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Part1
Overview of Teacher Education Program

Today’s beginning professionals join practicing professionals in the awesome responsibility of
preparing successive generations for life in the 215t century. Throughout Westminster’s teacher
preparation program, theory and practice are consistently woven together to provide beginning
teachers with underlying beliefs, principles, and knowledge for facing a multitude of challenges
in the real world of classrooms.

The Teacher Education Program is designed to promote life-long learning dispositions and
provide the depth and breadth of academic and practical knowledge needed for successful
beginning teaching. The faculty draws on research and extensive experience to make course
work meaningful and strives to demonstrate attitudes and practice that serve as examples for
students’ future classrooms.

Collaboration with other professionals is of paramount importance in the Westminster program.
A Westminster Education Program Project Team comprised of Westminster Faculty, staff, and
students provide assistance in program development. Currently, the Teacher Education
Advisory Committee represents the college and larger education community and reviews the
program.

Westminster College began its Teacher Education Program in 1996. Prior to that time, students
wishing to become teachers attended William Woods University as part of a cooperative
agreement. Since 1997, when the Missouri Department of Elementary and Secondary Education
granted provisional approval. Westminster has graduated over 400 certified teachers. The
program received full accreditation from the Missouri Department of Elementary Education in
May of 2003, and received exemplary program ratings from DESE in 2011. Graduates are
currently teaching in public and private K-12 settings all over Missouri as well as throughout the
United States and abroad. Many Westminster graduates are hired in districts where they
student taught. Graduates have also gone on to receive Master’s Degrees in Education and some
have received exemplary teaching awards at the local, state and national level. About 140
students are currently in the program, with approximately 35 graduating each year. Because of
the high admission standards to both the college and the program, and the reputation of recent
graduates, Westminster Education Majors have a high success rate in finding teaching jobs upon
graduation.



Description
The Westminster College Teacher Education Program is administered by the Missouri
Department of Education.

Those who wish to teach will earn a Bachelor of Arts degree with majors offered in early
childhood education (birth-grade 3), elementary education (grades 1-6), middle school
education (grades 5-9), and secondary education (grades 9-12). Secondary content
concentration areas are: Mathematics (9-12), Social Sciences (9-12), General Science (9-
12), Biology (9-12), Chemistry (9-12)), English Language Arts (9-12), Spanish K-12,
French K-12, and Physical Education (K-12).

The Teacher Education Program is designed so that majors complete a course of study
which will lead to recommendation for certification in the chosen major and
certification areas. When awarded, a Missouri Teaching Certificate will serve as the
basis for certification in many other states.

Declaring a major in education does not ensure acceptance into the Teacher Education
Program. Students must be accepted into the Teacher Education Program before taking
upper level professional education courses. Admission criteria are:

Admission to the Teacher Education Program does not ensure
continuation in the program.

Students are to engage in constant self-review. Conferences to address any concerns
identified by any parties will figure in the student’s continuation in the Teacher
Education Program and admission to EDU 393 Education Practicum II and/or EDU
492, 495 or 497 Student Teaching.

After entry into the program and before recommendation for certification, the student
must pass a nationally criterion referenced exam, that serves as the State of Missouri’s
entrance exam to the teaching profession covering content area knowledge. Students
must also maintain a 3.0 Grade Point Average in all education and content area
coursework. Students must also maintain an overall 2.75 Grade Point Average.



Conceptual Framework

The Teacher Education Program is based on reflective inquiry. It integrates general
education, professional education and areas of specialization. An emphasis is placed on
authentic practice. Field experiences are intended to provide an awareness of and
experience in working with diverse populations, learners at-risk in mainstream
schooling, and learners with exceptionalities and challenges.

The conceptual framework of the Westminster Education program emphasizes
educational inquiry and the role of teachers as inquiring professionals. Questions like
“What do I know or need to know?” and “What should I be able to do?” take shape in the
process of reflective inquiry for both the education students and the faculty. While the
first three phases overlap and are necessarily integrated, the phases may be broadly
described as follows:

e Learning Inquiry I is the exploratory phase for future teachers and includes
general education, education foundations courses and beginning practical
courses.

e Learning Inquiry II focuses on curriculum and instruction and factors directly
related to schooling as students take methods and practicum courses.

e Learning Inquiry III is the integrative phase that focuses on action research,
student teaching and preparation to enter the profession as a first year teacher. It
includes an inquiry project as part of a pre-student teaching experience, student
teaching, organization of a professional portfolio and an educational seminar.

e Learning Inquiry IV is the mentoring phase during the first years of teaching
experience and involves continuing professional development.

The College’s general education goals and the Teacher Education Program’s objectives
for competency development blend throughout pre-service preparation.

The General Education Goals of Westminster College

Westminster’s general education requirements are designed to ensure that students
develop intellectual capacities and acquire the educational breadth necessary to pursue
major and minor programs of their choice. The general education program seeks to
foster:

e skills in critical thinking, communication, quantitative reasoning and the use of
computer technology

e understanding theories and methods of science and historical perspective

e awareness of fundamental questions and values



e sensitivity to artistic expression and critical appreciation of human behavior and
social institutions
e appreciation of cultural diversity and global interdependence

Foundational Competencies for the Teacher Education Program
These foundational competencies have been developed by professionals throughout the
nation and state of Missouri and are fostered in our program:

Standard #1 — Content Knowledge, Including Varied Perspectives, aligned with Appropriate Instruction:
The teacher understands the central concepts, structures and tools of inquiry of the discipline(s) and
creates learning experiences that make these aspects of subject matter meaningful and engaging for
students.

Standard #2 Understanding and Encouraging Student Learning, Growth, and

Development: The teacher understands how students learn, develop, and differ in their approaches to
learning. The teacher provides learning opportunities that are adapted to diverse learners and support the
intellectual, social, and personal development of all students.

Standard #3 Implementing the Curriculum: The teacher recognizes the importance of long range
planning and curriculum development. The teacher develops, implements, and evaluates curriculum
based upon standards and student needs.

Standard #4 Teaching for Critical Thinking: The teacher uses a variety of instructional strategies to
encourage students’ development and critical thinking, problem solving, and performance skills including
instructional resources.

Standard #5 Creating a Positive Classroom Environment for Learning: The teacher uses an understanding
of individual and group motivation and behavior to create a learning environment that encourages active
engagement in learning, positive social interaction, and self-motivation.

Standard #6 Utilizing Effective Communication: The teacher models effective verbal, nonverbal, and
media communication techniques with students, colleagues, and parents to foster active inquiry,
collaboration, and supportive interaction in the classroom.

Standard #7 Use of Student Assessment Data to Analyze and Modify Instruction: The teacher understands
and uses formative and summative assessment strategies to assess the learner’s progress, uses assessment
data to plan ongoing instruction, monitors the performance of each student, and devises instruction to
enable students to grow and develop.

Standard #8 Professional Practice: The teacher is a reflective practitioner who continually assesses the
effects of choices and actions on others. The teacher actively seeks out opportunities to grow
professionally in order to improve learning for all students.

Standard #9 Professional Collaboration: The teacher has effective working relationships with students,
parents, school colleagues, and community members.



Part 11
STUDENT TEACHING CHECKLIST
Overall GPA of 2.75, Content GPA of 3.0, Education GPA of 3.0

Missouri Substitute Teaching Certificate- Copy of the certificate must be on file with
Jim Concannon.

___ Passed all sections of the Missouri Content Exam (Pearson) in two attempts.
____ Previously admitted into the Teacher Education Program (TEP)

___Adequate teaching evaluations and dispositions from Education Practicum 2.
_____ Completed all EDU and content coursework prior to student teaching experience.

Submitted a student teaching application 5 months prior to expected placement to the field and
clinical supervisor.

Completion of College’s transportation agreement and waiver.
Proof of carrying professional liability insurance.
Senior standing

Once you have completed the requirements for student teaching, you will need to schedule a
meeting with field and clinical coordinator for Westminster College at which time you will
present evidence of completing all the student teaching requirements. Field and clinical
coordinator — Jim Concannon, 242 WH



STUDENT TEACHING APPLICATION

Name: Date:
Address:

Phone: email:

Certification Area:

Anticipated Semester to Student Teach:
Requested Placement Site for Student Teaching (ex. Fulton High School):
Requested Teacher/Level (ex. Mr. John Smith, 8™ grade science)
GPA Requested Student Teacher Supervisor:

Note: Westminster College cannot guarantee a placement site outside a 30 mile radius from campus. If you wish to student teach
outside a 30 mile radius, your cumulative GPA must be above 3.5. Also note that the request does not guarantee placement.
Placement is dependent upon placement sites and supervisor availability. A request does not indicate confirmation of placement
or is a guarantee for placement.

