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Office of Professional Services 
 
 
Please contact the Office of Professional Services regarding information related to 
field and clinical experience placements. 
 
 
Contact Information 
 
Office of Professional Services 
Telephone: 434.395.2331 
Fax: 434.395.4926 
 
Dr. Connie H. Ballard, Director 
434.395.2670 
ballardch@longwood.edu 
 
Judy M. Allen 
Administrative Assistant 
434.395.2331 
allenjm@longwood.edu 

 
 

Longwood University carries bodily and property damage liability insurance for 
Longwood University faculty, staff, the practicum I student, and the teacher 
candidate engaged in observations, field, and clinical experience placements.  
Professional liability is provided to the practicum I student and the teacher candidate 
acting in the scope of her/his placement.  Any problems must be reported 
immediately to the Office of Professional Services.  
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Introduction 
 
 

The Longwood University College of Education and Human Services is committed 
to providing the practicum I university student and the teacher candidate with 
positive, practical, and professional field and clinical experiences.  University 
faculty, supervisors, cooperating teachers, and the Office of Professional Services 
(OPS) work with the practicum I student and the teacher candidate to provide the 
support and encouragement s/he needs to enter the teaching profession as 
enthusiastic, effective, and caring teachers who can teach all students. 
 
Longwood's Teacher Education Preparation Program prepares Teachers as 
Reflective Leaders based upon a solid foundation in general education, a broad 
background in liberal arts and sciences, and specific pedagogical skills as required 
by the National Council for the Accreditation of Teacher Education (NCATE) 
competencies.   The NCATE competencies and Longwood’s Conceptual 
Framework Standards that the teacher candidate graduate is able to demonstrate are 
described on pages 3 - 6. 
 
This handbook provides policies, requirements, guidelines, and suggestions for the 
Longwood University faculty, university supervisor, partnering school division’s 
contact person, cooperating teacher, university student, and teacher candidate who 
are involved with field and clinical experience placement activities.   
 
The terms defined below are specific for this handbook. 
 
• Clinical experience placement refers to student teaching.  Clinical experience 

and student teaching will be used interchangeably. 
 
• Field experience placement refers to practicum I and practicum II placements. 
 
• Partnering school division refers to the school division that has signed a 

Memorandum of Understanding on file in the OPS.  The OPS will maintain a 
current list on its website. 

 
• Teacher candidate refers to a Longwood University student who has been 

admitted to the Teacher Preparation Program. 
 
• University student refers to a Longwood University student who has not been 

admitted to the Teacher Preparation Program.  
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National Council for the Accreditation 
of Teacher Education Competencies 

 
 

1. Planning for Instruction 
 1.1 Plans for lesson objectives to achieve curriculum goals 
 1.2 Develops teaching procedures to meet individual and group needs 
 1.3 Selects and uses technology and teacher made resources 
 
2. Implementation and Management of Instruction 

2.1 Uses an effective lesson design to provide instruction appropriate to 
lesson objectives 

2.2 Maintains high level of motivation through appropriate uses of 
academic learning time 

2.3 Facilitates high expectations for all learners through individual and 
group learning 

2.4 Integrates knowledge of liberal arts and specialized field with  
  pedagogical skills 
 2.5 Stimulates and encourages critical thinking and creative problem  
  solving 
 
3. Evaluation and Assessment 

3.1 Plans and uses a variety of methods to assess student achievement 
 3.2 Communicates assessment information appropriately 
 3.3 Uses evaluation results to make instructional decision 
 3.4 Selects appropriate methods of evaluation for each objective of the  
  lesson plan 
 
4. Knowledge of Subject 
 4.1 Demonstrates an understanding of the subject being taught 

4.2 Demonstrates ability to help learners understand the subject being 
taught and its relationship to the world at large 

4.3 Critically evaluates information given in textbooks and other resource 
materials 

4.4 Has knowledge of and presents in lessons, global contributions of 
various cultures and ethnicities 

 
5. Communication Skills 
 5.1 Demonstrates competent skills in oral and written language 

5.2 Effectively communicates with teachers, students, university 
supervisors, parents, and community 
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6. Classroom Management 
 6.1 Establishes an environment conducive to learning for diverse 

student population. 
 6.2 Uses fair and positive classroom management techniques 
 6.3 Establishes a learning environment which encourages mutual  
  cooperation and respect 
 
7. Technology 

7.1 Integrates instructional technology into the learning environment 
7.2 Models technology usage 
7.3 Provides students opportunities to use instructional technologies 

 
8. Diversity 

8.1 Demonstrates sensitivity to diversity issues 
8.2 Incorporates diverse experiences, instructional procedures, and 

assessments into instruction 
8.3 Provides students varying cultural, racial and socio-economic 

experiences 
9. Professional Responsibilities 
 9.1 Supports school’s policies and regulations 
 9.2 Participates in professional development activities 
 9.3 Relates effectively with colleagues, community, and students 

9.4 Makes decisions and demonstrates behavior congruent with  
professional code of ethics 

 9.5 Displays evidence of specific dispositions that contribute to a highly  
  effective teacher 
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Longwood University’s Conceptual Framework Standards 
 
 
CF STANDARD I:  Content Knowledge 
Longwood University (LU) Educational Professionals possess an extensive 
working knowledge of the content of their profession and are able to deliver or 
assist in delivery of content in a manner that is consistent with best professional 
practices and that positively impacts student learning. 
 
CF STANDARD II:  Planning 
LU Education Professionals possess the ability to develop individual and group 
outcomes using appropriate techniques, strategies, technology, and available 
resources to meet state standards, other educational goals, and student needs. 
 
CF STANDARD III:  Learning Climate 
LU Education Professionals are able to create for all students a positive and 
supportive environment that is conducive to learning, developmentally appropriate, 
and encourages mutual cooperation and respect. 
 
CF STANDARD IV:  Implementation/Management 
LU Education Professionals design and use effective strategies that motivate 
students to have high expectations while encouraging critical thinking and creative 
problem solving. 
 
CF STANDARD V:  Evaluation/Assessment 
LU Education Professionals use a variety of appropriate appraisal and evaluation 
methods to assess student learning and growth and to evaluate and improve on 
their professional practices. 
 
CF STANDARD VI:  Communication 
LU Education Professionals possess the ability to communicate in a variety of 
contexts and with a variety of audiences, including students, parents, colleagues, 
and administrators, and value such communication as a means to provide 
opportunities for all students to grow and develop to their fullest potential. 
 
CF STANDARD VII:  Technology 
LU Education Professionals utilize appropriate media, technology, and available 
resources for planning and implementing instruction, assessing and communicating 
learning results, and engaging students in instruction. 
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CF STANDARD VIII:  Diversity 
LU Education Professionals value diversity as an opportunity to enhance the 
learning of all students.  They are deliberate in using what each child brings to the 
learning situation and facilitating learning experiences crafted to each student’s 
learning needs.  They also challenge students to reflect upon and transform their 
own beliefs about a diverse society as well as to challenge stereotypes and negative 
assumptions about diverse cultures, languages, economic resources, and abilities.  
 
CF STANDARD IX:  Professional Dispositions 
LU Education Professionals demonstrate dispositions associated with the 
profession by their valuing of learning, personal integrity, diversity, collaboration, 
and professionalism. 
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Office of Professional Services Mission 
 
 
The Office of Professional Services (OPS), in collaboration with partnering school 
divisions, is committed to placing university students and teacher candidates in 
fully accredited educational settings that will prepare them to be reflective leaders 
and practitioners who can teach all students.    
 
 

Office of Professional Services Goals 
 
1. Place university students and teacher candidates in accredited educational 

settings. 
2. Place university students and teacher candidates with cooperating teachers 

who possess a current license in the assigned subject and a minimum of three 
years teaching experience.  A master’s degree is preferred. 

3. Place university students and teacher candidates in educational settings that 
provide multi-diverse exposure opportunities for learning and teaching. 

4. Assign university students and teacher candidates to a university supervisor 
who is licensed in the same or appropriate subject area sought by the teacher 
candidates.     

 
 

Office of Professional Services Objectives 
 

1. Verify the accreditation status of the educational settings with the OPS 
school divisions’ contact person or other reputable resources (public 
documents, website). 

2. Verify the cooperating teachers’ license, years of experience, and degree 
earned with the OPS school divisions’ contact person. 

3. Verify the diverse representations (i.e. gender, special needs, socio-economic 
status, ethnicity, linguistics, etc.) in the educational settings.   

4. Verify the university supervisors’ license area(s). 
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Administration of Field and Clinical Experience Placements 
 

 
Field and clinical experience placements will be guided by the following policies: 
 

1. The OPS will only coordinate and manage field and clinical experience 
placements with school divisions that have a signed Memorandum of 
Understanding (MOU) on file. Abroad field and clinical placements will be 
coordinated with the Office of International Affairs.   

 
2. The OPS will use only accredited institutions and appropriately certified 

educators as university supervisors and cooperating teachers for all field and 
clinical experience placements. 

 
3. Program areas have the discretion to use other school divisions.  The 

program areas are responsible for assuring that the schools are accredited 
and that appropriately certified educators are hosting the university student 
and teacher candidate.  The program areas are also responsible for obtaining 
the required data needed regarding the field and clinical experience 
placements. 

 
4. All potential new partnering school divisions will be visited by the Director 

of the OPS or by an appropriate Longwood University representative prior to 
including them on the approved choice list for field and clinical experience 
placements. 

 
5. Prior to the beginning of a field or clinical experience placement, copies of 

this handbook will be available for the university supervisor, faculty, 
cooperating teacher, university student, teacher candidate, and appropriate 
school personnel.  

 
The Office of Professional Services will: 
 

1. coordinate, receive, and process applications for the field and clinical 
experience placement activities. 

 
2. schedule training sessions for university faculty, advisors, and supervisors 

to share and explain the requirements for field and clinical experience 
placements. 

 

 8



3. schedule class visits and informational sessions to inform the potential 
teacher candidate of the requirements for each field and clinical experience 
placement. 

 
4. send all field and clinical experience placement requests to the OPS 

partnering school division’s contact.  The university supervisor, faculty, 
university student, and the teacher candidate may not contact school 
divisions or individual schools to request a field or clinical experience 
placement. 

 
5. forward the field and clinical experience placements to the appropriate 

university supervisor and the teacher candidate upon receipt and approval 
by the partnering school division and the OPS. 

 
6. limit the number of placement requests to a school division to prevent 

“overload” on a school. 
 

7. supervise and assist the university supervisor, cooperating teacher, and 
designated school educator with the evaluation of field and clinical 
experience placements. 

 
8. work closely with the partnering school divisions and other institutions of 

higher education to coordinate and manage an effective field and clinical 
experience placement process.  

 
9. arrange, prior to the initial week of the field and clinical experience 

placements, a group meeting for the university supervisors, university 
students, and the teacher candidates.  

 
10. submit the final grade for the field and the clinical experience placements 

to the Registrar’s office. 
 

