina are
required to complete a student teaching experience designed to help them continue to
build the bridge between theory and practice. At North Carolina Central University,
that internship is a full semester long. State law and university regulations define the
role and responsibilities of the student teacher as follows:
Student Interns and Program Regulations
The Teacher Education Program has established specific regulations for the student
teaching experience.
Student interns must complete all other program requirements prior to a
school placement
Student interns must follow the calendars and schedules of the schools to
which they are assigned.
Student interns are considered members of the faculty of the schools to which
they are assigned and, as such, are expected to participate in all school
functions normally expected of the regular classroom teacher.
Student interns are expected to dress appropriately, be punctual and conduct
themselves in a professional manner.
Student interns must follow the Student Teaching Attendance Policy.

Student Teaching Attendance Policy
Regular attendance is imperative to the successful completion of the student teaching
experience. The student teaching intern is expected to be present every day and to make
up all absences. Absences may be made up during the week following the practicum,
according to plans approved by the university or clinical supervisor, the cooperating
teacher, and the director of teacher education.
In cases of absence, the student intern must notify the cooperating teacher, the principal,
and the clinical or university supervisor by the start of the school day on the morning of
the absence.
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Student Teachers and State Law
G.S. 115G-309. Student teachers.
a) Student Teacher and Student Teaching Defined. A ―student teacher‖ is
any student enrolled in an institution of higher education approved by the
State Board of Education for the preparation of teacher who is jointly
assigned by that institution and a local board of education to student teach
under the direction and supervision of a regularly employed certified
teacher. ―Student teaching‖ may include those duties granted to a teacher
by G.S. 115G-307 and 115G-309 and any other part of the school program
for which either the supervising teacher or the principal is responsible.
b) Legal Protection. A student teacher under the supervision of a certified
teacher or principal shall have the protection of the laws accorded the
certified teacher.
c) Assignment of Duties. It shall be the responsibility of a cooperating
teacher, in cooperation with the principal and the representative of the
teacher-preparation institution, to assign to the student teacher
responsibilities and duties that will provide adequate preparation for
teaching. (1969, c., 638,s. 1; 1981, x. 423, 2.1.)
G.S. 115G-307. Duties of the Teacher.
a) To Maintain Order and Discipline. It shall be the duty of all teachers,
including student teachers,…to maintain good order and discipline in their
respective schools.
b) To provide for General Well-Being of Students. It shall be the duty of all
teachers, including student teachers,…to encourage temperance, morality,
industry and neatness; to promote the health of all pupils…by providing
frequent periods of recreation; to supervise the play activities during
recess; and to encourage wholesome exercises for all children.
Record Keeping and Reports
It is important that the student intern have experience in record keeping and reporting.
To the extent that the cooperating teacher is responsible for them, the student intern
should assist in completing the following:
1.
2.
3.
4.
5.
6.

The North Carolina school attendance record
Monthly attendance reports
Book inventories and reports
Collection, receipts, and reports of fees
Student progress reports, and
Other such duties required of the teacher.
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Planning for Instruction
Thorough, clear and precise planning is important for successful teaching. While the
Teacher Education Program subscribes to the six-step lesson plan, other appropriate
models may be used. We recommend that the university supervisor and the cooperating
teacher mutually agree on modifications to lesson plan formats.
In any case, the following guidelines apply:
1. Prepare and submit lesson plans to the cooperating teacher prior to the actual use
of the plans.
2. Maintain a Student Internship Notebook in which copies of all plans are filed.
3. Provide copies of plans to the university or clinical supervisor. This is especially
critical for formal observations.

Performance Evaluation
The university or school-based supervisor will conduct both formative and summative
evaluations. Formative evaluations are used to provide appropriate feedback to the
student during the student teaching internship. The Student Teacher Appraisal System is
designed to facilitate this evaluation.
Generally students will be evaluated on instructional time management, facilitation and
presentation, monitoring and feedback, student behavior management, personal
interactions, and completion of non-instructional duties.
For purposes of these evaluations, the supervisor is required to observe the student
teaching performance a minimum of four times with a conference following each
observation.
Performance assessment and feedback are essential for professional growth. For
maximum effectiveness, evaluation should be continuous and directed toward successful
self-appraisal. The most effective evaluation takes place day-to-day in cooperative
planning and work between the cooperating teacher and student teacher.
Suggested Internship Schedule
Depending upon individual readiness and previous experience, student interns may be
phased into full-time classroom duties at different rates. However, all interns are
expected to engage in full-time teaching for at least four weeks. The cooperating teacher,
university or school-based supervisor, and student intern may collaboratively determine
the phase-in process. A suggested phase-in schedule follows.
Week 1-observation, orientation to the classroom, the school and the school
system, and instructional planning.
Weeks 2-6-The student intern should begin to assume some teaching
responsibility, gradually increasing to the assumption of full-time teaching duties.
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Weeks 7-10-The student intern should be teaching full-time.
Weeks 11-14-The student intern should gradually relinquish teaching
responsibilities to the cooperating teacher.
Week 15-The student intern should submit an activity schedule to the cooperating
teacher and supervisor. The schedule should include the intern’s participation in
and observation of other activities and classes within the school or, in special
circumstances, in other schools.
The student teaching intern must attend a weekly seminar during the entire student
teaching semester. The seminar may meet at the school site or at a combination of sites
including the school and the university campus.
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The Cooperating Teacher
Cooperating teachers belong to a select group of school-based educators who willingly
accept a major responsibility for preparing new teachers for their profession. Models and
mentors to the developing student teacher, they have one of the most important roles in
the teacher education program. Research has shown that the relationship that builds
between the cooperating teacher and the student intern, and the direction and supervision
provided by the cooperating teacher, good or bad, have lasting impact on the novice
teacher. No student teaching program can be effective unless a large measure of support,
founded upon mutual respect and understanding, exists among the university or schoolbased supervisor, the student intern and the cooperating teacher.
Therefore, the Teacher Education Program gives special care to the selection of master
teachers who are specially trained as clinical supervisors and who have a clear disposition
for the induction of new professionals. In addition, the cooperating teacher must have
completed a minimum of three years of successful teaching within the five years prior to
his or her selection and must have taught at least one semester at the current school site.
The Program makes every effort to select teachers who are technology proficient and
recognized by their peers as highly effective in teaching students of diverse backgrounds.
Responsibilities of the Cooperating Teacher
In serving as the principal mentor to the student intern, the cooperating teacher is
expected to
Prepare his or her class for the intern’s increased responsibility for the teaching
and learning process;
Facilitate the emersion of the intern into the total school environment;
Explain policies and routine procedures of the classroom and school;
Plan a well balanced program of learning activities that allow the intern to
participate actively in, observe, and evaluate his or her (the teacher’s )
performance;
Plan with the intern a schedule for assuming increased responsibility in the
classroom;
Help the student intern develop constructive approaches to discipline;
Help the intern develop a professional attitude toward all teacher roles;
Plan carefully for the intern’s professional growth;
Observe and comment on lessons taught by the student, encouraging new and
creative strategies;
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Explain the methods and procedures of record keeping, reporting to parents, and
evaluating and grading students;
Work closely with the university or clinical supervisor and immediately call
attention to any situation that is not productive for the intern, the students, or the
cooperating teacher; and
Assist in the student’s final evaluation.
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The University Supervisor
The university supervisor may be a university faculty member or a specially trained
school-based educator. To serve as a university supervisor, the candidate should have at
least a master’s degree and training in methods of teaching in the subject or grade level of
the assignment. In addition, the candidate must hold a current North Carolina teaching
license and must have had successful teaching or supervisory experience at the level of
the assignment.
The university supervisor assumes the major responsibility for guiding the student
teaching function, including serving as the liaison between the Teacher Education
Program, the school, and the school system in which the intern is assigned. In addition, a
close and positive working relationship with the intern and the public school personnel,
especially the cooperating teacher, must be maintained so that the needs, interests, and
expectations of each are met.
Responsibilities of the University Supervisor
Along with serving as coordinator of the Student internship and as liaison between the
Teacher Education Program and the assigned school, the university supervisor is
expected to
Apprise the cooperating teacher and other public school officials of all policies
and procedures related to the North Carolina Central University Student Teaching
Program;
Provide orientation to student teachers on the policies and procedures related to
student teaching;
Provide the cooperating teachers with all Student Teacher Appraisal System
(STAS) forms and procedures;
Counsel individual interns on personal and professional problems and concerns;
Conduct an initial conference with the intern and the cooperating teacher to plan
the intern’s program and schedule;
Conduct student intern weekly seminars or conferences;
Assist the Director of Teacher Education in providing in-service programs for
cooperating teachers;
Complete a minimum of four (4) formal observations, each followed by a
conference with the student. Following each observation, the supervisor must
submit a completed STAS Form-1 to the Director of Teacher Education;
Complete and submit the mid-term and final STAS forms to the Director of
Teacher Education;
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Collect and submit a completed Evaluation of Student Teaching Performance
form (Form S) to the Director of Teacher Education; and
Assist in the continuous evaluation and revision of the student teaching program.
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Frequently Asked Questions and Answers
Regarding the Student Teaching Internship
Does the student intern have the same legal standing as a regular teacher?
G.S. 115G-309 confers upon the student teacher the same responsibilities and grants the
same authorities as a regular teacher. It provides that the student teacher, under the
supervision of a certified teacher or principal, shall have ―the protection of the laws
accorded the certified teacher.‖
What are the health requirements for student teachers and interns?
Student interns are required to file a completed Health Examination Certificate with the
Director of Teacher Education prior to visiting the schools.
Are student interns entitled to review the records of students under the Family Education
Rights and Privacy Act of 1974?
The Family Education Rights and Privacy Act of 1974 generally prohibits the release of
personally identifiable records or files of a student without the written consent of a
student’s parents or the student. An exception is provided for other school officials,
including teachers who have a legitimate educational interest. Student teaching interns
are considering as having a legitimate educational interest and therefore should have
access to student records.
What is the role of a student intern in parent-teacher conferences?
A student intern’s role in the parent conference is determined by school policy, the
cooperating teacher, and the parent. The initial role should be that of observing the
conference, which will provide general knowledge for later conferences. During later
conferences, when appropriate, the student teacher may provide information and general
input into the discussion concerning the child.
Is it necessary for student interns to write lesson plans?
Student interns must write lesson plans with sufficient detail, as determined by the
cooperating teacher and university or school-based clinical supervisor.
If the student intern becomes, ill, what procedures should he or she take?
If the student intern becomes ill and cannot attend school, he or she must notify the
university supervisor, the cooperating teacher, and the principal by the start of the school
day. The intern must provide an expected return date. Extended illness causing
excessive absences may result in a withdrawal from the student teaching internship.
Who decides when the student intern will teach full-time?
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That decision will be made by both the cooperating teacher and the university
supervisor, based on the intern’s ability to handle small and large groups and to manage
the teaching and learning process.
How is the final evaluation determined?
Evaluation is a collaborative activity between the cooperating teacher and university
supervisor. Together, they complete the appropriate STAS forms, the results of which
will be reflected in the final grade.
Does licensure automatically come with program completion?
No. Licensure is not automatically awarded with program completion. The student must
also successfully pass the Praxis II examination and submit to the NCCU Licensure
Office an Application for a Professional Education License, Form 2. (See Appendix B.)
The Licensure Office will then forward the application and required verifications to the
North Carolina Department of Public Instruction Licensure Office.
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Challenges…

