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Mission Statements 
 

The Office of Professional Experiences’ mission is: 

• To ensure high quality clinical experiences that prepare teacher residents to assume 
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Chapter 2: Teacher 
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Professional Experiences. Teacher residents may be excused from school on the day of a final exam. Prior 
permission must be obtained from the faculty team.  
 
Mentor teachers wishing to include residents in after-school activities (such as club meetings, field trips, 
conventions, festivals) at times when residents have a scheduled university class or meeting should submit 
a written request in advance. The university supervisor will consult with the Office of Professional 
Experiences concerning the advisability of such involvement. Not all participation in after-school 
activities will be approved. 
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Chapter 3: Teacher Resident Responsibilities and School of Education Requirements 

Year-long Residency Requirements 
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• Participate fully in daily and weekly school activities per certification program requirements (vary 
by program, including schedules varying from full-day to combination of full-days and half-days 
and from five-day weeks to combination of four- and five-day weeks). 

• Prepare fully and in advance for the duties assigned by the mentor teacher and the university 
supervisor (POP Cycle preparation and execution, lesson plans, grading, etc). 

• Request assistance from the faculty team (clinical faculty, mentor teacher and graduate faculty 
member) when teaching activities assigned may present an element of risk to the students or result 
in uncertainty as to how to proceed. 

• Teach the required percentage number throughout the residency devoting a minimum 5 
consecutive full-days of teaching. 

• Participate in those professional activities expected of the mentor teacher. 

• Arrange her/his schedule to avoid conflict with meetings and conferences related to the residency 
experience. Teacher Residents should review the OPE calendar for each semester and plan 
accordingly. 

• Attend scheduled OPE Meetings (in-person and Zoom) and complete all required assignments in 
a timely and thoughtful manner. 

• Engage with the university supervisor, mentor in informal and formal self-evaluation and other 
evaluation processes. 

• Administer the discipline of students with the guidance and consent of the mentor teacher. Under 
no circumstances will the Teacher Resident administer corporal punishment. 

• Attend School Professionals Networking Day. There is a scheduled School Professionals 
Networking Day during each academic year. On that day, representatives of school systems from 
around the country will be on campus to interview residents for positions. Attendance is required, 
and Teacher Residents are released from school. 

Accommodations during Student Teaching/Internship 
Students requesting accommodations during student teaching under Section 504 of the Rehabilitation Act 
of 1973 must fulfill the following requirements: 

Register with LSU’s Office of Disability Services (http://lsu.edu/disability) 

Provide the Accommodation Letter from Disability Services to the Office of Professional Experiences. 
Attend a meeting with the Office of Professional Experiences and a representative of the Office of 
Disability Services to discuss which accommodations are appropriate for the student teaching/internship 
semester. 
Attend a meeting with the Office of Professional Experiences, the mentor teacher, and the university 
supervisor to discuss how the accommodations will be provided on site.  Residents are not required to 
disclose the reason for the accommodations unless the disability requires the mentor teacher or university 
supervisor have specific knowledge for rendering medical assistance. 
At any point in the semester, the resident or any other member of the Accommodations Team (the advocate 
from Disability Services, an administrator from the Office of Professional Experiences, the mentor teacher 
and the university supervisor) can request a meeting to discuss any needed changes in the provided 
accommodations. 
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Progress related to the provision of accommodations should be closely monitored by the mentor teacher 
and university supervisor on an ongoing basis throughout the semester. Any concerns regarding adequate 
progress will result in a reconvening of the Accommodations Team if adjustments are necessary. 
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Chapter 4: Preparing for Residency 

Teacher Resident Placement and Attendance 
Teacher residents begin their residency the first day of residency site’s official school system calendar 
(not LSU). Teacher 
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Attendance at all meetings is mandatory. Punctuality is expected. If a resident knows in advance that 
she/he must either miss or be late to a meeting, she/he should contact the University Supervisor. A Teacher 
Resident who misses all or part of a meeting without an approved excuse will be required to make an 
appointment with the supervisor and Coordinator of the Office of Professional Experiences to discuss the 
lack of professionalism suggested by this behavior. Attending to assignments for a particular cohort 
meeting is also an indicator of professionalism and is expected from each resident. 

