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Master of Arts in Teaching
Fast Track to Teaching

INTRODUCTION

The purpose of this handbook is to provide an overview of the structure of
College of Saint Mary master of Arts in Teaching/Fast Track to Teaching
Program. General information and specific requirements are included to assist
students in planning and directing their individual journeys toward degrees and
careers. Course requirements are available on check sheets and are provided
by advisors for individual programs. Education Department faculty is ready to
counsel students at any time.

WELCOME

Welcome to the College of Saint Mary Education Department. The faculty, with
cooperation of partner schools and other education agencies, prepares
individuals as leaders, practitioners and scholars in education. Students are
being prepared to teach in a future that is unknown because of rapid changes,
advancements and innovations taking place in society and technology. We are
dedicated to instruction that provides students with the knowledge, strategies,
skills and dispositions that will prepare them to be teachers and learners, able to
meet the needs of all students in the twenty-first century.

Merryellen Towey Schulz, PhD.
Education Program Director
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COLLEGE OF SAINT MARY
MISSION STATEMENT

Committed to the works, values and aspirations of the Sisters of
Mercy, College of Saint Mary is a Catholic college dedicated to
the education of women in an environment that calls forth
potential and fosters leadership.

h

This mission inspires us to:

Academic excellence, scholarship, and lifelongnesy
Regard for the dignity of each person

Attention to the development of mind, body, andtspi
Compassionate service to others

The College of Saint Mary Education Department supports the mission in our position
statements.

POSITION STATEMENTS
COLLEGE OF SAINT MARY EDUCATION DEPARTMENT

We are committed to a college atmosphere that promotes the mission of College
of Saint Mary for all students, and although a Catholic heritage is evident, our
education programs follow affirmative action guidelines and are extended to
people of all races, religions, cultures, ages, and handicapping conditions.

We accept the challenge of providing education programs that emphasize the
acquisition of knowledge skills, values, and attitudes that will motivate and inspire
students to examine, clarify, make choices, and communicate their knowledge,
skills, values, and attitudes.



We are committed to instruction and interactions which provide opportunities for
students and faculty to question, clarify, and communicate principles and
concepts in knowledge areas, skills, values, and attitudes in a non-threatening
and productive environment.

We believe our students must value inclusiveness and strive for responsible
decision making and concern for others regardless of racial, cultural, religious,
ethnic, handicapping, age, or gender differences.

We affirm that faculty, staff, and students should be actively involved in planning,
implementing, assessing, and improving College of Saint Mary programs in
education in order for these programs to serve student who will effectively teach
in the 21° Century.

£

LEADERS IN
EDUCATION

THEORETICAL AND PROFESSIONAL
PHILOSOPHICAL APPLICATION OF SKILLS CHARACTERISTICS,

KNOW LEDGE AND ATTITUDES DISPOSITIONS AND
VALUES

DEVELOPMENT OF MIND, BODY SPIRIT

SERVICE TO OTHERS

PEDAGOGIC AL STUDIES/APPLIED EXPERIENCES

CORE CURRICULUM/LIBERAL ARTS

COLLEGE OF SAINT MARY




ACCREDITATION AND CERTIFICATION

Academic programs at College of Saint Mary are accredited by The Higher Learning
Commission. The teacher education programs are reviewed and accredited by the Nebraska
State Department of Education.

Fast Track students seeking a Master of Arts in Teaching must have completed a bachelor’s
degree in a teaching field or subject and the specific requirements established by the College of
Saint Mary Teacher Education department. The Program prepares teachers for Nebraska
certification in the following fields or subjects:

Secondary Level Grades 7 -12
Must prepare for one field or subject

Basic Business Mathematics
Biology Natural Science
Chemistry Reading

English Spanish Education
Language Arts Social Science

Middle Level Grades 4 -9
Must prepare for two areas of specialization (24 credit hours each)

Art Social Science
Business Education Special Education Mild/Moderate K-9
Language Arts Foreign Language
Mathematics Health & Physical Education
Natural Science
K-12 Endorsements Supplementary Endorsements
Art Information Technology K-12
Physical Education ESL K-12
Religion



ADMISSION TO THE
MASTER OF ARTS IN TEACHING/FAST TRACK TO TEACHING
PROGRAM

Criteria for candidacy are:

4.
5.
6. Two letters of reference from those familiar with your work.

7.
8.

1. Bachelor’'s Degree in a teaching area for which CSM has a program.
2.
3. Completion of felony/misdemeanor and emotional or mental capacity statement.

Successful completion of practicum experiences.

see Appendix)

Minimum passing scores on Praxis Series Assessment must be completed prior
to beginning second semester of course work.

