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Dear Apprentice Teaching Team: 
 
At Webster University, the apprentice teaching experience culm inates our teacher 
preparation program . It represents the opportunity for  students to grow toward 
becoming accomplished, confident teachers. This ultim ate effort requires teamwork. 
Each member of the team - the apprentice teacher, the cooperating teacher, and the 
university supervisor - plays a vital role in m aking this experience productive and 
enjoyable for all concerned. 
 
This handbook is intended to prepare all m embers of the team for the apprentice 
teaching experience. It outlines the expectations and responsibilities of each participant 
in this im portant experience. 
 
We expect that you will have questions. Please do not hesitate to contact the 
Coordinator of Apprentice Teaching and Field Experiences at 314-246-7582, or the 
Coordinator of Field Placements, 314-968-7103. 
 
Diane Cooper, Coordinator of Apprentice Teaching and F ield Experiences 
 
 
Merryl Crivelli, Coordinator of Field Placem ents 
 
 
Fall, 2009 
Spring, 2010 

 
 
 
 



 2 

  
The School  of Educat ion cont inues to develop a world of learners through 

Knowledge, Leadership, and Li fe-long Learning. 
 

 
 
 

School of Education Mission Statement 
 

The School of Education at Webster University provides its students with the knowledge, experiences, and 
practical tools that enable them to guide both themselves and others toward lifelong learning. The School is 
a community of teacher-scholars who apply critical reflection and creative energies to enhance learning in 
schools and other educational settings. The faculty strives to do this by modeling effective teaching 
practices based on sound theory and research. The personalized approaches make for a challenging, yet 
supportive environment that permits the risk-taking necessary for learning and growth. The School 
encourages its faculty and students to work actively toward this end, keeping in mind that the actions must 
be rooted in visionary yet realistic thinking. This thought and action process underscores the development of 
an inner directed self-understanding, an outer-directed global perspective, and an appreciation of human 
diversity that arises from both.  
 

Goals of the School of Education 
 

¥ Webster University education candidates demonstrate knowledge of the subject matter, knowledge of 
the learner, and knowledge of pedagogy based on inquiry and scholarship. 

 
¥ Webster University education candidates incorporate multiple assessment and instructional strategies to 

support effective education practices based on research and theory. 
 
¥ Webster University education candidates reflect on the roles educators take as leaders of change through 

collaboration with colleagues, students and families in schools and communities.  
 
¥ Webster University education candidates demonstrate respect for diversity through responsive teaching 

and learning that values individual differences.  
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Section I: The Apprentice Teacher 
 
 
The following is a series of general suggestions and guidelines intended to help you succeed in your apprentice teaching 
experience: 
 
¥ Apprentice teaching is full-time work. Guard against taking on additional obligations or coursework during your 

apprenticeship. The experience requires enormous time and energy. 
 
¥ Observe the schedule and calendar of your cooperating school, not Webster University, during your apprenticeship. If 

Webster has a holiday not observed by your school, you report to school as usual on that day. If your school observes a 
holiday not recognized by Webster University, enjoy the day off and take care of your portfolio or some of your job 
application details. Your placement dates have been selected in order to provide you with 16 full weeks of teaching on the 
cooperating school's calendar and may not coincide with Webster University terms. A case by case decision will be made by 
the university supervisor concerning make-up days for absences of apprentice teachers due to sickness, school cancellations, 
etc. Make-up days may be required. 

 
¥ Dress like a professional educator. Observe the standards of the school. 
 
¥ Your primary responsibilities are to the pupils and to the school where you are teaching. You MUST notify your cooperating 

teacher, the principal, and your supervisor as soon as possible, preferably the night before, if for some reason you cannot get 
to your school on a particular day. You are also responsible for ensuring that any lesson plans for which you have assumed 
primary responsibility are transmitted to the school personnel who will implement these plans in your absence.  

 
¥ You are in the school as an apprentice. You are there to learn by working closely with a professional educator. Although you 

are not an employee, you are a participating member of the faculty, and therefore, you should work with all school personnel 
in a cooperative and professional manner. 

 
¥ Practice professional ethics. Demonstrate professional courtesy and confidentiality in interactions with students, parents, and 

colleagues. 
 
¥ You are expected to attend extra events and conferences, even if held outside regular school hours. Consider these as 

opportunities to learn. Discuss parent teacher conferences with your cooperating teacher and the school administration to see 
if your participation is appropriate. 