Full-days of Teaching; Five Consecutive Days of Full-Day Teaching  
Full days of teaching will vary depending on the semester and program. This requirement will be found 
on your program’s
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Chapter 5: Assignments and Evaluation of Teaching (POP Cycle) 

Evaluation of Teaching 
TEACHER RESIDENT POP CYCLE: Pre-conference, Observation, Post-conference 
The POP Cycle consists of a pre-conference, observation (performance assessment), and a post-



 

 11 
 

Informal Observation 
Between the 2 formal observations, the University Supervisor will complete an informal observation to 
monitor your progress and update the coaching form from the first formal observation. The purpose of an 
informal observation is to give teacher residents the opportunity to demonstrate their teaching skills and 
receive feedback in a low-stakes environment prior to the more formal POP Cycle observation. During an 
informal observation, the supervisor is the primary coach and provides feedback and support throughout 
the process. During the informal observation, the supervisor will be looking for evidence that the teacher 
resident is able to plan, implement, and reflect on their lesson. The focus of the informal observation will 
be on the teacher resident’s ability to demonstrate their understanding of the content area and their ability 
to engage students in learning. 
At the end of the informal observation, the supervisor will consult with the mentor teacher of any updates 
or feedback. The supervisor will meet with the Teacher Resident to discuss the observation, review the 
Progress Monitoring form, and update the Coaching Plan (if necessary).  

 
 

 

 

Residency Assignments 
The formative assignments, found on each program’s Moodle page, are central to the residency, have 
many and varied purposes: to document growth as a beginning educator, to promote reflection, to enhance 
understanding of residency experiences, to facilitate communication among all involved in the practicum; 
and, to serve as a basis from which the practicum grade is derived.  

Partnership Agreement 
Establishing a trusting relationship is vital for the mentor-mentee relationship. Together the mentor and 
novice teacher experience collaborative professional learning through their ongoing reflection, dialogue, 
engagement in the feedback process, and willingness to inquire about one another’s practice. 

!"#$%&'(%)#*%+,-%./#+012,/+#
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You and your Mentor Teacher need to establish a Partnership Agreement. The documents on Moodle will 
help guide the conversation. Once you have crafted and each signed the agreement, please submit it to 
Moodle. 

Weekly Log of Hours 
You must submit your log of hours each week. The spreadsheet divides residency activities into 
observation, participation, and teaching. Be sure to review the Teaching Cheat sheet to understand what 
qualifies as teaching. 

Weekly Lesson Plans (Submit 2 lesson/week) 
The resident must provide the mentor teacher with a detailed written lesson plan prior to every 
lesson taught. The mentor teacher will then review the plan and discuss it with the resident, allowing 
sufficient time for any modifications prior to the teaching of the lesson.  
The Teacher Candidates will submit to Moodle at least 2 lesson plans weekly they have taught and have 
received feedback from the mentor teacher and /or supervisor. 

Planning 
Student teaching requires advanced planning on the part of both the resident and the mentor teacher. This 
planning must relate to semester/weekly/daily plans, as well as scheduling of specific classes taught by 
the resident. Written lesson plans are required for all lessons for which the resident assumes responsibility 
for teaching. The mentor teacher’s plans may serve as a basis for the resident’s lesson plans but should 
not be the resident’s only documentation. If resident teach from a teacher’s lesson plan, notes or comments 
on the plans must be evident indicating the resident’s familiarity with the lesson. 
Specific planning techniques must accommodate the style, expectations, and experience of the mentor 
teacher. Louisiana standards or other comparable guidelines required by the school/district as well as 
individual student needs should be considered when planning. At the beginning of the semester, the mentor 
teacher should share with the resident sample plans (daily, unit, semester, and year), sample activities, 
projects, tests, and instructional materials. Planning should be a cooperative venture between the re and 
the mentor teacher to insure understanding and ability. As the resident gains in proficiency in planning, 
he/she is given greater responsibility for this area of teaching. 

Weekly Reflections 
Reflection in teaching is critical because the events of teaching and one’s reflection of those activities 
impact future teaching, and one’s planning for activities and assessments. Candidates are required to write 
a weekly reflection that includes a reflective response for at least one lesson taught during the week (once 
candidate begins teaching) AND reflect about broader aspects of teaching not directly related to a lesson 
(Appendix K). 

