
1 
 

Indiana University of Pennsylvania 
 

 
 
 

 
Professional Sequence II 

Handbook 
 

Required Addendum to the 
EDUC 342 Departmental Syllabus 

 

 
PreK-Grade 4 Early Childhood with Special Education PreK-Grade 8 

(ECSP) Program 
 
 
 
 

Revised Fall 2014 



2 
 

TABLE OF CONTENTS 
 

Haim Ginott…………………………………………………………………3 
 
Introductory Comments……………………………………………...……4 
 
Ethics………………………………………………………………………..5 
 
Preparing for PSII.................................................................................6 
 
Applying for PSII ..................................................................................7 
 
Acceptance into PSII………………………………………………………8 
 
Professional Dress……………………………………………………….. 9 
 
Visitations………………………………………………………….……...10 
 
Assignments for PSII….…………………………………………………12 
 
Documenting Your Work………………………………………………..13 
 
Competencies & Expectations………………………………………….14 
 
Protocol for Handling Issues of Concern………………………………17 
 
Evaluation & Grading…………………………………………………….17 
 
Appendix A………………………………………………………………..20 
 
Appendix B………………………………………………………………..24 
 
Appendix C………………………………………………………………..27 
 
Appendix D………………………………………………………………..28 
 
Appendix E………………………………………………………………..29 
 
Appendix F………………………………………………………………..32 
 
Certification Statement…………………………………………………..34 

 
 

 
 



3 
 

As a teacher, you must always be cognizant of 
the awesome responsibility you have because  

 

YOU 
 DO 
  MAKE A 
   DIFFERENCE! 

 
Haim Ginott (1971) describes his realization as a young teacher; it is a realization all of 

us as teachers must never forget: 

 

I am the decisive element in the classroom.  It is my personal approach 
that creates the climate.  It is my daily mood that makes the weather.  As 
a teacher I possess tremendous power to make a child’s life miserable 
or joyous.  I can be a tool of torture or an instrument of inspiration.  I can 
humiliate or humor, hurt or heal.  In all situations it is my response that 
decides whether a crisis will be escalated or de-escalated, and a child 
humanized or de-humanized. 
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Introductory Comments for Pre-Student Teachers 

 

This phase in your preparation to enter the teaching profession represents the 

beginning of your transition from student to professional.  As you progress through the 

experiences inherent in Professional Sequence II, your identity as a professional takes 

shape.  To a large extent, by the end of this semester, the indicators will be evident that 

point toward your potential to be the caliber of professional demanded of those entering 

the teaching profession today.  Never have the demands been as great and the 

expectations as high as those placed upon your generation of teachers.  To that end, 

commit to exercising the work ethic required to perform tasks evidencing the highest 

quality.  Use this semester to recognize the knowledge, skills, and attributes required to 

be the “best” for that is what will be needed for you to secure your place in the 

professional world.  You must capitalize upon all that you have learned and have yet to 

learn as you now face the challenge of applying that learning to the classroom reality.   

 

Please recognize that the faculty wants nothing more than to work with you and support 

you in your quest to master the depth of knowledge and the complexity of skills required 

of you in the classroom.  Also recognize that as university staff, we would be doing you 

and your students a tremendous injustice if we didn’t hold you to the highest of 

standards.  We accept that your success is a reflection upon the work we do with you; 

thus, we commit to equip you as best we can with the foundation needed for you to 

experience success.  However, ultimately, you are master of your destiny.  You will be 

doing yourself and your students a tremendous injustice if you commit anything less 

than your very best efforts.   

 

Best of luck throughout your  

Professional Sequence II experiences!   

Acquire the passion for teaching and learning that will enable  

you to make a positive difference in the lives of children! 



5 
 

INDIANA UNIVERSITY OF PENNSYLVANIA 

Professional Sequence II Handbook 
 

POSITION STATEMENTS RELATIVE TO ISSUES OF  
ETHICS AND MULTICULTURALISM 

 
 
The children we serve represent an increasingly diverse population.  That diversity provides 

cause for reflection and a cherishing of the principles underlying the founding of our nation.  

Issues of equity, tolerance, sensitivity, and a valuing of differences play an integral role in the 

evolution of who we have become as a citizenry.  Those very same issues compel us to create 

opportunities for all children to experience success in learning and, ultimately, to equip children 

to make a positive difference in terms of the adults they will become.  Thus, it is the position of 

the faculty that pre-service teachers embrace beliefs and demonstrate behaviors exemplifying 

the ethics that must govern a commitment to serve, nurture, and dignify all children.    

 

The conceptual framework governing our position on the ethical behavior that must characterize 

our professional functioning includes:  1) celebrating our similarities and differences in the areas 

of gender, socioeconomic status, race, religion, ethnicity, and or being physically and/or 

intellectually challenged; 2) honoring/respecting issues surrounding confidentiality relative to 

information in regard to children and families; and, 3) accepting the correlation between teacher 

expectation and student achievement and rejecting the detrimental practice of “labeling” 

children.  To violate any one of those perspectives relating to ethical behavior is to commit a 

transgression against children—and that is antithetical to the very mission of all educators. 
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Preparing for PSII 
 

Clearances:   Allow at least 4-6 weeks to apply for and receive clearances. 