Practicum 1 teacher, location, grade level, concentration area:
Teacher:
Grade Level:
Concentration Area:

Practicum 2 teacher, location, grade level, concentration area:
Teacher:
Grade Level:
Concentration Area:

Additional details you would like to provide:

Note: Prior to the student teaching experience, students are to seek an FBI background check, which includes
fingerprinting, and obtain a substitute teaching certificate through DESE. Student teaching is a full time, supervised,
uncompensated experience conducted over a continuous sequence of 13 to 14 weeks in a situation designated by the
student’s proposed areas of certification. A minimum of 400 clock hours of direct experience is required. Generally
student teaching occurs in four phases, each having a unique purpose and process. If a student is majoring in
elementary with an early childhood education add-on, the student teacher will spend 12 weeks at the elementary level
and spend 4 weeks at the early childhood level.



Placement

Placements are confirmed in writing with the school. Student teachers are responsible for
submitting an up-to-date resume to the Education office that will be forwarded to the
cooperating administrator and cooperating teacher as part of the placement confirmation
process. The student teacher and the college supervisor arrange an orientation visit with the
cooperating teacher and the school administrator during which expectations and procedures are
discussed.

This is the process for student teaching placement.

Factors that play a significant role in the placement process (in order):

1) Our relationship with the school.

2) The amount of time for the placement to occur.

3) Past placements for specific grade level and content area (good or bad).

4) The number of student teachers we have asked for a placement at any particular school in any given
year or semester (usually 3-4 per school).

5) If the placement has to go through the central office or another field or clinical placement office.
6) The quality of our student teacher (GPA)

7) Family considerations of the student teacher (past issues have been money, sickness, traumatic
events).

8) Student's personal preferences and distance with regards to budget constraints.

Students are not guaranteed their preferred placement.
If there is a serious issue with a placement, such as teacher incompetence, disrespect, or student
misconduct, a new placement will be sought.

Specific placement requests (30 miles or more) must be presented to the Chair of Education one
year prior to the placement in writing.

Phase 1 Orientation

This phase usually consists of one or two days during which student teachers begin to develop
feelings of comfort and self-confidence. Information is provided concerning the building layout,
schedules, and procedural policies.

Phase 2 Induction

This phase usually consists of two or three days during which the student teacher conducts
structured observations of the assigned classroom and the students in it. The observations focus
on instruction and the role of the teacher as a facilitator of instruction. Time for reflection and
talking with the observed teacher(s) is a critical part of this phase.

Phase 3 Participation

All placements have a minimum of 13 weeks and some may be longer. During this time of
participation, the student teacher engages in initial and full-time instructional activities. Initial
participation may include the student teacher working one-to-one or with small groups,
assisting the cooperating teacher in instruction. The student teacher may present parts of larger
lessons and engage in team teaching. The use of technology in lessons will be explored. The
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student teacher will also help with grading, locating and preparing materials, and preparing
lesson plans.

The student teacher will gradually, over two or three weeks (two weeks for seven week
experiences), assume the main teacher role, supervising all teaching functions and engaging in
guided analysis, self-reflection and performance feedback from other professionals.

Full-time responsibilities are assumed for three to five weeks. Professional judgment of the
cooperating teacher and the college supervisor always determines the pace at which the student
teacher assumes the complete, full-time responsibilities of the classroom teacher.

Phase 4 Culmination

This period usually begins about three weeks (one week for seven-week experiences) before the
end of student teaching with the planned transition of roles and responsibilities from the
student teacher back to the cooperating teacher. Students should be prepared for the departure
of the student teacher. A portion of the last week should consist of structured observations
within the assigned classroom and of other teachers in different grade levels and in different
content areas within the same school or school district. Observations in depth in special
programs may occur during the last week.

Part III
Roles and Responsibilities

The success of the student teaching experience is determined in large part by the
successful cooperation and communication of the student teacher, the cooperating
teacher, the college supervisor and the cooperating school’s administration and staff.
Each of these has a unique and vital role. The common goal is the excellent education of
school children and youth and the continuous development of well-qualified new
professionals.

Roles and Responsibilities of the Student Teacher
Student teachers are expected to make a significant contribution to the school through hard
work and dedication to their assigned placements.

A student teacher’s primary responsibilities are: a) adapt to the assigned placement, b) engage
in continuous personal and professional growth, and c) contribute to the educational
achievement of the students in the assigned classroom(s). The role is that of a learner and co-
teacher who must demonstrate flexibility and adaptation and become a contributing member of
a team. The student teacher is expected to maximize opportunities for professional growth.

Student teachers are expected to exhibit professional behavior at all times, representing
Westminster College and the Teacher Education Program.
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Present a professional manner

Appearance, language usage, mannerisms, and interactions help to establish a professional
demeanor and assist in building credibility with students, colleagues, school administrators, and
parents. Unless the school has designated days for all faculty and staff to dress in certain ways,
jeans, sweatshirts, and casual attire are unacceptable. The Westminster Teacher Education
Program determines dress and grooming standards. Specific dress codes of the cooperating
school will be honored.

Arrive at the assigned school promptly; report at least thirty minutes before the students arrive
and stay at least thirty minutes after school is dismissed. In the event of illness, or other special
circumstance which necessitates absence, the cooperating teacher and the Westminster
supervisor must be notified as soon as possible. In the case of absence, it is the student teacher’s
responsibility to ensure that all necessary plans and materials are made available on-site so that
instruction is not disrupted. Leaving school during lunch or planning periods or free time
within the school day is not permitted. Student teachers should seek ways to help the students
and school during the entire time of the assignment.

Student teachers are to adhere to the cooperating school’s schedule, not Westminster’s; holidays
and vacations will be taken according to the school system’s schedule (see policies for
exceptions). Student teachers are to attend faculty and staff meetings, PTA/PTO meetings,
school board meetings, parent-teacher activities, and other school events as recommended by
the cooperating teacher, taking advantage of as many of these meetings and events as possible.

School students are to address student teachers Mr., Ms., or Mrs. at all times, unless specific
practice at a cooperating school dictates differently for all faculty and staff within the school.

Student teachers are always to use personal and confidential information only in professional
circumstances.

Student teachers are to consciously work at establish and maintain professional relationships
with the cooperating school community.

Become familiar with school and classroom policies and procedures
One of the first responsibilities of a student teacher is to become familiar with the total

operation of the school. The cooperating teacher or administrator should provide a copy of the
student handbook, faculty/school policy manual, and other pertinent information including
school rules, behavioral expectations for students, school schedules, grading procedures, fire
and tornado drill procedures, procedures for accidents—especially those involving blood and
blood products—and the policies which govern the day-to-day operation of the school.

By law, student teachers are required to notify the cooperating teacher and the college
supervisor of concerns regarding suspected child abuse.
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Student teachers are expected to move quickly to adopt the classroom policies, procedures,
practices and expectations established by the cooperating teacher. Student teachers should
conform to the disciplinary code of the school, but refrain from any physical punishment.

Student teachers are to make every effort to work within the framework of the educational
philosophy of the cooperating school and classroom(s).

Always be prepared

Thoughtful and careful preparation is vital to successful teaching. Student teachers frequently
underestimate the demands placed on their time outside the school day. Extracurricular
activities, social life, and employment should not interfere with student teaching
responsibilities. Employment during student teaching is strongly discouraged.

Student teachers are expected to develop appropriate instruction and evaluation, in consultation
with the cooperating teacher and the college supervisor. This includes written lesson plans and
curriculum theme design, when appropriate.

In addition to lesson planning and material preparation, student teachers are advised to set
aside time each evening to reflect on the events of the day; think about what was successful and
why; think of alternative ways to respond or to do things, and review teaching activities and
responsibilities for the following day.

All plans, units and activities for the teaching should be discussed with the cooperating teacher
prior to their implementation. Time for talk between the student teacher and cooperating
teacher should be scheduled each day.

Demonstrate initiative

Student teachers should ask for tasks to perform that will help the school. They should not sit
back and wait to be told what to do, nor appear bored or as if they have nothing to do. Student
teachers should study the way the cooperating teacher manages the classroom and handles daily
routines and ask questions and volunteer to assist as soon as possible. When appropriate,
student teachers should ask the cooperating teacher to secure permission for them to sit in on
parent-teacher conferences. Student teachers are expected to assist the cooperating teacher and
others in the school with extracurricular activities. They are to attend faculty meetings, quietly
studying and considering school issues, faculty concerns, policy discussions and other matters
affecting the school.

Take advantage of every opportunity to learn

The Westminster Teacher Education Program has a framework of inquiry. Part of this inquiry is
quiet and part is active. Quiet inquiry involves reflection on one’s knowledge and actions; active
inquiry involves seeking advice and knowledge.
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Student teaching is the culminating pre-service experience. Student teachers are expected to
demonstrate a specified measure of proficiency and competency in the subject matter taught, in
maintaining mature teacher-student relationships, in maintaining professional peer
relationships, and in understanding and preparing to accommodate individual differences. To
this end, they are to seek and accept constructive criticism in a professional manner, focusing on
growth as a professional. Ongoing self-assessment is to be recorded in a reflective journal.

EDU 490 Seminar and other Westminster College expectations
While EDU 490 requires separate enrollment, it is integral to the student teaching course. The

Teacher Education Program and Westminster may have other expectations concerning student
teaching.