For the Student Teacher:

Fitting into an already established classroom
Disequilibrium
Applying what you have learned within another teacher’s framework
Keeping up with the demands of the job
Transitioning to a professional career
Completing the portfolio
Turning in lesson plans in advance

For the Cooperating Teacher:

Inviting someone else into your classroom
Giving up instruction time to another teacher
Sharing ideas, materials, and resources
Taking the time to coach a beginner
Observing and giving constructive feedback
Knowing when to call the university supervisor (ie. problems)

For the University Supervisor:

Balancing time for school visits with university responsibilities
Finding time to meet with cooperating teachers
Completing all the paperwork
Dealing with problems between the student teacher and cooperating
teacher
Dealing with student teacher issues (ie. not doing what they are
supposed to be doing)
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Tools for the Student
Teacher
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EDU 4100/4200 Series
INFORMATION SHEET FOR STUDENT TEACHING INTERNS
Semester _______________ Year _______________ Program ________________
Please return this form to your Program Coordinator.
Name _________________________________________________________________________
Local Address __________________________________________________________________
Local Phone ___________________________________________________________________
Permanent Address ______________________________________________________________
Permanent Phone _______________________________________________________________
Current working email ___________________________________________________________
Best way to contact you __________________________________________________________
Internship School ________________________________________ System ________________
Cooperating Teacher ________________________________________ Grade _______________
Please Check Your Status:
[ ] 1st or 2nd Degree (graduating)

[ ] Licensure Only

[ ] Lateral Entry

Praxis II Stage (if your program area requires Praxis II):
[ ] am not registered yet [ ] have registered to take it on _______

[ ] have passed Praxis II

Optional Demographic Information:
Gender
M
F
Ethnicity
____________________________________
Age Group
[ ] 18-24
[ ] 25-30
[ ] 31-40
[ ] 41+
Do you have children? Yes
No
Number ________
Do you have any special concerns that we need to be aware of during the internship?

Permission to Photo:
During the course of this semester, videos and photographs may be taken in seminar and at your
school sites. Additionally, we will be accepting several assignments prepared by you during and
outside of class. We would like permission to use these artifacts for professional purposes such
as portfolio development, scholarly research, and publication. Your signature below indicates
your permission for the use of such artifacts for professional purposes.
Student Signature ____________________________________ Date ___________________
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NCCU SCHOOL OF EDUCATION
STUDENT TEACHING CONTRACT
Please return this form to your Program Coordinator.
NAME ________________________________

DATE _____________________

PROGRAM AREA _________________________________
Your initials below indicate that you have read and will adhere to the following policies:
PLACEMENT: I understand that interns receive ONE PLACEMENT per semester, and that I
must do my part to make the experience a positive one. Barring extreme conditions, interns
typically are not permitted to switch teachers or schools mid-semester. I also understand that my
University Supervisor is my first point of contact if concerns arise.
___________________________
STUDENT TEACHER HANDBOOK: I have read and understand the policies in the student
teacher handbook. ______________________
COOPERATING TEACHER ESSENTIALS: I have given (or will give) my Cooperating
Teacher (CT) a copy of the ―CT Essentials‖ packet, including the information sheet and
honorarium form. _____________________
ATTENDANCE - INTERNSHIP: I understand that I must attend all school days and teacher
workdays according to the calendar of the school to which I am assigned. I also understand that
I am required to attend workshops, faculty meetings, grade level meetings, and other meetings
and events as deemed necessary by my cooperating teacher. I understand that I must inform my
cooperating teacher and university supervisor immediately if I am unable to attend a school day,
or workshop. I also understand that I am required to make up any days (including ½ days)
missed from the student teaching internship. _____________________
ATTENDANCE – WEEKLY SEMINAR: I understand that I must attend all weekly seminar
sessions as outlined by the calendar distributed by my program coordinator. I understand that
this may include times other than the scheduled Thursday 4:00 block and sites other than NCCU.
I also understand that I must inform my cooperating teacher if the scheduled seminar is during a
regular instructional day, and that I must leave plans and materials for any subjects I am
responsible for teaching. I also understand that I must inform my university supervisor and the
seminar leader immediately if I am unable to attend a scheduled seminar, and that make-up days
are not allowed. _________________
PUNCTUALITY – INTERNSHIP: I understand that I must arrive prepared for work at the
required time specified for teachers at my assigned school. I also understand that I must remain
at school until the end of the work day (i.e., when teachers are permitted to leave).
_____________________
PUNCTUALITY – WEEKLY SEMINAR: I understand that I must arrive on time and
prepared for the weekly seminar, and that I must remain in seminar until it ends. I understand
that if I arrive late or leave early, this will be reflected in my seminar grade.
__________________________
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PROFESSIONALISM: I understand that I must present myself as a professional educator
during the internship. Professional dress means no jeans unless my school has a designated
casual policy on Fridays. I also understand that I must interact professionally with my
cooperating teacher, students, families, and the school community at all times.
________________________
COMMUNICATION: I understand that it is my responsibility to inform my cooperating
teacher of School of Education obligations (Professional Development Day, workshops, etc.). I
understand that the ―chain of command‖ is Cooperating Teacher  University Supervisor 
Program Coordinator, and will follow this chain if a problem or unexpected development occurs
during my internship. ________________
TEACHING DURATION: I understand that my cooperating teacher will assist me in creating
a schedule (teaching, observation, professional development, etc.) for the student teaching
internship. I understand that this schedule is subject to revision at any time during the internship
and may be modified to help me meet my professional development needs.
____________________
LESSON PLANS: I understand that I must submit my complete lesson plans (with all
supplemental material) to my cooperating teacher one week in advance, unless otherwise
indicated by my cooperating teacher and university supervisor. I also understand that copies of
those plans must be organized in a notebook to remain in my assigned classroom throughout the
course of the internship. ___________________
TEACHING PERFORMANCE: I understand that I must perform my teaching responsibilities
at minimum at the level of ―At Standard.‖ I also understand that if I experience difficulty in
meeting program expectations, I will receive additional support and remediation from my
cooperating teacher and university supervisor. I understand that if there are concerns about my
ability to achieve satisfactory levels of competency to be recommended for licensure, my student
teaching internship may be postponed or terminated. _____________________
PORTFOLIO: I understand that I am required to compile a professional portfolio (preferably
an electronic version) by the deadline indicated on the schedule. Failure to submit a portfolio
will result in a grade of ―Incomplete‖ for the seminar. _____________
LICENSURE: I understand that passing my university courses is not enough to be
recommended for licensure. I understand that I must receive the endorsement of my cooperating
teacher in order to satisfy state requirements. I also understand that I must attend the required
licensure seminar to complete the necessary paperwork for the SOE to submit my licensure
application to the NC Department of Public Instruction.
_________________

I have read and agree to all stipulations as outlined in this contract for my student teaching internship.
____________________________________________
Student Teacher’s Signature

___________________
Date
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VOLUNTEER TIME SHEETS
If you are a degree-seeking student, you must complete your regular 15
hours of ―Community Service.‖ Hours spent in student teaching count
towards this requirement.
Fill out the following form for the first 15 hours of your internship. Ask
your Cooperating Teacher to sign in the ―Supervisor Signature column.
It is your responsibility to submit this completed form to the ACSLP. You
can mail it, fax it, or hand-deliver it.
Students who do not submit the form will receive a letter stating that they
will not be cleared for graduation due to missing community service hours.

YOU DO NOT HAVE TO COMPLETE THE FORM FOR HOURS
BEYOND THE REQUIRED 15.
LICENSURE-ONLY STUDENTS DO NOT HAVE TO
COMPLETE THE FORM
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Directory
Use this directory sheet to keep track of important phone numbers, ie. cooperating
teachers, school buildings, supervisors, student teachers, etc.
Name

e-mail address

Phone number
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School Profile Form
Name of School __________________________________________________________
Address ________________________________________________________________
_______________________________________________________________________
Phone number ___________________________________________________________
School hours ____________________________________________________________
Special focus area or theme of the school ______________________________________
________________________________________________________________________
Principal ________________________________________________________________
Assistant Principal ________________________________________________________
School Secretaries ________________________________________________________
Custodian _______________________________________________________________
Bookkeeper _____________________________________________________________

Student teacher questions
1. What time must students be in class? What is the tardy policy?

