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SECTION I 

 
Introduction 

 
This handbook was prepared to provide guidance to those who are directly involved in 
student teaching:  the student teacher, the cooperating teacher, and the university 
supervisor.  All forms and documents that are referenced in the handbook are denoted 
by italics and can be found on the Education Student Services web page.  Go to 
http://www.utm.edu/departments/cebs/ESS.php and click on Student Teaching Forms. 
 

Student Teacher Placement 
 

Only candidates with senior standing or graduate status who have met all criteria 
for eligibility for student teaching will be permitted to participate in the student 
teaching program. 
 
According to the Tennessee Code Annotated, Chapter 13, Section 49-5-403:  A 
student teacher, while serving a non-salaried internship under the supervision of 
a licensed teacher, shall be accorded the same protection of the laws as that 
accorded a licensed teacher, and shall, while acting as such student teacher, 
comply with all rules and regulations of the State and applicable local board of 
education, and observe all duties of teachers as set forth in ’49-5-201. 
 
Student teachers must have liability coverage.  Liability insurance is available to 
student teachers through membership in the Student Tennessee Education 
Association. 
 
Student teachers will not be placed in schools they have previously attended or 
in schools where members of the student teacher's immediate family are staff 
members or students. 
 
Undergraduate and graduate candidates seeking initial teacher licensure may 
not student teach during the summer term or in an alternative setting.   
 
Student teachers will only be assigned to a cooperating teacher or professional 
supervisor who meets the criteria for selection of cooperating teachers and has 
the approval of the local school administrator in collaboration with the Director of 
Education Student Services. 
 
Student teachers will be assigned to two location sites in order to provide 
diversity of population, school size, and grade level.  Each placement experience 
will consist of a period of time appropriate to the specialty area and the calendar 
of the host school district.  The placement will further be defined by the calendar 
of the institution of higher education. 
 
Student teachers may be placed in a teaching assignment for each of the 
subjects in which they are seeking licensure.  However, licensure is not 
contingent upon student teaching in all areas for which certification is requested. 
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SECTION II 

 
Conceptual Framework for Initial Programs 

 
Educators as Facilitators of Learning 

 
 
The purpose of the Teacher Education Program (TEP) at UT Martin is to provide 
education professionals with the knowledge, skills, and dispositions necessary to 
become effective facilitators of learning. Graduates of the TEP will be disposed to view 
teaching as an act of being a facilitator of student growth and whose professional 
practice is characterized by reflection, active learning, inquiry, and assistance to others 
to unlock their potential. Upon completion of the program, candidates must demonstrate 
that they are capable of instructing, reviewing, and critically analyzing their own 
performance as well as the performance of their students. 
 
Knowledge Base for Initial Licensure 
The conceptual framework for initial licensure of the Teacher Education Program at The 
University of Tennessee at Martin defines specific outcomes for participants of the 
curriculum.  The basis for best professional practice embraces the following:  (1) 
knowledge, skills, and application; (2) reflective practice; and (3) professional and 
ethical behavior. 
 
Outcomes of the Initial Conceptual Framework 
The foundation and implementation of all initial licensure programs and experiences in 
the TEP are focused on those knowledge, skills, and dispositions that enable 
candidates to become facilitators who understand human development and create 
learning environments that encourage all students to grow. Based on the beliefs of the 
Unit faculty the knowledge base for the Initial Conceptual Framework is reflected in the 
following groups of outcomes: 
 
Knowledge, Skills, and Application - Candidates will:  

• demonstrate subject-matter expertise.  
• make the subject meaningful to all students.  
• demonstrate knowledge of curriculum development and design.  
• demonstrate the use of information technology as a teaching/learning tool  
• understand the importance of professional, state and national standards to 

teaching. 
• exhibit evaluative skill in designing experiences to effectively achieve the goals of 

instruction. 
• create positive learning environments that promote responsible student behavior. 
• exhibit the capacity to help and assist all students, especially those experiencing 

difficulties, those who are under prepared, and/or those with exceptionalities. 
• Apply knowledge about data collection in practice  
 

Reflective Practice – Candidates will: 
• reflect on appropriate and inappropriate practice.  
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• reflect on the nature of all students and the learning environment. 
• reflect on strategies for enhancing learning.  
• monitor their own teaching strategies and behavior in relation to student 

success. 
• modify lesson/unit plans and instructional approaches according to the needs of 

all students. 
• appropriately use assessment techniques to guide their reflection on student 

progress and as a means for improving student learning. 
 