 
¥ Be prepared. Read, research, and organize appropriate materials and develop effective instructional plans. Integrate and apply 

subject matter knowledge and teaching theory under the guidance of your cooperating teacher. 
 
¥ Be prompt, cooperative, diligent and willing to learn. Your daily schedule will be established by the cooperating teacher and 

university supervisor. 
 
¥ DonÕt hesitate to ask your cooperating teacher and your university supervisor for help if you are unsure about any issue. 

Apprentice Teaching should be a learning experience for you. Your cooperating teacher and university supervisor are 
experienced professionals interested in helping you become the best teacher you can be. Trust their judgment and advice and 
give their suggestions a fair trial. 

 
¥ Be positive. Teaching is tough. In fact, at times it seems nearly impossible. Expect to be tired, but please persist. Learning is 

possible and can be thrilling. Draw energy from the successes of your students. 
 
¥ Relax. Teachers carry memories of their apprentice teaching experience for many years. They smile over pleasant memories 

and reminisce about experiences, which seemed traumatic at the time. You will survive and so will your students.  
 
¥ The school must provide a substitute in the absence of your cooperating teacher. 
 
¥ Problem situations might affect the successful completion of apprentice teaching. The university supervisor, in consultation 

with the apprentice teacher and the cooperating teacher, may develop a plan of assistance or recommend termination of the 
apprentice teaching placement. The apprentice teacher may be required to do additional work. The School of Education of 
Webster University reserves the right to extend or terminate an apprentice teaching placement. 
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Use the following checklist to be sure you have completed all the requirements of Apprentice Teaching. As an 
apprentice teacher you will: 
 
¥ Attend the Apprentice Teaching Seminar during the semester of your placement. If necessary, make arrangements 

with your cooperating teacher to leave school in order to arrive at seminar on time. 
 
¥ Keep a weekly journal. The journal should include: reactions, reflection, questions, and concerns on a topic of 

your choice. Journal entries should be at least one page. 
 Discuss specific details with the university supervisor. 
 
¥ Following a discussion with your cooperating teacher, submit a copy of your daily schedule to the university 

supervisor during the first week of the placement. By the end of the third week of the placement you should have 
developed and submitted a timeline, which indicates when the required assignments will be completed. 

 
¥ Write activity/lesson plans for the classes you teach. Review these plans with your cooperating teacher before 

they are to be implemented. Keep all copies of these lesson plans in a place where they can be reviewed by the 
university supervisor during observations. (See Appendix for sample.) 

 
¥ Create and teach a 6 lesson unit plan. This plan should be approved in advance by the cooperating teacher and 

evaluated by the university supervisor. (See Appendix for sample). 
 
¥ Visit and observe at least three other teachers in their classrooms. These observations will be scheduled in 

consultation with the cooperating teacher and the university supervisor. Include reflective analysis of these 
observations in your journal. These observations may be done in the school in which you are doing your 
apprentice teaching or at other sites.  

 
¥ Observe your students in several settings, such as other classes, the cafeteria, and extra-curricular activities. 
 
¥ Complete a minimum of four weeks (or equivalent) of intensive teaching. During this period you are responsible 

for all aspects of teaching (e.g. classroom management, planning, implementing and evaluating all lessons). (Two 
weeks of intensives are required for eight-week placements.) 

 
¥ Identify a professional development goal related to your teaching and reflect upon your efforts to meet this goal. 
 
¥ Evaluate your own progress and development in the role of teacher at the mid-term and final evaluation 

conference. This self-evaluation will help the cooperating teacher and the university supervisor provide useful 
feedback to you on your teaching performance. 

 
¥ Phone the university supervisor when there is a necessary absence or if school is closed for any reason. In 

addition, you should follow your school's policy for unplanned absences (calling in sick).  
 
¥ Request all materials needed to apply to the state for certification from the Coordinator of Teacher Certification. 

These forms will be distributed and discussed during a session of the Apprentice Teacher Seminar. 
 
¥ Keep copies of your evaluation forms, narratives, etc. for your job search file.  
 
¥ Complete the Apprentice Teacher Experience Evaluation. 
 