11. provide the Associate Dean’s office and the teacher education faculty data 
to analyze and evaluate the success of the field and clinical experience 
placements.  
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Role of the Partnering School Division and School 
 

 
Participation as a partnering school division for field and clinical experience 
placements provides opportunities for educators to contribute to the professional 
development of future educators.  Secondly, it provides an opportunity to observe 
and nurture, on site, possible future contracted educators for the school division.  
 
The partnering school division designee will: 
 

1. review and sign the Memorandum of Understanding that grants payment to 
the cooperating teacher for hosting a teacher candidate during the clinical 
experience placement (student teaching only). 

 
2. designate the appropriate personnel to be a contact for the OPS.  The OPS 

will communicate with this individual to obtain and to finalize field and 
clinical experience placements.  The contact person must determine and 
inform the OPS of the number of field and clinical experience placements 
that can be placed.   

 
3. be responsible for assuring that the cooperating teacher possesses a current 

license in the assigned subject and a minimum of three years teaching 
experience.  A master’s degree is preferred. 

 
4. be responsible for assuring that the assigned school is accredited.  
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Field Experience Placements 
 

Longwood University’s field experience placements include practicum I:  EDUC 
265, practicum II:  EDUC 370 and SPED 327.  The purpose of the field experience 
placement is to provide the university student and the teacher candidate with an 
opportunity to interact with students in elementary, middle, and high school 
environments.  The university student is required to complete two field experience 
placements, practicum I and practicum II.  Each field experience placement, 
including abroad, is a minimum of three weeks or the equivalent of 90 contact 
hours.   
 
Field experience placements are vital to helping the university student decide if 
s/he wants to pursue the teaching profession to earn an initial license.  Field 
experience placement activities and experiences begin at the end of the freshman 
or sophomore year.  These experiences are continuous and emphasize a sequential 
progression of observations and teaching skills.   
 
The general aim of the field experience placement is to convey the relationship 
between theory, research, and wisdom in practice.  The university student and the 
teacher candidate will: 
 
1. be involved in the instructional environment from the beginning of the teacher 

education program.   
 

2. be enabled to move gradually from observation activities to actual teaching. 
 

3. be informed and familiar with the operation of a school by participating in a 
variety of instructional and operational activities. 
 

4. have an opportunity to connect and participate with a group of educators 
professionally and in the instructional process. 
 

5. have an opportunity to experience the multi-faceted role of the teacher as a 
professional. 
 

6. work with students having diverse backgrounds and needs. 
 

7. observe the relationship between content and appropriate methodologies of 
instruction. 

 
8. have an opportunity to teach in small and large group settings prior to the clinical 

experience placement (student teaching). 
 
9. be observed so that evaluation of specific competencies can be made prior to the 

clinical experience placement.  
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Practicum I (EDUC 265) 
 
 
Practicum I is an in-depth observation and analysis of classroom experiences.  The 
university student is placed in a school setting for a minimum of 90 contact hours 
and is expected to follow the assigned cooperating teacher’s daily school schedule.  
A Longwood University supervisor is assigned to support, observe, and provide 
instructional and professional growth feedback.  It is recommended that the 
university student complete practicum I after her/his first year of enrollment at 
Longwood.  Since practicum I is not required for all program areas, the university 
student should consult with her/his advisor. 
 
 

Practicum I Requirements 
 
In addition to the general responsibilities and requirements specified below, the 
practicum I student is required to meet the deadlines and requirements specified for 
each step in the practicum I process as outlined in this handbook. 
 

1. Attend the required practicum meetings scheduled by the OPS and the 
university supervisor prior to beginning the practicum I placement.  The 
university student who is planning to complete practicum I abroad must 
adhere to the requirements of the OPS and the Office of International Affairs 
(OIA). 

 
2. Complete all scheduled days (three weeks, or the equivalent) at the field 

placement site.  The university student’s grade could be lowered for each day 
absent.  It is the responsibility of the university student to make the necessary 
arrangements with the cooperating teacher and to inform her/his university 
supervisor.   

 
3. Notify the university supervisor and cooperating teacher if illness or an 

emergency necessitates an absence from school and/or a scheduled 
placement activity.  This must be done prior to the absence. The OPS must 
approve any changes in the practicum I schedule. 

 
4. Represent Longwood University with a professional and positive 

demeanor.  The university student is expected to dress professionally.  In 
all matters of conduct and personal appearance, the university student is 
expected to comply with the standards of Longwood University.  Failure to 
comply with these standards may result in cancellation of the placement.  If 
a placement is cancelled, the placement will not be rescheduled during the 
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same placement period.  Failure to complete the practicum I placement will 
be reported to the university student’s advisor and could delay graduation. 

 
5. Accept the approved placement and the responsibilities as explained by the 

OPS, the university supervisor, and Longwood professors. 
 

6. Wear the Longwood photo identification badge or one that is provided by the 
partnering school while on the school site and/or when representing the 
assigned school. 

 
7. Demonstrate a willingness to perform duties assigned by the cooperating 

teacher.  Become involved and be enthusiastic. 
 
 
Journal Entry Guidelines for Practicum I 
 
 
Each journal entry must provide a date and be complete and reflective.  All journal 
entries must be typed and double spaced, and available for review upon request 
from the university supervisor.  Journal entries will chronicle the activities observed 
and completed each day.  The university student will need to observe and write a few 
reminder notes during the day and write the complete journal entries after-school 
hours on a daily basis.   
 
 
General Journal Entries for Practicum I 
 
 
Maintain a general journal of all activities.  The general journal entries will assist the 
university student to reflect upon her/his activities and observations as they occur.  
The general journal entry should be the university student’s personal reflection of the 
day.  Reflect in an insightful way to what you observed and how practice relates to 
theory.  Discuss what went well and why; what did not go well and why.  Compare 
what you expected to observe with the realities of the classroom.  Demonstrate that 
you are thinking analytically about the teaching and learning process. 
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Specific Journal Entries for Practicum I 
 
 
Specific journal entries require observation of a specific focus in a structured manner.   
 
The university student will:   
 

1. observe an art, music, physical education, career and technical education, 
or drama class.  Explain how the activities in the class could be integrated 
into a curriculum in your classroom. 

 
2. observe the lunchroom, the playground, or the loading and unloading of a 

school bus.  Explain how safety is maintained and the responsibilities that 
the teacher is expected to assume.  Formulate at least five questions to help 
you understand the roles and responsibilities of a teacher when supervising 
in these settings. 

 
3. interview someone from the guidance department or administrative 

personnel.  Explain their role in the educational process at the school site. 
 

4. examine an Individual Education Plan (IEP).  Explain the major 
components of the plan and the responsibilities the teacher has in its 
implementation and development 

 
5. attend a grade level meeting, a faculty meeting, a PTA meeting, a school 

board meeting, or a parent teacher conference.  Identify the critical issues 
presented and provide a reflection as to how the issues were handled.   

 
6. tutor individuals or small groups using activities and materials prepared 

with the assistance of the cooperating teacher.  Provide a reflection to 
justify your effectiveness as a tutor and the success of the student(s). 

 
7. observe students’ behavior in the following manner during a lesson: 

a. How are rules established and/or made clear to the students?   
b. What off-task behavior was corrected by the teacher?  How was the 

behavior corrected? What observable effects did the correction have?   
c. What does the cooperating teacher do to increase the amount of on-

task behavior?  
d. Describe the behavior management systems used in the classroom. 
e. In what ways are you comfortable with the class behavior 

management system? 
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8. identify the technology equipment that the cooperating teacher and students 
have access to in the classroom.  How is the equipment utilized? 

 
9. record the number of boys and girls in the classroom.   

 
10. record the percentage of ethnic makeup in the class including Black, 

Hispanic, Asian, Anglo, etc. 
 

11. record the nature of students with special needs.  Explain how equality is 
promoted. 

 
12. specify evidence you see that all children are treated with equitably without 

regard to gender, ethnicity, or disabilities? 
 

13. observe a lesson for at least thirty minutes in three-minute intervals.  
Identify the subject and tally the number of times each student is called 
upon.  Record by gender, ethnicity, and disability. 

 
14. observe either center time, playtime or a physical education class.  

Describe the kind of guidance given to avoid stereotypical expectations.  
What type of activities are the females directed to?  What type of activities 
are the males directed to?  

 
15. examine instructional materials.  Discuss the use of instructional materials 

that represent different gender, ethnicity, and disabilities.  How does the 
cooperating teacher make certain that value and appreciation are given to 
each? 

 
16. study the school's written crisis management plan.  After reviewing it, 

explain the role of the teacher in a potentially dangerous situation.  Discuss 
potentially dangerous situations with the cooperating teacher (weather 
emergencies, student aggression, school intruder, weapons, etc.).  What 
kinds of prevention and/or intervention strategies are in place?  What 
suggestions did the cooperating teacher offer concerning how to handle 
threatening situations? 

 
17. become aware of certain concerns in the school setting by becoming 

conscious of school policy on such issues as: 
a. fire drill evacuation routes. 
b. toxic supplies banned from the classroom—certain kinds of marking 

pens, rubber cement, etc. 
c. the dispensing of medication to students. 
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d. medical supplies required for classroom use—rubber gloves, 
bandages, compressors, facemasks, etc. 

e. head lice, scabies, and other communicable diseases. 
f. handling various allergies suffered by students. 
g. AIDS and hepatitis prevention.  

 
The Assessment Rubric for Journal Entries-Practicum I on page 17 will be used to 
assess the journal entries.  
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Assessment Rubric for Journal Entries – Practicum I 
 

On Target Acceptable Unacceptable 
Journal entries are 
reflective and thoughtful 
because they: 

 
-contain all required elements. 
 
 
 
-are written in a narrative 
style.        

 
 
-are written in grammatically    
correct form (punctuation,     
spelling, etc.). 

 
 
-use pertinent examples from    
theory and practice to support 
feelings and ideas discussed 
in individual entries. 

 
 
-answer "Why?" and "How?" 
rather than simply "Who?" 
"What?" "When?" and 
“Where?" 
 
-regularly address the 
question      "Why am I doing 
what I'm doing?" 

 
-are completed on a daily       
basis. 

 
-are always available for         
inspection upon request. 

 
-are always up-to-date. 

 
-meet requirements for           
individual journal entries as    
specified.  

Journal entries: 
 
 

-contain most of the elements 
listed under the excellent 
category. 

 
-are written in narrative style with 
few errors in grammar. 

 
-occasionally use examples from 
theory and practice to support 
feelings and ideas discussed in 
individual entries. 

 
-are factual, but show less     
insightfulness in responding to 
"Why?" and "How?" rather than 
simply "Who?" "What?" 
"When?" and "Where?" 

 
 
 
 
 
 
-occasionally address the        
question "Why am I doing     
what I'm doing?" 

 
-are completed on a daily basis.     

 
 
-are always available for review      
upon request. 

 
-all entries are completed by the 
end of the practicum. 

