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Mentor Teacher Responsibilities 

Initial Responsibilities 
• Prepare students for the Teacher Candidate's arrival. 

Create an atmosphere where the Teacher Candidate 
feels part of the classroom/school community.

• Review training materials provided by IU prior to 
placement.

• Acquaint Teacher Candidate with school policies and 
procedures.

• Introduce the Teacher Candidate to faculty, staff, 
school, and local communities.

Ongoing Responsibilities! 

• Continue Co-Teaching with your candidate.

• Communicate and collaborate regularly with the Teacher Candidate on planning, instruction and 
assessment. Continually review/ discuss "Collaborative Teaching for Student Learning" principles to 
support growth.

• Observe the Teacher Candidate on a regular basis. Arrange to see all subjects/periods for which 
Teacher Candidate is responsible.

• Provide structured feedback to the Teacher Candidate using the Structured Observation Form. 
Complete a minimum of two Structured Observations, one before and one after the midterm. Input 
data from observations into online system within one week of observation.

• Demonstrate, provide, and discuss a variety of effective classroom management and discipline tech­
niques. The optional Assessment of Classroom Management Observation Form may prove beneficial in 
assisting Candidate in this area.

• Communicate frequently with the University Supervisor to support the Teacher Candidate. Report any 
concerns about the Teacher Candidate to the University Supervisor.

• Collaboratively prepare and facilitate the midterm and final evaluation conferences with the University 
Supervisor and the Teacher Candidate to support growth and development.

Closing Responsibilities: 
• Submit a survey evaluation of the student teaching experience (You will receive an email from

Qualtrics: <noreply@qemailserver.com> toward the end of the student teaching experience with a link
and instructions.)

1. The final authority for the classroom students' academic success rests with the Mentor Teacher. If the student
teaching experience is determined as detrimental to student learning (based on observations, written
documentation, discussions with the University Supervisor and in serious instances immediately), the student
teaching experience may be terminated.



University Supervisor Responsibilities 

Initial Responsibilities: 
• Gain familiarity with the Collaborative Teaching for Student Learning Principles (page 4).

• Gain an understanding of all the university requirements Teacher Candidates must meet. 

• Complete all training materials assigned by university.

• At the orientation meeting with the student teaching triad, review the policies, expectations, and ad­
ministrative tasks of the student teaching experience.

Ongoing Responsibilities 

• Develop a collaborative approach with the Teacher Candidate and Mentor Teacher to support the 
student teaching experience.

• Observe and visit each Teacher Candidate a minimum of once every two weeks.

• Complete a minimum of two Structured Observations, one before and one after the midterm. Input 
data from observations into the online system within one week of the observation.

• Provide verbal and written feedback following each observation (one full instructional session/period). 
Plan thoughtful, probing questions to encourage Candidate self-reflection.

• Arrange to see all subjects/periods for which the Teacher Candidate is responsible.

• Collaboratively prepare and facilitate the midterm and final evaluation conferences with the Mentor 
Teacher and the Teacher Candidate to support growth and development.

• Provide support and guidance regarding professional ethics, employment services and opportunities, 
and interviews with prospective employers.

• Maintain written documentation on each Candidate's progress.

• Attend all Supervisor meetings offered by the Office of Clinical Experiences.

• Report any problems with the student teaching experience to the Office of Clinical Experiences 
immediately.

Closing Responsibilities: 

• Submit the Teacher Candidate's midterm and final evaluation for student teaching (S/F) based on the
collaboration and input of the Mentor Teacher.

• Make sure all necessary paperwork and assessments are submitted to the Office of Clinical Experiences
in a timely manner.



Overview of Student Teaching 
Triad Meetings 

Orientation Midterm Final 

I. Orientation Agenda

This orientation meeting should happen within 
the first week of the placement (and no later than 
the second week). The meeting should involve the 
Mentor Teacher, University Supervisor and 
Teacher Candidate. The University Supervisor 
will initiate communication regarding a time and 
date for conferences. 