¥ Complete your program portfolio for submission immediately following completion of the final Apprentice 

Teaching seminar. 
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No form of academic dishonesty will be tolerated. According to the Webster University Student Handbook academic 
dishonesty includes: fabrication--falsifying, inventing, or misstating any data, information, or citation in an academic 
assignment, field experience, academic credentials, job application or placement file and plagiarism--using the works 
(i.e. words, images, other materials) of another person as one's own words without proper citation in any academic 
assignment. This includes submission (in whole or in part) of any work purchased or downloaded from a Web site or 
an Internet paper clearinghouse. All assignments which are starred * * *  in this syllabus must be submitted by hard 
copy as well as electronic copy. The electronic copy may be sent to the turnitin database to determine if any part of 
the assignment has been copied and not properly cited. Students who plagarize will earn Òno creditÓ for the 
assignment. At the discretion of the instructor, the student will fail the course or be referred to the department chair 
and dean for disciplinary action. 
 
This syllabus is subject to change at the discretion of the instructor. 
 
A student who is removed from or withdraws from apprentice teaching must pass apprentice teaching during the 
second placement arranged or they are no longer eligible to pursue teacher certification.  (Aprroved by UEICCC 
5/1/06; Adopted by the Department of Teacher Education 7/6/06). 
 

Academic Honesty and Plagiarism Policy 

The Webster University School of Education faculty requires students to honor principles of academic 
honesty.  Students are expected to practice academic honesty when they take tests, produce homework, or 
create original work. 

If a student is found to have committed plagiarism in any of his/her courses the following Plagiarism Policy 
will be implemented: 

1st offense Student will take online Plagiarism course at the Academic Resource Center and rewrite the 
assignment. 

2nd offense Student will receive a zero percent on the assignment. 

3rd offense Student dismissed from the Teacher Education program and expulsion from the university will 
be recommended by the department. 

(Approved by the Teacher Education Department, May 2009) 

 
Remediation Policy for Apprentice Teaching 
 
Any student removed from Apprentice Teaching by the school or Webster University or who receives a C- 
or below in Apprentice Teaching must successfully complete a semester of remediation prior to being 
placed for a second time. 

The student will work with a Webster University mentor from his/her major department during the 
following semester focusing on the skill, content or other deficits identified during the practicum 
experience. During the semester of remediation the student may request in writing a second placement from 
the Coordinator of Apprentice Teaching and Field Experiences. 

The Coordinator of Apprentice Teaching and Field Experiences will determine if the remediation has been 
successful and a second placement for Apprentice Teaching is warranted. 

(Approved by the Teacher Education Department, May 2009) 
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Section II: The Cooperating Teacher 

 
Webster University Policies: 
The following is a series of general suggestions and guidelines intended to help you make the apprentice teaching 
experience productive and meaningful. The cooperating teacher will: 
 
¥ Introduce the apprentice teacher to the faculty, administration, students, and support staff. 
 
¥ Help the apprentice teacher become acquainted with the school's schedule, policies, rules, and expectations 

for student and teacher behavior in the district. 
 
¥ Throughout the experience, share with the apprentice teacher your own philosophy of teaching and outlook on 

the teaching profession. 
 
¥ Plan a few days of observation for the apprentice teacher to become acquainted with your daily procedures, 

classroom management techniques, and lesson presentation style. The apprentice teacher is there to learn from 
your experience. Be sure to discuss these observations. 

 
¥ "Think aloud" while planning lessons and evaluating student work, so the apprentice teacher can learn from 

your experience and begin preparing for intensive teaching. 
 
¥ Gradually involve the apprentice teacher in a more active teaching role. This involvement could be 

accomplished by including an additional teaching responsibility each week, building up to the four-week 
intensive teaching experience. Set a schedule for gradually phasing out apprentice teaching responsibilities.  

 
¥ Co-plan and co-teach with your apprentice teacher.  
 
¥ Support the apprentice teacher in taking complete responsibility for planning, implementing, and evaluating 

all curricular and instructional activities during the intensive period. During this time the apprentice teacher 
should be responsible for classroom organization and management. 

 
¥ Continually provide the apprentice teacher with appropriate feedback concerning lesson plans, teaching 

behaviors, and interpersonal relations with students and faculty. Schedule conferences at least twice a week 
and provide the apprentice teacher with written feedback from your observations. Note: At least three formal 
observations with written feedback must be conducted per semester. Copies of the written feedback should be 
given to the apprentice teacher and shared with the university supervisor. (See Appendix for forms that can be 
used to guide any formal observations.). 

