
 

 

STUDENT TEACHING SUPERVISORS 
 
There are two types of student teaching supervisors, education supervisors and subject supervisors.  
Education supervisors are individuals who are experienced teachers.  Subject supervisors are content area 
experts. Whenever possible a university supervisor will be assigned who can double as both an education 
and subject-matter expert. 
 
The education supervisor is assigned by the university to oversee and evaluate the student teaching 
experience, to answer field-based inquiries from facilitating teachers and student teachers, and to acts as a 
mediator in addressing any performance based-questions related to the student teacher’s performance.   
 
During the student teaching experience, the university supervisors will conduct a minimum of five (5) 
formal observations on separate days, three from the education supervisor and two from the subject 
supervisor.  In cases where a student is carrying an additional endorsement [ie, health education, early 
education, math (5-9),  social studies (5-9)], the student teacher will be observed and evaluated by both a 
subject supervisor and education supervisor. Supervisory visits will be spaced periodically throughout the 
semester according to the published schedule. 
 
Personnel Descriptions 
 
A. Student Teachers  
 
This is at least the fourth practicum experience for most teacher candidates at Shepherd University.   
During this type of experience, the teacher candidate is assigned to a public school classroom on an all-
day basis for the purpose of practicing pedagogical strategies and the development and implementation of 
educational programs for students.  Student teachers should also have the opportunity to dialogue with 
other professionals in the school building.  This type of field experience is designed to occur in the final 
phase of a candidate’s program of studies in teacher education.  The student teacher has expanded 
responsibilities that include: 
 

a. Notifying the facilitating teacher prior to scheduled appearance if illness or other 
unavoidable circumstances make it impossible for him or her to go to school.  If it is 
impossible to call the night before, the call should be made before the start of the school 
day.  Lesson plans should be sent to the facilitating teacher.  If the facilitating teacher 
cannot be contacted, notify the principal.  Submit the student teacher absence request form 
to Knutti 108 within one week prior to a scheduled absence or one week after the absence 
for illness. 

b. Notifying the university supervisor in advance when he/she will not be at the cooperating 
school or if the regular school schedule is altered, thus allowing other plans to be made if a 
visit had been planned.  Student teachers are accountable to the university at all times. 

c. Attending faculty meetings, participating in extra duties, including ordinary after school 
activities, and attending PTA meetings. 

d. Following the schedule and calendar of the cooperating school and teacher. 
e. Teaching plans must be submitted in written form to the facilitating teacher for final 

approval, suggestions and criticisms in ample time to permit needed revisions before 
teaching the lesson in question.  All plans should be stored in a location also available to 
the university supervisor for review and evaluation. 

 f. Seeking additional assistance as needed. 



 

 

g. Being responsible for meeting other requirements as specified in the Student Teacher 
Checklist.                                                                                                                                                                          

 
A successful teaching career doesn’t just happen.  It is evident that some student teachers possess abilities 
that aid them considerably in teaching and our knowledge about effective abilities is growing.                                                                                                                                                                   
A list of desired abilities would probably include the following:  academic competency, reflectiveness, 
maturity, seriousness of purpose, ability to plan work, ability to communicate, ability to work effectively 
as a team member, a sincere interest in all children and youth, and a wide range of teaching skills.  This 
list indicates the major areas that are recognized as major contributors to successful teaching. 
 
B. Facilitating Teachers  
 
The Facilitating Teacher plays a vital role in the preparation of a new teacher.  It is recognized that the 
student teaching experience strongly influences the success of a beginning teacher. Facilitating teachers 
are recommended for this role by the school district.  Through the experience of mentoring a prospective 
teacher, many classroom teachers find that the challenge contributes to their own professional growth. 
                                                                 
We at Shepherd University are appreciative of facilitating teachers taking on this responsibility and hope 
the experience will be a personally and professionally enriching one.  Because a facilitating teacher 
represents one of the primary influences on the quality of the future of our education program; he/she 
must be selected because he/she possesses special competencies and an interest in guiding the growth of 
prospective teachers.  This teacher must meet the requirements established by state policy, the school 
district and the Shepherd University Teacher Education Program that include: 
 

a) Possessing a minimum of a Bachelor's Degree and a professional level license in the area they are 
teaching. 

b) Successfully completing a minimum of three years professional teaching experience in the field 
and at the level for which he/she is trained 

c) Expressing an interest and active participation in professional organizations and associations. 
d) Expressing concern for the educational process and a willingness to share knowledge, skills, 

talents and classroom activities with others. 
e) Receiving a current recommendation by the building principal and/or appropriate school official. 
f) Willingness to become familiar with and supportive of the philosophy, theme, and practices of the 

Shepherd University Teacher Education Program provided through the university’s Facilitating 
Teacher Resources. 

 
Once the student teacher begins the placement, the role of the facilitating teacher includes: 
 

a) Orienting the teacher candidate to the classroom, resources and students providing explicit 
instruction regarding expectations specific to the classroom. 

b) Establishing a relationship with the teacher candidate based on mutual respect. 
c) Using the schedule guidelines provided to ensure that the teacher candidate is assuming the 

responsibilities needed to demonstrate competence in all areas of professional development. 
d) Making resources available, but encouraging the teacher candidate to create her/his own unique 

lesson plans, and reviewing plans prior to their implementation to offer feedback as needed to 
ensure the greatest chance for teaching to be effective.   

e) Providing daily verbal feedback and using questioning to support reflection and problem-solving 
to improve areas of weakness. Providing informal written feedback at least weekly. 



