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Bronx, NY 10468

PROFESSIONAL DEVELOPMENT NET WORK
SCHOOL OF EDUCATION

 
 
 
 
Dear Cooperating Teacher: 
 
Thank you for agreeing to supervise the Lehman College student teacher(s) at your school.  The success of student 
teaching largely depends on the development of a nurturing and mentoring relationship between you and your 
student teacher(s).  Having the benefit of your professional expertise will better prepare our student teachers to 
understand teaching and learning, and it will enrich their classroom experience in an urban school.  
 
As an important part of the supervision a cooperating teacher provides, you are required to evaluate the student 
teacher at the end of the student teaching experience.  In addition, a Lehman College supervisor will consult with 
you and observe the student teacher during each placement.  For your information and reference, this handbook 
includes a copy of the Student Teacher Evaluation form and the Cooperating Teacher Tuition Waiver Application.  
This handbook provides information regarding Lehman College’s School of Education philosophy, policies, and 
procedures concerning student teaching and supervision of student teachers.  It also provides guidelines regarding 
weekly activities during the student teaching experience.  
 
As a cooperating teacher, you are eligible for a tuition waiver for up to 3 credits of graduate work to be taken at 
any CUNY Institution, and it is to be used within three semesters from the date the waiver is issued.  For you to 
earn the 3-credit tuition waiver, a minimum of 10 weeks (full-time) or a total of 360 hours of supervision of 
Lehman College student teachers is required.  A 1-credit waiver may be issued to a cooperating teacher who works 
with one student teacher over the course of one 4-week (full-time) placement.  In addition, in order to be eligible 
for a waiver, you will need to have submitted to my office the completed Cooperating Teacher Application form 
(page 9), your resume, and the completed Cooperating Teacher Tuition Waiver Application form (page 15) at the 
end of the semester.  
 
Thank you for your collaboration with Lehman’s teacher education programs.  Please always feel free to contact 
me by telephone at 718-960-8004 or by email at elvani.pennil@lehman.cuny.edu if you have any questions 
regarding student teaching or your tuition waiver application.  
 
 
Sincerely, 
 
 
Elvani Pennil  
Director 
Field Experiences and the 
Professional Development Network 
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OVERVIEW: STUDENT TEACHING  
 

Student teaching is considered the culmination of a candidate’s preparation to become a teacher.  In an accredited 
public or private school, under the direction of an experienced, well-qualified, certified teacher, the candidate will 
have the opportunity to turn theory into practice.  With the assistance of the cooperating teacher and the college 
supervisor, the student teacher will have the opportunity to design and teach lessons, assess student learning, 
manage a classroom, and assume all the responsibilities of a full time and experienced teacher.  
  
During field experiences, the student teacher will learn to critique and reflect on his or her work and practices in 
collaboration with the cooperating teacher and college supervisor.  All Lehman students who wish to be 
recommended for teacher certification by the college must complete a semester of full-time field experience in 
compliance with the New York State requirements.  Their experiences must include the teaching of students with 
disabilities, students for whom English is a second language, and students from a variety of racial, ethnic, and 
socio-economic backgrounds.  It is expected that all Lehman teacher candidates demonstrate the use of technology 
in planning and delivering lessons. 
  
Because full-time field experiences are physically and emotionally demanding, student teachers are expected to 
limit other activities such as work or college courses.  They are expected to follow their cooperating teacher’s 
schedule, including any after school meetings or planning periods. 
 
LEHMAN URBAN TRANSFORMATIVE EDUCATION CONCEPTUAL FRAMEWORK 
Our Vision 
 
Lehman Urban Transformative Education (LUTE) represents the School of Education’s vision for educators 
and leaders who are or will be responsible for stimulating and supporting the development of knowledge, skills, 
practices, and dispositions that enrich individuals and, in turn, communities where they live and work.  Our vision 
is rooted in and extends from the missions of both The City University of New York and Lehman College.  We 
seek to facilitate individuals’ access to postsecondary education and occupational opportunities.  We also seek to 
increase personal and social competencies for every PreK-18 student.  In all of our work, we strive to close 
achievement, opportunity, and attainment gaps. 
 
Lehman Urban Transformative Education (LUTE) Themes 
 
Theme I – Empower Our Community of Educators and Learners. School of Education faculty, staff, candidates, 
and alumni are empowered, through participation in collaborative inquiry and shared decision-making, to promote 
and support innovative practices in educational settings. 
 
Theme II – Educate and Advocate for Social Action and Equity. School of Education faculty, staff, candidates, and 
alumni are mindful of inequities and advocate for social justice as they work on closing achievement, opportunity, 
and attainment gaps.   

 
Theme III – Realize Potential. School of Education faculty, staff, candidates, and alumni are sensitive to the needs 
of the whole child/adolescent/adult. At every level, we prepare educators who can help students to realize their 
potential by establishing rigorous academic standards, using assessment to track progress, attending to diverse 
learning styles/needs, and taking into account social/emotional factors that contribute to or impede school success. 

 
Theme IV – Affirm Our Diverse Ethnic and Cultural Contexts. School of Education faculty, staff, candidates, and 
alumni affirm diversity by creating environments that ensure safety, equity, and appropriate outcomes for all 
learners and educators. We recognize the importance of school-family-community partnerships as essential 
educational contexts, knowledge bases, and sources for inquiry.  
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Our Programs 
 
The Lehman College School of Education nurtures caring, globally aware and socially just teachers, school 
counselors, and educational leaders through generative, constructivist, and research-driven departmental course 
and degree offerings. We promote, in collaboration with our partners, innovative practices that affirm diversity, 
creativity and imagination, integrity, and empowerment. Prospective graduates of our programs and alumni are 
technologically proficient, rich in social/cultural capital, and capable of teaming with children, youth, families, 
schools, and communities in pursuit of equitable educational outcomes. 
 
The School of Education has nationally recognized, initial New York State certification programs at the 
undergraduate and graduate levels for early childhood; elementary; and secondary mathematics, science, social 
studies and English/language arts. In collaboration with departments in the School of Arts and Humanities and the 
School of Natural and Social Sciences, the School of Education offers PK-12 certification programs in Art, Music, 
and Health. Programs leading to either initial or professional certification in Teaching English as a Second 
Language, Literacy Studies, and Special Education are available at the graduate level only. Candidates who are 
fluent in Spanish can choose to add a bilingual extension to their base certificates. 
 