Minimum grade point average of 2.50

(CSM provides a reference form with the graduate application.)
Resume
Understanding of motivation and skills necessary for independent study.

The Fast Track program is an accelerated course of study that employs a
hybrid delivery model that includes face-to-face instruction and requires

intense online and independent study work.

Attendance Policy

To be successful in this accelerated program students must be present and on time for
all class meetings and patrticipate in all learning activities. We compensate for the fewer
in-class hours by requiring mandatory attendance for all Saturday classes. There is no
provision for partial attendance. Therefore, you must have a plan and a backup plan for
work, childcare, etc. The only exception to this policy is a verifiable emergency, in which
case, the instructor may decide to arrange special assignments for makeup work that
will allow the student to earn one letter grade lower than s/he would have earned with
full attendance.



DISPOSITIONAL BEHAVIORS
THAT SUPPORT EFFECTIVE TEACHING

Definition of Disposition
Natural mental or emotional outlook or mood; characteristic attitude.
Disposition is the natural or prevailing aspect of one’s mind as shown in

behavior and in relationships with others.
Webster's New Universal Unabridged Dictionary, 1996, p. 568

Teachers have complex relationships with students, parents, colleagues, administrators
and the community. The Education Department is obligated to educate teachers who
are prepared in every way to meet professional responsibilities to all these groups.
Therefore, in addition to the requirements stated for admission to the Teacher
Education Program, your performance will be guided by the following criteria.

Dispositional behaviors provide evidence of:
- intrinsic motivation, initiative and passion for learning

self-regulation in personal and professional interactions and responsibilities
healthy helping relationships with children and/or youth
effort to understand and appreciate various dimensions of human diversity
creativity and/or divergent thinking
preparedness as illustrated by organization and planning, goal setting, time
management, follow-through, and regular as well as punctual attendance
engagement in and promotion of positive social interaction
effective and professional communication
collegiality in classroom interactions, committee work, cooperative groups and
field experiences
honesty and integrity in personal and professional communication
altruistic desire to recognize and encourage and/or facilitate growth in others
capacity for reflection and self improvement
engagement in professional organizations and conferences
professional appearance in field experiences*

Evidence supporting the presence of these dispositi ons should be found in:
Recommendations of faculty members;
Supervisor/instructor evaluations from field experiences;
A possible interview with the Education Program Director and/or the Education
Committee.

*Casual business attire: slacks (no jeans or low-rise apparel ), skirt (hot more than 3
inches above knee), blouse or loose fitting T-shirt with midriff and cleavage covered.



PRAXIS SERIES ASSESSMENTS

In accordance with Nebraska law, education students must take the Praxis Series
Assessments, known as the Pre Professional Skills Test (PPST). Students take this
test at Sylvan Learning Center, UNO, or other colleges. Students may pick up leaflets
in the Education Department Office or see the ETS site (below) to identify dates when
the tests are offered and must register for the tests at least five weeks in advance and
pay the fees at the time of registration.

The two most common sites for PPST testing are UNO and Sylvan Learning Center.
UNO offers a pencil/paper test at the same time as other students. Sylvan offers CBT,
or Computer Based Testing, testing completed on computers. A student can make an
individual appointment by calling one of the centers listed below. There is a cost
difference between UNO and Sylvan.

Sylvan Learning Center 2730 S 140th St 334-9449

For a description of the tests, please see the ETS website http://www.ets.org/ .

Minimum passing scores established by the state of Nebraska are:
170 in reading
171 in mathematics
172 in writing

These requirements must be completed before students are accepted into teacher
education programs at College of Saint Mary or any other college in Nebraska. You
must pass these tests prior to registration for the second term in the program.
Transfer students and students who have a degree and are enrolling only for
certification must take the Praxis assessment during the first semester of enroliment.

PRAXIS Test preparation materials are available in the CSM library. It is highly
recommended that students take advantage of these resources to prepare for the tests.
The Achievement Center has practice books available for students to check out and
provides assistance to students preparing to take the tests.

Accommodations: Students with disabilities may request test-taking accommodations.
Since requests for accommodations must be approved through ETS, eligible students
should begin this process one semester prior to scheduling the test. For more
information see the ETS website or the Praxis Registration booklet.



REMEDIATION

Several options are provided for students needing remediation or counseling:
academic advising,
course repetition,
independent study,
tutoring,
counseling,
and Achievement Center services.

The Achievement Center provides the following services:
Basic skills instruction in writing and math.
Study skills instruction on such topics as reading comprehension, concentration,
note taking, test-taking skills, and anxiety reduction.
Tutoring and instructional support for content areas.