Evaluation throughout the semester will be based on demonstration of the following
competencies:

o A well developed understanding of the subject(s) being taught and the ability to plan and
impart appropriate and meaningful learning experiences to your students.

e An understanding of how students learn and the ability to provide developmentally
appropriate learning opportunities.

e An appreciation of individual differences and the ability to successfully provide
instructional opportunities based on the needs, interest, and abilities of diverse learners

e The ability to plan and utilize a variety of instructional strategies designed to develop
students’ thinking, problem solving and performance skills. Use of technology should be
incorporated where appropriate.

e The ability to establish a classroom environment that encourages positive social
interaction, active involvement in the learning process, and student self-motivation.

e The ability to utilize and encourage multiple modes of communication designed to foster
self-expression and collaboration within the learning environment, including the use of
technology.

e The ability to plan instruction based on student needs, subject matter, curriculum goals
and standards, and community expectations.

e The ability to utilize various assessment strategies to improve both teaching and learning
processes.

e The ability to engage in reflection as a means for assessment and professional growth.

¢ Demonstration of ethical behaviors, positive relationships with professional colleagues
and a respect for the education and well-being of all students.

e Taking and passing the Missouri Pre-service Teaching Assessment (MOPTA)
Development of the MOPTA-NV is an integral part of EDU 490 Educational
Seminar. Information distributed and discussed in EDU 490 contains guidelines
for format and inclusions. Registration for the MOPTA is at:
http://mega.ets.org/test-takers/mopta/register/
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Understand and Willing to Pay the Course Lab Fee
EDU 492, 495, and 497 have a course lab fee. The lab fee is to cover supervisor travel costs and
an honorarium for the cooperating teacher.

Understand and Willing to Pay for Student Teaching

Student teaching is 12 hours of college credit. The student teaching process is not a
traditional college experience where students are enrolled in four, three hour courses.
Instead, the classroom is an authentic environment where students learn first-hand how
to prepare, manage, and teach in a classroom setting. Significant effort has been put
forth by the department and the college to create this authentic learning environment.

Cooperating Teacher Responsibilities

The cooperating teacher’s influence on a student teacher cannot be underestimated.
The student teacher will look to this professional for demonstrations of professional
behavior, attitudes and practice. Most cooperating teachers have at least three years
teaching experience and demonstrate exemplary teaching behaviors.

Accept the student teacher as a developing professional and a co-worker in the
classroom and school.

e Cooperating teachers provide assistance in helping the student teacher make the
transition from college student to co-teacher. Some ways to accomplish this include
introducing the student teacher as a professional co-worker to faculty, staff, students,
and parents and providing the student teacher with a desk and workspace within the
classroom. Cooperating teachers work to ensure the safety and legal integrity of the
student teachers’ experience.

Stress the importance of the professional and ethical responsibilities of the teaching
profession.

e Cooperating teachers model appropriate teacher-student relationships, showing fairness,
honesty, and equity with all students. They demonstrate the necessity for maintaining
the confidentiality of student information.

e Cooperating teachers assist the student teacher in gaining information about individual
students in order to understand the characteristics of students with different
developmental levels, special needs, and different cultural backgrounds. They help the
student teachers use these observations and information to provide appropriate learning
opportunities for all students. They share information about the remedial resources and
referral procedures for special programs within the school, district and community.
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Cooperating teachers demonstrate the importance of informal and formal assessment
procedures and show how the information is utilized in planning, teaching and
evaluation.

Cooperating teachers model commitment to the teaching profession. They demonstrate
professional working relationships with colleagues, school staff, and parents. They talk
with the student teachers about their own strategies for professional development, e.g.,
reading professional journals, attending workshops and professional meetings.

Demonstrate effective strategies and classroom management techniques, insuring that

the student teacher incorporates both in her/his teaching.

Cooperating teachers help the student teachers incorporate state, district, and
professional organization standards into teaching.  During the induction and
participation phases of student teaching, cooperating teachers demonstrate effective
planning skills and include the student teachers in the preparation of units, lessons,
evaluations, and activities.

Cooperating teachers assist their student teachers in gradually adopting full
responsibility for teaching and learning. They regularly confer with their student teacher
regarding units, lessons, teaching strategies, classrooms management techniques and
interactions to help the student teacher determine, if these effectively meet the needs of
all learners.

During the culminating phase of student teaching, cooperating teachers assist in
arranging formal observation of various teaching styles and classroom environments
throughout the school and district.

Provide on-going evaluations of the student teacher’s performance and maintain a

continuing process of conferring and offering constructive feedback.

Cooperating teachers demonstrate their own need for and use of reflective teaching and
the necessity for on-going self-evaluation and improvement of one’s teaching.

Regular conferencing procedures should be established for providing constructive

feedback to the student teacher. A time line should be established with the student
teacher for submission and discussion of lesson plans.
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e Cooperating teachers should immediately contact the college supervisor whenever a
problem or concern occurs.

e Cooperating teachers should document the student teachers’ progress and provide
information for mid-experience and final evaluations, assisting the college supervisor in
setting times for mid-experience and final conferences regarding the student teacher’s
accomplishments and areas of developing strengths. Evaluation forms are located at the
back of this handbook.

e When requested, cooperating teachers may decide whether to write a letter of
recommendation for the student teacher’s placement file.

e Cooperating teachers are asked to complete a program evaluation form regarding
Westminster College’s Teacher Education Program. A form for this purpose is located in
the back of this handbook.

Responsibilities of the Cooperating Administrator

The foundation for a successful student teaching experience is established when the
administrator identifies exemplary teachers who are willing to serve as role models and
facilitators for pre-service teachers. The administrator plays a key role by welcoming the
student teacher into the day-to-day functioning of the school and ensuring that student teaching
is positive. The cooperating administrator should evaluate the student teacher at least once.

Responsibilities of the College Supervisor

Each student teacher has a supervisor who plays a key role in the collaborative relationship
established among the cooperating school and its personnel, the cooperating teacher, the
student teacher and the college. Responsibilities of the college supervisor include:

e orientating the student teacher and the cooperating administrator and teacher to the
college’s expectations for the student teaching experience

e being available to the student teacher and cooperating teacher

e observing the student teacher for a minimum of three to four forty-five minute periods
during the placement, assessing progress and providing oral and written feedback to the
student teacher. The supervisor should conference after each visit with the student and
as necessary with the cooperating teacher. Typewritten notes on the observation, along
with statements of beginning teacher standards observed, are to be given to the student
teacher within one week after the visit. On-site visits are in addition to the orientation
meeting and the final evaluation meeting.

e arranging for reassignment of the student teacher--or for other appropriate action--in
extraordinary circumstances
16



inviting cooperating teachers and administrators to college-sponsored activities and
events

ensuring that appropriate student teaching records are collected and filed at the college

assuming final responsibility for conduct and grading in the college courses for student
teaching
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Part IV
Policies, Procedures, and Requirements

All teacher preparation programs are subjected to careful scrutiny by state and federal
agencies and by accrediting organizations. Westminster College’s Teacher Education
Program strives to maintain high standards and requirements for pre-service teachers,
including enforcing procedures for students continuing in the program and entry
requirements for student teaching. Westminster College’s program has approval from
the State of Missouri’s Department of Elementary and Secondary Education and is listed
in the Missouri Directory of Approved Professional Education Programs, DESE.
(Website dese.mo.gov/divteachqual/teached/directory/Index.html)

General policies regarding student teaching:
Admission procedures and requirements for student teaching are described at the
beginning of Part II.

The Westminster College Teacher Education Program faculty reserve final judgment on
admission to student teaching and assignment to a placement.

Students enrolling in EDU 492, 495, and 497 who are members of collegiate sports
teams should plan to student teach a) during a semester in which their sport is not
played, b) after their eligibility has expired, or ¢) during a semester in which they choose
not to play.

Employment during student teaching is strongly discouraged. Should employment be
deemed detrimental to a student teacher’s best efforts, the student will have to make a
choice between continuing employment or continuing to student teach.

Students must have an acceptable background check on file BEFORE beginning their
student teaching. The form of the background check is consistent with regulations of
the State of Missouri. (An FBI fingerprint check is required during a student’s last
semester before graduation.)

Student teachers must have a waiver on file regarding their transportation to and from
their assigned placement BEFORE beginning their student teaching.

The legal responsibility for the education and safety of school children remains with the
cooperating school and the cooperating teacher.

18



Student teachers with a valid substitute teaching certificate may substitute teach not
more than four days during the 13 week student teaching experience. Student teachers
can count four days of their student teaching experience as a substitute teacher so long
as the substitute teaching occurs in the cooperating teacher’s classroom.

If a student teacher substitutes in a classroom other than the cooperating teacher’s
classroom for any of the four days, these days will not count towards the student
teaching experience and must be made up at the end of the 13 weeks.

After the 13 week student teaching experience, but still in the same semester as the
student teaching experience, the student teacher may continuously (daily, weekly,
monthly) substitute teach.

Under no circumstances is a student teacher to administer any form of corporal or
physical punishment or to serve as a witness in the administration of any such
punishment.

Student teachers who do not conform to the Westminster College Teacher Education
Program’s expectations for professional behavior, interactions, demeanor, language,
and/or dress will be removed from student teaching placements and may not be allowed
an alternative placement or continuation in the program.