The School of Education also offers New York State approved and nationally recognized graduate-level programs 
for school counselors and educational leaders. The Counselor Education/School Counseling program leads to 
School Counselor certification. The Educational Leadership masters program prepares candidates for initial 
certification as a School Building Leader. The Advanced Educational Leadership/District Leader extension is open 
to eligible candidates who wish to earn the advanced certificate and professional certification as a School District 
Leader.   
 
Our Partners 
 
We believe in the rich contribution of each of our educational partners in shaping our transformative practice. We 
work with our partners to provide professional development opportunities. Working in schools provides our faculty 
with opportunities to tie theory to practice as well as to advance educational scholarship. The School of Education 
serves the Bronx and our surrounding communities through continuing partnerships and programs that engage 
community organizations, teachers, school counselors, school building and school district leaders, families, and 
PK-18 students to better the quality of life through educational equity and access for residents of all ages.  
 
The School of Education has a Professional Development Network (PDN) of more than 200 schools and agencies 
that partner with the College in the preparation of teachers, counselors, and school leaders. In addition, it is home 
to three centers/institutes focused on improving educational outcomes for New York City students: The Institute 
for Literacy Studies (ILS), the Center for School/College Collaboratives (CS/CC) and The Bronx Institute. All 
three SOE institutes/centers support a PK-18 pipeline for diverse, traditional age and adult students residing in the 
Bronx and surrounding communities and provide professional development opportunities for PK-18 educators. 
They contribute to the attainment of the core purposes articulated in LUTE and make a significant contribution to 
shaping our transformative practice.  
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EVALUATION OF STUDENTS ENROLLED IN FIELD EXPERIENCE 
 
The college supervisor, after consultation with the cooperating teacher, is responsible for assigning a final grade to 
the student teacher.  The student teacher must receive a grade of B or better in his/her field experience to be 
recommended by Lehman College for teacher certification. 
 
The College distributes an evaluation form that the cooperating teacher is asked to complete at the end of each 
seven-week period.  College supervisors are required to observe each student a minimum of four times to ensure 
that the student teacher will be able to meet all the stated outcomes by the end of the semester.  Whenever possible, 
the college supervisor, cooperating teacher, and student teacher meet to discuss the student teacher’s strengths and 
weaknesses as a teacher and plan for improvement.  A student teacher’s performance in the school classroom is 
based upon the successful completion of the field experience outcomes. 
 
Field experience outcomes are based on Lehman College’s conceptual framework of urban education.  Additional 
outcomes related to specific programs may be expected. 
 

Outcomes for Early Childhood/Childhood Education Programs and  
for Middle/High School Education Programs 

 
By the end of the teacher education program, a candidate will be able to demonstrate: 

• Knowledge of content matter; 
• Ability to implement a variety of instructional strategies which make subject matter meaningful to 

children, and create opportunities for critical thinking and problem solving skills; 
• Knowledge of how students develop and how different students learn; 
• Ability to plan instruction that accommodates diversity; 
• Ability to implement a variety of instructional strategies that encourage each student to develop critical 

thinking and problem-solving skills; 
• Ability to create a learning environment that encourages active, engaged learning, positive interaction 

and self-motivation for all students; 
• Ability to communicate effectively in the classroom by using a variety of literacy and communication 

skills, verbal and non-verbal techniques, technology, and media; 
• Ability to implement formal and informal assessment strategies to evaluate student progress and to 

ensure the continuous intellectual and social development of the learner; 
• Ability to reflect on personal attitudes, philosophy, and skills in learning/teaching; 
• Ability to work with parents and families, school colleagues, and the community to support student 

learning and development; 
• Ability to plan instruction that accommodates diversity and creates opportunities for each student’s 

academic development based on knowledge of the students; of the subject matter; of the national, state, 
and local standards in the content area; and of the curriculum goals. 

 
Outcomes for Special Education Programs 

 
In addition to completing the Special Education Program, a candidate will be able to: 

• Interpret information from formal and informal assessment instruments and procedures and be able to 
report results to parents, administrators and other professionals and use the information to suggest 
appropriate modification in learning environments consistent with IFSP and IEP; 

• Integrate effective social and career/vocational skills with academic curricula including social skills 
development; 

• Demonstrate a variety of effective behavior management techniques appropriate to the needs of culturally 
and linguistically different individuals with exceptional learning needs; 

• Collaborate with regular classroom teachers and other school and community personnel in integrating 
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individuals with exceptional learning needs into various learning environments; 
• Apply knowledge of specific disabilities and knowledge of cultural and linguistic diversity and the 

significance of socio-cultural and political contexts for development and learning, and recognize that 
children are best understood in the contexts of family, culture, and society; 

• Develop and select learning experiences and strategies that affirm and respect family, cultural and societal 
diversity, including language differences, and that prepare the child for the next educational setting; 

• Recognize signs of emotional distress, child abuse, and neglect in young children and follow procedures for 
reporting known or suspected abuse or neglect to appropriate authorities; 

• Provide a stimulus-rich indoor and outdoor environment using materials, media, and technology; 
• Apply various models of consultation and collaboration with parents, teachers, related service providers, 

and school personnel in diverse settings; 
• Reflect upon one’s own professional practice and develop, implement, and evaluate an ongoing 

professional development plan; 
• Demonstrate effective skills to work with children with severe disabilities, including physical management 

and handling, special health care needs, daily life skills curriculum, technology and assistive and adaptive 
devices. 
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RESPONSIBLITIES OF THE COOPERATING TEACHER 
 

 
Research indicates that the single most important individual in the student teaching process is the cooperating 
teacher who provides the classroom stability and setting necessary for a successful student teaching experience.  
Much of this success depends upon the development of a nurturing and productive relationship between the 
cooperating teacher and the student teacher as the cooperating teacher mentors, models for, and evaluates the 
student teacher.  By serving in this capacity, the cooperating teacher is sharing the professional responsibility of 
preparing the next generation of teachers for schools, particularly in urban settings.  
 

