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Preface 
 
 
 

The student teaching experience, or practicum, is the central and culminating experience of both 

the undergraduate degree programs and the post-baccalaureate licensure programs. It consists of 

a fifteen week period during which the student is provided an opportunity to apply the theories 

and knowledge studied during university years. It will provide the student with opportunities to 

observe teaching techniques and methods, apply and evaluate teaching abilities and knowledge, and 

recognize and enhance competencies associated with effective teaching. Under guidance of the 

supervising practitioner and program supervisor(s) the Teacher Candidate will have the opportunity 

to grow as an individual and as a teacher. 

 
Because a successful student teaching experience depends upon close cooperation of all of the 

involved parties, this handbook provides information, guidelines, and suggestions for teacher 

candidates, program supervisors, and supervising practitioners. We believe that this handbook is a 

useful resource that can assist in the coordination of a rich and complex learning experience. 

We ask that you read through the entire manual at the beginning of the semester.  It should answer 

many of your questions about the practicum experience, its aims, and procedures. However, if 

additional clarification is needed, please contact the program supervisor or department chair. 

 
We are deeply grateful to all the school systems that provide student teaching experiences for our 

students and are especially appreciative of the time and effort expended by the supervising 

practitioner in guiding our students throughout this experience. 
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Professional Ethics 

DISPOSITIONAL OUTCOME ASSESSMENT PREAMBLE 
 
The educator, believing in the worth and dignity of each human being, recognizes the supreme importance 

of the pursuit of truth, devotion to excellence, and the nurture of democratic principles. Essential to these goals 

is the protection of freedom to learn and to teach and the guarantee of equal educational opportunity for 

all. The educator accepts responsibility to adhere to the highest ethical standards. 

 
The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire 

for the respect and confidence of one’s colleagues, of students, of parents, and of members of the community 

provides the incentive to attain and maintain the highest degree of ethical conduct. The Code of Ethics of 

the Education Profession indicates the aspirations of all educators and provides standard by which to judge 

conduct. 

 
The remedies specified by the NEA and/or its affiliates for the violation of any provision of this Code 

shall be exclusive and no such provision shall be enforceable in any form other than on specifically 

designated by the NEA or its affiliates. 

 

PRINCIPLE I – COMMITMENT TO THE STUDENT 
 
The educator strives to help each student realize his or her potential as a worthy and effective member of 

society. The educator, therefore, works to stimulate the spirit of inquiry, the acquisition of knowledge 

and understanding, and the thoughtful formulation of worthy goals. 

 
In fulfillment of the obligation to the student, the educator 

 
1. Shall not unreasonably restrain the student from independent action in the pursuit of learning. 

 

2. Shall not unreasonably deny the student access to varying points of view. 
 

3. Shall not deliberately suppress or distort subject matter relevant to the student’s progress. 
 

4. Shall make reasonable effort to protect the student from conditions harmful to learning or to 

health and safety. 
 

5. Shall not intentionally expose the student to embarrassment or disparagement. 
 

6. Shall not, on the basis of race, color, creed, sex, national origin, marital status, political or 

religious beliefs, family, social or cultural background, or sexual orientation, unfairly: 
 

a. Exclude any student from participation in any program; 
 

b. Deny benefits to any student; 
 

c. Grant any advantage to any student. 
 

7. Shall not use professional relationships with students for private advantage. 
 

8. Shall not disclose information about students obtained in the course of professional service, 

unless 
 

9. Disclosure serves a compelling professional purpose or is required by law. 
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PRINCIPLE II – COMMITMENT TO THE PROFESSION 
 
The education profession is vested by the public with a trust and responsibility requiring the highest 

ideals of professional service. 

 
In the belief that the quality of the services of the education profession directly influences the nation and 

its citizens, the educator shall exert every effort to raise professional judgment, to achieve conditions 

which attract persons worthy of the trust to careers in education, and to assist in preventing the practice of 

the profession by unqualified persons. 

 
In fulfillment of the obligation to the profession, the educator 

 
1. Shall not in an application for a professional position deliberately make a false statement or fail to 

disclose a material fact related to competency and qualifications. 
 

2. Shall not misrepresent his/her professional qualifications. 
 

3. Shall not assist entry into the profession of a person known to be unqualified in respect to 

character, education, or other relevant attribute. 
 

4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a 

professional position. 
 

5. Shall not assist a non-educator in the unauthorized practice of teaching. 
 

6. Shall not disclose information about colleagues obtained in the course of professional service 

unless disclosure serves a compelling professional purpose or is required by law. 
 

7. Shall not knowingly make false or malicious statements about a colleague. 
 

8. Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional 

decisions or actions. 
 

 
 
 
 
 
 
 
Source:   National Education Association, Code of Ethics of the Education Profession, Adopted by the 

NEA Representative Assembly, 1975 
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Ethics in Practice – Monitoring Dispositions 
 

The placement of a candidate into a student teaching experience challenges the candidate to integrate 

classroom theory with practical application in a professional setting.  To this end, Westfield State University 

expects all candidates enrolled in student teaching to display behavior that is consistent with the honesty, 

integrity, and professional and ethical guidelines of the teaching profession. 

 

The Dispositional Assessment Form that will be completed at the end of practicum (included at the end of 

the handbook) evaluates a candidate’s teacher dispositions and is linked to program outcomes. A goal of the 

instrument is to create discussion about and guidance on appropriate teacher dispositions for the teacher 

candidate. The candidate, supervising practitioner and the program supervisor should complete the form 

together and the completed form should be included in the candidate’s portfolio. If you have questions 

on the use of this instrument, please contact the Chair of the Education Department. 

Extreme Dispositional Behaviors 
Candidates who violate the rules of the school in which they are teaching or exhibit extreme behavior that 

has the potential to negatively impact or jeopardize the classroom environment will be subject to action 

including remedial p lanning, removal from student teaching assignment, and/or removal from the licensure 

program as determined by the process outlined below. 

Such behaviors include, but are not limited to, the following: 

• Disruption in the classroom which may include negative or demeaning remarks or gestures, 

profanity, impatience or hostility, or disparaging and insensitive remarks based on race, gender, 

ableism, or other group classifications. 

• Unethical, immoral, or illegal behavior. 

• Inappropriate deportment such as inebriation, substance use, sexual harassment, verbal, written 

or physical threats or abuse of colleagues, supervisors or students. 

• Hostile, out of control, or emotionally erratic behavior. 

• Antagonism toward others or blatant disregard for school administration and supervision. 

If a candidate exhibits such behavior as described above, the candidate will have the opportunity to meet 

with the program supervisor and supervising practitioner for reviewing the behavioral/ dispositional 

assessment concerns. A remedial plan may be put in place by the program supervisor and supervising 

practitioner with specific timetables for improvements in the behavior. Such behavior will be documented 

on the Student Teaching Incident Referral Form (on the next page) and will be forwarded to the Dean 

of Education. 

 
If the program supervisor determines that the behavior needs further review, the program supervisor may 

forward the complaint to the appropriate department chair (e.g. Education, Art, Music, or Movement Science) 

who will meet to review the matter with the candidate and make decisions relative to the candidate’s continued 

enrollment in the student teaching placement/licensure program. 

 
Appeal 
If the Chair of the Department removes a candidate from student teaching or from the licensure program, 

the candidate may appeal this decision to the Dean of Education.  The Dean of Education will act as the 

final appeal in all matters. 

 

Policy Review and Interpretation 
This policy will be reviewed annually by the Dean of Education and the Teacher Education Council. Any 

questions regarding the interpretation of this policy shall be directed to the Dean of Education for final 

interpretation and determination. 
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Westfield State University 

Ethics in Practice 

Student Teaching Incident Referral Form 
 

Name of Teacher Candidate:  

Name/Title of Person Reporting Incident:  

School Name and Location:  

Date/Time of Incident:  

Please describe below, in as much detail as possible, the facts of what took place 

 

 

 

 

 

 

 

 

 

 

Please provide the names and contact numbers of any staff witnesses to this incident: 
 

Name 

 

Contact Phone Number 

 

  

  

 
 
 
Signature of Reporting Party Date 

 

Please return this referral to the program supervisor at Westfield State University within one 

week of the incident.  If you have any questions, call the Office of the Dean of Education at 

572-5321 
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Candidates’ Frequently Asked Questions About Practicum 

1. When do I start and end my practicum semester? 

 You will receive an email from the Coordinator of Teacher Preparation Programs 

detailing the dates of the practicum.  These dates are subject to change during the 

practicum due to school cancellations or illness. The duration of the practicum semester 

at WSU typically exceeds the number of hours required by the state. 

2. What hours am I required to be at school? 

 You are expected to follow the same regulations regarding attendance as the Supervising 

Practitioner.  You keep the same hours as the Supervising Practitioner, including 

planning time before and after school. 