EXCEPTIONS

The standards and policies in this handbook have been established to ensure a quality
teacher certification program and to provide an orderly framework within which the
outcomes of the program can be efficiently and effectively addressed. Exceptions to
policies may at times better serve the needs of students in light of individual
circumstances. Students wishing an exception to policy should submit a written request
to the Teacher Education Committee citing the nature of the exceptions and detailed
reasons why the exception(s) should be granted.

TEACHER EDUCATION COMMITTEE

The Teacher Education Committee consists of faculty members who monitor teacher
education programs and govern the admission and retention of policies for students
within the Education Program. The membership of the committee consists of all faculty
members in the education department and faculty members representing areas that
provide programs resulting in certification. This committee meets twice a year to review
student teacher applications and applications for admission into teacher education.
Regular meetings are scheduled to address other actions or concerns.
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SEAN

The Student Education Association of Nebraska (SEAN) is a pre-professional
organization for education students. SEAN is an affiliate of the National Education
Association and the Nebraska State Education Association. The purposes of the
association are:

To assist prospective educators in understanding the education profession
To provide a unified student voice for members in professional matters

To influence the preparation of prospective educators

To enhance the interests and welfare of students preparing for careers in
education

To promote and protect human and civil rights

To simulate the highest ideals of professional ethics, standards and attitudes.

Members of SEAN at College of Saint Mary gain additional knowledge about their
chosen profession. They receive professional publications and meet to discuss issues
that affect their profession. SEAN members demonstrate campus leadership and
support varied projects including service projects. They have received awards of
excellence from the Nebraska State Education Association. Members receive liability
insurance as part of their membership package. They also enjoy social activities
and interactions.

LIABILITY INSURANCE

Any student participating in an on or off campus field experience, practicum, or lab must
have professional liability insurance. SEAN membership includes this insurance.
Students must show proof of current SEAN membership or coverage by another
insurance carrier.

PRE-STUDENT TEACHING EXPERIENCES

Direct experiences with learners are required in teaching methods courses within the
MAT/Fast Track program. Each student requesting a student teaching placement must
have completed at least 100 hours in pre-student teaching experiences in assigned high
schools and middle schools in curricular areas in which they will be certified. These
experiences are required and provided within course structures that meet student
teaching requirements. College faculty will help with placement and scheduling of these
activities.

Students are required to complete four focused observations within the 100-hour
experience. The forms for the observations are located on the Fast Track/MAT web site
at http://education.csm.edu/fasttrack/obsev.htm

11



Complete a portfolio including hours log, evaluations, focused observations and
evidence of practicum experiences. When completed, submit your practicum portfolio
to Dr. Schulz or Mrs. Lenz. See Appendix

DIGITAL PORTFOLIO

What is a digital portfolio?
A portfolio is a collection of artifacts that demonstrate an individual's professional
accomplishments and intentions.

The portfolio can be used as an authentic assessment tool or an employment
tool.

An effective portfolio includes reflection and notation regarding the selection of
items contained within.

A digital portfolio consists of the same elements as any portfolio, but collects
them on a Web Site.

What do | include in my Electronic Teaching and Lea  rning Portfolio?
Philosophy of Teaching
Resume
Evidence of Student Learning
Evidence of Teacher Learning
Lesson Plans
Scholarly Work (your HPT paper!)
Student Work (collected from field work experiences)
Technology Projects
Awards & Honors
Plans for the Future

Below is a list of projects recommended for inclusion in your digital portfolio, which will
be reviewed and evaluated upon application to Student Teaching? Inclusion of the
suggested work will provide evidence of your growth as an educator and scholar. A
reflection of your learning and that of your students, where appropriate, should be
included. Photos and/or video clips of practicum teaching experiences and service
learning projects will provide further evidence of your progress. During Student
Teaching Seminar you will convert your portfolio to an employment portfolio.

Suggested projects for inclusion in portfolio

EDU 501 All Projects on Web Site EDU 551 Lesson Plans
EDU 512 Position Paper, Reflections on EDU 560 Lesson plans, video clips of your
Observations teaching
EDU 575 Reflections
EDU 552 Lesson Plans
EDU 527 Research Paper, Philosophy of Teaching ENG 562 Literature Unit
SPE 501 Research Project

12




STUDENT TEACHING

Calendar and Schedule

Student teachers from College of Saint Mary teach full days, 16-20 weeks, depending on area
of endorsement. This is in compliance with Rule 20 of Nebraska law, which requires a minimum
of 10 weeks for two fields or 16 weeks for one. Student teachers teach in specific areas where
they will be endorsed. Placements are arranged by the Education Department and cooperating
school districts.

Students follow the calendar and schedule of the placement school during student teaching
experiences. This includes times of arrival and departure, lunch, study hall, and/or playground
duties, parent conferences, faculty meetings, in-services and other activities that teachers are
expected to attend.