Mentoring 
 

As a mentor, the cooperating teacher inducts a student teacher into the teaching profession.  As soon as the 
cooperating teacher meets with the student teacher, he or she will be responsible for helping the student teacher to 
establish him or herself as a professional in the classroom, the school, and the community.  The cooperating 
teacher will make sure the student teacher is treated in a professional manner.  Therefore, the cooperating teacher: 

• Orients the student teacher to the school (e.g., the faculty, staff, and administrators), the community (e.g., 
parents and leaders), and the collaborative services students with learning disabilities in the class receive; 
creates an atmosphere in which the student teacher feels welcome; acquaints the student teacher with 
school policies and procedures; and provides a specific workplace in the classroom for the student teacher. 

• Invites the student teacher to attend building and district level meetings and participate in committee work, 
extra-curricular activities, and special events in the school and community. 

• Encourages the student teacher to ask questions, to experiment with innovative strategies, and then to 
reflect on what worked and why. 

• Urges the student teacher to visit the classes of other teachers who are working with different types of 
students in other subjects/grades and those who may be trying innovative approaches. 

• Encourages the student teacher to use an organized method to record classroom observations. 
• Reviews, critiques, and approves the student teacher's lesson plans. 
• Provides frequent encouragement, constructive criticism, and recognition of success. 
• Identifies professional resources, articles, journals, and books from which the student teacher may gain 

knowledge and ideas for professional use. 
• Provides opportunities for the student teacher to adapt and modify methods and techniques that 

support learning by all students as shown in his or her work with students with exceptionalities and 
those from diverse ethnic/racial, linguistic, gender, and socioeconomic groups in classrooms and to 
work with families and parents of these students. 

• Makes sure that the student teacher has one whole week of independent teaching toward the end of 
the seven-week period, during which the student teacher will have experiences in test design, in grading 
student papers, in conducting cooperative learning lessons, in giving a lecture and conducting a mini 
lesson, in working with parents, and in planning and implementing lessons. 

• Provides immediate lesson-based discussions after the student teacher conducts a teaching activity. 
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Modeling 

 
The cooperating teacher models how she or he integrates content knowledge and professional, pedagogical skills 
into teaching and learning in the daily operation of a class, which includes instructional approaches, classroom 
management strategies, relationship and culture building in the classroom, establishment of routines, time 
management, transitions, record keeping, and much more.  The cooperating teacher models “thinking like a 
teacher” or thinks with the student teacher to make her or his decision making process transparent for the student 
teacher.  In this way, the cooperating teacher helps the student teacher not only to learn instructional strategies and 
methods but also to acquire the professional decision making skills that will prepare her or him to take reflective 
actions in countless other situations in the future.  Therefore, the cooperating teacher:  

• Models a variety of teaching strategies and classroom management strategies appropriate for culturally and 
linguistically different students with and without disabilities. 

• Helps the student teacher to understand the importance of working with parents, families, and service 
providers. 

• Models uses of instructional technology, media, and electronic materials. 
• Spends time “thinking with” the student teacher to discuss what will happen in the classroom, what has 

happened in the classroom, why instruction has gone in a particular direction, and what needs to be done 
next. 

 
Evaluating 

 
The cooperating teacher plays an important role in assessing the progress that the student teacher has made during 
the entire semester.  The purpose of the assessment is to help the student teacher to improve performance and to 
promote her or his disposition for self-evaluation.  The assessment should be ongoing and provide timely feedback 
to the student teacher on what worked, what did not, and why.  It should involve a decision to be made together 
based on the student teacher’s knowledge, skills, dispositions, and areas that need improvement.  The assessment 
may be delivered to the student teacher in written or verbal form.  Therefore, the cooperating teacher: 

• Shares the evaluation of the student teacher’s performance regularly with the student teacher. 
• Provides time for and maintains communication with the college supervisor.  When appropriate, the 

cooperating teacher, student teacher, and the college supervisor may meet together.  It may also involve the 
cooperating teacher and college supervisor discussing the student teacher between school visits. 

• Completes and returns to the college supervisor a Student Teacher/Intern Evaluation form after discussing 
this assessment with the student teacher at the end of the seven-week period.  

 
edTPA (Education Teacher Performance Assessment) 

Guidelines for Cooperating Teachers 
 

edTPA is a performance-based assessment administered by Pearson Education.  As of the Spring 2014 semester, 
teacher candidates must satisfy all edTPA requirements in order to receive an initial teaching certificate in New 
York State.  
 
The descriptions and information provided in this section are intended to help you better understand the edTPA 
process.  Teacher candidates are aware of and are responsible for satisfying the requirements of edTPA, and 
pedagogical and technological support will be provided by the School of Education; however, your help and 
cooperation will be crucial to the teacher candidate’s success. 
 
Developing and teaching three to five sequential lessons: 
An essential component of edTPA is the creation and teaching of three to five complete, sequential lessons that 
will be video recorded.  Video recording devices will be provided to teacher candidates by the School of 
Education.  (For further information about video recording, see section directly below.)  Teacher candidates must 
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begin to familiarize themselves with the curriculum and climate of your classroom immediately so they can begin 
to plan and write the three lessons.  (No more than four pages for each lesson.)  Of course, the content of these 
lessons must align with your long-term curriculum unit planning and goals.  Teacher candidates will benefit from 
your guidance, recommendations, and support as these lessons are created and refined. (Further information about 
the three to five lessons is provided below under the “Aligning lesson plans with curriculum” section.) 
 
Teacher candidates should begin to take responsibility for teaching in your classroom as quickly as possible so 
they will be ready to teach the three lessons by their sixth or seventh week of the semester.  It is important that the 
lessons are taught and video recorded no later than the seventh week in order for teacher candidates to have the 
necessary time to select video clips and create the commentary that is required to accompany the video clips.  
 
Video recording of lessons and media release and consent forms signed by parents or guardians: 
Teacher candidates will provide a media release and consent form created by the School of Education within their 
first week of the placement. These forms must be signed by your students’ parents or guardians and returned to the 
teacher candidate.  If there are students in your classroom who do not return the permission form or whose parents 
do not give their consent, these students should be seated or placed in a section of the classroom where they will 
not be in camera range. The video recordings of these lessons will be used only for the teacher candidates’ edTPA 
portfolio; they will not be used for any other purpose.  Although teacher candidates will record the three to five 
lessons in their entirety, teacher candidates will later select two ten-minute clips to be submitted to edTPA. 
Teacher candidates will select clips that best reflect evidence of a positive learning environment that supports and 
challenges students. 
 