 
¥ Report any problem situations that might affect the successful completion of apprentice teaching to the 

university supervisor and Coordinator of Apprentice Teaching. The university supervisor, in consultation with 
the apprentice teacher and the cooperating teacher, may develop a plan of assistance or may recommend 
termination of the apprentice teaching placement. The apprentice teacher may be required to do additional 
work. The School of Education of Webster University thus reserves the right to extend or terminate an 
apprentice teaching placement. 

 
¥ The school must provide a substitute teacher in your absence, except in emergency situations. 
 
¥ Allow the apprentice teacher to leave school in order to arrive at the Apprentice Teaching Seminars on time. 

See Seminar Syllabus for scheduled dates and times. 
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State and University Requirements: 
 
Cooperating Teachers are given considerable flexibility in creating an apprentice teaching experience. To fulfill 
state and university requirements the cooperating teacher will: 
 
¥ Develop a schedule for transition with the apprentice teacher and the university supervisor. The apprentice 

teacher should assume full responsibility for planning, implementing, and evaluating all classroom 
experiences for a period of four weeks (or equivalent). (Two weeks each in eight-week placements.) 

 
¥ Make regular, formal observations of the apprentice teacher. Provide written feedback.  
 
¥ Work with the apprentice teacher to schedule at least three observations in other classrooms with teachers 

who might demonstrate different styles of teaching or classroom management. It is suggested that these 
observations take place during the final week of apprentice teaching. 

 
¥ Complete the midterm evaluation form on the apprentice teacher's performance. This form is to be shared 

with, and signed by, the apprentice teacher and the university supervisor at the midterm evaluation 
conference. Use this conference to plan the remainder of the apprentice teacher's placement with special 
consideration for any strengths and weaknesses that may have been noted by this time. 

 
¥ Complete the final evaluation form. This evaluation should be shared with, and signed by, the apprentice 

teacher and the university supervisor during the final conference. 
 
¥ Write a narrative evaluation of the apprentice teacherÕs performance at the conclusion of the experience. (May 

be in the form of a letter of recommendation.) 
 
¥ Complete the Cooperating Teacher Data Sheet (usually done at the beginning of the placement), the 

Cooperating Teacher Checklist, and the Cooperating Teacher Experience Evaluation. 
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Section III: The University S upervisor 
 
Webster University Policies: 
The university supervisor provides the vital link between the school and Webster University. The university 
supervisor will: 
 
¥ Contact the apprentice teachers and the cooperating teachers before the placement begins. 
 
¥ Become acquainted with the school administrator and serve as liaison between that school and Webster 

University. 
 
¥ Support the apprentice teacher in his/her development of effective teaching strategies and skills. 
 
¥ Confer regularly with the cooperating teacher to discuss the apprentice teacher's progress, plan future 

observations, and answer questions concerning the process of apprentice teaching. 
 
¥ Provide written and oral feedback on lesson plans and assignments. 
 
¥ Report any problem situations that might affect the successful completion of apprentice teaching to the 

Coordinator of Apprentice Teaching and the Director of Teacher Education. The university supervisor, in 
consultation with the apprentice teacher and the cooperating teacher, may develop a plan of assistance or may 
recommend termination of the apprentice teaching placement. The apprentice teacher may be required to do 
additional work.  The School of Education of Webster University thus reserves the right to extend or 
terminate an apprentice teaching placement. 

 
State and University Requirements: 
To comply with state and university requirements the university supervisor will: 
 
¥ Visit the placement classroom to observe the apprentice teacher at least six times during a 16-week 

placement, (3-4 visits each 8 week placement). Each visit should be at least 40 minutes long including a 
conference with the apprentice teacher to discuss progress. Written feedback should be provided after each 
observation. (See Appendix for sample.) 

 
¥ Convene and moderate the midterm and final evaluation conferences. 
 
¥ Complete the Supervisor's Checklist, Mileage Form, and the University Supervisor Experience Evaluation 

and submit to the Coordinator of Field Placements. All forms are due by the grade deadline. 
 
¥ Maintain written anecdotal records of observations and formative and summative evaluations. Submit these 

records along with the midterm and final evaluation forms to the Coordinator of Apprentice Teaching. 
 
