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Full Year Student Teaching 
 

In 2017 William Jewell College Department of Education adopted full-year student teaching in order 
to provide student teachers with a more comprehensive, in-depth, and richer student teaching 
experience that better prepares pre-service teachers for their first year of teaching. Full-year 
student teachers experience everything a teacher does throughout the school year. They learn to 
set up the class from the beginning; to know their students in-depth and plan instruction 
accordingly; to manage the workload as well as to do the work; to implement short- and long-term 
curriculum; to analyze assessment date over time and adjust instruction; to respond to an array of 
unexpected challenges; to collaborate with colleagues; as well as many other sets of professional 
knowledge and skills. 
 
Both fall and spring student teaching are required, in that order. 
 
The Education faculty evaluate the results of our program and continuously make adjustments to 
the program to better serve our students. Therefore, starting Fall 2021, student teachers were given 
a choice in the Fall Semester to either teach full-time to earn 6 credits or part-time to earn 4 credits. 
If a student chooses part-time student teaching in the Fall for 4 credits the student teacher must 
work in the classroom for 4 consecutive hours every day of the school week, as agreed to by the 
cooperating teacher and college supervisor. Once a schedule is established, it cannot be changed; 
everyone involved needs to agree to a clear, consistent schedule. The student teacher will sign the 
schedule as a contract to acknowledge that they will meet this schedule. 
 
If a student chooses full-time student teaching in the Fall for 6 credits, the student teacher will work 
in the classroom full days and full weeks. Expectations for performance during the Fall semester will 
remain approximately the same regardless of the number of credits enrolled and the schedule for 
assuming responsibility remains approximately the same. The MEES rubric for evaluating 
performance remains the same and measures growth and performance at the end of the semester. 
 
Spring student teaching (II) is required to be full-time because this is the semester in which student 
teachers demonstrate full competency. The Fall semester (student teaching I) is a lesser, 
developmental experience in which students build skills in order to demonstrate full competency in 
the Spring. Undergraduates earn 8 credits for spring student teaching; MAT candidates who are on a 
slightly different trajectory earn 6 credits for spring student teaching. Student teachers follow the 
districts teacher contract hours with fidelity in the spring. 
 
The Master of Arts in Teaching (MAT) candidates will follow roughly the same schedules as well. 
Because of the design of the program MAT candidates sometimes start the Fall doing fieldwork and 
then transition to Student Teaching I between the fifth and seventh weeks of the Fall semester. The 
schedule for assuming leadership responsibility in the classroom remains approximately the same as 
for all other student teachers, although, as noted above, each student teacher will be guided on 
their trajectory by their cooperating teacher and college supervisor as their performance warrants. 
 
MAT candidates in the Spring semester student teach full days and full weeks with the same 
expectations for performance as undergraduate student teachers.  
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It is a given that teaching responsibilities extend outside the class day and student teachers are 
expected to attend faculty, team, PLC, committee meetings as is appropriate and requested by the 
cooperating teacher. 
  
The Education faculty advises teacher education students so that all or almost all degree 
requirements are completed prior to student teaching. However, most student teachers still take 
one or two courses at Jewell during student teaching and many have scholarship commitments 
(athletics, music/theatre performances, debate) to fulfill. In the fall there is leeway but in the spring, 
student teaching is full days and full weeks meaning student teachers must keep outside 
commitments to a minimum. Students should not plan on taking any coursework besides EDU 401 
(undergraduates) or Edu 520 (MAT candidates) simultaneously with spring student teaching. 
 
To address both campus and school district responsibilities in the Fall, the student teacher creates a 
calendar of the times during which they will be in the K-12 classroom that accounts for their Jewell 
classes and scholarship commitments. This calendar is clearly communicated to the cooperating 
teacher at the August Student Teaching orientation and should not be deviated from after that. 
Student Teachers are advised to complete as many of those commitments in the fall as can be done, 
especially if the student teacher will take the part-time option in the fall. In the spring a similar 
calendar will be done for scholarship commitments but the student teacher must be in the 
classroom full days and full weeks.  
 
Student teaching is a full year (two semesters) experience. Completion of one semester does not 
constitute finishing student teaching, nor the major, program, or degree in education. William 
Jewell cannot recommend anyone for certification without two semesters of student teaching 
because this is part of our state-approved teacher education program.  

 

Student Teaching Philosophy 
 

The design of student teaching at William Jewell reflects the belief that the student teaching 
experience is a critical part of teacher education. It is the intent of the William Jewell College 
Department of Education to accept for student teaching only those students who have 
demonstrated competence in content area and pedagogical knowledge, the basic use of 
instructional and assessment strategies and have the potential to function as professionals. Student 
teaching provides prospective teachers the opportunity to implement all they have learned 
throughout their teacher education program. The support students receive during this period is 
essential to their success. They are supported by both their college supervisor and their classroom 
cooperating teacher. They are greatly influenced by the practices and personality of the teacher 
whom they have been assigned. Therefore, it is imperative that they be placed with outstanding 
teachers. 
 
An outstanding teacher assesses the needs and interest of students, prepares a developmentally 
appropriate environment, and teaches such that students are engaged in learning activities that 
stimulate their thinking. These are skills that the exemplary cooperating teacher helps the student 
teacher to acquire through the Co-teaching Model.  
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 “Co-Teaching is two teachers working together with groups of students; sharing the planning, 
organization, delivery, and assessment of instruction, as well as the physical space.” (Bacharach, 
Heck & Dank, 2004)” 
 
Co-teaching requires respectful collaboration. The cooperating teacher is still the teacher of record 
and the student teacher still defers to the cooperating teacher’s judgment but discussions around 
instruction are a two-way street with both the cooperating teacher and student teacher listening 
respectfully. The model also assumes that BOTH teachers are always teaching.  
 

What Co-Teaching is NOT: What Co-Teaching IS: 

• Apprentice model 

• Student teacher ‘observes’ what the 
Mentor teacher does & then tries it. 

• Mentor teacher gradually releases 
‘control’ to the student teacher. 

• Student teacher ‘in charge’ for a 
designated period of time. 

  
 

• Collaborative professional development model 

• Student and Mentor teachers plan & 
implement instruction together throughout. 

• Lead teacher coordinates instructional 
activities for the lesson/unit; day/week. 

• Lead teacher varies over time & content but 
for a significant time the student teacher is the 
lead, directing the learning activities, including 
the mentor teacher’s role in instruction. 

 

 
Co-teachers share common goals and instructional decision-making. It requires effective, clear 
communication daily between the two teachers in the classroom and shared vision about 
instruction/assessment as well as shared management practices. 
 
 

Goals of Student Teaching  
 

• To provide opportunities for the student teacher to observe and practice the application of 
instructional and management techniques as modeled by a master teacher. 

 

• To assist the student teacher in making the transition from the role of student to that of a 
professional educator by assuming all of the daily responsibilities of a classroom teacher. 

 

• To assist the student teacher in understanding the organizational structure and the 
respective roles of the administrative, faculty, and staff personnel of an elementary, middle 
and/or secondary school. 

 

• To provide the student teacher with opportunities to apply and evaluate specific theories 
and techniques (studied previously in campus-based professional education courses) under 
the supervision of a cooperating teacher who is knowledgeable and experienced. 

 

• To provide observation, guidance, and evaluation for student teachers from both the 
cooperating teacher and college supervisor. 
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• To provide student teachers with the opportunity to demonstrate subject matter and 
pedagogical competence by planning and implementing lessons and assessing student 
learning using a variety of strategies and tools (including technology). 

 

• To enable student teachers to participate fully in the life of the school to which they have 
been assigned. 

 

• To provide opportunities for the student teacher to plan, organize, manage, and evaluate 
the complete daily schedule of a classroom. This is accomplished through co-teaching 
wherein the cooperating teacher and the student teacher collaboratively plan and 
implement instruction throughout the year.  

 

• To provide an opportunity for student teachers to reflect upon their entire professional 
practice including their daily student teaching experiences so that they can continuously 
improve their practice and organize evidence of their achievement and the achievement of 
their students. 

 

Application Process for Student Teaching 

 

Master of Arts in Teaching candidates are admitted to Student Teaching when they are admitted to 
the program.  
 
Undergraduate students must apply for student teaching by December 15 of the academic year 
preceding the one in which they desire to student teach. The following criteria must be met by the 
application deadline for a student to be considered for admission to student teaching. 
 
I. Submit the following documentation online to the Clinical, Compliance & Data Coordinator (via 
email or as otherwise directed). All materials must be neat and electronic: 

• Completed Application for Student Teaching form. Available online in Etrieve. The 
application should be completed neatly, carefully, and accurately as it may be sent to school 
districts for placement consideration.  

• One electronic copy of a professional resume and cover letter.  

• One copy of your most recent transcript (printed from your web account). 
 

II. This documentation plus the record in your student file must demonstrate that you have: 
1. Been admitted to teacher education. 
2. Maintained a 3.0 GPA in your content area courses and in Education courses.  

The only exception is pursuant to Missouri Department of Elementary & Secondary 
Education’s (DESE) alternate content GPA policy that teacher education students can have a 
content GPA no lower than 2.75 IF the person passes the Missouri Content Assessment 
(MoCA) at 1 SEM (Standard Error of Measurement) above the qualifying score.  
Since Jewell no longer requires passing the MoCA prior to student teaching, teacher 
education students may have NO WAY OF KNOWING whether or not they will meet the 
alternate GPA requirement before student teaching. THEREFORE it is up to the student to 
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take the RISK to student teach if he/she has a content GPA lower than 3.0 prior to 
beginning student teaching if they are provisionally admitted.  
IF the student does NOT have either a 3.0 content GPA OR a 2.75 or above content GPA 
and a MoCA score 1 SEM above the qualifying score THEN Jewell will be unable to 
recommend that person for teacher certification. 

3. Favorable written evaluations from all fieldwork (in your file). 
4. Demonstrated the personal responsibility, health, emotional stability and interpersonal skills 

needed to direct the learning of students. This will be evidenced by student performance and 
absence of unresolved Care Team issues. 

5. An acceptable FBI Fingerprint background check. 
 

Once the documentation above has been received, the Education Department faculty will review each 
student’s credentials and give approval for student teaching placement if the above criteria are met. 
The student will be notified of the department’s decision by letter likely in early January.  
 

Student Teaching Placement  
 

Once a student has been approved for a student teaching placement, the Department of 
Education’s Clinical Coordinator will seek a school placement for the prospective student teacher 
with a school district in the region. Student teaching placements are limited to the following: 

• Accredited schools 

• Within a 30 miles radius of William Jewell College 

• Cooperating teachers who meet DESE requirements and are familiar with and willing to 
support the William Jewell College teacher education model 

• Student teachers, generally, will not be placed in a school which they have attended or in 
which they have family or close acquaintances teaching or attending. Student teachers may 
be placed in the district from which they graduated, in schools that they did not attend. 
Individual circumstances will be considered for students participating in a district “grow your 
own” program, especially those from small school districts. 
 

