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EDUCATION DEPARTMENT CONTACTS FOR MUSIC EDUCATION FIELD EXPERIENCES 

 

Carole Lutte 

Position: Assistant Professor of Practice for Music 
Office Location: Hurd Campus, Brethren’s House 
Office Phone: 610-861-1671 
Email Address: lulttec02@moravian.edu 

 
 
 
Kathy West 

Position: Director Field Experiences 
Office Location: PPHAC 321 
Office Phone: 610-861-1473 
Email Address: westk@moravian.edu 

 
 
  

PROGRAM DOCUMENTS AVAILABLE THROUGH THE EDUCATION DEPARTMENT 
  
 

• Teaching Competencies Rubric 
 

• Field Experience Stage 3 Evaluation and Descriptors (completed by mentor teacher) 
 

• Field Experience Timesheet (completed by Stage 3 pre-service teacher) 
 

• Stage 4 Student Teaching Weekly Observation (completed by cooperating teacher & Education 
Department Supervisor) 

 
• Stage 4 Final Evaluation  (completed by the cooperating teacher) 

 
 
The content of this document is accurate at the time of publication but is subject to change periodically as 
deemed appropriate by the University and Education Department to fulfill its role and mission or to 
accommodate circumstances beyond its control.  Any such changes may be implemented without prior notice 
and without obligation and, unless otherwise stated, are effective when made. 
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MUSIC EDUCATION 

STAGE 3: PRE-STUDENT TEACHERS 

INTRODUCTION 
Moravian University’s Stage 3 Pre-Student Teaching Program is an opportunity for the pre-service teacher to 
experience the daily management of a classroom as well as the planning and presentation of lessons prior to student 
teaching. The pre-service teacher will spend a minimum of 75 hours in the placement for each of two semesters (150 
hours total). During this time, the pre-service teacher will plan, prepare, and present a minimum of two formal lessons 
per experience in each appropriate content area and develop instructional materials and media. 

This handbook has been developed to promote understanding of the Stage 3 Pre-Student Teaching Program. It 
consists of the roles and responsibilities and all related content of those involved in the program, as well as a 
description of the evaluation procedures that have been developed to be consistent with a reflective teaching practice.  
Contents of this handbook should be read carefully.  

This experience is, in large part, a network of relationships.  Each person involved should have a clear understanding 
of how their responsibilities relate to the program.  Please be certain to understand and adhere to all the contents 
outlined herein. 

We value your input and participation in our field experiences program.  Any questions, concerns, or feedback should be 
directed to the Director of Field Experiences. 

 
 
ROLES AND RESPONSIBILITIES OF THE MENTOR TEACHER 
Mentor teachers for all field experiences are selected because of their willingness and ability to mentor, their excellence 
in teaching, their knowledge of best teaching practices and their devotion to the teaching profession. 

The mentor teacher is asked to provide a valuable opportunity for our pre-service teachers to observe a teaching 
professional and participate in a classroom setting. During the field experience, pre-service teachers are expected to 
participate in daily classroom activities and work with individual students and small groups. Stage 3 Field Experience 
pre-service teachers should not be left alone with a class at any time. 

To ensure clarity of purpose and expectations, pre-service teachers are directed to share with the mentor teacher the 
information presented in this handbook and the course(s) syllabus(i) during the first week of the experience.  Other 
course requirements and the integrated use of technology to support academic standards is stressed in all education 
courses. Moravian University asks that only the best is accepted from our pre-service teachers and that you do this in an 
atmosphere of gentleness and support. 

Specifically, the Education Department requests the mentor teacher to: 
• Be a role model and mentor. 
• Discuss a strong philosophy of teaching. 
• Share classroom and school policies and procedures regarding discipline, signing in/out, parking, fire drills, 

snow days, lockdowns, etc. 
• Discuss issues regarding curriculum, assessment, classroom management, record keeping, etc. 
• Share information regarding support services and special programs related to the placement. 
• Confidentially share information regarding IEPs, Section 504 plans, health plans and strategies for English 

language learners. 
• Demonstrate integration of technology in the curriculum. 
• Collaborate with University personnel in evaluating strengths and needs of the pre-service teacher. 
• Complete and return the Stage 3 evaluation by the end of the experience.
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ROLES AND RESPONSIBILITIES OF THE STAGE 3 PRE-SERVICE TEACHER 
The Stage 3 experience is the precursor to the final stage of the certification process, Stage 4: Student Teaching.  It is an 
opportunity to become closely involved with the classroom teachers and responsibilities while still being given extensive 
support and direction. The following suggestions are guidelines which may be adjusted to coordinate with the unique 
needs of your mentor teacher’s classroom. The experience should be a rewarding learning experience for all involved in 
the placement.   
 
Please review the following carefully. 

The pre-service teacher will become familiar with: 

• Classroom curriculum materials 
• The mentor teacher’s philosophy of teaching 
• Classroom record keeping system 
• Classroom management techniques 
• Provisions for differentiated instruction 
• Classroom support services 
• Methods of assessment 
• Integration of technology in the curriculum to support academic standards 
● Strategies to teach children with disabilities and children with cultural, linguistic diversity 

 
The pre-service teacher will assist the classroom teacher with classroom activities. 
 
The pre-service teacher will work with individual students or small groups. 
 
The pre-service teacher will align assignments from seminar and other courses to work directly with 
students in their field placement. 
 
The pre-service teacher will design and develop all the following teaching materials to support either a 
lesson or other experiences: 

• Learning game(s) 
• Assessment tools 
• One of the following teaching aids: interactive bulletin board or learning center & technology aids 

 
The pre-service teacher will have a “working” portfolio in the classroom available for review. 
 
The pre-service teacher will: 

• Receive notification from the Director of Field Experiences and course instructor on when to the send the 
approved letter of introduction to the mentor teacher. 

• Discuss the pre-student teaching assignments and requirements with the mentor teacher during the first 
week of the experience. 

• Present lesson plans for the mentor teacher to initial and approve at least 48 hours before the lesson’s delivery. 
Failing to meet this guideline will result in not teaching the lessons. 

• Complete the Field Experience timesheet on a daily basis with your attendance and daily activities.  
This is the sole responsibility of the pre-service teacher. 

