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The Cooperating Teacher
Introduction
Thank you for agreeing to serve as a mentor to a SWOSU teaching candidate. As a cooperating teacher
you play a powerful role in shaping the future of your profession. Through your mentoring and guidance,
pre-service teachers confront the day-to-day reality of the classroom. Under your supervision, the student
teacher learns how to apply the skills, knowledge, and practices learned in the academic setting. The
candidate learns how to manage and respond to multiple tasks and responsibilities. In this way, you pass
on your personal legacy of experience to future generations of educators.
The following pages should help you perform this important task. Hopefully, you will find the
information practical and comprehensive. A number of suggestions and tips have been provided which
will help you and the student teacher stay on track and yield a successful experience for both of you.
Getting Ready for the Student Teacher
The following are things you can do before the arrival of the student teacher that will help get the student
teaching experience off to a smooth start.
1.

Plan a classroom space for your student teacher. This could be a desk or table with enough
space to accommodate the student teacher's materials.

2.

Obtain copies of important documents that will orient the student teacher to the school and
classroom.
• school handbook
• school calendar
• daily schedule
• seating charts
• special student information

3.

Obtain copies of important teaching resources the student teacher will need for planning lessons
and units and implementing instruction.
• textbooks
• curriculum guides

4.

Familiarize yourself with university policies concerning the responsibilities of the student
teacher.
• Reporting to school
• Absences
Policy of the SWOSU Department of Education: The cooperating teacher should report
absences to the university supervisor when the supervisor visits the cooperating school site.
The student teacher is accountable for all professional days and make-up days. Student
teachers are given three professional leave days. Professional days, which will be scheduled
well in advance for the convenience of the cooperating teacher, may be used for interviews,
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•
•
•
•
5.

personal matters, or if the student teacher is ill. Any days after the three professional leave
days will be made up to fulfill the state requirement on minimum days of student teaching.
Attendance at faculty meetings
Attendance at other professional meetings (staff development, curriculum development, etc.)
Involvement in extra curricular activities
Required observations

Prepare students for the arrival of the student teacher.
• Tell students about the student teacher's impending arrival
• Briefly describe what the student teacher will be doing
• Go over a few expectations you have for students while the student teacher is there
• Have the students come up with a way to introduce themselves to the student teacher.

Expectations of the Student Teacher
Southwestern Oklahoma State University expects all student teachers to behave in responsible and
professional manner. SWOSU expects that the student teacher will:
1.

visit the assigned school prior to the beginning date of student teaching. Two full days of
observation will be completed;

2.

be prompt in reporting to school and in attending conferences, meetings, and other scheduled
activities. The student teacher is expected to devote full time to professional responsibilities as
would be required of the cooperating teacher;

3.

be courteous to supervisors, colleagues, peers, students, and members of the community;

4.

notify the school, cooperating teacher, and university supervisor prior to any absence;

5.

observe the work calendar established by the school or district;

6.

dress in a professional manner and observe any established policies, codes, or regulations
regarding dress and personal appearance;

7.

respond pleasantly and cooperatively to suggestions for professional improvement;

8.

execute assigned tasks promptly, accurately, and completely;

9.

make arrangements to complete observations, interviews, and assigned duties;

10.

be open to and expect constructive feedback;

11.

be responsible, reliable, trustworthy, and confidential;

12.

attend Student Teacher Return Day at Southwestern Oklahoma State University.
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The First Few Days
The first few days of the student teaching experience are extremely important. They are your opportunity
to get to know the student teacher and to take steps that will help him/her feel welcome in a new
environment. Here are some suggestions that can put your student teacher at ease.
1.

Give status to the student teacher as you introduce him/her to the class. Some cooperating
teachers refer to the student teacher as a "co-teacher" rather than a student teacher. Tell the class
about their co-teacher. Make the co-teacher feel important.

2.

Give the student teacher a tour of the building and its facilities.

3.

Introduce the student teacher to faculty, staff, and administrators.

4.

Acquaint the student teacher with the classroom rules, routines, and procedures you have in place.

5.

Acquaint the student teacher with the class work currently in progress, yearly plans, reviewing
what has been accomplished before his/her arrival and plans for the remainder of the year.

6.

Go over the school handbook with the student teacher. Emphasize important policies and
regulations.

7.

Assist the student teacher in learning the name of students.

8.

Help the student teacher acquire background information about the students.

9.

Involve the student teacher in the classroom routine by delegating some specific responsibilities.

10.

Begin a conferencing/cooperative planning routine. Set a daily and weekly conference time for
reflective teaching and to discuss the daily activities and the following weeks’ plans.