Cooperating teachers will meet the following minimum criteria as set forth by the Missouri 
Standards for the Preparation of Educators (MoSPE): 

• Master’s Degree+* 

• Minimum of 3 years of PK-12 Teaching Experience 

• State Approved Certification in the Content Area & Grade Level 
 
*Or designation of the teacher as a proficient or distinguished teacher by the principal.  
 
Student teaching applicants will submit a resume and unofficial transcript and any other requested 
professional documents to be sent to prospective school districts for consideration. School districts 
have varying requirements for student teaching placement. The student teaching applicant should 
watch their email closely and respond to school district or Jewell Clinical Coordinator requests for 
information and/or to set up an interview or do an inventory. The school district has final say over 
prospective student teaching placements.  
 Students are prohibited from attempting to arrange their own placements.  

Doing so may result in the student being withdrawn from student teaching. 
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MISSOURI ALTERNATIVE TO STUDENT TEACHING 

As required by Missouri law, Jewell will accept two (2) years’ experience as a teacher assistant in 
lieu of the conventional student teaching requirement if the following conditions are met:  
 

1. The preservice student’s experience as a teacher assistant is concurrent with the student’s 
participation in William Jewell’s professional education program and in the same content 
area and grade range for which the student is seeking certification (cannot use other field 
experience or previous paraprofessional or substitute teaching);  

2. The teacher assistant conducted teaching activities comparable to those required for other 
preservice education students in conventional student teaching placements and 
demonstrating similar competencies;  

3. The teacher with whom the teacher assistant served meets the qualifications for a 
cooperating teacher, as defined in Missouri regulation;  

4. The teacher with whom the teacher assistant served has been provided training for 
observing and evaluating the assistant’s teaching practice through Jewell or through the 
school or district’s mentor training program; and  

5. The teacher assistant has been working on certification with permission and under the 
authority of the principal of the school or a designee. (Mo. Code Regs. 5 CSR 20-400.330) 

6. Must successfully complete all DESE required assessments for certification. 
 

Student Teaching Schedule and Campus Arrangements  
 

Student teaching is a full academic year experience.  
 
Students are required to adhere to the school's schedule during student teaching, with two 
exceptions (winter break and the end of the school year). Students will take the William Jewell 
College winter break and will end the student teaching experience on the last day of spring 
semester classes scheduled at Jewell. This may necessitate making alternative room and board 
arrangements for periods when dormitories are closed. Students should communicate about 
housing with Student Life and notify the Education Placement Coordinator if there is any change in 
address as soon as possible to be sure they have lodging in place if early arrival is required in August 
to attend all district meetings. (The College meal plan does not cover the time when dormitories are 
closed). Request to stay in the dorms before the Jewell semester starts or during breaks must be 
made directly to Student Life by the student. Student Life has a form to complete for housing 
requests which they make available to all students. 
 
Students with a Jewell meal plan may request a sack lunch. Sack lunches can be picked up during 
breakfast hours. Arrangements to receive sack lunches are made by contacting the cafeteria 
manager (Extension 7543).  
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Description of Roles  
 

COLLEGE DIRECTOR OF STUDENT TEACHING 
The Education Department Chair will serve as Director of Student Teaching or will appoint a faculty 
or staff member to fill the position. The Director of Student Teaching has final authority over 
admission, placements, and any disciplinary actions that occur during a student’s student teaching 
experience.  
 
CLINICAL COORDINATOR 
The Clinical Coordinator will present all applications received to the Education Department Faculty 
who shall be responsible for determining each applicant’s readiness for a student teaching 
placement according to the standards listed in the Teacher Education Student Handbook and the 
Policies and Procedures Manual. The grade level, school, and district placement request for each 
student will be decided by the Education faculty and facilitated by the Clinical Coordinator in 
consultation with local school districts. The Clinical Coordinator will initiate all requests to school 
districts for placement of student teachers. The Clinical Coordinator will send a letter requesting 
placement to the selected school districts’ Coordinator of Clinical Experiences. Upon confirmation of 
placement, a letter will notify the student teacher. 
 
DISTRICT COORDINATOR OF CLINICAL EXPERIENCES 
Requests for clinical and student teaching placements by the college will be forwarded to the school 
district’s Coordinator of Clinical Experiences. The coordinator will assign student teachers and will 
notify the College Clinical Coordinator by email upon confirmation of a placement. 
 
COOPERATING PRINCIPAL 
As the educational leader of the school in which the student teacher is placed, the principal’s role in 
the program is essential to its success. He/she, or and administrative representative, is expected to 
take a direct and active part in facilitating the experience. 
 
COOPERATING PRINCIPAL EXPECTATIONS 

1. Cooperate with the district’s Director of Clinical Experiences and the Clinical Coordinator in 
securing the most appropriate appointment of a willing and competent Cooperating 
Teacher. 

2. Oversee the student teacher’s orientation to the organizational structure, physical facilities, 
and instructional equipment, and established procedure of the school. 

3. Arrange appropriate access to the school and classroom for the supervisor and other 
appropriate college personnel. 

4. Provide support and advice to the cooperating teacher and student teacher in the solution of 
any unanticipated problems that may arise that are pertinent to the student teaching 
experience. 

5. Ensure that the student teacher has a certified teacher assigned to the classroom at all 
times. (i.e. if a Cooperating Teacher is absent, a certified substitute must be assigned to the 
classroom for the day.) 

6. Conduct one or more formal class observations of the student teacher’s teaching as time 
allows, and provide feedback after that session. 
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COOPERATING TEACHER 
The cooperating teacher shall mentor (as described below) and supervise the routine daily activities 
of the student teacher and provide the student teacher with access to teaching resources. 
 
William Jewell College will pay either the cooperating teacher or school district, in accordance with 
the school district’s policy, an honorarium according to the student teaching fee structure 
developed by the Education Department faculty and the Board of Trustees.  
 
The minimum qualification of the cooperating teacher shall be as follows: 

1. A record of at least three years of successful PK-12 teaching experience 
2. At least one completed year in the present teaching position 
3. Full state certification for the teaching assignment 
4. Master’s Degree. If a teacher with a master’s degree is not available, the school district will 

place the student teacher with a cooperating teacher rated as Proficient and/or 
Distinguished using the Missouri Educator Evaluation System (MEES) or the district’s 
approved evaluation system. 

5. Willingness to support the student teacher’s efforts to apply the theories and instructional 
methods emphasized in the college’s professional education courses 

 

COOPERATING TEACHER EXPECTATIONS 
The expectations of the cooperating teacher shall be as follows: 

1. Attend a William Jewell Cooperating Teacher Training Session. 
2. Attend a Missouri Educator Evaluation System (MEES) training session to use the Teacher 

Candidate Assessment Rubric (TCAR) effectively. 
3. Conduct an orientation visit with the student teacher including the following information: 

a. School district and school policies and procedures manual including routing and 
emergency and FERPA/records 

b. School map 
c. List of essential school personnel and contact information 
d. A copy of teacher’s daily schedule and an explanation of the school’s 

schedule/routine/calendar 
e. A copy of the teacher’s handbook/manual, lesson plan format, curriculum guidelines 

and any other materials the student teacher needs to lesson plan 
f. Instructions about grade books and assessment (student teachers should not be 

given cooperating teacher’s actual gradebook) 
g. Direction to the parent’s handbook detailing the school’s disciplinary and other 

policies  

• Please also discuss personal disciplinary approach and expectations for 
classroom environment and management. 

h. Information about faculty meetings/in-services 
i. Location of school records and policies for access, including IEP’s 
j. Texts, seating charts, ID for student teacher 
k. Logistics for student teacher storage of materials, library use, computer use 
l. Access any technology needs. Including but not limited to: district login information, 

access to certain applications for programs used by the cooperating teacher or 
teaching team. (i.e. Google Drive, Dojo, teacher’s website). 
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4. Schedule at least weekly one on one consultation with the student teacher to discuss 
instructional goals, plan for instruction and evaluation of students, refine classroom 
management skills, and evaluate instructional skill development. 

5. Assign instructional tasks on a graduated basis according to the student teacher’s 
development and the goals of the program AND plan collaboratively and co-teach with the 
student teacher. 

6. Support the student teacher’s efforts to implement specific theories, instructional models, 
and teaching techniques emphasized in the college’s professional education courses. 

7. Provide for the student teacher’s participation in all professional activities in which the 
cooperating teacher is engaged during the period of the student teaching assignment. 

8. Make the student teacher and the college supervisor aware of any problem(s) that may 
become apparent as soon as possible after their first appearance. 

9. Mentor for growth and provide ongoing feedback daily and growth feedback at mid-term 
and end of semester. 

10. Complete all required DESE MEES evaluation forms as sent through Jewell’s Department of 
Education. Communications and reminders will be emailed to the Cooperating Teacher’s 
school email. Forms to be completed will be provided through an online site such as One 
Drive. A minimum of 6 official MEES evaluations must be done over the course of the year-
long student teaching experience. 

11. Contact the William Jewell College Clinical Coordinator if the Student Teacher requests or 
suggests that they need a 504/ADA accommodation. It is not the responsibility of the 
teacher or the district to make such an accommodation since the student teacher is not an 
employee of the district. The Clinical Coordinator will refer the Student Teacher to Jewell’s 
Director of Accessibility Services. 

 
 
COLLEGE SUPERVISOR 
The college supervisor is the representative of the college who facilitates communication between 
the college and district personnel in all matters relating to the student teacher under his/her 
supervision during the student teaching experience. All Jewell College Supervisors are experienced 
educators who taught in K-12 schools for more three or more years. 
 
COLLEGE SUPERVISOR EXPECTATIONS 
The expectations of the college supervisor shall be as follows: 

1. Attend the student teaching training each year.  
2. Attend a Missouri Educator Evaluation System (MEES) training session annually to use the 

Teacher Candidate Assessment Rubric (TCAR) effectively. 
3. Provide a general orientation to the student teaching experience for the student teacher 
4. Clarify the goals and procedures of the student teaching program to the cooperating teacher 

and principal as necessary 
5. Analyze and respond to student teacher communications to determine if problems are 

developing 
6. Evaluate lesson plans to assist the student in developing instructional planning and 

implementation skills 
7. Regularly observe, at least five times each semester, the student teacher actively teaching to 

evaluate and encourage the development of the student teacher’s professional skills 
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8. During each observation evaluate appropriate MEES Standards and provide student teacher 
with written feedback 

9. Maintain contact with the cooperating teacher to discuss specific strengths and weaknesses 
of the student teacher and set goals for coaching 

10. Serve as a bridge between the student teacher and the cooperating teacher by facilitating 
communication and collaboration 

11. Confer with the student teacher after the observation to help the student deal with specific 
issues and continue their progress 

12. Complete the MEES TCAR sent by DESE and email them to clinical fieldwork coordinator. 6 
TCAR evaluations must be done over the course of the student teaching experience.  

13. Assign the course grade for the student teaching experience on the basis of personal 
observation of the student teachers’ classroom instructional behavior as measured against 
the performance standards in the student teaching rubric and considering the 
recommendation of the cooperating teacher and in consultation with the building principal 
and/or other professional educational personnel as deemed appropriate by the college 
supervisor. 