 
-meet requirements for individual    
journal entries as specified. 

 

Journal entries: 
 
 

-contain few of the elements 
listed under the excellent 
category. 

 
-are poorly written with          
frequent grammatical errors. 

 
-seldom uses examples from      
theory and practice to support   
feelings and ideas discussed 
in individual entries.           

 
-show little insightfulness in    
responding to "Why?" and   
"How?" rather than simply    
"Who?" "What?" "When?" 
and "Where?" 

 
 
 
 
 
 
-seldom address the question     
“Why am I doing what I'm 
doing?" 

 
-are not always done on a      
daily basis. 

 
-are not always available        
upon request. 

 
-are not completed by the 
 end of the practicum. 

 
-do not meet requirements for 
individual journal entries as 
specified.  

 

 17



Evaluation and Grading-Practicum I 
 
 
Grading Scale for Practicum I 
 
Journal 
 

1. Daily Observation and Reflection Entries (15 days)   30 
2. Specific Requirements Entries (15      20 
3. Cooperating Teacher Evaluation*      25 
4. Longwood Supervisor Evaluation*     25 

Total      100 
 
 
*The cooperating teacher and the university supervisor may use the Summative 
Evaluation Form for grading. 
 
 
Grading Scale 
 
A – 90-100 
B – 80-89 
C – 70-79 
D – 60-69 
F – Below 60 
 
Honor Code 
 
The university student is expected to follow the Longwood University Honor Code 
as described in the current Longwood catalog.   
 
Learning Accommodations 
 
Any student who feels that s/he may need accommodations based on a disability 
should inform their university supervisor before the practicum begins. 
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Role of the Cooperating Teacher and University Supervisor 
Practicum I 

 
 

The cooperating teacher and the university supervisor are key individuals who aid 
Longwood University staff in the education process of its prospective teachers. 
 
 
Cooperating Teacher 
 
The cooperating teacher will be asked to: 

 
1. complete the Cooperating Teacher Feedback and Data Form online. 

 
2. meet with the university supervisor and the university student on a regular basis 

to provide feedback regarding the performance and/or instructional needs of the 
university student. 

 
3. review the general and specific journal requirements of the university student. 

 
4. provide opportunities for the university student to complete the general and 

specific journal requirements. 
 

5. share with the university student ideas and rationale that will enhance creativity 
and initiative. 

 
6. prepare and share with the university student and the university supervisor 

observations and evaluation reports.  
 

7. provide opportunities for the university student to make observations and 
engage in supporting class activities as appropriate.  This may include 
observing teaching in a variety of settings throughout the school; monitoring 
and facilitating small group or individual work under the supervision of the 
cooperating teacher; assisting with bulletin boards, learning centers, clerical 
duties, copying materials; using appropriate media; and observing activities in 
other areas of the school (i.e. library, guidance office, cafeteria, music room, art 
room, gymnasium, various special education and regular classroom settings). 

 
8. introduce the university student to the class in such a way that s/he will be 

accepted in a professional capacity.  It is helpful to introduce the teacher 
candidate as a co-teacher rather than as a practicum student. 

 19



 
9. help the university student to become acquainted with classroom management 

methods taking attendance, organizing seating plans, monitoring physical 
conditions of the classroom, etc. 

 
10. discuss the daily schedule with the university student as well as obligations such 

as faculty meetings, professional organizations, and committee assignments.   
 

11. be certain that the university student understands the instructional strategies 
being observed.  Do not hesitate to explain the use of certain strategies, 
techniques, materials, etc. and the reason for choosing them.   

 
12. allow the university student to assist with certain routine teaching tasks (i.e. 

answering questions during supervised study, taking a group of students to the 
library, and similar activities that involve contact with an individual student or a 
small group of students). 

 
13. encourage the university student, as s/he is able, to plan and teach a lesson with 

your supervision. 
 

14. expect the university student to demonstrate initiative, professional ethics, 
dependability, punctuality, openness to suggestions, and a priority for learning. 

 
15. report any problems with the university student immediately to the university 

supervisor and/or the OPS.  
 

16. use and share the Summative Evaluation Form comments with the university 
supervisor, page 22, to document 25% of the teacher candidate’s final grade. 

 
 
University Supervisor 
 
The role of the university supervisor is outlined on page 21 University Supervisor’s 
Checklist—Practicum 1. 
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University Supervisor’s Checklist—Practicum I 
 
 
 

 
___Attend the practicum meeting session scheduled by OPS.   
 
___Meet the practicum I student prior to the first day of the placement. 
 
___Share and discuss with the practicum I student contact information, expectations, 
      observations, meeting times, feedback, spectrum of practicum I, etc.    
 
___Arrange a time to meet the practicum I student at school prior to the first day, if possible, for  
      introductions to school administrators, cooperating teacher, etc. 
 
___Observe the practicum I student a minimum of two times during the practicum I placement.   
      More observations and visits are encouraged if needed. 
 
___Meet with the cooperating teacher and the practicum I student to provide feedback,  
      suggestions, areas of strength, and areas for improvement. 
 
___Evaluate journals, collect observation and evaluation feedback from the cooperating teacher 
      to provide a final grade. Share the Summative Evaluation Form—Practicum I with the 
      cooperating teacher. 
 
___Schedule a final conference with the practicum I student to share areas of strength, areas of  
      improvement, and final grade. 
 
___Check to make sure that the cooperating teacher submits the Cooperating Teacher Feedback 
      and Data Form online. 
 
___Submit the Summative Evaluation Form—Practicum I online by the end of the three week  
      practicum I placement.  Please check practicum I to access the correct form. 
 
___Submit final grade for the practicum I student on the grade sheet form.  (Excel spreadsheet 
      sent by email.) 
 
___Submit the Travel Reimbursement Authorization form to OPS at the end of the practicum I  
      placement online.  (Link will be sent by email.) 
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Summative Evaluation Form - Practicum I 
 
Student __________________________Student L#_______________Semester______________ 
Major ___________________________ Program Area_________________________________  
School Division____________________ 
School_______________________________________ 
Grade/Subject_____________________Cooperating Teacher____________________________  
Supervisor____________________________________Date_____________________________ 
 
Standard Unacceptable - 1   Acceptable - 2    On Target - 3 Score 
Communication Skills 
Verbal     
Written     
 
Comments/Examples 
Journal Quality 
General Journal     
Specific Journal     
 
Comments/Examples 
Diversity 
Respects  
diversity in the 
school and in the 
classroom 

    

 
Comments/Examples 
Professional Responsibility 
Attends required 
meetings and 
conferences 

    
 

Completes tasks  
assigned by 
cooperating teacher 
and the university        
supervisor 

    

Exhibits an 
appropriate  
disposition needed 
for the teaching 
profession 

    

Dresses 
appropriately 

    

 
Comments/Examples 
Overall Evaluation    
 
Additional Comments/Examples: 
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PRACTICUM II—EDUC 370 and SPED 327 

 
 
Practicum II is the second 90 hour contact field placement.  To apply for practicum 
II, the teacher candidate must be admitted to the Teacher Preparation Program.  
Requirements for admittance are specified in Appendix A.  It is recommended that 
practicum II be completed after the sophomore year of enrollment at Longwood 
University.  Most program areas require the prerequisite of EDUC 265 before 
registering for practicum II.  The teacher candidate will need to consult with 
her/his advisor regarding prerequisite requirements.   
 
Practicum II continues to be one of observation and analysis of classroom 
experiences.  In addition, the teacher candidate plans and teaches at least one 
lesson.  A Longwood University supervisor is assigned to support, observe, and 
provide instructional and professional growth feedback.   
 
Practicum II Requirements 
 
In addition to the general responsibilities and requirements specified below, the 
practicum II student is required to meet the deadlines and requirements specified for 
each step in the practicum II process as outlined in this handbook. 
 

1. Attend the required practicum meetings scheduled by the OPS and the 
university supervisor prior to beginning the practicum II placement.  The 
university student who is planning to complete practicum II abroad must 
adhere to the requirements of the OPS and the OIA. 

 
2. Complete all scheduled days (three weeks, or the equivalent) at the field 

placement site.  The teacher candidate’s grade could be lowered for each day 
absent.  It is the responsibility of the teacher candidate to make the necessary 
arrangements with the cooperating teacher and to inform her/his university 
supervisor.   

 
3. Notify the university supervisor and cooperating teacher if illness or an 

emergency necessitates an absence from school and/or a scheduled 
placement activity.  This must be done prior to the absence. The OPS must 
approve any changes in the practicum II schedule. 

 
4. Represent Longwood University with a professional and positive 

demeanor.  The teacher candidate is expected to dress professionally.  In 
all matters of conduct and personal appearance, the teacher candidate is 
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5. Accept the approved placement and the responsibilities as explained by the 

OPS, the university supervisor, and Longwood professors. 
 

6. Wear the Longwood photo identification badge or one that is provided by 
the partnering school while on the school site and/or when representing the 
assigned school. 

 
7. Demonstrate a willingness to perform duties assigned by the cooperating 

teacher.  Become involved and be enthusiastic. 
 
Journal Entry Guidelines for Practicum II 
 
Each journal entry must provide a date and be complete and reflective.  All journal 
entries must be typed and double spaced, and available for review upon request 
from the university supervisor.  Journal entries will chronicle the activities observed 
and completed each day.  The teacher candidate will need to observe and write a few 
reminder notes during the day and write the complete journal entries after-school 
hours on a daily basis. 
 
General Journal Entries for Practicum II 
 
Maintain a general journal of all activities.  The general journal entries will assist the 
teacher candidate to reflect upon her/his activities and observations as they occur.  
The general journal entry should be the teacher candidate’s personal reflection of the 
day.  Reflect in an insightful way to what you observed and how practice relates to 
theory.  Discuss what went well and why; what did not go well and why.  Compare 
what you expected to observe with the realities of the classroom.  Demonstrate that 
you are thinking analytically about the teaching and learning process. 
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Specific Journal Entries for Practicum II 
 
Specific journal entries require observation of a specific focus in a structured manner.   
 
The teacher candidate will:   
 

1. Review five curriculum/resources such as books, workbooks, videos, or 
computer programs.  Identify what fits and does not fit the curriculum.  
Explain how each resource fits the SOLs.  

 
2. Observe the cooperating teacher instructing a lesson.  Respond to the 

questions below to structure your reporting of this observation. 
 

a. How does the cooperating teacher start the lesson?  How is the class 
“settled down?”  How is the interest of the students stimulated?  How 
is motivation handled? 

 
b. How are the objectives and purpose of the lesson made clear to the 

students?  How are responses elicited from students?  How are the 
students required to “think?” 

 
c. What procedures are used to teach the lesson?  Is the lesson mainly a 

lecture?  How is discussion encouraged?  Is there an audio-visual 
presentation?  Is there a demonstration?  Are questions used which 
require an appropriate level of thinking? 

 
d. What materials are used?  Textbooks?  Models?  Workbooks?  