3. What are the practicum requirements regarding appropriate dress? 

 As a representative of Westfield State University, the teacher candidate is expected to 

present, by personal appearance and example, a professional standard. Therefore, the teacher 

candidate is expected to be neat, clean and properly attired for teaching classes. 

4. When are my vacations as a teacher candidate? 

 You will follow the public-school calendar regarding vacations.  You DO NOT follow 

WSU’s vacation schedule. In spring semester you are NOT allowed to take the 

University spring break in March (except for sanctioned WSU athletic or academic 

team events). Most school systems schedule vacations during February and April. Ask 

your Supervising Practitioner for a school system calendar. 

5. Am I allowed to go on Spring break with my college classmates? 

 No, you must follow the public school calendar. 

6. When do I do my two-week full time teaching responsibility? 

 There is no definite time that you will do the two-week takeover. You should consult 

with your Program Supervisor and your Supervising Practitioner. You should slowly be 

taking over more responsibilities throughout the semester leading up to the complete 

teaching responsibility. Early Childhood and Music students have two placements and 

teach one take-over week near the end of each assigned placement. 

7. Is the Supervising Practitioner (the teacher) allowed to be in the room during my two- 

week full time teaching responsibility? 

 Yes. However, the teacher’s role would simply be as an extra adult in the classroom. We 

encourage the WSU candidate to assume the majority of teaching responsibility without 

the teacher in the classroom. 

8. Do I have to use the lesson plan format in the manual? 

 Yes. The Westfield State University lesson plan is the official lesson plan for your 

practicum. Also see numbers 9 and 11 below pertaining to lesson plans.  

9. Do I need to use the unit plan format in the manual? 

 Yes. Discuss with your Supervising Practitioner and Program Supervisor any 

modifications to it.  
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10. Do I need to reflect on my lessons that I teach? 

 Reflection is an extremely important part of your practicum experience.  You should 

reflect informally throughout your practicum especially for the lessons you teach and 

during your two week take-over. Ask your supervisors about how they want you to 

reflect. A journal is typically provided or recommended for these informal reflections by 

your seminar leader and it recommended that you bring your journal with you to seminar 

meetings. Formal written reflections are required for all observed lessons (both 

announced and unannounced) using the CAP Self-Reflection form provided in CAP 

Appendix E. One of the six essential elements in your CAP semester is reflective 

practice so your written reflections are the evidence that you are becoming proficient in 

this element. 

11. Should I have a written lesson plan for every lesson I teach? 

 You should create a WSU formal written lesson plan for: 

a. lessons taught at the beginning of your practicum,  

b. for every observed lesson,  

c. for each Unannounced Observation, you should write up an outline of the lesson 

taught and send it to your Supervising Practitioner. 

d. every lesson in your unit. 

Consult with both supervisors about other times when they want you to complete formal 

lesson plans. Even when not using the WSU formal plan, you should demonstrate 

evidence of planning for everything you do in the classroom. Each school system or 

teacher uses different written evidence of planning. You will be permitted to transition 

to the supervising practitioner’s method of lesson planning at some point (but not for 

formal observations or the unit plan). Consult with your supervisors about this to know 

when you are allowed to transition away from the WSU formal plan.  

12. What is the practicum seminar? 

 All WSU teacher candidates will be required to attend practicum seminars. You will receive 

a schedule of when and where your program specific seminars will meet. They are typically 

offered after school for approximately two hours every other week.  You should not have to 

leave school early on seminar days but you will not be able to take a WSU course (one is 

permitted with the approval of the Chair of Education) during the time of the seminar. The 

seminar has a variety of goals including the opportunity to reflect on your student teaching 

experience with other candidates and your seminar leader, extending pedagogical learning 

from your program courses, understanding CAP, and the opportunity to have questions 

answered about all aspects of practicum.  

13. How do I apply for my teaching license? 

 This information will be provided at the Career Day seminar. 

14. Am I permitted to work during practicum? 

 The practicum experience is demanding and time-consuming.  It should be viewed as a full-

time experience.  Although not prohibited, working during practicum is discouraged.  If it is 

necessary to work, the practicum always takes precedence. Employment must not interfere 

with before and after school planning time, professional development meetings, parent 

conferences, open- house, or any other school event that the teacher attends. Employment 

during practicum should be discussed with your Program Supervisor and your Supervising 

Practitioner. 
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15. What do I do if my teacher is absent for an extended period? 

 Contact your Program Supervisor immediately to determine if it is necessary to change 

placements. 

16. What is Live-Text? 

 Live-Text (LT) is a data management system. WSU candidates’ numerical scores for 

particular key assessments are uploaded to this system so that aggregate scores for all 

candidates in specific programs can be compiled. The compiled data can then be used in 

reports of program effectiveness for accreditation purposes. The Program Supervisor 

uploads these scores for each candidate during the practicum semester. 

17. What is the End of Semester Practicum Celebration and Reflection Ceremony? 

 This practicum ceremony is an end of the semester opportunity for you to talk with other 

candidates and supervisors to discuss what you learned about practicum and to help 

orient new WSU teacher candidates who will be doing their practicum in the next 

semester. 

18. Where do the signed forms and documents go after the practicum is over? 

 We will communicate to you who is responsible for each CAP practicum document and 

where they are to be submitted. 

19. If I have an IEP or 504 plan, am I able to receive accommodations during practicum? 

 You are responsible to notify the Program Supervisor and Supervising Practitioner of 

any accommodations you are allowed and that you want extended to your practicum 

semester. Accommodations during practicum must be reasonable given the demands of 

professional teaching. You should discuss any necessary accommodations with the 

Chair of Education prior to practicum and you should disclose any accommodations 

agreed upon with both supervisors.  All candidates are required to meet the WSU 

Education Programs Dispositional Survey/Technical Standards. 

20. What should I do if I suspect that one of the students in the school is being abused? 

 You are responsible to report any suspected abuse confidentially to the Supervising 

Practitioner (classroom teacher). If you suspect that the classroom teacher is being 

abusive, you should contact both the Chair of Education and your Program Supervisor.  

Do not hesitate to report to these individuals, this is your responsibility. It is not your 

responsibility to report suspected abuse to the building principal or to anyone else. 

These matters must be held in the strictest confidence. 

21. Am I required to construct a portfolio during practicum? 

 You will need to purchase a 1 ½-inch three ring binder in which to store your CAP and 

other WSU documents. In the appendix of this document we have provided a checklist 

of the documents required in the binder and the order in which they should appear. This 

binder is an attempt to provide you a way to stay organized and for your program 

supervisor to sign off (initial) on all practicum required forms and rubrics in a paper 

(print) format. Some of these forms and rubrics will also be required for submission in 

an electronic format. We will clarify which documents are required electronically.  
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Roles and Responsibilities of the  

Teacher Candidate 

The practicum is an opportunity to finally put into practice everything that you have learned 

through your teacher education program.  You will be placed with an experienced teacher (your 

Supervising Practitioner) who will guide you through the everyday realities of the classroom. You 

will also be supported by a university supervisor (your Program Supervisor) who will introduce 

practicum to you, answer your questions, observe you in the classroom and assess your progress. 

Requirements during your practicum: 

1. You are required to be in your practicum setting the same hours as the teacher including 

before and after school even when WSU has vacations. The Coordinator of Teacher 

Preparation Programs at the university will give you the beginning and ending dates of the 

practicum. If these dates change due to school closings (snow dates, etc.) you will be 

notified by the university. 

2. The state requires a minimum of 300 hours.  Just because you reach 300 hours does not 

mean you have completed your practicum. Refer to #1 for further clarification. All 

candidates begin and end practicum on the dates communicated to you by the Coordinator 

of Teacher Preparation prior to the beginning of the semester. (Early Childhood candidates: 

fulfill 100 hours in the PreK-K placement and 200 hours in the grade one/two placement.) 

3. You will be performing duties required of the regular classroom teacher. You will begin 

to slowly take over some of the teaching in the classroom and eventually do two weeks of 

full-responsibility.  The timing of the lessons and take-over is up to the teacher, your 

program supervisor and you. However, most candidates take over during the third to last 

and second to last weeks of the semester so that you still have a week left in case of snow 

cancellations or other unforeseen events. Many teacher candidates use the last week to visit 

other programs in the school if the SP permits this. You may teach your unit during your 

take-over weeks or before them. For Early Childhood and Music candidates, you will take 

over one week near the end of each assigned placement. 