 
CONTENT FIELD FACULTY [Secondary and All-Level (K-12) Programs only] 

After placements have been announced, the Clinical Coordinator shall notify the chairs of college 
departments of secondary student teachers’ majors. Those department chairs, or an appointed 
faculty member, participate in the supervisory process. The expectations of the content field faculty 
member shall be as follows: 

1. To make a minimum of one formal classroom observation of the student teachers 
performance and complete a MEES Teacher Candidate Assessment Rubric (TCAR) on the 
form provided by the William Jewell Department of Education. 

2. To consult with the student teacher, the cooperating teacher, and the college supervisor on 
the classroom observations, especially on matter of content competency and pedagogical 
technicalities that may be unique to the discipline or teaching field. 

 
STUDENT TEACHER 
**Note: Student Teachers who are teacher assistants/para professionals pursuant to Mo. Code 
Regs. 5 CSR 20-400.330 OR MAT candidates teaching on a TAC or Provisional Certificate are 
employees of the district and so may participate in school activities as their district contract 
dictates. This may influence the student teaching experience on items below marked with two 
asterisks (** below on the next 7 pages). 
 
The student teacher is an elementary or secondary education undergraduate student who has 
completed all education program course work except EDU 305, 401, and 501 as an undergraduate; 
or an MAT student teacher taking teaching methodology coursework simultaneously with student 
teaching. An approved (admitted) Student Teacher has demonstrated in classes and clinical field 
experiences the abilities and skills that suggest they will become a successful teacher. 
 
Once the student teaching period has begun, the student teacher shall participate in all professional 
activities that are expected of the cooperating teacher, including (but not limited to) daily 
instructional preparation and implementation, faculty meetings, special duty assignments, parent-
teacher conferences, and in-service workshops. Student Teachers may attend IEP Conferences but if 
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they are called upon to comment in these meetings they should clearly state that they are student 
teachers and name their cooperating teacher as the teacher of record (also the cooperating teacher 
should be present at the IEP Meeting.)** 
 
The student teacher shall clearly understand and abide by all rules, regulations, policies and 
procedures established by the district for the safe operation of its schools. In addition student 
teachers shall comply with any specific requirements or assignments as may be made by the 
cooperating teacher, cooperating principal, college supervisor, or content field faculty member, and 
the policies and procedures established for the student teaching program of the college. 
 
STUDENT TEACHER EXPECTATIONS 
For the college, the student teacher must: 

1. Prepare detailed lesson plans for every lesson taught and keep them in a student teaching 
portfolio to be reviewed by the college supervisor. 

2. Aid in the development and use of a classroom management plan and communicate this 
plan to the college supervisor. 

3. Demonstrate accurate knowledge and effective teaching strategy use. 
4. Provide evidence of meeting Missouri Teaching Standards as outlined in the Missouri 

Educator Evaluation System (MEES) Teacher Candidate Assessment Rubric (TCAR). 
5. Present the college supervisor a lesson plan prior to each lesson to be observed. 
6. Attend and complete all assignments for concurrent William Jewell courses. 
7. Provide the college and the Cooperating Teacher with an accurate student teaching 

schedule, including all William Jewell responsibilities and scheduled student teaching days 
and times for each semester of the two semester student teaching experience. 

 
For the cooperating school, the student teacher must: 

1. Schedule an orientation visit. The orientation conference provides for sharing of information 
and the start of a professional relationship with the cooperating teacher. The following 
should be discussed at the orientation visit: 

a. Materials sent by William Jewell College to the cooperating teacher 
b. Material given to the student teacher by the cooperating teacher 
c. Curriculum taught in the grade(s), subject areas assigned to the student teacher. 
d. School policies and procedures. 
e. The curriculum map for the year – what essential KUD’s will be taught throughout 

the year (the big picture). 
f. Texts, materials, district curriculum guidelines 
g. A general, flexible plan for how co-teaching will occur in the assigned classroom(s). In 

particular, who will take the lead for planning when; how assessment and feedback 
to students will be provided and by whom when; how the cooperating teacher and 
the student teacher will enact co-teaching on a daily basis. 

h. General classroom management and the cooperating teacher’s management 
style/preferences and routines and procedures. 

i. Philosophies of teaching 
j. Expectations of the roles and responsibilities of the student teacher (please consult 

this guide and discuss explicitly for shared understanding) 
k. Initial involvement activities for student teacher/preparation prior to the start of 

student teaching 
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2. Consult with the cooperating teacher and prepare teaching materials appropriate to every 
day’s activities. 

3. Effectively prepare and implement instructional activities on a daily basis (the student 
teacher’s level of responsibility builds over time but the co-teaching model is used 
throughout the experience).** 

4. Participate fully in the life of the school as a professional. 
5. Never be alone on the playground without additional school assigned personnel.** 
6. May be placed in charge of the assigned classroom on the recommendation of the 

cooperating teacher or principal if the cooperating teacher is absent from school for less 
than three days during the period in which student teacher has assumed full classroom 
responsibility. However, another teacher employed by the district (substitute or otherwise) 
must be in the classroom except under the circumstances in #7 just below.** 

7. After successful completion of the fall student teaching experience, William Jewell College will permit 
Student Teachers to be hired and used as a ‘Daily’ Substitute only in the grade level/content field 
and building of their student teaching placement.  
The Student Teacher must have already acquired a Substitute Teaching Certificate through DESE.  
In this scenario, the Student Teacher is not a traditional employee of the district and must be asked 
and agree to be used as a Substitute Teacher on any given day under the specific circumstances. 
The Student Teacher should not be pressured to substitute and always has the option to decline the 
substituting opportunity. Also note, that Jewell student teachers cannot teach out-of-field or in 
another building and elementary teachers should substitute only in their teams or grade 
assignment (i.e., primary or upper grades). These types of substituting experiences should be one 
to three days long.  
If a situation arises wherein the district would like the student teacher to substitute for a longer 
period of time the District should consult with the Jewell Student Teaching Director. In this event, 
the student teacher must meet Jewell conditions for an Internship before such an arrangement will 
be considered.**  

8. Student teachers should not be involved with any part of the administration of the MAP 
Test. William Jewell Students can observe MAP testing, with permission from your school 
administration, but they cannot help in any way. Even student teachers who can substitute 
in the district are not the teacher of record while the cooperating teacher is present; 
therefore, they are not considered an employee of the district. Student teachers should 
NOT help administer the MAP Test as this would be a breach of DESE regulation with 
problematic implications for the district.** 
 

Gradual Assumption Of Teaching Responsibilities 

 

In a co-teaching model the cooperating teacher and the student teacher plan and implement 
instruction together but the student teacher still has a learning curve that must be considered by 
the cooperating teacher. Therefore, these guidelines are offered to suggest how teaching 
responsibilities should be gradually assumed by the Student Teacher. 
 
Cooperating teachers and student teachers should work together to maximize the effect on the 
teaching experience for all. The student teacher begins the year with the cooperating teacher, 
following the district’s school calendar and then remains in the school until the last day of classes in 
the Jewell Spring Semester (except for Jewell’s Winter Break).  
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The cooperating teacher should introduce the student teacher to the class as a professional 
colleague and should incorporate the student teacher as a fellow teacher in instructional activities 
from day one.  Teaching responsibilities should be increased incrementally in developmentally 
appropriate stages. Each student teacher will move through the stages at different paces. General 
guidelines offered in orientation and classes are just that – general. Every student teacher will have 
a different trajectory and should be guided by their cooperating teacher and college supervisor 
about expectations for their performance. 
 
Initial teaching activities should be activities that help the student teacher gain confidence, get 
better acquainted with the students, and develop rapport. This should contribute to the 
development of classroom management and familiarity with classroom schedules and routines.  
 
Because co-teaching is being practiced, each student teacher’s responsibility for instruction at any 
given time during the school year will vary. However, no later than the start of the spring semester, 
the student teacher should begin to take full responsibility for planning instruction and 
collaborating with the cooperating teacher to insure that learning objectives are met. In other 
words, near mid-year the student teacher should function as the lead teacher, not the only teacher, 
for a period of ten weeks. The timing of this ‘major responsibility’ is negotiable given the 
circumstances of the classroom. However, the intent is that the student teacher demonstrates the 
ability to plan and implement instruction by themself, planning effective instruction and assessment 
while considering student needs in the classroom.  
 
Students will developmentally but consistently prepare lessons that are age appropriate, engage the 
learner, and develop cognitive, affective, and psychomotor skills as necessary to the subject area.  

• Lessons will be structured using the model that the cooperating teacher or school district 
requires. 

• In the case that a specific model is not required, the student teacher will use the William 
Jewell College lesson plan template. 

• Student teachers will submit lesson plans to the cooperating teacher at least one week prior 
to teaching the lesson so that he/she can provide constructive feedback before 
implementation. 

• Student teacher will provide the college supervisor a lesson plan to follow/assess during 
visits. 

• Student teachers should plan, implement, and evaluate original lessons and activities. 

• Student teachers should integrate content and reading/writing across the curriculum. 

• Student teachers should incorporate a variety of teaching and learning activities. 

• Student teachers must reflect on their own practice to improve student achievement. 
 

GENERAL OUTLINE OF THE STUDENT TEACHING EXPERIENCE 

Prior to the start of school: 

• Study and master the school and district policies, procedures, and regulations. 

• Practice emergency routines. 

• Introduce yourself to and familiarize yourself with the school facility and personnel. 

• Under the cooperating teacher’s direction help him/her to set up the classroom – physically, 
electronically, and with material preparation. 

• Attend all teacher meetings and professional development opportunities. 
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• Establish a professional presence in the school and the district. 

• Discuss with cooperating teacher how co-teaching will operate in THIS classroom. The 
cooperating teacher has the final say on the process. 

• Collaborate with the cooperating teacher to create a plan for the Student Teacher to gain 
more responsibility for leading the instructional process. Identify a targeted 8-9 week period 
of ‘full instructional leadership’ responsibility near mid-year that makes sense given the 
curriculum map for the subject/class and holiday schedule of the school. Make a tentative 
plan for return of ‘full instructional leadership’ to the cooperating teacher to occur near the 
end of March/beginning of April in the spring semester as long as the student teacher has 
fulfilled their 10 weeks of ‘full instructional leadership’ by that time. If the student teacher 
does not assume full leadership until January, they will be required to continue to have full 
leadership later, potentially until the end of spring student teaching, depending upon the 
circumstances. 
 

SUMMARY OF FOR GENERAL GUIDELINES FOR GRADUAL ASSUMPTION OF TEACHING 

RESPONSIBILITIES (THESE WILL BE MARKEDLY DIFFERENT FOR MAT STUDENT TEACHERS BUT 

PROVIDE A SEQUENTIAL GUIDLINE):  

Phase I August - September 

Weeks 1 -2 teach lessons as appropriate 
 
Weeks 3-4 Assume Lead 
teaching/planning for one subject/class 

Phase II September-October 

Transition to Lead/Planner on all 
subjects/classes. Approximately Every 2 
weeks assume lead for a new 
subject/class 
Student teacher should lead all planning 
for lead subjects/classes 

Phase III November - April 

Provide full instructional leadership: 
responsibility for planning, preparation, 
organization, co-teaching 
implementation, and 
assessment/evaluation for teaching all 
classes. All student teachers should have 
full instructional leadership no later than 
the last week in January at the latest. 