• Always demonstrate professional attitude and behavior. 
• Follow Pennsylvania’s Code of Professional Practice and Conduct for Educators. 
• Follow and sign the Moravian University Field Experience Guidelines for Dress, Conduct and Attendance. 
• Follow school procedures for signing in/out, parking, wearing visitor badges, etc. 
• Introduce yourself to the principal, secretaries, custodians, and other related staff. 
• Address all personnel with appropriate title and surname. 
• Email the Director of Field Experience and Education Supervisor two days in advance of any changes in 

schedule. 
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ATTENDANCE 
The pre-service teacher will attend the field experience as assigned, for a minimum of 75 hours, for each semester (Fall 
and Spring), as designated by the Pennsylvania Department of Education. 
 
The pre-service teacher will be punctual.  Lateness is considered unprofessional and may be viewed as an 
unexcused absence. 
 
No more than 2 approved absences are permitted.   
 
In the event of an absence, the pre-service teacher will contact the mentor teacher, course instructor, and the Director of 
Field Experiences in the morning (before 7:00 A.M.) in one email chain.  It is the responsibility of the pre-service 
teacher to obtain all the necessary contact information for the notices.  Pre-service teachers are required to complete any 
field experience hours for which they were absent. 
 
Appropriate documentation is required for all absences. 
Any unexcused absence may result in a Notification of Non-compliance and a potential failing grade. 

 
EVALUATION 
The pre-service teacher will receive a letter grade for the teaching experience based mandated competencies, the mentor 
teacher’s Stage 3 evaluation, the course instructor’s assessment, and the pre-service teaching portfolio. 
 
The Stage 3 evaluation shall be used throughout the experience as a reference tool.  Additionally, midway through the 
experience, the mentor teacher may informally review the evaluation with the pre-service teacher to help evaluate 
performance and allow time for any necessary changes to occur. The final evaluation should be shared with the pre-
service teacher prior to submission. Please email the completed, signed and dated final evaluation to  – 
fieldexperiences@moravian.edu. 
 
 
POLICY FOR EARLY TERMINATION OF A FIELD EXPERIENCE PLACEMENT 
 
Field experiences are an integral component of all teacher certification programs at Moravian University. 
School districts, educational agencies and Moravian University are concerned first and foremost with 
educating the children they serve. 
 
Field experiences have been integrated into coursework at all levels of the program as follows: 

● Stage 1 & 2 Field Experiences – 40 hours minimum per experience 
● Stage 3 Pre-student Teaching – 150 hours minimum 
● Stage 4 Student Teaching – 14 weeks minimum 

Satisfactory performance in Stage 1 & 2 field placements as evidenced by the mentor teacher’s evaluation 
and/or a Education Department supervisor’s evaluation is a prerequisite for admission into Moravian 
University’s teacher certification program. 
 
Satisfactory performance in the Stage 3 Pre-student Teaching experience as evidenced by a mentor 
teacher’s evaluation and/or a Education Department supervisor’s evaluation is a prerequisite for 
admission into the Stage 4 Student Teaching professional semester. 
 
Satisfactory performance in Stage 4 Student Teaching as documented on Pennsylvania Department of 
Education (PDE) Form 430 is required for Pennsylvania state teacher certification. 
 
School districts and other educational agencies invite Moravian University students to complete 
required field experience placements as guests and provide placement as a courtesy to the University. 
Such placements remain a privilege rather than a right. At all times, student teachers are invited guests 

mailto:fieldexperiences@moravian.edu
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of the district or agency. As such, they are responsible for adhering to the rules, regulations, policies, 
and procedures for professional employees of the district or agency. 

 
All Moravian University pre-service teachers are also expected to strictly adhere to the Education 
Department’s Field Experiences Guidelines for Dress, Conduct, and Attendance, the Pennsylvania 
Code of Professional Practice and Conduct for Educators, and additional policies as set forth in the 
Moravian University Student Handbooks. 
 
Unacceptable Behavior and/or Performance - School Districts, Educational Agencies and/or 
Moravian University 

Hosting school districts and educational agencies of field experience placements, as well as Moravian 
University reserve the right to terminate those placements unilaterally if the behavior and/or 
performance of the pre-service teacher is unacceptable to any of the parties involved with the 
placement. In such instances, notification of unacceptable behavior and/or performance will be 
forwarded to the Director of Field Experiences. 
 
The Director of Field Experiences, in consultation with the Education Department Course Instructor, 
Placement Supervisor, Department Chair and any other personnel deemed appropriate by the 
University, will document the concerns reported by completing a Notification of Non-compliance Report 
and will share with all related parties. The pre-service teacher must respond in writing within five (5) 
business days of receiving the report. Copies of this report will be given to the pre-service teacher and 
will be placed in the student’s file. 
 
The Director of Field Experiences and the Education Department Chair, in consultation with any and all 
related parties will review both the form and the pre-service teacher’s response. A decision will be made 
to either terminate the pre-service teacher’s certification program status or to consult with the Director of 
Field Experiences to make a field placement reassignment if possible. The pre-service teacher may 
appeal the decision within five (5) business days of receiving the response. Even if a reassignment is 
authorized, it may be logistically impossible to make such a placement until the start of the next 
academic semester. Any and all related parties will be apprised of the outcomes. 
 
Removal from a pre-service teaching placement for unacceptable behavior and/or performance may 
result in a failing grade for the Education Department course. A pre-service teacher removed from a 
placement for behavior and/or performance deemed unacceptable is not permitted to enroll in any 
further courses that require an experience unless the student teacher has obtained explicit permission 
in writing from the Education Department Chair. 
 
The Education Department (at its own discretion) may also issue a remediation plan, which the student 
teacher must complete successfully before getting authorization to continue with any other  placement. 
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STAGE 4: STUDENT TEACHING 
GENERAL POLICIES AND PROCEDURES FOR ALL STUDENT TEACHERS 

 
INTRODUCTION 
The student teacher is now given the responsibility for designing others’ learning experiences. During this period of 
transition, it is understood that it is a time of mixed emotions, certainly excitement, but there may also be 
underlying tension and anxiety at times.  To assist with and promote a positive experience for all related parties, 
please be mindful of all the outlined roles and responsibilities contained in this handbook. 