Pictures?   
 

e. What provisions are made for individual differences?  What 
provisions are made for those needing special help?  How are 
alternate ways provided for the accomplishment of objectives?  How 
are students aware of what they are supposed to accomplish?  How are 
students appropriately challenged? 

 
f. How are students held accountable for their assignment?  How does 

the cooperating teacher ensure that the students understand what they 
are expected to accomplish?  How does the cooperating teacher ensure 
that the students understand consequences for not completing 
assignments? 
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g. How do the students respond to the lesson?  Are they enthusiastic?  
Justify your response.  Is “time on task” satisfactory?  How do you 
know the students are actively involved in the lesson?  How do you 
know learning is taking place?  How are students given positive 
feedback? 

 
h. How does the cooperating teacher end the lesson?  How are important 

points reviewed?  What evaluation techniques are used?  What type of 
assignment is made? 

 
i. What classroom management techniques are used?  Describe the 

atmosphere of the classroom.  Is it positive?  Justify your response.  
How does the cooperating teacher ensure that rules are clearly 
understood and consistently followed?  How is preventive control 
exercised?  How is each student's sense of personal worth enhanced?  
How are students supervised and provided with appropriate 
assistance? 

 
j. How is the classroom environment conducive to learning?  Describe 

the arrangement of the classroom.  What changes would you 
recommend?  

 
k. What would you have done differently in teaching this lesson?  Why? 

 
l. Identify the technology equipment that the cooperating teacher has 

access to for instruction.  How was the technology integrated in the 
lesson?  

 
3. Using the Longwood lesson plan format in Appendix C, outline at least 

five lessons correlated with the appropriate SOLs.  Under the cooperating 
teacher's supervision, instruct one large and one small group lesson.  
Evaluate these lessons with your cooperating teacher and list her/his 
suggestions in your journal.  Include all lesson plans in your folder along 
with samples of your work, such as tests, quizzes, worksheets, study 
guides, etc. 

 
4. Write a reflective evaluation of the lesson(s) you taught.  What did you like 

about the lesson?  What do you wish you had done differently?  Why? 
 

5. After your university supervisor has observed you teaching a lesson and 
has provided feedback, write a journal entry, giving your reflection of the 
observations and feedback.  Do you agree or disagree with the suggestions?  
Justify your response.  What suggestions did the university supervisor offer 
that will be helpful to you?  

 
The Assessment Rubric for Journal Entries—Practicum II on page 27 will be used to 
assess the journal entries.   
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Assessment Rubric for Journal Entries – Practicum II 
 

On Target Acceptable Unacceptable 
Journal entries are 
reflective and thoughtful 
because they: 

 
-contain all required elements. 
 
 
 
-are written in a narrative 
style.        

 
 
-are written in grammatically    
correct form (punctuation,     
spelling, etc.). 

 
 
-use pertinent examples from    
theory and practice to support 
feelings and ideas discussed 
in individual entries. 

 
 
-answer "Why?" and "How?" 
rather than simply "Who?"  
"What?" "When?" and 
“Where?" 
 
-regularly address the 
question      "Why am I doing 
what I'm doing?" 

 
-are completed on a daily       
basis. 

 
-are always available for         
inspection upon request. 

 
-are always up-to-date. 

 
-meet requirements for           
individual journal entries as    
specified. 

Journal entries: 
 
 

-contain most of the elements 
listed under the excellent 
category. 

 
-are written in narrative style with 
few errors in grammar. 

 
-occasionally use examples from 
theory and practice to support 
feelings and ideas discussed in 
individual entries. 

 
-are factual, but show less     
insightfulness in responding to 
"Why?" and "How?" rather than 
simply "Who?"  "What?" 
"When?" and "Where?" 

 
 
 
 
 
 
-occasionally address the        
question "Why am I doing     
what I'm doing?" 

 
-are completed on a daily basis.     

 
 
-are always available for review      
upon request. 

 
-all entries are completed by the 
end of the practicum. 

 
-meet requirements for individual    
journal entries as specified.  

Journal entries: 
 
 

-contain few of the elements 
listed under the excellent 
category. 

 
-are poorly written with          
frequent grammatical errors. 

 
-seldom uses examples from      
theory and practice to support   
feelings and ideas discussed 
in individual entries.           

 
-show little insightfulness in    
responding to "Why?" and   
"How?" rather than simply    
"Who?" "What?" "When?" 
and "Where?" 

 
 
 
 
 
 
-seldom address the question     
“Why am I doing what I'm 
doing?" 

 
-are not always done on a      
daily basis. 

 
-are not always available        
upon request. 

 
-are not completed by the 
 end of the practicum. 

 
-do not meet requirements for 
individual journal entries as 
specified.  
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Evaluation and Grading-Practicum II 
 
 
Grading Scale for Practicum II 
 
Journal 
 

1. Daily Observation and Reflection Entries (15 days) 30 
2. Specific Requirements Entries (10)    10 
3. Cooperating Teacher Evaluation*    30 
4. Longwood Supervisor Evaluation*   30 

Total              100 
 
*The cooperating teacher and the university supervisor may use the Summative 
Evaluation Form for grading. 
 
Grading Scale 
 
A – 90-100 
B – 80-89 
C – 70-79 
D – 60-69 
F – Below 60 
 
Honor Code 
 
The teacher candidate is expected to follow the Longwood University Honor Code as 
described in the current Longwood catalog.   
 
Learning Accommodations 
 
Any teacher candidate who feels that s/he may need accommodations based on a 
disability should inform their university supervisor before the practicum begins. 
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Role of the Cooperating Teacher and University Supervisor 
Practicum II 

 
 
The cooperating teacher and the university supervisor are key individuals who aid 
Longwood University staff in the education process of its prospective teachers. 
 
 
Cooperating Teacher 
 
 
The cooperating teacher will be asked to: 
 
1. complete the Cooperating Teacher Feedback and Data Form online. 

 
2. meet with the university supervisor and the teacher candidate on a regular basis 

to provide feedback regarding the performance and/or instructional needs of the 
teacher candidate. 

 
3. review the general and specific journal requirements of the teacher candidate. 

 
4. provide opportunities for the teacher candidate to complete the general and 

specific journal requirements. 
 

5. share with the teacher candidate ideas and rationale that will enhance creativity 
and initiative that will assist in the preparation of lesson plan(s) that will be 
utilized by the teacher candidate to teach the required lesson(s) with supervision 
from the cooperating teacher. 

 
6. prepare and share with the teacher candidate and the university supervisor 

observations and evaluation reports. 
 

7. provide opportunities for the teacher candidate to make observations and 
engage in supporting class activities as appropriate.  This may include 
observing teaching in a variety of settings throughout the school; monitoring 
and facilitating small group or individual work under the supervision of the 
cooperating teacher; assisting with bulletin boards, learning centers, clerical 
duties, copying materials; using appropriate media; and observing activities in 
other areas of the school (i.e. library, guidance office, cafeteria, music room, art 
room, gymnasium, various special education and regular classroom settings). 
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8. introduce the teacher candidate to the class in such a way that s/he will be 
accepted in a professional capacity.  It is helpful to introduce the teacher 
candidate as a co-teacher rather than as a practicum student. 

 
9. help the teacher candidate to become acquainted with classroom management 

methods, taking attendance, organizing seating plans, monitoring physical 
conditions of the classroom, etc. 

 
10. discuss the daily schedule with the teacher candidate as well as obligations such 

as faculty meetings, professional organizations, and committee assignments.   
 

11. be certain that the teacher candidate understands the instructional strategies 
being observed.  Do not hesitate to explain the use of certain strategies, 
techniques, materials, etc. and the reason for choosing them. 

 
12. allow the teacher candidate to assist with certain routine teaching tasks (i.e. 

answering questions during supervised study, taking a group of students to the 
library, and similar activities that involve contact with an individual student or a 
small group of students). 

 
13. encourage the teacher candidate, as s/he is able, to plan and teach a lesson with 

your supervision.  The practicum II teacher candidate is required to teach a 
minimum of one lesson.   

 
14. expect the teacher candidate to demonstrate initiative, professional ethics, 

dependability, punctuality, openness to suggestions, and a priority for learning. 
 

15. report any problems with the teacher candidate immediately to the university 
supervisor and/or the OPS.  

 
16. use and share the Summative Evaluation Form comments with the university 

supervisor, page 32, to document 30% of the teacher candidate’s final grade. 
 
 

University Supervisor 
 
The role of the university supervisor is outlined on page 31, University Supervisor’s 
Checklist—Practicum II. 
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University Supervisor’s Checklist—Practicum II 
___Attend the practicum meeting session scheduled by OPS.   
 
___Meet the teacher candidate prior to the first day of the placement. 
 
___Share and discuss with the teacher candidate contact information, expectations, observations,  
      meeting times, feedback, spectrum of practicum II, etc.    
 
___Arrange a time to meet teacher candidate at school prior to the first day, if possible, for  
      introductions to school administrators, cooperating teacher, etc. 
 
___Observe the teacher candidate a minimum of two times during the practicum II placement.   
      More observations and visits are encouraged if needed. 
 
___Meet with the cooperating teacher and the teacher candidate to provide feedback,  
      suggestions, areas of strength, and areas for improvement. 
 
___Evaluate journals, collect observation and evaluation feedback from the cooperating teacher  
      to provide a final grade. Share the Summative Evaluation Form—Practicum II with the  
      cooperating teacher. 
 
___Schedule a final conference with the teacher candidate to share areas of strength, areas of  
      improvement, and final grade. 
 
___Check to make sure that the cooperating teacher submits the Cooperating Teacher Feedback  
      and Data Form online. 
 
___Check to make sure that the cooperating teacher submits the Early Clinical Experience  
      Evaluation for practicum II teacher candidates (only) online. 
 
___Check to make sure that the practicum II teacher candidate submits the Clinical Experience  
      Diversity Report online.  This report may be accessed from the Associate Dean’s website. 
 
___Submit the Summative Evaluation Form—Practicum II online by the end of the three week  
      practicum II placement.  Please check practicum II to access the correct form. 
 
___Submit the Early Clinical Experience Evaluation Report online. 
 
___Submit final grade for the practicum I student on the grade sheet form.  (Excel spreadsheet 
      sent by email.) 
 
___Submit the Travel Reimbursement Authorization form to OPS at the end of the practicum II  
      placement online.  (Link will be sent by email.) 
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Summative Evaluation Form - Practicum II 
 
Student __________________________Student L#_______________Semester______________ 
Major ___________________________ Program Area_________________________________  
School Division____________________ 
School_______________________________________ 
Grade/Subject_____________________Cooperating Teacher____________________________  
Supervisor____________________________________Date_____________________________ 
 

Standard Unacceptable - 1   Acceptable - 2    On Target - 3 Score 
Communication Skills 
Verbal     
Written     
 
Comments/Examples 
Journal Quality 
General Journal     
Specific Journal     
 
Comments/Examples 
Diversity 
Respects  
diversity in the school 
and in the classroom 

    

 
Comments/Examples 
Professional Responsibility 
Attends required 
meetings and 
conferences. 