Students enrolled in PSII must have current Act 114, Act 34, Act 24, and Act 151 

clearances, prior to the start of PSII.  Links for these clearances are found on the IUP 

Teacher Education Website at http://www.iup.edu/page.aspx?id=49255 

under “Current IUP Students.” 

Act 114:  Fingerprinting appointments can be made by contacting the ARIN 

Intermediate Unit 28 or your local intermediate unit.  Most likely, you already have this 

requirement completed because they are “good” for five years, unless you have not 

been continually registered as an IUP student. The website to register, as a link from 

the PDE site is:  http://www.pa.cogentid.com/index.htm 

Act 34:   You can apply for your Act 34 clearance online and will receive the results 

more quickly than if you do the standard by mail application.  The Act 34 clearance 

must be updated yearly. 

Act 151:  You can access the ACT 151 form online but they have not yet provided an 

opportunity to complete the application online. The Act 151 clearance must be 

updated yearly.   

Act 24:   You can download from the IUP Teacher Education Website the form for Act 

24.  Complete the form, enclose it in a sealed envelope with your name and Banner ID 

number, and submit it to the Teacher Education Office.  The Act 24 clearance must be 

updated yearly. 

 
Liability Insurance 
Go to:  www.psea.org.  This site is the Pa. State Education Association web site.  Go to 

“Student PSEA” and click on “liability insurance.”  You can apply directly on-line and 

receive verification documentation immediately.  Liability Insurance must be kept 

current. Other liability insurance may be purchased, as long as it meets the IUP 

guidelines, provided on the Teacher Education website. 

 
TB Tests:   
TB tests need to be updated yearly. 

http://www.iup.edu/page.aspx?id=49255
http://www.pa.cogentid.com/index.htm
http://www.psea.org/
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Applying for PSII 
 

The Semester Prior to PSII: 
 
A pre-registration meeting will be scheduled prior to the registration period for the 

semester for which students are scheduling PSII courses.  At this meeting, students will 

complete the Departmental and College of Education PSII application forms and receive 

information needed for scheduling courses. 

 

Students must bring to the meeting a copy of their transcript. 

Note:  Students are required to maintain a minimum GPA of 3.0 in order to enroll in 

major-area courses. 

 

Receiving a placement for EDUC 342 requires the following documents, which must be 

current for the entire semester for which they are registering:  Act 114, Act 34, Act 24, 

and 151 Clearances, TB test, and PSEA Liability Documentation. Applications will be 

considered incomplete until all documents are provided and current.  Original 

documents must be shown in the Teacher Education Office, 104 Stouffer Hall, or at the 

CCAC/IUP Office at the CCAC Campus for students enrolled in this program. 

 

After the paperwork is completed and the schedules are determined, students will be 

notified which sections of PSII are the ones for which they must register.  Cohorts are 

pre-assigned and will not be changed once the schedule is complete. 

 

In addition to this ECSP Handbook, students should take time to read the sections of 

the College of Education-Educational Technology Pre-Student Teaching Handbook that 

pertain to EDUC 342.  The College of Education Handbook provides valuable 

information that will help you become familiar with this field experience.  Know that there 

are special modifications and expectations that are unique to the ECSP program.  This 

program-specific information will be shared with you through e-mail communications, 

website postings, and/or meetings with faculty.   
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Students are responsible for finding their own transportation for this field experience 

and may be placed within approximately 1 hour from campus. 

 

Students will receive a copy of the PSII semester calendar and it will also be important 

to make arrangements to be able to be in the field during the entire 4 1/2-week 

experience, plus the scheduled visitations.  Thus, arrangements for child care, work, or 

other obligations must be made to accommodate this schedule. 

 
Start of the PSII Semester: 
 
Students who do not have current clearances, TB test documentation, and proof 

of liability insurance by the first Friday of the semester will need to drop EDUC 

342 by the end of the Drop/Add period.  These documents are required for 

requesting a field placement. 

 

Students should follow the calendar provided and will attend the professional 

development workshop(s) as scheduled.  Attendance at scheduled professional 

development workshops and/or PSII meetings is mandatory.   

 

Acceptance into PSII 
 
Acceptance into PSII is dependent upon the number of course sections available and 

qualifications of the PSII applicants.  Priority for acceptance into PSII courses will be 

given to students who have completed the suggested coursework outlined on the 

course sequence sheet.  Applications will be considered incomplete until all materials 

have been submitted and all requirements have been met (e.g., transcript attached to 

the pre-registration form; clearances, TB test, and liability insurance documentation 

submitted to the Teacher Education Office or CCAC Office).  A prerequisite for PSII is 

junior standing and students must maintain a 3.0 GPA to take PSII courses; additionally, 

students should have taken at least two of the three sciences as a prerequisite for PSII.  

In general, acceptance into PSII will be on a “first come, first served” basis for qualified 

students with complete applications until the sections are full.  Students may not 
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schedule other classes before 5:00.  Additional classes may only be taken at night or 

online. 

 

Students who are unable to schedule PSII courses should consult with their advisors to 

determine what courses should be scheduled instead.  For example, ECSP majors may 

be advised to take Semester 7 courses prior to scheduling Semester 6 PSII courses. 