A minimum of three weeks of full time teaching responsibilities during student teaching
is required in all full-time student teaching placements.

Student teachers follow the calendar of their cooperating school for vacation and
holidays, instead of the Westminster College calendar; a vacation on the cooperating
school’s calendar does not excuse the student from the college class. When there are
conflicts or questions regarding obligations, it is the responsibility of the student teacher
to ask his/her supervisor for clarification.

During the student teaching assignment, the student teacher will participate in
professional activities with the cooperating teacher to whom she/he is assigned.

Student teachers are to perform bus, lunchroom, recess and other supervision duties
along with their cooperating teachers. Student teachers cannot be assigned to these
duties unless they are accompanying their cooperating teachers.

Student teachers are allowed two days of absence for illness. After two days, the student
must secure a doctor’s excuse and must make up missed days.

19



Snow-days or cancellation of school for other natural or unpredictable occurrences do
not have to be made up unless the total number exceeds four and/or unless the school
district is holding make-up days during the student teaching time period.

Student teachers should be granted reasonable release time for employment interviews.
Release time for interviews must be pre-approved by both the cooperating teacher and
the college supervisor. Interviews should mot be scheduled during the full-time
teaching responsibility period.

Westminster College supervisors will consult with the cooperating teacher in the
determination of the final course grade for student teaching, but the determination is
the sole responsibility of the college instructor/supervisor.

Placements are for 13 consecutive weeks full-time in one setting and require at least 400
clock hours. Those seeking certification in physical education K-12 divide the placement
between two seven-week placements. Dual Early Childhood and Elementary
certification majors usually do seven weeks in two different classes.

Child Abuse Reporting

By Missouri law, all persons involved in the education of children and youth must report
any “reasonable cause to suspect” abuse or neglect of a child. Suspected abuse or
neglect MUST be immediately reported to the cooperating teacher and the college
supervisor. The cooperating teacher and the supervisor are then responsible for
reporting the suspicion to the cooperating administrator, who must then file a report
with a specified agency.

Attendance

The student teacher has the same responsibility for good attendance and punctuality as
that of a regularly employed teacher. Occasionally circumstances may rise, such as
illness, and accident, or transportation difficulties, which delay or prevent the timely
arrival of a student teacher at the assigned school. It is the student teacher’s
responsibility to notify the cooperating teacher and the college supervisor immediately.
Failure to properly notify the required individuals will be judged as negligence of
responsibility. If the student teacher is responsible for lessons or teaching for the full
day, the student teacher must arrange for needed materials and lesson plans to be
delivered to the school at the beginning of the school day.

In exceptional cases, full or partial day absences due to conflicting or long standing
obligations are allowed. The student teacher is expected to notify the cooperating
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teacher and obtain approval from the college supervisor well in advance of the absence.
The student teacher is expected to plan in advance with the cooperating teacher. Lesson
plans and materials for which the student teacher has responsibility should be left with
the cooperating teacher. It is the student teacher’s responsibility to deliver such
materials in a timely manner to the cooperating teacher if they are not present in the
school. Absence for such days must be made up.

School Policies
All student teachers are expected to follow the policies of the cooperating school.
Policies may include:

e arrival and departure times

e call-in procedures to report tardiness or absence

e use of the teacher’s lounge

e use of equipment, supplies and school property

e confidentially of materials and information

e all school discipline and management programs

e health, safety, and welfare procedures

Failure to comply with school policies and expectations could result in termination of
the student teaching placement.

Instructional materials

Textbooks, literature books, manuals and other instructional materials may be loaned to
the student teacher by the school, school district, college, college faculty, or others for
use during student teaching. The student teacher is obligated to keep all such materials
in good condition and to return them to the appropriate sources at the end of the
placement period. Materials damaged, lost, or destroyed must be repaired/replaced by
the student teacher.

Westminster College Students’ Rights
As with any other Westminster College course, students have the right to appeal grades

in student teaching pursuant to the procedures outlined in the current Student Life
Handbook.
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PartV
Required Student Teaching Activities

MOPTA

Development of the MOPTA-NV is an integral part of EDU 490 Educational Seminar.
To be recommended for certification, the candidate must pass the MOPTA. The current
pass score for the MOPTA is 37. Information distributed and discussed in EDU 490
contains guidelines for format and inclusions. Registration for the MOPTA is at:
http://mega.ets.org/test-takers/mopta/register/

Student Teaching Experience Records
You should record how your time is spent in two ways: 1) during the school day and 2)
with whom besides your cooperating teacher and staff and your students.

You should keep track of the number of hours spent daily on-site in observation,
preparation, participation, and evaluation at the assigned placement. Do not record
time spent before or after the official school day. Preparation time refers to time spent
learning classroom and school procedures; engaging in professional development;
researching in order to prepare lesson; lesson, materials, equipment or classroom
preparation, etc. Observation time refers to the time spent watching others directing
learning activities and for time spent observing students taking part in classroom
activities. Participation time refers to direct contact with a student or students within
the school/learning context.

Evaluation time refers to time spend evaluating students’ work and behavior and your
own teaching, including conference times with the cooperating teacher and the college
supervisor.

You may write the times spent each day in your planning book and then transfer and
summarize the hours at mid-experience and final evaluation times. For example,
notation on a day during the second week may look like this:

Preparation time = 1

Observation time = 2

Participation time = 2

Evaluation time = 1

You should keep a log of meetings with parents, special education personnel, special
program or project personnel, community members, principals, counselors,
psychologists, reading specialists, learning disabilities specialists, speech specialists,
school social workers, school secretary, school custodian,
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school nurse, food service personnel and others. You should record the day and time,
with whom the meeting took place, and the purpose or content of the meeting. For
example, entries might look like this:

3/2/10 2:00 pm J. Blane, Occupational therapist Implementing Jane
S’s IEP
3/4/10 5:00 pm F. Gale, Gale Lumber and Building Supplies discarded wood

for class project
Asked for discarded wood for class project

Focus on One Student, Case Study

Pay focused observational attention to one student throughout your placement. Collect
anecdotes and record behaviors and actions that show the student’s developmental
levels. What does the student do which tells you information about his or her
background, feelings, academic initiative, social relationships with others, etc.? Record
anecdotes and observations in your reflective journal (described below) and be prepared
to share incidents and thoughts during EDU 490 meetings. You will analyze this data
and share it in your exit interview at the end of student teaching. The case study student
can be identical to the case study student you are required to have for the MOPTA.

Daily Plan Book

Use a lesson plan or daily planning book like your cooperating teacher uses. Usually
these books are marked off in squares indicating times and days. They allow room to
write only a summary of information pertaining to planning, etc., description of
activities, titles of texts or sections assigned pages, special reminders, etc. Remember to
record your preparations, observation, participation and evaluation times each day.

Your daily planning book should have a section (which you may have to add) with
information that a substitute teacher would need. Include the following in this section:
e seating chart
e daily schedule
e attendance, lunch, discipline forms
e list of duties such as bus, hall, detention, recess, lunchroom and their schedule-
emergency plans for fire, weather, etc., alerts
e any pertinent information needed for managing special needs of students
e information about activities and games which might be used with students should
time and circumstances permit
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Lessons Plans

You must plan for your instructional activities in similar format as your cooperating
teacher. These plans are to be shared with and critiqued by the cooperating teacher.
The college supervisor will ask for a specific, detailed plan when he/she comes for a
scheduled observation. They should be kept in a folder or other organizer and be
immediately available.

You may adopt the format used by the cooperating teacher if it includes the specified
format items. Lesson plan formats may vary depending on the students, the setting, and
the instructional strategies to be used. Adopt a form appropriate to a specific lesson.
Each lesson plan must include the following: objective(s), background of students on
which the lesson builds, expected duration of lesson, materials/equipment/resources,
activities/procedures/content, special adaptations, evaluation/reflection, and reference
to State Standard and/or other standard or curriculum objective the lesson is designed
to meet.

Begin each lesson plan with the following information: Your name, date of lesson, name
of school, grade, subject, time, number of students.

Key elements of successful lesson planning include:

e knowing what students already know

e determining what student should know and be able to do at the conclusion
of the lesson

e designing appropriate instructional strategies for achieving intended
outcomes; this includes adapting or modifying lessons for some students
and carefully considering any diversity factors

e describing how students will evaluate their learning, how you will assess
their learning and how you’ll evaluate the lesson and your teaching

Unit Planning Requirements

Elementary and middle school student teachers are to develop and teach two units, in
different subjects, each of which lasts minimally a week. Units developed in previous
course work may be revised and adapted or new units may be developed. One of the
units should be from language arts, social studies, science, or math. The other unit may
be from language arts, social studies, science, math, or art, music, movement, health
and safety. Middle school students may negotiate the requirement for two subjects
depending on their assigned placement.
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Secondary student teachers are required to develop at least two units: one content
specific and one integrated unit. In placements where this is not possible, the
supervisor should be consulted about alternatives.