Unit Plan (If Applicable to Program) 
The Teacher Candidate will create and teach a comprehensive unit plan. The unit plan must receive 
feedback and be approved by the mentor teacher. Choose one of the OPE lesson plan templates to complete 
the daily lessons. The evaluative rubric is on Moodle. 

Teaching Philosophy 
A Philosophy of Teaching is a statement of your values and beliefs of teaching and learning. This 
statement will change as you progress through your residency. Listed below are some thoughts to keep in 
mind as you write the statement: 

• how do you enact your teaching beliefs 
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• how has your teaching practices evolved 

• what you have done to change or enhance your teaching practices 

• what are some innovations you have incorporated into your teaching. 

Student Learning Targets (Appendix I) 
Student Learning Targets (SLTs) are a crucial part of a teacher’s COMPASS evaluation. Use the materials 
from LDOE (on Moodle) to craft your SLTs. The guidelines have prompting questions that will help you 
appropriate SLTs. 

Professional Growth Plan (Appendix J) 
Professional Growth Plans (PGPs) provide an opportunity for educators to set specific goals and create 
action plans that will help them improve their professional practice and help their students meet more 
rigorous standards. PGPs help educators to fo
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Chapter 6: During and End of Program Procedures and Transitions 

Teacher Certification 
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2. 



 

 16 
 

Chapter 7: Emergency Preparedness 

 
Before the semester begins 
Prepare your Emergency Preparedness Form (Appendix C) 
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After the Storm 

University Supervisors 
University supervisors should contact teacher residents to inquire about their well-being. Additionally, 
they should determine the return date for residents for their respective schools and communicate this 
information to students. 

Teacher Residents 
Residents should contact the university supervisor and mentor teacher about the date they are to return to 
school. 
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Appendix A: Daily Time Log 

Elementary and Dual Cert. Programs 
Student Teacher   School Date 

 

Monday Content Observation Participation Teaching Total Time 
Language Arts     
Mathematics     
Science     

Scul Saudcics
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Language Arts     
Mathematics     
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Previous Total 
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Appendix B: Biographical Data/Autobiography 

 
Submit one copy to each of the following: 1) OPE Program’s Community Moodle Page; 2) Mentor Teacher. If there is more 
than one mentor teacher a copy should be provided for each teacher. 

 
Full Name                
Last     First    Middle/Maiden 

Permanent Address             
  Street   City  State          Zip Code 

Current Mailing Address                   
  Street    City   State          Zip Code 

Current Physical Address               
  Street   City  State          Zip Code 

Phone (  )      (      )      (   )     
Permanent            Current         Cell  

Email       Alternate Email    
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Appendix   
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Appendix D: Consent to Use Image(s) and Recordings 

 

 
 
CONSENT TO USE IMAGE(S) AND RECORDINGS 

 
I (parent/legal guardian’s first and last name)____________________________ authorize the Louisiana 
State University Teacher Candidate to photograph and conduct audio/video recordings of my child, 
(child’s first and last name)
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Appendix E: Description of Clinical Activities 

  

Clinical Activities  Description  Notes  

Observing  

Observing or an 
Observation is 
defined as 
watching and 
recording 
impressions of 
teaching 
methods/practices 
used in an 
educational setting 
involving a 
teaching-learning 
situation.   

Observations are typically during the beginning of the first 
semester.  

  

Examples include:  

Observing your Mentor Teacher conduct a lesson  

Watching the Instructional Specialist model instructional 
techniques or exemplar lessons  

Participation  

Participation is 
defined as the 
performance of any 
phase of a 
teacher’s  

responsibilities 
EXCEPT direct 
teaching.   

  

Typically, teacher residents participate in lessons soon after 
the first few days of the semester and continue throughout 
in addition to teaching. The number of participation hours 
in a day cannot exceed the number of hours teacher 
residents are in the school building or a cohort setting.  

  

Stop and ask yourself, “Am I teaching the concept or topic 
or did the teacher do that and I am now going to help the 
student?” If your answer is HELP THE STUDENT, then this is 
participation—NOT TEACHING.  If you go straight to the 
independent practice—activity, worksheet, assignment, 
etc…—then you haven’t taught anything.  