The video camera can be placed on a tripod and aimed in the direction of the teacher candidate, or it can be hand 
held by the cooperating teacher (if you are willing to perform this function).  Teacher candidates will receive 
training in using these recording devices at Lehman College.  Teacher candidates should do their best to make 
certain their voices and students’ voices can be heard.  However, if portions of the recording cannot be heard 
clearly, teacher candidates can provide a transcription of what was said in the commentary section of the edTPA 
portfolio. 
 
Aligning the three lesson plans with existing/mandated curriculum: 
Although teacher candidates are expected to show proficiency in developing lesson plans, it is also understood that 
many schools and districts have developed their lessons in advance or follow a published or prescriptive 
curriculum, and it is not practical or even possible for teacher candidates to have autonomy or full responsibility 
for creating the three to five lesson plans. While content is important, it is far more important that the following 
elements are evident in the lesson plans, in the video clips, and in the commentaries: clear learning objectives, 
informal and formal assessments, understanding and application of Common Core Standards, effective 
instructional strategies, relevant and engaging instructional resources and materials, ability to manage time, 
knowledge of students and understanding of their learning styles.  There will be ample opportunity for teacher 
candidates to explain in the commentary sections of their edTPA portfolios how and why the lesson plans were 
created.   
 
Post teaching and video recording requirements and activities: 
Teacher candidates will be required to create detailed commentaries about planning, teaching, and assessing their 
performance as part of their edTPA portfolios, and they cannot complete major portions of this work until the three 
lessons have been taught and video recorded. (If you are interested in seeing the templates for these commentaries, 
they are available on the edTPA website; your teacher candidates can direct you to them.) The recommended 
deadline for submitting the completed edTPA portfolios to Pearson for evaluation is during the tenth week of the 
semester. This is why it is so important for the teacher candidates to begin planning and teaching as soon after they 
arrive in your classroom as possible and to complete teaching and video recording the three lessons no later than 
the end of the seventh week.  
 
Over the course of the semester, teacher candidates will attend three all-day workshops at Lehman College (in 
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addition to an orientation before they begin student teaching) in order to receive instruction and support. Teacher 
candidates will apprise you of the dates of these required sessions and they should be excused from your classroom 
on these days.  
 
We anticipate receiving the scores from Pearson by the 14th week of the semester. In the unlikely event that teacher 
candidates’ portfolios do not earn the required score, the Lehman College has a system in place for advising and 
guiding these students, depending on individual circumstances, including but not limited to revising and 
resubmitting portions of the portfolio or taking a course during the summer.     
 
Teacher candidates are aware of the edTPA guidelines, particularly in terms of how much assistance they are 
permitted to receive.  All teacher candidates are participating in a weekly seminar at Lehman College; during these 
seminars, teacher candidates will receive information and support as they complete the rigorous edTPA 
requirements. Your mentoring and support as the students develop and teach the required lessons is essential; 
however, the student candidates should work independent of you, the cooperating teacher, as they create the 
commentary portions of their edTPA portfolio. If you have any questions about your role, please consult with the 
teacher candidates’ college supervisors or with Elvani Pennil, Director of Lehman College’s Field Experiences and 
Professional Development Network.   

 
Policy on the Cooperating Teacher Tuition Waiver 

 
In order to consistently and fairly recognize cooperating teachers’ supervision of student teachers, a minimum 
of 10 weeks (full-time) or a total of 360 hours of supervision of Lehman College student teachers or students 
in practicum is required for a cooperating teacher to earn a 3-credit tuition waiver.  A 1-credit waiver may be 
issued to a cooperating teacher who works with one student teacher over the course of one 4-week (full-time) 
placement. The tuition waiver must be used within three semesters from the date the waiver is issued.  
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COOPERATING TEACHER APPLICATION 

Lehman College’s School of Education places student teachers in schools and early childhood settings each semester.  
Student teachers work at each placement full-time for either 10 weeks or 4 weeks at a time for a total of 14 weeks per 
semester.  A cooperating teacher is expected to fulfill the responsibilities detailed in the Cooperating Teacher Handbook 
(pages 8 and 9) and may apply to receive a 3-credit tuition waiver for supervising student teachers for a total of 10 weeks or 
360 hours.  A 1-credit waiver may be issued to a cooperating teacher who works with one student teacher over the course of 
one 4-week (full-time) placement.  Credit waivers can be used to take graduate courses at any CUNY institution. 
To become a cooperating teacher, an individual must: 

• submit a complete application demonstrating interest in becoming a cooperating/mentor teacher; 
• be New York State certified in the discipline she/he is teaching; 
• have completed three (3) years of successful teaching, and 
• be knowledgeable and proven effective in the areas of planning, assessment, communication/human relations, 

classroom management, and implementation of instruction.  
If you would like to be considered for a cooperating teacher position, please provide the following information.  Please be 
aware that completion of the application does not guarantee you will receive a student teacher.  Placement decisions are 
based on the number of student teachers available each semester and their individual needs. 

 

Name   ___________________________________________________________ 
 

School Name     __________________________________________________________ 
 

Subject/Grade Level You Are Teaching Now _____________   
 

Years Teaching Current Subject/Grade _____________ 
 

NYS Teaching Certificate Area(s)__________________________________________ 
 

NYS Teaching Certificate Type: ___ Provisional  ___ Permanent   
     ___ Initial  ___ Professional 
 
Email Address ___________________________________________________  
 
Highest Degree Earned ___________________________________________________ 
 
Years of Teaching Experience (Total) _____________________________________________ 
 
Briefly explain why you would like to be a cooperating teacher. 
 