 
The following guidelines and procedures have been developed to promote this understanding. It consists of a 
statement of the roles and responsibilities of those involved in the teacher education program and a description of the 
evaluation procedures which have been developed to be consistent with a reflective model of teacher education.  This 
handbook will attempt to address frequently asked questions and best practices. 

 
Everyone involved in the teacher education program – student teachers, cooperating teachers, and Education 
Department supervisors – should read this entire section of the handbook carefully even though certain sections are 
devoted to specific roles. Since the student teaching experience is, in large part, a network of relationships, each person 
involved should have a clear understanding of how the responsibilities relate to the responsibilities of others in the 
program. 

 
Because evaluation is a critical part of this program, everyone should understand and adhere to the procedures 
outlined in each of the following sections of this handbook. 

 
Questions, comments, and suggestions are invited.  These valuable contributions should be directed to the Director of 
Field Experiences. 

 
1. ATTENDANCE 
The student teacher is expected to be in attendance every day, all day, from the teachers’ sign-in time to the teacher’s 
dismissal time. (This is, of course, the minimal time requirement.)  The student teacher needs to be present for 
the teacher’s entire contractual day. During the student teaching period, the calendar of the placement will be 
followed, not the Moravian University calendar, unless otherwise directed by the Director of Field Experiences. 
 
A student teacher may be absent from the placement for the following reasons only: illness, a personal 
emergency, attendance at a professional meeting associated with student teaching, an interview for a teaching 
position, or admission to a graduate school.  Absences for reasons other than illness or personal emergency must be 
approved in advance by the Director of Field Experiences.  Unexcused absences or lateness is deemed as 
unprofessional behavior and may affect the student teacher’s final evaluation and may result in termination of the 
placement. 
 
Notification of any absences must be communicated in one email thread to the Director of Field Experiences, the 
cooperating teacher and the Education Department supervisor.  If there are more than 3 excused absences in a 
student teaching experience , the excess absences must be made up through consultation with the Director of Field 
Experiences, Education Department supervisor, and cooperating teacher. 
 
For all absences, the following procedure must be followed: 

1. E-mail the Director of Field Experiences, the Education Department Supervisor and cooperating teacher 
in one email thread by 7:00 AM on every day of an absence. 

2. Plan meaningful work for the students to do in your absence. A coherent plan that can be carried out by the 
cooperating teacher or substitute must be delivered either directly to the cooperating teacher or to the school in 
a timely manner. 

3. Provide the Director of Field Experiences official written documentation for absences. Unexcused or 
unreported absences may result in termination of and/or a failing grade for your student teaching 
experience.
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2. USE OF STUDENT TEACHERS AS SUBSTITUTES 
See Substitute Teacher Policy and Procedures for Student Teachers included in this handbook. 

 
3. GRADUATION AND CERTIFICATION 
The student teacher is responsible for verifying the completion of degree requirements. Initiating the application 
for certification through the Pennsylvania Department of Education may be completed with the assistance of the Education 
Department’s Program Coordinator. 

 
4. OBTAINING AND MAINTAINING TEACHING CERTIFICATION 
Pennsylvania Department of Education (PDE) utilizes the Teacher Information Management System (TIMS) to 
collect and manage data related to professional educators in Pennsylvania.  TIMS incorporates an online 
application process for Pennsylvania teacher certification. 
 
Eligible students must first create credentials on the Keystone log in site.  It is important to make note of the 
username and password created as this will be needed to access and enter the TIMS application portal.  Once in 
TIMS, a new credential application needs to be created.  Please note that a fee will be required to complete the application 
process. 
 
Applications should only be completed in TIMS once the student has successfully completed an undergraduate degree 
program, successfully completed all required coursework and student teaching, and successfully completed and passed 
all required Praxis and/or PECT testing. 
 
Questions on how to complete a TIMS application may be directed to the Education Department’s Program Coordinator. 
 
Questions regarding application status should be directed to PDE, as only they can make corrections, assist with errors, and 
provide status updates.  The PDE certification office number is 717-787-3356.  Moravian’s role is to verify completion of the 
educator preparation program and eligibility for certification. 
 
Once the application has been submitted, status progress may be checked on the TIMS portal home page.  Once the 
application is approved, it will appear in the “Credentials” tab of the TIMS home page.  Certificates may be printed or 
downloaded from this section.  Hard copies are not provided. 

 
The Pennsylvania Instructional I Certificate is good for six (6) years of teaching in your area of certification, during which 
time 24 credits must be completed beyond the baccalaureate degree.  Application for a Level II certification may occur 
when all the following are completed:  24 credits, at least 3 years of teaching, and the PA Induction Program. 
 
Since Pennsylvania counts only teaching years, the provisional certificate remains valid even if it is not used.  It is 
important to apply for certification upon completion of Moravian’s program, whether planning to seek a teaching 
position right after completion or not.  If you do not apply for certification until later, you may be required to satisfy the 
requirements at the time of application and not those in place when you graduated. 
 
All PA teachers must complete continuing education requirements to maintain certification.  Please consult with the PDE 
guidelines for ACT 48 professional development hours for the most current obligations.  
 
Graduates of Moravian’s teacher education program are eligible for certification in several other states through various 
interstate reciprocity agreements.  Since many states, like Pennsylvania may change their policies, procedures, and 
requirements, students should consult with the interested state's Department of Education about their teaching 
requirements. 
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5. ESTABLISHING A PERSONAL PORTFOLIO 
Seeking a teaching position should involve the creation of a teaching portfolio. Establishing a file of personal information, 
recommendations, and evaluations will be helpful and valuable to prospective employers. Suggestions and examples of 
pieces of the portfolio are described below and are the sole responsibility of the student teacher. 
 

Resume 
A  professional resume is usually the first item employers will request and view when reviewing a portfolio.  More will be 
discussed about the resume in the student teaching seminar. Both the Moravian University Career Center and the 
Education Department are valuable resources for resume and personal portfolio development. 
 
Letters of Recommendation 
A good strategy is to request two Moravian faculty members to write letters to attest to your competency and 
performance.  A third letter should be more of a character reference. A former employer or someone (not a relative) 
who knows you well could provide such a recommendation. 
 