TEACHER CERTIFICATION

Complete online application form during EDU 595, Student Teaching Seminar.
Print two copies of the complete form and submit online form.

Write a check to the Nebraska Department of Education for fees, attach to the
application and mail to the Nebraska Department of Education.

Arrange with the Registrar’'s Office  for a final official transcript to be sent to the
Chair of Education Department to accompany application and fees.

Certification cannot be granted until the transcrip tis filed.

The Chair of the Education Department has responsibility in reporting specific
information, such as Praxis Series Assessment scores and completion of the
Institutional Verification Form.

The Nebraska Department of Education website has information available:
http://www.nde.state.ne.us/tcert.ntmi

CERTIFICATION IN OTHER STATES

Although the educational programs at College of Saint Mary and certification
requirements are generally accepted for certification by other states. You are
responsible for investigating certification requirements in states, other than Nebraska, in
which you are seeking certification. Assistance is available from the College of Saint
Mary Teacher Education Department.

13
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Master of Arts in Teaching/Fast Track to Teaching

PREREQUISITES:

Bachelor's Degree in a subject area that can be taught at the Accomplished Informed

secondary or middle school level

Grade point: 2.50

Pass Praxis | Test

Legal Clearance

Resume

Two letters of reference

Understanding of motivation and skills necessary for independent

study

COURSE WORK
Credit

Date IHE Call No. Course* Hours
EDU 520a | Human Growth and Development 3
SPE 501a Introduction to Special Education 3
EDU 501a | Technology in the Classroom 3
EDU 540a | Guidance and Classroom Management 3
EDU 512a | Educational Psychology and Measurement 3
EDU 551a | Teaching Reading: Middle and Secondary 3
ENG 562a | Literature for Young Adults for Teachers 3
EDU 560a | Teaching Middle School and Secondary Students 3
EDU 527a | History, Philosophy and Trends in Education 3
EDU 575a | Human Relations 3
EDU 552a | Teaching Language Arts (Middle Level Only) 3
EDU 595a | Student Teaching Seminar 2
EDU 572a | Student Teaching 10

100 Practicum Hours (arranged individually)
*Course work depends on area of certification.
Hours Completed Hours Needed

Secondary Major

Middle School Area 1
(24 Credit Hours)

Middle School Area 2
(24 Credit Hours) 4-9

ESL K-12

Additional course work required:




STUDENT OUTCOMES (Correlated to INTASC)

The student outcomes for the Education Department of College of Saint Mary are
consistent with the mission of the university and with the knowledge, applications, and
values representative within the basic structure of our education program. The
outcomes represent a hierarchy that builds on the foundation of knowledge.

KNOWLEDGE BASED ON THEORY AND RESEARCH
Given knowledge based on theory and research, students will:

1.1 Know characteristics of learners

1.2 Identify developmental levels of learners

1.3 Recognize learning theories, varied levels of thinking, questioning, and problem solving strategies
14 Know curricular content

15 Evidence a comprehensive knowledge of variances

varied students
varied cultures
gender differences
1.60  Know components of effective instruction and planning

1.62 Identify communication technologies — AV and computer

1.7 Identify assessment and evaluation procedures and strategies

1.8 Identify philosophical issues, education policies, and codes of ethics for teachers

1.9 Recognize communication techniques and intrapersonal, interpersonal, and inter-group relations
PLANNING

Given written assignments and/or instructional settings, students will:

2.1 Select curricula (1.4) based on needs of learners (1.1 and 1.2)

2.2 Design developmentally appropriate (1.2) learning tasks (1.3)

2.3 Create effective plans (1.6) for curricular development (1.4) that present student outcomes
daily lesson plans
unit plans
long range plans and goal setting

2.4 Generate effective plans (1.6) for managing student behaviors (1.1, 1.5)

2.5 Identify and select actives (1.9) that require higher levels of thinking and problem solving (1.3)

2.6 Identify effective procedures for evaluating (1.7) learning (1.3)

15



IMPLEMENTING
Given interaction in classroom and clinics, students will:

3.1

3.2

3.3

3.4

3.51

3.52

3.6

3.7
3.8

3.91

3.92

Present curricular content (1.4) in a comprehensible and organized manner (2.1)

Present sequential learning experiences (2.3) following steps that enhance learner involvement
(1.2, 1.6, 2.2)

Direct learning experiences (2.2, 2.3) consistent with stated objectives (1.6)
Adapt instruction (2.2) to varied learners (1.1, 1.5)
Provide productive information (1.4) to students’ questions (1.3)