Unit plans should be done with careful consideration of students’ needs, sequence of
topics, available materials and environment, and teaching methodology. It takes NO
creativity to ONLY be a “textbook teacher,” “a down-loader from the Net,” or
“replaceable by the CD”; student teachers are to be creative and innovative in the
classroom. Technology use should be relevant and appropriate.

Student teachers are to share plans with their cooperating teachers for critique before
delivery. Discuss the unit in daily evaluation sessions.

In developing units, consider the following: Identify the unit topic using teacher
interests, student interests, text or curriculum guides, and standards. Know the
students to whom the unit will be taught, taking into account ability levels, background
experiences, types of groupings that are appropriate, prior experience and knowledge
related to the topic.

The goal statement should explain the rationale for teaching the unit, how it contributes
to the curriculum, why it is worth doing. Include references to standards the unit is
designed to meet.

List instructional objectives.

Identify resources, including readings, audiovisuals, resource people, and field trips.
Describe learning activities. Try to include some activities that focus on the broad areas

of learning: psychomotor, affective, and cognitive.

Identify which activities will be assigned as homework, as group work or individual
work, and whether activities will take place in or out of class

Identify methods of evaluation and the times they will be used.
Multiple Forms of Student Evaluation and Assessment

Keep a list of the kinds of evaluation and assessment used and the rationale for choosing
the particular form for the particular learning achieved.
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Technology Use

Depending on the resources of the assignment placement, each student teacher is to
incorporate technology into lessons whenever it is sensible an expedient to do so.
Possibilities include the use of AV materials, Internet research, development of
PowerPoint presentations, and development of Smart Board lessons.

Student Teacher Self-Evaluation

Each student teacher is to complete a mid-experience and final self-evaluation. This
form is the same as the form used by the cooperating teacher. Such written evaluations
are to be completed for the mid-experience and final evaluation conferences and may
serve as a basis for discussion.

Collection of Student Teacher Evaluation Data from Students, Parents and
Others

Part of the data used as a reflective practitioner will be the official and informal
evaluation and other information received from students, their parents, and others who
are affected by the student teacher’s practice. Student teachers should keep notes,
letters, anecdotal records of phone calls, or chance meetings in which another person
has given feedback on their teaching. An example of an evaluation that may be revised
and used with students whom the student teacher has worked with is at the back of this
handbook.

Exit Survey
Student teachers are asked to evaluate their experience as a basis for program
improvement. These surveys serve as a basis for program improvement.

Exit Interview

As a requirement of EDU 490, Educational Seminar, each graduating student must
arrange for a formal exit interview and conference. The student’s professional portfolio
is presented to the Teacher Education Program faculty and students. Cooperating
teachers are also invited and encouraged to attend if possible.

Evaluation Forms

The following pages are mid-term and final student teaching forms.

The student teacher, cooperating teacher, and college supervisor must fill out
independent evaluation forms for both at mid-term and the end of the semester. The
building administer is asked to fill out the administrator form.
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There is a Program Evaluation form for the cooperating teacher to fill out after the
student teacher is finished, as well as possible items for Evaluation of the Student
teacher by students. The last form is one the Student Teacher fills out on Program
evaluation after the student teaching experience is complete.
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Westminster Education Department
Student Teaching Policy

The Westminster Education Department places students in schools in the Fulton area, or
within a thirty-mile radius of Fulton. This includes Jefferson City and Columbia.

Admission to student teaching is attained by being accepted into the Teacher Education
Program and maintaining a 3.0 GPA in professional education courses and 3.0 GPA in
concentration major coursework.

If a student wishes to appeal the policy of student teaching, in order to be placed in a
district more than 30 miles from Westminster, they should write a request to the Director of
Teacher Certification and Placement Coordinator, Dr. James Concannon, outlining why they
should be allowed to student teach in that district. This should be done at least two semesters
prior to their student teaching. Students should also be aware that if placed in an outlying
district, they would be charged the standard class tuition fee of ($35) for each credit hour of
student teaching, as well as additional mileage charges of .50 per mile, per round trip to cover
supervisory costs. (Fee is subject to go up in subsequent years.)

The Department will then determine if the student is eligible to be placed in an outlying
district. A GPA of at least 3.50 will be considered necessary to be placed so far off-campus.
The student should also be aware that they would still be required to attend EDU 490 Student
Teaching Seminar, which meets at 4:15 PM on Mondays here on campus, during the student
teaching experience. For EDU 490, the student teacher is required to complete the Missouri Pre-
service Teacher Assessment (MOPTA).

Definition of a Program Completer from Westminster College:

A Westminster College program completer is defined as an individual who has successfully
earned a degree in early childhood, elementary, middle, or secondary education with an overall
GPA of 3.0 AND has completed and provided all the necessary requirements, exams, and
documents for certification in the State of Missouri corresponding. Individuals earning a degree
in Education Curriculum Studies are not considered program completers. Individuals who do not
meet the State certification requirements are not considered program completers. Individuals
who have met the Missouri requirements to obtain a teaching certificate but do not have a degree
in early childhood, elementary, middle, or secondary education are not considered program
completers. Any individual passing a content exam required for certification outside the content
area of their degree obtained at Westminster College is not considered a program completer.
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Part IV: Forms

The student teacher is evaluated approximately halfway through his or her student
teaching experience and near the end of his or her student teaching experience. The
student teacher is evaluated by the college supervisor, the cooperating teacher, and also
performs a self-evaluation at mid-term and final. The student teacher is also evaluated
by a building administrator at least once. The building administrator form is different

in that it has only four standards for evaluation (1.2, 2.4, 5.1, 7.2).

Mid-evaluation Final Evaluation
Cooperating Teacher Cooperating Teacher
College Supervisor College Supervisor
Student Self-Evaluation Student Self-Evaluation

Building Administrator
Professional Competency Profile

A complete guide and scoring rubrics to the Missouri Educator Evaluation System
can be found at: https://dese.mo.gov/educator-quality/teacher-candidate

Missouri Competency Profile Can Be Located At:

http://www.google.com /url?sa=t&rct=j&qg=&esrc=s&source=web&cd=1&sqgi=2&ved

=0ahUKEwiW4PHhOPjLAhUHg4MKHTUxA40QFggcMAA&url=http%3A%2F%2Fmeg

a.ets.org%2Fs%2Fpdf%2Fmopta-professional-competency-

profile.pdf&usg=AFQjCNGU4asAxT2 PXXq5HB-
HaFmaAsDsw&bvm=bv.118443451,d.amc
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Formative Qbservation Feedback Form
{This is an eptional form that may be used to offer feedback to the Teacher Candidate)

Teacher Student Ed Prep

Candidate; D Supervisor: Date:
Cooperating Subject/

School: Teacher: Grade:

Documentation of Assessment [1 Observation
Other

; at. apply) te Dserved.|
Advanced/Graphic H ™M t D | Evidence of Student Work (1.1)
Organizers o 0O o g MYes [INo
H b Learning Environment (5.2, 5.3)
Classroom Discussion 0 P:’I] E O 1 Conducive to Learning LI Somewhat Conducive
[ Not Conducive [ Disruptive Student{s) Behavior
. N H M L D
Cooperative Learning o o o o
H M L D | Coteaching
Group Work O o o o [T Yes [ No
. ] H ML D | Accessible Materials
Guided Practice O o o o _-HD Yes Ol No
. ) H M L D | Clearlearning Targets {6.1)
Hands On/Active Learning O o o o O Ves M No
Independent Student H M L b | Technology Integrated
Work O o o o O Yes No
Learning Centers H M L D Differentiated Instruction (2.4, 3.2)
g O o o o Oves [OINo
H M L D
Lecture O o o o ] 3 LDSELVEL
[T Questioh/Answer {1 Informal
WL | B e D omemer
Representations o o o o 0 ua pon
O

|

None

QOther

Peer Evaluation

Presentations

Project Based Learning

Question/Answer

Similarities/Differences

Ox0x0ziO0=zC0xcj0x=|O=x
OZ0ZOEOZIRNZLNOEAE
| R 6 Rl 0 Rl [ O R | PO 0 R | B R
;DDDUDUDUDUDUDU

Summarizing/Note Taking

Teacher Candidate Signature Date Ed Prep Supervisor Signature Date

Key: H - High, M — Moderate, L — Low, D — Disengaged
Revised April 2016
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Tabulating Final Scores for the Teacher Candidate

(To be completed at the end of the Clinical Experience)

Quality Indicators

Scores

Cooperating
Teacher

University
Supervisor

Building
Administrator

Average Score
Per Indicator

1.1 Content knowledge and academic language

1.2 Student engagement in subject matter

2.4 Differentiated lesson design

3.1 Implementation of curriculum standards

3.2 Lessons for diverse learers

4.1 Student engagement in critical thinking

5.1 Classroom management techniques

5.2 Management of time, space, transitions, and activities

5.3 Classroom, school & community culture

6.1 Verbal, nonverbal communication

7.1 Effective use of assessments

7.2 Assessment data to improve learning

7.5 Communication of student progress and maintaining records

8.1 Self assessment & improvement

9.1 Induction & collegial activities

9.3 Professional Collaboration

TOTAL SCORE

AVERAGE SCORE PER INDICATOR (total score / 16)
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Form w-9

{Pev, Avgust 2013
Department of the Trsasury
ntemat Beaenue Savize

Request for Taxpayer
Identificatlon Number and Certiflcation

Give Formteo the
requester. Do not
sehd to the IRS.