Guidelines for Conferencing and Cooperative Planning
Good communication between cooperating teacher and student teacher is one of the hallmarks of a
successful student teaching experience. By establishing a regular conferencing and planning routine, you
structure a framework within which good communication can take place.
1.

Build the routine into times when there is minimal possibility of interruption or distraction.

2.

Share your yearly plans with the student teacher. Review what happened before the student
teacher arrived and what you expect to accomplish after the student teacher leaves.

3.

Share the procedures you use for developing, implementing and evaluating short and long
range teaching plans.

4.

With the student teacher input, plan a gradual sequence through which the student teacher will
assume teaching responsibilities.
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5.

As the student teacher assumes teaching duties, plan cooperatively.

6.

Require the student teacher to submit teaching plans in advance. Review them together. Raise
questions and make suggestions as to how they might be improved.

7.

Schedule evaluation sessions with the student teacher. Together analyze the effectiveness of the
student teacher's planning and lesson delivery.

8.

As the student teacher gains skill in developing and implementing plans, allow more
independence and encourage creativity in planning, if appropriate.

9.

Assist the student teacher in improving teaching skills by making specific suggestions reflecting
strengths and weaknesses. Constructive feedback should be offered to the student teacher. The
cooperating teacher should give supervision in all phases of the student teaching experience.

Levels of Progress in the Student Teaching Experience
Southwestern Oklahoma State University student teachers are expected to complete twelve weeks of
student teaching. The student teacher placement shall be made in the most appropriate academic
environment available. The student teacher should be assigned five class periods and one planning period
per day (six-period day) with no more than two cooperating teachers. More than half of the assignment
must be in the student teacher's major field of specialization. Candidates in the K-12 certification areas of
art, physical education, music, and special education must be assigned to both elementary and secondary
levels. These assignments may be a six-week split or half-day split. Regardless of the placement, the
level of progress is the same.
A. Level I

Observation and Pre-teaching Participation

B. Level II

Teaching Part-Time Under Close Supervision

C. Level III Teaching Part-Time/Full-Time
D. Level IV Transition and Expanded Observation Period
The following graphics illustrate the approximate time frame in which these four phases occur.
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Twelve-Week Model
Week 1
Observation and PreTeaching Participation

Weeks 2-5

Weeks 6-10

Weeks 11-12

Teaching Part-Time Under
Close Supervision

Teaching Part-Time/FullTime

Transition and Expanded
Observation Period

Cooperating Teacher
Completes 1st Formative
Assessment

Cooperating Teacher
Completes 2nd Formative
Assessment

Cooperating Teacher
Completes Summative
Assessment

Twelve-Week Model (Split Day Placement)
Week 1
Observation and PreTeaching Participation

Weeks 2-5
Teaching Part-Time Under
Close Supervision
Both Cooperating
Teachers Complete First
Formative Assessment

Weeks 6-10
Teaching Part-Time/FullTime
Both Cooperating
Teachers Complete
Second Formative
Assessment

Weeks 11-12
Transition and Expanded
Observation Period
Both Cooperating
Teachers Complete a
Summative Assessment

Six-Week Model
Week 1
Observation and PreTeaching Participation

Weeks 2-3
Teaching Part-Time Under
Close Supervision

Weeks 4-5
Teaching Part-Time/FullTime

Week 6
Transition and Expanded
Observation Period
Cooperating Teacher
Completes Summative
Assessment

Cooperating Teacher
Completes Formative
Assessment

LEVEL I: Observation and Pre-Teaching Participation
During this period, the student teacher observes the activities of the cooperating teacher and engages in
activities that will familiarize himself/herself with the students, materials, and routine duties of the
classroom. Suggested activities are:
1.

to become acquainted with students through seating charts, roll-taking, collecting and grading
papers, and observing them in and out of class activities;

2.

to become familiar with textbooks, teaching methods, teaching manuals, resource units, and other
teaching materials;

3.

to become aware of the total responsibilities of the cooperating teacher, class procedures,
organizational and management techniques;
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4.

to assist with the supervision of playground, lunchroom, bus area, and hall area;

5.

to assist students on an individual basis when necessary;

6.

to prepare materials for regular classroom use, e.g., charts, graphs, bulletin boards, and
duplicated work;

7.

to work with the cooperating teacher in planning lessons and activities;

8.

be acquainted with the professional activities and extra-curricular activities of the school; and

9.

schedule observations, interviews and other portfolio assignments.

