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It is understandable that you might feel some trepidation when encountering a new experience – and in particular 
becoming a guest member of a school and/or classroom community. While you have been in schools before, you 
most likely have not taken on a professional role. The following requirements are meant to help you make the 
transition from college student to school professional. 
 
Required Hours. A minimum of 100 hours of documented field experience is required for all licensure candidates 
prior to student teaching. Each course has a specified minimum number of hours required over the term.  Attend 
your field placement site until the last day of classes, regardless of the number of hours accumulated, as 
cooperating teachers are counting on your participation for the entire semester.  Maintain a record of your hours 
and activities to be signed by your course professor and turned into the Educational Studies office at the end of the 
semester.  Each course has specific field requirements and protocols outlined in syllabi materials. 
 
Scheduling Field Hours.  All students must make time in their schedules (generally between 8am and 3pm) for field 
hours when registering for Educational Studies courses with concurrent field placements.  You will be advised as to 
what procedures to follow regarding scheduling placement.  You will be notified of your placement at the start of 
the term.  
 
Regard your field hours as an academic commitment which takes priority over all extracurricular activities and 
employment.  The only approved reason for changing your placement time is another academic class commitment.  
If your schedule changes, please inform both your instructor, and Director of Field Placement, Jennifer Crider 
(x3924, CLA, jcrider@iwu.edu).  Changes are rarely made, cannot be guaranteed, and must be approved by the 
department and cooperating teacher. 
 
Transportation and Parking 
You are responsible for your own transportation and any related expenses. If you drive your own car, note that 
school parking resources are usually limited. Ask school personnel where to park and then only use designated 
parking spaces. Failure to do so interferes with transportation for students and teachers and compromises access 
to the school by emergency vehicles. Your car may be towed at your expense if you do not park in designated 
areas.  
 
When in your car, DO NOT pass the school buses as they load and unload. When the buses are loading and the 
stop arm is out, it is illegal, and extremely dangerous to pass – even in a parking lot. The bus drivers will report 
drivers who violate the law to the police. 
 
Security Protocol 
Learn the procedures for entrance to the school building, including whether or not you need to sign in and out the 
building each day.  Wear your IWU lanyard and ID sleeve with your IWU ID at all times.  If you are not wearing your 
ID, you may not be admitted to the school or be asked to leave the school. 

 
Attendance 
Field placements require that you assume a professional role and demeanor, which includes being prompt and 
regular in attendance.  
 

Punctuality. When rare circumstances make it impossible to be punctual, call the school and email your 
cooperating teacher. Be sure your message is communicated clearly and to the right person. 
 
Absences. The only excusable absences are those due to illness, family emergency, or a death in the immediate 
family.  Absences are not permitted for athletic, sorority or fraternity activities, theatre or music 
performances, or any other extra-curricular activities.  In the event of any absence, take the following steps in 
the order presented below: 
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• Immediately notify your cooperating teacher or building principal by telephone and email. If you will miss 
scheduled classroom responsibilities, provide the cooperating teacher with your plans. 

• Call your IWU supervisor and seminar instructor. 
• In the case of illness, go to IWU Health Services. 
• If there is a family emergency requiring you to leave campus, call the Dean of Students, in addition to your 

IWU supervisor and seminar instructor. 
• Let your IWU supervisor and seminar instructor know the day you return to school. 

 
All absences must be made up before or during finals week. If you know ahead of time that you will be absent, give 
your cooperating teacher and IWU professor advance notice.  Failure to meet the hourly requirement for each 
course may create a problem when you apply to the TEP or student teaching.  
Teacher Strike or Work Stoppage.  If teachers go on strike, do not report to the assigned school. Instead, contact 

your IWU instructor or the Director of Teacher Education for further instructions. Let your cooperating teacher 
know you are following university procedures in these circumstances. 
• During a strike or work stoppage, no IWU student teacher may act as a substitute teacher.   
• While you may have your opinions of the issues under contention, do not get involved in the dispute. 
• Do not cross any picket line or resume your placement until the strike is settled. 
• If your cooperating teacher invites you to attend union meetings, you may do so as a learning experience.  

You must, however, remain silent at any such meetings. 
• Consult with your IWU instructor regarding how to meet field-based assignments during any strike.   

Substitute Teaching.  Please note that the Illinois State Board of Education does not allow you to act as a 
substitute teacher or receive remuneration for field work.  