Mame {as shown on yourincoma tax retumj

Business name/disragarded erdity nany, if diff srend from above

Check approptiate box for federal tax clessifications
[:] individual/s ol propifetor [:] G Corperation

l:] QOther (see instructions} >

[:] & Coiporation

[C] wavited Iatiity company. Erter the tax classification (C=C corporation, $=& corporation, P=partnership) ™

Exanptons {ses instructionsy
D Patneeship i:] Tiustiesiate
Exempl payee code {if ary}
Exenption frem FATCA reporting
code §if ary)

Address (number stiedt. and apt. or suite rio.)

Requeetey’s e and address (optional}

City, stals, and 2P code

Print or type
Bee Spedific Instructions on page 2

List necount nunberis) here (optional)

Taxpayer Identification Number {TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Nams” line
to avoid backup withholding For individuals, this is vour social seeurity number (SSN). However, for a

resident afien, sole proprietor, or disregarded entity, see the Part ] instrustions on page 3. For other - -
entities, itis your employer identification sumber EIML If you do not have o number, see How fo gat a

TiN onpage 3.

Note. If the account is in more than one name, see the charton page 4 for guidelines on whose

numbser to enter.

Sochl secwily numhar

Employer ile ntfication number }

IEEQI  Certification

Undear penalties of perjury, | cerlify that

1. The numbser shewn on this fonm is my correct taxpayer identification number {or | am waiting for a number lo be issusd to mel, and

2. | am net subject to backup withholding because: {a} | am exempt from backup withhelding, or b} | have not been notified by the Intemal Revenus
Service (IRS) that T am subject to backupy withholding as a result of a failure to reportall interest or dividerids. or {c) the IRS has notified me that ) am

no longer subject to backup withholding, and

3. | am a U.S. dtizen or other U.S. person {defined belovs), and

4, The FATCA codels) entered on this form {if any) indicating that| am exempt from FATCA reporting is correct.

Certification instruetions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to bachkup withhelding
bacause you havs failed to report all interest and dividends on your tax return. For real estate transactions, ilem 2 dees not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to anindividual retirement arrangement {RA}, and
generally, payments other than interest and dividends, you are notrequired to sign the certifoation, but you must provide your corrsst TIN, See the

instructions onpage 3.

Slgn Signatune of
Here U.S. person™

Dato»

General Instructions

Sectlon refsronces are 1o tha Internal Ravarere Cods unlass othervdse noted.

Futwe developments. The RS has areated 2 page on)RS.gov for infarmation
about Form -9, at wawwirsgoewivd, Infenmation about any futies develepmserts
affecting Foinr - {such as legistation enacted aft 25 we relaase it} wilf be posted
on ihat page.

Purpose of Form

A person whe s required (o file an inf ormation 1elun with the IRS tmeast obtain your
ceiract taxpayer identificaion nuniber (TN} 19 repod, for exampls. incoms pald to
wotl, paynrnts made to youin setllement of payment card and third patty natwark
uansactlons, real estate fransactions, mmartgags intersst you paid, acguisitlen or
abandanment of secured prapaity. eanceltation of debt. o1 contribuations you made
o an IRA

Use Foim ¥W-3 anly if you are a U.S. paisen {dncluding a resident alizel to
provide your canect TIN te the peisen regquestisg i fhe requastsy) and, when
appdicable, te:

1. Cestdfy that the TN you are giving is carrect {or you aus veaiting for a nuirber
to be issued).

2. Cartify that you are nof suljedt ta backup withhalding, or

3. Claim exenrption from hackup withholding if you are a LS. exernpt payes. if
applisable, you are also catifying 1hat as & U.S, peison, yourallecable share of
any parinership neern: fram a U.S. rade or business is not subjact to the

withhatding tax onfomign patners” shars of effsclively connested fseny., and

4. Gentify that FATGA codeds) enterad on this form{if any) indicating thal you are
sxenpt frony the FATCA raporting. s comad.
Hote, If you are a LS. pason and a requsstsr gives you a fom othar than Form
WaD e request your TIN. you must use the requaster's formif it is substantially
sirmifar to this Fonn w-9.
Definition of a U.S. porson. For federal taz purposes, yourale considered aUS.
person if you ates

+ Anindividusl who Bs a U.S. ditizen or U5 resident alien.

* A painasship, corpasation company. of assoeciation ersated or ¢iganiz24 inths
Urited Siates ¢ under ths lows of the United States,

+ An estata {othar than a foreign 2state). or
+ A domastic bust (as defined in Paguiations section 301.7701-T).

Special riles for pathierships. Patrsrships hat conduct atrade arbusiness in
the United States ame genetaly required te pay a weithholding fax under section
1448 on any foreign pattrers’ share of cif setively connected taxable incems from
sueh business. Fuithser. incatain cases whet2 a FormwW-9 has net hean recaized,
the 1ules under secticn 1448 require a patnership te presumeathat a paitnasis a
foreign person, and pay the section 14486 withholding tax. Theief ore. if you are a
.5, person that is a partner In a partrrership conducting a trade orbasiness In the
Upitad Statss, provide Fonm ¥-9 to ths patnership to establish your LS. status
and aveld section 144& withholding on your share of paitperskip incoms.

Cat Me. 10231X

formW-9 e, 52015



Form W"'g

{Rev. August 2013)
Department of the Trsasury
Intemal Peenue Servize

Request for Taxpayer
Identificatlon Number and Certiflcation

Give Formto the
requester. Do not
send to the IRS,

Mams {as shown on yourincoma tax retumy

Businass name/distegarded ertity nanw, if diff erent [rom above

Chack appropsiate box for federal tax classificotiont
D individual/sole propiistor I:] G Gorperation

Print or type

E] Qther see instructions) ™

D & Coipasatian D Paitnsrship

[O] vimited Natiity company. Erter the tax classification (C=C coiporation, §=8 <orporation, Fpartnershipy ™

Exenplions {ses instiuctions):
B Tustiesiate
Exernpt payee code {if any)
Exstrplion from FATCA reporting
code {if arry)

Address (numizer. street. and apl. o1 suitena.)

Requester™s s and address (optional]

City, state, and ZIP code

8ga Specific Instructions on page 2

List necount numberis} here {optional]

Taxpayer Identification Number {TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on ths “Name” line
to avoid backup withholding. For individuals, this is your social security number {SSNJ. However, for a

rasident alien, sole proprietor, or disregarded entity, see the Part ] instiuctions on page 3. For other - -
entiffes, itis your smployer identiffication samiber EIN)L If you do ot have o number, see How to get a

¥IN onpage 3.

Note. If the account is in more than ore name, see the chart on page 4 for guidelines on whose

numbser to enter.

Sochl secwily nunhaer

[[Employer ide ntication number }

B Certification

Under penalties of pefury, | certify that

1. The numbser shown on this form is my correct taxpayer identification numbser {or | am waiting for a number to be issusd toms), and

2. | am not subject to backup withholding because: {a} | am exempt from backup withholding, or 1 I have not been notified by the Intemal Revenue
Saivice {IRS) that | am subject to backup withholding as a result of a faifure to report all interest or dividerds. or (¢} the RS has notified me that 1 am

no longer subject to backup withholding, and

3. |l am a U S. citizen or other U.S. person [defined helow), and

4. The FATCA codeis) entered on this form {if ary) indicating thatl am exempt from FATCA reporiing is correct.

Certification instructions. You must cross out tem 2 above if you have been nolified by the IRS that you are currendy subject to backup withholding
bacausa you have failed to raport all interest and dividends on youw tax return. For real estate Wansactons, ilem 2 dees not apply. For mortgage
interest paid. acquisition or abandonment of secured property, cancsllation of debt, contributions to anindividual retirement arrangement {RA]L and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correst TIN. See the

instructions on page 3.

Sign

Signatwne of
Here

U.s. porson

Date

Gieneral Instructions

Sectlon refsrences are t6 tha Intérnal Raversre Cods unlass otharvdsa noted.

Fulwre developments. The IRS has careated a page onIRS.gov for infarnation
about Form ¥¥-9, at wawwirs.gowwd Informtion about any futtes devalepmsits
affecting Form -9 Gsuch as legislation enacted aftas wie velaase ity wilf be posted
on that page.