1. Review Summary of Student Teaching Triad
Responsibilities.

2. Review student teaching calendar and estab­
lish dates as appropriate for each meeting.
Some dates will need to be determined as the
semester progresses.

3. Review Student Teaching Evaluations
Overview.

4. Review Student Teaching Policies.

5. Exchange contact information--discuss
preferred communication methods and
expectations.

II. Midterm Conference Agenda

Prior to the midterm conference, each triad member 
should review the midterm evaluation rubric and 
provide a tentative rating. University Supervisor 

must upload the midterm evaluation to the online 
system. 

1. Collaboratively review Midterm Evaluation
Rubric and complete Midterm Conference
Summary. Collaboratively discuss/ determine
the final rating.

2. Review student teaching calendar.

Ill. Final Conference Agenda 

1. Collaboratively review Final Evaluation Rubric
and complete Final Conference Summary
and upload the final evaluation to the online
system.

2. Discuss next steps for candidate: seminar
assignment completion, licensing, graduation,
other.

Tips Regarding Midterm and Final 
Evaluation Scoring 

• The Midterm Evaluation is designed primar­
ily as a vehicle to communicate to Candidates
what their strengths and areas of improve­
ment are so they can work on improving their
performance.



• If at midterm, your Candidate is struggling and
you are seeing many scores of '1' or have con­
cerns, the University Supervisor should contact
the Office of Clinical Experiences (OCE) at
stuteach@iu.edu to discuss ways to provide
more guidance for this Candidate.

• The final evaluation is designed to provide
an assessment of the Candidate's overall
performance during their student teaching
experience.

• University Supervisor: Remember to submit
the Midterm/Final Conference Summary
in the online system within one week of the
conference.

Summary of Policies 

Teacher Candidates: 

• will follow the calendar of the respective school 
corporation and will honor the school corpo­
rations fall/ spring break and any other teacher 
holidays.

• will be full time for the assigned number of days 
consecutively except for school corporation 
breaks or illness or other extenuating approved 
times.

• will make up cancelled school days and sick days. 

If a Candidate is going to be late or miss a day, 
he/she/they must first call the school before the 
start of the designated time for teachers to arrive 
each day. The Mentor Teacher and University 
Supervisor must also be informed immediately 
after the school is called. Teacher Candidates may 
not reduce the length of their placements due to 
days missed. All Teacher Candidates are expected 
to fulfill the required number of days of their 

student teaching assignment. If extenuating 
circum­stances occur, the University Supervisor 
and Mentor Teacher will meet to discuss 
extending the experience and make a 
recommendation accordingly to the Teacher 
Candidate. Excessive absences may result in 
termination.

• may act as a paid substitute if the Mentor 
Teacher is absent as aligned in policy and
within the requirements of their placement 
district only after the first 10 weeks of 
placement.

• may not administer or witness corporal 
punishment.

• may not transport any student in their own
vehicle.

• may not visit students in their homes or in
private.

• should always conference with students in an
open, visible, and easily accessible place.

• may not take any unsupervised responsibility
for extracurricular events or activities including
school-sponsored trips.

• will follow the following protocol related to
suspected child abuse:

• Prepare written documentation regarding
details that led to suspicion of abuse and/ or
neglect. In collaboration with school contact
the Indiana Child Abuse and Neglect Hotline
at 1-800-800-5556 as soon as possible.

• Advise the University Supervisor of the
situation.

• The Office of Clinical Experiences will con­
nect with the respective school principal
and/ or school administrators, and the IU
Safety Office.

Additional student teaching policies can be found 
on page 50. 











Use "I noticed .... " or "I wonder ... " to give instructive feedback 

Using neutral phrases such as "I noticed ... " or "I wonder ... " when discussing your observations can help 
Candidates receive targeted feedback. For example, "I noticed when you regrouped the students for the 
second activity you spent a great deal of time going around and monitoring the students' progress." 