Professional and Ethical Behavior – Candidates will demonstrate: 
• ability to articulate basic values and beliefs. 
• value for professional interactions, self-respect and respect and understanding 

for cultural diversity  
• belief in intellectual freedom, equity, tolerance, and due process.  
• an understanding of the professional codes of ethics in their specialty and the 

consequences of violating those propositions.  
• active participation in collegial activities designed to make the entire school a 

productive learning environment for all students. 
• active involvement in professional organizations  

 
 

 
Removal from Student Teaching and Failure to Recommend 

 
The student teacher has a contract of implied promise with the university when he or 
she accepts a student teaching placement.  The university attempts to place only those 
who have a reasonable chance of successfully completing student teaching; therefore, 
the university agrees to support the student teacher and serve as a resource.  The 
student teacher must recognize that placement for student teaching does not guarantee 
completion.  Successful completion of student teaching is the responsibility of the 
student candidate. 
 
The student teacher is a representative of the College of Education, a guest in the 
classroom and, as such, is expected to act in a reasonable and professional manner at 
all times.  The student is responsible for having read the Student Teaching Handbook 
and agrees to all student teacher requirements identified therein. 
 
Students who are not, in the judgment of their cooperating teacher or university 
supervisor, making adequate progress by the fifth week of the first placement, will be 
informed in writing of the adjustments or corrections that must be made in order to pass 
the first placement.  A student who fails the first placement will not be allowed to go to 
the second placement.  Students who fail the first placement will receive a grade of F for 
the course and must repeat the entire semester of student teaching. 
 
The second placement is similar to the first in that students will be notified by the fourth 
week if they are not making adequate progress.  Again, if a student is in danger of 
failing, the student will be notified in writing of the corrections necessary to pass.  
Students who fail the second placement will receive a grade of F and must repeat the 
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second placement.  A remediation strategy will be laid out and the student may repeat 
only the second placement. 
 
Students whose performance is such that the school or cooperating teacher requests 
that they be removed will receive a failing grade for that placement. 
 
Only the site-based principal or the director of schools can initiate initial discussion for a 
withdrawal.  Written documentation must accompany any request for removal. 
 
During the first two weeks of the first placement, if the candidate or supervisor decides it 
is in the student teacher’s best interest to withdraw from student teaching, a grade of W 
will be given through the Office of Field Experiences.  After this initial period, a regular 
withdrawal is not possible without consent of both the university supervisor and the 
Director of Education Student Services.  Withdrawal to avoid failing the course is not an 
option. 
 
In special instances regarding performance or conduct, the Director of Education 
Student Services, in communication with the university supervisor, may withdraw a 
student from student teaching.  They may prescribe specific steps the student teacher 
will have to take before being allowed to student teach again. 
 
 
Remediation 
 
The Director of Education Student Services, the university supervisor, and the 
departmental chair will comprise a review committee for consideration for remediation or 
reassignment.  
 
If remediation is necessary and appropriate, the student’s department and advisor will 
design a plan to help overcome any weakness the student may have.  The strategy may 
include additional coursework, reading, observation, or additional fieldwork.  Because 
each remediation strategy is individualized, the time period may be a semester or more.  
In any case, remediation is designed to prepare students to return to student teaching.  
If and when the remediation is successful, the student will be placed in another student 
teaching situation. 