 

Professional Dress 

Students are expected to dress professionally at all times.  If you are in doubt, check 

with your cooperating teacher and university supervisor regarding proper attire. 

Suggestions for professional dress for males include: 

¶ Tie (Wong, 2009) 

¶ Collared shirt (Wong, 2009) 

¶ Dress pants (Sternberg, 2003); no denim (Wong, 2009) 

¶ Pressed/ironed clothing (Sternberg, 2003) 

¶ Tattoos are covered (Sternberg, 2003) 

¶ Socks are worn with dress shoes (Sternberg, 2003) 

¶ Clean hair and good hygiene (Sternberg, 2003) 

¶ Hair no longer than base of neck (Sternberg, 2003) 

¶ Facial hair is neatly trimmed (Sternberg, 2003) 

¶ Not wearing shorts; sunglasses; tennis shoes or sneakers; sweatshirts; sweat 

suits; hats; t-shirts; shirts with messages or advertisements; or torn, tattered, or 

dirty clothing (Sternberg, 2003; Wong, 2003) 

Suggestions for professional dress for females include: 

¶ Career dress or skirt no shorter than slightly above the knee (Morris, Gorham, & 

Cohen, 1996) 

¶ Dress pants (Wong, 2009); not wearing shorts or capri pants 

¶ Blouses/sweaters (Wong, 2009) 

¶ Tattoos are covered (Sternberg, 2003) 
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¶ Slits or openings in skirts/dresses not shorter than above the knee (Sternberg, 

2003) 

¶ Clean hair and good hygiene (Sternberg, 2003) 

¶ Not wearing mini-skirts, low-rise pants, and low-cut shirts; flip-flops; denim; bright 

florescent nail polish; tank tops, backless apparel, midriffs, tops with straps less 

than 2 inches (Sternberg, 2003; Wong, 2009) 

Piercings:  Refrain from bars, studs, spaces, nasal, lip, tongue, and eyebrow piercings, 

and multiple piercings (Wong, 2009) 

 

Visitations Prior to the 4 1/2-Week Field Experience 

 

*Take your clearances with you when you report to the school* 

 

The visitations prior to the 4 1/2-week field experience provide students with 

opportunities to observe and learn the intricacies of the classroom environment in which 

they will be placed as well as attain a comfort level in the working relationship with the 

students and cooperating teacher.   

    

Visitation #1 
 
This first visitation is critical in terms of “first impressions.”  Your appearance, manners, 

and decorum will set the stage for what needs to be positive perceptions on the part of 

the cooperating teacher, pupils, and other members of the school community. Students 

need to focus upon learning the classroom routines and procedures designed to 

“manage” the classroom.  This first visitation also enables pre-student teachers to begin 

to learn the names of students and to begin establishing a positive rapport with students 

and the cooperating teacher.  At this time, pre-student teachers need to discuss with 

their cooperating teachers the requirements of Pre-Student Teaching II, explore 

potential lesson topics, and conduct an observation.  Pre-student teachers should 

discuss with cooperating teachers how differentiated lesson plans may be developed to 

meet the needs of students with exceptionalities.  Students must complete the 

Observation Tool (See Appendix A) for this visit.   
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Remember to always-- 

V Keep your clearances with you. 
V Be punctual! 
V Report to the office upon arrival. 
V Thank secretaries or principals who direct you to your assigned classroom. 
V Take the initiative in introducing yourself to your cooperating teacher. 
V Show initiative by asking the cooperating teacher what you can do to assist. 
V Thank your cooperating teacher at the end of the day. 
V Keep a log and record your thoughts and observations at the end of each visitation. 
V Discuss possible topics for development of your lesson/units. 

 

 
Visitation #2 

 

Be prepared to share with your cooperating teacher some of the ideas and resources 

(on paper!) you have explored in preparing to develop your teaching topics.  Hopefully, 

your cooperating teacher will be able to assist you in “narrowing” your topics and 

establish a more definitive direction for the development of your plans.  Share 

instructional strategies that may be appropriate for students with disabilities.  Ask your 

coop what you can do to assist throughout the day.   

V Conduct a brief activity, such as a “getting to know you” game, read aloud, walk 

the students to lunch or a special class, or administer a spelling test.  This brief 

activity is not a formal lesson but rather an opportunity for you to get comfortable 

in front of the class.  (It doesn’t require a formal lesson plan.) 

V Become familiar with the policies and procedures of the school and your 

classroom.   

V Learn the students’ names and develop seating charts.   

V Assist your cooperating teacher as much as possible. 

 

Remaining Visitation Days 

For each of the remaining visitations, prepare and teach one formal lesson (which 

requires a pre-approved lesson plan).  If possible, try to teach the lessons in different 

subject areas during each of your remaining visitations; or, teach/observe in a different 

classroom or setting (such as in a special education classroom if you are placed in a 

regular education classroom or vice versa).   
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Share your progress with your cooperating teacher as your lesson plans take shape.  