___________________________________________________________________________________ 
 
Optional Information: Race/Ethnicity         

Please complete this form and fax it to 718-960-7855.  If you would like more information before completing the 
application, please call or e-mail Elvani Pennil at 718-960-8004 or elvani.pennil@lehman.cuny.edu. 

p. 718-960-8004
f. 718-960-7855
www.lehman.edu

Carman Hall, Room B33
250 Bedford Park Blvd West
Bronx, NY 10468

PROFESSIONAL DEVELOPMENT NET WORK
SCHOOL OF EDUCATION
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CHECKLIST FOR STUDENT TEACHERS AND COOPERATING TEACHERS 

________ Review of district and building handbooks for students and teachers 

________ Daily schedule 

________ School calendar, school hours 

________ Fire and civil defense drills 

________ Playground rules (teacher’s responsibilities) 

________ Reporting accidents, first aid service, health services 

________ Enrolling new pupils, readmission of pupils whom have been ill 

________ Attendance procedures 

________ Group movement within the building 

________ Use of duplicating equipment; requisition of supplies and equipment 

________ Lunchroom regulations 

________ Testing programs 

________ Teacher meetings (student teacher’s part in them) 

________ Parent-teacher meetings 

________ Home visitations, pupil gifts 

________ Report to parents 

________ Rules regarding field trips 

________ Supervisory policies, principal, central office personnel 

________ Reporting pupil teacher absence 

________ Media center policies 

________ Procedures for snow days/late openings/early dismissals 

________ Procedures for dealing with students who become ill in the classroom/at school 

________ Collection of money:  (field trips, book orders, school pictures, proms, yearbooks, class rings, etc.) 

________  Dismissal procedures (bus, walkers, parent pick-up, student drivers, etc.)  

________ Release of students to authorized person(s)  
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Weekly Calendar and Suggested Activities for 
 

Student Teachers and Cooperating Teachers/Mentor Teachers 
    
Week Weekly Activities for Student Teachers and Cooperating Teachers 
Week 1 Observe and help out as needed/directed by cooperating teacher. 

Week 2 

Continue to observe; begin to do transitions; do a read aloud.  Co-plan with 
cooperating teacher.  Send home appropriate release consent form and letter for 
edTPA recording. 

Week 3 

Take over responsibility for planning and implementing a lesson for a small group; 
continue to do transitions and read alouds.  Co-plan and co-teach with cooperating 
teacher.   

Week 4 
Continue with previous responsibilities.  Add planning and implementing whole class 
lessons.  Take over a morning.  Co-plan and co-teach with cooperating teacher.   

Week 5 
Continue with previous responsibilities.  Add planning and implementing whole class 
lessons.  Take over a whole day.  Co-plan and co-teach with cooperating teacher.   

Week 6 

Continue with previous responsibilities; take over responsibility for planning and 
implementing lessons for two or three full days. Co-plan and co-teach with 
cooperating teacher.   

Week 7 One-week takeover.  Co-plan and co-teach with cooperating teacher.  

Week 8 Continue to co-plan and co-teach with cooperating teacher. 

Week 9 Continue to co-plan and co-teach with cooperating teacher. 

Week 10 

Continue to co-plan and co-teach with cooperating teacher.  First cooperating 
teacher evaluation is due to the College Supervisor.  Final week in first 
placement. 

Week 11 
Begin new placement.  Observe and help out as needed/directed; do transitions and 
read alouds.  

Week 12 

Take over the responsibility for planning and implementing a small group lesson as 
well as continue observation, transitions, and read-aloud.  Co-plan with cooperating 
teacher. 

Week 13 
Continue with previous responsibilities; take over two or three full days.  Co-plan and 
co-teach with cooperating teacher.     

Week 14 One-week takeover.  Co-plan and co-teach with cooperating teacher.       

  
On last day of student teaching, second cooperating teacher evaluation is due 
to the College Supervisor. 

Note: The schedule is tentative and subject to change to accommodate the needs of the 
host school. 
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Co-Teaching Strategies & Examples 
 

Strategy Definition/Example 
One Teach, One 

Observe 
One teacher has primary responsibility while the other gathers specific observational information on 
students or the (instructing) teacher.  The key to this strategy is to focus the observation – where the 
teacher doing the observation is observing specific behaviors. 
Examples: One teacher can observe for: specific types of questions asked by instructing teacher; teacher 
movement; charting student participation; specific on-task behaviors; specific group interactions. 
Tip: When observing collect data/evidence. Observation is not intended to make judgments, but to 
provide data on what is happening in the classroom and allow that information to impact future lessons. 

One Teach, One 
Assist 

An extension of One Teach, One Observe - one teacher has primary instructional responsibility while 
the other assists students with their work, monitors behaviors, or corrects assignments. 
Examples: While one teacher has the instructional lead, the teacher assisting may ask clarifying 
questions, provide additional examples or be the “voice” for the students who don’t understand or are 
hesitant to share. As teacher candidates lead their first whole group lesson, the CT can be responsible for 
overseeing classroom management – allowing the TC to focus on pacing, questioning strategies, 
assessment, movement, etc.  
Tip: This strategy supports classroom management as students get their questions answered faster and 
behavior problems are addressed without stopping instruction. Pairs often identify a signal (standing 
under the clock) that allows for a quick conversation or opportunity to discuss something without the CT 
interrupting the lesson. 

Station Teaching The co-teaching pair divides the instructional content into parts – each teacher instructs one of the 
groups, groups then rotate or spend a designated amount of time at each station – often an 
independent station will be used along with the teacher led stations. 
Examples: If co-teaching pairs were doing a literacy lesson they could divide into 3 stations: one 
working on fluency, one on reading comprehension and one on vocabulary. A science lesson may have 
students at one station viewing a specimen/sample under the microscope (magnifying glass), another 
station has students diagraming the specimen/sample, and a third station has students watching a short 
video of the specimen/sample moving in its natural setting. 
Tips: Stations cannot be hierarchical students must be able to start at any station. This is an excellent 
way to have student working in smaller groups; allow the TC the opportunity to build their confidence 
while teaching a mini-lesson multiple times; and keep the cooperating teacher actively engaged with 
students. Other adults (Paraprofessionals, Special Educators, Title I teachers) can also lead stations. 
Pacing, voice and noise levels must all be discussed prior to the lesson. 

Parallel 
Teaching 

Each teacher instructs half the students. The two teachers are addressing the same instructional 
material and presenting the material using the same teaching strategy. The greatest benefit to this 
approach is the reduction of student to teacher ratio. 
Examples: After reading a selection from their text, the class is divided into two heterogeneous groups 
where they discuss a list of questions from the reading. For an elementary math lesson students are 
divided into two smaller groups where each teacher is able to support the use of manipulatives for 
solving problems. 
Tips: Place students facing their teacher with backs to the other teacher/group to reduce distractions. 
When teacher candidates view the CT timing and pacing can be supported as they learn. Pacing, voice 
and noise levels must all be discussed prior to the lesson. 
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The co-teaching strategies are not hierarchical 
they can be used in any order and/or combined to best meet the needs of the students in the 

classroom. 
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Supplemental 
Teaching 

This strategy allows one teacher to work with students at their expected grade level, while the other teacher 
works with those students who need the information and/or materials retaught, extended or remediated. 
Examples: Using the results from an math exam students are divided into two groups, one smaller group that 
didn’t meet the expected score/requirement will work with one teacher who will reteach the concept(s) and 
provide support materials to help students understand and successfully complete the math problems. The other 
teacher will work with those students who successfully completed the exam; however these students will build 
on the same concepts and complete additional math problems. 
Tips: Groupings are based on need identified from a specific exam or assessment. Both teachers should work 
with all students throughout the experience, making sure that one teacher (TC or CT) doesn’t always work 
with the students who are struggling and/or need extensions. Group make-up is always changing. 

