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SECONDARY EDUCATION

GENERAL INSTRUCTIONS

FOR

COMPLETING YOUR STUDENT TEACHING APPLICATION

Prior to filling out the application, request three copies of your official transcript from the Enrollment Services Center, LAWS 130, to be turned in with your application.  It takes approximately 24 hours to get a copy of your official transcript.  The transcripts do not need to be in sealed envelopes.
This student teaching application may be the only representation of yourself to the School Corporation.  Before a School Corporation will accept you as a student teacher, your educational preparation and achievement, as well as your personal characteristics and interests, will be viewed very critically.  Therefore, ALL PAGES MUST BE WORD-PROCESSED and filled out completely and correctly.  Specific directions for completing each page are attached.  READ them carefully.

NOTE:  A separate application must be completed for an endorsement.  In most cases, you will be completing your endorsement practicum the semester following student teaching.

When completed, submit three (3) copies of the student teaching application to the Coordinator of Clinical Experiences, along with three (3) copies of your official transcript and your receipt for $100.00 (this payment is to be made at the Bursar’s Office, LAWS 131).  PAPER CLIP THE PAGES OF YOUR APPLICATION TOGETHER.  (DO NOT STAPLE THE PAGES).  One copy of your student teaching application will be mailed to a School Corporation for consideration. The second copy will remain on file in the Initial Teacher Preparation Office; it will then go to your University Supervisor before student teaching begins.  If you have any questions not answered by the instructions, call the Initial Teacher Preparation Office at 989-2360 before you proceed with the application.

Student Teacher Placement Information

1. Purdue Calumet will make a formal request for assignment to the School Corporation.  Along with this request, a copy of the student teaching application and a student teaching contract are provided by the Initial Teacher Preparation Office.

2. After administrators and teachers have reviewed the application materials and agree to accept you as a student teacher, the completed contract is returned to Purdue Calumet.  Should the school desire to interview you prior to the final acceptance, you will be notified.

3. When the completed contract is received at Purdue Calumet, letters of confirmation are sent to your Cooperating Teacher, the building principal, and you.  When you receive this letter of confirmation, your student teaching placement is final.  If a student has not received notification of his/her placement for the fall semester by May 15th or for the spring semester by December 1st, the Field Experience Office will personally contact each student to inform them of their status at that time.

4. ONLY School Corporations may initiate changes regarding a final placement.  If you, as the student teacher, refuse the placement, the student teaching experience will be postponed for a minimum of one year.

5. Placements depend upon the availability and willingness of Cooperating Teachers.  Purdue Calumet cannot, therefore, guarantee placement in a specific School Corporation.

6. All student teaching placements are for a sixteen-week period.  You will have a separate placement for any endorsements (this also requires a separate application). 

Directions for Filling Out the Application

STEP 1:
Download the application form and save it to your computer’s hard drive or to a flashdrive.  You may also want to print out these instructions (click the Print button on your browser’s toolbar).

http://www.calumet.purdue.edu/education/itp/StudentTeaching/App_sec.doc 
STEP 2:

STEP 2:

Open the downloaded file in Microsoft Word.  All of the computer labs on campus have Microsoft Word should you not have that software on your own computer.  A warning box will appear when you first open the file.  Click the button labeled Enable Macros.  This document has been generated by the Initial Teacher Preparation Office and is safe to use.

STEP 3:

Once in the document, the areas you need to fill in are highlighted as gray boxes.  In fact, the document should only allow you to input information in to these gray areas so that the formatting will be consistent for each student.  Please note the following:

· Many gray boxes already have default or instructional text in them.  For example, the box where you should enter your last name has the text “last” in it.  Simply delete this word and type in your last name.

· Some gray boxes are pull down lists from which you should choose an appropriate option.  An example of this type of box is the School Corporation preference on the Student Teacher Questionnaire.

· You can navigate between gray boxes by using the mouse or the Tab key.

STEP 4:

The application form has 3 parts:

· Application for Student Teaching (4 pages)

· Student Teacher Questionnaire (1 page)

· Student Teaching Policies and Agreement (1 page)

Please read carefully the specific directions for each page:

Page 1 – Application for Student Teaching:

Complete the top portion of the page, including the check box that indicates the semester in which you plan to student teach.  Please type in the information accurately.

Please note the following distinctions:


Major:  Indicate Science, Social Studies, Mathematics, German, Spanish, French, or English.


Primary Area:  (Science and Social Studies majors only)


Supporting Area: (Science and Social Studies majors only)

GPA (grade point average) is figured on a 4.0 scale.  Use your official transcript to help you figure out your education and cumulative GPA.  Please note that if either your education or cumulative GPA is not above a 3.0, you will not be allowed to student teach.  Both your education and cumulative GPA must meet the minimum of 3.0 for you to be eligible.  To assist you in calculating your GPA, follow these guidelines:

Total # of points = (# credit hour As x 4) + (# credit hour Bs x 3) + (# credit hour Cs x 2) + (# credit hour Ds x 1)

Total # of credit hours = (# credit hour As) + (# credit hour Bs) + (# credit hour Cs) + (# credit hour Ds)

GPA  =
Total # Points
Total # Credit Hours

Example: 
Class
       Credit Hours          Grade

EDPS 220
  3

A

EDFA 101
  1

B

EDCI 306
  3

A

EDCI 307
  3

C

Total # of points = (6 x 4) + (1 x 3) + (3 x 2) = 33

Total # of credit hours = (6) + (1) + (3) = 10

GPA  =
33  =   3.3
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Page 2 – Application for Student Teaching:

List ALL courses that contain the EDCI or EDPS in the course title.  Include the courses in which you have received a grade and credit toward graduation.  Also, include the education courses that you are currently enrolled in and/or expect to complete by the end of the semester before you student teach.  Do not include student teaching as a course to be completed, however.  Also, please note that all education courses must be completed before student teaching.  NO classes can be taken in the student teaching semester.

Pages 3 and 4 – Application for Student Teaching:

School Corporation personnel and Cooperating Teachers will generally not meet you before they decide to accept you as a student teacher.  The information you provide on this page is therefore extremely important in a school’s decision to grant you a student teaching placement.

Proofread and edit your essay before you type it on the actual application form.  Review paragraph construction, composition, punctuation, spelling, and grammar.  School Personnel will expect you to demonstrate a command of English and effective written communication skills since you will be a model for children in the classroom.  Include as much information relative to your background and pre-student teaching field experiences as possible.

Your signature is required in several places: on page 4 at the bottom, on the Student Teacher Questionnaire at the bottom, and on the Student Teaching Policies & Agreement at the bottom of the page.

STEP 5:
Once you are done filling out all the required areas of the application, SAVE the document to your computer’s hard drive or to a diskette.  You may need to modify your application at a later time or if you find errors after printing it out.

STEP 6:
Print out 3 copies of the application and sign the appropriate pages on all copies.

STEP 7:
Turn in all copies of the application, three copies of your official transcript, and your receipt for the $100 payment to the Coordinator of Clinical Experiences (in a file folder).
Application Checklist

_______ signed Student Teacher Application (3 copies)

_______ signed Student Teaching Questionnaire

_______ signed Policies and Agreement

_______ 3 copies of your official transcript

_______ $100 receipt (paid at the Bursar’s Office, LAWS 131)
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