 
Termination  
 
Student teachers whose progress is unsatisfactory, or who violate policies or 
regulations delineated in this handbook, may, upon the recommendation of the 
university supervisor in collaboration with the site-based principal, be terminated from 
the student teaching program.  Remediation may follow. 
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SECTION III 

 
Roles, Responsibilities, and Requirements 

 
 

Student Teachers 
 

Attendance 
 

1. Attendance is required.  Reasons for absence include personal illness, death, 
or personal reasons that are school related.  The student teacher must give 
the cooperating teacher, principal, the Director of Education Student Services, 
and university supervisor prior notice of any and every absence and obtain 
approval for the absence. 

 
2. Absences in excess of five days during the student teaching experience may 

result in extension of the student teaching experiences or withdrawal from the 
program. Tardiness is not allowed. 

 
3. Student teachers will not be excused from any student teaching 

responsibilities in order to work, participate in on-campus classes, or take part 
in university activities. 

 
4. Student teachers are required to be present at all school-related functions 

that their cooperating teachers are expected to attend, regardless of the time 
of day.  Examples include staff meetings, in-service training meetings, PTO 
meetings, teacher-parent conferences, and athletic events.  The length of the 
student teacher’s workday should be the same as that of the cooperating 
teacher. 

 
5. Orientation and Seminars:  the in-service aspect of the professional semester.  

Attendance is required.  Reasons for absence include personal illness, death, 
or personal reasons that are school related.  The student teacher must give 
the professor of record some prior notice of any and every absence and 
obtain approval for the absence. 

 
 
Substitute Teaching 
 
Student teachers should not be asked to serve as substitute teachers.  However, 
student teachers may substitute in an emergency for the cooperating teacher's 
classes as part of the student teaching responsibility.  To substitute under this 
condition, the principal and university supervisor must give approval. 
 
Under no conditions may student teachers receive payment for substitute 
teaching during the student teaching experience. 
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Corporal Punishment 
 
Student teachers may not administer corporal punishment to students nor serve 
as witnesses when staff members administer corporal punishment. 
 
Matters of discipline and/or punishment will be reported to the cooperating 
teacher and jointly addressed by the teaching team. 

 
 

Outside Work 
 
Student teachers should arrange their personal schedule so that outside work during 
the student teaching experience will not conflict or interfere with their student teaching 
responsibilities and attendance.  While the university will not deter any students who 
need to support themselves by working, it will discourage students from engaging in any 
activity that might jeopardize the success of the student teaching experience. 
 
 
Transportation 
 
Student teachers are responsible for their own transportation.  If a student teacher does 
not have a car, he or she is responsible for arranging transportation to the assigned 
school. 
 
 
Conduct and Dress 
 
Student teachers will meet the standards of dress, personal appearance, and 
professional behavior expected of the staff of the school to which they are 
assigned. 
 
Student teachers may not date students of the school in which they are student 
teaching nor should they conduct themselves in any manner that might be 
construed as professionally unethical.  This includes email, phone calls, personal 
blogs such as My Space, and any other electronic communications.  Student 
teachers should avoid interacting with students in any personal manner that 
might be considered inappropriate. 

 
Other Student Teaching Policies 

 
The student teacher is expected to be a part of the regular faculty and thus should 
accept local school policies and standards, both written and unwritten.  The student 
teacher will 

 
 

1. Place school duties ahead of personal wishes and accept responsibilities 
that are a necessary part of the profession. 
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2. Exemplify the attitudes and actions of a teacher rather than those of a 

student. 
 

3. Plan work daily.  The student teacher should submit plans to the 
cooperating teacher for approval prior to the teaching of the class. 

 
4. Safeguard all personal and confidential information and use it for 

professional purposes only. 
 

5. Avoid unfavorable criticism of the participating school, the cooperating 
teacher and the community, except with the appropriate professionals. 

 
6. Follow the rules of basic courtesy toward teachers, students, the school 

staff, and members of the community. 
 

7. Cooperate at all times with students, teachers and administrators. 
 

8. In case of emergency, consult with the cooperating teacher, site principal, 
and university supervisor and notify the Director of Education Student 
Services. 