Alternative or 
Differentiated 

Alternative teaching strategies provide two different approaches to teaching the same information.  The 
learning outcome is the same for all students however the avenue for getting there is different. 
Examples: When doing a lesson on predicting students will take clues from what they have read so far to 
predict what will happen next. One teacher may lead a group of students through a brainstorming activity 
where they identify the significant events that have occurred so far in the story – putting each event on a white 
board. Based on those significant events the group together brainstorms what will happen next in the story. 
The other teacher accomplishes the same outcome but with his/her group, the students predict by connecting 
the specific items pulled out of the bag with the story (Shiloh – dirty dog collar, $20 bill, moldy cheese, etc.).  
Tips: A great way to incorporate learning styles into lessons; both instructors need to be clear on the 
outcome(s) of the lesson, as student should achieve the same objective but arriving there using different 
methods. 

Team Teaching Well planned, team taught lessons, exhibit an invisible flow of instruction with no prescribed division of 
authority.  Using a team teaching strategy, both teachers are actively involved in the lesson.  From a 
students’ perspective, there is no clearly defined leader – as both teachers share the instruction, are free to 
interject information, and available to assist students and answer questions. 
Examples: Both instructors can share the reading of a story or text so that the students are hearing two voices. 
The cooperating teacher may begin a lesson discussing specific events; the TC may then share a map or picture 
showing specifics of the event. 
Tips: Often pairs will begin the experience by team teaching a lesson, providing “fact time” in front of the 
classroom for the teacher candidate – this is much more scripted and staged, but does provide an opportunity 
for the students to view the teacher candidate as a “real” teacher. 
Team teaching takes intense planning, but the longer pairs work together the less time it takes as they know 
what each other is going to contribute. 
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Teacher Actions During Co-Teaching 
TQE Strategies (2005) along with Adaptations from Murawski & Dieker (2004) 

Co-Teaching is an Attitude… an attitude of sharing the classroom and students  
Co-Teachers must always be thinking – We’re Both Teaching! 

 

If one teacher is 
leading instruction… 

The other can be doing this… 

 Observing for:   
student understanding and/or questions (through body 
language, facial expressions, etc.); 
specific types of questions asked by instructing teacher;   
specific student interactions and behaviors;  
teacher movement;  
specific teacher behaviors;  
specific student or group behaviors;  

 Charting: 
where questions are directed within the classroom; 
gender of responders; 
on-task/off task behavior; 
teacher wait time;  
specific teacher behaviors or movements;  
specific student or group behaviors 

 Circulating: 
checking for comprehension; 
using proximity control for behavior management; 
checking for comprehension;  
providing one-on-one support as needed 

 Collecting and reviewing last night’s homework 
 Introducing a social or study skill 
 Taking roll 
 Reviewing directions; modeling first problem on the 

assignment 
 Writing down instructions on board 
 Repeating or clarifying any difficult concepts 
 Passing out papers 
 Giving instructions orally 
 Facilitating a silent activity 
 Introducing a new concept to whole group 
 Asking clarifying questions 
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If one teacher is… The other can be doing this… 
Reading a test aloud to a 
group of students 

Proctoring a test silently with a  group of students 

Explaining a new concept 
through discussion 

Introducing a new concept through role play or 
modeling;  

Provide enriching or 
extended activities on a 
concept already discussed 
in class 

Re-teach or review and old concept with students 
who didn’t understand it 

Provide enriching or 
extended activities related 
to items on a test 

Re-teach or review those concepts or questions that 
were missed on an exam with those students who 
missed those questions on the exam 

Predicting what will happen 
next (in book or text) by 
brainstorming with a group 
of students using the 
overhead 

Predicting what will happen next (in a book or text) 
by showing objects that have already been 
introduced in the story and using them to predict 
what happens next 

Re-teaching or pre-
teaching with a small group 

Monitoring large group as they work on practice 
materials 

Facilitating sustained silent 
reading 

Reading aloud quietly with a small group 

Lecturing Modeling note taking on the board/overhead 
Running last minute copies 
or errands 

Reviewing homework; providing a study or test-taking 
strategy 

Prepping half of the class 
for one side of a debate 

Prepping the other half of the class for the opposing 
side of the debate 

Checking for understanding 
(reviewing a chapter, etc.) 
by leading a discussion with 
half of the class 

Checking of understanding (reviewing a chapter, etc.) 
by leading a discussion with half of the class 

Facilitating a station or 
group 

Facilitating a station or group 

  
 

The main focus of Co-Teaching is to find ways to keep both teachers actively 
engaged with students and their learning. 
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LEHMAN COLLEGE 
SCHOOL OF EDUCATION 

 

STUDENT TEACHER/INTERN EVALUATION/OBSERVATION RUBRIC 
 

 
Rubric Unsatisfactory 

Beginning 
Development 

Developing 
Toward Mastery Satisfactory Exemplary 

Score 0          1        1.7   2         2.3       2.7      3          3.3           3.7 4 

Grade F         D         C-  C        C+         B-      B          B+           A- A 
 

 
This evaluation rubric is designed to evaluate the overall performance of student teachers or interns in each of 
the five competencies: a) classroom management, b) planning for instruction, c) instructional delivery, d) 
assessment, and e) human relations and communications skills.  Using the above scale, evaluators (cooperating 
teachers, assistant principals/principals, Lehman College supervisors, and student teachers/interns) will identify 
the performance level demonstrated for each competency area at different stages during the student 
teaching/internship experience.  The evaluators will also provide comments regarding the student 
performance/delivery of lessons, identify individual strengths (e.g., emergent, frequently used, or mastered 
skills), and provide recommendations for improvement.  
 