Determine specific strategies for students with special needs.  Continue to strengthen 

your relationship with the cooperating teacher and students.  Seek to learn what is 

taught at this particular grade level (curriculum).  Pay attention and record the various 

ideas you observe relative to instructional strategies and the strategies used to engage 

students consistently in the learning (instruction).  Finally, determine what means are 

used to determine whether or not students are learning (assessment) and what 

provisions are made for students having difficulty or students with special needs.  

Continue to seek feedback and guidance from your cooperating teacher on your 

lessons/unit plan development.  Use the competencies specified in this handbook for 

direction in terms of what you should focus upon in terms of your learning.   

 

Assignments for PSII 

In addition to the teaching experiences associated with taking EDUC 342, this course 

provides students with an opportunity to apply the knowledge and skills that they have 

learned thus far in their educational program.  EDUC 342 will also provide insight and 

experiences that inform future coursework, student teaching, and teaching career.  

Specific assignments are dependent upon the assigned field placement; thus, it is 

imperative that assignments are discussed on an individual basis with cooperating 

teachers, course instructors, and university supervisors.   

 

In general, it is recommended that pre-student teachers teach two lessons per day 

and demonstrate the knowledge of skills acquired through coursework taken thus far—

relative to the assigned field placement.  It is also appropriate to engage in teaching 

activities that will provide background knowledge and insight into future courses that will 

be taken prior to student teaching.  Specifically, students should consult with their 

cooperating teachers to determine lesson topics that support the school's curriculum, 

consult with their PSII course instructors and university supervisor, and plan lessons to 

fulfill their assignments accordingly.  Ideally, students should be able to link the content 

of their PSII coursework directly to the field experience; however, doing so is dependent 
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upon the field experience placement.  Students should use the approved ESCP Lesson 

Plan Format (Appendix B) for every lesson and the ESCP Unit Plan Format (Appendix 

C), if a unit is being developed.  These formats are available on the PSII Website: 

http://www.iup.edu/pse/ps2/default.aspx 

 

Cooperating teachers may also assign lessons and units to be taught based on the 

teacher candidate's readiness for additional responsibilities throughout the 4 1/2-week 

experience. 

 

Documenting Your Work 

Pre-student teachers are required to maintain a three-ringed binder in which all lesson 

plans are kept.  Lesson plans should be separated according to subject area.  After 

teaching, pre-student teachers should reflect on each lesson and complete the “Self-

Evaluation” section of every lesson plan.  All previously-taught lessons, with completed 

reflections/self-evaluations, should be kept in the binder for university supervisors to 

review and to guide lesson observations.  Maintaining an organized binder is essential 

for supervisors to evaluate the planning process and use while lessons are being 

observed.  Additionally, reflection is a component of the professionalism and as such, it 

will be evaluated accordingly. 

 

IMPORTANT POINTS TO REMEMBER 

× A lesson plan must be written and pre-approved by your cooperating teacher for 
every lesson that you teach (excluding the “brief” introductory activity). 
 

× Every experience is unique.  Make the most of your experience and take 
advantage of every opportunity given to you.  Individual students may be asked 
by their cooperating teachers to teach additional lessons or units, or take on 
other responsibilities—this is a GOOD thing!  Use this opportunity to learn and 
grow as a professional. 
 

× Professional Disposition Alert and Rubric Forms will be completed for students 
experiencing difficulty with professional dispositions. These forms are filed with 
the Office of Teacher Education in the Dean’s Office.  The form may be found on 
the Teacher Education Website: 
http://www.iup.edu/teachereducation/forms/default.aspx 

 

http://www.iup.edu/pse/ps2/default.aspx
http://www.iup.edu/teachereducation/forms/default.aspx
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× You must have completed all requirements of coursework prior to beginning your 
field experience.   

 
× When in the field, you follow the IUP calendar and the school’s daily schedule.  

Attendance during IUP breaks is on a voluntary basis and is not required. 
 

× Additional days in the field may need to be made up due to illness, emergencies, 
or school cancellations. 
 

× Check your IUP e-mail daily. 
 

× Be aware of school delays and cancelations due to inclement weather.  If school 
is in session, pre-student teachers are expected to attend just as their 
cooperating teachers would report to school.  This does not include 
Thanksgiving, during which time IUP is on break. 
 

× Pre-student teachers are bound by confidentiality. 
 

× Pre-student teachers are expected to keep a binder of PSII materials in which a 
hard copy of this handbook is contained and used as a reference during courses 
and in the field.  The expectation is that pre-student teachers will have read this 
handbook. 
 

× Always address your cooperating teacher, school personnel, and IUP faculty by 
their titles; do not refer to them by their first or last names only. 
 

× In the event that a pre-student teacher needs to be absent from school, call your 
school, cooperating teacher, and university supervisor to inform them of your 
absence.  Excessive absences will result in pre-student teachers needing to 
make up the days missed and/or a grade of Incomplete will be assigned. 
 

× Students who do not submit their signed evaluation materials as assigned by 
their university supervisor will receive a grade of Incomplete until the required 
documentation is submitted. 
 

× Refrain from cell phone use except during duty-free periods, such as lunch. 
 