4. CAP requires that candidates keep track of all time spent at the practicum site and the hours 

spent in the 'role of the teacher'. You will be required to record your Total Hours in 

Practicum and Hours in the Role of the Teacher on the CAP General Information and 

Three-Way Signature form. You will also be required to keep a weekly record (log) of your 

hours on the Record of Clock Hours in Student Teaching form which can be found on 

the CAP PLATO website. Please note that hours spent at home planning and grading do 

not count in any of the categories. The two categories you will log your hours for are: 

a) Hours in the Role of the Teacher: These hours refer to times when the candidate 

assumes full control of all classroom duties regularly fulfilled by the supervising 

practitioner and oversees responsibilities related to the education of all students on 

the classroom roster. In other words, this category involves anything that teachers do 

This includes: 

1. teaching lessons or activities; 

2. implementing plans of the supervising practitioner;  

3. working with small groups or individual students; 

4. monitoring lessons;  

5. assessing student progress; 

6. setting up the classroom; 
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7. managing transitions and behaviors;  

8. grading assignments at school;  

9. supervising students for bus, lunch or recess duty;  

10. attending faculty meetings, workshops, etc. 

b) Observation hours: are those times when candidates are watching the teacher 

teach a lesson or administer an assessment. While more passive than the 'role of the 

teacher' category, candidates do benefit from time spent carefully and critically 

observing other professionals teach and reflecting on those observations. Most of 

these hours will be at the beginning of the semester, however there may be a new 

technique the teacher wants you to observe. Additionally, you may observe in 

another classroom throughout the semester. 

Total Hours in Practicum includes all hours in the Role of the Teacher and 

Observation hours. 

5. You will be teaching lessons and a unit of study or teacher work sample (TWS). Full lesson 

plans are required for all observed lessons and for the unit/TWS. It is up to your Program 

Supervisor and Supervising Practitioner as to whether you will write up other lesson plans 

formally. 

6. In addition to teaching, you will perform all the regular duties that the teacher performs 

throughout the day such as bus, lunch, and playground duty. You may eventually assume 

full responsibility for some or all of these duties. 

7. The state requires you to have at least three (3) three-way meetings between you, the 
Supervising Practitioner and the Program Supervisor. The dates of these meetings will be 

recorded on the Candidate Assessment of Performance (CAP) rubric. This form is often 

referred to as the three-way form. 

8. The WSU CAP requires that your Program Supervisor observe three lessons (announced 

observations) and that your supervising practitioner observe two lessons (unannounced 

observations). The decision to observe more lessons is left to the discretion of the 

Program Supervisor or Supervising Practitioner. Secondary Program Supervisors are 

required to observe two lessons (announced observations) and an optional third. 

9. All Elementary, Early Childhood and Special Ed candidates will assemble a paper binder of 

documents for storage of important forms and information. The binder is optional for 

Secondary candidates. 

10. You must attend all WSU meetings and the student teaching seminars on campus 

including the end of semester celebration/closure meeting. 

11. You are required to attend workshops, faculty meetings, parent-teacher conferences, IEP 

meetings, and other professional development meetings at your school site. 

12. All CAP processes, documents and recommendations are explained in the CAP training 

session, the CAP PLATO website and the week-by-week timeline document. Please refer 

to these documents as they contain the details of CAP. 

13. You must notify the Program Supervisor and Supervising Practitioner immediately if you 

will be absent due to illness or emergency.  Any absences over two must be made up at 

the end of the regular practicum dates. If you are on a WSU sanctioned athletic or 

academic team and your team is competing during the practicum semester or in spring 

break, bring this information to the attention of the Program Supervisor and the Chair of 

Education. Your coach will need to confirm with the Chair of Education the specific 

dates of the competition. Time missed during practicum must be made up.  
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14. If your teacher is absent, you may serve in the role of an unpaid substitute teacher; 

however, there must be a hired substitute teacher in the room.  Under no circumstances 

are you allowed to be paid for being a substitute during your practicum. Using a teacher 

candidate as a substitute teacher without another substitute teacher in the room could 

place the teacher, the school system and the university in a precarious legal position. You 

should contact your Program Supervisor immediately if you are asked to serve as a 

substitute. 

15. At the end of the semester you will be filling out rating forms on your Program 

Supervisor and Supervising Practitioner. These forms can be given to your Program 

Supervisor or given/sent to the Coordinator of Teacher Preparation. They must be sealed 

in an envelope. Your name will not be revealed. 
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Roles & Responsibilities of the Program Supervisor 
The Program Supervisor is the primary practicum facilitator and advisor to both the Supervising Practitioner 

and the Candidate. 

In general the Program Supervisor: 

1. is a WSU faculty member or adjunct employee of the University who is qualified and 

experienced in the area of specialization in which the candidate is seeking licensure. 

2. clarifies University policies and makes sure they are consistent with the policies of the 

cooperating institution 

3. clarifies all practicum procedures and explains all evaluation forms and rubrics including the  

Candidate Assessment of Performance (CAP). 

4. is in constant communication with the candidate by phone or email. 

5. observes the candidate according to the Practicum CAP timeline for lessons in the 

beginning of the semester, for all observed lessons, and for the unit or TWS, Manages the 

Observation Reports, and manages the three-way meeting form. Is the primary author of the 

CAP Rubric Formative and Summative Assessments. 

6. determines the final practicum grade in consultation with the Supervising Practitioner and the 

Candidate and submits the recommended grade to the Chair of Education via the Academic Assistant 

to the Education Department. The Chair of Education has the final decision regarding the practicum 

grade. 

7. addresses and resolves problems or conflicts proactively as soon as they arise 

8. communicates with the Chair of the Education Department if serious problems arise and implements 

the WSU Ethics and Practices Teacher Candidate Incident Referral Form 

With regard to preparation for the practicum semester, the Program Supervisor: 

1. meets on campus with the candidate during the first week of the WSU semester to introduce 

him/herself and to gather pertinent data (the daily school schedule and personal information about 

the candidate). At this meeting s/he begins to review the practicum manual and, the CAP documents. 

S/he also discusses professional demeanors and standards including promptness, professional attire, 

and professional behavior. Contact information is clarified to set the stage for effective 

communication. 

2. determines the location and driving directions to the practicum site and submits a Request to Travel 

form to the Administrative Assistant to the Education Department with accompanying documentation 

of driving distances 

3. takes the lead in the two (2)-three (3) announced observations and the CAP rubric. The narrative 

portions of these are drafted first by the Program Supervisor but the Supervising Practitioner 

calibrates the numerical scores and contributes ideas and revisions to the narratives. 

4. meets or communicates early in the semester the with the Supervising Practitioner and candidate for 

introductions. At this meeting, the Program Supervisor reviews practicum expectations, the role of 

the Supervising Practitioner, begins to explain forms and rubrics, and exchanges contact 

information. Plans for the first Announced Observation and subsequent Three-Way meeting are 

discussed. The Practicum Introductory Form is completed. 

5. introduces him/herself to the building administrator and any other personnel who will be 

involved in the practicum 
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With regard to the candidate’s planning and teaching and his /her evaluation, the Program 

Supervisor (Please refer to the WSU CAP timeline that helps to organize this process): 

1. arranges for two to three announced observations (more if the candidate is struggling) and 

provides written feedback on the CAP Announced Observation Report #1, #2, and a third 

observation during the take-over weeks. Also follows the model observation protocol 

(MOP) including a pre-observation conference/observation/ post-observation conference 

format for announced observed lessons. 

2. arranges for the three-way meetings with the SP and the Candidate and maintains the three- 

way observation form 

3. leads the calibration conference for Announced Observations and drafts the language for 

the Announced Observation rubric. 

4. contributes to the discussion of the preliminary practice goal after the candidate self- 

assesses. 

5. maintains ongoing communication with both the Teacher Candidate and the Supervising 

Practitioner about the TC’s progress and answers questions 

6. takes immediate action with appropriate personnel to resolve issues concerning a 

candidate’s display of behavior inconsistent with knowledge, skills, and dispositions 

expected of the teacher candidate. S/he also contacts the Chair of the Education if 

necessary. 

7. evaluates the unit plan and provides ongoing feedback related to the dispositional 

survey 

8. participates in conversations about the Teacher Candidate’s Model Student Feedback 

Survey and Impact on Student Learning Measure. Receives copies of these data and the 

Teacher Candidate’s self-reflections for use in the formative and summative CAP 

evaluation. Suggests ideas for the need for the collection of artifacts to provide evidence of 

meeting a rating of ‘proficient’ in the six CAP essential elements. 

9. in consultation with the Supervising Practitioner, calibrates numerical values to the various 

components on the CAP Rubric and takes primary responsibility for the language used in 

the formative and summative CAP assessment (after consultation with the Supervising 

Practitioner). The PS leads this process and drafts the language. 

10. Participates in the determination of the TC’s professional practice SMART goal and will 

consult with the TC and SP throughout the semester concerning the progress on the goal.  

11. assigns a final grade for the practicum after conferring with the Supervising Practitioner 

and the practicum candidate at the end of the semester and communicates the grade to the 

Chair of Education. 

12. uploads rubric scores for the Dispositional Survey, the observations, and the 

CAP Formative and Summative Assessments to the LT data management 

system. 