    
 

Completes tasks  
assigned by 
cooperating teacher 
and the university          
supervisor 

    

Exhibits an 
appropriate  
disposition needed for 
the teaching 
profession 

    

Dresses appropriately     
 
Comments/Examples 
Overall Evaluation    
 
Additional Comments/Examples:  
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Clinical Experience Placement 
 

The teacher candidate undertakes student teaching in the last semester of her/his 
senior year.  Each candidate is assigned a qualified cooperating teacher.  The 
teacher candidate reports to school each day, following the schedule of the 
cooperating teacher. This schedule involves a minimum teaching day of 
approximately seven hours, five days each week for 15 weeks (500 hours total).  A 
total of 11 semester hours of credit are earned during this 15-week period and an 
additional one credit is earned for attending the required Student Teaching 
Seminar. 
 
The teacher candidate may choose to complete her/his second clinical experience 
placement abroad.  Please see the Student Teaching Abroad, Student Checklist and 
Timeline and Student Teaching Abroad Longwood University Faculty 
Commitment to Supervise Form, Appendix A and Appendix B respectively. 
 
The university supervisor has the direct responsibility for the supervision and 
evaluation of the teacher candidate.  The university supervisor observes and works 
with the teacher candidate and the cooperating teacher.  The responsibilities of the 
university supervisor are outlined on the University Supervisor’s Checklist.  
Additionally, Longwood University’s faculty may supervise and evaluate the 
teacher candidate from their respective departments and/or program areas. 
 
In order to satisfy Virginia licensure requirements and the requirements of our 
Accredited Professional Services programs, the teacher candidate must complete 
the appropriate student teaching program for a total of 15 weeks. 
 

1. The elementary education teacher candidate seeking licensure in PreK-6 is 
required to engage in student teaching for 7½ weeks in a lower elementary 
grade level and 7½ weeks in the upper elementary grade level. 

 
2. The teacher candidate seeking a PreK-6 licensure with middle school 

(grades 6-8) endorsements will be assigned to one elementary grade 
classroom for 7 ½ weeks and one middle grade classroom in one of the 
middle school endorsement areas for 7 ½ weeks. 

 
3. The middle school (grades 6-8) teacher candidate will be placed in two 

separate classrooms in her/his endorsement areas. 
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4. The secondary teacher candidate (grades 6-12) seeking licensure is required 
to engage in student teaching in one middle grade classroom and one high 
school classroom in her/his major area. 

 
5. The teacher candidate seeking a PreK-12 license (art, modern languages, 

music, physical education, and theatre) will complete her/his student 
teaching for a proportional amount of time in the grade level determined by 
the program area. 

 
6. The teacher candidate majoring in special education is to student teach in 

ED/LD/MR classrooms for 7½ weeks at one level (elementary, middle or 
high school) and 7½ weeks at another level as specified by the program 
coordinator. 

 
 
Evaluation of the Teacher Candidate 
 
The teacher candidate will be evaluated regularly.  The cooperating teacher and the 
university supervisor will have numerous conferences with the teacher candidate.       
 
The teacher candidate and the cooperating teacher need to be familiar with the  
Observation and Evaluation Form for Student Teaching located on page 21.  In 
realizing the important role that evaluation has in teaching, it is important for the 
teacher candidate to ask such questions as "How did I do? How can I improve? 
What other procedures could have been used to improve the lesson?"  The 
university supervisor has the responsibility of determining a teacher candidate’s 
final grade. 
 
 
Grade Appeal 
 
If the teacher candidate believes that her/his final clinical experience grade is 
unfair or inaccurate, the teacher candidate must follow the grade appeal policy 
found in the current issue of the Longwood University Catalog. 
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Clinical Experience Requirements 
 
The teacher candidate’s interaction with the university supervisor, school 
administrators, cooperating teacher, university and school faculty, parents, and 
students is expected to reflect a high degree of professionalism.  The teacher 
candidate is required to: 
 

1. Represent Longwood University at all times. 
 

2. Adhere to the provisions of the Honor Code of Longwood University, all 
regulations stated in the Longwood University Undergraduate and 
Graduate Catalogs, and the same regulations and legal expectations as the 
cooperating teachers to whom they are assigned. 

 
3. Provide her/his off-campus housing, food, and transportation to and from 

the assigned schools, and subsequent costs thereof. 
 

4. Have fully completed all coursework prior to entering student teaching.  
The teacher candidate is not permitted to take classes during the 
clinical experience placement.  

 
5. Be tactful and keep classroom anecdotes and all information confidential. 

 
6. Attend these required meetings: 

 
A. Student Teaching Meeting 
B. Seminar Day 
C. Meetings scheduled by the university supervisor prior to and during 

the clinical experience placement 
D. Wrap-Up Day—this is the final class of the clinical experience 

placement.  The teacher candidate will be required to complete several 
forms including the Application for a Virginia License.  
 
The teacher candidate is notified via email of the date, time, and 
location of each meeting.  It is the responsibility of the teacher 
candidate to check the Office of Professional Services (OPS) website 
for this information and/or updated information regarding the various 
required meetings. 

 
7. Consider the clinical experience placement a full-time responsibility and 

not work during this time.   
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8. Become familiar with special education laws, their implications, and 

develop skills to teach special needs students in the regular classroom. 
 

9. Be in the building the same days and for the same hours as all teachers.   
The teacher candidate is expected to attend the same meetings and 
workshops as the cooperating teacher. 

 
10. Observe the same holidays as the cooperating teacher.  If Longwood 

University's holiday schedule differs from that of the school, the assigned 
school’s holiday schedule takes precedent. 

 
11. Coordinate all absences, including personal illness, family emergency, 

unusual circumstances beyond your control and/or educational meetings 
with the cooperating teacher and the university supervisor.  Student 
teaching make-up days must be completed by the date set by Longwood 
University for an “Incomplete” grade to be removed. Otherwise, the final 
grade for student teaching will become an “F.” 

 
12. Embody the attitudes, dispositions, actions, and accept responsibilities of a 

teacher rather than those of a student.   
 

13. Safeguard all personal and confidential information and use this 
information for professional purposes only.   

 
14. Avoid unfavorable criticism in and out of the school setting.   

 
15. Be cooperative and follow basic rules of courtesy towards teachers, 

students, parents, staff, and members of the community. 
 

16. Dress professionally while in schools.  The teacher candidate is expected 
to follow the dress requirements specified by the university supervisor.  If 
there are questions about dress/attire, please consult with the assigned 
university supervisor.  If the teacher candidate would like to be recognized 
as a participating member of the school faculty, s/he is obligated to follow 
the school’s dress policies. 

 
The teacher candidate may not: 
 

1. Serve as a substitute teacher during the clinical experience placement.  
 

2. Administer or witness corporal punishment to students. 
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The specified requirements below are required when contacting the assigned 
partnering school and meeting licensure requirements:  
 

1. Contact the assigned school to schedule a courtesy visit with the cooperating 
teacher.  Do not visit the assigned school without a scheduled 
appointment.  Some school divisions require the teacher candidate to attend 
an orientation session prior to the first day of the clinical experience 
placement.  

 
2. Schedule a different time to meet, if needed, to become familiar with the 

cooperating teacher’s:  typical instructional day schedule and activities for 
which s/he is responsible; curricular materials, texts, aids, (technology and 
non-technology) used by the cooperating teacher and students; seating 
charts; classroom management plan (rules and consequences); faculty 
handbook; student handbook; reporting and departure time for teachers; 
telephone numbers and other relevant contact information; cumulative 
records of students; and other relevant information about all students in the 
classroom as appropriate. 

 
3. It is highly recommended that the teacher candidate passes the appropriate 

Praxis II Specialty Area Test, Virginia Communication and Literacy 
Assessment (VCLA), and the Virginia Reading Assessment (VRA), if 
applicable, before student teaching.  All test scores must be submitted to the 
OPS before a recommendation for licensure is sent to the Virginia 
Department of Education.    

 
4. Complete and submit the following online forms: 

A. Teacher Candidate Survey 
B. Clinical Experience Diversity Report 
C. Impact on Student Learning Report, if applicable 

 
There are instances even after a great deal of assistance from the cooperating 
teacher and the university supervisor, where the teacher candidate’s ability and 
disposition do not meet the professional standards.  In these instances, the teacher 
candidate may be removed from the clinical experience placement. 
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Planning Guide for the Teacher Candidate 

 
 
First Days of the Clinical Experience 
 
During the first several days in the classroom, the teacher candidate can begin to: 
 

1. Become acquainted with the school, its philosophy, teachers, 
administrators, etc. 

 
2. Observe what the cooperating teacher does. 

 
3. Learn the names of all students in the classroom. 

 
4. Become familiar with each part of the established curriculum. 

 
5. Take initiative.  Notice if there is a certain task to complete.  Volunteer to 

construct a bulletin board, take attendance, communicate with 
administrators, faculty, and staff members daily, etc. 

 
6. Be professional in all relations with staff members and students. 

 
7. Observe other grade levels, subject areas, and teachers, when possible. 

 
 

8. Establish positive relationships with the following school personnel:  
school’s administrative assistant, custodians, cafeteria workers, and bus 
drivers. 

 
9. Attend and/or observe extracurricular activities (drama productions, choral 

programs, athletic events, student organization meetings, parent/teacher 
meetings, etc.). 
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Planning with the Cooperating Teacher 
 
The teacher candidate is to coordinate and plan with the cooperating teacher on 
lesson and activities.  Doing so will prepare the teacher candidate when s/he is 
teaching full-time. Some activities are suggested below. 
 

1. Ask the cooperating teacher when you can begin to develop daily and 
long-range lesson plans.  Please inform the university supervisor if the 
school’s lesson plan format is required.  Otherwise, use the Longwood 
Standard Daily Lesson Plan on page 61. 

 
2. Visit the library. Become familiar with available references, 

supplementary materials, and technology equipment and aids. 
 

3. Begin to gather instructional materials for immediate and later use. 
 

4. Assist with routine classroom matters such as furniture arrangement, 
ventilation, end of day clean up, etc. 

 
5. Study the students carefully to determine their needs, interests, and 

abilities. 
 

6. Begin to work with small groups and tutoring individual students who 
have been absent and need to complete assignments, etc. 

 
7. Assist the cooperating teacher in preparing reports, recording test scores, 

etc. 
 

8. Help students find course materials. 
 

9. Attend faculty and other relevant meetings with the cooperating teacher. 
 

10. Meet with the cooperating teacher at the end of each school day to reflect 
on the day.  Discuss specific issues, ask questions, and request verbal and 
written feedback.  The Comments on the Day form on page 30 may be 
used. 
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Suggested Teaching Schedule for each 7 ½ Week Placement 
 

The teacher candidate will: 
 
Week 1: observe; learn the names of students and faculty, become acquainted 

with texts and other instruction materials; begin to assume some 
instructional duties; namely, help individual students, make 
announcements, facilitate group discussions, take groups to the 
library, etc.   