2. What is the policy for recording attendance?

3. What is the procedure for collecting lunch money?

4. What time is lunch?

5. What do you do if a child gets sick? Hurt?

6. What is the medication policy?
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7. When do you refer a child to the nurse? Counselor?

8. How do you requisition supplies?

9. What is the policy for using the copying machine?

10. What are procedures for using audio-visual equipment?

11. How do I sign my class up for the library/media center?

12. What are procedures for taking a class to the restroom?

To lunch?

To recess?

To an assembly?

Dismissal?

13. What is the discipline policy of the school?
14. What is the teacher’s behavior management system?

15. What do I do in an emergency? Is there a school crisis plan?

16. Where does my class go for a fire drill?

17. Where is the lost and found area?

18. When am I responsible for locking my room?
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19. Where is the school policy book kept?

20. When and how are parents contacted?

21. Is there a scheduled time for parent conferences?

22. What is the teacher’s grading system? Is there a school policy?

23. How often are report cards sent home?

24. How does the cooperating teacher plan lessons?

25. Where are curriculum guides kept? The NC Standard Course of Study?

26. What is SIMS? Who is the SIMS Coordinator?

27. When are faculty meetings held?

28. What is a cumulative file? Where are they located?

29. Who are the specialists at this school?

30. What is SAP? How do you refer a student to the SAP team?
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Observing the Cooperating Teacher
Share this form with the cooperating teacher and let him know you will be observing to learn from him.
Ask him what he believes his ―teaching style‖ is and share the results of your observation with him at the
end of the class.

What are you looking for when you observe a teacher?
1.

How the teacher manages the classroom:
Physical organization of classroom
Pacing of lesson
Beginning and ending of lesson
Monitoring of students
Traffic flow of classroom
Routines and procedures used
Structure of lesson

2.

Which instructional strategies are used during the lesson:
Instructional practices used (lecture? Cooperative? Combination?)
Teaching materials and audio visual
Technology use incorporated into lesson

3.

How the classroom environment is organized and executed:
Teacher’s ―style‖-how would you describe it?
Interactions with students
Engagement of students with diverse needs
Positive reinforcement
Disruptions-how handled?

4.

How the lesson was planned as part of a larger curriculum:
The lesson plan-was there one?
The plan as part of a unit-how does this fit into the bigger picture?
Curriculum objectives for learning-clear?

5.

How the lesson was assessed for learning:
Formal assessment
Informal assessment

6.

How will you document your observations? Select one or more.
Taking notes and responding to the questions listed above.
Drawing a diagram of the classroom and noting interactions on paper.
Audiotaping the lesson and responding to tape and comparing to notes
taken.
Writing a general summary in your journal.
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What Should the Student Teacher Be Looking For?
There are many things to look for in a classroom. As in looking under a microscope, things do not
become clear until you focus. The following is a checklist of ideas and activities to look for as you
observe your cooperating teacher and other teachers in the school.

1.

Classroom Management
____A. Physical organization of classroom
____B. Pacing of lesson
____C. Beginning and ending of lesson
____D.Monitoring of students
____E. Traffic flow of classroom
____F. Routines and procedures used
____G.Structure of lesson

2.

Instructional Strategies
____A. Instructional practices used (lecture? Cooperative? Combination?)
____B. Teaching materials and audiovisuals
____C. Technology use incorporated into lesson

3.

Classroom Environment
____A. Teacher’s ―style‖ (description?)
____B. Interactions with students
____C. Engagement of students with diverse needs
____D.Positive reinforcement
____E. Handling of disruptions

4.

Lesson Plan
____A. Presence of lesson plan
____B. Fit of the plan as part of a unit into the bigger picture
____C. Clarity of curriculum objectives for learning

5.

Assessment of Lesson
____A. Formal assessment
____B. Informal assessment

6.
Other
_____ ________________________________________________________
_____ ________________________________________________________
_____ ________________________________________________________
_____ _______________________________________________________
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What Should I Think about Before I Begin?
Why am I teaching this lesson?
Required curriculum?
Student interest in topic?
Your interest in topic?
What do I hope to accomplish?
Skill to be developed?
Concept to be discussed for understanding?
Product to be produced?
Who are the students?
Range of abilities?
Range of ages?
Ethnic diversity and varying cultures?
What is the time frame for teaching this lesson?
Part of a unit?
One period or block schedule?
Isolated lesson?
How will I begin the lesson to capture student attention?
Story, anecdote?
Relevance to their lives?
Props or visual displays?
Will I need other resources to teach this lesson?
Audiovisual or technology?
Student handouts?
Manipulatives or visual displays?
How will students spend their time during the lesson?
Small-group discussion? Individual? Large group?
Hands-on activity or experiment?
Taking notes or observing?
How will this lesson be assessed?
Formal? Quiz or test?
Informal? Observation of learning?
Open-ended questions? Written? Verbal?
How will I close the lesson and close the class period?
Review the summary?
Collecting papers? Giving next assignment?
Allowing time for homework or questions?
Will there be homework or enrichment activities offered?
How will I collect later? Is it required or extra?
Will it count? What is cooperating teacher’s policy?
How will I grade it?
How will I know whether I succeeded in teaching the lesson?
Self-assessment?
Response of students?
Cooperating teacher input?
How will the next lesson relate or build on this one?

Questions I have about lesson planning
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Before Teaching Each Lesson
Ask Yourself:

FOCUS
How will I introduce the lesson?
And motivate my students?

OBJECTIVE
What are the students expected to learn?

INSTRUCTINAL PRESENTATION
What teaching method will I use?
What will the students be doing?
How will I keep the students involved?

CHECKING FOR UNDERSTAND
How will I know what the students learned?

ADJUST INSTRUCTION-RETEACH
What will I do if the students did not learn?

ASSESSMENT
How will I evaluate student learning?

CLOSURE
What will I do to summarize the lesson?
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Sample Lesson Plan for Elementary/Middle
Lesson #: _______________ of Unit: _______________

Subject: ____________________________

Date: _____________________

Objectives
1. _______________________________________________________________________

2. _______________________________________________________________________

3. _______________________________________________________________________

Key Vocabulary
1. ______________ 4. _________________

Key Questions
1. ___________________________________

2. _____________ 5. ________________

2. ___________________________________

3. _____________ 6. ________________

3. ___________________________________

Materials/resources/technology:
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Procedure (Beginning, Middle, Closing):

Assessment:

Classroom management notes/Lesson modifications:

Homework/Follow-up/Enrichment:

Teacher Self-Assessment of Lesson
What would you do differently? Write on back or attach.
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Sample Lesson Plan for Secondary
Date: __________________

Period: ______________________

Time: ______________

Subject: ________________

Block: ______________________________________________

Objectives
1. ___________________________________

Key Questions
1. ___________________________________

2. ___________________________________

2. ___________________________________

3. ___________________________________

3. ___________________________________

Vocabulary:

___________________

_________________________ ______________________________

___________________

_________________________ ______________________________

___________________

_________________________ ______________________________

Textbook _____________________

Pages ___

Material/Handouts _________________
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Procedure
Introduction:

Overview:

Mini-Lecture:

Key Points:

Student pairs, group work,
Or way in which
students are engaged
Closing:

Activities:

Assessment:

Homework:

Summary:
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Using Varied Teaching Styles
_____

Use both auditory and visual directions. Students in the classroom may be
auditory or visual learners. Giving directions in both written and oral form will
include these varied learners. Also, be aware of giving multiple directions,
especially orally, that students of varied levels may not be able to retain. Write
directions on the board or overhead projector and leave them up throughout an
activity so they can be referred to at any time.

_____

Demonstrate concepts by using visual examples. After directions are given and
the student teacher feels students understand, specific examples should be given
to concretely show what is expected. This does not mean students are supposed
to copy the example. It is to provide a visual prop that is used by the student
teacher or classroom teacher demonstrate what is expected.

_____

Allow for choice when appropriate. If possible, provide several activities that
meet the same objective and allow students to choose the one with which they feel
most comfortable. Example: If the goal is to solve a word problem in math,
choices for solving could include paper and pencil, manipulatives, working alone,
or working with a partner. The point is that you want the students to use their best
learning style to solve the problem.

_____

Plan for varied paces. Students think and work at difference speeds. The faster
thinkers are not necessarily the most accurate or the most creative problem
solvers. Don’t be trapped by rewarding only the quickest students, because you
may be missing some outstanding problem solving. Sometimes it is appropriate
to leave a task incomplete. Doing a portion of some math problems can show you
whether the students understand the concept.

______

Assist students who need support. Some students will need additional support
during a lesson because they do not understand the directions or are unable to
complete the task. You may not have time to walk around the room and meet
with these students individually. One strategy is to let them work with a partner
who is able to explain more clearly what is expected. These ―partner coaches‖
can be selected before class begins, and they do not have to have their own work
done to assist. Sometimes students who finish early are used as ―coaches‖ for
students who may need extra support. Be careful though-this could look as if you
want all students to finish early. Another approach is to bring students having
difficulty to you in a small group situation. Not only can you save time by saying
things once; the group members can then support each other once they understand
the concept.