Phase IV 
Early April – First Week of 

May 

Student teacher hands back full teaching 
planning and co-teaching implementation 
responsibility gradually to the 
cooperating teacher, preferably one 
subject/grade level at a time. 

 
 
 
PHASE I: EARLY IN THE STUDENT TEACHING EXPERIENCE  
The student teacher needs to consider the needs of the students in his/her classroom in the context of 
establishing effective management and planning differentiated instruction. This will involve observing the 
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cooperating teacher and discussing the topics below with him/her while the student teacher also provides some 
early instruction. Early instruction should include several lessons in weeks 1-2 and then the assumption of 
responsibility for planning and deciding on the implementation of the co-teaching of one subject in week 3 or 4. 

 

Students: 
Attention spans 
Interests 
Readiness levels 
Learning mode preferences/strengths (i.e., auditory, visual, kinesthetic) 
Specific needs including but not limited to disabilities; medications 
Areas of strength and challenge 
Personalities 

 

In addition to the above, early in student teaching, the student teacher should: 
1. Submit a weekly schedule of classes and your responsibilities to your college supervisor. 
2. Learn the students’ names. Visit with students before and after class to develop rapport. 

Take attendance daily. 
3. At lunch, learn cafeteria procedures and assist with any lunch duties. 
4. Meet with the cooperating teacher daily to plan, debriefing the day’s activities and planning 

for the following day and/or the remainder of the week. 
5. Accept constructive feedback and direction from the cooperating teacher and ask questions 

to improve his/her skills. 
6. Learn to use the computer in the classroom and any special software available. 

Grouping - Variety of grouping strategies and when to use them (i.e., sometimes for interest/motivation; 
sometimes mixed ability; sometimes by readiness level with differentiated instruction) 
Students who work together well and ones who don’t 

Teacher – Students 
Establishing an authoritative but not authoritarian presence in the classroom 
Communicating warmly but demanding high performance from each student in their Zone of Proximal 
Development 
How to delegate responsibility to promote student self-direction and responsibility 

Learning 
Planning for developmental and readiness levels 
Considering student learning rates, modes, interests, abilities, and skills, preparation, experience, and 
background 
Considering circumstances when facilitate learning 
Environment: accessible materials, anchor charts, other cues (i.e., management keys, word walls, etc.), 
physical flow for disabled and/or other student needs 
Instructional Methodologies 
Planning backward from the desired results for alignment between assessment and instruction 
Using a range of instructional strategies and under what circumstances 
Use of questioning 
Instructional media available 
Instructional materials and resources available 
Motivational techniques to be used 
Mechanisms for integrating content across disciplines 
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7. Learn to use the office machines in the building. Take responsibility for material preparation. 
8. Work with individuals and small groups for enrichment, remediation, and on special projects 

or assignments. 
9. Grade papers using rubrics while following the cooperating teacher’s guidelines for 

assessment and evaluation.  
10. Attend all professional development/workshops/faculty meetings or other professional 

requirements for the school/district 
 
 
PHASE II: TRANSITION TO “FULL INSTRUCTIONAL LEADERSHIP” 

1. Gradually assume responsibilities for instructional leadership for additional classes by adding 
one subject/class at a time over a period of roughly 2 weeks for each additional subject/class 
as it makes sense in the classroom. 

2. The student teacher is given the responsibility for planning, preparation, organization, 
implementation coordination, and assessment/evaluation of the classes she/he is teaching 
until she/he is responsible for planning and an implementation plan (co-teaching) for every 
class in the assignment. 

3. The cooperating teacher and college supervisor receive the lesson plans or unit one week in 
advance to provide feedback and suggestions for improvement. 

4. The student teacher suggests ways for co-teaching to proceed but accedes to the 
cooperating teacher’s feedback. 

5. Organize and keep student performance data for instructional planning use; organize 
information for and participate in parent-teacher conferences. 

6. Attend all professional development/workshops/faculty meetings or other professional 
requirements for the school/district 

 
PHASE III: MID-STUDENT TEACHING EXPERIENCE 

1. Provide full instructional leadership: responsibility for planning, preparation, organization, 
co-teaching implementation, and assessment/evaluation for teaching all classes. 

2. Collects, analyzes and utilizes assessment data results to inform instructional planning and 
implementation.   

3. Communicate with parents; organize student performance for and participate in parent-
teacher conferences (leadership of such is at discretion of cooperating teacher). 

4. Manage administrative requirements of the classroom.  
5. Attend all professional development/workshops/faculty meetings or other professional 

requirements for the school/district. 
6. Toward the end of this phase, ask a member of administration to assess your teaching skills. 

This evaluation should be included as an artifact in your teaching portfolio. 
 
PHASE IV: STUDENT TEACHING CONCLUSION** 

1. Student teacher hands back full teaching planning and co-teaching implementation 
responsibility gradually to the cooperating teacher, preferably one subject/class level at a 
time. 

2. Student teacher finishes grading all projects, papers, and tests as negotiated with the 
cooperating teacher during the hand back of responsibility. The student teacher will 
continue to grade and instruct as assigned by the cooperating teacher as he/she assumes 
the full instructional leadership role again. 
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3. Assist with instructional activity elsewhere in the building during MAP or EOC testing (see 
earlier note in this handbook about DESE prohibition of student teacher participation in 
Missouri testing). 

4. As arranged with and by the cooperating teacher, observe other master teachers in the 
building or district. Schedule and observe a variety of excellent teachers. 

5. Split assignments – Persons with K-12 assignments will complete their alternate level 
experience during this phase moving to work with a new teacher in the grades not 
represented in their original student teaching assignment (for instance if an elementary 
placement was the ‘main’ placement then the teacher will move to work in a high school 
placement). 

6. Cooperating teacher is asked to complete a final evaluation for the student teacher. 
7. Attend all professional development/workshops/faculty meetings or other professional 

requirements for the school/district. 
 

Assessment of the Student Teaching Experience 
 

MISSOURI EDUCATOR EVALUATION SYSTEM (MEES) 
Missouri Educator Evaluation System (MEES) will be used to evaluate the student teacher.  
 
The MEES Teacher Candidate Assessment Tool (TCAT – 2021-22 version) will be used to determine if 
student teachers should be recommended for certification. At the end of the student teaching 
experience the college supervisor and cooperating teacher’s summative scores will be added 
together. To be certified in Missouri during the 2022-23 academic year the student teacher must 
achieve a score of 42 (combined final score of both the cooperating teacher and the college 
supervisor). Additional information on the MEES can be found at: 
https://dese.mo.gov/sites/default/files/MEESTeacherCandidateSummativeScoringProtocol2019-
2020.pdf 
See grading scale on page 23 for information on how the final student teaching grade is computed 
and assigned. 
 
The MEES Teacher Candidate Assessment Rubric (TCAR) will be used each time a college supervisor 
observes. Cooperating teachers will fill out the MEES Assessment Tool at least six times during. The 
first MEES TCAR of each semester will be used as a formative assessment and the final MEES TCAR 
of each semester will be used as a summative assessment. The spring summative assessment MEES 
TCAR will be generate the final score and used for certification purposes. Growth is expected 
between each MEES evaluation. 
 
The MEES TCAR forms are based on the Missouri Teaching Standards which can be found on the 
Missouri Department of Elementary and Secondary Education website 
(https://dese.mo.gov/educator-quality/educator-effectiveness/educator-standards/teacher-
standards); and the form itself can be found here: https://dese.mo.gov/educator-quality/educator-
preparation/mees-training. There is no cost for MEES. 
 
 
 
 

https://dese.mo.gov/sites/default/files/MEESTeacherCandidateSummativeScoringProtocol2019-2020.pdf
https://dese.mo.gov/sites/default/files/MEESTeacherCandidateSummativeScoringProtocol2019-2020.pdf
https://dese.mo.gov/educator-quality/educator-effectiveness/educator-standards/teacher-standards
https://dese.mo.gov/educator-quality/educator-effectiveness/educator-standards/teacher-standards
https://dese.mo.gov/educator-quality/educator-preparation/mees-training
https://dese.mo.gov/educator-quality/educator-preparation/mees-training
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Scoring Rubric: 
0 – Not Evident: The teacher candidate does not possess the necessary knowledge; therefore, 
the standard is not evident or is incorrect in performance. 
1 – Emerging Candidate: The teacher candidate is able to articulate the necessary knowledge, 
but does not demonstrate in performance. 

2 – Developing Candidate: The teacher candidate is able to articulate the necessary knowledge 
and demonstrates in performance with some success. 

3 – Skilled Candidate: The teacher candidate is able to articulate the necessary knowledge and 
effectively demonstrates in performance. [Expected level of performance by the end of the 
student teaching experience.] 

4 – Exceeding Candidate: The teacher candidate adapts and develops the lesson according to 
the teaching environment/ student response (all descriptors in the skilled candidate (3) and at 
least one descriptor on the exceeding (4) column must be present during the evaluation. 

 
College Supervisor and Cooperating Teacher will assign the appropriate score based on if the 
majority of the listed descriptors are met. If half of the descriptors fall in one level and the other half 
fall in a different level, the lower score will be given. To achieve a 4, student teachers must 
demonstrate all descriptors in the skilled candidate (3) column and a least one descriptor from the 
exceeding candidate (4). 
 
The student will receive ongoing feedback and multiple evaluations as outlined below: 

1. Cooperating Teacher Evaluation – from the cooperating teacher the student will receive 
daily informal formative evaluations (see conference and evaluation guidelines which 
follow), a formal mid-term MEES evaluation, and a formal summative MEES evaluation at the 
end of each semester. The mid-term and final evaluation forms are identical and will be 
provided by the William Jewell Clinical Coordinator. 

2. College Supervisor Evaluations – from the college supervisor the student will receive 
periodic evaluations and specific feedback after each observation (see conference and 
evaluation guidelines which follow). The college supervisor will complete a final MEES 
summative evaluation at the end of the student teaching semester. The evaluation forms 
will be provided by the William Jewell Clinical Coordinator. The college supervisor designates 
the final grade for student teaching. 

3. Building Administrator Evaluation –if possible , a school administrator (principal, 
department chair, other) should observe one class toward the end of their full class control 
period and provide feedback using the Building Administrator Assessment which will be 
provided to the Building Administrator by the William Jewell Clinical Coordinator.  

4. Other - In addition, a content college professor may also observe and provide feedback. 
5. Self-assessment – the student teacher will monitor his/her own growth through reflections, 

conferencing, and MEES evaluations. 
 