 
Week 2: continue the same activities identified above, gradually assume more 

duties.  Assume the responsibility for planning and teaching at least 
one period per day. 

 
Week 3: assume the responsibility for planning and teaching at least two or 

three lessons or periods per day. 
 
Week 4: Assume the responsibility for planning and teaching all of the 

cooperating teacher's classes. 
 
Weeks  Assume full-time teaching responsibilities.  Near the last 2-4 days,  
5-7 ½: coordinate with the cooperating teacher when s/he wishes to begin 

transitioning back into teaching her/his classes again. 
 
 
Lesson Plans 
 
Lesson plans are to be typed using the format taught in your methods courses.  A  
sample copy of a lesson plan format can be found in Appendix C and D of this 
handbook.  The teacher candidate must take initiative in planning lessons in 
consultation with the cooperating teacher and the university supervisor.  Please 
inform the university supervisor if the school’s lesson plan is required.  Otherwise, 
use the Longwood Standard Daily Lesson Plan on page 61. 
 
Lesson plans must be detailed, planned carefully, and must include the content of 
the subject to be taught.   The cooperating teacher is to see the teacher candidate’s 
lesson plans at least one day prior to the teaching of each lesson.  Lesson plans are 
to be dated and kept in a folder.  This folder is to be available for the university 
supervisor to review. 

 40



The Role of the Cooperating Teacher 
 

 
Each year the teacher candidate reports that the cooperating teacher is the key to 
her/his success and that student teaching is their single most valuable professional 
preparatory experience.  The cooperating teacher is one of the most important 
components of a professional teacher education program.   
 
Besides meeting the accrediting qualifications for a cooperating teacher as 
previously indicated, being selected as a cooperating teacher implies that a teacher 
has exhibited exemplary teaching performance and standards of the profession.  
Each cooperating teacher accepts the professional challenge and opportunity of 
preparing a future professional educator.  The cooperating teacher will work with 
the teacher candidate in planning instruction, lessons, and activities.  The 
cooperating teacher will assist the teacher candidate in developing effective 
classroom management skills. 
 
The cooperating teacher is required to complete and submit the following online 
forms:   
  

1. Cooperating Teacher’s Feedback and Data Form  
 

2. Final Clinical Experience Evaluation form   
 
A recommended Cooperating Teacher’s Checklist and Activity Checklists are 
provided on pages 42 and 45, respectively. 
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Cooperating Teacher’s Checklist 
Clinical Experience Placement 

 
 

To assist in planning for the teacher candidate, the following suggestions may be 
helpful.  
 
A.  Before the teacher candidate arrives 
_____inform the students and parents 
_____prepare relevant materials the teacher candidate might use 
_____designate a desk, a nametag or plate, and storage space for the teacher   

candidate 
_____outline the rules and consequences, discipline plan, organizational  
 framework and routines 
_____consider nametags for the students to wear during the first few days or make  
 a seating chart to be presented to the teacher candidate during the initial  
 observation 
 
B.  Welcome period  
_____orient the teacher candidate to the school building, other teachers, staff, and  
 students  
_____arrange a meeting with the principal and the teacher candidate  
_____discuss the expectations of the teacher candidate in regards to:  
 confidentiality, attendance, personal property, procurement of supplies, and  
 her/his responsibilities  
_____arrange for observation of other teachers 
_____allow the teacher candidate to examine samples of students’ work 
_____provide opportunities for the teacher candidate to become comfortable being  
 in front of the class 
_____explain the methods of testing and grading, keeping records, and reporting to  
 parents 
_____help the teacher candidate become familiar with the location/operation of  
 equipment 
_____provide the opportunity for the teacher candidate to work with individual  
 students 
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C.  Observation and evaluation assistance  
_____explain unique characteristics of the students, learning styles, work habits,  
 etc. 
_____permit the teacher candidate to accept more teaching responsibilities 
_____provide the teacher candidate with opportunities to observe and assist in  
 conferences 
 
D.  Pre-service training  
_____provide opportunities for the teacher candidate to accept full responsibility  
 for the class so s/he will be comfortable when the cooperating teacher is  
 absent from the classroom 
_____encourage the teacher candidate to develop lesson plans with less assistance 
_____continue daily evaluations/feedback, noting strengths and areas for  
 improvement 
_____invite the principal to observe the teacher candidate 
_____share with the teacher candidate ways to critique his/her own teaching  
_____commend the teacher candidate for individual strengths 
_____allow the teacher candidate freedom to try ideas and techniques; provide  
 reassurance that a failed technique is not necessarily a poor judgment 
_____demonstrate a technique to assist the teacher candidate to remediate areas    

for improvement  
 
E.  Evaluating the teacher candidate 
_____develop an accepting and supporting relationship with the teacher  
 candidate, cultivating a positive climate necessary for giving and  

accepting analysis of performance and growth-related suggestions  
_____ keep the principal and the university supervisor informed of the teacher  
 candidate’s progress 
_____schedule evaluation feedback conferences with the teacher candidate daily  
 (see the Comments On the Day form, page 30) 
_____assist the teacher candidate in developing appropriate objectives when  
 preparing lesson plans 
_____use the teacher candidate’s lesson plans (both before and after the lessons) to  
 help her/him to teach successfully 
_____make notes concerning areas of strength and areas for improvement while  
 observing the teacher candidate   
_____give attention to specifics when making suggestions; assist the teacher  
 candidate to understand why a procedure is effective and one that is less  
 effective and/or inappropriate 
_____share performance highlights and areas of concerns with the university  
 supervisor on a regular basis 
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F.  Working with the university supervisor  
_____read all the relevant sections for clinical experience placement  
_____arrange for an inconspicuous place for the university supervisor to sit  
 when s/he is visiting to observe the teacher candidate 
_____coordinate an appropriate place for the university supervisor to meet with the  
 teacher candidate immediately after the visit for a post conference  
_____share any concerns, notes, and questions about the teacher candidate’s  
 performance 
_____share a summary of the teacher candidate’s performance, including  
 strengths and areas for improvement 
_____compare notes while simultaneously observing the teacher candidate with  
 the university supervisor 
_____leave the classroom when the university supervisor visits occasionally 
_____inform and coordinate with the university supervisor in all matters  
 regarding attendance, tardiness, behaviors, and suggestions 
 
G.  Reporting the teacher candidate’s performance 
_____complete the evaluation of the teacher candidate using the online Final  

Clinical Experience Evaluation  
_____discuss the Final Clinical Experience Evaluation with the teacher candidate  
 before submitting 

 
If the cooperating teacher or teacher candidate desires a copy of the Final Clinical 
Experience Evaluation print prior to submitting. 
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Cooperating Teacher’s Activity Checklist 
Elementary School 

 
 

Cooperating teachers may use this list to verify activities completed by the teacher 
candidate.  The list may be altered or supplemented according to the needs of the 
teacher candidate and the cooperating teacher. 
 
A.  Instructional responsibilities 
_____plan and assemble a bulletin board 
_____read a story aloud 
_____teach:  new indoor or outdoor game or conduct a lesson in small and large  
 groups in various subject areas              
_____facilitate a transition of subjects 
_____incorporate manipulatives into a lesson 
_____demonstrate the use of a simulation 
_____develop a complete unit in a specific subject area 
_____participate in a team teaching situation 
 
B.  Student program evaluation 
_____construct, administer, and interpret results of an evaluative assessment  
_____use an evaluative tool to diagnose and suggest remediation for students 
 
C.  Use of technology and audiovisual aids 
_____demonstrate use of computer, projectors, TV/VCR/DVD, film, etc. 
 
D.  Classroom maintenance 
_____supervise daily dismissal 
_____demonstrate knowledge of emergency procedures 
_____maintain a neat and orderly classroom 
_____become familiar with the clerical and custodial staff and their 
 responsibilities 
 
E.  Classroom management 
_____monitor individual and group behaviors 
_____participate in supervisory duties on the playground 
_____develop and keep attendance and progress charts 
_____participate in maintaining cumulative and confidential records 
_____demonstrate knowledge of reporting procedures to parents 
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F. Professional responsibilities 
_____attend parent-teacher conferences, committee meetings, and faculty  
 meetings  
_____become familiar with all classroom and school curriculum guides, SOLs, etc. 
_____become familiar with professional organizations, journals, newspapers,  
 books, websites, etc. 
_____participate in communication and consultation procedures for main-streamed  
 students 
 
G.  Additional teaching activities 
_____observe instructional specialists such as librarian, speech/language therapist,  
 and psychologist, etc. 
_____observe instruction in art, music, physical education, theatre, career and  
 technical education, and special education classrooms, if present in the  
 school 
_____assist, observe, and participate in extracurricular activities such as dances,  
 book fairs, athletic events, special school projects 
_____observe a variety of instructional areas and teaching styles 
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Cooperating Teacher’s Activity Checklist  
Secondary School 

 
 
Cooperating teachers may use this list to verify activities completed by the teacher 
candidate.  The list may be altered or supplemented according to the needs of the 
teacher candidate and the cooperating teacher.  
 
 
A.  Instructional responsibilities 
_____plan and assemble a bulletin board 
_____teach small and large group lessons individually and as a team   
_____develop a teacher work sample and/or complete a unit for a specific  
 subject  
 
B.  Student program evaluation 
_____construct and administer a test or evaluative tool and interpret results 
_____use an evaluative tool to diagnose and suggest remediation for student 
 
C.  Use of audiovisual aids 
_____demonstrate use of computer, projectors, TV/VCR/DVD, film, etc.  
 
D.  Classroom maintenance 
_____supervise daily dismissal 
_____demonstrate knowledge of emergency procedures 
_____maintain a neat and orderly classroom 
_____become familiar with the clerical and custodial staff and their  
 responsibilities 
 
E.  Classroom management 
_____monitor individual and group behaviors 
_____participate in supervisory duties in and around the school 
_____create and maintain attendance and progress charts 
_____participate in maintaining cumulative and confidential records 
_____demonstrate knowledge of reporting procedures to parents 
 
 
 
 
 
 

 47



F.  Professional responsibilities 
_____attend parent-teacher conferences, committee meetings, and faculty  
 meetings  
_____become familiar with classroom and school curriculum guides, SOLs, etc. 
_____become familiar with professional organizations, journals, newspapers,  
 books, websites, etc. 
_____participate in communication and consultation procedures for inclusion  
 students 
 
G.  Additional teaching activities 
_____observe instructional specialists such as librarian, speech/language,  
 therapists, and psychologist, etc. 
_____observe instruction in art, music, physical education, career and technical  
 education, theatre, special education, etc. classrooms, if present in the 

school 
_____develop an understanding of the services provided by the guidance  
 counselors and career centers 
_____assist, observe, and participate in extracurricular activities such as dances,  
 athletic events, student organization meetings, and special school projects 
_____observe a variety of instructional areas and teaching styles 
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Comments on the Day 
 
 
The cooperating teacher may use this form to provide feedback to the teacher 
candidate during the clinical experience placement. 
 