LEVEL II: Teaching Part-Time Under Close Supervision
The student teacher may assume responsibility for two or more classes or subject areas. Additional classes
or subjects are added under the close supervision of the cooperating teacher.
Although all teacher candidates have been exposed to the same academic preparation, there will be
individual differences in skill level, depth of knowledge, personality, and background. A student teacher's
contact with students in school settings may be limited to his/her own school experience and the clinical
experiences provided by the university preparation program. Older student teachers may have had
extensive contact with children in their capacity as parents and community members. Some student
teachers will have job backgrounds as teaching aides and paraprofessionals. These factors will influence
two important decisions you must make:
1. when to give the student teacher initial teaching responsibilities;
2. the pace at which to add teaching responsibilities.
You will also consider the observations you have made about the intern in the following areas:
1.
2.
3.
4.
5.

planning and organizing skills;
skill at implementing plans;
relationship and rapport with students;
level of confidence and independence;
general comfort level with the multiple pressures and responsibilities of the student
teaching experience.

It is important that these decisions be based on professional judgment of the cooperating teacher. If there
have reservations about assigning teaching duties to any student teacher, the cooperating teacher should
consult with the university supervisor.
Whatever is decided upon, the following activities will provide a transition into the initial teaching
assignment. The student teacher may:
1. assist in routine activities (attendance, lunch count, distributing and collecting
materials, etc.);
2. assist in organizing, developing, and preparing instructional materials;
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3. supervise and monitor the work of students during guided practice, cooperative learning
activities, study periods, etc.;
4. assist in grading papers, recording grades, etc.;
5. participate in supervisory duties during lunch, recess, study halls, etc.;
6. plan and conduct small group work;
7. observe, interview and record portfolio assignments.