¥ Submit a midterm and final evaluation with narrative to the Coordinator of Field Placements. These 

evaluations must be discussed with, and signed by, the apprentice teacher and cooperating teacher before 
submitting.  

 
¥ Write a narrative evaluation of the apprentice teacherÕs performance at the conclusion of the experiences. 

(May be in the form of a letter of recommendation.) 
 
¥ Assign the grade for the apprentice teacher. 
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Apprentice Teaching Contract 
 
 
The purpose of this contract is to make explicit what is already implicit in the Apprentice Teaching 
handbook.  It will be shared with the university supervisor and the cooperating teacher. The contract 
shall be enforced by the Webster University supervisor and will be monitored by the Coordinator of 
Apprentice Teaching and Field Experiences. 
 

 
Apprentice Teaching placement is made based on the following assumptions: 
 
1. Apprentice Teaching will extend for sixteen weeks, with all absences initiated by the 

apprentice teacher requiring make-up days. 
 

¥ The sixteen-week period shall not include any fall or spring recess, either of Webster University 
or the hosting school district. 

¥ All holidays celebrated by the school district are not counted as absences. 
¥ Any religious holidays may be celebrated without being made up, but the apprentice teacher 

must inform the university supervisor and cooperating teacher of such dates in writing at the 
beginning of the placement period. 

¥ Snow days taken by the school district will be made up unless excused by the university 
supervisor. 

¥ In-service days scheduled by the school or school district will be spent at the school or in an 
activity approved by the university supervisor with the advice of the cooperating teacher. 

¥ It is the responsibility of the apprentice teacher to inform, at the earliest possible time, both the 
cooperating teacher and the university supervisor if an unexpected absence occurs. 
 

 
2. The apprentice teacher will take on the responsibilities of the cooperating teacher for a 

minimum of four weeks for a sixteen-week placement or two weeks for an eight-week 
placement. 

 
¥ The apprentice teacher shall follow the schedule of the cooperating teacher, arriving and leaving 

with the cooperating teacher.  If the school has official times for the beginning and ending of the 
school day, the apprentice teacher will adhere to those times. The apprentice teacher shall not 
typically leave the school grounds during the school day. 

¥ The apprentice teacher shall attend faculty meetings, IEPs, CareTeam staffings, open houses, 
and any related school functions, even though these might fall outside the above stated times. 

¥ The apprentice teacher will assume the duties of the cooperating teacher, including supervision 
of students, classroom maintenance, and school-wide obligations. 

 
 
3. The apprentice teacher will prepare for classes in appropriate detail. 
 

¥ Before teaching any lesson, the apprentice teacher will construct a lesson plan. The format 
provided in the Apprentice Teaching Handbook will be used when the supervisor visits. If the 
class has a discussion component, the questions will be formulated before the lesson is taught.  

¥ The apprentice teacher will have lesson plans approved by the cooperating teacher prior to the 
day the lessons are to be taught.  

¥ The apprentice teacher is encouraged to develop engaging curriculum. He/she is advised, 
however, (as a guest in the classroom) to seek the approval of the cooperating teacher for any 
teaching strategy that has not been observed in the classroom. 
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4. The apprentice teacher will attend all Apprentice Teaching Seminar meetings. 
 

¥ The student will obtain prior permission to leave his or her cooperating school in order to attend 
the seminar meetings in a timely manner. 
 

¥ The student will participate fully in all of the activities and discussions of the Seminar. 
 
 
 
************************************************************************************************** 
 
 
 
I have read and agree to the expectations outlined above in the Apprentice Teaching Contract. My 
signature below indicates that I accept the conditions of this contract.  I understand that failure to 
completely fulfill the terms of this contract could result in the termination of my apprentice teaching and 
could affect my grades in the Apprentice Teaching Seminar and in the field experience evaluation.  The 
University reserves the right to deny a subsequent placement, or to require remediation prior to a new 
placement, and/or to remove the student from the School of Education teacher education program. The 
final decision about the student!s status will be made by the Coordinator of Apprentice Teaching and 
Field Experiences of Webster University. 
 
I understand that my actions in the apprentice teaching process reflect upon Webster University and on 
my cooperating school.  I commit to engaging in apprentice teaching with a sense of responsibility and 
commitment to the well-being of the University, to my students and cooperating school, and to myself 
as an aspiring professional. 
 