CONFERENCES & EVALUATION GUIDELINES 
Conferences between the cooperating teacher and the student teacher should be conducted in an 
atmosphere of mutual trust, they should be growth-centered rather than personality centered and 
should be conducted in private. If a challenge or problem is emerging a conference should be 
scheduled immediately to identify the source of the problem and correct it quickly so that the 
experience can continue unimpeded. 
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The cooperating teacher, college supervisor or other evaluator, should be aware of the importance 
of human relations to the success of such meetings, and should strive to listen, be empathetic, and 
remain objective. Be sure to commend the student teacher for all personal strengths. Provide 
necessary feedback to the student teacher and serve as a resource person as well. React honestly, 
yet keep criticism constructive and positive; provide specific, direct information about how the 
student teacher can improve his/her performance. 
 

• Cooperating teachers should confer with the student teacher daily regarding instructional 
planning and delivery. 

• Cooperating teachers should hold formal conferences weekly at a regularly scheduled time 
and the college supervisor should provide formal feedback after each observation. The 
categories and prompts on the formative observation form can be used as an objective guide 
to provide specific feedback about what you are or are not seeing the student teacher do. 
The formative observation form is tied to the final expectations of what the student is 
expected to know and be able to do at the conclusion of student teaching.  

• The college supervisor should be invited for a three-way conversation if the cooperating 
teacher and/or principal or content professor need support in working toward goals.  

• Build on the student teacher’s strengths while targeting means for improving areas of 
weakness. 

• Engage the student teacher in self-evaluation and goal setting and encourage the student 
teacher to reflect on his/her performance and how they can improve that performance – to 
reflect on the teaching/learning process and generate solutions themselves (if they are 
unable to accurately assess what is occurring in the classroom do not hesitate to offer 
suggestions, techniques, models that they should try). 

• Complete three formal evaluations each semester and review each with the student teacher.  

• Near the end of the student teaching experience, the cooperating teacher and the college 
supervisor will complete a final MEES TCAR that conveys the final performance level of the 
student teacher on each standard. The cooperating teacher may review it with the student 
or keep it confidential. The college supervisor should review his/her own evaluation with the 
student teacher, keeping confidential the cooperating teacher’s final evaluation if he/she so 
desires. 

 
The student teacher needs to realize the importance of the coaching that the cooperating teacher is 
giving to assist in your professional growth. Appreciate constructive criticism, don’t be defensive. 
Don’t take feedback personally. Seek suggestions for improvement and use them to change 
teaching practices. Be kind and gracious. Keep the meetings positive. If any participant is unable to 
do this for any reason, consult the college supervisor immediately. 
 
MISSOURI STANDARDS FOR THE PREPARATION OF EDUCATORS (MOSPE) 
William Jewell’s Education Program is designed to meet the Missouri Standards for the Preparation 
of Educators (MoSPE) developed by the Missouri Department of Elementary and Secondary 
Education (DESE). http://dese.mo.gov/sites/default/files/MoSPEStandards.pdf  
 
The Missouri Teacher Standards 

1. Content Knowledge aligned with appropriate instruction. The teacher candidate understands 
the central concepts, structures, and tools of inquiry of the discipline(s) and creates learning 

http://dese.mo.gov/sites/default/files/MoSPEStandards.pdf


 
2022-23 Full Year Student Teaching Policy Manual 04.22 
Page 22  

 

 

experiences that make these aspects of subject matter meaningful and engaging for 
students. 

2. Student Learning, Growth, and Development. The teacher candidate understands how 
students learn, develop and differ in their approaches to learning. The teacher candidate 
provides learning opportunities that are adapted to diverse learners and support the 
intellectual, social, and personal development of all students. 

3. Curriculum Implementation. The teacher candidate recognizes the importance of long-range 
planning and curriculum development. The teacher candidate implements curriculum based 
upon student, district, and state standards. 

4. Critical Thinking. The teacher candidate uses a variety of instructional strategies and 
resources to encourage students’ critical thinking, problem solving, and performance skills. 

5. Positive Classroom Environment. The teacher candidate uses an understanding of 
individual/group motivation and behavior to create a learning environment that encourages 
active engagement in learning, positive social interaction, and self-motivation. 

6. Effective Communication. The teacher candidate models effective verbal, nonverbal, and 
media communication techniques with students, colleagues, and families to foster active 
inquiry, collaboration, and supportive interaction in the classroom. 

7. Student Assessment and Data Analysis. The teacher candidate understands and uses 
formative and summative assessment strategies to assess the learner’s progress and uses 
both classroom and standardized assessment data to plan ongoing instruction. 

8. Professionalism. The teacher candidate is a reflective practitioner who continually assesses 
the effects of choices and actions on others. The teacher candidate actively seeks out 
opportunities to grow professionally in order to improve learning for all students. 

9. Professional Collaboration. The teacher candidate has effective working relationships with 
students, families, school colleagues, and community members. 

 
STUDENT TEACHING RUBRIC 
The William Jewell College Student Teaching Rubric for 2018-2021 will be used to determine the 
student teacher’s grade for each semester of the student teaching experience. The Rubric is based 
on the Missouri Teacher Standards provided by DESE and the evidence in the Student Teaching 
Portfolio.  
 
Fall Semester 
The First Semester student teaching grade is given by the College Supervisor based on the final fall 
score for all 9 Standards on the MEES TCAR – which considers the current level of student teaching 
performance, the documentary evidence in the Student Teaching Portfolio (STP), and an overall 
impression of the evaluations from the cooperating teacher. The summative total score will decide 
the letter grade assigned. The First Semester is a developmental one so the expected performance 
level is lesser than that of the Second Semester wherein full competence must be demonstrated. 
See below for first semester grade guidelines: 
 

A Receiving a score of 18+ summed score from all 9 Standards on College Supervisor’s 
Summative TCAR 

B Receiving a score 16-17 summed score from all 9 Standards 

C Receiving a score 14-15 summed score from all 9 Standards 

F Receiving a score below 13 summed score from all 9 Standards 
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Spring Semester 
Significant growth is expected during the spring semester as the student teacher prepares to be a 
professional teacher in the following academic year. The goal is a score of 3 or better on all 9 
standards to demonstrate competency during the second semester. The Second Semester student 
teaching grade is given by the College Supervisor based on the final spring score for all 9 Standards 
on the MEES TCAR – which considers the current level of student teaching performance, the 
documentary evidence in the Student Teaching Portfolio (STP), and an overall impression of the 
evaluations from the cooperating teacher. The summative total score will decide the letter grade 
assigned. See below for grade guidelines: 
 

A+ Receiving a score 32 -36 summed score from all 9 Standards on College Supervisor’s 
Summative TCAR 

A Receiving a score 27 -31 summed score from all 9 Standards 

A- Receiving a score 24 -26 summed score from all 9 Standards 

B Receiving a score 21-23 summed score from all 9 Standards 

C Receiving a score 18-20 summed score from all 9 Standards 

F Receiving a score below 20 summed score from all 9 Standards 

 
 
STUDENT TEACHING PORTFOLIO (STP) EXPECTATIONS 
The Student Teaching Portfolio is a collection of evidence demonstrating performance of the 9 
Standards that are outlined in the MEES. These artifacts provide documentary evidence for the 
performance scored on the MEES TCAR. 
 
Evidence will be collected through the William Jewell Course Management System (currently 
Brightspace). It is the student teacher’s responsibility to upload appropriate documents that 
demonstrate each standard by due dates. Evidence will be submitted three times each semester, 
every five weeks. (See Moodle for exact dates.) 
 
Each document should contain a cover sheet containing the following information: 

1. Standard being addressed 
2. Student Teacher’s Name 
3. Description of what is being uploaded 
4. Statement of why this artifact shows demonstration of the standard 
5. If needed either describe where to find this evidence in the document or be sure to 

highlight. 
 

Attendance 
 

Students are expected to be punctual and have perfect attendance in student teaching. 
1. Arrive at school no later than the time determined by the school policy manual. It is a 

requirement to arrive at the same time as the cooperating teacher or earlier if you have 
access to the classroom and/or a place to prepare work. 
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2. Student teachers are required to adhere to the schedule of the school where they are 
student teaching. Student teachers will begin student teaching at the beginning of the 
District’s school year with teacher’s meetings in August. Student Teachers DO NOT have the 
same holidays or breaks as the William Jewell campus EXCEPT for Winter Break. Jewell 
students will take the WJC winter break, leaving the school at the end of finals week and 
returning when Jewell starts school again in January. The school calendar is always 
followed, except for winter break, therefore, student teachers may not leave their teaching 
assignment to participate in William Jewell holidays or breaks. 

3. Jewell student teachers are permitted to return to their student teaching classroom earlier 
in January voluntarily but they should not be pressured to do so by the Cooperating Teacher, 
College Supervisor, or Building Principal. If a student teacher decides to return to the student 
teaching classroom prior to the start of Jewell’s Spring semester it is the student teacher’s 
responsibility to confirm this arrangement with the School Cooperating Teacher, Building 
Principal and Jewell College Supervisor, Clinical Coordinator, and Director of Student 
Teaching. 

4. Student teachers will work with the Clinical Coordinator to provide an exact schedule for 
when they will need to leave the classroom/school for Jewell courses or athletics. As noted 
above, no daytime courses should be scheduled during the Spring semester. That schedule 
will be provided to the cooperating teacher prior to the start of the fall and spring 
semesters. Once set that is the required schedule for student teaching attendance. 

5. The student teacher should never deviate from this the schedule unless there are 
circumstances that prevent attendance (injury or illness that requires documented medical 
attention, death of an immediate family member, etc.). In that event, the student teacher 
needs to notify the cooperating teacher, the appropriate assistant principal or principal (ask 
your cooperating teacher about this when discussing policies), and the college supervisor. 
Failure to notify all three persons in a timely fashion may result in the student being 
removed or withdrawn from student teaching. See below. Vacation, even if pre-planned, IS 
NOT an explained, approved absence. 

 
ABSENCES 
An ABSENCE is defined as any day that deviates from the schedule provided to the Cooperating 
Teacher by Jewell’s Clinical Coordinator. 
 
If a student teacher has one unexplained absence and fails to notify the cooperating teacher, the 
appropriate school administrator, and the college supervisor prior to the absence they will be Care 
Teamed. If a student has two unexplained absences and failes to notify the cooperating teacher, the 
appropriate school administrator, and the college supervisor prior to the absence, they will receive 
a “0” on Standards 8 and 9 on the MEES evaluation making it very unlikely that they will pass 
student teaching. 
 
If a student teacher has one explained absence but did not notify the cooperating teacher, the 
appropriate school administrator, and the college supervisor prior to the absence they will be Care 
Teamed. If a student teacher has two such incidents they will receive a “0” on Standards 8 and 9 on 
the MEES evaluation making it very unlikely that they will pass student teaching. 
 
If a student teacher has one to five days of explained absence in one semester and did notify the 
cooperating teacher, the appropriate school administrator, and the college supervisor prior to the 
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absence they will make up the missing days at the end of the student teaching period even if that 
requirement extends beyond the end of Jewell’s spring semester. In that event an incomplete in 
student teaching will be given until the required experience is completed. 
 