Health Forms 
There are two different forms which may be required for future employment.  
• TB (Mantoux) Test –Pennsylvania state law requires that all school personnel, including student teachers, be 

tested for TB. The form revealing test results must be signed by a nurse or physician 
• School Personnel Health Record - Some districts will request that you send a copy to them with your resume 

or completed application. It is the responsibility of the student teacher to keep the form and have it sent out when 
requested by a district. It is not included in the student teacher’s electronic file. 

 
Copies of Clearances 
Be certain that all clearances are current (less than one year old) while activity seeking employment.  Some of the 
clearances that may be required for employment are listed below: 
 

FBI Federal Criminal History Record (ACT 114) 
Details concerning the fingerprinting process are found at https://uenroll.identogo.com/. Enter service code 
1KG6RT and then follow registration procedures to schedule an appointment. After registering online, go to one 
of the fingerprinting locations listed. After being fingerprinted, the student  teacher must supply the UEID 
number (as shown on the receipt provided after fingerprint capture) 
 
The Pennsylvania State Police Criminal Records Check (ACT 34) 
This clearance may be obtained by logging onto https://epatch.state.pa.us.  Select SUBMIT A NEW RECORD 
CHECK and complete the required information.  Select OTHER under Reason for Request.  Print the 
certificate form displaying the Pennsylvania State seal. 
 
Pennsylvania Child Abuse History Clearance (ACT 151) 
This clearance may be obtained by applying online:  https://www.compass.state.pa.us/cwis/public/home 
Create a Child Welfare Account and complete the information electronically through the Child Welfare Portal.  
For purposes of certification, select SCHOOL EMPLOYEE GOVERNED BY THE PUBLIC SCHOOL CODE 
option.  For additional information, visit the FAQ section. 
 
Mandated Reporter Training and Certificate (ACT 31) 
Complete registration online at Recognizing and Reporting Child Abuse: Mandated and Permissive Reporting in 
Pennsylvania Online Training.   Registration is free of charge.  Click the registration link to enter credentials with 
a username and password.  Complete the training and print the certificate, which is valid for five years. 

 

https://uenroll.identogo.com/
https://epatch.state.pa.us/
https://www.compass.state.pa.us/cwis/public/home
https://www.reportabusepa.pitt.edu/
https://www.reportabusepa.pitt.edu/
https://www.reportabusepa.pitt.edu/
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6. INITIATING THE EMPLOYMENT PROCESS 
It is helpful to consult school district webpages concerning employment for information about job openings and 
application procedures. Follow the procedures outlined by each school district precisely. 

 
Several online services are available to facilitate the application process for prospective teachers. In Pennsylvania, 
PA-Educator and PAREAP are most popular. 

 
7. STUDENT TEACHER ELECTRONIC FILES 
Documents related to verification toward final certification are housed in an electronic file with the Education 
Department for seven years.  After seven years, these documents will no longer be maintained. The Education 
Department will maintain a spreadsheet database of students’ field and student teaching experiences.  
 
Please inform the Education Department’s Program Coordinator of any changes in your status.  Official transcripts may 
be requested from the University’s Registrar Department at any time. 
 
A successful certification candidate may challenge any material in the file that may be inaccurate, misleading, 
unfair, or capricious. The certification candidate may insert a statement in the folder to correct, clarify, or explain 
comments made in an evaluation or recommendation. Materials may be removed or amended by mutual consent of 
the certification candidate, the writer of the evaluation or recommendation, and the Education Department Chair. 
 
If the certification candidate and the writer cannot agree on the accuracy or propriety of the statement, the 
certification candidate may petition the Education Department for a hearing.  A committee will decide to exclude 
the disputed material from the file or to retain it verbatim. Under no circumstance will the committee change the 
wording of an evaluation. In all cases, the writer of the disputed material will be informed of the certification 
candidate’s objection and given the opportunity to respond and to attend any committee hearings on the matter. Any 
challenges of material in the file, must be addressed to the Education Department Chair in writing. 

 
8. ABOVE AND BEYOND 
Moravian University student teachers are encouraged to go above and beyond to ensure their level of success. 
Student teachers are encouraged to get into the task from the start, be enthusiastic, be flexible, have a sense of  
humor, experiment, work hard and above all else, enjoy the experience and opportunities presented. 
 
Student teachers should share their forwarding email and contact information with the Education Department. 
 
 
 
 

https://www.pa-educator.net/
http://www.pareap.net/
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ROLES AND RESPONSIBILITIES OF THE STAGE 4 STUDENT TEACHER 
 
The role of a student teacher will be both challenging and rewarding. Student teachers are expected to conduct 
themselves as professionals. Although student teachers are expected to take control of the learning environment, 
please be reminded that we are guests in another teacher’s classroom. Student teachers are expected to be 
assertive and innovative, yet flexible and receptive to criticism and suggestions.  Student teachers will be expected to be a 
developing professional, while conforming to the rules and expectations of the host classroom. 

 
The guidelines given below should be read carefully. The purpose of student teaching will be to develop into a competent 
professional through assistance, guidance and support of the Moravian University Education Department. 

 
1. PREPARE YOURSELF 
Student teaching should be rewarding and beneficial, however may be physically and psychologically exhausting if not 
properly prepared.  Expect to enjoy relationship with students, the cooperating teacher, and related colleagues, while 
putting in long hours and daily preparations. 
 

• When does it start 
The actual student teaching experience begins within the first week of the semester. The seminar, however, 
begins on the first regularly-scheduled class session. The early seminar is important because this is where 
many early questions will be answered and problems ironed out. 

● Introductions 
Student teaching assignments will be provided before the scheduled starting date of student teaching. Letters of 
introduction should be submitted based on notification from the Director of Field Experiences.  Do be prepared 
to arrive early for the first day of student teaching so you can connect with the cooperating teacher. It is 
preferable that the student teacher take an opportunity to meet and talk with the cooperating teacher prior 
to this first day. 

 
Plan to meet the building principal and build a relationship.  Once the student teacher has prepared a resume 
and cover letter, it may be beneficial to share this with the building principal.  This may be in the form of a “thank 
you” letter at the end of the student teaching experience. 

 
Be sure to make introductions to the office staff, the custodian and all support staff. They are extremely 
important to the smooth running of the building and will be good allies to have. 