 
            
Signature of Apprentice Teacher     Date 
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Webster University 
School of Education 

LESSON PLAN FORMAT 
 

Description of Setting: What characteristics of the classroom or setting are important to the lesson?  
(Grade; physical set-up of classroom; number of students; environmental factors cultural makeup of 
the school) 

 
Description of the Learners: What do you know about the learners that have influenced your decisions 

in planning this lesson? How do you know this? (Range of age, ability; prior knowledge and skills; 
developmental levels, IEP goals, cultural background) 

 
Goals: In what way does this lesson address what you are trying to accomplish with P-12 students? 

(Goals are broad, speaking to the long-term needs of the learner, and are rarely accomplished in 
one lesson); Goals answer the question “Why do the P-12 students need to learn this?” 

 
Outcomes: Outcomes are related to goals but narrow enough to be measurable. Every outcome will 

need to be assessed. Outcomes answer the question “What do the P-12 students need to know and 
be able to do?”) 

 
Show-Me Standards: What Show-Me Standards or Grade Level Expectations will be addressed? 
 
Instructional Process: Describe in detail sequentially what the teacher and students will do. 

¥ How will you engage the learners, assess prior knowledge, develop schema, and set a purpose 
for learning? 

¥ How can you best connect this to the lives of students? 
¥ In what ways will you explain the purpose of the lesson to the students? 
¥ In what ways will you demonstrate the processes you want your students to follow as they 

participate in the lesson? 
¥ Describe the procedures you will use to guide students through the lesson. 
¥ How will you scaffold your lesson so that students can gradually assume responsibility for 

learning? 
¥ How will you guide students to reflect on what they learned and their own success in the 

learning process? 
Detail within this lesson how you are providing for individual differences among the students in your 
class; speak to the specific needs, modifications or accommodations for individuals, not in generalities. 
 
Assessment Procedures: How will you determine what each student knows and/or can do? How will 

you record this and share it with the student? (Include any tool you will be using to assess, including 
any scoring guide. If possible include a copy of the work of one or two students in your final copy.) 

 
Materials: List any materials, support materials, and technology used in the lesson. This includes texts, 
literature, charts, and bulletin boards. Include a copy of anything you will be using with the students. 
Include a copy of anything you will be using with the students. 
 
Management Procedures: What procedures will you put in place to assure a successful lesson? 

(Describe behavior management plan, including the “rules” in effect and how these will be shared 
with students. Describe time management and procedures to smooth transitions, especially for 
younger children.) 

 
Reflection: What have I learned from teaching this lesson?  (After the lesson, reflect on what worked 

and what you would do differently. Describe how you adjusted the lesson to meet the needs of the 
learners. Reflect on what you have learned about the students by teaching the lesson. Talk about 
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what comes next, for the students and for you. The purpose of this reflection is not to defend your 
teaching but to demonstrate that you have learned from it.) 



 15 

 
Webster University 
School of Education 
 

Unit Plan Format 
 

1. Unit title and rationale: description of the theme of the unit and why it is appropriate for the 
students.  (The unit should extend at least six lessons for a three-credit practicum and at least 
four lessons for a two-credit practicum.) 

 
2. Clear and Concise description of learners: range of age and ability, including reading ability. 

 
3. Learner outcomes: description of what you expect the students to know and be able to do by 

the end of the unit. 
 

4. Identification of the Show/Me Standards addressed in the unit (any standard or GLE that is 
addressed needs to be assessed). 

 
5. A clear description of the behavioral and motivational goals you are working toward in 

designing management procedures for each lesson.  (For example, you may be working toward 
better group interaction, more group independence, or motivation of reluctant learners). 

 
6.  A description of how the unit takes into consideration the cultural diversity of the 

students: (Have you taken into consideration cultural mores, language diversity, socio-
economic status, religious preferences, holiday and cultural celebrations, other?) 

 
7. Pre-unit assessment of learners! prior knowledge and skill levels; submit assessment 

questions and procedures. 
 

8. A day-by-day general plan listing the lessons to be included in the unit (May be completed as 
a calendar of lessons and activities). 

 
9. Thorough daily lesson plans; At least six lessons for a three-credit practicum and at least four 

lessons for a two-credit practicum: include individual adaptations and modifications for all 
students with special needs, materials, classroom management techniques, and assessment 
activities. At least one lesson must be taught with university supervisor present. 