 

Professional Sequence II Competencies and Expectations 
 

Your placement in the field constitutes a critical component of the Professional 

Sequence II program.  Your five visitation days coupled with your 4 1/2-week classroom 

placement comprise one-third of your semester.   Thus, it is imperative that you 

capitalize upon your immersion into the classroom reality and apply that which you have 
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learned through coursework.  Your cooperating teacher and your university supervisor 

will serve as mentors/coaches as you begin to acquire greater depth and breadth in 

recognizing and developing the knowledge, skills, and dispositions required of 

professionals.  While “mastery” is not an expectation at this point in your teacher 

preparation program, please realize that your demonstration of competencies 

throughout your field experience represents a critical building block in your preparation 

for a full semester of student teaching.  Observations conducted by your cooperating 

teacher and your university supervisor will reflect your maturation as you begin your 

development in exhibiting the following competencies: 

 

RELATIVE TO KNOWLEDGE, SKILLS, & DISPOSITIONS,  
PRE-STUDENT TEACHERS WILL  

 
Ý exhibit mastery of subject matter as specified in district/grade level curriculum. 

Ý align subject matter taught with established state and/or national standards. 

Ý use a variety of instructional strategies in the design of lessons. 

Ý integrate technology as appropriate in the planning, designing, and delivery of instruction. 

Ý engage students in challenging and compelling ways throughout the learning process. 

Ý assess student learning (check for understanding) in a variety of ways and adjust the teaching 

accordingly. 

Ý ensure alignment of curriculum, instruction, and assessment. 

Ý access a variety of sources in preparing/designing lessons. 

Ý address differences in learning styles by incorporating a variety of ways for students to process and 

demonstrate learning. 

Ý use effective questioning techniques indicative of employing various levels of Bloom’s Taxonomy, 

thus,  facilitating student engagement in higher order thinking. 

Ý honor developmentally appropriate practices. 

Ý formulate clear objectives and ensure all aspects of the lesson are congruent to the objective. 

Ý provide appropriate adaptations to meet the needs of all students. 

Ý design lesson introductions inclusive of these three elements:  engage all learners, connect new 

learning to prior learning/knowledge, and clearly communicate learning expectations based upon the 

lesson. 

Ý incorporate appropriate examples to illustrate abstract concepts or model procedures. 

Ý provide opportunities for students to summarize their learning. 

Ý design lessons evidencing creativity and “hands-on” learning. 

 



16 
 

 
RELATIVE TO KNOWLEDGE, SKILLS, & DISPOSITIONS IN THE 

REALM OF CLASSROOM MANAGEMENT, 
PRE-STUDENT TEACHERS WILL 

 

Ý focus upon creating a community of learners. 

Ý communicate clearly behavioral guidelines and reinforce those guidelines consistently. 

Ý employ strategies designed to maximize time on learning and minimize opportunities for disruptive 

behavior. 

Ý recognize aspects of the classroom reality that require establishing  routines and procedures resulting 

in smooth transitions. 

Ý “teach” rules and behavior guidelines rather than merely “telling.” 

Ý identify considerations in utilizing physical space as related to management. 

Ý provide positive validation when merited and provide specific feedback to children relative to 

behavioral expectations. 

 

RELATIVE TO ISSUES OF DIVERSITY, 
PRE-STUDENT TEACHERS WILL 

 

Ý treat all students with dignity and respect. 

Ý realize the direct correlation between teacher expectation and student achievement. 

Ý incorporate and reinforce as appropriate a respect and valuing of diversity within lessons. 

Ý embrace all children and accept the challenge of teaching all children. 

Ý demonstrate a sense of efficacy in recognizing all children can learn. 

Ý create a classroom environment characterized by tolerance, understanding, and sensitivity. 

 
FIELD EXPERIENCES & CLINICAL PRACTICE 

AS RELATED TO PROFESSIONAL BEHAVIOR AND ATTRIBUTES, 
PRE-STUDENT TEACHERS WILL 

 
Ý accept and respond to suggestions/constructive feedback as provided by supervisors. 

Ý exercise respect toward all members of the school community. 

Ý demonstrate behaviors worthy of being a role model to students. 

Ý capitalize upon opportunities to engage and to learn in various professional activities (i.e. meetings, 

workshops, parent conferences, student activities). 

Ý adopt behaviors associated with professionalism inclusive of honoring protocol, exercising courtesy in 

all interactions, being punctual, dressing appropriately, communicating clearly and demonstrating 

grammatical correctness. 

Ý volunteer services thereby evidencing initiative and commitment. 
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Ý honor confidentiality as required ethically and legally in the treatment of information regarding 

students and/or families. 

 
Protocol for Handling Issues of Concern 

 

When concerns arise during the EDUC 342 experience, the following protocol should be 

followed: 1) cooperating teachers and pre-student teachers should discuss issues as 

they arise; 2) any teacher-candidate behaviors deemed to be inappropriate by the 

cooperating teacher should be addressed immediately; 3) concerns should also be 

shared with the university supervisor; 4) if the university supervisor is not accessible or 

a resolution is not found, the Professional Sequence II Coordinator should be contacted.  

Depending on the severity of the issue, the department assistant chairperson, 

department chairperson, and/or Director of Field Placement may become involved. 