13. writes a letter of reference if requested to do so by the practicum candidate. 
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Roles & Responsibilities of the Supervising Practitioner 

The Supervising Practitioner has been selected to work with a Westfield State University teacher 

candidate. Each licensure program sponsored by Westfield State University has its own 

expectations and requirements.  The responsibilities listed here are common to all licensure 

programs. 

In general, the Supervising Practitioner (SP): 

1. is a practicing Massachusetts licensed educator who is licensed in the field and level of the 

practicum; has three years teaching experience, has earned, or is in the process of earning, 

an advanced degree, and is considered highly skilled by the school principal. 

2. meets with the teacher candidate (TC) to review the practicum manual and other 

information about CAP and the other practicum requirements 

3. discusses the curriculum to be covered in the classroom during the practicum period and how 

that curriculum aligns with the Massachusetts Curriculum Frameworks and provides texts 

and instructional materials 

4. provides school specific policies and procedures for faculty and students/families including 

how suspected abuse is handled in the school and classroom 

5. introduces the candidate to other staff members (e.g., administrators, teachers, clinicians, 

librarian, department chairs or directors, culinary staff, and custodians), assists the 

candidate in becoming familiar with the school building and resources available within the 

school, provides observational experiences and demonstrations specific to the 

responsibilities and instructional activities that the candidate will eventually assume 

6. meets with the candidate routinely to discuss the next day’s or week’s plans and to discuss 

progress 

7. completes all required practicum forms (see below) 

8. contacts the Program Supervisor with any concerns about the placement or the candidate 

With regard to preparation for the practicum semester, the Supervising Practitioner: 

1. meets with the Teacher Candidate after his/her self-assessment to construct a preliminary 

practice SMART goal for the practicum semester. Then routinely and collaboratively 

discusses the TC’s progress on that goal and his her attainment of the six essential elements 

of CAP. The TC should maintain notes and forms and rubrics in a notebook.  The PS is 

advised to maintain notes as well. 

2. involves the teacher candidate in the activities of the classroom.  Determines when the first 

lesson will be taught, the content to be covered, and the instructional approach to be used.  

Models a similar lesson if possible.  Develops a plan to increase the candidate’s 

responsibility in planning and teaching. 

3. reviews, critiques, and approves lesson and unit plans prior to the teaching of a lesson or 

unit.  Is familiar with the lesson planning approach advocated by the university and 

encourages its use. A copy is provided in this manual. 

4. Helps the TC develop preliminary plans for the unit described in this manual. We 

encourage the TC’s to plan their unit on some aspect of social studies, science or health 

when possible. 
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5. Makes preliminary plans for the measure to be used for the impact on student learning to be 

administered. (See information in the CAP overview.) 

6. encourages the teacher candidate’s participation in all aspects of school life, including 

appropriate professional meetings, parent- teacher conferences, workshops, and 

conferences. 

With regard to the candidate’s planning and teaching and his /her evaluation, the Practicum 

Supervisor (PS): 

1. assumes day to day responsibility for the ongoing mentoring and evaluation of the TC. 

While this is often done informally and effectively, setting aside time to sit down and talk 

once per week is recommended.  S/he also approves lessons before they are taught. 

2. supports the candidate in self-assessment (see CAP forms) on the six essential 

elements of CAP and preliminary practice SMART goal setting (see CAP forms) 

3. participates in three-way meetings with the TC and PS. 

4. participates in pre-observation planning, observation and post-observation evaluation 

for Announced Observations (See Appendix E for suggestions.) (Both supervisors 

observe announced observations.) 

5. independently conducts two (2) Unannounced Lesson Observations using CAP forms.  

Contributes to the calibration of the Announced Observation Rubric and leads the 

scoring and written feedback on the CAP Unannounced Observation forms and 

conveys this information to the PS and the TC. 

6. supports the TC as s/he self-reflects routinely but most importantly after observed 

lessons. (See CAP Forms) Suggests ideas for the need for the collection of (optional) 

artifacts to provide evidence of meeting the CAP essential elements. 

7. assists the TC in administering and interpreting the Model Student Feedback Survey 

(see CAP Forms) and the Impact on Student Learning measure (see CAP language 

about how to determine this.) The TC provides these data to the PS.  

8. supports the TC as s/he develops the unit plan. 

9. in consultation with the PS, calibrates numerical values to the various components on the 

CAP Rubric and contributes to the language used in the formative and summative CAP 

Assessment (see CAP Forms). The PS leads this process and drafts the language. 

10. supports the TC in designating and recording a final Professional Practice Goal (optional) at 

the end of the semester. The PS is involved in this discussion too. 

11. Immediately informs the Program Supervisor if the candidate displays behavior 

inconsistent with the knowledge, skills and dispositions expected of a WSU teacher 

candidate. 
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Essential Lesson Plan Components 

Using Universal Design for Learning 
(Sequencing of components left to discretion of professor) January, 2015 

Name: (your name) Subject:  (general area of content or skill) 

Grade: (level of class or group) Time: (expected duration of lesson) 

Date: (day lesson will be taught) Title of lesson: 

SUMMARY WITH BIG IDEAS AND ESSENTIAL QUESTIONS. Provide a brief overview of the 

lesson. Also include relevant prior/pre-requisite knowledge needed, the big ideas and essential questions 

that this lesson connects with and what the evidence of student learning will be. MATERIALS AND 

TECHNOLOGY NEEDED: Materials you will be using to teach your lesson. Include multiple 

means of representation (textbooks, supplies, overheads, project materials, equipment. DVDs, any 

technology, etc.) 

LINKS TO MA CURRICULUM FRAMEWORKS or COMMON CORE STATE 

STANDARDS: Specify the state or core standard(s) that the lesson is aligned with. 

LESSON OBJECTIVES:  What do you want students to know, understand and/or be able to do as a 

result of this lesson? These objectives should address unit/essential questions. 

 Content objectives 

 Language objectives (from ELA Frameworks, National Core Standards or English 

Language Proficiency Benchmarks and Outcomes for ELLs) 

VOCABULARY 

 Identify the critical words that will be important for all students to know and 

understand in order to engage in inquiry about the big ideas and essential questions. 

INSTRUCTIONAL SEQUENCE:  A step-by-step description of the process you will use to teach the 

lesson. Indicate the time needed for each component. Keep in mind multiple means of 

representation, action and expression, and engagement. 

1. Introduction of the topic/focusing activity with connections to prior knowledge: How will 
you begin the lesson? You will relate previous learning to the topic and set the specific objective 
of the lesson. 

2. Development: Describe the sequence of strategies that will be used. They may involve group 

work, problem solving and inquiry methods to assist the student in the application, critical 
analysis and synthesis of the information or/and in the development of attitudes, values, and 
skills. Don’t forget to consider guided practice. 

3. Closure: Conclusion of the lesson.  Enables the student to understand the relationship of the 

content, instructional activities, lesson objectives, and topic or purpose.  Consider carefully 

how you will wrap up a lesson to seal learning and provide a bridge for the next lesson. 

EVIDENCE OF STUDENT LEARNING/ASSESSMENT: How will you know that students have 

met lesson objectives? What evidence will you collect? 

 This part of the plan identifies what you have done in the instructional sequence to 

determine if students have learned specific objective(s) of the lesson. Consider multiple 

means of action and expression. Evidence may be written, oral, observational, and 

performance-based. 

PLANNING FOR LEARNER VARIABILITY: Provide a paragraph on the various instructional 

strategies that have been incorporated into your materials, objectives, instructional sequence, and 

assessment that respond to learner variability. Make specific mention of your integration of 

Multiple Means of: Representation, Action and Expression, and Engagement. 

IDENTIFY SOURCES: Provide credit to appropriate sites, books or individuals 
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Guidelines for Student Teaching Responsibilities 
 

The following guidelines are recommendations for building the teacher candidate’s responsibility in 

assuming direct teaching responsibility. 
 
 

• The student will observe and assist in the classroom, gradually moving into full teaching 

responsibility.  Depending on the schedule, teaching load and subject area, this responsibility may 

be assumed within 5-9 weeks of the practicum. The student in an eight week practicum should 

assume full responsibility by at least the 6th week of the practicum. 
 

• It is expected that the student will plan and teach lessons prior to taking full direct teaching 

responsibility. 
 

• If possible, it is strongly suggested that the teacher candidate be afforded the opportunity to 

visit/observe another classroom setting.  This may be more appropriate in the first few weeks before 

the teacher candidate takes on more of a full responsibility. 
 

• The supervising practitioner and the program supervisor may use their discretion in determining 

when/how the full responsibility will be transferred back to the supervising practitioner. 

 
During the practicum, we distinguish between direct teaching responsibility and assuming the 

responsibility of the role of the teacher. On this page we offer guidelines for the amount of time spent 

assuming the role of the teacher which includes teaching. The amount of time a candidate spends 

assuming the role of the teacher is used to calculate hours towards meeting licensure requirement. This 

number is included in the documentation. 