 
Four Components of the Student Teaching Experience 

 
The student teaching semester is divided into four distinct experiences:  1) 
observation, 2) participation, 3) full teaching responsibility, and 4) co-curricular 
activities. 
 
Observation 
 
During the first few days of student teaching, student teachers should observe primarily 
in the cooperating teacher's classroom.  Student teachers should observe in other 
teachers' classrooms, at different grade levels and in various content areas during the 
last two or three weeks at each placement site or during an inter-session for those 
schools with two-week inter-sessions.  Teachers usually want to know a few days in 
advance about observations.  Student teachers should include reflections of 
observational experiences in the student teaching notebook. 
 
Go to http://www.utm.edu/departments/cebs/ESS.php and select Student Teaching 
Forms.  Then select Questions to Guide Student Teachers’ Observations. 

 
 
 
Participation 
 
Participation involves activities in which a student teacher is doing more than observing 
but not instructing a class.  Participation includes the following types of activities: 
 

1. Assisting individual students. 
2. Working with small groups. 
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3. Helping with classroom and administrative routines. 
4. Keeping records. 
5. Preparing teaching material and bulletin boards. 
6. Grading papers and checking students’ work. 
7. Supervising the hall, library, study hall, cafeteria, playground, bus, 

detention, etc. 

Full Teaching Responsibilities 
 
The student teacher will assume the responsibility for planning, organizing, and teaching 
for a period of time.  The duration of time for solo and shared teaching responsibility is 
left to the discretion of the cooperating teacher.  When the student teacher assumes full 
teaching responsibilities, he or she will: 

 
1. Develop unit plans and prepare lesson plans. 
2. Utilize a variety of research-based instructional methods and techniques. 
3. Prepare and evaluate examinations and student work assignments. 
4. Maintain effective classroom management. 
5. Assume routine responsibilities of managerial tasks such as taking roll, reading 

announcements, recording grades, etc. 
 
Every activity in which student teachers participate should conclude in reflection.  
Reflection should be used as a basis for conferences with the cooperating teacher and 
university supervisor; this should result in a realistic assessment of capabilities and 
need for future development.  Summary reports of these activities should be included in 
the professional student teaching notebook. 
 
Co-Curricular Activities: 

Student teachers should participate in as many out-of-class activities as possible.  
Co-curricular activities include: 
 

1. Faculty meetings 
2. In-service and professional meetings such as local TEA, etc. 
3. PTA or PTO meetings 
4. School board meetings 
5. Parent conferences 
6. Supervising students' activities 
7. Attending student activities, athletic events, school plays, music programs, 

etc. 
8. Observing and participating in community affairs 
9. Spending some time observing activities that take place in the school 

office, library, etc. 
10. Visiting with principal and guidance counselor to observe administrative and 

guidance procedures 
 
 
For a list of specific student teacher responsibilities, go to 
http://www.utm.edu/departments/cebs/ESS.php and click on Student Teaching Forms.  
Select Student Teaching Responsibilities from the list. 
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Cooperating Teachers 

 
 
Criteria for Selecting Cooperating Teachers 

 
 
Teachers who are cooperating teachers should meet the following requirements: 

 
1. At least four years of full time teaching experience. 
2. Appropriate certification (licensure). 
3. Evaluation as a highly competent teacher through either local assessment 

and/or state evaluation procedures. 
4. Willingness to assume the roles expected of a mentor (i.e., confidante, 

advocate, coach, and critic). 
5. Ability to work as a team member and facilitate learning experiences including 

pedagogical instruction. 
 

Introduction to the Student Teacher 
 

Education Student Services will fax an autobiographical data form, completed by the 
student teacher, to the school before the student teacher arrives.  In addition, the 
student teacher will contact the cooperating teacher prior to student teaching 
 
The Student Teacher's Induction into Teaching 

 
1. Give the student teacher some limited but definite instructional 

responsibilities soon after arrival, even the first day.   
 