Require learners (1.1, 1.5) to respond to questions of varied levels and reflect on thoughts and
ideas (1.3, 2.5)

Require learners to implement problem solving strategies (2.5)

Provide instruction (2.3) to individual students (1.2, 1.5) which enhances expectations (1.3)
Monitor (1.7) and evaluate students’ (2.6) learning

Provide effective guided practice (1.4, 2.1, 2.3)

Provide effective independent practice (1.1, 1.4, 2.1, 2.3)

MANAGING CLASSROOMS
Given classroom interactions and clinics, students will:

4.1

4.2

4.3

4.4

4.5

Organize (3.2) and manage (3.4) classrooms or learning environments to optimize engaged time
(2.4,3.91, 3.92)

Organize and manage learning groups (1.9, 2.4, 3.4)
Respond productively to student behaviors (1.1, 1.5, 1.9)
use effective praise (1.3)
promote self-direction

Affirm and support (1.3) students in learning efforts (1.9)

Respond productively to overlapping events (1.6)

ASSESSMENT AND EVALUATION
Given learner interactions and learning progress, students will:

5.1

5.2

5.3

5.4

Collect and analyze student data (1.7, 3.8)
Employ a variety of evaluative techniques related to instructional objectives (1.7, 3.8)

Implement varied observational and assessment procedures unrelated to curriculum (1.1, 1.3,
1.7, 2.6)

Implement effective feedback to inform learners and parents of progress (1.8, 1.9, 3.8, 4.4)

short term
long term

16



COMMUNICATION
Given classroom interactions, clinics, and learning environments, students will;

6.1

6.2

6.3

6.4

Communicate structure of knowledge and purposes of learning to students (1.3, 1.4)
Actively listen to students’ concerns and needs (1.9)

Demonstrate effective written and oral communication
vocabulary
grammar
language patterns

Exhibit effective strategies of communication with students, parents, and peer/teacher
relationships (1.9, 3.51, 3.52)

PROFESSIONALISM
Given knowledge of values and codes of ethics of teachers, students will:

7.1
7.2

7.3

7.4

7.5

Exhibit interest in self-improvement (1.8)
Demonstrate responsibility in attendance and punctuality (1.8)

Display interest by attending professional meetings and responding to professional opportunities

Exhibit a commitment to ethics of teaching profession (1.8, 1.9)
confidentiality
relationship with peers
adherence to laws
maintaining contractual agreements
evidencing respect

Respond to suggestions and constructive criticism in a professional manner (1.8, 1.9)

17
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ADMISSION TO STUDENT TEACHING

Student Teacher Application is due: October 1 for S pring Term, February 1 for

Fall Term.

Students may apply for student teaching experiences after they have met the following
criteria:

Completion of Student Teaching Application with verification of no
felony/misdemeanor convictions and evidence of emotional or mental capacity.
http://education.csm.edu/Forms/forms.htm

Demonstrate professionalism.

Positive evaluation of student webfolio.

Confirmation of minimum passing scores on Praxis Series Assessments.
Successful completion of all professional courses in skills and methodology.
Completion of 100 hours in preservice teaching and/or observational
experiences.

Minimum grade point average of 2.5

Academic department approval in teaching fields (7 — 12 or K — 12).
Recommendation of candidate’s advisor and another faculty member on the
Teacher Education Committee.

Proof of liability insurance.

Background Check

Most school districts require that student teachers submit to a formal background check
and a Nebraska Child Protective Services check prior to student teaching. Because of
this, we have arranged with One Source: The Background Check Company to perform
this service for you. The fee for this service is $25.00. The arrangement we have made
with One Source allows only you and CSM Teacher Education Department personnel to
see your report. We will then provide information to the districts confirming your legal
status to student teach.

To complete your Background Check online, please go to the following web
site:http://www.onesourcebackground.com/ . Click on Student Teacher Login and then
the site for College of Saint Mary. There you will find more detailed instructions.

To complete the Child Protective Services Release document, please find the PDF link
on the site. The Nebraska CPS form needs to be printed, filled out, and signed

before returning it to the CSM Faculty Secretary. The process is to be completed within
90 days of the beginning of student teaching.

20



STUDENT TEACHER GUIDELINES

Calendar and Schedule

Student teachers from College of Saint Mary teach full days, 16-20 weeks, depending
on area of endorsement. This is in compliance with Rule 20 of Nebraska law, which
requires a minimum of 10 weeks for two fields or 16 weeks for one. All student teachers
teach in fields or subjects for which they will be endorsed. Most Fast Track students are
placed in a single school for 16 weeks. MAT/Fast Track students seeking both middle
and secondary endorsements are placed in one school for 20 weeks.