Dress. Wear clothes that are comfortable, but professional in appearance.  Ask your cooperating teacher if and 
when wearing blue jeans is permitted. Do not wear hats or sunglasses inside the building. Do not wear t-shirts, 
especially those with inappropriate language or graphics. Do not chew gum or eat candy in the classroom. Do not 
wear earrings anywhere but on your ears. Do not dye your hair any unnatural color.  Women should not wear very 
short skirts, low cut blouses, or low rise jeans or slacks without a long shirt; your midriff or backside should not be 
exposed. Men with long hair should tie it back or otherwise keep it neat.  Remember that you are not a student 
while at the school, but a professional. Note: School personnel may require you to adhere to more specific dress 
codes.  Similarly, follow your cooperating teacher’s lead for “casual days.” 
 
Interactions with Students  
Learn your students’ names as early as possible.  Treat your students with respect but demonstrate appropriate 
distance from them. Do not allow them to call you by your first name. Do not divulge information of a personal 
nature, and do not socialize with students outside of school. Do not provide students with your personal email 
address, Facebook, or Twitter pages. Be conscious of the tone of your language as well as your choice of words – in 
many cases that means adopting a formal demeanor and language. Learn the school’s policy regarding touching 
students. If you are inappropriate in your interactions, school personnel will let us know. Maintain a professional 
rapport and you will have a successful placement. 

 
You are never to be assigned sole responsibility for supervision of children. School personnel must always be with 
you when children are present. 

 
Under no circumstances are you to administer corporal punishment.  Consult with your cooperating teacher and 
IWU instructor for advice on how to manage challenging student behavior. 
 
Maintain confidentiality about individual students, families, and teachers connected with the school. Refrain from 
casual discussion about students in their presence, or the presence of other adults, including teachers and school 
personnel, when not warranted. You must sign a Confidentiality Agreement.  
 



Reporting Child Abuse or Neglect. The exception to confidentiality is if you believe that a student is in danger of 
harming him/herself or someone else, or if you suspect abuse, neglect, a drug problem or signs of suicidal 
intentions.  In such circumstances you are obliged to report the information to appropriate school officials 
immediately. If a student shares information with you indicating he or she may be at risk, inform the student that 
you cannot maintain confidentiality under these circumstances.  
 
Remember, it is not your role to determine if there is actual danger or abuse. When in doubt as to what to do, 
contact a school official or your IWU supervisor. Review the mandated reporter training course, 
https://www.dcfstraining.org/manrep/index.jsp or refer to the Illinois Department of Children and Families 
Manual for Mandated Reporters (http://www.state.il.us/DCFS/docs/CFS%201050-
21%20Mandated%20Reporter%20Manual.pdf). You must follow school protocols for reporting any concerns about 
a student. Failure to do so will affect the assessment of your professional conduct in the Teacher Education 
Program.  
 
Incident Reporting Protocol.   In the event you perceive that a student is likely to do harm to self or others, an 
immediate report must be made to school personnel. When there is some question as to what constitutes a critical 
incident, err on the side of caution. Do not leave the school building before you report concerns about a student to 
a counselor, your cooperating teacher or another person in authority. Contact and inform your professor of your 
concerns and actions within 24 hours of an incident to debrief, that is, share (1) what you saw/heard; (2) what the 
student did; and (3) to whom you reported. Please ask Educational Studies faculty for assistance in processing 
critical events. Complete an Incident Report Form (download from 
http://www2.iwu.edu/edstudies/Forms/index.shtml) and turn it in to your professor, who will forward it to the 
Department Chair. These confidential records are kept until deemed no longer necessary. 
 
Communicating with Teachers.  If you have questions about your work with students, take the time to talk with 
your cooperating teacher. Teachers want to be supportive, but they can’t help you unless you communicate with 
them. Try to catch them before and after classes and school. As the school day is usually hectic for everyone, many 
teachers prefer you e-mail them. The address for most teachers in Bloomington schools is their last name followed 
by their first initial and then “@district87.org.” For Unit 5 teachers’ e-mail addresses, a staff directory can be found 
on the district website: http://www.unit5.org/contact/staffdirectory/index.html. 
 
Never publicly contradict or challenge school personnel. Although you may be working at and contributing to the 
school, you are a guest and a representative of IWU and are expected to conduct yourself accordingly. This is your 
opportunity to demonstrate your emerging professionalism. If you have concerns about your participation, discuss 
them with your professor, the Field Placement Director, Jennifer Crider, or the Director of Teacher Education, 
Professor Leavitt.  Students engaging in unprofessional behavior jeopardize their status in the Teacher Education 
Program, and field placements for all IWU students. 
 
Finally, faculty realize that there is a lot to be learned while you are in the field. If you are uncertain about what to 
do in a situation, ask!  As a prospective teacher you must learn to be comfortable speaking with your mentors, 
colleagues, and students. 
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