 
The following guidelines are recommendations for building the teacher candidate’s responsibility in 

assuming the role of the teacher. 

 

Hours in the Role of the Teacher: these hours refer to times when the candidate assumes full control 

of all classroom duties regularly fulfilled by the supervising practitioner and oversees responsibilities 

related to the education of all students on the classroom roster. In other words, this category involves 

anything that teachers do.  This includes: teaching lessons or activities; implementing plans of the 

supervising practitioner; working with small groups or individual students; monitoring lessons; 

assessing student progress; setting up the classroom; managing transitions and behaviors; grading 

assignments at school; supervising students for bus, lunch or recess duty; attending faculty meetings, 

workshops, etc. Hours spent at home planning and grading do not count in any of the categories. 

Observation hours: are those times when candidates are watching the teacher teach a lesson or 

administer an assessment. While more passive than the 'role of the teacher' category, candidates do 

benefit from time spent carefully and critically observing other professionals teach and reflecting on 

those observations. Most of these hours will be at the beginning of the semester, however there may be 

a new technique the teacher wants you to observe. Additionally, you may observe in another classroom 

throughout the semester. 

Total Hours in Practicum includes all hours in the Role of the Teacher and Observation hours. 
 

(Beginning and ending dates correspond to the University’s semester schedule, with the ending date for work on- 

site corresponding to the last day of classes.) 



 

 

19 

Advice, Tips & Guidelines for Secondary Students 
 
PRACTICUM PLACEMENT: 

 
Recommended Schedule for Secondary Students: 

 
1st week Observe and assist teacher may begin teaching 1st class or subject 

2nd week Begin teaching 2nd class (one subject) 

3rd week Begin teaching 3rd class (same subject 

5th/6th Begin teaching 4th class (two subjects) 

8th week Mid-point review 

11-16th week Teach 4 classes per day (teaching unit should be completed) 

 

By the 9th week you must be teaching 80% of a regular teacher’s 

load. (Usually this is 4 periods a day for 45-55 minute periods.) Note: You 

are NOT required to teach a full 100% load (quality vs. quantity). However, 

you are expected to be at the school full-time and to attend any evening or 

afterschool events that your cooperating teacher attends. 
 

 
BLOCK Schedule: 

 
a) If your cooperating teacher only teaches 3 periods per day, you should 

teach 2 periods completely on your own and then teach a portion of the 

3rd period in order to equal 80%. You must have 2 different subjects. 

b) If your cooperating teacher teaches 4 periods per day, you should teach 3 

periods completely on your own. You must have 2 different subjects. 
 
GOAL: YOU MUST TEACH 2 DIFFERENT SUBJECTS (or "Preps") 

 
HIGH SCHOOL: By your 5th or 6th week you should be teaching 2 

different subjects, also known as 2 different “preps.” i.e., World History 

and Ancient World History count as 2 different subjects. 

 
MIDDLE SCHOOL: Most middle school teachers only teach 1 subject, so that is all you 

are required to do at the Middle School level. However, if it is the norm for teachers at 

your school to have 2 subjects, then you must teach two also. That is, by your 6th week 

you should be teaching 2 different subjects, known as 2 different “preps.” 
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Candidate Assessment of Performance (CAP) 

CAP Overview and Training Materials 
CAP’s content and process mirror the experience of educators engaged in the Massachusetts Educator 
Evaluation Framework with key modifications to ensure that the assessment is appropriate for the context of 
preparation and is focused on essential elements of practice for novice teachers. Aspects of the Massachusetts 
Educator Evaluation Framework that are evident in CAP include: 

 A 5-step cycle that includes self-assessment, goal setting, plan implementation, formative 
assessment and a summative assessment; 

 The use of elements and performance descriptors from the Model Teacher Rubric; and 

 Performance assessment based on multiple measures, including: 

o Evidence of growth in student learning 
o Artifacts of practice 
o Feedback from students  
o Announced and unannounced observations 
o Progress toward a professional practice goal 

This intentional alignment between preparation and in-service performance evaluations exemplifies the 
cohesion Massachusetts is building across the educator career continuum. For a detailed explanation of 
the parallels between CAP and the Massachusetts Educator Evaluation Framework.  

Preparation Context Considered in CAP 

CAP is designed to take place within the context in which the evaluation of the candidate occurs, in this 
case a practicum or practicum equivalent. ESE took into account the following considerations when 
modifying the Educator Evaluation Framework for use in preparation: 

 Time: In most cases, teachers engage in the 5-step evaluation cycle over one or two school years; in 
preparation, teacher candidates complete CAP during the practicum/practicum equivalent, which 
can range in length from as little as eight weeks to as long as a school year. As is the case with the 
practicum experience itself, CAP is intended to be intensive and is therefore designed to be 
effectively completed during any length of practicum. 

 Ownership/Responsibility: Unless already employed as a teacher-of-record1, candidates will be 
assessed on their skills while working in classrooms that are not their own. It can be challenging in 
these situations to determine the readiness of a candidate independent from the context in which 
they are completing the practicum. That being said, it is the expectation that candidates be provided 
opportunities to demonstrate their own skills and abilities within this context. This will require 
concerted effort from the Supervising Practitioner and the Program Supervisor to coordinate 
authentic experiences for the candidate during engagement in CAP.  

 Role of Evaluator: In the in-service context, single evaluators are often responsible for an 
educator’s evaluation. In preparation, CAP ratings are the results of calibrated, summative 
judgments by both a Supervising Practitioner and a Program Supervisor. 

 Developmental Progression of Practice: ESE acknowledges that teaching is a profession in which 
individuals will grow in their expertise and skill; ESE’s educator effectiveness policies are dedicated 
to supporting continuous improvement through the career continuum. That said, ESE believes that 
novice teachers must meet specific standards deemed essential to being immediately impactful with 
students on the first day in the classroom. While districts or individual schools may choose to 
emphasize different elements within their evaluation processes, ESE has prescribed the key skills 
through CAP to determine teacher readiness (aligned to the PST Guidelines and with advice from 
advisory groups and stakeholders). (Candidates that are employed as teachers-of-record are still required to 

undergo CAP for program completion. Candidates and Sponsoring Organizations may leverage activities associated with in-

                                                           
 

 

http://www.doe.mass.edu/edeval/model/PartIII_AppxC.pdf
http://www.doe.mass.edu/edprep/advisories/TeachersGuidelines.pdf
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service evaluations to support CAP and reduce duplication of efforts, but evaluation ratings provided by a school/district 
evaluator may not replace or substitute for CAP ratings. Proficiency on one does not necessitate proficiency on the other. 
In these cases, ESE encourages Sponsoring Organizations and schools/districts to communicate around expectations for 
performance.) 
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Professional Standards for Teachers: Standards & Indicators 

The Board of Elementary and Secondary Education (BESE) passed Professional Standards for Teachers (PSTs) in January 2014. These standards align expectations 
for preparation candidates with those for in‐service teachers as outlined in Massachusetts’ Educator Evaluation Framework. As stated in the regulations, ESE is 
required to develop indicators in Guidelines. Indicators help define the foundational skills on which teaching practice continues to improve with years of 
experience. 

 

(1) Curriculum, Planning, and Assessment standard: Promotes the learning and growth of all students by providing high quality and coherent instruction, 
designing and administering authentic and meaningful student assessments, analyzing student performance and growth data, using this data to improve 
instruction, providing students with constructive feedback on an on‐going basis, and continuously refining learning objectives. 

 Introduction Practice Demonstrate 
(a) Curriculum and Planning indicator: Knows the subject matter well, has a good grasp of child development 
and how students learn, and designs effective and rigorous standards‐based units of instruction consisting of 
well‐structured lessons with measurable outcomes. 

   
X 

(b) Assessment indicator: Uses a variety of informal and formal methods of assessment to measure student 
learning, growth, and understanding, develop differentiated and enhanced learning experiences, and improve 
future instruction. 

   
X 

(c) Analysis indicator: Analyzes data from assessments, draws conclusions, and shares them appropriately.  X  
SEI Indicator (a) Uses instructional planning, materials, and student engagement approaches that support 
students of diverse cultural and linguistic backgrounds, strengths, and challenges. 

   

X 

SEI Indicator (c) Demonstrates knowledge of the difference between social and academic language and the 
importance of this difference in planning, differentiating and delivering effective instruction for English 
language learners at various levels of English language proficiency and literacy. 

   
X 

(2) Teaching All Students standard: Promotes the learning and growth of all students through instructional practices that establish high expectations, create 
a safe and effective classroom environment, and demonstrate cultural proficiency. 

 Introduction Practice Demonstrate 
(a) Instruction indicator: Uses instructional practices that reflect high expectations regarding content and 
quality of effort and work, engage all students, and are personalized to accommodate diverse learning styles, 
needs, interests, and levels of readiness. 