Students follow the calendar and schedule of the placements  chool during student
teaching experiences. This includes times of arrival and departure, lunch, study hall,
and/or playground duties, parent conferences, faculty meetings, in-services and other
activities that teachers are expected to attend.

Expected Outcomes For Student Teaching

Student teaching is the culminating experience of preservice professional education. In
a carefully planned environment, students demonstrate knowledge, skills, and attitudes
developed in the pre-service education program. Student teaching is a time to learn
and grow from experiences that will enable the student to transcend from student to
teaching professional.
- The primary responsibilities of cooperating teachers are their students. Student
teachers need to understand the implications of these obligations.

Cooperating teachers are in legal control of the class and are legally responsible
for the activities and students. Student teachers should not assume authority
that has not been assigned by the cooperating teacher.

All student records are confidential.

Student teachers need to devote themselves totally to the responsibilities of
student teaching without the burdens of excessive additional or outside jobs.

Few college supervisors, cooperating teachers, or principals will agree on what
student teaching experiences should include. All student teaching experiences
are not the same.

Student teaching should be a meaningful experience for everyone. Cooperating
teachers and student teachers will grow together.

21



Responsibilities of Student Teachers
Planning
- Prepare adequate lesson plans in advance of teaching. Submit to cooperating
teachers, building principals and/or college supervisors as required early enough
to permit evaluation, suggestions, and additions and deletions.

Follow class schedules and daily programs as suggested by cooperating
teachers.

Perform necessary tasks for classroom, such as roll taking, attendance records,
preparing bulletin boards, room arrangements, securing equipment, and planning
and developing teaching materials.

Discuss and coordinate decisions of materials, methods, and classroom
management with cooperating teachers.

Instruction
Present curricular content in a comprehensible and organized manner.

Identify curricular content presented within the school term in each of the
curricular areas presented by cooperating teachers.

Direct learning experiences consistent with stated objectives.

Present sequential learning experiences following steps that enhance learner
involvement.

Adapt instruction to varied learners.

Provide productive information to students’ questions; present multi-level
guestions; and encourage varied levels of involvement and thinking.

Require learners to implement problem solving strategies.

Provide guided and independent practice.

Provide closure enabling students to draw conclusions and make connections.
Consult with cooperating teachers and present acceptable techniques of

classroom management that encourage student independence, self-control, and
secure and safe environments.

22



Evaluation
Use sources of information, school records, and effective observation to become
informed on varied aspects of the learners from whom you are responsible.

Evaluate student development through daily observation, conferences, and other
appropriate methods of assessment.

Employ a variety of evaluative techniques related to instructional objectives and
varied observational and assessment procedures unrelated to curriculum.

Implement effective feedback to inform learners and parents of short term and
long term progress.

Refer all parental requests for pupil data and evaluation to cooperating teachers.

Identify and use information on all forms, records, and reports available in
cooperating schools.

School and Community
Assume duties related to playground, study hall, lunchroom, and library as
assigned by cooperating teachers.

Utilize library services, physical facilities and other resources available within the
school or school system, such as audio-visual materials, technology equipment,
professional libraries, and community resources related to student teaching
assignments.

Attend faculty meetings and other professional meetings conducted by
cooperating schools or recommended by cooperating teachers.

Participate in school functions including clubs, plays, dances, parent meetings,
and open house programs and actively support community functions. Provide
supervision and participation in planning whenever possible.

Personal Development
Observe standards of conduct as determined by professional ethics.

Observe rules and regulations as determined by cooperating teachers and
cooperating schools.

Meet assignments and attend school activities unless prevented by illness.

Follow standards for reporting absences to cooperating teachers and College of
Saint Mary supervisors.

23



Dress and perform in a manner appropriate for teachers. Models reflected in
cooperating school faculty will provide standards.

Investigate and secure liability insurance. This may be acquired through the
Student Education Association (SEAN) at College of Saint Mary.

A request from a cooperating school for removal of a student teacher can result
in expulsion from the Teacher Education Program and College of Saint Mary.

Responsibilities of Cooperating Teachers

Selection

Cooperating teachers are experienced teachers who are certified and experienced in
the areas they are teaching. They have been selected because of their teaching
excellence, demonstrated strengths, and willingness to mentor preservice teachers.
Cooperating teachers are selected according to the guidelines of the Nebraska
Department of Education.

General Responsibilities
- Schedule a conference as early as possible in order to clarify expectations and
roles of student teacher in the classroom. Emphasize curricular development
and classroom management.

Inform student teachers of rules and regulations applicable to students and
teachers in school.

Plan progression of involvement with student teachers. Student teachers should
move from limited involvement to extensive involvement during their placements.
Responsibilities should gradually be increased. This progression should be
related to the characteristics and developmental levels that student teachers
present.