LEVEL III: Teaching Part Time/Full Time
During this period, the student teacher may conduct classroom instruction over an extended period of
time. The amount of student teacher "solo" teaching time depends upon several factors and will be
determined according to the cooperating teacher's judgment. An alternate model is for the student teacher
and the cooperating teacher to engage in a co-teaching model of instruction. This is especially
appropriate in state-mandated testing grades and in Advanced Placement classes.
It is a good idea to make the student teacher's initial teaching assignment correspond with the content area
in which he/she feels most confident and capable. For secondary interns, it is also wise to start the student
teacher with the class group with which he/she feels most comfortable. Time the assignment to coincide
with the beginning of a new unit or shift in content focus.
Some cooperating teachers like to start the student teacher off by asking him/her to teach from the
cooperating teacher's lesson plans. This gives a little lead time to plan cooperatively and to assist the
student teacher in developing his/her own plans.
Classroom Management and Discipline Tips
Novice teachers often cite classroom management and discipline as their biggest challenge during the first
years of teaching. SWOSU teacher candidates have studied various classroom management and discipline
techniques and have been exposed to many ideas through field experiences. With this is mind, you can
assist your student teacher in developing good classroom management and control skills by:
1. sharing the techniques you have in place that minimize distractions and yield maximum
time-on-task;
2. sharing the techniques and procedures you use to manage misbehavior;
3. having the student teacher reflect upon what he/she is learning about classroom discipline;
4. assisting the student teacher in developing a consistent approach to handling
management and behavior problems.
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D. LEVEL IV: Transition and Expanded Observation Period
During this period, the student teacher should be gradually relieved of instructional activities. Since the
student teacher's first responsibilities were in the areas in which he/she felt most comfortable, it is a good
idea to phase these out first. This provides the student teacher with extra time to improve skills in more
difficult areas.
Teacher Work Sample
The Teacher Work Sample is designed to help teacher candidates demonstrate the ability to apply theory
to actual practice as they plan, manage, instruct, incorporate technology, assess, and reflect upon a unit of
study. With input from the cooperating teacher, the student teacher will choose a unit of study and an
appropriate week in which to implement it.
The Role of the University Supervisor
The role of the university supervisor is to consult with the student teacher and collaborate with the
cooperating teacher. The university supervisor will make a minimum of three visits to the classroom
during the twelve-week student teaching experience. The university supervisor may visit the student
teacher without prearrangement. Following each assessment, the university supervisor will meet with the
student teacher to discuss the evaluation. On the last visit to the teaching site, the university supervisor
and cooperating teacher will carefully evaluate the progress of the student teacher and cooperatively
assign a final grade for student teaching.
The university supervisor will file a written report of each contact on the appropriate form with the
Coordinator of Field Experiences. The university supervisor forms will be turned in at the end of the
clinical field experience. The university supervisor will complete a minimum of two formative
assessments and one summative assessment per student teacher candidate. If the candidate is on 6-week
split assignment, the supervisor will complete two summative assessments.
Evaluation of Student Teacher Candidates
Evaluation has long been considered a major task and responsibility in the professional education of
teachers. The evaluation of a student teacher must be continuous, and most importantly, should include
self-evaluation. It is a collaborative process conducted by the cooperating teacher, the student teacher, and
the university supervisor. The evaluation of the student teacher's progress is accomplished through a
cooperative assessment of specific strengths and weaknesses in lesson planning, teaching techniques, and
other types of student teaching activities. This assessment will include the university supervisor's
evaluation of the student teacher portfolio as well as any other factors that Southwestern may require of
student teachers. The student teaching grade is assigned by the university and represents the evaluation
made by the cooperating teacher and university supervisor.
Formative evaluation is a measure of how well a teacher candidate is performing on a day to day basis,
while summative evaluation measures how well a teacher candidate has performed over a period of time.
Cooperating teachers are asked to complete two formative evaluations for a twelve-week placement and
one formative evaluation for a six-week placement. Each formative evaluation is followed by
conferencing with the teacher candidate. The summative evaluation must be completed at the end of the
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student teaching experience. The student teacher, cooperating teacher, principal, and the university
supervisor must sign this evaluation. If the summative evaluation is incomplete or not received, an "I" will
be given for student teaching until evaluation is received and properly completed. The summative
evaluation should reflect a fair and accurate assessment of the student teacher's professional growth
during the student teaching experience. The student teaching grade is assigned by the university, based on
the joint evaluations of the cooperating teacher and the university supervisor. Copies of all evaluations
will become a part of the university supervisor's file.
Substitute Teaching
Student teachers should not be used as substitutes except in emergencies. If it is necessary to use a student
teacher in such a capacity, the placement should be at the level of which the student teacher is seeking
certification, and with an assigned supervising teacher. Student may not receive compensation for
substitute teaching or other duties related to their student teaching assignment during the twelve weeks of
assigned student teaching course work.
Complimentary Activity Ticket
A cooperating teacher shall be entitled to an activity ticket valid for one calendar year commencing after
the semester during which the teacher is assigned a student teacher. The activity ticket will admit the
cooperating teacher to university functions such as entertainment and home athletic events. The ticket
may be obtained in the Admissions and Recruitment Office.
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SWOSU Student Teaching/Field Experience Office
Cooperating Teacher Tuition Credit & Transfer Information/Form
An educator who serves as a cooperating teacher for a Southwestern Oklahoma State University student teacher will
be entitled to a fifty percent (50%) reduction of general tuition for all courses and workshops, undergraduate or graduate, at
Southwestern Oklahoma State University during the two-year period following the student teaching assignment. It is the
cooperating teacher’s responsibility to notify the University Business Office of eligibility for this benefit.
If a cooperating teacher chooses not to use the tuition reduction, the district may make it available to other
faculty/staff members who have requested such consideration. Priority will be given to those at the cooperating teacher’s site
and then to others in the district. The Tuition Reduction applications are available in the SWOSU Student Teaching Office;
580-774-3146, fax 580-774-6013. Tuition Reduction applications must be submitted by August 1. This application will remain
valid for one academic year. Applicants not applying for the fall semester should submit their completed applications at least
ten days prior to the beginning of the term that the applicant plans to attend.
Student Teacher Name: __________________________________________________________
Semester/Year of Student Teaching: __________________________________________

TO BE COMPLETED BY THE COOPERATING TEACHER
_____ I understand that as the cooperating teacher for the student teacher listed above, I am entitled to the tuition reduction and
intend to enroll in SWOSU within the two-year time limit.
_____ I understand that as the cooperating teacher for the student teacher listed above, I am entitled to the tuition reduction but
do not intend to enroll at SWOSU within the next two years. Therefore, I relinquish this tuition reduction for assignment by
___________________________________ Public Schools.

Cooperating Teacher Name: _________________________________ Site:

_____________________________

Signature: ________________________________________________ Date: ______________________________

TO BE COMPLETED UPON TRANSFER OF THE TUITION REDUCTION
Name of faculty/staff receiving transferred tuition credit: ______________________________________________
Teaching Assignment: ______________________________________ Site: ______________________________
Signature: ________________________________________________ Date: _____________________________
Principal’s Signature: _______________________________________ Date: _____________________________
Upon completion of form to this point, please fax to 580-774-6013.
For SWOSU Office use only:
Coordinator of Student Teaching: _________________________________ Date: __________________________
Dept. of Education Chair: ____________________________________ Date: _____________________________
Associate Dean: ____________________________________________ Date: _____________________________
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