______

Provide optional enrichment for students who finish early and understand
the concepts.
Students who complete the assignment and fully understand the lesson may finish
early and be a distraction to others who need more time. One way to involve
them for the rest of the class time is to offer several ―challenge‖ problems or
activities that take more effort. These can be placed on the board or on a handout.
Another way is to set up pre-determined learning stations in the classroom and
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allow students to select one to work at for the rest of the period. For middle
school or high school, you may prefer to encourage the students to manage their
own time and use it to read or complete homework. Enrichment time should be
optional as long as the students are engaged in some activity of their choice.
More of the same original activity is not recommended because students will
quickly notice that a faster pace just gets more of the same.
______

Write your own idea here.
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THIS CLASSROOM MANAGEMENT IS DIFFERENT FROM THE ONE IN THE
BOOK
Classroom Management

The classroom teacher must deal with the social system of the classroom which involves
classroom management and organizational functions.
The link between instruction and management is critical to the success of the teacher and the
students.
Effective classroom management is a method to empower students as they develop personal
responsibility, character, orderliness and efficiency.
What is Classroom Management?
Arrangement of the furniture for the class
Access to and availability of textbooks and other instructional materials
Traffic patterns in the room
Routines and procedures
Classroom rules
Groupings
Classroom interactions and climate
Learning centers
Students’ needs and interests
Preplanned lessons for high student involvement
Record keeping
Clean and orderly classroom
Anticipation of potential problems
Classroom Management is the ―orchestration‖ of classroom life:
Organizing procedures and resources, arranging the environmentStudents, space, time, materials-to maximize efficiency, monitoring student
Progress, planning curriculum for teaching, and anticipating potential
Problems.

When planning instruction, teachers must consider the ways in which students differ.
Management involves consideration of how the group or groups work together. They key is
preplanning. It is thinking about avoiding common classroom occurrences that motivate
misbehavior. The best planned lesson will fail if the teacher forgets to provide clear and
appropriate instructions, or to give clear and specific information and directions, or to decide
what to do with finished work, or what to do when a task is completed.
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Effective Classroom Managers Plan and Prepare
Know/Plan what the procedures and expectations will be prior to the first students’ day.
Establish classroom procedures and expectations with students.
Clearly communicate procedures, routines, and expectations to students and parents.
Monitor compliance of expectations and rules by teaching and reinforcing these, and
helping students practice and understand these until all are routine.
Determine rewards and consequences in management plan.
Post management plan, schedule, students’ work samples and ideas.
Preplan instruction and tasks that involve students.
*Determine and plan tasks, materials, and equipment.
Have all materials and equipment ready before students arrive each day.
Anticipate student’s needs and movements.
Develop systems for keeping track of students’ progress daily and accurately.
Know their children and their needs.
Think about the tasks and experiences to anticipate time allotment, involvement, and task
constraints.
Act consistently.
Provide clear and concise directions.
Practice flexibility and adjust to students’ needs.
Use praise to motivate and reinforce appropriate behavior.
Individualize and personalize instruction.
Move about the classroom, helping, correcting, asking, answering, smiling and caring.
Monitor understanding, progress and behavior.
Greet students at the door.
Preplan a long-range guide as well as a short-range guide for all curriculum areas.
Maintain an attractive, clean and orderly environment.
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Communicate clearly, often, and use various approaches and media.
Have studied and know the School/System Policies for Discipline.
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RULES
Rules: Remain the same 100% of the time. Rules are used to set limits. Rules are most
effective when there are consequences to enforce them and reward them.

Criteria for a good rule:
1. Clear and specific
2. Stated simply and can be demonstrated so all can understand.
What does the behavior look like?
What does the behavior sound like?
What does the behavior feel like?
3. Easily recognize when followed or broken.
4. Makes sense to those who enforce and/or receive it.
5. States what is allowed as well as what is not allowed.
6. Is stated positively.
Communication of Rules/Management Plan:
Discuss the need and reasons for rules with students.
Determine specific rules for various activities school spaces.
Teach the concept of consequences and responsibility.
Communicate the plan the first day.
Provide a copy of the plan for each student.
Send a copy of the plan to parents.
Send a copy of the plan to the administration.
Post rules
Post consequences and rewards.
Enact consequences immediately.
Provide positive feedback to individuals and to the class.
Be predictable and consistent.
Consequences

Teachers need a range of consequences. A good consequence is not designed to punish, but to
help students learn ―cause and effect‖ in relation to a rule violation.
Types of Consequences:
1.
Reminder of the rule. Remember, the rule is….
2.

A warning. If you continue to ________, what do you think is going to happen?

3.

Practice of the correct behavior. Since you are doing _______, I assume that you
don’t know how to do the right thing, so you will need to practice.
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4.

Develop an Action Plan
a. What is the problem?
b. What is causing the problem?
c. What are you going to do to solve the problem?

The method of implementation:
Tone of voice
Physical distance from the student
Body posture
Use of eye contact or other nonverbal gestures

When a rule is broken, the best way of responding is with:
1.
Privacy
2.
Eye contact
3.
Proximity
(If you are close, quiet, clam, and direct, most students will readily comply.)

Classroom Management and Procedures
1. Develop a procedure for everything. Practice procedures until students know and can
easily perform them.
Check for student understanding of procedures and rules.
Plan ways to model and teach procedures for several days at the beginning of
school.
Enforce procedures and rules consistently.
Revise procedures and rules as needed.
If a procedure is not working, stop and reteach the procedure.
Review procedures and rules after holidays.
2. Decide how to handle and organize student movement. (Example: transitions, seating,
collecting classwork, turning in homework, sharpening pencils, etc.)
3. Establish your expectations for class participation. (Example: verbal responses, raising
hands, etc.)
4. Develop signals for gaining students’ attention. (Example: Instead of raising your voice,
raise your hand to get the students’ attention.)
5. Be firm and consistent from the beginning of the school year. If you try to be too much
of a ―a friend,‖ you will end up struggling for control.
6. Observe other teachers in action. Visit the classrooms of teachers to gather ideas.
7. Read Harry Wong’s book, The First Days of School. Ask if your school or system has
the videos. (http://www.effectiveteaching.com/)
8. Develop a seating chart. Change student’s seats or rearrange the classroom as needed.
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Dealing with Stress

1. Take time for yourself. Exercise, enjoy a hobby, or chat with friends and family about
topics that are not related to school or your students.
2. Find something to laugh about each morning and afternoon.
3. Laugh with your peers and your students.
4. Understand that you will probably have to plan, grade papers, and prepare materials
outside of school.
5. Find something positive to say about your job each day.
6. Go out after school with other teachers on your staff.
7. Air you frustration with your mentor or other co-workers you admire. Allow them to
help with suggestions for solving problems and making adjustments. End conversations
on a positive note.

Dealing with Negative Teachers

1. Learn to tune out negative teachers and staff members.
2. Avoid negative people as much as possible.
3. Surround yourself with your students and/or positive teachers at lunch and during breaks.
4. Model positive behavior.
5. Remain positive when talking about your students.

Discipline

1. Observe and talk with teachers who practice effective discipline.
2. Familiarize yourself with school and system rules, expectations, and procedures for
discipline. Follow through with established procedures.
3. Develop a small number of classroom rules.
4. Involve your students in developing a discipline plan. Include rewards along with
consequences in the plan.
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5. Post rules, rewards, and consequences in a prominent place in the classroom.
6. Follow your discipline plan consistently.
7. Give Students and parents a copy of the discipline plan. Clearly explain your
expectations and procedures.
8. Be consistent and fair. Treat each child, as you would want your own child treated.
9. Seek help from administration when all reasonable actions have been unsuccessful.
Cover your bases first: talk with the child, call the parents, hold a parent conference along
with your mentor, and regularly send home progress reports.
10. Make sure, when developing your lesson plans, that lessons and activities are
understandable and interesting. Students should be involved and on-task.
11. Walk around the room to monitor behavior. Do not position yourself at your desk.
12. Develop a resource file of activities, brainteasers, and skill-builders to use during
transitions or downtime (before the bell rings, before lunch, while waiting for another
class to finish in the bathroom or at the water fountain, etc.)
13. Maintain a file/notebook of letters sent home, letters received from parents, and discipline
related documentation.
14. Read articles and books about effective discipline strategies.
15. Attend workshops on effective classroom discipline.
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TEACHING TIPS FOR SAVING TIME
Have students help in putting up a bulletin board
Do not laminate everything
Select only some student work to grade. It is not necessary to collect and grade all
practice papers. Have students self-check their work at times.
Recruit parent volunteers to help with tasks such as preparing materials for classroom ue
or cleaning aprons used during art.
Ask a teammate to proofread all parent communications.
Use ―practice-without-paper‖ techniques such as student chalkboards, hand signals,
computers, calculators, and games.

HELPFUL TIME SAVING CLASSROOM ROUTINES
Ask students to place their work in trays, file folders or work cubbies. They can check
off their names from a list nearby. The list can then be used to call students for recess.
Have student helpers or parent volunteers use labeled work cubbies to distribute corrected
papers.
Use cardboard desktop clocks to remind students of appointments such as when to leave
the room for special classes.
Assign a student to compile a work packet for an absent student. This can involve having
the student collect worksheet assignments and placing them in a folder. The student can
also list assignments, such as reading material, on cover sheets.
Use a times or stopwatch to assist with transitions from one lesson to another.
Have students place completed homework folders in a tray upon entering the room each
morning and check off their name from a list nearby.
“He who every morning plans the transactions for the day and follows out that plan, carries a
thread that will guide him through the labyrinth of the most busy life.”
-Victor Hugo
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45

Cooperating Teacher Essentials Checklist
NCCU School of Education
[ ]

Hold a ―Getting To Know You Conference‖ with the Intern (include the Teaching
Assistant if there is one).
Handout: Getting to Know You Conference

[ ]

Introduce the Intern to your class(es), grade level/team, principal and assistant
principal, office staff, and other key people in the school.