 
2. SCHOOL POLICIES AND PROCEDURES 
Student teachers must strictly follow all policies and procedures outlined by Moravian University, the Education 
Department, the Pennsylvania Department of Education, and the institution in which they are serving their placement(s).  
It is the student teacher’s responsibility to research the proper policies and procedures of their placement(s) and strictly 
adhere to them.  All Moravian University student teachers will sign a Dress, Conduct and Attendance Policy outlining all 
expectations and consequences. 
 
3. SUGGESTED TEACHING SCHEDULE 
All student teachers are expected to be prepared to come to work. Expect to observe for the first day or two, and then 
to slowly take over most of the teaching responsibilities. Although the schedule will vary according to preparedness and 
the cooperating teacher’s judgment and preferences, the following schedule may serve as a rough estimate: 

First two days: observation and participation (bring your instruments to play along or sing with the choir) 
By day three: start taking over individual lessons or segments of the lesson such as; warm ups, bell-ringers. 
By the end of the first week:  have several lesson or specific groups as a regular responsibility 
By the end of the third week:  have the equivalent of half the teaching responsibility 
Within the fifth week: should have assumed full classroom responsibility.  
During the sixth and seventh weeks:  classroom responsibilities should be totally yours. This does not, of 
course, preclude team teaching between you and your cooperating teacher especially within the secondary 
ensemble setting.  The planning and organizational responsibilities, however, should be yours. 
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4. PROFESSIONALISM 
Student teachers should project a professional manner whenever in a classroom setting or educational environment. 
Be mindful of decisions or comments made by your cooperating teacher relating to students, other school staff 
and/or the administration. Be cautious not to criticize your cooperating teacher, other teachers, or fellow student 
teachers. Professionally and confidentially inquire about things you may not understand or have concerns about. Offer 
your own ideas and suggestions while respecting the views and opinions of others. 

 
5. CONFIDENTIALITY 
According to the Pennsylvania Code of Professional Practice and Conduct for Educators, professional educators 
shall keep in confidence information obtained in confidence in the course of professional service unless required to be 
disclosed by law.”  This applies when dealing with student academic, health, and personal records. Do not discuss 
the needs of students with others. This is a breach of confidentiality. 

 
6. PREPARATION AND PLANNING 
Student teachers will be expected to present daily and weekly plans to the cooperating teacher 48 hours prior to 
teaching lessons. Student teachers failing to meet this guideline will not teach the lessons. This advance planning allows 
the cooperating teacher to give helpful suggestions on lessons and to step in in the event of absence.  
 
Student teachers are expected to begin the experience with detailed written plans. The format for lesson plans is 
referenced in this handbook. This format should be followed for at least the first three weeks of each student 
teaching experience.  Student teachers may switch to a block plan after the third week if the cooperating teacher 
and Education Department supervisor approve of the switch. Remember that most teaching problems stem from 
inadequate planning. When the supervisor comes to observe, a lesson should be provided showing what the class is 
doing and why. 

 
7. DISCIPLINE 
Meaningful engagement of students is the most effective classroom management technique.  Discipline problems 
may be avoided, or at least minimized, if the student teacher takes preventive measures. 
 
The following guidelines should be helpful. 

a. Research the classroom rules.  Be firm, but consistent with the cooperating teacher in supporting them. 
b. Learn students’ names immediately. Ask the cooperating teacher for a class roster and study the names. Put 

names and faces together when observing during the first day or two. 
c. Discuss consequences for behavioral issues with the cooperating teacher.  Different schools have different 

policies on this point.  Research the placement’s proper protocols and practices. 
d. Discuss parent involvement in helping to eliminate problem behavior with the cooperating teacher before 

communicating with any parent in any way. 
e. Watch the sanctions the cooperating teacher uses very carefully. The students are used to these and should be 

more responsive. 
 
8. EVALUATION OF CLASSROOM STUDENTS 
Responsible feedback is important to student learning. Read, comment on, or evaluate, all work that the students 
perform.  Return students work as quickly as possible. 
 
Evaluation tools should be meaningful assessments to inform instruction.  Make sure copies are neat and legible.  
Construct assessments that are fair and purposeful. The purpose of assessment is to determine if objectives have been 
achieved, to check for student understanding, and to inform future instruction. Student teachers increase the validity of the 
assessments by developing them before teaching the lesson rather than after the project has been given. 
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ROLES AND RESPONSIBILITIES OF THE COOPERATING TEACHER 
Cooperating teachers provide invaluable guidance and growth through their competence, professionalism, and 
sensitivity.  During Stage 4, our student teachers are introduced to the “real world” of teaching. The student teachers 
are ready to synthesize their studies with all their talents and energies. Moravian student teachers are asked to always 
bring their best while being provided an atmosphere of gentleness and support. 

 
1. PENNSYLVANIA STANDARDS FOR PROGRAM APPROVAL AND TEACHER CERTIFICATION 
All cooperating teachers are selected because of their willingness to mentor, their excellence in teaching, and their 
devotion to their profession.  In accordance with Chapter 354 of Pennsylvania School Code, the student teaching 
experience must be under the supervision of a cooperating teacher who has fulfilled the following: 

• The appropriate professional educator certification. 
• At least 3 years of satisfactory certificated teaching experience. 
• At least 1 year of certified teacher experience in the school entity where the student teacher is placed. 

 
2. SETTING THE STAGE 
The student teacher should feel welcome to the classroom and building.  The cooperating teacher will provide 
introductions to the students, the principal, and other school personnel.  The student teacher shall always use a 
professional name with students. 
 
The student teacher shall have an appropriate teaching workstation with supplies, school schedules, and calendars. 
The cooperating teacher will share the school/classroom policies and procedures.  The cooperating teacher will obtain 
copies of curriculum guides and textbooks for the student teacher.  

 
Student teachers are responsible for the implementation of IEPs, Section 504 plans, and health plans. Therefore, 
please make these documents available for the student teacher’s review.  In addition, please inform the student teacher 
of any English language learners. 

 
3. SUGGESTED TEACHING SCHEDULE 
Although the schedule will vary according to the student’s preparedness and your judgment and preferences, the following 
is a rough estimate of observation and participation.  The student teacher will come prepared to: 

First two days: observe and participate (bringing their instruments to play along or sing with the choir) 
By day three: start taking over individual lessons or segments of the lesson such as; warm ups, bell-ringers. 
By the end of the first week:  have several lesson or specific groups as a regular responsibility 
By the end of the third week:  have the equivalent of half the teaching responsibility 
Within the fifth week: transition into having assumed full classroom responsibility.  
During the sixth and seventh weeks:  have full classroom responsibilities. This does not preclude team 
teaching between the student teacher and the cooperating teacher especially within the secondary 
ensemble setting.  The planning and organizational responsibilities should be the student teachers. 
 