The evaluation rubric identifies five levels of proficiency expected of all student teachers or interns in each 
competency area at the end of the student teaching or internship experience.  Achievement of an “exemplary”, 
“satisfactory” or “developing toward mastery” level indicates a readiness to assume the professional 
responsibilities of a teaching career.  In order to be recommended for certification the student teacher’s or 
intern’s minimum level of performance on the Final Evaluation must be in the “Developing Toward Mastery” 
area (a minimum grade of B or above is required).  Student teachers or interns may demonstrate exceptional 
skill in one or more competency areas, thus earning a rating of “exemplary”.  A rating of “unsatisfactory” in any 
one competency area in the Final Evaluation would indicate that the student teacher or intern is not yet ready to 
receive a passing score/grade in the student teaching/internship course and to receive the College’s endorsement 
for certification.   
 
The comment sections of the evaluation rubric enable evaluators to elaborate on the performance rating.  
Strengths could be highlighted or examples cited to support the rating.  Additional documentation using 
observational tools over the semester may also be provided to support the rating.  Evaluators must identify and 
write about the candidate’s emergent (“beginning development”); frequently used (“developing toward 
mastery”); and mastered skills (“satisfactory”), as well as provide descriptions of exemplary behaviors.  
Recommendations for improvement are also required. 
 
It is important to stress that the knowledge, skills, and dispositions required for most effective teaching are 
learned over several years of teaching practice and reflection.  The student teaching or internship experience is 
the first step toward career-long learning.  This lifelong commitment to self-reflection and professional and 
personal growth is expected as a result of the School of Education’s working themes:  

• Empower Our Community of Educators and Learners 
• Educate and Advocate for Social Action and Equity 
• Realize Potential 
• Affirm Our Diverse Ethnic and Cultural Contexts 
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LEHMAN COLLEGE 

School of Education 
STUDENT TEACHER/INTERN  

Student teacher/Intern:    

School and Class:    
Date:   

Cooperating teacher:  

Principal:  
College supervisor:    

 
 

Rubric Unsatisfactory 
Beginning 

Development 
Developing 

Toward Mastery Satisfactory Exemplary 

Score 0            1          1.7    2           2.3        2.7       3          3.3      3.7 4 

Grade F            D          C-    C          C+         B-      B          B+      A- A 
 

Observation   Midterm Evaluation  Final Evaluation 
 

Area of Observation: Check all items observed.  Write score for each area at 
the bottom of each box.                                                  

Indicate Level of Performance: Emergent - Frequently Used - 
Mastered Skill(s)             Write Specific Comments / Provide 

Recommendations for Improvement.   

CLASSROOM MANAGEMENT 
         Teacher candidate displays an understanding of and  
         implements components necessary for effective classroom    
         management (high expectations for student success, uses low-  
         profile desists when addressing misbehavior, and demonstrates  
         consistency in dealing with students and enforcing rules, ).              
         Standards of conduct are established and are clear to all     
         students. 
          Teacher candidate’s response to behavior is appropriate and  
          consistent; student teacher on reinforces classroom standards   
          of behavior. 
 

          Well-established routines are evident and maximize  
          instructional time and student engagement, this includes  
          efficiency of materials management. 
          Student/teacher interactions are caring and respectful.                        
                                           Score:   

Reference to Santa Cruz Model Professional Teacher Standards (PTS):  PTS 
2 Creating and Maintaining an Effective Environment.                                       

PLANNING FOR INSTRUCTION 
         Teacher candidate selects appropriate NYS K-12/Common     
         Core standards and outcomes based on formal and informal  
         student assessment. 
         Teacher candidate writes an effective lesson plan. 
       Teacher candidate plans meaningful performance tasks a  
         appropriate to the linguistic (i.e. English language learners),   
         cultural, and developmental levels of the students. 
       Teacher candidate plans collaboratively with cooperating 
         teacher (CT) and other classroom instructional and support  
         personnel. 
       Teacher candidate accounts for IEP student needs when 
         planning. 
       Teacher candidate develops a long-range unit plan. 
       Teacher candidate identifies the specific instructional  
         technologies that he or she will use and discuss how the use of  
         these technologies has the potential to positively impact student   
         learning.                                   
                                           Score:  

Reference to Santa Cruz Model Professional Teacher Standards (PTS):  PTS 
3 Understanding and Organizing Subject Matter.  PTS 4 Planning 
Instruction and Designing Learning Experiences. 

 

 

 

 
 

 

   

 
 

 

 
 

 

 

 

Cooperating Teacher  
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Student teacher/Intern:                                                                                                            Date:    

Area of Observation: Check all items observed.  Write score for each area at 
the bottom of each box.                                                  

Indicate Level of Performance: Emergent - Frequently Used - 
Mastered Skill(s)   Write Specific Comments / Provide 

Recommendations for Improvement.                                            

INSTRUCTIONAL DELIVERY 
         Teacher candidate effectively implements lesson plans and  
          demonstrates mastery of content 
     
         Teacher candidate uses a variety of instructional strategies and  
          groupings appropriate to instructional goals so students are 
engaged in productive tasks. 
 
         Teacher candidate asks questions which require the use of       
          higher level thinking skills and uses sufficient wait time. 
 
         Teacher candidate makes accommodations, adaptations, and  
         extension activities for students with special needs, English   
         language learners, and students who have achieved proficiency. 

 
Teacher candidate is effective at managing time. 
 

                                           Score:  
  

Reference to Santa Cruz Model Professional Teacher Standards (PTS):  PTS 
1 Engaging and Supporting All Students in Learning. 

ASSESSMENT 
        Teacher candidate employs a variety of assessment approaches,  
         which match instructional goals. 
 
        Teacher candidate has established and clearly communicated  
         assessment criteria to students.   
                                 
        Teacher candidate provides assessment feedback to students      
        that is accurate and relevant. 
 
      Teacher candidate uses self-assessment to evaluate and improve  
         instruction. 
                                           Score: 

Reference to Santa Cruz Model Professional Teacher Standards (PTS):  PTS 
6 Assessing Student Learning. 

HUMAN RELATIONS AND COMMUNICATION 
SKILLS 
         Teacher candidate practices effective human relations and  
         communication skills with colleagues, parents, and/or children. 
         Teacher candidate demonstrates professional behavior:   
         Punctual; notifies school and supervisors of absences;     
         appropriate hygiene/attire; displays positive attitude; accepts   
         constructive criticism and recommendations; implement  
         suggestions, etc. 
         Teacher candidate maintains a positive relationship with all  
         students and shows sensitivity toward individual students’  
         needs. 
         Teacher candidate’s spoken and written language is clear and  
         accurate.  Displays good listening skills. 
         Teacher candidate models respect for diversity 
          within the school community. 
                                           Score:  

Reference to Santa Cruz Model Professional Teacher Standards (PTS):  PTS 
7 Developing as a Professional. 