"I wonder" is also a great way to provide feedback in a neutral way. "I wonder what would have happened if 
you had decided to model the reading strategy prior to group work today?" 

This gets Teacher Candidates thinking and helps them make connections to new ideas for themselves. 

Focus on one or two areas for improvement -- action steps 

Focusing on one or two areas for improvement may be all a Candidate can handle at a given time. Provide 
Candidates something specific to focus on by the end of a debrief session and then revisit these focus areas 
during the next debrief conference. 

Utilize student teaching rubrics when providing feedback 

The Structured Observation, Midterm/ Final Conference, and Classroom Management Self-assessment are 
useful tools for providing specific feedback to Candidates. 

You can reference a section of these rubrics to get Candidates thinking about how they will be evaluated as 
student teaching continues. 

This also will help the Candidates see how all these rubrics/tools integrate the overarching goal of support­
ing student learning. Be sure to include clear & direct link to evidence of student learning. 

Provide key points of success & improvement. Be sure to include academic objective & refer to SOR as 
appropriate. Link to previous feedback and identify key action (next) steps.
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Completing the Structured Observation Form: 

Guidelines for University Supervisors & Mentor Teacher 

The Structured Observation Form is to be completed twice ( once before midterm, and once after) by the 
university supervisor, and twice (once before midterm, and once after) by the mentor teacher. 
Observer should complete this form giving consideration to the evidence/ examples provided by the 
candidate prior to the observation (see below), the lesson observed, the post-conference and any other 
relevant sources. 

go.iu.edu/326A 

Prior to Observation: 

The teacher candidate should submit a lesson plan and responses to the questions below to the observer at 
least one day before the observation. 

• What is the desired focus for feedback for this observation?

• What is/are the candidate's goal(s) for performance?

• The observer will review the candidate's pre-observation submission, and may discuss the lesson and/
or question responses prior to the start of the observation.

Utilizing the Structured Observation Form: 

To determine candidate ratings, make note of the examples (evidence) observed as they relate to each 
indicator from the observation. Rubrics have been provided to assist in determining final scores for each 
indicator. 

Please note: 

• If evidence for an indicator is not observed, it should become an acknowledged goal for the candidate 
in subsequent observations.

• A rating of "4" is exemplary and should be given only when a candidate demonstrates exceptional 
knowledge, initiative, and skills, that can (and should) be strongly supported with evidence/examples 
for why this rating has been given. Only whole scores may be recorded.

• Several ratings of "N /E" or "1" may indicate the candidate is struggling. The university supervisor 
should contact the Office of Clinical Experiences if there are concerns about performance after the 
observation.









Suspected Child Abuse 

It is the responsibility of the Teacher Candidate to report suspicions of child abuse. Follow the protocol 
below related to suspected child abuse: 

• Talk with the Mentor Teacher and/or the school's principal immediately and follow the school's
protocol for making a report or having a report made.

• Advise the University Supervisor of the situation.

• Take time to write complete notes regarding observations, conversations, etc. that have led to suspi­
cions of abuse.

Disabilities 

If a Teacher Candidate requires assistance or academic accommodations for a disability, they must first 
contact the Accessible Educational Services Office at 1900 E. 10th St. You can reache AES by calling 
812-855-7578 or emailing iubaes@iu.edu.

Once eligibility for services has been determined by this office, every attempt will be made to 
accommodate qualified Candidates with disabilities ( e.g. mental health, learning, chronic health, physical 
hearing, vision neurological, etc.). 

Note that services are confidential, may take time to put into place, and are not retroactive. Captions and 
alternate media for print materials may take three or more weeks to get produced. 

It is the responsibility of the Teacher Candidate to communicate with the Office of Clinical Experiences 
information about this assistance and/ or academic accommodations. You can reach the Office of Clinical 
Experiences by emailing stuteach@iu.edu or calling 812-856-8503. 