 
10. A list of resources: including materials, people, print, and media both for teacher planning and 

student use. 
 

11. Unit assessment of the learner outcomes including the assessment itself (the instrument or if 
not, paper and pencil, a detailed description), the scoring guide used to evaluate the 
assessment and the strategy used to share the information with students. 

 
12. Reflection on P-12 learning after the unit is taught. (What do the students know now and what 

are they able to do?  How well do they know and can they do it?  What would you do next to 
further the development of the learning?) 

 
NOTE: The assignment should be written in a clear, concise, professional manner with attention given to 
proper grammar, spelling, and punctuation.
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UNIT PLAN SCORING GUIDE 
 
 

# Proficient Nearing Proficiency Unsatisfactory MoSTEP 
1 Clear description of unit 

that explains why it is a 
good fit to the needs and 
abilities of the students 

A serious attempt is made to 
explain the rationale in terms 
of the needs and abilities of 
students, with a need for 
more clarity. 

Vague description with 
little or no reference to 
the needs and abilities 
of this group of 
students. 

1 

2 Description of the learners 
includes grade level, 
range of age and ability 
including reading ability.  
Description is clear and 
specific  

Description of the learners 
includes most of the 
designated components but 
with a need for more clarity 
or specificity. 

Description of the 
learners includes fewer 
than half of the 
designated 
components: 
description is vague. 

2 

3 Learner outcomes clearly 
and specifically describe 
what the student is to 
know and be able to do at 
the end of the unit. 

Learner outcomes describe 
what the student is to know 
and be able to do but tend to 
be too general. 

Learner outcomes 
inadequately describe 
what the student is to 
know and be able to do 
at the end of the unit. 

4 

4 Identification of 
appropriate content and 
process ShowMe 
Standards (and eventual 
inclusion of each in the 
assessment plan for the 
unit). 

Identification of appropriate 
content and process 
ShowMe Standards (with 
most included in the 
assessment plan for the 
unit). 

Incomplete 
identification of content 
and process ShowMe 
standards. 

1, 4 

5 Clear description of the 
behavioral and 
motivational goals you are 
working toward 

A serious attempt at 
determining the behavioral 
and motivational goals, with 
a need for greater clarity. 

Vague description with 
little or no indication of 
the goals of behavior 
choices. 

6 

6 Clearly describes how the 
cultural diversity of the 
students is used in the 
planning of the unit. 

Shows some evidence that 
the cultural diversity of the 
students is used in planning 
the unit. 

Does not consider the 
cultural diversity of the 
students in planning the 
unit. 

3 

7 Pre-unit assessment of 
learners’ prior knowledge 
and skill levels is 
specifically targeted and 
directly impacts 
instruction based on 
student responses.  
Questions guiding the 
assessment and 
assessment procedures 
are specified. 

Pre-unit assessment of 
learners’ prior knowledge 
and skill levels is somewhat 
vague but impact on 
instructional planning is 
evident. Questions are 
clearly specified. 

Pre-unit assessment of 
learners’ prior 
knowledge and skill 
levels is minimal or 
absent and its impact 
on instruction is 
unclear. Questions 
guiding the assessment 
and assessment 
procedures are not 
specified. 

1 
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 Unit Plan Scoring Guide Continued. 
# Proficient Nearing Proficiency Unsatisfactory MoSTEP 

8 The general plan is a well 
thought out mapping of 
the unit, with practical 
consideration of the time 
available and the 
requirements of the 
learners. 

The general plan is complete 
but does not show evidence 
of a clear understanding of 
the limitations of time or the 
requirements of the learners. 

The general plan is 
incomplete or it is 
inappropriate given the 
time available and/or 
the requirements of the 
learners. 

4, 5 

9 Unit includes at least six 
lessons. Lesson plans use 
the given format including 
specific objectives and 
detailed scripting of 
instructional activities 
(including adaptations and 
modifications, materials, 
management, and 
assessment activities). 

Unit includes at least six 
lessons with a need for more 
clarity. Lesson plans use the 
given format including 
specific objectives and 
detailed scripting of 
instructional activities 
(including adaptations and 
modifications, materials, 
management, and 
assessment activities). 

Unit includes 
inadequate lesson 
plans. 