4. PREPARATION AND PLANNING 
All student teachers have had experience writing lesson plans and are expected to write detailed lesson plans during 
student teaching. Lesson plans must be presented 48 hours prior to teaching the lesson. Student teachers may not teach 
the lesson if this requirement has not been met.  The cooperating teacher will make comments right on the plans, initial, 
and date so the supervisor knows the lessons were reviewed and received input. 

 
When student teachers have half the teaching responsibility, they may switch to block plans with the consent of the 
cooperating teacher and the supervisor, usually within two weeks on a subject. The cooperating teacher should continue 
to initial and date these plans for the supervisor.  Additional subject plans can move to block planning with supervisor 
approval. 
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5. CLASSROOM MANAGEMENT 
The monitoring of student behavior – the “discipline issue” – is often a source of anxiety for beginning student 
teachers.  Classroom management should be considered as much a part of the student teacher’s planning 
responsibility as subject content and method and requires an analysis of the personal and group dynamics of 
each class for which the student teacher is responsible. 
 
Time is spent in student teaching seminars considering various ways of analyzing and resolving behavioral problems.  
The best way to implement practices learned and discussed in seminar is within the placement setting.  Student 
teachers should start to establish certain norms and procedures for their students and utilize them as a framework for 
decision making. 
 
If incidents arise, encourage the student teacher to first try and work things through without assistance.  A post-
incident follow up should occur with the student teacher and the cooperating teacher to analyze the situation, 
determine if the best course of action was taken, and assess the results.  If problems are persistent or if the student 
teacher is unresponsive or ineffective in dealing with situation, please initiate a conference with the Education 
Department Supervisor immediately. 
 
6. NON-TEACHING RESPONSIBILITIES 
Cooperating teachers are asked to allow the student teacher to share administrative and extracurricular 
responsibilities insofar as it is reasonable to do so. This includes such things as taking attendance, supervising 
recess and lunchrooms, and attending parent conferences. The University requires the student teacher to attend faculty 
and in-service meetings unless they conflict with a required University activity. A student teacher may only be excused 
from these professional meetings by the Education Supervisor. 
 
7. SUPERVISION 
The student teaching experience is one more stage in the future teacher’s development. This is the context in 
which supervision should be viewed. All the supervisors, including the cooperating teachers, need to help student 
teachers identify strengths and weaknesses in order that they may improve their instructional quality. The most 
useful student teaching supervision is that which occurs daily. It is most helpful to provide daily informal feedback in 
either written or verbal form. Having an established time and mechanism for this is essential. 
 
A cooperating teacher has much to contribute to one of the main objectives of student teaching – helping the 
prospective teacher begin to develop a personal teaching style. This requires striking a balance between their own 
experience, professional judgment, and knowledge of the students, and the need for a student teacher to explore 
different ideas and techniques.  As confidence is gained, try to introduce the student teacher to a variety of methods 
and materials and, within limits, encourage the student teacher to be imaginative. 
 
8. EVALUATION 
Because evaluation and feedback are essential elements of the student teaching program, recommendations, and 
guidelines for evaluating a student teacher’s performance are provided in a separate section of this handbook.  
 
It is Moravian University’s policy to allow student teachers to read their final evaluations before they are entered in the 
placement file.  As a means of providing constructive feedback, cooperating teachers and the Education Department 
Supervisor are asked to discuss their evaluations with the student teacher to highlight strengths and development and to 
review and resolve any questions and differences. 
 
Cooperating teachers are asked to schedule a post-observation conference with the student teacher.   This is a time for 
the cooperating teacher and the student teacher to discuss and evaluate their performance.  It is hoped that the 
cooperating teacher and the student teacher will have time to discuss teaching in both a theoretical and practical sense. 
 
This would also be a good time for the student teacher to reflect on their own view of good teaching, how their own 
practice fit into that view, and where their practice may have fallen short or thrived. Through this discussion, the student 
teacher may discover that their views may have been initially limited and that what they thought was good teaching may 
not have generated the expected results and goals. 
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9. TROUBLESHOOTING 
Because the student teaching period is brief, it is important to resolve problems quickly.  The cooperating teacher should 
attempt to resolve these difficulties directly with the student teacher whenever possible. If a conference with the 
Education Department Supervisor seems necessary, please immediately contact the Education Department Supervisor 
and the Director of Field Experiences. 
 
 
ROLES AND RESPONSIBILITIES OF THE EDUCATION DEPARTMENT SUPERVISORS 
The role of the Education Department Supervisor will be to support the student teacher’s performance in the schools. 
To this end, the supervisor will formally observe each experience with at least three in person observations and two 
student videos. 
 
The Education Department Supervisor will work with the student teacher regarding follow up conferences.  
Although possibly arranged with the cooperating teacher, the fifth observation may be unannounced. 
 
As part of the process for state certification, PDE Form 430, Pennsylvania Statewide Evaluation Form for Student 
Professional Knowledge and Practices, will be used as an evaluation tool by the supervisor at least two times over the 
course of the semester. 
 
If any problems or concerns should arise, please contact the Director of Field Experiences immediately. 
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EVALUATION OF THE STAGE 4 STUDENT TEACHER 

 
Evaluation of student teachers has two primary purposes. The first is developmental; to help the student teacher 
become increasingly effective by reinforcing evident strengths and working to overcome initial weaknesses. The second 
is more explicitly judgmental; to assess the certification candidate’s potential for future success in teaching.  Balancing 
these two, sometimes conflicting purposes, is a complex and subtle task.  
 
The following professional competencies is a list simply intended to provide a framework for evaluation with the 
understanding that any such framework will need to be adjusted to the circumstances of schools and particular student 
teachers. Those involved in each teaching assignment should work together to reach an understanding of how these 
common dimensions apply in the special circumstances of the assignment. 