If a student teacher has six or more days of explained absence in one semester (and did notify the 
cooperating teacher, the appropriate school administrator, and the college supervisor prior to the 
absence) there is clearly a serious health or other issue that needs to be addressed. The faculty will 
Care Team any student teacher in such a circumstance, which may result in an incomplete in 
student teaching and the requirement of additional student teaching in the succeeding semester 
and/or withdrawal from student teaching.  

Student teachers may attend interviews, college sponsored activities or a professional development 
meeting workshop with prior approval and notification of the cooperating teacher, college 
supervisor and school administration. Some examples are athletic competitions, music 
performances, theatre performances, debate tournaments, and journey grants. Student teachers 
must leave plans when they are absent from the classroom for College sponsored activities. If the 
activity requires more than a one or two day absence from student teaching the time away from 
school must be made up as is consistent with the policies described above and below. 

For additional information, see section titled Termination of Student Teaching by Faculty. 
 

Professional Dress 
 

The following policy is designed to promote a professional style of dress for all student teachers 
when visiting schools for clinical studies. Education is a profession, and student teachers must 
present a professional appearance. 
 
The following guidelines should apply during any visit to schools in fulfilling education course 
requirements: 

• Appropriate, modest business attire 

• Clothing that is clean and neat in appearance 

• Shells, sweaters, blouses, collared shirts, ‘suit’ jackets 

• Pressed slacks, sport coats, dresses and modest skirts 

• Dress or business shoes 
 
Attire not deemed appropriate: 

• Jeans 

• Shorts 

• Athletic clothing, ball caps or athletic shoes 

• Casual or beach footwear 

• Revealing clothing 

• Soiled or frayed clothing 

• T-shirts (especially not those with promotional lettering, slogans, or large images) 

• Flip-flops 
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Periodically, cooperating schools may sponsor a special school spirit day or Chiefs or Royals Day. The 
School of Education faculty encourages participation in such events as a signal of the WJC student’s 
desire to be involved in school celebrations; however, if “Jeans Day” is one of these sponsored 
events, the faculty asks that WJC students either NOT wear jeans or to wear “parent jeans” which 
are loose fitting and with no tears. This is a more professional appearance conveying respect during 
this “year-long interview”. The faculty feels that WJC students are not members of a school’s staff, 
but rather students from William Jewell College - teachers in training for a profession in which the 
best model makes a statement regarding utmost respect for the profession. 
 
Some school districts have policies that require personal identity displays (e.g. tattoos, piercings, 
unconventional hair color or style) to be ‘covered’ therefore it is in the student teacher’s interest to 
anticipate those policies by taking the necessary precautions in advance. Student teachers must 
adhere to the district’s policies. 
 
Student teachers should always consult with the principal or their mentor teacher regarding the 
established dress code for their particular assigned school. Dress codes vary by district and it is the 
responsibility of the student to ensure their dress falls within the guidelines established by their 
assigned school. 
 

Cancellations & Terminations 
 

CANCELLATION OF A STUDENT TEACHING PLACEMENT BY THE STUDENT 
In the event that circumstances unforeseen at the time of application cause a student to be unable 
to begin a student teaching assignment after placement has been made, the student teacher must 
inform the William Jewell College Director of Student Teaching and the Clinical Coordinator. The 
Clinical Coordinator will inform the district’s Coordinator of Clinical Experiences. If the student 
wishes to reapply at a later date, the student must reapply and show cause that the circumstances 
causing the prior cancellation are not likely to be repeated.  
 
If a student teacher decides to terminate student teaching after student teaching has begun, the 
student teacher can do so and receive a W on their transcript for that semester. Student teaching is 
a two semester experience at William Jewell College and both semesters must be completed 
successfully in order to finish degree and teacher certification requirements. If a student teacher 
decides to drop student teaching in either semester they will need to drop the education 
program/major at Jewell and will NOT BE ELIGIBLE FOR TEACHER CERTIFICATION. 
 
TERMINATION OF THE STUDENT TEACHING PLACEMENT BY FACULTY 

A) Removal from a student teaching assignment – In the event that the cooperating teacher and the 
college supervisor determine that a student teacher’s performance is unsatisfactory and that 
continuing the student teaching experience is not in the best interests of either the students in the K-
12 class or the student teacher, the student teacher will be removed from the assignment. 
Performance on the MEES evaluation rubric will provide evidence that the student teacher’s progress 
is unsatisfactory. In such a case, college supervisor will confer with the College Director of Student 
Teaching (currently the Department of Education Chair) to initiate action for termination of the 
student teaching placement. As soon as such determination has been made, the William Jewell 
Placement shall notify the District’s Coordinator of Clinical Experiences in writing. Other 
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communications may occur between the other district personnel, the building principal, the college 
supervisor, and/or the Director of Student Teaching. The student shall receive a grade of “F” under 
these circumstances. Alternatively, the student MAY be allowed to drop student teaching and 
complete alternative course work toward graduation. IN EITHER CASE THE STUDENT MAY NOT 
COMPLETE CERTIFICATION REQUIREMENTS AT WILLIAM JEWELL COLLEGE. 

 
B) Incompatible working environment – If, in the judgment of the college supervisor, the environment 

in which the student teacher is working proves to constitute a significant hindrance to the student 
teacher’s success, the placement shall be terminated. If possible, and if time permits, the student will 
be placed in a classroom in a different school. If a second placement is impossible, the student shall 
receive a grade of “W” or Incomplete (depending upon the circumstances). Subsequent to the 
termination of the first placement, the Education Faculty will consider evidence of the student 
teacher’s performance- provided by the College Supervisor, Cooperating Teacher and anyone else 
with knowledge thereof (i.e., building principal; another supervisor) to determine if a second 
placement may be made and if the student will be allowed to repeat student teaching. 

 
Withdrawal Policy – If a student teacher wants to withdraw from the student teaching assignment 
for personal reasons, the college supervisor will confer with the cooperating teacher, the College 
Director of Student Teaching, and the Department of Education Chair (if they are not the Director of 
Student Teaching). A Care Team will be conducted to ensure that withdrawal is the best option for 
the student and that the student is firm in their decision. If it is decided that the student should 
withdraw from student teaching, the Cooperating Teacher will be notified of the decision. The 
William Jewell College Placement Coordinator shall notify the District’s Coordinator of Clinical 
Experiences. Other communications may occur between the other district personnel, the building 
principal, the college supervisor, and/or the Director of Student Teaching. This may prevent the 
student from completing certification requirements at William Jewell College. Each case will be 
handled on individually but based on evidence. 
 
Repeating Student Teaching due to extraneous conditions – The student teaching experience may 
be repeated in the rare event that extraneous conditions or events that could not be anticipated or 
prevented significantly hindered the student’s teaching. In consultation with the Education 
Department Chair and the advisor and/or supervisor the student may make application for another 
student teaching placement through the application procedure. The Education Department faculty 
must make the determination that conditions or events that could not be anticipated or prevented 
did, in fact, hinder the student’s performance before the new application can be processed. 
 

504/ADA Accommodations 
 

William Jewell College pursues a non-discrimination policy with regards to all education programs 
and employment. William Jewell is committed to the full inclusion of students, faculty, and staff in 
the life of the Jewell Community in accordance with Section 504 of the Rehabilitation Act of 1973, 
the Americans with Disabilities Act Amendments Act of 2008 (ADAAA), and the Fair Housing Act. To 
prevent discrimination on the basis of disability, reasonable and appropriate accommodations, 
academic adjustments, and/or auxiliary aids and services are determined on a case-by-case basis for 
otherwise qualified individuals who have a demonstrated need for these services and can provide 
appropriate documentation. Information concerning eligibility for accommodations, required 
documentation, and the application process is set forth in William Jewell’s Policies and Guidelines 
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for Individuals with Disabilities and can be found at www.jewell.edu/accessibilityservices OR at 
www.jewell.edu/disabilityservices.  
 
Student teaching is a full year clinical experience that occurs in a K-12 public school setting 
appropriate to the certification grade level and area that each teacher education student pursues. 
Student teaching is an educational experience, but occurs in a place of work, where the student is 
still learning but is expected to achieve a professional standard by the conclusion of the educational 
experience.  Student teaching is an applied learning experience that is, in effect, a practice job. 
However, the student teacher is NOT employed by the cooperating school district.  
  
Student teaching is a performance-based experience and the Missouri Education Evaluation System 
(MEES) prescribes standards against which student teacher performance is assessed. MEES utilizes 9 
indicators when evaluating success in completing student teaching.  This instrument will also be 
used to provide feedback and evaluate throughout student teaching so that the student has a clear 
picture of where their performance is in regard to the required standard throughout the experience. 
MEES standards are professional standards, which must be met and will not be modified or 
lowered.  
  
Any student teacher who believes he/she has a disability that requires an accommodation to 
successfully complete the student teaching clinical experience to the MEES standards should apprise 
the Director of Accessibility Services of this need for accommodation either at the regularly 
scheduled semester meeting or as soon as the need is recognized. Accommodation requests are 
considered on a case-by-case basis by means of an interactive evaluative process. Typically, 
classroom accommodations such as time extensions, note taking, and separate testing space do not 
apply to the applied learning (practice job) setting (i.e., the student teacher must complete the work 
expected of a teacher on time – there are no time extensions in the daily work of a teacher so 
requests for extended time will, generally, not be applicable.) If it is determined by the faculty that 
the granting of an accommodation will result in the lowering of required standards or changes the 
essential nature of the applied learning experience, alternative accommodations may be considered 
or suggested if appropriate. Determinations on requested accommodations will be made by William 
Jewell College and not the receiving school district. 
 
In order to protect student confidentiality, accommodation information is not typically shared with 
the receiving school district. Certain accommodations may require the assistance or cooperation of 
the receiving school district (such as a special piece of equipment, desk/chair modifications, or if an 
additional person needs to be present in the classroom, such as an interpreter). In these instances 
the school district may receive notification of the student’s accommodation. 
 
Jewell Education faculty will provide the same support as we do to all student teachers in addition 
to providing any accommodations granted under the William Jewell College’s 504/ADA verification 
process. All student teachers will be evaluated by the same MEES standards regardless of whether a 
reasonable accommodation has been granted. 

Background Checks & Fingerprints 
 

Local school districts require confirmation of a clear background check to make a student teaching 
placement. Therefore, the Placement Coordinator will check the ‘rap back’ records from the FBI 

http://www.jewell.edu/accessibilityservices
http://www.jewell.edu/disabilityservices
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background check done by Jewell teacher education students in their first year, and, assuming no 
records are found, will verify that the student teacher has “met requirements” prior to finalizing a 
student teaching placement. Some districts require their own background check process and in that 
event a student teacher placed in such a district will have to comply with that process.   
 