 
 

Evaluation and Grading of EDUC 342 

The overall final evaluation of EDUC 342 is comprised of:  1) two lesson observations 

conducted by cooperating teachers; 2) two lesson observations conducted by university 

supervisors; 3) a final evaluation form completed by cooperating teachers; and 4) a 

candidate reflection paper completed by pre-student teachers.  Evaluation forms are 

found on the PSII Website:  http://www.iup.edu/pse/ps2/default.aspx and examples are 

provided at the end of this handbook. 

 

Taken collectively, these items are the ñOverall Teaching Performance 

Documentationò and summarize the overall performance of the pre-student teacher 

from each stakeholder’s perspective:  the university supervisor, cooperating teacher, 

and pre-student teacher. 

 

As a method of formative and summative assessment of the pre-student teacher, the 

“Overall Teaching Performance Documentation” is intended provide evidence of the 

pre-student teacher’s performance throughout the field placement; provide feedback to 

the pre-student teacher to enhance professional growth; and finally, to determine the 

http://www.iup.edu/pse/ps2/default.aspx
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overall grade for the EDUC 342 course.  As a “Key Assessment,” the “Overall Teaching 

Performance Documentation” will be converted to the following Key Assessment 

Ratings:  A or B = Target; C = Acceptable; and D or F = Unacceptable. 

 

Observation forms and evaluation materials are structured according to Danielson’s 

teaching framework and pre-student teachers are expected to demonstrate proficiency 

in each of the four domains:  planning and preparation, classroom environment, 

instruction, and professionalism.  University supervisors and cooperating teachers are 

responsible for monitoring the pre-student teacher’s performance in each of these 

domains, reviewing lesson plans and materials, providing specific recommendations for 

professional growth, and documenting the pre-student teacher’s overall performance. 

   

The required forms are also found on the IUP Teacher Education Website: 

http://www.iup.edu/page.aspx?id=49255 

and the Professional Sequence II website at:  http://www.iup.edu/pse/ps2/default.aspx 

 

********************************** 

Before the end of the semester, the following items should be collected by the university 

supervisor and provided to the PSII Coordinator: 

2—observations by the cooperating teacher, using the Field Experience Observation 

Form (See Appendix D) 

2—observations by the university supervisor, using the Field Experience Observation 

Form (See Appendix D) 

1—EDUC 342 Candidate Reflection Evaluation Paper, completed by the pre-student 

teacher (See Appendix E) 

1—EDUC 342 Evaluation Form, completed by the cooperating teacher (See Appendix 

F) 

 

Please be certain that forms as signed, as required. 

 

 

http://www.iup.edu/page.aspx?id=49255
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Absences and tardiness are documented by cooperating teachers and communicated to 

university supervisors.   

 

University supervisors are responsible for submitting final grades to the instructor of 

record to be entered into URSA. 

 

PSII Students:  Please do not underestimate the importance of your field placement 

experiences.  Though EDUC 342 is “only one credit,” your learning and the evaluation 

of that learning absolutely is a precursor to your potential success in your full semester 

of student teaching.  It is important that you be cognizant of the following relative to your 

evaluation: 

 
Ç Rid yourself of “entitlement thinking”—you are not entitled to an “A” simply 

because you do all that is required.  The quality of your work and your 
willingness to go “above and beyond” requirements are critical in evaluating 
your performance.  You are expected to assume the responsibilities inherent in 
this experience—for example, you must prepare lesson plans in advance for 
every lesson you teach. 

 
Ç Students who receive an evaluation of “C,” will be required to attend an “exit 
conference” with your university supervisor and PSII Coordinator.  A 
Professional Dispositions Alert Form will be filed with the Teacher Education 
Office to document areas of concern. 

 
 

Ç Students who receive an evaluation of “D” or “F,” will be required to participate 
in an intervention plan with the PSII Coordinator and repeat EDUC 342.  A 
Professional Dispositions Alert Form will be filed with the Teacher Education 
Office that documents areas of concern and the intervention plan that is 
established.  Students who are participating in an intervention must successfully 
complete the objectives outlined in the plan in order to pass EDUC 342 and 
subsequently be placed in student teaching.  Students must demonstrate a 
commitment to critical reflection and learning as a means to demonstrating 
improvement.   
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Appendix A 
Indiana University of Pennsylvania 

Early Childhood Pre-K through 4 / Special Education Pre-K through 8 
EDUC 342 Classroom Observation Tool 

 
OBSERVER: __________________DATES: ____________ GRADE: ____ 
 
Please use this tool to make notes as you observe during your first visit.  
 