   
X 

(b) Learning Environment indicator: Creates and maintains a safe and collaborative learning environment that 
values diversity and motivates students to take academic risks, challenge themselves, and claim ownership of 
their learning. 

   
X 

(c) Cultural Proficiency indicator: Actively creates and maintains an environment in which students' diverse 
backgrounds, identities, strengths, and challenges are respected. 

   

X 

(d) Expectations indicator: Plans and implements lessons that set clear and high expectations and make 
knowledge accessible for all students. 

   

X 
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(e) Social and Emotional Learning Indicator: Employs a variety of strategies to assist students to develop social 
emotional‐competencies: self‐awareness, self‐management, social awareness, relationship skills, and 
responsible decision‐making. 

 
X 

  

(f) Classroom Management Indicator: Employs a variety of classroom management strategies, and establishes 
and maintains effective routines and procedures that promote positive student behavior. 

   

X 

SEI Indicator (b) Uses effective strategies and techniques for making content accessible to English language 
learners. 

   
X 

SEI Indicator (d) Creates and maintains a safe and collaborative learning environment that values diversity and 
motivates students to meet high standards of conduct, effort and performance. 

   

X 

(3) Family and Community Engagement standard: Promotes the learning and growth of all students through effective partnerships with families, caregivers, 
community members, and organizations. 

 Introduction Practice Demonstrate 
(a) Engagement indicator: Welcomes and encourages every family to become active participants in the 
classroom and school community. 

  

X 
 

(b) Collaboration indicator: Collaborates with families and communities to create and implement strategies for 
supporting student learning and development both at home and at school. 

  

X 
 

(c) Communication indicator: Engages in regular, two‐way, and culturally proficient communication with 
families about student learning and performance. 

  

X 
 

SEI Indicator (e) Collaborates with families, recognizing the significance of native language and culture to 
create and implement strategies for supporting student learning and development both at home and at school. 

  

X 
 

 

(4) Professional Culture standard: Promotes the learning and growth of all students through ethical, culturally proficient, skilled, and collaborative practice. 

 Introduction Practice Demonstrate 
(a) Reflection indicator: Demonstrates the capacity to reflect on and improve the educator's own practice, 
using informal means as well as meetings with teams and work groups to gather information, analyze data, 
examine issues, set meaningful goals, and develop new approaches in order to improve teaching and learning. 

   
X 

(b) Professional Growth indicator: Actively pursues professional development and learning opportunities to 
improve quality of practice or build the expertise and experience to assume different instructional and 
leadership roles. 

 
X 

  

(c) Collaboration indicator: Collaborates effectively with colleagues on a wide range of tasks.  X  
(d) Decision‐making indicator: Becomes involved in school‐wide decision‐making, and takes an active role in 
school improvement planning. 

 

X 
  

(e) Shared Responsibility indicator: Shares responsibility for the performance of all students within the school. X   
(f) Professional Responsibilities indicator: Is ethical and reliable, and meets routine responsibilities 
consistently. 

   

X 
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CAP’s Six Essential Elements 

CAP assesses candidate performance on six elements. In order to understand the decision to 

narrow the focus of the assessment to these six elements, you must first understand the structure 

of the MA Model Teacher Rubric in relation to the PSTs: 

�                                                                                                                                                                                                                                         Standards: Standards are the broad categories of knowledge, skills, and 

performance of effective practice detailed in the Regulations. There are four 
Professional Standards for Teachers: 

 
1) Curriculum, Planning, and Assessment 

 
2) Teaching All Students 

 
3) Family and Community Engagement 

 
4) Professional Culture 

 
4  Indicators: Indicators are detailed in PST Guidelines and describe specific knowledge, 

skills, and performance for each Standard. For each Indicator, there is a corresponding 
level of practice expectation (introduction, practice, demonstrate). As a result, the 
expectations for individual Indicators are differentiated. 

 
9 Elements: The elements are more specific descriptions of 

actions and behaviors. The elements further break down the 
Indicators into more specific aspects of educator practice. 

 
Overall, there are 23 PST Indicators, 13 of which were designated at the “demonstrate” level of 
practice. The graphic below shows how these Indicators were narrowed into the essential 
elements. 

  
 

In order to reduce the scope of the assessment, ESE worked with external consultants, internal 
experts, and the advisory committee to select elements that were considered essential. 
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Evidence Requirements for Each Essential Element 

CAP has been designed to generate and collect evidence for each of the essential elements. Each 

component of the process has been developed to strategically support the assessors and candidates in 

providing sufficient evidence that the thresholds for each element are being met. The table below 

outlines the types of evidence that are, at a minimum, required to be used in assessing each element. 

As you can see, each element has at least two required sources of evidence. Evidence collection is not 

limited to the minimum requirements. 
 
 

 

 

CAP Essential Elements with Indicators at the Proficient Level: 

(Candidates use these indicators to construct SMART goals. Supervisors use these indicators to monitor 

and evaluate candidates’ progress.) 
 

1. Well-structured lessons: 

 Develops well-structured lessons with Big Ideas, Essential Questions and challenging 

objectives 

 With measureable content and language* objectives 

 With appropriate student engagement strategies and reflecting the student’s identity 

 With appropriate pacing 

 With appropriate sequence 

 With appropriate activities 

 With the use of technologies 

 With appropriate grouping of learners 

2. Adjustment to practice: 

 Organizes and analyzes results from a variety of assessments to determine progress 

toward intended outcomes 

 Uses these findings to adjust practice (both on the spot and from lesson to lesson) 

 Uses findings to identify and/or implement appropriate differentiated interventions for 

students who struggle (both on the spot and from lesson to lesson) 

 Uses findings to identify and implement appropriate enhancements, always plans for 

enhancements in case students finish early or demonstrate high achievement 
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3. Meeting diverse needs: 

 Uses appropriate practices, including tiered instruction and scaffolds to 

accommodate differences: 

 In learning styles 

 In race, ethnicity, gender, religion, SES, sexual orientation 

 In needs 

 In interests 

 In levels of readiness 

 Including those of students with disabilities 

 Including those of English learners 

 Including high achieving students 

4. Safe learning environment: 

 Uses rituals, routines and respect for individual story and community to create and 

maintain a safe physical and emotional environment 

 Uses appropriate responses to create and maintain a safe intellectual environment 

 Students are encouraged to take academic risks 

 Most behaviors that interfere with learning are prevented or managed appropriately 

 Uses culturally relevant practices 

5. High expectations: 

 Effectively models methods that students can master challenging material 

 Effectively guides, differentiates, scaffolds and facilitates practices of students 

engaging with challenging material 

 Effort is noticed (rather than ability) 

 Risk taking and perseverance are part of the climate 

 Mistakes are viewed as problems to be solved, success stories are made explicit 

 Love for learning is promoted 

6. Reflective Practice: 

 Regularly reflects on the effectiveness of lessons and units 

 Regularly reflects on the effectiveness of interactions with groups of students 

 Regularly reflects on the effectiveness of interactions with individual students 

 Regularly reflects on the effectiveness of interactions with colleagues 

 Uses insights gained to improve practice and student learning 

 Formally reflects (CAP protocol)after each observation and lesson taught 
 

*Language in italics was added by WSU. 



 

28 

CAP is designed to assess the overall readiness of teacher candidates. By demonstrating readiness through 
CAP, Massachusetts will be able to ensure that teacher candidates enter classrooms prepared to be 
impactful with students on day one. CAP is the culminating assessment required for program completion in 
the Commonwealth and in this way creates an intentional bridge from training to practice by aligning 
expectations with the Massachusetts Educator Evaluation Framework. Through CAP, Sponsoring 
Organizations are able to ensure that teacher candidates have the skills and knowledge necessary to be 
effective teachers in Massachusetts.  

The goals of CAP are:  

 To ensure teacher candidates are ready to make impact with students day one;  

 To measure teacher candidates’ practice on key indicators; and  

 To support teachers in improving their practice based on targeted feedback and performance 
evaluations.  

CAP’s Six Essential Elements 

CAP assesses candidate performance on six elements. In order to understand the decision to narrow the 
focus of the assessment to these six elements, it is helpful to understand the structure of the 
Massachusetts Model Teacher Rubric in relation to the PSTs: 

The Six Essential Elements of CAP: 

Standard Element Proficient Descriptor* 
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1.A.4:           

Well-Structured 

Lessons 

Develops well-structured lessons with challenging, measurable objectives and 
appropriate student engagement strategies, pacing, sequence, activities, materials, 
resources, technologies, and grouping. 

1.B.2:  

Adjustment to 

Practice 

Organizes and analyzes results from a variety of assessments to determine progress 
toward intended outcomes and uses these findings to adjust practice and identify 
and/or implement appropriate differentiated interventions and enhancements for 
students. 
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 2.A.3:     

Meeting Diverse 
Needs 

Uses appropriate practices, including tiered instruction and scaffolds, to 
accommodate differences in learning styles, needs, interests, and levels of readiness, 
including those of students with disabilities and English language learners. 