 
Name___________________________________   Date___________________   
 
Subject/Activity/Task______________________ Time/Class Period_________ 
 
 
 
Strengths: 
 
 
 
 
 
 
Areas for improvement/growth: 
 
 
 
 
 
 
Improvement/growth observed: 
 
 
 
 
 
 
Suggestions: 
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The Role of the Host Principal 
  
The host principal has the ultimate responsibility for the school to which the 
teacher candidate is assigned.  The cooperating teacher has an obligation to keep 
the principal informed as to the progress of the teacher candidate. The principal 
may assist the cooperating teacher and the teacher candidate by: 
 

1. Providing for the teacher candidate’s general orientation to the school. 
 

2. Providing information concerning administrative policies and procedures. 
 

3. Supporting conference times for the cooperating teacher and the university 
supervisor. 

 
4. Assisting in providing supplies and equipment that are necessary and will 

enhance instruction. 
 

5. Informing the staff and community of the clinical experience placement 
program. 

 
6. Observing the teacher candidate at work and assisting in the evaluation of 

her/his progress. 
 

7. Supporting the opportunity for the teacher candidate to observe other 
teachers and classrooms. 

 
8. Interviewing and conferencing with the teacher candidate upon completion 

of the clinical experience placement. 
 

9. Communicating routine procedures for the university supervisor's visit:  
parking, reporting to school office, etc. 

 
10. Refraining from using the teacher candidate as a substitute teacher for 

faculty members who may be absent from school. 
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The Role of the University Supervisor 
 
The primary role of the university supervisor is to ensure that the teacher candidate 
has successful and growth-related experiences.  The university supervisor 
represents Longwood University in its efforts to enhance the progress of the 
teacher candidate.  The role of the university supervisor is delineated on the 
University Supervisor’s Checklist on page 53. 
 
 

The Role of the Longwood University Supervisor  
For Teacher Candidates Abroad 

 
The University Supervisor is to: 
 

1. Conduct meetings to properly orient the teacher candidate, as well as 
meetings via email and/or telephone with the cooperating teacher, 
principal, department head, etc. 

 
2. Explain to the teacher candidate the total spectrum of expectations during 

student teaching. 
 

3. In lieu of observing in a classroom setting, the university supervisor will 
obtain feedback from the cooperating teacher, principal and/or designee 
who will be observing the teacher candidate. 

 
4. Evaluate the teacher candidate’s planning:  review daily and long-range 

plans; offer suggestions on content, techniques, materials, strategies, etc. 
 

5. Collect and analyze data on the strengths and areas for improvement of the 
teacher candidate.  Provide assistance in prescribing ways of efficiently 
using this information to further the professional growth of the teacher 
candidate. 

 
6. Seek to develop self-evaluation by the teacher candidate as a means of 

professional growth. 
 

7. Be a liaison between the cooperating school and Longwood University. 
 

8. Evaluate the teacher candidate:  consult with the cooperating teacher and 
principal and/or designee to determine the final grade for the teacher 
candidate.  Submit final grade to the OPS. 
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9. Schedule a final conference with the teacher candidate to discuss the 
strengths and areas for improvement, the student teaching experience, and 
the final grade. 
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University Supervisor’s Checklist—Clinical Experience 
 

 
___Attend seminar day to learn of updated information, to meet your teacher candidate(s), to obtain 
student teaching assignment list, Field and Clinical Experience Placement Handbook, revised policy 
information, and to sign the Compensation Status Change Request and Reimbursement Authorization 
form.  
___Share and discuss with the teacher candidate(s) contact information, expectations, observations, 
meeting times, feedback, etc.  
___Meet your teacher candidates at school prior to the first day, if possible, for introductions to school  
administrators and cooperating teachers. 
___Share with your teacher candidate(s) expectations and the spectrum of student teaching. 
___Observe the teacher candidate(s) a minimum of three times during each placement.  More       
observations and visits are encouraged if needed. 
___Complete the Observation and Evaluation Form for Student Teaching.  Three are required for each 
clinical experience placement. 
___Meet with the cooperating teacher(s) and the teacher candidate(s) to provide feedback, suggestions, 
areas of strengths, and areas for improvement. 
___Schedule a final conference with the teacher candidate(s) to share areas of strengths, areas of       
improvement, and final grade. 
___Complete and submit the Disposition Assessment (online). 
___Check to make sure that the cooperating teachers submit the Final Clinical Experience Evaluation 
(online). 
___Check to make sure that the cooperating teachers submit the Cooperating Teacher Feedback and Data 
Form (online). 
___Check to make sure that the teacher candidate(s) complete the following on time: 
      A.  Teacher Work Sample, if applicable 
      B.  Teacher Candidate Survey (online) 
      C.  Clinical Experience Diversity Report (online) 
      D.  Impact on Student Learning Report, if applicable (online) 
___Submit university supervisor’s Final Clinical Experience Evaluation (online). 
___Send the three teacher candidate Observation and Evaluation Form for Student Teaching to the Office 
of Professional Services at the end of each clinical experience placement for the teacher candidate(s). 
___Submit grades for the teacher candidate(s) at the end of the clinical experience. 
___Submit the Travel Reimbursement Voucher at the end of the clinical experience (The link will be sent by 
email.).  
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 Observation and Evaluation Form for Clinical Experience Placement 
 

Teacher Candidate________________________ Semester___________________Date_____________________ 
S chool____________________________ Grade_____________ Subject_________________________________ 

Please use the attached rubric to score each Teaching Behavior section.  Add the rubric scores to obtain the score for 
the section.  Please return to the Office of Professional Services a minimum of three forms at the end of each 
placement for each Teacher Candidate.   
 
Appearance:  Professionally Dressed ______ Yes     ______ No 
 
Teaching Behavior                    Comments     
Instructional Planning                                                          
__ Has necessary materials ready and easily accessible     Score_____ 
__ Has lesson plan available 
__ Has all safety concerns addressed 
__ Positions students so all can see and hear with fewest distractions 
__ Avoids excessive teacher talk 
__ Has control of class 
_____________________________________________________________________________________________  
Classroom Management                                                                    
__ Uses stop signal to obtain students’ attention      Score_____ 
__ Speaks to students only when they are quiet and listening 
__ Projects voice 
__ Has no detracting verbal and non-verbal behavior 
__ Is a catalyst for student motivation (enthusiasm) 
__Assures that students are on task  
 
Instruction                                                                       
__ Introduces the concept and purpose (anticipatory set)     Score_____ 
__ Links concept to previous knowledge 
__ Demonstrates accurate knowledge of content  
__ Selects and explains key points of skill and/or objective to be mastered (critical components) 
__ Provides accurate demonstration(s), example(s), and/or model(s) 
__ Reviews key concepts 
__ Differentiates instruction when possible  
__ Integrates technology to enhance instruction   
__ Provides closure that promotes and reinforces learning 
__ Maintains an appropriate pace of instruction for entire class  
_____________________________________________________________________________________________  
Time Management and Classroom Organization                                                                      
__ Has established classroom procedures       Score_____ 
__ Uses minimum time for transitioning 
__ Has class organized to maximize learning time 
__ Keeps class on task. 
____________________________________________________________________________________________  
Provides Appropriate Feedback and Student Interaction   
__ Circulates throughout the classroom       Score_____ 
__ Gives specific feedback and monitors students’ progress 
__ Uses effective questioning skills 
__ Supports and acknowledges all students 
__ Uses appropriate assessment techniques to assess students’ learning 
____________________________________________________________________________________________  
• Areas of Strength: 
• Areas for Growth: 
 
Supervisor’s Signature__________________________ Date________________ Total Score_________________ 
Teacher Candidate’s Signature_____________________________ Date_________________________________ 

The Teacher Candidate’s signature only indicates that s/he is aware of the information on this Form. 
(White Copy—Student, Yellow Copy—Office of Professional Services, Pink Copy—Supervisor 
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Rubric for the Observation and Evaluation Form 
for Clinical Experience Placement 

1.  Instructional Planning  

 

Rating Indicator  1-Unacceptable 2-Acceptable 3-Target Score 

Materials are 
accessible Materials are not 

available for students 
Materials are available.  Necessary materials are 

ready and easily accessible 
 

Lesson plan 
available 

No lesson plan is 
available 

Lesson plan is outlined 

–  

Lesson is planned in detail 
and utilizes appropriate 
format 

 
Safety Safety concerns are 

not addressed 
Safety concerns are 
addressed 

Safety concerns are 
addressed as they occur and 
before children begin  

 

Positioning of 
students 

Students are unable 
to see or hear 
instructor and/or 
there are distractions 

Students can see and 
hear instructor 

Students are positioned so 
that all can see and hear 
throughout the entire lesson 

 

Language clear 
and concise – 
avoids excessive 
teacher talk 

Provides unclear 
directions and/or  
require excessive 
time 

Directions are clear, but 
teacher talk could be 
reduced. 

Directions are clear and 
concise 

 

Leadership/ 
class control 

Teacher does not 
maintain control 
over class 

Teacher is able to 
control the class 

Teacher is in an obvious 
class leader and in control of 
class 

 

 
2.  Classroom Management.  The teacher candidate conducts the lesson to obtain and maintain student attention 
through stop signals, speaking to students only when they are quiet, projecting voice, and personal enthusiasm. 
 

 

Rating 
Indicator  

1-Unacceptable 2-Acceptable 3-Target Score 

Stop signal Does not use a stop 
signal to obtain student 
attention or uses an 
inappropriate or 
distracting stop signal 

Uses a variety of 
signals to indicate to 
the students to stop 
activity.   

Consistently uses the same 
stop signal to obtain student 
attention 

 

Student 
attention 

Speaks to students 
even when most of 
them are not listening 

Speaks to the students 
when they are paying 
attention. 

Speaks to students only when 
all are quiet and listening 

 

Voice Unable to project voice 
across the teaching 
area 

Projects voice so that  
students can hear 

Projects voice so that all can 
easily hear instruction 

 

“Verbal 
crutches” 

Uses verbal crutches 
10 or more times in a 
30 minute lesson 

Uses verbal crutches 5-
9 times during a 30 
minute lesson 

Uses verbal crutches less than 
four times during a 30 minute 
lesson 

 

Appropriate 
non-verbal 
behaviors 

Demonstrates non-
verbal behaviors that 
detract from the lesson 

Occasionally uses non-
verbal behaviors that 
detract from the lesson 

Does not demonstrate any 
detracting non-verbal 
behaviors, but uses non-
verbal behaviors to reinforce 
students 

 

Enthusiasm Shows no enthusiasm 
for lesson 

Shows enthusiasm for 
parts of lesson 

Is enthusiastic about the 
entire lesson 

 

Assures that 
students are 
on task 

Less than 90% of the 
students are on task 
throughout the lesson. 