 

 

f) Facilitating the teacher candidate in setting specific measureable goals for development in areas of 
need and reviewing progress each week.  

g) Completing a formal performance reviews according to the published schedule and meeting with 
the teacher candidate to discuss each review. 

h) Contacting the student teaching coordinator and university supervisor in the event that a tardy, 
early departure or absence occurs. 

i) Contacting the university supervisor if at any point the teacher candidate’s performance is less 
than acceptable. Teacher candidates should be informed in writing if there are concerns. 
Therefore, working with the university supervisor and teacher candidate to outline appropriate 
remediation for concerns and reviewing progress regularly is important so that the final evaluation 
does not come as a surprise.  Removal of a student teacher from a particular assignment should 
adhere to the procedures set out in the practicum manual. 

j) Completing the final evaluation and conferencing with the teacher candidate comparing 
cooperating teacher rating of performance to the self-evaluation.  Following this conference 
posting the evaluation to TK-20 by the Wednesday prior to the last scheduled day of student 
teaching. 

 
C. Building Principal 
 
The building principal is the person who has responsibility for the administration of the educational 
programs in a school.  This includes oversight for the field experiences occurring in their school building.  
This person is expected to assist in the selection of qualified and willing facilitating teachers to work with 
student teachers.  In addition, the building principal has the responsibility to ensure that student teachers 
will not serve in the capacity of a substitute teacher. 
             
D. Public School Board and Administration  
 
This includes both the elected school board and the appointed administrative officials who are concerned 
with the district’s total school program.  As such, they have a responsibility to ensure that the field 
experience program enhances both the teacher education program and the educational activities of the 
school programs.                                                                                                                    
 
E. Director of Teacher Education 
 
The person designated by Shepherd University to have administrative responsibility for the Teacher 
Education Program and who ensures that the collaborative relations with the public schools result in the 
professional enhancement of teacher education students and the practicing professionals involved in the 
field experience program. 
 
F.  Field Placement Coordinator  
 
The field placement coordinator is responsible for making appropriate student teaching assignments. It is 
important to note that all placement-related requests are made by the field placement coordinator (or 
another Shepherd University faculty member) as candidates are not permitted to arrange student teaching 
placements. The field placement coordinator will communicate with student teachers, facilitating teachers, 
and university supervisors throughout the student teaching experience to ensure that all evaluation 
material is accurate and complete.  
 
G. University Education Supervisor 



 

 

  
The university education supervisor is a professional approved by the Shepherd University Director of 
Teacher Education whose concern is to see that every successful student teacher is ready to be a first-year 
teacher.  To that end, the supervisor must seek evidence that the candidate possesses the disposition, 
knowledge, and the performance characteristics expected of a teacher education student in the Shepherd 
University program.  The university supervisor has responsibilities that include: 
               

a) Establishing and maintaining a relationship with the cooperating teachers, school administrators, 
and school staff. This should involve contacting each cooperating teacher before the student 
teaching experience begins and reviewing the responsibilities the teacher candidate should fulfill 
during the placement, reviewing the expectations the cooperating teacher needs to fulfill in order 
to support a successful student teaching experience, and ensuring that the teacher feels free to 
contact the university supervisor at any point during the placement when questions or concerns 
arise. 

b) Establishing a supportive relationship with the teacher candidate.  Student teaching is stressful, 
since teacher candidates are expected to assume the full-time responsibilities and duties of 
teaching while completing the requirements for the state-required teacher performance assessment 
and corresponding class they take. It is challenging, but sometimes necessary for a supervisor to 
have hard conversations, providing appropriate levels of support that will help candidates 
negotiate the many demands they must meet. 

c) Scheduling regular observations on separate days according to the dates provided for the semester 
(minimum 3 visits for education supervisor). During each visit to the classroom, supervisors 
should do the following: 

i. Review the lesson plans the teacher candidate has designed since the previous observation 
and offer feedback.  

ii. Confer with the facilitating teacher to ensure that all expectations are being met by the 
candidate and address any difficulties that may be developing.  In the event that difficulties 
might become significant, alert the student teaching coordinator so that appropriate 
remedial actions can take place as needed. 

iii. Observe the scheduled lesson, taking notes relevant to the evaluation form. 
iv. Meet with the teacher candidate, and facilitating teacher where possible, to promote 

reflection, give guidance designed to improve effectiveness, and discuss topics pertinent to 
the student teacher’s performance. In the event that the facilitating teacher is unable to 
meet at this time, follow up with the facilitating teacher outlining the main points discussed 
with the teacher candidate and soliciting additional comments.  

d) Completing the ST-11 observation form following each observation and posting it to TK-20 
within 48 hours of the observation.   

e) Checking that formal performance reviews took place according to the published schedule.  As 
needed, help the teacher candidate and facilitating teacher lay out a plan for improving areas of 
weakness. Removal of a student from a particular assignment should adhere to procedures as 
defined in this manual. 

f) Throughout the placement, monitoring progress and problem solving with both facilitating teacher 
and teacher candidate as needed to ensure successful completion of the experience.  At any time 
that serious concerns are raised, notify the student teaching coordinator of those concerns. We 
have multiple supervisors working with teacher candidates in each student teaching class.  It is 
important that everybody implement expectations in the same way.   

g) Complete summative ST-11evaluation and submit a grade no later than two days after the last day 
scheduled for the student teaching to ensure that grades are turned in on time and graduation is not 
delayed. 



 

 

 
H. University Subject Area Supervisor 
 
The University subject area supervisor is a professional approved by the Shepherd University Director of 
Teacher Education whose concern is to see that the student teacher demonstrates appropriate and accurate 
content knowledge.  Inasmuch as possible, university supervisors will also act as the subject area 
supervisor. When this is not possible and two supervisors are assigned, subject area supervisors have 
same responsibilities, as the university supervisor.	