2.B.1:             
Safe Learning 
Environment 

Uses rituals, routines, and appropriate responses that create and maintain a safe 
physical and intellectual environment where students take academic risks and most 
behaviors that interfere with learning are prevented. 

2.D.2:            
High 

Expectations 

Effectively models and reinforces ways that students can master challenging material 
through effective effort, rather than having to depend on innate ability. 
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 4.A.1:     

Reflective 
Practice 

Regularly reflects on the effectiveness of lessons, units, and interactions with 
students, both individually and with colleagues, and uses insights gained to improve 
practice and student learning. 

*Proficient Descriptor is included here to provide a sense of the expectation outlined in the element. Expectations of 
demonstrated competency for preparation candidates are outlined further in the Rubric Overview section below.  

Combined performance on these elements is considered representative of candidates’ readiness to be 
impactful on day one. ESE will collect data to assess the extent to which these elements are predictive of 

http://www.doe.mass.edu/edeval/model/PartIII_AppxC.pdf
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performance once employed and will revise/update CAP as appropriate in the coming years.    

While ESE has identified essential elements for the purposes of CAP, Sponsoring Organizations and 
candidates should keep the following in mind: 

 CAP is a program completion requirement, not a licensure requirement. It is embedded as a program 
requirement because there are other indicators and expectations of readiness, both outlined by ESE 
and at an individual Sponsoring Organizations’ discretion. 

 Sponsoring Organizations may choose to include additional elements in assessing a candidate’s 
practice and have the authority to consider other factors in determinations about readiness and 
ultimately endorsement for licensure.   

The CAP Rubric  

CAP is designed to provide teacher candidates with targeted feedback to inform their growth and to ensure 

that candidates meet specific readiness thresholds for performance expectations. The CAP Rubric supports 

both objectives by helping candidates, Program Supervisors and Supervising Practitioners:  

• develop a consistent, shared understanding of what performance looks like in practice,  
• develop a common terminology and structure to organize evidence, 
• engage in meaningful discussions about educator practice, and 
• make informed professional judgments about performance ratings.  

Used in each step of the CAP 5-Step Cycle, the CAP Rubric supports the provision of targeted, detailed 
feedback based on fine-grained descriptions of educator practice. The result is a more transparent and 
manageable process. 

The CAP Rubric uses the same four performance levels of the Massachusetts Model Teacher Rubric 
(Exemplary, Proficient, Needs Improvement, Unsatisfactory) and includes the same descriptors of practice for 
elements at each performance level. This maintains consistency and alignment between the two rubrics. The 
two major differences between the two rubrics are:  

1) the CAP Rubric only includes the Six Essential Elements, and 

2) the CAP Rubric unpacks the performance descriptors for each element across three dimensions 
(Quality, Scope, and Consistency) and assigns specific readiness thresholds for performance to each 
dimension. 

Quality, Scope & Consistency 

In the MA Model Teacher Rubric, descriptions of practice for a given element are differentiated across four 
performance levels by Quality, Scope and Consistency.   

 Quality: the ability to perform the skill, action or behavior  

 Scope: the scale of impact (e.g., one student, subset of children, all students) to which the skill, action 
or behavior is demonstrated with quality 

 Consistency: the frequency (e.g., all the time, sometimes, once) that the skill, action or behavior is 
demonstrated with quality  

The CAP Rubric recognizes that while quality is an indicator of skill, proficiency in Scope and Consistency 
will come with time. By deconstructing each of the Six Essential Elements into these three components of 
practice, the CAP Rubric makes it possible for Program Supervisors and Supervising Practitioners to 
appropriately differentiate expectations for novice teachers without changing the fundamental 
components of effective practice. 
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Readiness Thresholds 

In order for a novice teacher to make a positive impact with students from day one, it is not necessary that 
they demonstrate full proficiency in each of the Six Essential Elements. The CAP Rubric therefore associates 
a readiness threshold to the three dimensions of Quality, Scope and Consistency for each of the Six Essential 
Elements. While candidates are expected to demonstrate Proficiency in Quality for all six elements at the 
conclusion of CAP, candidates may be considered Needs Improvement for Consistency and Scope.  

Quality  Proficient 

Scope   Needs Improvement 

 Consistency   Needs Improvement 

In this way, the Quality rating serves as a gatekeeper for each element, ensuring that a candidate can 

demonstrate the fundamental skill at a proficient level, even if he/she still needs to improve the consistency 

of delivery, or the scope of impact. Needing improvement in those two dimensions is understandable for 

many novice teachers and does not indicate lack of readiness, but rather signals areas for further growth 

and development upon employment. 

Candidates must meet these readiness thresholds for all Six Essential Elements to pass CAP. Sponsoring 
Organizations may establish higher thresholds if they choose.   

Below is a graphic illustrating the main features of the CAP Rubric (the complete rubric is available in 
Appendix A). The Program Supervisor and Supervising Practitioner use this rubric to determine a candidate’s 
readiness in each of the Six Essential Elements for both the Formative and Summative Assessments. 

 

 

file:///C:/Users/bslucas/AppData/Local/Temp/guidelines.docx%23_Appendix_A:_Candidate
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Categories of Evidence  
Just as the Educator Evaluation Framework in Massachusetts relies on the use of multiple measures to 
assess performance, CAP assesses candidate readiness using comparable multiple measures. There are five 
major categories of evidence required in CAP: observations, measure(s) of student learning, student 
feedback, progress toward a candidate’s professional practice goal, and candidate artifacts. In addition to 
these required categories of evidence, Sponsoring Organizations may identify other sources of evidence or 
more narrowly specify the evidence required in each category.  

1. Observations (Elements 1.A.4, 1.B.1, 2.A.3, 2.B.1, 2.D.2) 

Observations provide the Supervising Practitioner and Program Supervisor with the opportunity to 
collect evidence of a teacher candidate’s practice in five of the Six Essential Elements and to provide 
targeted, timely feedback that both reinforces promising practice and recommends additional actions 
or skill development. A teacher candidate is observed at least four times throughout the practicum: a 
minimum of two announced and two unannounced observations. Program Supervisors and Supervising 
Practitioners actively collect evidence during the observation and then synthesize the key evidence to 
provide focused feedback to candidates.  

2. Measure of Student Learning (Elements 1.A.4, 1.B.1, 2.A.3, 4.1.A) 

A measure of student learning aligned to a meaningful sample of content for which the teacher 
candidate will have responsibility allows the candidate, Supervising Practitioner and Program Supervisor 
to identify (1) the extent to which the candidate’s practice is having an impact on student learning, and 
(2) the candidate’s ability to reflect on and adjust practice accordingly. Because the measure of student 
learning serves as a primary source of evidence for the element 1.B.1:  Adjustment to Practice, the 
measure should yield enough information about student learning for a candidate to draw reasonable 
conclusions about the impact of his/her practice on learning outcomes. This reflection by the candidate 
and subsequent adjustments to practice are as if not more important evidence than the learning 
outcomes themselves. 

It is the responsibility of the Supervising Practitioner, in collaboration with the candidate, to identify at 
least one concrete and purposeful measure of student learning, growth, or achievement for use by the 
teacher candidate, and to set clear expectations for how and when the measure will be administered 
and scored. Using his/her professional experience with the identified measure(s) and understanding of 
the specific learning context, the Supervising Practitioner also sets parameters for a range of expected 
learning, growth, and/or achievement outcomes.  

3. Student Feedback (Elements 2.B.1, 2.D.2, 4.A.1) 

Feedback from students plays a key role in teaching and learning in the Commonwealth and is therefore 
a critical source of evidence in understanding candidate performance. Candidates collect student 
feedback using the CAP Model Student Feedback Surveys (Grades 3-12) or ESE’s K-2 Discussion Prompts 
(Grades K-2). These instruments are aligned to the Standards for Effective Teaching practice (which 
mirror the Professional Standards for Teachers) and items have been validated for use in the Educator 
Evaluation Framework. The CAP Model Student Feedback Surveys include standard and mini forms, all 
of which target practice related to the Six Essential Elements.  

http://www.doe.mass.edu/edprep/advisories/TeachersGuidelines.pdf
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4. Professional Practice Goal (4.A.1) 

A candidate’s professional practice goal should reflect 
the needs of the individual educator that surface 
through the self-assessment and evidence related to the 
goal should communicate relevant activities and 
progress toward its attainment. This makes it easy to 
track, support, and assess progress throughout the 
practicum.  

The candidate identifies evidence related to goal 
progress and attainment during Step 2 of the 5-Step 
Cycle (Goal Setting & Plan Development). This ensures 
that relevant evidence is a product of naturally occurring activities in support of their professional 
practice goal and not “one more thing.” The Preliminary Goal-Setting & Plan Development Form 
supports the development of a goal that is S.M.A.R.T. (consistent with practices expected of educators 
under the Educator Evaluation Framework), with concrete action steps, timelines, benchmarks, and 
evidence of progress. 