 
Consistent with the notion of reflective practice, there is no one model of instruction being promulgated. Pre-service 
teachers have been introduced to a variety of strategies. They also will learn some new strategies by working with 
teachers in the field. Teachers need to develop their own style of effective teaching within a set of beliefs. A central 
concern, therefore, is how well the student teacher can analyze and improve instruction. If student teachers can analyze 
their own instruction, they will continue to grow after their student teaching experience. 

 
PROFESSIONAL COMPETENCIES TO BE DEVELOPED AND EVALUATED 
The student teacher should work to develop and refine the following competencies, as outlined in Chapter 
354.33(1)(i) of Pennsylvania’s Standards for the Preparation of Professional Educators. 

a. The teacher understands the central concepts, tools of inquiry, and structures of the discipline the teacher teaches 
and can create learning experiences that make these aspects of subject matter meaningful for all students. 

b. The teacher understands how all children learn and develop, and can provide learning opportunities that support 
their intellectual, social, career, and personal development. 

c. The teacher understands how students differ in their ability and approaches to learning and creates 
opportunities that foster achievement of diverse learners in the inclusive classroom. 

d. The teacher understands and uses a variety of instructional strategies, including interdisciplinary learning 
experiences, to encourage students’ development of critical thinking, problem solving, and performance skills. 

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

f. The teacher uses knowledge of effective verbal, nonverbal and media communication techniques supported by 
appropriate technology to foster active inquiry, collaboration, and supportive interaction in the classroom. 

g. The teacher plans instruction based upon knowledge of subject matter, students, the community, and 
curriculum goals. 

h. The teacher understands and uses formal and informal assessment strategies to evaluate and ensure the continuous 
intellectual, social, and physical development of the learner. 

i. The teacher thinks systematically about practice, learns from experience, seeks the advice of others, draws upon 
educational research and scholarship, and actively seeks out opportunities to grow professionally. 

j. The teacher contributes to school effectiveness by collaborating with other professionals and parents, by using 
community resources, and by working as an advocate to improve opportunities for student learning.



18  

EVALUATION OF PERFORMANCE BREAKDOWN 

The Cooperating Teacher 
Weekly Observation Form, and Stage 4 Final Evaluation 
The cooperating teacher will provide informal feedback daily.  More formal feedback shall be referenced in the Weekly 
Observation Form.  These observations will serve as productive communication between the student teacher and 
cooperating teacher.  These observations will also be reflected the final PDE 430 evaluation. 
 
Starting with the first week, Weekly Observation Forms should be shared with the student teacher and Education 
Department Supervisor providing comments concerning the student teacher’s general performance. Please note 
that the Weekly Observation Form does not become a part of the student teacher’s placement file. It is a means to chart 
the progress of the student teacher, to provide meaningful feedback, and to communicate with the supervisor. 
 
It may be helpful for both the cooperating teacher and the student teacher to keep a reflective journal. Writing back and 
forth may open the lines of communication that may otherwise seem blocked. 
 
At the completion of the experience, a Stage 4 Final Evaluation should be completed by the cooperating teacher 
and returned to the Education Department. The cooperating teacher is asked to complete and return this final 
evaluation, along with a letter of evaluation on school letterhead.  All final evaluations will be included in the student 
teacher’s placement file. 
 
In the last week of each experience, the cooperating teacher will complete and submit the Stage 4 Evaluation 
Form.  This final assessment will be kept in the student teacher’s electronic file. 
 
The Education Department Supervisor 
PDE 430 Form 
The form PDE 430, Pennsylvania Statewide Evaluation Form for Student Professional Knowledge and Practice, will also 
be used as an evaluation tool by the Supervisor at least two times over the course of the semester.  Both completed PDE 
430s are placed in the student teacher’s electronic file. 
 
The Student Teacher 
Self–Evaluation 
The purpose of self-evaluation is the most constructive.  A capacity for self-criticism and self-correction is an important 
characteristic of an effective teacher.  Self-evaluation will allow the student teacher to be more conscious of teaching, 
learning, and schooling.  Student teachers should develop a personal style that fits their personality and is useful in 
carrying out important educational goals.  Self-assessment should be discussed with the cooperating teacher and 
Education Department Supervisor regularly.  If these evaluations differ significantly,  please request a more formal 
conference for deeper discussion. 
 
The Student Teacher and Education Department Supervisor 
Video Recording 
The major purpose of video recording is self-observation and analysis. 
 
Student teachers will be recorded during each of the student teaching experiences. Although the supervisor will 
occasionally use the video to reinforce observations, the primary purpose is to evaluate one’s own performance.  
The recording may also serve as an effective interview tool. Proper procedures must be followed when conducting 
video recordings.  Be sure to know the placement’s policies and guidelines surrounding video recording. 
 
Appeal Process 
Any comments on the evaluation forms which are felt unfair or not representative of the student teacher’s work, 
should be reviewed at the time of observation.  If the evaluator chooses to maintain their evaluation, an appeal 
by the student teacher may be made to the Department Chair.  The cooperating teacher and Education 
Department Supervisor will be notified and given the opportunity to participate in the appeal.  The final decision 
will be retained in the student’s teacher electronic file. 
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MORAVIAN UNIVERSITY GRADING 
 
A final grade for student teaching will be submitted by the Director of Field Experiences, in consultation with the 
Education Department Supervisor and seminar instructor.  The Director of Field Experiences will also base the 
grade on the Stage 4 Evaluation submitted by the cooperating teacher. 
 
If the student teacher’s work is of sufficient quality to justify confidence as a first-year teacher, the student teacher 
will be assigned a grade of “Pass.” 
 
Once the student teacher has met the requirements and passed all required testing, the student teacher will be 
recommended for a Pennsylvania Instructional I Certificate. 
 
If the student teacher does not complete student teaching or does not meet the Pennsylvania teacher 
competencies as per the PDE 430 form, the student teacher will receive a failing grade.  The student teacher will 
not be recommended for certification to the Pennsylvania Department of Education. 
 
If the student teacher does not agree with the failing recommendation, the student teacher may appeal the 
decision.  The student teacher should discuss the appeal process with the Education Department Chair. 
 
 

POLICY FOR EARLY TERMINATION OF A STUDENT TEACHING PLACEMENT 
 
Field experiences are an integral component of all teacher certification programs at Moravian University. 
School districts, educational agencies and Moravian University are concerned first and foremost with 
educating the children they serve. 
 