Purpose of Form

A persen who is 1equired to file an Irf enmation 1elwn with 1he 1RS rmaust obiain your
cofract taxpayer identification number (T} 12 repront, for exanple. incoms patd 12
you, payiments made to youin setllament of paymant card and liird porty natwoik
transactions, real estate transactions, Imortgage inter est you pald, acquisitlon or
abandonmant of securad proparty. eanceltation of dabi. or cenbributions you mads
o an IRA

Use Foim ¥WW-9 only if you are a U.S. paison dncluding aresident alient to
provide your conect THN to the peison requesting it he requester and, when
applicable, to:

1, Certify that the TIN youare ghving is camact {or you ars vaaiting for a nuirber
to be issuedl

2. Cedify that you ara nof subjedt te backup withhalding, or

3. Claim exenplion from backup withholding if you are a ULS. exempt payes. if

applisable, you are alse cailifying Lhat as a U3, parson, yourallecable share of
any perinesship Incarns from a UL, rade of business is not subjact to the

withholding tax anfomign partaers” share of effzctively connested inconme, and

4. Gentify that FATCA codeis) enterad on this form Gif any] indlcating that you are
sxenpt fiom the FATCA raparting. Is cowrsat.
Hote. If you are a LS. person and a requsstsr gives your a form othes than Famm
Wi e request your TIN. you must use ths reqriaster's formif it is substantially
sirflar to this Fonn W-2.
Dafinition of & U.S. porson. For federat lax purposes, yeuale considered a ULS.
person if youate:

+ Anindividusl who s o US. dtizen o U5, resident allzn.

& A parinarshipy, corperation company. of assecistion ersated or ¢ranized inthe
Urited Slates of under ths lows of the United States,

+ An sstate (othar than a foreign astate), or

+ A domastic tiust (as defined in Reguiations s2ction 301.F701-T).

Special rules for patinerships. Partnerships that conduct atrads arbisiness in
the United Statas am genstaly required to pay a vithholding tax undersection
1448 on any forelgn pastrers’ share of cif sctively connected tasable Income from
steh busingss. Fither. incertain cases wher2 a Fenm -2 has not bean recaived,
the 1ules undsr section 1448 require a partnership to presume that a partnasis a
foreign person, and pay tha section 1446 withholding tax. Theief ore. if youare a
U5, person that ¥s a partner In a partriership conducting a trade orbusiness in the
United Statss, provide Fonm ¥-9 to ths patnership to establish your 1.8 status
and aveld section 1436 withholding on your share of paitpsrstip icome.

Cat Me. T0231X

fonn W-8 (Rev. 8-2013



Items for Evaluation of the Student Teacher
By Students of the Cooperating School

You, the student teacher, are encouraged to have your students evaluate you at the end of the
semester. Ask students to respond “yes,” “no,” or “not sure” to items chosen or modified from
the list below. Assure them their responses will be anonymous.

Possible items for primary grades:

My student teacher, :
helps me learn reading, writing, math, science, art, music, social studies, drama, play, etc.
helps me learn how to be a problem solver
helps me learn how to get along better with others
cares about me and wants me to be successful
is happy when I learn things
listens to me and has time for me
knows what | like to do and am interested in
knows where to find materials to help me learn
knows how to help me learn material that is not easy for me
helps me get my work done on time
helps me understand and follow our rules
makes being in class comfortable and fun
treats us all fairly

Possible items for intermediate/middle school grades:

My student teacher,
obviously prepares for class
returns homework promptly so it can help me
helps me learn self-responsibility
is fair
has time to listen to me and is interested in me personally
explains decisions and events to me
helps individualize learning
helps us understand, create and follow rules
makes coming to school/class worthwhile and pleasant
appears to enjoy teaching
has extra materials and resources to help us learn
tries new things in teaching
tries to make learning exciting and meaningful
encourages me to think creatively and critically and to problem solve
gives me extra help if I need it
demonstrates the importance of out of school life
demonstrates interest in my family
encourage student led talk and discussions of topics
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Possible items for middle school/junior high and high school:

My student teacher,

is well prepared for class

returns homework and tests in a timely fashion

returns homework and test with helpful comments

likes student questions and participation during presentations

is fair

IS interested in me as person and cares about me

tries to understand my feelings and views

has a sense of humor

makes me feel good about my academic and social accomplishments
has helped me learn

is professional

demonstrates important ways to live a life

wants me to be successful

knows my interests

has or knows where to get materials and resources to help me learn
makes learning interesting

maintains a good learning environment
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Westminster College
Program Evaluation by Cooperating Teacher

We seek perceptions of our program from other professionals. As one who has worked closely
with one or more of our students and our faculty, your evaluations are particularly valuable to us.
Thank you.

Please indicate your responses to each item as follows:

SA = Strongly Agree
A = Agree

U = Undecided

D = Disagree

SD = Strongly Disagree

Please feel free to add written comments to expand or clarify a response.

The student teacher demonstrated appropriate academic preparation

The level of communication among the student teacher, the college supervisor, and me

was appropriate.

| felt welcome to communicate with the college supervisor any time about any aspect of

the student teaching experience.

The range of activities and experiences required of the student teacher was appropriate.

Information received from Westminster College was appropriate.
The length of the student teacher’s assignment was appropriate.
Expectations and requirements of me, the cooperating teacher, were reasonable.

I am willing to work with another student teacher from Westminster College.

Comments:

Please return form to Rikka Brown
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Westminster College Teacher Education Program

Student Teaching Program Evaluation
By Westminster Student
Exit Form
Today’s Date:
Student’s Name
Social Security Number:
Date of Graduation:
Cooperating School and Grade/Subject:
Cooperating Teacher’s Name:
Supervisor’s Name
Your evaluation of your student teaching preparation and experience are very important to us.
Please respond to the items below. You are welcome to make additional comments to expand or

clarify your ratings. Thank you.

Rating Scale: SA = Strongly Agree

A = Agree
U = Undecided
D = Disagree

NA = Does not apply

My cooperating teacher:

was aware of the requirements | had to fulfill in student teaching.

familiarized me with school procedures.

made me feel like a contributing member in the classroom.

and | communicated comfortably and openly.

demonstrated a variety of teaching strategies.

demonstrated a variety of effective classroom management strategies.

daily talked with me about what went on in the classroom and about my teaching.

encouraged me to be independent.

was helpful to me in instructional planning.

was helpful to me in terms of suggesting management techniques.
gradually phased me into assuming complete classroom responsibilities.
allowed me to assume complete classroom responsibilities.
made sure | knew about faculty meetings and other professional meetings.
| would recommend to a fellow student.
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My college supervisor:

and cooperating teacher worked together well to help me.
and | were able to comfortably discuss all aspects of my student teaching.

demonstrated flexibility in helping me meet demands of the school and the college.
was available when | needed her.

provided me with meaningful critique.

helped me with lesson and unit preparation and management strategies when requested.
willingly assisted me when I had difficulties with my cooperating teacher.

was realistic about expectation of my performance.

| would recommend my to a fellow student.

My preparation for student teaching:

| feel I had the content area knowledge needed in conventional English language arts, e.qg.,
speaking, writing, reading, to be successful.

| feel I had sufficient depth of knowledge in my content areas to be a successful beginning
teacher.

| feel I had the needed attitudes about technology use to help me succeed.

| feel my professors tried to prepare me for the workload of teaching.

| feel my professors tried to present a realistic picture of teaching.

| feel my field experiences were sufficient to help me succeed in student teaching.

| feel I learned a variety of instructional and evaluative methods and processes which
helped me succeed in student teaching.

Comments on above items:

Please make any additional comments you think will help us make our program the best possible.
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Part VII: MOU

Memorandum of Understanding
Missouri Standards for the Preparation of Education
Standard #3 — Field & Clinical Experiences

WESTMINSTER COLLEGE
TEACHER EDUCATION PROGRAM

The Teacher as an Inquiring Professional

Westminster College Department of Education

Statutory Authority and Administrative Rule for Pre-service Teachers
and/or Interns

References to the status of pre-service teachers and/or interns can be found in the
following statutes and administrative rules:
e Missouri Statutes
o RSMo 161.092 — Powers and Duties of State Board
o RSMo 161.097 — Evaluation of Teacher Education Programs
o RSMo 168.021 — Issuances of Teachers’ Licenses
e Missouri Administrative Rules

o 5CSR 20-400.330 — Clinical Experience Requirements for Candidates in
Professional Education Programs

Scope of the Agreement
This Memorandum of Understanding (MOU) outlines various aspects of field and
clinical experiences for initial and advanced certification programs. The roles and
responsibilities of the candidate , the educator preparation program, and the PK-12
schools are outlined in the MOU. The MOU should be reviewed annually. The MOU
establishes a common set of expectations for all field and clinical experiences. As
always, the PK-12 schools and educator preparation programs may establish higher
expectations for candidates and themselves.
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Introduction & Development of MoSPE
The Missouri Standards for the Preparation of Educators (MoSPE) was approved by the
Missouri State Board of Education on November 27, 2012 and replaced the Missouri
Standards for Teacher Education Programs (MoSTEP). MoSPE was developed by a
stakeholder work group of over 120 educators representing PK-12 schools, educator
preparation programs, and professional associations.

MoSPE established the following six standards: 1) Academics, 2) Design & Assessment,
3) Field & Clinical Experiences, 4) Candidates, 5) Faculty, and 6) Operations &
Resources. There was a stakeholder work group for each standard. The largest
stakeholder work group was Field & Clinical Experiences. This 42 member work group
was co-chaired by a representative from the PK-12 schools and a representative from an
educator preparation program.