As part of the first year process students must have completed and signed the MoVECHS Waiver 
Agreement and Statement form and the Noncriminal Justice Applicant’s Privacy Rights and 
submitted them to the Department of Education. Signed copies of both of these forms must be on-
file in the Department of Education to be compliant with the state of Missouri. The MoVECHS 
Waiver Agreement and Statement form gives William Jewell the authorization to receive the 
student’s criminal history. Without this form, students have not given permission for Jewell’s 
Department of Education to receive criminal history. The Noncriminal Justice Applicant’s Privacy 
Rights states the results of a criminal history record check will be used only for authorized purposes 
and will not be retained or disseminated. To do so would be in violation of federal statute, 
regulation or executive order, or rule, procedure or standard established by the National Crime 
Prevention and Privacy Compact Council.  
 
Current instructions for completing fingerprints are as follows but an undergraduate student 
teacher should not need them if they complied as first year students. MAT student teachers will 
need to follow these directions in their first summer in the program.  
 
IDEMIA captures our students’ fingerprints electronically and submits them to the Missouri State 
Highway patrol. All applicants needing to be fingerprinted with IDEMIA must first register with the 
Missouri Criminal History Site (MACHS) Fingerprint portal at www.machs.mo.gov. Those without 
access to the internet may contact them directly at    1-877-862-2425 to have a Fingerprint Services 
Representative conduct their registration.  
  

1.  Click on the icon to register with the MACHS Fingerprint Portal. 
2.  Click the icon to register with MACHS. 
3.  At the top of the registration page you should enter William Jewell’s unique registration 

number: 5509. You will be prompted for this number and will not be able to schedule an 
appointment without it. Once you enter this number, MACHS will automatically populate 
your agency data thus ensuring that the background check is returned to the correct 
location. 

4.  Clicking “enter” will automatically return a message displaying the name and identifying 
information of the agency for which you are registering.  

5.  Once you have verified your agency information you may begin entering your personal 
demographic data into the spaces provided. When you are finished click “register”. 

6.  At the top of the verification page an 8-digit Transaction Control Number (TCN). This number 
will be used to track your fingerprints through the background check process. Write down 
this number.  

7.  Once you have verified that the information is correct, click “complete registration”. 
8.  Read the Noncriminal Justice Applicant’s Privacy Rights and click “complete registration”. 
9.  You will then be prompted to confirm the person being fingerprinted. If the information is 

correct, select “correct”; if the information is incorrect, select “incorrect”. 
10. Select “register for digital fingerprinting services”. 
11. Choose to find a fingerprint location near me. 

http://www.machs.mo.gov/
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12. The registration portion is now complete. Print or save the page for your records. Take the 
following with you to your fingerprint location: 

1.  Payment of $40.50. IDEMIA accepts check, money order or credit cards. 
2.  A valid photo ID 
3.  A copy of the registration confirmation either printed or saved to your mobile device. 

13.  Enter your postal code to find the fingerprint locations closest to you. 
14.  Select the location to see the address and location hours. Selecting the location will take 

you to Google maps. 
15.  Once registered you will receive an email confirmation to schedule your appointment. 
16.  Select “click here to schedule your appointment”. 
17.  Enter your date of birth, then select “next”. 
18.  Enter a postal code to find a location near you and select from the list to schedule an 

appointment. 
19.  Choose a date and time for your appointment or choose “walk in” then “submit”. Note: 

Scheduled appointments take priority over walk-ins. Appointments are highly recommended 
due to the possible wait times associated with walk-in processing. 

20.  Print your “service summary” for your records. Appear at the fingerprint location you chose 
at your designated time.  

21.  William Jewell will receive your fingerprint results within 48 hours and will notify you via 
email once we receive them. 

 
Out of State Residents 
While there is an option for you to have your prints taken and submitted if you reside outside of 
Missouri while not at Jewell, we do not recommend this option. Please have your prints taken 
before you leave campus for the summer if you need to do so.  
 
STUDENTS WITH ISSUES ON THEIR BACKGROUND CHECKS 
All Jewell teacher education students complete an FBI fingerprint background check through 
MOVECHS and a Missouri Division of Family Services, Family Care and Safety Registry check (FCSR) 
and have the results reported to the Jewell Department of Education before working in classrooms 
early in the program. Once a student has completed both background checks once, any Record of 
Arrest or Prosecution (RAP) or FCSR report will be reported at any time that an incident occurs while 
the student is at Jewell. 
 
When a records check comes back with a criminal record of any kind or an FCSR report indicates an 
issue, the WJC faculty will immediately call a Care Team meeting with that student to discuss the 
implications of the situation and next steps.  
 
Pursuant to 5 CSR 20-400.290 Procedure for Potential Candidates for Missouri Certificate of License 
to Teach, a student who is in this situation must consider submitting a request for provisional 
clearance by the State Board of Education.  
 
Depending upon what the FBI Fingerprint Check reveals about a student with a criminal report or a 
Department of Family Services (DFS) record, the student may have to submit a request for pre-
approval for certification to the Missouri State Board of Education. The Missouri Department of 
Elementary and Secondary Education (DESE) Office of Conduct indicates that the following TWO 
situations do not merit review by the State Board:  
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• If a student has one misdemeanor DWI, it is unlikely that the Office of Conduct will act so no review 

is required; UNLESS it is a felony DWI, then it MUST be reviewed by the Board. 

• If a student has a misdemeanor passing back check charge no review is needed, BUT a review by the 
Board is ALWAYS REQUIRED FOR A FELONY count of passing bad checks. 

 
If anything other than the two situations described above show up on a Family Care Safety Registry 
OR a FBI Fingerprint Background Check, the student needs to be cleared by the State Board of 
Education before they continue in a teacher education program at Jewell. Theft and any Division of 
Family Services (DFS) infraction or any criminal conduct involving a child MUST always be 
reviewed by the State Board of Education. 
 
If something shows up on an FBI Fingerprint Background Check and the student teacher needs to 
request preapproval by the state Board of Education, it MUST be complete before they can student 
teach. The Student and the Jewell Department of Education make a request for a provisional 
clearance, certifying that the student is a teacher education student and they want an early 
clearance before they continue on in the program. After we make the request the student provides 
a written explanation and request for clearance to the Board, providing certified court documents, 
explaining why they want to be a teacher in Missouri, etc. There is also an interview process with 
DESE. If, for some reason, the State Board of Education refuses the student’s request for provisional 
clearance, there is doubt that the Board will issue the certificate. In this event, the student must 
decide whether to continue on in teacher education. If the student decides to continue on in 
teacher education they do so AT THEIR OWN RISK.  
 
William Jewell College cannot guarantee that a Missouri teaching certificate will be issued at the 
completion of the program. In fact, it is VERY UNLIKELY that a certificate will be issued if the State 
Board denies a request for provisional clearance.  
 

Liability Insurance 
 

The Department of Education requires all students to have current professional liability insurance 
during their student teaching experience. Students must provide verification of insurance to the 
Department of Education’s Clinical Coordinator. Students may choose to become a student member 
of the following educational organizations, which provides this insurance, or they can purchase 
coverage through an insurance agent. 
 

• Missouri State Teachers Association (MSTA) – Free student membership. Obtain insurance by 
joining or renewing your membership at www.msta.org/join/.  Select the STUDENT MSTA 
option. If you need assistance or have questions, contact Member Care Center (800-392-0532 or 
membercare@msta.org). When the transaction is complete, you will receive a “Do Not Reply” 
email containing an “Order Summary”. Please forward this confirmation email receipt to 
education@william.jewell.edu. This will serve as verification for your file. 

• Association of American Educators (AAE) – Low cost student membership. Get insurance by 
joining or renewing membership at https://www.aaeteachers.org/index.php/secure-aae-
membership-application. Select the STUDENT MEMBERSHIP option. When the transaction is 

http://www.msta.org/join/
mailto:membercare@msta.org
mailto:education@william.jewell.edu
https://www.aaeteachers.org/index.php/secure-aae-membership-application
https://www.aaeteachers.org/index.php/secure-aae-membership-application
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complete, please forward the welcome letter email to education@william.jewell.edu. This will 
serve as verification for your file.  

• Missouri National Education Association (MNEA) – Low cost membership with a rebate on 
future teacher dues for every year you were a student member. Memberships run from 
September 1 thru August 31. Insurance is obtained by joining or renewing your MNEA 
membership at www.mnea.org/Missouri/Join-Online.aspx. Select the STUDENT MEMBERSHIP 
option.  If you need assistance or have questions, contact 800-392-0236 and ask for 
Membership. When the transaction is complete, you will receive a “verification/welcome letter” 
email. Please forward this welcome letter email to education@william.jewell.edu. This will serve 
as verification for your file.  

• Private Insurance: Students may choose to purchase coverage through a private insurance 
agent. The policy must state that it includes professional liability insurance for educators. The 
policy must include your name, the company’s name, and the expiration of coverage. Please 
scan and email to wjceducation@william.jewell.edu. This will serve at verification for your file. 
 

Other Student Teaching Policies & Procedures 

Internship Policy 

Definition: An Internship enables student teachers to be a teacher of record in the field and 

grade level for which they are becoming certified (on a Provisional or Permanent Substitute 

teaching certificate) while student teaching and to be paid for that position by the hiring school 

district. This does NOT include periodic daily substituting during student teaching but means 

assumption of professional responsibility for the classroom.  

 

All daytime courses must be completed before a student teacher will be considered for an 

Internship. MAT students may complete all day classes in their first year or undergraduate 

students may complete all day classes the spring before student teaching I begins in the Fall to 

be eligible for a full-year internship.  

 

Eligibility alone will not ensure an Internship. All internships MUST originate from the 

District.  

 

Spring only internships may be possible if requested by a District. 

 

Note: An Internship is STILL student teaching and still requires a student teaching placement 

per the Jewell-District Memoranducm of Understanding with the District. The Placement is 

requested by William Jewell College and granted by the School District. Student Teachers 

cannot request their own placement NOR an Internship arrangement.  

 

All Jewell Student Teaching policies that are not directly influenced by the Internship Policy 

remain in effect whether the student teacher is doing an approved internship or not. 

 

Placements must be in a public school position that offers a teaching role within the student 

teacher’s certification area and grade level. Location of the Internship should be within 30 

mailto:education@william.jewell.edu
http://www.mnea.org/Missouri/Join-Online.aspx
mailto:education@william.jewell.edu
mailto:wjceducation@william.jewell.edu
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miles of WJC so that WJC Department of Education can maintain adequate supervision of the 

student teacher.  

 

Student Teacher Qualifications: If an exceptional graduating student [see criteria below] who has 
only one semester of student teaching to complete is offered a teaching position, the Department 
of Education will consider arranging an internship under the following circumstances. 
In a written petition to the Department of Education faculty the student will:  

• Present official evidence in writing of potential employment offers from the district. 

• Request an internship placement.  

• Offer evidence that the applicant is an exceptional teacher education student by providing the 
following data:  

o Successful completion of Student Teaching I. 

o Eligibility for a provisional certificate in the grade level and field to be taught. 

o Evidence of 3.0 or better GPA in Education and content field. 
o Excellent evaluations from early field experiences.  
o No care team referrals.  