  

Examples include:  
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Watching the Instructional Specialist model instructional 
techniques or exemplar lessons  

Any administration of an assessment needs to be 
categorized as so that we can document how many hours 
you have experienced with proctoring assessments and/or 
exams.  This can be whole-class, small group, or individual. 
You must log this on the Administration of Assessments 
form.  

Teaching Teaching 
“Teaching” is 
defined as when 
residents are 
directly 
responsible for 
instruction. The 
expectation is that 
when one is 
“teaching” he or 
she has and follows 
a lesson plan 
created by the 
resident or the 
mentor. Although 
the ultimate goal is 
for each resident to 
assume full 
responsibility for 
classroom 
instruction 
(planning, 
instructing, 
disciplining, and 
evaluating), 
teaching is not 

Different approaches the resident could employ to 
count “teaching” hours follow.  

Whole class instruction 

Small group instruction 

Individual instruction or tutoring (paid after-school 
tutoring CANNOT be included in the teaching log) 
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restricted solely to 
a full-class setting. 
A variety of 
approaches to 
teaching will only 
allow the resident 
to assume full 
responsibility and 
enrich the 
practicum 
experience.  All 
instances of 
“teaching” must be 
assigned or 
requested by the 
mentor teacher. 

 

Managing centers/stations 
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Appendix F: Substitute Policy and Agreement Form  

 
Louisiana State University (LSU) Teacher Residents will be permitted to act as substitute teachers during 
their yearlong residency experience under the Office of Professional Experiences (OPE) conditions 
outlined below. Substitute Teaching is NOT a program requirement for 
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Frequently Asked Questions 
How do I let the O
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If I do not substitute in first semester of my residency, can I substitute for 10 days in the second semester 
of my residency? 
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Partnership Agreement Continued 

  

Partnership Agreement Conversation

Mentor Name

Mentee Name

Date

Questions to Discuss Notes

35
Louisiana DOE Mentor Teacher Training, Module 1
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Appendix H: Outside Observations 

(If Program Applicable) 
The teacher resident may be required to observe outside lessons in classes other than the assigned 
residency. Requirements may vary by program; therefore, the university supervisor will specify the types 
of observations required.   

 
Keep this chart on the observation section of your portfolio. 

Date Time School Subject Grade Level 

     

     

     

     

     

     

     

 
Much can be learned from observing school situations if you not only observe, but analyze and think about 
what you are seeing.  In writing your observations, go beyond simply recording what you have seen to 
consider the meanings of situations.  The purpose of the following outline is to provide you with ideas of 
different areas you might consider as you observe.  Do no try to answer every question listed on these two 
pages; instead select certain factors on which to focus your attention. 

 
Getting the class started 

What brings the class to attention? 
How are initial routines handled? 

How is the continuity with previous work established? 
What motivational techniques are used? 
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Gives clear directions/uses examples 

Has knowledge of subject 
Ability to question 

Students understand and are on task 
Student interest/interaction 

Monitors students and makes adjustments 
Continuity between activities 

Uses a variety of techniques/creativity 
Provides positive reinforcement 

Classroom management skills 
Overall teaching performance 
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Appendix I: Student Learning Targets 

The purpose of this exercise is for Teacher Residents to practice crafting Student Learning Targets (SLTs) 
before entering the classroom. For most programs, this assignment will be completed both semesters of 
the year-long residency. School systems require teachers to set a minimum of two Student Learning 
Targets (SLTs) based on state-
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Student Learning Target Continued 

 

Grade: Subject: Interval of Instruction: 
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Based on the data, what can I conclude about students’ readiness? 

 

  

 IS THERE A GROUP OF STUDENTS ON WHICH I SHOULD FOCUS THIS 
LEARNING TARGET? 
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Appendix J: Professional Growth Plan 

Professional Growth Plans (PGPs) provide an opportunity for educators to set specific goals and create 
action plans that will help them improve their professional practice and help their students meet more 
rigorous standards. PGPs help educators to focus their professional growth efforts and can help school 
and district leaders plan professional development opportunities that target the needs of their employees.  
A strong PGP is aligned to the standards of professional practice upon which the educator will be evaluated 
and targets specific needs and strengths within those standards that reflect that employee’s greatest 
opportunities for growth. A strong PGP should include a set of action steps, resources needed, and target 
dates of completion to ensure that the plan results in concrete actions and measurable outcomes for the 
educator. A strong PGP is a living document that results from an ongoing dialogue between an educator 
and their evaluator and/or supervisors about that educator’s professional development. It ought to be 
revisited throughout the year to assess progress and refine objectives.   
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Beginning of Year End of Year 
Employee Comments:       Employee Comments:       