[ ]

Attend the Student Teaching Orientation Session.
Packet: Cooperating Teacher Essentials (Including Introduction and FAQs)
Handout: Information Sheet for Cooperating Teachers (give completed form to your intern)
Handout: Honorarium Form (will be provided to you; may be faxed to 530-7681)

[ ]

Collaborate with the Intern on a 15-week Phase In/Out Schedule (can be tentative)
Handout: Phase In/Out Suggested Time Frame
Handout: Phase In/Out Plan (blank)

[ ]

View and provide comments on the Intern’s lesson plans in advance of instruction.
If the intern does not have a plan, do not allow the intern to teach and notify the
University Supervisor as soon as possible.
Handout: Lesson Plan Expectations During the Internship
Handout: Evaluating a Lesson Plan
Handout: Seven Steps to Building an Effective Lesson (Alt. Evaluation Form)

[ ]

Keep a conference log of issues discussed and any suggestions/plans of action.
Handout: Planning Conference Forms
Handout: Reflective Conference Form
Handout: Coaching Plan
Handout: Internship Conference Log (please make several blank copies)

[ ]

Observe the Intern informally on a regular basis and provide positive and constructive feedback
(document conferences on log).
Handout: Observing Your Student Teacher - What are you looking for?
Handout: Supervisor’s Observation of a Lesson (Informal Observation Form)

[ ]

Observe the Intern formally 2-3 times with a conference afterward.
Handout: STAS-1 Formative Observation Instrument

[ ]

Conduct a Mid-Semester Conference and complete an Evaluation form. The University
Supervisor may participate in this conference.
Handout: Mid-Semester Evaluation Form

[ ]

Conduct a Summative Evaluation with the University Supervisor and a final conference with both
the Intern and University Supervisor. Collaborate with University Supervisor on final grade.
Handout: STAS-1 Summative Observation Instrument

[ ]

Sign the Form S and give copies to both the Intern and University Supervisor.
Handout: Form S for Successful Completion of Student Teaching (Intern should fill in the
information at the top; due at the end of the internship)
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University Supervisor Checklist
NCCU School of Education
[ ]

Meet your interns during the first week of the internship. Exchange contact information. Set up
a time to visit each intern at his/her school site.

[ ]

Visit your interns’ schools during weeks 1 and 2. Introduce yourself to the cooperating teachers,
teacher assistants, and school principals. Explain what to do if concerns arise during the
internship.

[ ]

Attend the Student Teaching Orientation Session (First Thursday of the semester) during the
regularly scheduled seminar time (4:00-6:30). This is typically held in the SOE Auditorium.

[ ]

Review each intern’s 15-week Phase In/Phase Out Plan (can be tentative).
Handout: Phase In/Out Suggested Time Frame

[ ]

Keep a conference log of all meetings, issues discussed, and any suggestions/plans of action.
Handout: Internship Conference Log (please make several blank copies)

[ ]

Observe the intern formally 4 times with a conference afterward. Provide positive and
constructive feedback. Document the conference on Conference Log.
Handout: STAS-1 Formative Observation Instrument
[ ] Observation 1: by week 4
[ ] Observation 2: by week 7
[ ] Observation 3: by week 10
[ ] Observation 4: by week 13

[

Hold a formal conference at mid-semester. Document the conference on Conference Log.
Handout: Mid-Semester Evaluation Form
[ ] Mid-semester Conference and Evaluation: by week 8

]

[ ]

Visit the intern for additional observations and/or conferences as needed, or as requested by the
Cooperating Teacher. Document conferences on Conference Log.

[ ]

Complete a Summative Evaluation and conduct a Summative Conference with the
Cooperating Teacher and the intern. Collaborate with the Cooperating Teacher on a final grade.
Collect the signed copy of the intern’s Form S for Successful Student Teaching (should already
be completed by the intern and signed by the CT; Superintendent’s signature will be handled
through NCCU). DUE TO GRADUATION DEADLINES, IT IS IMPORTANT THAT YOU
NOTIFY THE PROGRAM COORDINATOR OF THE INTERNS’ FINAL GRADES
DURING WEEK 15.
Handout: STAS-1 Summative Observation Instrument
Handout: Form S for Successful Completion of Student Teaching
[ ] Summative Conference: by week 15

[

]

Complete the Gateway 4 Form for each intern. Be sure to write the intern’s final grade in the
―Comments/Recommendations‖ area.
Handout: Gateway 4: Program Completion

[

]

Return all documents to the Program Coordinator (one complete packet per intern, please):
Signed copies of all formative/summative observations and mid-semester evaluation
Copies of conference logs
Form S for Successful Student Teaching
Gateway 4 Form (including intern’s final grade)
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Getting to Know You Conference for Cooperating Teachers
As soon as possible, hold a getting to know you conference with your student teacher. Below is a
list of topics that you might want to talk about and activities you might want to do:
Tell student teacher a bit about yourself
Ask student teacher to tell you a bit about them
Discuss basic responsibilities of the student teacher
Discuss your responsibilities as teacher
Orient student teacher to the classroom
Give student teacher a tour of the school
Introduce student teacher to other personnel (secretary, principals, custodian, other
teachers, cafeteria workers, librarian, etc.)
Show student teacher the copier and how to use it
Set up calendar and review any special calendar dates
Discuss daily routines, schedules, duties, etc.
Review handbook with student teacher
Review lesson plan formats
Discuss possible feedback strategies
Review self-evaluation and reflection options
Discuss appropriate dress code for student teacher
Share discipline code for classroom and the school
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INFORMATION SHEET FOR COOPERATING TEACHERS
Semester ___________

Year ____________

Name __________________________________________________________________
Student Teacher’s Name ___________________________________________________
School ____________________________________ Grade/Subject Area _____________
School Phone Number _____________________________________________________
Current working email ____________________________________________________
Best way to contact you ____________________________________________________
Do you have any classroom/student concerns that you feel the University Supervisor should
be aware of ahead of time?

Do you have any general questions about Student Teaching at NCCU? (describe below)

Optional Demographic Information:
Gender

M

F

Ethnicity

____________________________________

Number of Years Teaching

[

] 3-5

[

] 6-8

Have you ever hosted a student teacher before? [ ] Yes

[ ] 9+
[ ] No

Have you ever hosted an NCCU student Teacher before? [ ] Yes [ ] No
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Phase In/Out Suggested Time Frame
FULL
RESP.

Teach 1
subject/
period

Observe;
learn
names,
routines,
procedures

Observe
and
Assist

1

2

3

Teach 2
subjects
/
periods

Teach 3
subjects
/
periods

4

5

FULL
RESP.

FULL
RESP.

Teach 4
subjects
/
periods

6

Teach 4
subjects
/
periods

7

Keep the following tasks in mind …
Initial Meeting of Intern, CT, and US
1st formal observation by CT and US
2nd formal observation by CT and US
Mid-Semester Conference and Evaluation
3rd formal observation by CT and US
4th formal observation by CT and US
Summative Observation and Conference

FULL
RESP.

by week 2
by week 4
by week 7
by week 8
by week 10
by week 13
by week 15

Summative Conference Documents: Summative Observation
Form, Form S for Successful Student Teaching, Copy of
Conference Log, 2 copies of all observations, Final Grade
Form

8

9

10

11

Teach 3
subjects
/
periods

12

Teach 2
subjects
/
periods

13

Teach 1
subject/
period

14

Observe
in other
rooms,
grades

15
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Student Teaching Internship
Phase-In/Phase Out Plan
Cooperating Teachers and Interns should collaborate on this plan for gradually assuming
and releasing control of classroom instructional responsibilities.
Keep in mind that interns need at least 4 weeks of full responsibility, and that they should
spend their first and last weeks of the internship observing.
For Spring Semester Interns: Follow the Spring Break of the Host School, rather than the
University. Include a week of Spring Break on the plan. This will extend your number of
weeks to 17.
For Year-Round Placements: Be sure to plan instructional time in a classroom during your
track-out or intersession weeks. Only one week can be considered a “break” and only
during the Spring semester.
Provide a final copy of this plan to your University Supervisor, and submit a copy to the
Seminar Leader at the next seminar.
Week

Dates

Observe, Phase In,
Full Responsibility,
or Phase Out?

What I will observe or teach:

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16

(Make-up week)

17

(Extra week for Spring Break)

Notes (on back)
Dr. Yolanda Dunston

NCCU

ydunston@nccu.edu

919-530-7536
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Lesson Plan Expectations During the Internship
During Phase In:
1. Interns ARE EXPECTED to write lesson plans for ALL instruction,
including ―guided reading/reading groups,‖ ―centers,‖ and ―small group
work.‖
2. Interns ARE EXPECTED to write detailed 7-step lesson plans prior to
beginning full-time responsibility.
3. Interns ARE EXPECTED to submit all plans one week in advance. This
gives the Cooperating Teacher an opportunity to review the plans and
provide feedback, as well as a chance for the intern to make any revisions.
During Full-Time Responsibility and Phase-Out:
If the Cooperating Teacher is satisfied with the quality and timeliness of the
lesson plans:
1. Interns MAY begin to submit less-detailed lesson plans, still following the
7-step structure.
2. Interns MAY begin to submit plans approximately 3 days in advance.
3. Interns MUST CONTINUE to write plans for all instruction.
Please note: This modification is at the Cooperating Teacher’s discretion.
Other Points of Interest:
 Interns should NOT teach if they have not provided the Cooperating
Teacher with a lesson plan.
 If the intern does not provide lesson plans, or does not provide them
within the designated time frame, the Cooperating Teacher should
contact the University Supervisor as soon as possible.
 At any time during full-time and phase-out, the Cooperating Teacher may
request lesson plans with either more or less detail (still following the 7step format), based on the performance of the intern.
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Evaluating a Lesson Plan
YES NO
1. Are adequate descriptive data provided in a form that is clear,
distinguishing the subject, grade level, lesson topic, and so on?