Field experiences have been integrated into coursework at all levels of the program as follows: 

● Stage 1 & 2 Field Experiences – 40 hours minimum per experience 
● Stage 3 Pre-student Teaching – 150 hours minimum 
● Stage 4 Student Teaching – 14 weeks minimum 

Satisfactory performance in Stage 1 & 2 field placements as evidenced by the mentor teacher’s evaluation and/or 
a Education Department supervisor’s evaluation is a prerequisite for admission into Moravian University’s 
teacher certification program. 
 
Satisfactory performance in the Stage 3 Pre-student Teaching experience as evidenced by a mentor 
teacher’s evaluation and/or a Education Department supervisor’s evaluation is a prerequisite for admission 
into the Stage 4 Student Teaching professional semester. 
 
Satisfactory performance in Stage 4 Student Teaching as documented on Pennsylvania Department of Education 
(PDE) Form 430 is required for Pennsylvania state teacher certification. 
 
School districts and other educational agencies invite Moravian University students to complete required 
field experience placements as guests and provide placement as a courtesy to the University. Such 
placements remain a privilege rather than a right. At all times, student teachers are invited guests of the 
district or agency. As such, they are responsible for adhering to the rules, regulations, policies, and 
procedures for professional employees of the district or agency. 
 
All Moravian University student teachers are also expected to strictly adhere to the Education 
Department’s Field Experiences Guidelines for Dress, Conduct, and Attendance, the Pennsylvania Code 
of Professional Practice and Conduct for Educators, and additional policies as set forth in the Moravian 
University Student Handbooks. 
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Unacceptable Behavior and/or Performance - School Districts, Educational Agencies and/or 
Moravian University 
Hosting school districts and educational agencies of student teaching placements, as well as Moravian 
University reserve the right to terminate those placements unilaterally if the behavior and/or performance of 
the student teacher is unacceptable to any of the parties involved with the placement. In such instances, 
notification of unacceptable behavior and/or performance will be forwarded to the Director of Field 
Experiences. 
 
The Director of Field Experiences, in consultation with the Education Department Course Instructor, 
Placement Supervisor, Department Chair and any other personnel deemed appropriate by the University, will 
document the concerns reported by completing a Notification of Non-compliance Report and will share with 
all related parties. The student teacher must respond in writing within five (5) business days of receiving the 
report. Copies of this report will be given to the student teacher and will be placed in the student’s file. 
 
The Director of Field Experiences and the Education Department Chair, in consultation with any and all related 
parties will review both the form and the student teacher’s response. A decision will be made to either terminate 
the student teacher’s certification program status or to consult with the Director of Field Experiences to make a 
reassignment if possible. The student teacher may appeal the decision within five (5) business days of receiving 
the response. Even if a reassignment is authorized, it may be logistically impossible to make such a placement 
until the start of the next academic semester. Any and all related parties will be apprised of the outcomes. 

 

Removal from a student teaching placement for unacceptable behavior and/or performance may result in 
a failing grade for the Education Department student teaching courses, EDUC 375/575, 376/576, 
377/577.  A student teacher removed from a placement for behavior and/or performance deemed 
unacceptable is not permitted to enroll in any further student teaching courses unless the student 
teacher has obtained explicit permission in writing from the Education Department Chair. 
 
The Education Department (at its own discretion) may also issue a remediation plan, which the student 
teacher must complete successfully before getting authorization to continue with any other  placement. 
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Substitute Teacher Policy and Procedures for Student Teachers 

(per 22 Pa. Code § 354.25(f) (relating to preparation program curriculum) and satisfying the requirements of section 1201.1(1) 
 
Moravian University supports the PA Department of Education’s stance that states that the “integrity of 
student teaching experience must be protected”. A teacher candidate should have a supervised experience 
which allows them to concentrate on applying the skills and knowledge they have acquired in their respective 
program to the student teaching experience. The following guidelines are to ensure the experience meets 
statutory requirements while also providing flexibility for the field. 
 
Moravian University’s Policy:  

● Substitute teaching does not replace the minimum 14-week supervised student teaching experience as 
required under 22 Pa. Code §354.25(f). 

● Post-Baccalaureate students who are working on an internship certificate or as a type 01 long-term 
substitute in the subject area of their certificate may have the supervised student teaching experience 
incorporated into the internship or long-term substitute service as long as the student teaching 
experience satisfies the criteria established in Chapter 354. 

● Only post-baccalaureate candidates serving in a Type 01 long-term substitute capacity or on an 
internship certificate as identified above can be considered the teacher of record.  

● An undergraduate or post-baccalaureate candidate can substitute for financial compensation if the 
individual has received at least one satisfactory observation related to the individual's student teacher 
program (i.e., one PDE 430).  

● Student teachers (students engaged in student teaching) may serve as a substitute for no more than 10 
days for an individual professional or for 20 days for the school year if they meet the requirements of 24 
P.S. § 12-1201.1 and have received at least one satisfactory observation (i.e., one PDE 430) related to 
their student teacher program per 24 P.S. § 12-1219. The LEA (cooperating) teacher and IHE 
(supervisor) should work together to maintain the integrity of the student teaching experience. 

● Student teachers operating in accordance with the policy required under section 1219 may be 
compensated as determined by the LEA where they are working. 

● Up to 50% of the student teaching experience may be completed through a teaching experience in a 
cyber or remote learning environment. 

 
Procedures: 

● Post-baccalaureate candidates who have obtained an emergency certification or have applied for an 
Intern application may submit documentation to the Director of Field Experience one month prior to 
student teaching. Documentation includes: 

○ Copy of emergency certificate or date of intern application 
○ Name of School District, principal, and mentor (if applicable) 

● Undergraduate or post-baccalaureate candidates who have obtained one satisfactory PDE 430 (mid-
term or at 7 weeks) are eligible to substitute teach for ten days with school district (principal) and 
Moravian field director approvals.  

● Candidates are to inform the Director of Field Experiences and their direct supervisor as soon as 
possible of their intentions to substitute teach in their student teaching placement. Candidates can only 
substitute teach in the classroom in which the candidate has been placed for the assigned cooperating 
teacher.  

● Compensation for substitute teaching is determined by the school district.  
 
 