WJC Education Consideration: Upon receipt of written document from the student, the Department 
of Education faculty will consider the petition at the next regularly scheduled faculty meeting and 
notify the student in writing of the Department’s decision about whether to sponsor the internship 
or not. If the internship is approved the student is responsible for supplying the Department with 
the appropriate school district documentation to process the internship arrangements. In 

determining whether an internship is appropriate for a student teacher, the Education Faculty will 

examine the following factors: 

• Whether the student teacher meets the stated requirements for an internship, described above. 

• Evidence of internship agreement from the school district and contract offer for student 
teacher/intern. 

• The appropriateness of the internship placement, in terms of content/grade level, quality of 
district/building supervision, and suitability of district-provided cooperating teacher II/mentor. 
[Content field and grade level must match the certification being sought.] 

• Ability of the William Jewell College Education Department to provide appropriate, regular student 
teaching supervision at the placement site. 

Internship Agreements 

Under an Internship agreement, the School District must:  
▪ Hire, contract with, and pay the student teacher as the teacher of record or long-term substitute. If 

the District lists the Student Teacher as the Teacher of Record under either scenario then the Student 
Teacher must be paid the minimum salary or the District does not qualify for state aid [per DESE]. 

▪ Designate and facilitate the required teaching certificate process (provisional or long-term Substitute 
or TAC only for MAT student teachers who already hold a baccalaureate degree).  

▪ Confirm the Internship request and parameters in writing to the Jewell Department of Education 
verifying the hire of the Student Teacher and stipulating that the District will: 

o Keep the Student Teacher in the same building they have been placed for Student Teaching. 
o Provide a Cooperating Teacher/Mentor who will advise and support the Student Teacher 

and who will complete all required MEES evaluations 3-4/ semester. [If a Cooperating 
Teacher has been assigned prior to an Internship agreement, that Cooperating Teacher will 
continue to work with the Student Teacher Intern unless all parties agree to a change.] 
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o NOT change the initially agreed upon placement nor the Cooperating Teacher/Mentor 
without consultation of, and agreement by, William Jewell College Director of Student 
Teaching (currently the Education Chair).  

▪ If the school receives Title I.A. funds, they must provide all parents with notice that their child has 
been assigned or taught (for more than 4 consecutive weeks) by a person who is not appropriately 
certified.  

▪ Treat the Student Teacher both as an employee and as a College student still engaged in the learning 
process; providing appropriate support to the Student Teacher in the latter role. 

 

Under an Internship agreement, William Jewell College Department of Education must: 
▪ Decide on Internship application as quickly as is possible. 
▪ Supervise the Student Teacher at least every other week (regular student teaching supervision). 
▪ Provide a college supervisor for the Student Teacher, who will evaluate the student teacher using the 

State-mandated teacher evaluation system at least every other week (equivalent to regular student 
teaching supervision). The college supervisor must be an approved employee of the College and 
possess at least an M.A., have supervisory experience, and 3+ years of teaching experience at the 
grade level/subject area. 

▪ Complete all required MEES evaluations. 
▪ Advise, oversee, and facilitate Student Teacher required assignment and coursework completion.  
▪ Facilitate a Provisional Teaching Certificate as requested by the District. 

 

Under an Internship agreement, the Student Teacher must: 
▪ Apply for an internship and be approved for an Internship by Jewell’s Department of Education. 
▪ Apply for the designated teaching certificate in collaboration with Jewell’s Department of Education 

and the School District (consult the Jewell Certification Officer for assistance with that process).  
▪ Negotiate, carefully read and understand the terms of, and sign a contract for employment with the 

School District.  
o NOTE: the Student Teacher should NOT sign contract with the District until after the 

Internship has been approved by the William Jewell College Department of Education faculty.  
o NOTE: the contract with the District is a legally binding document between the Student 

Teacher and the District; William Jewell College has is NOT a party to the employment 
contract. 

▪ Complete all obligations for student teaching and teacher education program completion through 
William Jewell College including completion of all assignments and coursework required for 
graduation from whichever program the Student Teacher is enrolled. 

▪ Recognize that you have more responsibilities under an Internship, and satisfactorily complete both 
their job obligations to the District and their coursework obligations to WJC instructors.  

▪ Affirm understanding that all College coursework, requirements, and policies still apply and that all 
teacher education program, certification, and degree requirements must be completed and met prior 
to degree completion and teacher certification. IF a Student Teacher fails a course due to the heavy 
workload of an internship, he/she will need to retake the course in accordance with the policies of 
the College.   

▪ Complete all contractual obligations to the hiring School District. 
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Copy of Student Teaching Application 
 

 

William Jewell College  

Department of Education  
500 College Hill, Campus Box 1072  

Liberty, MO 64068  

  

Student Teaching Request for Placement  

Request Deadline: Students must request a student teaching placement one academic year in advance. 

The request deadline is December 15 of the preceding academic year.  

  

CANDIDATE INFORMATION  

  

First Name: _____________________________ Initial: _______ Last Name: _______________  

Home Street Address: _________________________ Apt. #: ______ Campus Box #: _________  

City: _________________________________________ State: _______ Zip Code: ___________ 

Cell Phone: ________________________________ Email: ______________________________  

List all K-12 Schools you attended as a student.  

  
School District  City  State  Grade Level  
 

Check all certificates that you are seeking at William Jewell College:  
 Biology (grades 9-12)  

 Chemistry (grades 9-12)  

 Elementary (grades 1-6)  

 English (grades 9-12)  

    

  

  

  

  

  

Mathematics (grades 9-12)  

Music (K-12)  

 Vocal Preference  

 Band Preference  

 Strings Preference  

  

  

  

  

  

Physics (grades 9-12)  

Social Studies (grades 9-

12)  

Speech and Theatre 

(grades 9-12)  

Spanish (grades K-12)  

  

  
 

  
 

 

 

 

 

Continued on next page 

 

 

. 



 
2022-23 Full Year Student Teaching Policy Manual 04.22 
Page 36  

 

 

COLLEGE FIELDWORK EXPERIENCES  

School  District  Subject Area  Grade Level  # of Hours          

          
 

PLACEMENT REQUESTS  

It is the responsibility of the college, through collaboration with its cooperating school districts and 

within the guidelines of its accreditation and educator preparation program approval requirements, to 

determine student teaching placements (i.e., district, building, grade level, and cooperating teacher). 

Educational as well as administrative considerations are involved. Your responses are solicited below 

so that, in the event that multiple placement opportunities of equal educational and administrative 

desirability are found, your personal preferences may be considered. If you do not submit an 

application by the deadline, you may still be considered for admission to student teaching but 

your preferences will not be considered. This solicitation of your preferences should in no way be 

construed to imply that it is the student's right or responsibility to determine their own student 

teaching placement.  

  

Note: Students seeking K-12 certificates (i.e., Foreign Language or Music) may have a split 

placement, student teaching a minimum of one semester at one grade level and the remaining weeks 

at a second grade level (can be up to three quarters in one grade level and the remaining quarter in the 

second grade level is preferred). 

  

District Preference  Grade Level Preference  Which is higher 

priority?  

Choice 1  

  

Choice 1  District Type  

Choice 2  

  

Choice 2  Grade Level  

Choice 3  Choice 3   

  

Home District: If your preference is to be placed in your home district, where you attended 

elementary and/or high school, please let us know why you would like to teach there. A student 
teaching placement in your home district is NOT guaranteed. You may not student teach in a school 

which you attended and/or where you have family friends teaching or in administration.  

  

  

  

 

  

  

  
Transportation: Student teachers must be able to provide or arrange their own transportation to and 

from the student teaching site. If you do not have transportation, please check the box, efforts will be 

made to place you closer to WJC. A student teaching placement within walking distance is NOT 
guaranteed.   
    

  I do not have transportation.  
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Placement Conflicts: If you have family or friends teaching, attending or serving as an administrator 

in any district, please provide their Name, District & School.  

  

Name  District  School  

      

  

  

      

ADDITIONAL DOCUMENTATION REQUIRED FOR STUDENT TEACHING PLACEMENT  
The following must be provided to the WJC Department of Education at the time of this request to be 

considered for a student teacher placement:  

 Electronic copy of a professional cover letter to be presented to potential districts (in 

Microsoft Word)  

 Electronic copy of our professional resume (in Microsoft Word)  

 Send WJC Transcript to Student Teaching Placement Coordinator after fall grades have 

posted.  

  

This documentation plus the record in your student file must demonstrate that you have:  

1. Been admitted to teacher education.  

2. Maintained an overall grade point average of 3.0 or above overall and a 3.0 in your content 

area courses and in Education courses with no grade lower than a "C-" in any course in the 

latter two categories.  

3. Favorable written evaluations from all fieldwork (in your file).  

4. Demonstration of the personal responsibility, health, emotional stability and interpersonal 

skills needed to direct the learning of students. This will be evidenced by student performance 

and absence of unresolved Care Team issues. If student performance raises any concerns 

related to possible success in the classroom, the student may not be allowed to student teach 

or may be asked to provide evidence that they are capable of teaching.  

  

Student teachers are required to complete and meet the requirements of a FBI fingerprint check 

(should be completed early in the program) and submit proof of liability insurance. In addition, 

districts may require additional items such as, but not limited to, a Missouri Substitute Certification, 

TB test, additional background screening. This information will be provided to you at the time you 

receive your placement.  

  

The Missouri Content Area Assessment specific to your certification program must be attempted 

in the Spring of the calendar year in which you intend to student teach in order to begin student 

teaching the next Fall. Some districts require that the assessment be passed in order to student 

teach.  
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Release Of Confidential Records Agreement And 
Declaration of Eligibility 
 

I understand that by submitting this request for a student teaching placement, I am giving the Student 

Teaching Placement Coordinator permission to seek any and all information that they may deem 

pertinent to the determination of my suitability to perform in the role of a student teacher. Such 

information may include records that would otherwise be considered confidential (e.g., academic 

records, Office of Student Affairs records, medical records, proceedings of civil and/or criminal 

hearing, military records, results of standardized tests, testimony of students, teachers, or other 

acquaintances of the applicant, etc.). I further understand that my submission of this request shall be 

interpreted as my agreement to the conditions described here, in the Student Handbook for Teacher 

Education, and the Student Teaching Policy Manual. A copy of this completed request form 

submitted to the holders of any of the above-mentioned records shall be construed as my permission 

to release such records to the Student Teaching Placement Coordinator who may, should they deem it 

appropriate, present them to the Education Department Faculty. I further understand that a copy of 

my resume and my unofficial Jewell transcript will be provided to local school districts considering a 

student teaching placement for me and that I am giving permission for the Student Teaching 

Placement Coordinator to share that information with each school district. 

  

Student teaching requires your full attention; you should not take on significant outside commitments 

during the student teaching year. Outside activities cannot interfere with student teaching and if 

this occurs it could result in a poor grade or withdrawal from student teaching (see Student Teaching 

Manual). 

  

I have read the requirements for admission to student teaching and declare by the submission of this 

request that I have met each requirement.  

  

Please submit this form electronically on your iPad using the signature tool within Adobe Reader to 

sign the form.  

  

It is requested that you attach the additional documents within the same email. All documents 

should be emailed to education@william.jewell.edu.  

  
  
Signature: _________________________________________________ Date: ______________  
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