2. Initial duties of the student teacher should be those that can be done 
successfully without a great deal of planning.  Among the minor teaching 
duties which might involve the student teacher in the early days of the 
assignment are 

 
a. Checking attendance. 
b. Putting material on the board. 
c. Recording grades and attendance records. 
d. Collecting and distributing papers or materials. 
e. Monitoring tests in class and giving make-up examinations. 
f. Making seating charts. 
g. Assisting individual pupils and small groups. 
h. Planning and making bulletin boards. 
 

3. Securing resource materials. 
 
4. Developing and studying unit and lesson plans. 

 
For specific cooperating teacher responsibilities, to go 
http://www.utm.edu/departments/cebs/ESS.php and select Student Teaching 
Forms.  Then select Cooperating Teacher Responsibilities from the list. 
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University Supervisors 

 
The university supervisor acts as a liaison between the Teacher Education Program and 
the public schools in the student teaching program.  The university supervisor's major 
responsibility is to assist the cooperating teacher and student teacher in providing the 
most profitable education experience possible for the student teacher. 
 
University supervisors should call the cooperating teachers and introduce themselves.  
They should also make an initial observation of the student that is merely an 
observation and not an evaluation.  They should then make at least two evaluation 
observations per placement and at least one “drop-in” visit during the second 
placement. 
 
In order to help university supervisors make the most effective observations, student 
teachers should provide a copy of the observation lesson plan with supplementary 
materials, text, etc at least one week prior to each evaluation.  Student teachers should 
also provide a prearranged position in the room for observing the lesson with a 
minimum of disturbance to the pupils.  The supervisor should make routine checks of 
the student teaching portfolio during each visitation.  In planning for visits, student 
teachers should remember that university supervisors expect to observe a regular part 
of the day's teaching and will not ordinarily require that a particular type of lesson be 
taught.  

 
For specific university supervisor responsibilities, go to 
http://www.utm.edu/departments/cebs/ESS.php and select Student Teaching Forms.  
Then select University Supervisor Responsibilities. 
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 Director of Education Student Services 

 
The Director of Education Student Services coordinates all facets of programming with 
department chairs in establishing policies, determining procedures, and evaluating the 
student teaching program.   

The specific responsibilities of the Coordinator are:  
 
1. To coordinate the Field Experiences program for all areas of the 

Teacher Education Program. 
 
2. To serve as a liaison person between the Teacher Education 

Program and cooperating school systems. 
 

3. To work with the department chairs and cooperating school 
systems in a continuous evaluation of the objectives, procedures, 
operation, and general policies of the field experiences program. 

 
4. To approve the selections of student teaching cooperating schools 

and cooperating teachers. 
 
5. To make all official placement assignments of student teachers to 

the cooperating schools and assignment of university supervisors. 
 
6. To assume responsibility for coordinating the on-campus general 

orientation student teaching seminar at the beginning of each 
student teaching experience. 

 
7. To approve and administer, with the approval of the Dean of the 

College of Education & Behavioral Sciences, all Field Experiences 
travel, travel expenses and honoraria expenses. 

 
8. To maintain all records, student teaching applications, final student 

teaching evaluation forms, etc., necessary to the proper 
administration of the Field Experiences programs. 

 
9. To keep abreast of national/regional trends, activities, and 

organizations related to clinical and field experiences.  
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SECTION IV 

 
Grievance Procedures for the Cooperating Teacher 

and the University Supervisor 
 
If a situation arises which requires the attention of the cooperating teacher and/or 
university supervisor, please adhere to the following procedures: 

 
1. Make the student teacher aware of the situation.  Be specific about 

what is wrong.  Please document.  You may wish to have the 
situation verified by another teacher, the principal, or a supervisor. 

 
2. Outline in writing what you expect the student teacher to do in order 

to rectify the situation.  Set a deadline for compliance.   
 
3. Notify all parties  - the university supervisor or cooperating teacher, 

the principal, and the Director of Education Student Services - of 
the problem and the action taken. 