2. Are instructional objectives clear and practical?

3. Are goals clearly stated?
4. Is the rationale clear and justifiable?
5. Is the plan’s content appropriate for the grade level?
6. Does the plan’s content contribute to achievement of the objectives?
7. Does the plan’s content incorporate the use of technology?

8. If technology is an integral part of the lesson plan, does the use of
technology aide the students’ understanding f the lesson content?

9. Is the instructional plan workable, given the time frame and other
logical considerations that affect the class?

COMMENTS
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10. Does the set engage students, motivating them to want to learn?

11. Does the plan indicate how guided practice will be provided for
each student?

12. Are assignments clear and manageable and related to the lesson
objective?

13. Is adequate closure provided to reinforce learning, convey a sense
of completeness, and synthesize the content of the lesson?

14. Are materials appropriate for the grade level, are they adequate to
meet the needs of all students, and do they contribute to the lesson?

15. Do evaluative criteria provide informal data to determine how
much students have learned from the lesson?

16. Do evaluative criteria provide formal data to determine how much
students have learned from the lesson?

17. Do evaluative criteria provide informal data to determine how well
the teacher accomplished the objectives?

18. Do evaluative criteria provide formal data to determine how well
the teacher accomplished the objectives?
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19. Is the lesson plan in any way coordinated with core, co-curricular,
exploratory, or any other program to provide for integration of subject
matter?
20. Does the lesson fit the needs of students by attending to the total
child – emotionally, physically, mentally, socially, morally, and
ethically?
21. Does the lesson provide a sense of meaning for students?

22. Is an adequate amount of time allotted to address the information
presented?
23. Could another teacher or a substitute teacher follow this plan?

Additional Comments: ________________________________________________________________________________________________
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________
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PLANNING CONFERENCE FORM
Components
1. Opening
____ Begin the conference on a positive note

2. Feelings
____ Student teacher shares feelings
____ Supervisor shares feelings

3. Learning Outcomes
____ Learning outcomes discussed
____ Reasons for learning outcomes
____ Review of lesson plan
4. Teaching Behavior Focus of Observation
____ Discuss instructional focus of observation
____ Reasons for selecting the focus

5. Data Collection
____ Select observation instrument
____ Explain that additional data will be
collected on classroom management and
general strengths and modifications
6. Ground Rules
____ Share notes
Logistics: where should I sit, special
circumstances, etc.)
7. Follow-up
____ Self-assessment form
____ Feedback date, time
____ Any questions?

Documentation
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REFLECTIVE CONFERENCE FORM
Components
1. Feelings
____ Student teacher shares feelings
____ Evidence of supervisor’s listening
____ Supervisor shares feelings

2. Learning Outcomes
____ Student teacher shares learning outcomes
____ Evidence of supervisor’s listening
____ Supervisor shares notes/data
____ Any changes made next time?
3. Classroom Management
____ Student teacher shares
____ Evidence of supervisor’s listening
____ Supervisor shares notes/data
____ Any changes made next time?
4. Teaching Behavior Focus
____ Student teacher shares
____ Evidence of supervisor’s listening
____ Supervisor shares notes/data
____ Any changes made next time?
5. Implementation of Coaching Plan
____ Student teacher shares next behavior of
focus
____ Evidence of supervisor’s listening
____ Supervisor and student teacher develop
coaching plan
6. Summary
____ Student teacher summarizes
____ Supervisor gives encouraging closing
statement
____ Any questions?

Documentation
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Coaching Plan
List Strengths (e.g., allows sufficient wait
time, superior content knowledge)

Supervisor Follow-Up and Dates

Skills to Improve (write as a teaching
outcome):

*Plan of Action
1. Read and/or review the following:
Various books on teaching practices.

2. Observe: Use designated observation
instruments.

3. Practice the skill in the following ways:

4. Demonstrate successful understanding of
the skill by:

Time Needed:
Resources Needed:

*These steps are based on the Joyce Model
NC State University Resource Guide for Cooperating Teachers and University Supervisors
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Internship Conference Log
Date

Type

Requested By

In Attendance (Name, Position)

Outcome/Plan of Action

Date

Type

Requested By

Reason for Conference

Signatures

In Attendance (Name, Position)

Outcome/Plan of Action

Reason for Conference

Signatures

P = Phone

Codes for Conference Types:
M = Meeting E = Email L = Letter/Note
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Internship Conference Log
Date

Type

Requested By

In Attendance (Name, Position)

Outcome/Plan of Action

Date

Type

Requested By

Reason for Conference

Signatures

In Attendance (Name, Position)

Outcome/Plan of Action

Reason for Conference

Signatures

P = Phone

Codes for Conference Types:
M = Meeting E = Email L = Letter/Note
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Internship Conference Log
Date

Type

Requested By

In Attendance (Name, Position)

Outcome/Plan of Action

Date

Type

Requested By

Reason for Conference

Signatures

In Attendance (Name, Position)

Outcome/Plan of Action

Reason for Conference

Signatures

P = Phone

Codes for Conference Types:
M = Meeting E = Email L = Letter/Note
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Observing Your Student Teacher – What are you looking for?
When observing your student teacher, you are looking for evidence that the student teacher is progressing as a beginning teacher and the he/she has
the skills to maintain his/her own classroom independently. As a cooperating teacher, you should document teaching instruction through specific
observable behaviors. Use the following chart to guide you as you learn to understand which behavior matches the teaching competencies and
principles of teaching.
Teaching Competencies
Knowledge of subject

Communication

Instructional practice

Evaluation

Problem Solving

Equity

Professionalism

Teaching Principles
Demonstrates a current working knowledge of the
subject. Develops and applies strategies to make the
curriculum rigourous and relevant for all students
while providing a balanced curriculum that enhances
literacy skills.
Communicates high expectations and high standards
for all learners. Communicates with students in a
variety of ways even when language is a barrier.
Effectively plans instruction and manages the daily
long-term environment for teaching. Understands the
influences that affect individual student learning and
differentiate their instruction accordingly.
Determines appropriate standards for all learners and
incorporates time for individual differences using
multiple indicators, including informal and formal
assessments, and formative and summative
assessments, to evaluate student progress and growth.
Demonstrates an understanding and openness to
student challenges while fostering critical and
creative thinking in the classroom.
Addresses and appreciates the diversity of students in
the classroom. Demonstrates knowledge of the
history of diverse cultures and their role in shaping
global issues.
Demonstrates professionalism through collaboration
and participation in all aspects of the school.

Example of specific behavior by student teacher
Designs lessons and unit plans that are aligned with the NC
Standard Course of Study and implements them with
confidence. Connects content subject to other disciplines in
order to deepen understanding and learning for students.
Regularly discusses progress with students and provides
parent updates. Helps students articulate thoughts and ideas
clearly and effectively.
Adapts resources to address the strengths and weaknesses of
students. Monitor and modify plans to enhance student
learning. Chooses methods and materials to eliminate
achievement gaps.
Designs teacher-made tests that are challenging and that
match the objective of the lesson plan taught. Uses other
assessments appropriately and adapts for learners where
needed. Provides students with an opportunity for selfassessment. Reflect on the issues in the classroom and seek
out others to develop strategies to improve achievement.
Design lesson plans to stimulate and promote critical thinking
and student questions using a wide variety of teaching
strategies and inquiry approaches.
Selects materials and develops lessons that counteract
stereotypes and incorporate histories and contributions of all
cultures.
Reads current journals, completes all requirements on time,
attends in-service workshops with cooperating teacher, and
participates fully as a professional during student teaching.

Adapted from A handbook of Techniques and Strategies of Coaching Student Teachers, Allyn and Bacon, 2000 and North Carolina Professional Teaching Standards, 2008.
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FORMATIVE – FOCUSED OBSERVATION OF A LESSON

Student Teacher: ___________________________________________________
Date: __________________________

Time: ______________

Subject: ___________________________________________________________
Lesson Focus: ______________________________________________________
Observer: __________________________________________________________

1. Lesson objectives and goals were cleared identified and served as focus of lesson.
Evidence:

2. Classroom management was consistent and effective throughout lesson.
Evidence:

3. Strengths of Lesson:
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4. Suggestions for Change:

5. Comments:

OVERALL RATING:

4

3

2

1

4 = Above Standard
3 = At Standard
2 = Below Standard
1 = Unsatisfactory

________________________________________
Student Teacher Signature

________________
Date

________________________________________
Cooperating Teacher Signature

________________
Date

________________________________________
University Supervisor Signature

________________
Date
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NORTH CAROLINA CENTRAL UNIVERSITY
Student Teaching – Formative Evaluation Form
Name ____________________________________ Grade Level/Subject ___________ Lesson # ___________
Lesson Content _____________________________________________________________________________
Directions: Circle what you observe for each indicator and provide an overall rating at the bottom of this form.
4 = Well Above Standard = Demonstrates clear conceptual understanding of the components with consistent and effective implementation.
3 = Above Standard = Demonstrates adequate conceptual understanding of the components with acceptable implementation.
2 = At Standard = Demonstrates a need for conceptual understanding and fundamental practice. Implementation attempts are
intermittent and/or unsuccessful.
1 = Below Standard = Performance is consistently inadequate or unacceptable and most practices require considerable improvement and
supervision to fully meet minimum expectations.