3, 11 

10 Resources in each 
category are provided 
(people, print, and media, 
both for teacher planning 
and student use) 

Resources in most 
categories are provided 
(people, print, and media, 
both for teacher planning and 
student use) 

An inadequate attempt 
to search out resources. 

10 

11 Unit assessment includes 
all unit outcomes, how 
information will be shared 
with the student, and 
includes a descriptive 
scoring guide for 
evaluating the 
assessment.  

The unit assessment makes 
a serious attempt to include 
unit outcomes, but the 
means of scoring information 
is vague. The scoring guide 
needs to better describe the 
criteria. 

The unit assessment 
does not address most 
of the unit objectives; 
administration and 
scoring directions are 
nonspecific. 

8 

12 Detailed, specific 
reflection on P-12 learning 
is evident. (What do the 
students now know and 
what are they able to do?  
How well do they know 
and can they do it?  What 
would you do next to 
further the development of 
the learning?) 

Global reflection on P-12 
learning is evident. (What do 
the students now know and 
what are they able to do?  
How well do they know and 
can they do it?  What would 
you do next to further the 
development of the 
learning?) 

Limited reflection on P-
12 learning is evident. 
(What do the students 
now know and what are 
they able to do?  How 
well do they know and 
can they do it?  What 
would you do next to 
further the development 
of the learning?) 

9 

 Assignment is written in a 
clear, concise, 
professional manner with 
attention given to proper 
grammar, spelling, and 
punctuation. 

Assignment is written in a 
clear, concise, professional 
manner with minimal 
grammar, spelling, and 
punctuation errors 

Assignment is written in 
a nonspecific or 
unprofessional manner 
with multiple grammar, 
spelling, and 
punctuation errors. 

7 
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Profe ssion al Develop ment Plan 
 
Having examined your knowledge and skills using the MoSTEP Standards, choose your two 
weakest areas. For each, state in clear language a reasonable goal to accomplish within the next 
year. Explain why you have chosen that goal. List possible activities that you might pursue to help 
you achieve the goal.  
 
Goal 1:              
 
              
 
              
 
 
Rationale:              
 
              
 
              
 
 
Possible activities to address the goal:          
 
              
 
              
 
 
Goal 2:              
 
              
 
              
 
 
Rationale:              
 
              
 
              
 
Possible activities to address the goal:          
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Professional Development Plan Scoring Guide 

 
 
 Proficient Nearing Proficiency Unsatisfactory 
 Plan objective is clearly written 

and indicates the criteria 
needed for mastery. 

Plan objective lacks one or 
more of the specified 
components  

Plan objective is not clearly 
written or inadequately 
describes the criteria needed 
for mastery 

 A specific rationale that draws 
upon past professional 
experiences and input from 
other professionals is provided 

A limited rationale is provided 
as to why the particular 
objective was chosen 

No rationale is provided as to 
why the particular objective was 
chosen 

 Activities needed to address 
objective and subsequent 
timeline in which activities will 
be implemented are general 

Activities needed to address 
objective and/or subsequent 
timeline in which activities will 
be implemented are limited 
such as not to allow a thorough 
and meaningful focus on the 
objective 

Activities needed to address the 
objective and/or a subsequent 
timeline in which the activities 
will be implemented are not 
provided 

 A plan for evaluating progress 
is clearly specified. 

A plan for evaluating progress 
is unclear. 

A plan for evaluating progress 
is not included. 

 Results and reflection on 
implementation is general 

Results and/or reflection on 
plan implementation are limited 

Results and/or reflection on 
implementation are absent 

 Mechanics-assignment is 
written in a clear, concise, 
professional manner with 
minimal grammar, spelling, and 
punctuation errors. 

Mechanics-assignment is 
written in a nonspecific or 
unprofessional manner with 
some grammar, spelling, and 
punctuation errors 

Mechanics-assignment is 
written in a nonspecific, 
disconnected, or unprofessional 
manner with multiple grammar, 
spelling, and punctuation 
errors. 
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Student       

Subject/Grade:      

Date     

 
 

 OBSERVATION FORM 
 
Observations: 
 
 
 
 
 
 
 
 
 
 
 
 
Strengths: 
 
 
 
 
 
 
 
 
 
 
 
 
Recommendations: 
 
 
 
 
 
 
 
 
 
 
Observation made by:       Date:      
       Signature 
        1 copy for student and 1 copy for observer 
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