 
4. The Director of Education Student Services, in cooperation with the 

university supervisor, the site-based cooperating teacher, and site-
based principal, has the authority to withdraw a student teacher. 
When a student teacher is withdrawn, the Director of Education 
Student Services will conduct an on-campus exit/termination 
conference. 
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SECTION V 

 
Procedures for Licensing 

 
Students who desire a teacher's license should file an application in the Office of 
Education Student Services, Room 205 Gooch Hall, in the last semester before 
graduation. 
 
The institutional recommendation for the license is based upon an applicant's having 
completed an approved program in teacher education and having met all requirements 
for licensing as outlined in the general catalog.  All students who are eligible for a 
license should apply before graduation so that they will not be affected by subsequent 
requirements that may be mandated by the State Board of Education.  Application for a 
teacher's license must be made within five years after degree requirements have been 
met; otherwise, an additional 8 semester hours in residence credit must be earned. 
 
The State Board of Education has set minimum passing scores on the Principles of 
Learning and Teaching and Specialty Area Tests (PLT and PRAXIS II).  Applicants for a 
license should determine their status regarding these minimums.  APPLICANTS WHO 
HOPE TO BECOME LICENSED SHOULD TAKE ALL TEACHING EXAMS NO LATER 
THAN THE END OF THE STUDENT TEACHING SEMESTER (see below).  For 
PRAXIS II information, go to http://www.state.tn.us/education/lic.  Then go to PRAXIS 
Series tests to find required tests for licensure. 
 
Students who wish to teach in another state must write to the division of teacher 
certification in the state department of education of that state requesting appropriate 
forms for obtaining a license. 
 
Any questions regarding initial licensing or renewal of license should be addressed to 
the Licensure Coordinator located in the Office of Student Services.  The telephone 
number is 731-881-7126. 
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SECTION VI 

 
Evaluation 

 
The College of Education and Behavioral Sciences Teacher Education Program 
currently uses, in part, the Tennessee Framework for Evaluation and Professional 
Growth.  The Comprehensive Assessment Summative Report instrument is the required 
assessment component for apprentice teachers and is recommended for all non-
tenured teachers in the State of Tennessee.  The model provides a comprehensive 
picture of the teacher candidate’s performance and effectiveness with students.  In 
addition, the model provides a focus for future growth.  The university supervisor reports 
the assignment of final grades for the student teaching semester with recommendations 
made by the site-based cooperating teacher(s).   
 
 

Framework for Evaluation and Professional Growth 
Tennessee Department of Education  

http://www.state.tn.us/education/frameval and click on 
General Education Domains and Indicators with Measurement Standards 

 
The Framework for Evaluation and Professional Growth is a research-based, public 
description of a teacher’s performance in areas validated as critical to effective 
teaching.  The framework provides descriptors for the complex act of teaching to allow 
evaluator and observers to make reasonable and fair decisions about teacher 
performance in the classroom.  This framework provides 44 criteria clustered in six 
domains.  These criteria are documented through both empirical and theoretical 
research as having a positive impact on student learning. 
 
The domains include all aspects of teaching, beginning with planning, and including 
criteria that indirectly impact students.  While teaching (Domain Two) is recognized as 
the primary responsibility of a teacher, the behaviors in the other domains are the 
infrastructure for instruction.  Each domain can be studied as an independent variable 
related to student learning; however, the framework is synergistic in its design to ensure 
a comprehensive view of the characteristics, knowledge, and skill of an effective 
teacher. 
 
There are six domains within the Framework for Evaluation and Professional Growth: 

1. Planning 
2. Teaching strategies 
3. Assessment and evaluation 
4. Learning environment 
5. Professional growth 
6. Communication 

 
Within each domain, indicators identify the expected teacher behaviors and 
characteristics.  Each indicator is further defined through criteria that are directly aligned 
with three performance levels:  developing, proficient, and advanced.  The performance 
levels are designed to provide clear, observable behaviors that define the teacher 
behavior specific to the criteria and indicator within each domain.  For each indicator, 
data sources that must be used by the evaluator and observer are listed. 