WRITTEN LESSON PLAN
4 3 2 1
4 3 2 1

Comments

Written lesson plan aligns standards, objectives, activities, & assessments
Written lesson plan is comprehensive and clear

MANAGEMENT OF INSTRUCTIONAL TIME
4
4
4
4
4
4

3
3
3
3
3
3

2
2
2
2
2
2

1
1
1
1
1
1

4
4
4
4

3
3
3
3

2
2
2
2

1
1
1
1

4
4
4
4
4
4
4
4
4
4

3
3
3
3
3
3
3
3
3
3

2
2
2
2
2
2
2
2
2
2

1
1
1
1
1
1
1
1
1
1

4
4
4
4
4
4

3
3
3
3
3
3

2
2
2
2
2
2

1
1
1
1
1
1

4
4
4
4
4

3
3
3
3
3

2
2
2
2
2

1
1
1
1
1

Begins instruction promptly
Establishes clear purpose or objective of lesson
Begins lesson with attention getter/or review
Materials are ready and available
Maintains high percentage of student involvement
Uses review within and/or at the end of the presentation

MANAGEMENT OF STUDENT BEHAVIOR
Stops misconduct promptly and consistently maintaining student’s dignity.
Maintains instructional momentum
Circulates around room and assists
Applies established rules and standards for behavior consistently and equitably

INSTRUCTIONAL PRESENTATION
Positively communicates high expectations for all students
Appropriately varies volume and inflection
Communicates an attitude of enthusiasm
Uses clear, unscrambled discourse
Exhibits positive body language related to content
Uses academic transition statements
Communicates knowledge of subject matter
Uses visuals (overhead, handouts, pictures, etc.)
Maintains academic focus
Presents activities appropriate for all students

MONITORING STUDENT PERFORMANCE
Circulates to check all students’ performance
Provides guided practice
Re-teaches when necessary
Provides independent/differentiated practice to accommodate individual needs
Provides extension activities for students finishing early
Utilizes appropriate assessment techniques and practices

INSTRUCTIONAL FEEDBACK
Utilizes appropriate questioning techniques
Uses strategies/questions to promote higher order thinking
Calls on variety of students
Values all student’s responses
Provides appropriate feedback to student response

OVERALL RATING:

4

3

2

1

4 = Ratings of ―4‖ on at least half of the indicators in each section and no ratings of ―1‖
3 = Ratings of ―3‖ on more than half of the indicators in each section and no more than a total of three rating of ―2‖ and no ratings of ―1‖
2 = Ratings of ―2‖ on four or more indicators among all sections and no more than a total of three ratings of ―1‖
1 = Ratings of ―1‖ on five or more indicators among all sections.

Observer’s Signature ________________________________________________________________

Date _____________________

Student Teacher’s Signature __________________________________________________________

Date _____________________
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North Carolina Central University Teacher Education Program
Summative Observation Instrument
STAS-1 (based on the TPAI-R)
Student Teacher _____________________________________ Date ______________________
School _____________________________Grade/Subject _________________ Time ________

Instructions
Based on the evidence from the formal observation of an entire class period, the pre-conference notes, rating
form, discussion, documents, and the Individual Growth Plan, the evaluator (cooperating teacher or university
supervisor) is to rate the student teacher’s performance with respect to the 8 major functions of teaching listed
below.
The evaluator must add pertinent comments at the end of each major function for which a rating of Above
Standard, Below Standard, or Unsatisfactory is given.
The student teacher is provided an opportunity to react to the evaluator’s ratings and comments.
The evaluator and the student teacher must discuss the results of the appraisal and any recommended actions
pertinent to it.
The student teacher and the evaluator must sign the instrument in the assigned spaces.
The instrument must be filed in the student teacher’s folder.
The rating scale will include the four Levels of Performance described below.

4

Well Above Standard
Performance is consistently high. Teaching practices are demonstrated at a high level. The student
teacher seeks to expand scope of competencies and undertakes additional appropriate
responsibilities.

3

Above Standard
Performance within this function area is consistently adequate/acceptable. Teaching practices fully
meet all performance expectations at an acceptable level. The student teacher maintains an
adequate scope of competencies and performs additional responsibilities as assigned.

2

At Standard
Performance within this function area is sometimes inadequate/unacceptable and needs
improvement. The student teacher requires supervision and assistance to maintain an adequate
scope of competencies and sometimes fails to perform additional responsibilities as assigned.

1

Below Standard
Performance within this function area is consistently inadequate or unacceptable and most practices
require considerable improvement to fully meet minimum expectations. The student teacher requires
close and frequent supervision in the performance of all responsibilities.

66
1. Major Function:
Management of
Instructional Time

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

1.1 Student teacher has materials, supplies, and equipment ready at the start of the lesson or instructional activity.
1.2 Student teacher gets the class started quickly.
1.3 Student teacher uses available time for learning and keeps students on task.

Comments:

2. Major Function:
Management of Student
Behavior

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

2.1 Student teacher has established a set of rules and procedures that govern the handling of routine
administrative matters.
2.2 Student teacher has established a set of rules and procedures that govern student verbal participation
and talk during different types of activities—whole class instruction, small group instruction, etc.
2.3 Student teacher has established a set of rules and procedures that govern student movement in the
classroom during different types of instructional activities.
2.4 Student teacher frequently monitors the behavior of all students during whole-class, small group, and
seat work activities and during transitions between instructional activities.
2.5 Student teacher stops inappropriate behavior promptly and consistently, yet maintains the dignity of the
student.
2.6 Student teacher analyzes the classroom environment and makes adjustment to support learning and
enhance social relationships.

Comments:

3.

Major Function:
Instructional
Presentation

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

3.1 Student teacher links instructional activities to prior learning.
3.2 Student teacher understands the central concepts, tools of inquiry, and structures of the discipline(s) he
or she teaches and creates learning activities that make these aspects of subject matter understandable
and meaningful for students.
3.3 Student teacher speaks fluently and precisely.
3.4 Student teacher provides relevant examples and demonstrations to illustrate concepts and skills.
3.5 Student teacher assigns tasks and asks appropriate levels of questions that students handle with a high
rate of success.
3.6 Student teacher conducts the lesson or instructional activity at a brisk pace, slowing presentations when
necessary for student understanding but avoiding unnecessary slowdowns.
3.7 Student teacher makes transitions between lessons and between instructional activities within lessons
effectively and smoothly.
3.8 Student teacher makes sure that assignment is clear.
3.9 Student teacher creates instructional opportunities that are adapted to diverse learners.
3.10 Student teacher uses instructional strategies that encourage the development of critical thinking,
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problem solving, and performance skills.
3.11 Student teacher uses technology to support instruction.
3.12 Student teacher encourages students to be engaged in and responsible for their own learning.

Comments:

4. Major Function:
Instructional Monitoring
of Student Performance

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

4.1 Student teacher maintains clear, firm, and reasonable work standards and due dates.
4.2 Student teacher circulates to check all students’ performance.
4.3 Student teacher routinely uses oral, written, and other work products to evaluate the
effects of instructional activities and to check student progress.
4.4 Student teacher poses questions clearly and one at a time.
4.5 Student teacher uses student responses to adjust teaching as necessary.

Comments:

5. Major Function:
Instructional Feedback

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

5.1 Student teacher provides feedback on the correctness or incorrectness of in-class work to encourage
student growth.
5.2 Student teacher regularly provides prompt feedback on out-of-class work.
5.3 Student teacher affirms a correct oral response appropriately and moves on.
5.4 Student teacher provides sustaining feedback after an incorrect response by probing, repeating the
question, giving a clue, or allowing more time.
5.5 Student teacher uses knowledge of effective verbal and non-verbal communication techniques to
foster active inquiry, collaboration, and supportive interaction in the classroom.

Comments:
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6. Major Function:
Facilitating Instruction

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

6.1 Student teacher has long- and short-term instructional plans that are compatible with school and district
curricular goals, the school improvement plan, the NC Standard Course of Study, and the diverse needs
of students and the community.
6.2 Student teacher uses diagnostic information obtained from tests and other formal and informal
assessment procedures to evaluate and ensure the continuous intellectual, social, and physical
development of the learner.
6.3 Student teacher maintains accurate records to document student performance.
6.4 Student teacher understands how students learn and develop and plans appropriate instructional
activities for diverse student needs and different levels of difficulty.
6.5 Student teacher uses available human and material resources to support the instructional program.

Comments:

7. Major Function:
Communicating within
the Educational
Environment

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

7.1 Student teacher treats all students in a fair and equitable manner.
7.2 Student teacher participates in the development of a broad vision of the school.
7.3 Student teacher fosters relationships with school colleagues, parents, and community agencies to
support students’ learning and well-being.

Comments:

8. Major Function:
Performing NonInstructional Duties

Above
Standard

At
Standard

Below
Standard

Unsatisfactory

8.1 Student teacher carries out non-instructional duties as assigned and/or as need is perceived to ensure
student safety outside the classroom.
8.2 Student teacher adheres to established laws, policies, rules, and regulations.
8.3 Student teacher follows a plan for professional development and actively seeks out opportunities to
grow professionally.
8.4 Student teacher is a reflective practitioner who continually evaluates the effects of his or her decisions
and actions on students, parents, and other professionals in the learning community.

Comments:
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Evaluator’s Summary
Strengths

Areas that need improvement

Student Teacher’s Reactions to Evaluation

*Student Teacher’s Signature/Date

Cooperating Teacher’s Signature/Date

University Supervisor’s Signature/Date
* Signature indicates that the written evaluation has been seen and discussed and does not necessarily indicate agreement.
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NCCU Student Teaching Mid-Semester Evaluation
Student Teacher’s Name _____________________________________________
Cooperating Teacher’s Name _________________________________________
School _____________________________________ Grade _________________
To the Cooperating Teacher: Please take a moment to fill out the following mid-semester evaluation.
We realize that you are observing a beginner, and that you have had just a few weeks in which to
become acquainted with your NCCU intern. We are interested in your present judgment. Please use the
second page to add more specific comments about the intern’s performance. Completed forms should
be returned to the NCCU University Supervisor. Please keep a copy for your records.
Mark the appropriate box with a check or an X.
4 = Well Above Standard

3 = Above Standard

2 = At Standard

4

1 = Below Standard/Unsatisfactory

3

2

The Student Teacher:
1. dresses professionally.
2. exhibits a positive/professional demeanor.
3. is dependable (regarding attendance and duties).
4. takes initiative and assumes appropriate
responsibility.
5. shows appropriate ease with students.
6. shows enthusiasm for the teaching profession.
7. submits lesson plans on time.
8. submits lesson plans showing awareness of
appropriate content and teaching strategies.
9. attempts to collaborate with grade level, team,
and/or specialists to plan for instruction.
10. effectively integrates technology into instruction
and student assignments.
11. provides appropriate feedback for students’
verbal and written responses and work products.
12. handles student behavior appropriately.
13. works well with students, families, and school
faculty/staff from diverse backgrounds.
14. receives feedback well regarding planning,
instruction, and management.
15. is reflective and takes steps to improve teaching.