PLANNING AND PREPARATION 

Technique Frequently 
Observed 

Sometimes 
Observed 

Never 
Observed 

Comments/Examples 

Established 
clear and 
valuable 
learning goals 

    

Linked new 
information to 
prior learning 
experiences 

    

Knew content 
and made 
connections 
for students 

    

Knew students 
interests and 
learning needs 

    

Utilized 
multiple 
resources 
during lessons 

    

Designed 
lessons with a 
clear structure 
and 
reasonable 
time 
allocations 

    

Used informal 
and formal 
assessment 
techniques 

    

 
Other notes and/or questions about Planning and Preparation: 
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CLASSROOM ENVIRONMENT 

Technique Frequently 
Observed 

Sometimes 
Observed 

Never 
Observed 

Comments/Examples 

Teacher shows 
care and 
respect for 
students 

    

Students show 
care and 
respect for 
teacher and 
each other 

    

Clear 
expectations for 
learning and 
success are 
evident 

    

Transitions are 
smooth 

    

Materials are 
handled 
efficiently 

    

Rules are 
posted in the 
classroom 

    

Procedures are 
established and 
followed 

    

Teacher’s 
response to 
misbehavior is 
effective and 
sensitive 

    

Physical 
arrangement is 
safe and allows 
teacher and 
students to 
move freely 
around room  

    

It is OK for 
students to 
make mistakes 

    

Teacher 
monitors 
students at all 
times 

    

 
Other notes and/or questions about Classroom Environment: 
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INSTRUCTION 

Technique Frequently 
Observed 

Sometimes 
Observed 

Never 
Observed 

Comments/Examples 

Teacher speaks 
and writes 
clearly and 
accurately 

    

Teacher’s 
directions are 
clear to students 

    

Teacher asks a 
variety of 
questions 

    

Teacher and 
students engage 
in discussion 

    

Students are 
engaged in 
learning 

    

Students are 
grouped for 
different 
learning 
activities 

    

Resources are 
used to enhance 
instruction 

    

Lesson pacing 
is appropriate 
for all learners 

    

Feedback is 
timely and 
appropriate 

    

Lesson is 
adjusted based 
on students’ 
needs 

    

Adaptations and 
modifications 
are made for 
students who 
need them 

    

 
Other notes and/or questions about Instruction: 
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PROFESSIONAL RESPONSIBILITIES 

Technique Frequently 
Observed 

Sometimes 
Observed 

Never 
Observed 

Comments/Examples 

Evidence is 
shown that 
attempts are 
made to meet 
students’ 
individual 
needs 

    

Professional 
and respectful 
behaviors were 
observed 
throughout the 
building 

    

Several 
professionals 
were involved 
in the 
education of 
the students 

    

It appears that 
all students 
have a fair 
opportunity to 
succeed 

    

Communication 
with families is 
evident 

    

 
Other notes and/or questions about Professional Responsibilities: 
 



24 
 

Appendix B 

 
ECSP Daily Lesson Plan Format 

 
I. HEADING :  List author/teacher name, date, subject, grade, and time allotted.  This 

information should be left-justified at the top of the first page. 

 

II.  RATIONALE AND BACKGROUND :  Briefly explain how the lesson will address 

Pennsylvania Academic Standards (specify standards, anchors, and/or Common Core 

Standards, as appropriate) and meet the needs of the students. Address context of the 

classroom including the social and physical environment, relevance to studentsô lives 

and interests, studentsô background knowledge, and student diversity. This portion 

typically features two brief paragraphs initiated as follows: 

¶ What is the purpose or essential question of this lesson? 

¶ What are the students familiar with or able to do in relation to this topic? 

 

Facts about the learners: 

 

 

Specific, required adaptations: 

 

NOTE:  Do not use studentsô names when giving facts or adaptations. 

  

III.  LESSON OBJECTIVE(S):  
An objective is a clear, concise statement of intent designed to guide and anchor a 

lesson plan. A strong objective contains a condition, student, behavior, and criterion. 

Include the studentôs name or group, an observable behavior that students will do to 

show mastery, the conditions in which you will check mastery, and the criterion for 

mastery.   

Cognitive Examples:  

¶ When given a story starter, students will create a story that includes 

characters, setting, plot and resolution.   

¶ Given flashcards with Dolch words, Amanda will orally read the words with 

100% accuracy on 3 out of 3 trials.  

Affective Examples:  

¶ Given specific weather conditions, pre-school students will appreciate the role 

weather has on their daily lives by identifying proper outdoor attire.  

¶ Given social skills role plays, Graham will act out responses that match 

classroom rules and procedures for 4 out of 5 scenarios  

    

IV.  LIST OF MATERIALS/RESOURCES :  
A) Indicate where this lesson came from (mentor, book, website, self). Describe how 

you made it your own. 

B) Provide a complete list of resources (books, articles, websites, etc.) including 

materials that supplement available textbooks, teachersô manuals, and/or resources 

to extend knowledge of the lesson/unit topic. (Use APA format.)   
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C) List materials needed to teach the lesson including audio-visual aids and equipment, 

technology, outside speakers, student texts, materials, and teacher-made resources.   

D) When students need adaptations, be sure to designate any elements of ñspecially-

designed instruction (SDI)ò to meet the adaptation requirements.  

E) Attach all resources such as handouts and teacher-created materials. 

    

 

V. PROCEDURES:  (Logical and sequential; number the steps for ease of use in the 

classroom) 
 

A) Initiation/Motivation ï Getting the students ñwarmed upò for the lesson; this brief 

activity should catch their attention and motivate them.  The introduction will 

include a: 

1. Motivational strategy - Plan this attention getting device with brevity in mind 

(3 - 5 minutes). 