The content of this evaluation has been discussed with me by the evaluator.    Date of post observation meeting:  
 
I understand the content of this evaluation:  yes                / no   FINAL GRADE:  
 
I agree            / disagree               with this assessment.  Evaluator’s Name  
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

  

 
 

 
Evaluator’s Signature: Student teacher / Intern’s Signature: 
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p. 718-960-8004
f. 718-960-7855
www.lehman.edu

Carman Hall, Room B33
250 Bedford Park Blvd West
Bronx, NY 10468

PROFESSIONAL DEVELOPMENT NET WORK
SCHOOL OF EDUCATION

 
 

COOPERATING TEACHER TUITION WAIVER APPLICATION 
Cooperating Teacher Information 

(Please print information in the space provided.)  
 

Cooperating Teacher             
    Last Name     First Name 
 
Home Address              
 
Email Address       Home Telephone       
 
Social Security #            School Telephone        
 
School Name and ID Number                          
 
School Address               
 
Name of Principal           Grade/ Subject      
 

Student Teacher Information 
 
Student Teacher 1             
    Last Name       First Name 
 
Student Teacher 2             
    Last Name       First Name 
  
Semester  _________________   Year  ___________ Check One:  Early Childhood ______Elementary  ______ 
                Middle School _____    High School  ______  
 
Number of Weeks of Supervision                Dates of Supervision         
 
Turned in:  Resume          Midterm Evaluation       Final Evaluation    
____________________________________________________________________________________________ 
 
Will your waiver be used for a summer course? (Please circle one.)       YES     NO 
 
How do you prefer to receive your waiver?  (Please circle one.) Please mail it to me.   I will pick it up. 
               
Once you have completed the semester and submitted evaluation forms and a copy of your resume, you will be eligible 
for the tuition waiver.  Unless you specify that you would like to take a summer course, your waiver will be valid in fall 
and spring only. 

Approved by:         
   Director, Field Experiences and the Professional   
   Development Network 

Send this form to:        
Elvani Pennil        Other Contact Information: 
Lehman College, CUNY  E-mail: elvani.pennil@lehman.cuny.edu 
School of Education      Tel.: (718) 960-8004 
250 Bedford Park Boulevard West    Fax: (718) 960-7855  
Carman Hall, Room B33 
Bronx, NY 10468-1589        
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Lehman College     Institutional Review Board for the 
The City University of New York   Protection of Human Subjects 
 250 Bedford Park Blvd West    Shuster Hall, Room 386 

        Bronx, New York 10468-1589               www.lehman.cuny.edu/provost/irb 
 

Institutional Contact:     Tara Prairie, 718-960-8717, tara.prairie@lehman.cuny.edu 

 
Investigator: Harriet Fayne, Ph.D. 

Dean of Education 
Carman Hall B33  
Lehman College/CUNY 

Tel:    (718) 960-6777   
Email:   harriet.fayne@lehman.cuny.edu                                                 
 

CONSENT FORM 
 
TITLE  OF  THE  STUDY:  Evaluating, understanding, and enhancing the quality of educator preparation 
programs in the School of Education at Lehman College. 
  
PURPOSE  OF  THE  STUDY:    
You are being asked to respond to some questionnaires or surveys.  The purpose of the project is to evaluate, 
understand, and enhance the quality of educator preparation programs in the School of Education at Lehman 
College. 
  
DESCRIPTION  OF  THE  RESEARCH:    
We will collect data through surveys and/or questionnaires of each student enrolled in an educator preparation 
program and any education alumna.  The responses from each individual help the School of Education and 
academic programs better understand the needs of the students and graduates so as to enhance the quality of the 
educator preparation programs in the School of Education and to meet the requirements of the accreditation 
agencies.   
  
POTENTIAL RISKS OR DISCOMFORTS: 
There will be a minimal degree of psychological stress and anxiety. 
  
POTENTIAL  BENEFITS:  
Findings of the project could benefit the students in many different ways.  They could lead to:  (1) the design of 
programs that are better suited for the improvement in the quality of educator preparation programs; (2) 
improvement of services to support students in teaching and learning; (3) development of new education courses or 
revision of existing courses and practices to address students’ needs; and (4) better education opportunities for 
underrepresented minority Hispanic and African American undergraduate and graduate students to pursue a lifetime 
teaching career.   
  
CONFIDENTIALITY:    
Your identity as a participant in this research study will be kept confidential in any publication of the results of this 
project.  The information obtained during this project will be kept confidential.  Once the data are collected they 
will be stored and locked up in cabinets in the Dean’s office.  Only the principal investigator and the evaluator will 
have access to the data and will code the original data and know the identity of the participants in the project.  The 
coded data will ensure the anonymity and confidentiality of the participants.  After the completion of the project, 
the data may be stored for future use.    CUNY UI - Institutional Review Board 

 
Approval Date:  August 16, 2012 
Expiration Date:  August 15, 2015 

Coordinator Initials: TMP 
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VOLUNTARY  PARTICIPATION:    
Your participation in this study is totally voluntary. 
  
  
TERMINATION  OF  PARTICIPATION:  
You are free to withdraw consent and discontinue participating in this study at any time.  You do not have to 
answer any questions that you prefer not to answer.  Your decision to participate or not to participate will not, in 
any way, affect your status in the educator preparation program OR your standing in the college. 
  
CONTACT  PERSON(S):    
If you have any questions or concerns about this study or your rights as a participant, please contact the principal 
investigator or the institutional contact person at the addresses and telephone numbers above.  
  
  
I have read this consent form and I understand the procedure to be used in this study.  I freely and voluntarily 
choose to participate.  I understand that I may discontinue participation at any time.  

 
Name (printed):            
 
Signature:           Date:      
 
  
  
  
  
  
  
  
  
  
  
  
  
  
       
 

CUNY UI - Institutional Review Board 
 
Approval Date:  August 16, 2012 
Expiration Date:  August 15, 2015 

Coordinator Initials: TMP 