The Field & Clinical Experiences work group identified 8 questions that were vetted in a
series of meetings held at the Regional Professional Development Centers. The 8
questions were also included in a survey that garnered responses from 999 PK-12 and
educator preparation faculty.

Those statements were:
1. What is the responsibility of the P-12 districts in the preparation of student
teachers?
2. What qualifications/characteristics should be required for someone to host a
student teacher?
3. What qualifications/characteristics should be required for someone to be a
university supervisor?
Should student teachers be evaluated using the same tools as practicing teachers?
Should there be some consistency among the expectations for student
teachers/cooperating teacher for all Missouri colleges/universities?
6. How often should student teachers, cooperating teachers, and university
supervisors meet during an assignment of 12 weeks? 16 weeks?
7. What type(s) of compensation should cooperating teachers receive for their
services?
8. What should be included in an orientation with student teachers and cooperating
teachers?

Sl

The results of regional meetings and surveys were incorporated into the development of
Standard 3 — Field & Clinical Experiences and are also the cornerstone for the
development of this Memorandum of Understanding.
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Placement
Candidates must be placed in school/classroom settings within the grade range and
content area(s) that aligns with the certification program they are exploring and/or
certification area. Educator preparation programs must include their alignment to the
Entry, Mid-Level, and Culminating Experiences established in Standard 3. There is an
expectation that pre-service students in their first field experience are placed with
teachers that have a minimum of three years of PK-12 experience. Pre-service teachers
at the mid-level experience and culminating student teaching experience should be
placed with a cooperating teacher who has a minimum of five years of experience in PK-
12 schools. In addition to having five years teaching experience, cooperating teachers at
the culminating level should hold a Master’s Degree.

Assignment
Research has indicated that one of the most important aspects in educator preparation
in the assignment of cooperating teachers and/or on-site internship supervisors. Every
student teacher deserves the best cooperating teacher; every cooperating teacher
deserves the best student teacher; every student teacher and cooperating teacher
deserves the best educator preparation program supervisor. Each school site should
also present a nurturing environment. Guidelines for assignment of cooperating
teachers, on-site supervisors, and program supervisors are found in Standard 3. The
early level and mid-level field experiences require 30 and 45 clock hours of interaction
with PK-12 students. Westminster College required a minimum of 13 weeks of student
teaching. While student teaching, students are enrolled in an Education Seminar
course. The Education Seminar provides the student teachers the opportunity to
communicate the progression of their student teaching experience.

Background & Security Checks Procedures
Teachers being placed for their early, mid-level, and culminating experiences are
required to pass a background check. The background check for the early and mid-level
students is conducted using the Family Care Safety Registry provided by the Missouri
Department of Social Services. A background check occurs prior to the first day of their
early field experience and again prior to their first day of the pre-service teacher’s mid-
level experience. For the culminating level, students are required to obtain a State of
Missouri substitute certificate. To obtain a substitute certificate, pre-service teachers
are required to undergo a thorough FBI background check.

Liability Insurance
All students working in PK-12 settings are required to have liability insurance. The
liability insurance is through MSTA or NEA.

Duration, Change of Assignment, and Termination
The early and mid-level field experiences require pre-service teacher to serve
respectively 30 and 45 hours in the PK-12 school. The pre-service teacher should be
placed in a classroom respective to the pre-service teacher’s certification level and
content area. Student teachers are required to serve a minimum of 13 weeks in one
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placement site. Dual placement sites (example: 6 weeks in two different classrooms)
are not allowed. Students can be removed from, or be required to change, assignments
in their field and/or clinical experiences by the building superintendent, principal,
cooperating teacher, the chair of education, or the field and clinical supervisor.

Orientation for Pre-Service Teachers, Cooperating Teachers,
Interns, and On-Site Supervisors

The semester prior to their student teaching experience, a student teacher and his/her
field supervisor receive an orientation session. At this informational session, student
teachers and their supervisors receive the appropriate chronological expectations in the
student teaching experience. Clinical supervisors are required to meet with cooperating
teachers and the student teacher prior to the student teaching experience to discuss
timelines and expectations.

Supervision and Evaluation of Pre-service Teachers and/or Interns
MoSPE Standard 3 requires the use of the Missouri Educator Evaluation System.
Cooperating teachers, on-site supervisors, and educator program supervisors must
understand and demonstrate the ability to evaluate the candidates using this
performance based system of continuous improvement. The most critical component is
providing feedback to the candidate in a manner that promotes growth. The results of
the evaluations will become part of the candidate’s Professional Competency Profile and
will also be included in the aggregate on the Annual Performance Report for Educator
Preparation Programs. Field and clinical supervisors will have a minimum of three
years of experience in PK-12 schools and/or educator preparation. The field and clinical
supervisor will hold a minimum of a Master’s Degree. Clinical supervisors will have
weekly communication with the cooperating teacher. The cooperating teacher at the
mid-level experience evaluates the pre-service teacher’s ability to teach effectively, and
the pre-service teacher’s disposition to teach.

Compensation
Cooperating teachers will receive an honorarium of $200 at the finish of the student
teaching experience. Student teachers can be compensated for substitute teaching while
doing their student teaching experience. Student teachers can only count a maximum of
five days of substituting toward their student teaching experience given that the
substituting occurs in the cooperating teacher’s classroom. Student teachers cannot
count substituting towards student teaching if it occurs in a classroom other than the
cooperating teacher’s classroom. If the school decides to use a substitute teacher other
than the student teacher, the substitute teacher must meet the minimum requirements
as defined by MOSPE Standard 3/cooperating teachers.
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Missouri Standards for the Preparation of Educators
(MoSPE)

Program Standard 3 — Field & Clinical Experiences: Field and clinical
experiences, offered in collaboration with PK-12 schools, support the
development of educators.

A. Clinically based educator preparation creates varied and extensive opportunities

for candidates to connect what they learn with the challenge of using it, while
under the expert tutelage of skilled clinical educators. Candidates blend
practitioner knowledge with academic knowledge as they learn by doing. They
refine their practice in the light of new knowledge acquired and data gathered
about whether their students are learning. A close partnership must exist
between educator preparation providers and school districts to better serve
prospective educators and the students they teach.

. Educator preparation programs shall use the Missouri Educator Evaluator
System to measure the effectiveness of their candidates.

. Initial field and clinical experiences shall be divided into three developmental
levels: Early, Mid-Level and Culminating. The requirements for cooperating

teachers and university supervisors shall vary for each developmental level.

Developmental Levels for Initial Field & Clinical Experiences

Early Level Mid-Level Culminating Level
Observations & Observations & Student Teaching
Levels and imited d . lab .
Definitions lelt(? ) Struct}lre ) in Colla oratl(.)n
Experiences with | Experiences with with Cooperating
Students Students Teacher
Length 30 Clock Hours 45 Clock Hours Minimum of 12 Weeks
Minimum of 3 Years of PK-12 Teaching Experience
Cooperatin Minimum Degree Requirement
T p & | Bachelors Degree | Masters Degree
eachers -
Processes & Requirements
State Approved Certification in the Content Area & Grade Range
Minimum Years of Experience
Minimum of 3 Years
of Experience in PK- | Minimum of 5 Years of Experience In
Field & 12 Schools and/or PK-12 Schools and/or Educator Preparation
1end Educator Preparation
Clinical - -
Supervisors Minimum Degree Requirement
Masters Degree Masters Degree + | Masters Degree +
General Practitioner | LK-12 Knowledge & Expertise
Students, Content, and/or Pedagogy
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3 to 5 Years of

2-3 Years Experience in PK-12 Schools Experience in PK-12
and/or Educator Preparation Schools and/or
Educator Preparation

Ability to Interact, Mentor, Communicate with Students and On-Site
Supervisors

Number of Contacts & Observations

Weekly Contact with
Student Teachers and
Cooperating Teachers

One Observation
Every Two or Three
Weeks

D. Field experiences may be of an exploratory nature with planning and involvement
of the PK-12 school partnerships. Clinical experiences shall be accomplished
within the grade range(s) and certification area(s) sought by the candidates.

E. Educator preparation programs and school districts shall provide regularly
scheduled Orientation Sessions for student teachers, cooperating teachers,
interns, on-site school supervisors, school site administrators, university
faculty/supervisors and other members of the school and community.

F. School sites shall be carefully selected and the appropriate level of participation
shall be determined collaboratively.

Site Requirements for Field & Clinical Experiences by Developmental

Levels
Initial Certification
Early Level Mid-Level \ Culminating Level
Initial Participation Involvement of the Candidate determined by MOU

District or School Principal
Identifies Educators eligible
to host student teachers
according to the definitions
on the department website

School principal has knowledge of the candidates and the
educators who will be hosting the candidates.

G. Educator preparation programs shall work in collaboration with the department
to explore clinical models that increase the level of collaboration between PK-12
schools.

H. Educator preparation programs must have a written policy to permit alternative
clinical practice for candidates in lieu of conventional student teaching in
accordance with Mo. Rev. Stat. § 168.400 (2005) and Mo. Code Regs. 5 CSR 20-

400.330.
Up-dated: 2/16/2015
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