2. Strategy for activating prior knowledge, and 

3. Lesson purpose (as appropriate)  

(Be sure that the motivator is logically and strongly related to the lesson!) 
 

B) Lesson Body ï The lesson body will include the following: 

1.  Describe in sequence the experiences and instructional strategies used to 

     develop the lesson.   

2.  Include a description of the childôs role and opportunities for children to make 

     decisions, problem solve, and be independent.   

3. Adapt this section according to varying instructional approaches (i.e., explicit 

instruction, inquiry approach, cooperative learning activities, etc.) required to 

fully differentiate the content (what you teach), process (how you teach), 

product (student outcomes), as well as meeting student learning styles and 

interests. Each experience should relate to the lessonôs objectives and 

knowledge about the learners. 

4. Provide examples of the higher level questions needed to teach this lesson. 

5. In some inclusive and support classroom settings small group instruction or 

highly individualized instruction may be required.  

 

NOTE:  The lesson should be sufficiently detailed so that another educator 

could teach the lesson without further instructions. 

 

Methods of Further Differentiating Instruction ï This section addresses how the 

lesson should be differentiated to meet multiple studentsô needs.  Describe 

the instructional arrangements as well as fluid grouping arrangements. 

Include co-teaching approaches when appropriate.  

 

C) Lesson Closure ï The closure will include one or more of the following: 

 1.   Application of knowledge learned to a new situation to prove that    

                               students understand beyond the knowledge level. 

2. Review of main concepts through a summary statement, student  

participation, restatement of purpose of the lesson or questioning. 
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3. Be sure to address student needs for remediation or enrichment.  

 

NOTE: The Lesson Closure is not a homework assignment. If homework is 

assigned, note it in a separate section following the closure section.                                                                                                 

 

                                                                                                     

VI.  EVALUATION :  

   

                  A)  Student Assessment: 

 1.  Effective teachers monitor and evaluate their instruction.  Answer the 

question, ñHow will I know if my students understood todayôs lesson?ò  Be 

sure that the evaluation matches the objective. 

 2.  Describe the plan for assessing student performance. Address formal 

      and/or informal assessment addressed in the lesson plan and note, as in the 

lessonôs objectives, whether it is designed for large group (entire class), small 

group, or individual assessment.  Remember, there are numerous ways to 

differentiate your assessment measures depending upon student need. Be sure 

to provide assessment adaptations for students to demonstrate their mastery of 

objectives; describe assessment adaptations appropriate to meet learner needs. 

If warranted, be sure to mention progress monitoring routines for students 

with specific, required adaptations. Be sure to go beyond paper and pencil 

activities.  

 

NOTE: For clarity, set this up in headings of ñFormal Assessmentò and/or 

ñInformal Assessment.ò 

  

                  B)  Self-Evaluation* (For field experiences, only):                                     

  Reflect on the teaching of this lesson and respond to the following items: 

1. Identify and list three (3) strengths of this lesson. 

2. Identify and list three (3) elements or areas that need improvement. 

3. Based on the closure and student evaluation portions of this lesson plan, 

identify any students (use initials, not names) who were not successful in 

meeting the stated objectives. Indicate how shortcomings will be 

addressed with these students to ensure success. 

 

* Include this section in the lesson plan. Only after this lesson is taught can responses be 

made to these questions. 

 

Rev 4/12 
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Appendix C 
 

UNIT PLAN FORMAT  

 

I. TITLE PAGE  ï include unit title, your name, number of days unit is to be taught, grade 

level, and course for which the unit is required. 

 

 

II.  TABLE OF CONTENTS  ï specify the page numbers for each section, and for each 

individual lesson plan. 

 

 

III.  RATIONALE/BACKGROUND  ï briefly explain how the unit will meet the needs of the 

students.  Address the context of the classroom, relevance to studentsô lives and interests, 

student background knowledge, and student diversity (e.g., learning styles, ability levels). 

 

 

IV.  ASSESSMENT PLAN ï describe the various methods that will be used to determine if the 

students have met the objectives of the set of lessons.  The methods used to assess students 

before the unit is taught and after the unit concludes must be included.   

 

 

V. DAILY LESSON PLANS  ï include copies of daily plans that follow the basic format.  

Introductory and culminating activities should be described in the first and the final lesson 

plans.   

 

 

 

 

 

Revised Fall 2011 
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Appendix D 
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Appendix E 
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Appendix F 
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Certification Statement 
 

I certify that I have read this Professional Sequence II Handbook and will abide by its 

guidelines.  I understand that it is my professional obligation to act professionally and 

serve my students to the best of my ability.  Furthermore, I know that teaching is a 

serious endeavor, with the lives of children and adolescents at stake.  Therefore, by 

signing this statement, I promise that I will take my responsibility seriously, maintain 

confidentiality, and uphold my professional obligation to the students I teach. 

 

Printed Name:  __________________________________________ 

 

Signature:     ___________________________________________ 

 

Date:    ____________________________________________ 

 

Return this signed statement to the Professional Sequence II Coordinator, Dr. DeAnna 

Laverick, Dept. of Professional Studies in Education, Indiana University of 

Pennsylvania, 312 Davis Hall, 570 S. 11th Street, Indiana, PA  15705. 

 