At least 90% of the 
students are on task for 
the lesson 

All students are on task 
throughout the lesson 
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3. Instruction.   During the lesson, the teacher candidate includes an anticipatory set, provides accurate 
demonstrations, examples or models, and reviews key concepts as students practice. At the conclusion on 
the lesson, the teacher candidate provides closure that promotes and reinforces learning. 

 
Rating 
Indicator  

1-Unacceptable 2-Acceptable 3-Target Score 

Anticipatory 
set 

Does not provide clear 
descriptions of what the 
students will be doing, 
how they will be doing 
it, and/or why it is 
important 

Provides descriptions of 
what the students will be 
doing, how they will be 
doing it, and why it is 
important 

Clearly explains to students 
what they will be doing, 
how they will be doing it, 
and why it is important 

 

Links new 
material with 
old 

Does not attempt to link 
new material with 
previously learned 
information 

Explains briefly the link 
between new information 
and old 

Clearly links new 
information with 
previously learned material 

 

Content 
knowledge 

Some content 
knowledge or 
terminology is incorrect 

All content knowledge is 
accurate 

All content knowledge is 
accurate and teacher is able 
to teach that content 
information in a variety of 
ways to enhance student 
learning 

 

Key concepts Is unable to divide 
concepts into key parts 
to assist student learning 

Is able to divide concepts 
into key parts some of the 
time 

Always divides concepts 
into key points – critical 
components 

 

Demonstrations 
examples, or 
models 

Uses ineffective 
demonstrations, 
examples, or models 

Uses  some effective 
demonstrations, examples, 
or models to enhance 
learning 

Routinely uses effective 
demonstrations, examples 
or models to enhance 
learning 

 

Review key 
concepts 

Does not reinforce key 
concepts 

Reinforces key concepts at 
the end of the lesson 

Reviews key concepts 
throughout lesson 

 

Differentiates 
instruction 

No accommodations are 
made for different 
learning styles of for the 
needs of students 

The teacher candidate 
makes accommodations to 
address the specific needs 
of individual students 

Accommodations are made 
to address all three learning 
domains as well as specific 
needs of individual 
students 

 

Integrates 
technology 

Does not integrate any 
technology 

Integrates technology 
without relevancy. 

Integrates technology that 
enhances instruction 

 

Lesson closure Does not provide 
summary of lesson. 

Provides a summary of 
lesson 

Provides a summary of 
lesson that relates directly 
to objectives 

 

Lesson pacing Too much time (or too 
little) is devoted to key 
concepts of lesson 

Teacher candidate paces 
the lesson to meet the needs 
of nearly all of the students. 

Timing of lesson enables 
all students to maximize 
learning 
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4. Time Management and Classroom Organization.  During the lesson, the teacher candidate utilizes 

established classroom procedures, minimizes transition time, paces lesson effectively, and organizes lesson 
to maximize learning time. 

 

 

Rating 
Indicator  

1-Unacceptable 2-Acceptable 3-Target Score 

Procedural 
matters 

Excessive time is 
required for all 
procedural activities 

Procedural tasks are 
handled efficiently. 

Time required for 
procedural tasks is 
minimal 

 

Transition 
time 

Transitioning between 
activities is excessive 

Transitioning between 
activities is minimal for 
most of the lesson. 

Transitioning between 
all activities is minimal 

 

Learning time 
 

 
Lesson is disorganized 
so that student 
learning is minimal 

Lesson is organized so that 
students are actively 
learning at least 70% of the 
time  

Lesson is organized so 
that   students are 
actively learning more 
than 70% of the time 

 

On Task time 
 

Few students are on 
task. 

90% of the students are on 
task. 

All students are on 
task. 

 

 
5. Provides appropriate feedback and student interaction.  

 

           Rev. 7-2008 

Rating 
Indicator  

1-Unacceptable 2-Acceptable 3-Target Score 

Circulates  

 
Does not move around 
the teaching area 

Circulates throughout the 
teaching area, but cannot 
see every student all of the 
time 

Moves around and is able to 
see all students all of the time 

 

Specific 
feedback & 
monitors 
progress 

Provides limited 
feedback 

Provides feedback but it is 
specific only 50% of the 
time. 

Provides specific feedback to 
all students and monitors 
student progress 

 

Questioning/ 
problem 
solving skills 

 

Questioning/problem 
solving skills are not 
used in the lesson 

Some questions that 
require one-two word 
answers are posed during 
the lesson, but questions 
involving higher order 
thinking are also asked. 

Higher order questions and 
problem solving tasks are 
asked throughout the lesson 

 

Supports & 
acknowledges 
all students 

Interacts in a supportive 
manner only with 
selected students   

Interacts in a supportive 
manner with all students  

Interacts in a supportive 
manner with all students at 
all times 

 

Use of 
assessments 

Does not utilize 
assessments 

Utilizes assessments that 
are appropriate for the 
lesson and the students, but 
does not use a variety of 
assessments. 

Uses a variety of 
assessments.  All are 
appropriate for the students 
and the lesson 
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Appendix A 

Student Teaching Abroad 
Student Checklist and Timeline 

 
 
By October 1, one year before fall semester student teaching or by March 1, one 
year before spring semester student teaching: 

 Complete the required on-line Student Teaching Application, and submit recommendations 
for Student Teaching as outlined on the Office of Professional Services Web Site 
(https://www2.longwood.edu/inq5/cgi-bin/qwebcorporate.cgi?idx=K5HPHB) and submit to 
the Office of Professional Services, Hull 141.   

 Visit the Office of International Affairs to discuss the Student Teaching Abroad options and 
pick up these required forms and information:  

o Student Teaching Abroad Checklist and Timeline 
o Longwood University Study Abroad Application 
o Longwood University Faculty Commitment to Supervise Form 
o Faculty Recommendation Form 
o Health Report and Release 
o Study Abroad Scholarship Application, if you are interested in receiving a 

scholarship 
 
 
By March 1 before Fall Student Teaching; by October 1 for Spring Student 
Teaching: 

 Contact a Longwood University full-time faculty member in the Department of Education 
and Special Education or in your Arts and Sciences major program area, who is willing to 
commit to supervising your student teaching placement abroad.  This faculty member will 
not be the same supervisor assigned to you during your first placement, unless you are in a 
PreK-12 or Secondary licensure program such as Art, Music, Theater, Modern Languages, 
English, Sciences, History, Social Studies, Math, and Kinesiology.  If you are unable to 
obtain a Longwood University faculty supervisor, the Chair of the Department of Education 
and Special Education (for Liberal Studies majors) or the Department Chair in your major 
area (for PreK-12 and Secondary licensure) shall appoint a faculty member to supervise your 
student teaching abroad.   

 
 Complete the Longwood University Faculty Commitment to Supervise Form and submit to 

the Office of International Affairs along with your other required forms; the Office of 
International Affairs will submit a copy of the form to OPS. 
 

 Complete and submit to the Office of International Affairs all forms listed above, using neat, 
clear handwriting in black ink.  Make sure to obtain parents’ signatures where indicated.   
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 Apply for your passport if you do not have one; apply for your visa if your selected country 
requires it. 

 
Upon acceptance, the semester before you go abroad: 

 Purchase the required insurance card/student ID card (ISIC Card) directly online.  Currently 
the cost is $22 plus $3 shipping, and processing time is approximately 4 weeks. This card 
provides required medical insurance, including medical evacuation and repatriation.  Make a 
photocopy of the card to turn in to the Office of International Affairs.  Please see the ISIC 
website for details: http://www.myisic.com/MyISIC/GetYourCard/GetYourCard1.aspx 

o (Students going to Valencia, Spain, are exempt from the ISIC card requirement; their 
program will provide MAPFRE insurance.) 

 Use the Student International Program Deposit form to make the $250 Study Abroad 
Administration Fee payment in the Office of Cashiering, Lancaster 201A. 

 Attend the mandatory Study Abroad Orientation meetings.  Dates are announced on flyers in 
the information racks outside the Office of International Affairs. 

 
At least one month before departure (or as soon as you have it): 

 Turn in the following to the Office of Professional Services AND to the Office of 
International Affairs: 

o Flight Arrangements form 
o Photocopy of your ISIC card 
o Photocopy of your passport, (and visa if applicable) 
o Your detailed contact information abroad, including phone and e-mail (you may use 

your Longwood e-mail) 
o Confirmation or printout confirming your registration at the US Department of State 

Registration website (print before submitting):  
https://travelregistration.state.gov/ibrs/home.asp 

 
While abroad: 

 Stay in touch with the Office of Professional Services AND the Office of International 
Affairs AND your university supervisor; notify all of these parties if your contact 
information or flight information changes.   
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Appendix B 
 

 

 
Student Teaching Abroad 

Longwood University Faculty Commitment to Supervise Form 
 

 
 

I, __________________________, agree to supervise  
  (faculty supervisor’s name) 
 
_________________________ during his/her student teaching 
 (student’s name) 
 
abroad in _____________________________. 
     (country) 

 
 

The student teaching placement abroad will begin on  
 
_______________________ and end on _____________________. 
 (date)       (date) 

 
 

Name of Supervisor ______________________________________  
    (please print) 

 
Department_____________________________________________ 

 
Supervisor’s Telephone #_______________Alternative telephone #_____________ 

 
Supervisor’s Email _________________ Alternative Email____________________ 

 
 

Supervisor’s Signature___________________________ Date________________ 
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Appendix C 
 

Standard Daily Lesson Plan  
 

Date_____________Teacher_________________________________________ 
 
 
Subject____________Grade_______Standard of Learning_________________ 
 
 
GENERAL OBJECTIVE(S): 
Introduction (anticipatory set, focus, relate to previous learning): 
 
 
SPECIFIC OBJECTIVE(S):                                        PROCEDURE(S): 
The student will. . . . .                                                  The teacher will. . . . . 
 
 
 
 
Closing: 
 
Evaluation: 
 
Materials: 
 
Technology: 
 
Assignments: 
 
Extenders: 
 
Provisions for Individual Differences: 
 
 
 
The student teacher needs to self-critique each lesson AFTER it is taught. 
Perceived Problem                                                        Possible Correction 
1.                                                                                   1. 
2.                                                                                   2. 
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Appendix D 
 

Daily Lesson Plan for Special Education  
 
 
Name__________________ Teacher___________________ Date___________ 
Standard of Learning _______________________________________________ 
Age/GradeLevel_____________________Subject________________________ 
 
 
• IEP Goal(s): 
 
 
• Lesson Objective(s): 
 
 
• Materials and Advance Preparation for Lesson: 
 
 
• Opening: 
 
 
• Demonstration/Modeling: 
 
 
• Guided Practice: 
 
 
• Closing/Independent Practice/Enrichment: 
 
 
• Evaluation of Student Performance: 
 
 
• Self-Reflection on Your Performance: 
 
 
• What went well and why?                                       
 
• What would you change and how? 