Student teachers need nurturing and warm understanding and should feel
wanted and accepted by cooperating teachers.

Orientation
Provide student teachers with information regarding school facilities and rules,
regulations, and policies of the school. Provide student teachers with a copy of
the school handbook.
Introduce student teachers to faculty members and other school personnel.

Provide student teachers with a work space that will be available to them during
the duration of student teaching and preferably belonging to them.
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Introduce student teachers to students as teachers and emphasize the role of
responsibility and authority students teachers will have.

Provide student teachers with an overview of the structure of the curriculum,
overall schedules, and any special characteristics that will affect their success.

Communication

Schedule and facilitate conferences with student teachers as early as
possible.

Provide periodic conferencing related to planning, scheduling, and varied
relationships, such as students, faculty, parents, resource personnel and
responsibilities and progress.

Clarify time lines and responsibilities related to planning, organizing content
and material, and evaluating.

Planning and Programming

Modeli

Provide student teachers with opportunities to observe instructional practices that
are appropriate to their needs.

Guide student teachers’ initial preparation of lesson plans, selection of materials
and implementation of instructional activities.

Provide student teachers with gradual induction into all facets of classroom
instruction and activities. Student teachers should be able to provide instruction
in all areas before culminating these experiences.

Advise student teachers well in advance when responsibilities for instruction are
expected.

ng
Demonstrate effective instructional techniques and classroom management
strategies.

Demonstrate professional attitudes in contacts with students and parents and in
school and community.

Provide leadership in understanding of ethics within the teaching profession.

Evaluating

Evaluating should be an ongoing process by student teachers, cooperating
teachers, and college supervisors. (See Classroom Observation Checklist.)
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Student teacher performance should be consistently evaluated. Make
suggestions and provide concrete feedback throughout the placement.

Remain in the classroom as necessary to evaluate and ensure adequate
supervision of student teachers.

Provide evaluative conferences when cooperating teachers and student teachers
are free from classroom responsibilities.

Discuss written evaluations with student teachers and provide college
supervisor with written assessments.

Inform college supervisors immediately of any serious problems or potential
problems.

Provide structure that will enable student teachers to self evaluate, develop their
own characteristics, and monitor their own progress.

Responsibilities of Coordinating School Principal a nd School District
Administration
Sign agreement for student teachers and assist in the selection of cooperating
teachers. (See Student Teaching Agreement on next page.)

Invite student teachers to faculty meetings and school functions.

Provide appropriate experiences for cooperating teachers and administrators
through conferences, courses, and specifically planned activities.

Assist in the orientation of student teachers to personnel, services, and facilities.

Create positive environments related to placement and monitoring of student
teachers.

Responsibilities of College and College Supervisors

Organization

» Provide a liaison between the university and coordinating schools.

» Provide coordinating schools with appropriate data on student teachers.

» Coordinate information regarding expectations for schools and with cooperating
teachers through conferences, visitations, and materials such as the student
teacher handbook.

» Designate credit and grading procedures for student teachers.

* Provide weekly student teaching seminars

Supervision
» Provide consultation to student teachers regarding all facets of student teaching.

® Make regular visitations to coordinating schools to observe student teachers.
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Provide conferences with student teachers as soon as possible related to the school
visitation
Coordinate written evaluations of student teachers

Assist in reassignments of student teachers if necessary
Practice professional ethics in relationships with coordinating schools
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College of Saint Mary

Student Teacher Observation

Name: Date:

Lesson: Plan

Teaching Strategies Observed:

Instructional Skills:

Management Skills:

Communication Skills:

Strengths

Questions/Suggestions

Comments:

Observer Signature

Student Signature
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Student Teaching Agreement

An agreement between College of Saint Mary and

with regard to placement, supervision and evaluation of student teachers

Student Teaching Requirements:
Endorsement Levels

Pre K-3
Elementary K-6
Middle School 4-9

Special Education
(Pre K-3, K-9 and/or 7-12)

Secondary 7-12

K-12 Art

Requirements

16-20 weeks of full day student
teaching. (Students divide the time
between a Pre K-primary and a middle
level placement level.)

10 weeks of full day student teaching
with experience at the K-9 and/or 7-12
grade levels.

16-20 weeks of full day student
teaching with 10 weeks in each field for
which endorsement is desired.

16 weeks of full day student teaching
with some experiences at both the
elementary and secondary levels. (This
may be half-day at each level for 20
weeks or 10 weeks of full-day at each
level.