Signature and Date Signature and Date 
Evaluator Comments:       Evaluator Comments:       

Signature and Date Signature and Date 
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Explain the different ways you will communicate with parents. Include a sample letter (or other means to 
communicate with parents, such as a newsletter) to explain how you will inform parents of the following: 
An explanation of the unit of study 

Information about how they can assist their child in mastering the unit’s content and skills 
How you will evaluate their child’s learning 
The progress their child has made regarding the objectives of this unit of study (This explanation should 
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Power Points may be saved as separate files, if necessary 
Student work samples should be scanned and added to the Unit Plan Master Document, whenever possible.  
If the student work samples cannot be added to the Unit Plan Master Document, they should be scanned 
and combined into one PDF file 
If  various parts of the Unit Plan cannot be saved into one master document, then all parts of the unit plan 
should be saved and contained in one folder for submission to the OPE Moodle page. 
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Appendix N: Self-Evaluation Guidelines 

(If Applicable to Program) 
Using your scores and feedback on the Resident Evaluation Instrument, write a two-three page narrative 
discussing your growth and development as a teacher thus far. Address the following Domains from the 
Danielson Evaluative Tool in your narrative: 

Domain 1: Planning and Preparation 
Domain 2: The Classroom Environment 

Domain 3: Instruction 
Domain 4: Professional Responsibilities 
Include a description of specific teaching experiences you would like to experience during the second half 
of the semester. (Mid-semester only)  
Include in your discussion the areas you believe are your strengths, as well as those you believe to be areas 
that are still in need of further development. 
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Appendix O: Louisiana Department of Education Resources 

Academic Standard and Grade Level Expectations 
ELA Guidebooks 

Louisiana Math 
Louisiana Literacy 

Early Childhood 
English Learner Library 

Teacher Support Toolbox Library 
Students with Disabilities 

Verify Certificate or Teaching Authorization 
Career Advancement Opportunities 

Continuing Education Opportunities for Educators 
Measuring Results: K-12 Assessments, School and Center Results, and Tools to Support Assessments 

Every Student Succeeds Act (ESSA) 
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The following appendices are for those residents who are in the Special Education/Dual Certification Program. 
 

Appendix SPED-1: Functional behavioral assessment/Behavior intervention plan 

(1-5 ADD-ON CERTIFICATION) 
 

Teacher Resident ___________________________ 

 

Special Education Teacher ______________________, __________________________ 

           Name         Signature 

 

Functional Behavioral Assessment/Behavior Intervention Plan 

 

The teacher resident will: 

 Conduct a functional behavioral assessment.  

 Identify behavior 

 Gather data to come up with a hypothesis as to behavioral function 

 Develop and implement a pro-social intervention 

 Evaluate 



 

 52 
 

____ Step 8:  Compare baseline data to the post-test data. If the baseline data is significantly higher than the 
 post-test data, then the behavior has deceased or is extinguished.  Continue to reinforce the student’s 
 appropriate behavior, fading the reinforcement over time. If the baseline data is lower than the post-test 
 data, continue with Step 9. 

 

____ 
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Appendix SPED-2: Curriculum Based Assessment (CBA) 

(1-5 ADD-ON CERTIFICATION) 
 Teacher Resident ___________________________ 

 
 Special Education Teacher ______________________, __________________________ 

             Name         Signature 
 
 Curriculum Based Assessment (CBA) – 
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Appendix SPED-3: Individual Education Plan (IEP) 

(1-5 ADD-ON CERTIFICATION) 
 

Teacher Resident ___________________________ 
 

Special Education Teacher ______________________, __________________________ 
           Name         Signature 

 
Individual Education Plan (IEP) – Assist in the development of an IEP including attending the meeting 
and developing goals. These activities are to be completed in conjunction with the regular education 
teacher, the special education teacher, and the parents/guardians. 

 

Activity Yes No Comments 

Ten-day notice completed & sent    

Developing the IEP(see* below)    

*Develop general student information 
section 

   

*Develop instructional plan (goals & 
objectives) 

   

*Develop accommodations     
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