Dr. Yolanda Dunston

NCCU

ydunston@nccu.edu

919-530-7536

1
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Strengths:

Areas for Growth:

Student Teacher’s Response: (optional)

Student Teacher’s Signature ___________________________________ Date _____________
Cooperating Teacher’s Signature _______________________________ Date _____________
University Supervisor’s Signature _______________________________ Date ____________

Dr. Yolanda Dunston

NCCU

ydunston@nccu.edu

919-530-753
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Appendix
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APPLICATION FOR A NORTH CAROLINA LICENSE
Type or print the following information.
(See reverse side for instructions)

last name

first name

middle name

street address

social security number

maiden

city

date of birth (month, day, year)

state

telephone number (with area code)

sex
male

female

African American

American Indian

Asian

zip code

race
Caucasian

Hispanic

Other

List the areas of licensure for which you are applying

____________________________

____________________________

____________________________

____________________________

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

STATEMENT OF APPLICANT
Have you ever had a certificate or license revoked or suspended by any state or other governing
body? If yes, attach a statement giving full details and official documentation of the action taken.

yes

no

Have you ever been convicted of a crime (excluding minor traffic violations)? If yes, you must
submit court documents that indicate judgment and disposition of the case from the court of
conviction and an explanation of the incident(s).

yes

no

I certify that the information provided in this application is correct and true. I understand that the falsification of any statement or
document will result in the revocation of my North Carolina license.
Signature: _______________________________________________________
Date:

_______________________________________________________

Public Schools of North Carolina
State Board of Education
Department of Public Instruction
Licensure Section
6365 Mail Service Center

Form A
Raleigh, North Carolina 27699-6365

March 2006
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Form A: Instructions
1.

Fill in complete name, beginning with your last (no initials please).

2.

Give complete address, including zip code.

3.

Fill in your telephone number in case the Licensure Section needs to contact you about your
application.

4.

Write in your social security number. This number serves as your license number.

5.

Fill in your date of birth (month, day, year).

6.

Check the correct box for sex and race.

7.

Indicate the areas of licensure for which you are applying.

8.

Answer the questions under Statement of Applicant. Your application will not be evaluated
without this information. An answer of ―yes‖ does not automatically exclude a person from
obtaining a license.

9.

Sign the application. Your signature certifies that the information provided is correct and
true. Falsification of any statement or document is grounds for revocation of a license.

10. Write in the date of your application.
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STUDENT TEACHING/INTERNSHIP PERFORMANCE:
EVALUATION BY A NORTH CAROLINA LOCAL EDUCATION AGENCY
This form must be submitted with the license application of individuals completing approved teacher education
programs in North Carolina. The student’s performance in student teaching/internship must be satisfactory to
qualify for a North Carolina license.
student’s last name

first name

middle name

street address

maiden name

city

social security number

state

zip code

college or university

The student performed his or her teaching or interning assignment at
__________________________________________________
name of school
__________________________________________________
school unit
The assignment began _________________________ and ended ____________________________
month, day, year
month, day, year
The individual taught ___________________________ in grade (s) ___________________________
or interned in _________________________________________________________
name of program

We have reviewed the evaluation of this student’s performance. The evaluation was systematic and continuous during the student teaching
or interning assignment. Based on the evaluation and recommendations from professional staff, we certify that
The student’s performance has been successful.
The student’s performance has not been successful.
Comments (optional):
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Signatures:
__________________________________________________
LEA Supervisor
__________________________________________________
Date
Public Schools of North Carolina
State Board of Education
Department of Public Instruction
Licensure Section
6365 Mail Service Center

__________________________________________________
Superintendent or Designee
__________________________________________________
Date

Form S
Raleigh, North Carolina 27699-6365

March 2006
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LICENSE UPDATE
Type or print the following information.
(See instructions on reverse side.)
last name

first name

middle name

street address

maiden

city

social security number

state

zip code

telephone number (with area code)

Check the action you are requesting
change name
___________________________________

delete an area of licensure
____________________________

name as it now appears on the license

area to be deleted (name and code)

change social security number

renew license

____________________________________

validate an expired license

SSN as it now appears on the license

_____________________________
school year

Clear a provisional area
____________________________________
area to be cleared

__________________________________
Superintendent or Designee

__________________________
date

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

STATEMENT OF APPLICANT
Have you ever had a certificate or license revoked or suspended by any state or other governing
body? If yes, attach a statement giving full details and official documentation of the action taken.

yes

no

Have you ever been convicted of a crime (excluding minor traffic violations)? If yes, you must
submit court documents that indicate judgment and disposition of the case from the court of
conviction and an explanation of the incident(s).

yes

no

I certify that the information provided in this application is correct and true. I understand that the falsification of any statement or
document will result in the revocation of my North Carolina license.
Signature

Date
Public Schools of North Carolina
State Board of Education
Department of Public Instruction
Licensure Section
6365 Mail Service Center

Form U
Raleigh, North Carolina 27699-6365

March 2006
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Form U: Instructions
This License Update should be submitted for the following actions:
• change in social security number
• clearance of a provisional area added by a Licensure Section evaluation
• deletion of an area of licensure
• name change
• renewal of a license
• validation of an expired license (Validations can be requested only by an employing school system, not by
individuals.)
Follow these instructions for filing the License Update:
1. Fill in current personal information (please print or type).
2. Identify the North Carolina school system that employs the applicant (if applicable).
3. Check the block that corresponds to the desired action, and fill in the requested information.
4. Answer the questions under Statement of Applicant only for license renewals and requests for validation
(requests for validation must come from employing school systems).
5. Sign and date the application. [All requests from school systems must be signed and dated by the superintendent
or designee. Requests from individuals must be signed and dated by the applicant under Statement of Applicant.]
6. Collect the necessary supporting materials for the request:
• change in social security number: Form U. No documentation or fee is required if an error was made
by the Licensure Section or if the applicant is employed in a North Carolina school system. If the error is
the applicant’s and the applicant is not employed by a North Carolina school system, a processing fee
($30) and a copy of the social security card must be submitted.
• clearance of a provisional area added by a Licensure Section evaluation: Form U, original transcripts
or documentation of credits earned, and Praxis scores (if a test or subject assessment was required).
Note: Grade reports are not accepted in place of transcripts.
• deletion of an area of licensure: Form U.
• name change: Form U, copy of court order if name was changed by legal action. No official
documentation is required if a name change results from marriage. No fee is charged if the request comes
from an employing school system. Requests from individuals require a $30 fee. Do not request a name
change unless the change results from marriage or legal action.
• renewal of a license: Form U, transcripts or certificates of credit, and processing fee ($55). Note:
Grade reports are not accepted in place of transcripts.
• validation of an expired license: Form U, Form N, processing fee ($55).
7. Mail the completed License Update, supporting materials, and fee to the
Department of Public Instruction
Licensure Section
6365 Mail Service Center
Raleigh, North Carolina 27699-6365
You may pay by personal check, money order, or certified check (made payable to the Department of Public Instruction) or by
Visa or MasterCard. To pay by credit card, fill out the credit card payment form.

Please do not fold down the corners of pages or use staples or paper clips to secure the application materials. Doing
so will slow down the automated application process and delay your response. Mail the unfolded materials in a 9" x
12" envelope. Thank you.
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VERIFICATION BY INSTITUTION:
COMPLETION OF APPROVED EDUCATION PROGRAM
TO THE APPLICANT: Fill in the information above the line. Please type or print.
last name

first name

middle name

street address

maiden name

city

state

zip code

social security number

TO THE DESIGNATED COLLEGE OFFICIAL:
Fill in ONE of the boxes and BOTH sections at the bottom of the page.
The applicant completed requirements for the
bachelor’s

master’s

six year
(educational specialist)

doctorate

The applicant did not earn a degree from this institution but
completed an approved education program at the degree level of
bachelor’s

master’s

six year
(educational specialist)

doctorate

degree and finished an approved education program in
the licensure area(s) of (e.g. elementary education, music,
secondary mathematics, etc.)
_____________________________________________

in the area(s) of (e.g. elementary education, music, secondary
mathematics, etc.)
__________________________________________________

_____________________________________________

__________________________________________________

_____________________________________________

__________________________________________________

Date program completed ________________
month, day, year

Date program completed
month, day, year

The program completed meets the following accreditation, approval, or
program requirements (check all that apply):
National Council for Accreditation of Teacher
Education (NCATE)

The applicant completed an education program approved in the
area(s) and at the level(s) recommended. The approved program
was in effect during the applicant’s period of study.
___________________________________________________
name of institution

National Association of State Directors of Teacher
Education and Certification Standards (NASDTEC)

___________________________________________________
designated official (licensure officer, dean of education)

Education program approval by the state of
_________________________________

___________________________________________________
title

Regional accreditation by (name of body)

___________________________________________________
signature

_________________________

___________________________________________________
date
Public Schools of North Carolina
State Board of Education
Department of Public Instruction
Licensure Section
6365 Mail Service Center

Form V
Raleigh, North Carolina 27699-6365

March 2006