Schools
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Title 92 — Nebraska Department of Education
Chapter 20 — Approval of Teacher Education Programs

005.11 Student Teaching. Each institution shall have a student teaching program which
meets the following requirements:

005.11A The institution shall have a clear statement of policies and procedures
relating to student teaching which shall be provided in written form, together with
the Standards for Professional Practices Criteria in 92 NAC 27, to all persons
involved in the student teaching program.

005.11B All student teaching shall be conducted in Nebraska schools that are
approved or accredited by the Department or out-of-state schools approved by
another state education agency or in similarly constituted English-speaking
schools in another nation. Non-public schools, in states or nations where a state
or national approval/accreditation process exists, which do not meet that
standard, do not fit this definition.

005.11C The institution shall negotiate written agreements delineating the roles
and responsibilities of student teachers, college supervisors, and the cooperating
school and teachers.

005.11D The institution shall require student teaching experience full-day for one
semester (at least 14 weeks) or a minimum of ten weeks full-day for each of two
field endorsements.

005.11E The institution shall ensure that a minimum of five onsite visits by
college supervisory staff shall be conducted during the student teaching.

005.11F Cooperating teachers employed by K-12 schools and other field based
supervisors shall have a minimum of three years experience in the areas they are
supervising and hold either a teaching or administrative certificate for the
areas/levels they are teaching or supervising.
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Nebraska Department NDE 20-014
of Education Revised 2/99
Teacher Certification

P.O. Box 94987

Lincoln, NE 68509- CRIMINAL CHARGES OR CONVICTIONS
i?gne; (402) 471-0739 SELF-REPORTING FORM

Fax: (402) 471-9735
COMPLETE A SEPARATE FORM FOR EACH CHARGE OR CONVICTION. YOU MAY PHOTOCOPY
THIS FORM. IF NO CONVICTIONS, WRITE CLEARLY “NO CONVICTIONS” ON THE LINE
FOLLOWING “CONVICTED OF”

SIGN AT THE BOTTOM OF THIS FORM
Please Print
Name: Social Security Number:

Convicted of:

Date of offense:

Court of Jurisdiction:

Plea and conditions of probation, if any:

Details of the incident:

You may attach any further explanation of the incident.

YOU MUST ATTACH A COPY OF YOUR COURT RECORD(S) RELATED TO TH IS
CONVICTION. IF COURT RECORDS ARE NO LONGER AVAILAB LE, CONTACT
THE OFFICE OF CERTIFICATION COUNSEL, NEBRASKA DEPAR TMENT OF
EDUCATION FOR FURTHER INSTRUCTIONS.

| declare under penalty of perjury that the foregoing, including any attachment, is true
and correct. | hereby authorize the above listed courts and law enforcement agencies to
release any information concerning me to the Nebraska Department

of Education.

Signature: Date:
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Fast Track to Teaching/Master of Arts in Teaching
Practicum Portfolio Guidelines

The purpose of the practicum portfolio is to document your attainment of the skills required by the
Teacher Education Program Standards. When complete, the portfolio will demonstrate your knowledge
of content and child development, planning and teaching skills, and dispositions that have been identified
by the teaching profession as necessary to becoming a competent teacher.

(See Program outcomes http://education.csm.edu/program/#Education%20Student%200utcomes )

Guidelines for Planning and Developing the Portfoli o:

Your portfolio is a systematic, meaningful and relevant collection of work representing your
development over a designated period of time (minimum of 100 classroom hours).

Items included in portfolios are relevant to meeting program goals and objectives.

Your portfolio may include input from instructors, professional colleagues and cooperating
teachers.

The portfolio reflects actual learning activities and accomplishments by your and your
students.

Items included may be submitted in a variety of media and formats, including references to
electronic sources and products.

Self-assessment and reflection are essential components.

Recommended Format for Professional/Program Portfol io:

Front Matter
O Title page
0 Table of contents
O Introduction
List all endorsements you are seeking
List all schools and cooperating teachers involved in practicum experience.

Collect And Organize All Portfolio Materials To Inc  lude At Least The Following Section Headings:

Hours logs

Evaluations (forms http://education.csm.edu/Forms/forms.htm )

Four Focused Observations (instruments @ http://education.csm.edu/fasttrack/obsev.htm )
Your work:

Lesson plans created and/or taught by you (include any you teach or that are
provided by the cooperating teacher), including handouts, assessments and
reflections.

Unit plans, including handouts, assessments and reflections.

Your students’ work:
Papers, projects, tests, quizzes, assessments

Reflections on your work and experiences

Other Appropriate Artifacts of Your Experience:

Reflections on any meetings or conference your are able to attend with your cooperating
teacher

Communications between you and colleagues, administrators, students or parents
Technology you use in the practicum

Grade sheets, checklists, simulations, WebQuests, treasure hunts, etc. cameras, handhelds,
laptops
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