Recognizing that progress toward a professional practice goal is a required source of evidence for CAP, 
ESE advises programs to build the writing of S.M.A.R.T. goals into a candidate’s pre-practicum 
experience so they may gain exposure prior to this assessment.    

5. Candidate Artifacts (4.A.1) 

Teacher candidates are encouraged to share artifacts of practice throughout the CAP 5-Step Cycle as 
additional sources of evidence to support their assessment.  These artifacts may include, but are not 
limited to:   

• unit and/or lesson plans 

• examples of students’ work 

• behavior plans/ behavior data 

• audio/video recordings 

• reflection logs 

Candidate artifacts may further demonstrate practice related to a specific element, provide additional 
information related other evidence (such as student feedback, or an unannounced observation), or 
simply demonstrate new or innovative work with students. Since candidate artifacts directly inform 
practice associated with Essential Element 4.A.1 (Reflective Practice), the objective should always be to 
demonstrate meaningful reflection and adjustments to practice. 

When done well, the collection and analysis of evidence is a valuable process for candidates to reflect on 
and monitor their own performance and progress and for Supervising Practitioners and Program Supervisors 
to establish a comprehensive and informed assessment of candidate readiness.

What is a S.M.A.R.T. Goal? 

This “S.M.A.R.T.” Goal Framework is a useful tool to 

craft effective goals and action plans: 

S  =  Specific and Strategic 

M = Measurable  

A = Action Oriented 

R = Rigorous, Realistic, and Results-Focused  

T = Timed and Tracked 

Goals with an action plan and benchmarks that have 

these characteristics are “S.M.A.R.T..” 

file:///C:/Users/bslucas/AppData/Local/Temp/guidelines.docx%23_Preliminary_Goal-Setting_&_3
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The figure below illustrates the entire process by which Supervising Practitioners and Program Supervisors 
determine summative assessment ratings. Incorporating evidence from six categories of evidence, they 
apply their professional judgment to an evaluation of the candidate’s practice within each of the six 
essential elements, assess whether the candidate has met the readiness thresholds under each element, 
and determine final summative assessment ratings.  

 

The Role of Professional Judgment 

How do Supervising Practitioners and Program Supervisors know how to rate practice on a specific element? 
How does this translate into an overall determination of readiness? 

Professional judgment of the Supervising Practitioner and the Program Supervisor, informed by multiple 
types of evidence, drives the final determination of candidate readiness. There are no numbers or 
percentages that dictate summative ratings on elements.  This approach to assessment is modeled on the 
underlying tenets of the Educator Evaluation Framework, in which:  

 Evaluators look for trends and patterns in practice across multiple types of evidence and apply their 
professional judgment based on this evidence when evaluating an educator2 

 Formulaic or numerical processes that calculate ratings and preclude the application of professional 
judgment are inconsistent with the letter and the spirit of evaluation 

 Professional judgment based on multiple types of evidence promotes a more holistic and 
comprehensive analysis of practice 

With its emphasis on professional judgment, the Massachusetts approach to educator evaluation and 
preparation assessment allows evaluators to be responsive to local context or individual needs, emphasize 
trends and patterns of practice rather than rely on individual data points, and better target feedback and 
resources to individual educators. All of these factors contribute to a more holistic and comprehensive 
assessment of educator practice that is designed to develop, support, and continually strengthen the skills 
of our educators from preparation through employment.

                                                           
2 “…[T]he evaluator determines an overall rating of educator performance based on the evaluator's professional judgment 
and an examination of evidence that demonstrates the educator's performance against Performance Standards and 
evidence of the attainment of the Educator Plan goals” (603 CMR 35.06(6); see also ESE Model Teacher & Caseload 
Educator Contract, Section 14(b); “The professional judgment of the primary evaluator shall determine the overall 
summative rating that the Educator receives” (ESE Model Teacher & Caseload Educator Contract, Section 14(c)). 

http://www.doe.mass.edu/lawsregs/603cmr35.html?section=06
http://www.doe.mass.edu/edeval/model/PartIV_AppxC.pdf
http://www.doe.mass.edu/edeval/model/PartIV_AppxC.pdf
http://www.doe.mass.edu/edeval/model/PartIV_AppxC.pdf
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CAP Sample Forms 
 

Baseline Assessment Form 
Program Supervisors and Supervising Practitioners may use this form to reflect on the Teacher Candidate’s performance thus 
far and establish a baseline assessment of a candidate’s readiness. This assessment can be compared to the candidate’s Self-
Assessment during the first Three-Way Meeting to establish areas of strength, and areas of opportunity. This form is optional; 
Sponsoring Organizations and assessors may adopt or adapt.   

Name: 

I.A.4: Well-Structured Lessons 

I-A-4. 
Well-

Structured 
Lessons 

Unsatisfactory Needs Improvement Proficient Exemplary 

Develops lessons with 
inappropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and/or 
grouping for the 
intended outcome or 
for the students in the 
class. 

Develops lessons with 
only some elements of 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and 
grouping. 

Develops well-
structured lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping. 

Develops well-structured 
and highly engaging 
lessons with challenging, 
measurable objectives 
and appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping to attend to 
every student’s needs. Is 
able to model this 
element. 

Quality     

Scope     

Consistency     

 

I.B.2: Adjustment to Practice 

I-B-2. 
Adjustment to 

Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Makes few 
adjustments to 
practice based on 
formal and informal 
assessments.  

May organize and 
analyze some 
assessment results 
but only occasionally 
adjusts practice or 
modifies future 
instruction based on 
the findings.  

Organizes and analyzes 
results from a variety of 
assessments to 
determine progress 
toward intended 
outcomes and uses 
these findings to adjust 
practice and identify 
and/or implement 
appropriate 
differentiated 
interventions and 
enhancements for 
students.  

Organizes and analyzes results 
from a comprehensive system 
of assessments to determine 
progress toward intended 
outcomes and frequently uses 
these findings to adjust 
practice and identify and/or 
implement appropriate 
differentiated interventions 
and enhancements for 
individuals and groups of 
students and appropriate 
modifications of lessons and 
units. Is able to model this 
element. 

Quality     

Scope     

Consistency     
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Name: 

II.A.3: Meeting Diverse Needs 

II-A-3. 
Meeting 
Diverse 
Needs 

Unsatisfact
ory 

Needs 
Improvement 

Proficient Exemplary 

Uses limited 
and/or 
inappropria
te practices 
to 
accommoda
te 
differences. 

May use some 
appropriate 
practices to 
accommodate 
differences, 
but fails to 
address an 
adequate 
range of 
differences.  

Uses appropriate 
practices, 
including tiered 
instruction and 
scaffolds, to 
accommodate 
differences in 
learning styles, 
needs, interests, 
and levels of 
readiness, 
including those 
of students with 
disabilities and 
English learners. 

Uses a varied repertoire 
of practices to create 
structured 
opportunities for each 
student to meet or 
exceed state 
standards/local 
curriculum and 
behavioral 
expectations. Is able to 
model this element. 

Quality     

Scope     

Consistency     

 

II.B.1:  Safe Learning Environment  

II-B-1. 
Safe Learning 
Environment 

Unsatisfactory 
Needs 

Improvement 
Proficient Exemplary 

Maintains a 
physical 
environment that is 
unsafe or does not 
support student 
learning. Uses 
inappropriate or 
ineffective rituals, 
routines, and/or 
responses to 
reinforce positive 
behavior or 
respond to 
behaviors that 
interfere with 
students’ learning. 

May create and maintain 
a safe physical 
environment but 
inconsistently maintains 
rituals, routines, and 
responses needed to 
prevent and/or stop 
behaviors that interfere 
with all students’ 
learning. 

Uses rituals, routines, 
and appropriate 
responses that create 
and maintain a safe 
physical and 
intellectual 
environment where 
students take 
academic risks and 
most behaviors that 
interfere with 
learning are 
prevented.  

Uses rituals, routines, 
and proactive responses 
that create and maintain 
a safe physical and 
intellectual environment 
where students take 
academic risks and play 
an active role—
individually and 
collectively—in 
preventing behaviors 
that interfere with 
learning. Is able to model 
this element. 

Quality     

Scope     

Consistency     
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Name: 

II.D.2: High Expectations   

II-D-2. 
High 

Expectations 

Unsatisfactory Needs Improvement Proficient Exemplary 

Gives up on some 
students or 
communicates that 
some cannot master 
challenging 
material. 

May tell students 
that the subject or 
assignment is 
challenging and that 
they need to work 
hard but does little 
to counteract 
student 
misconceptions 
about innate ability.  

Effectively models and 
reinforces ways that 
students can master 
challenging material 
through effective effort, 
rather than having to 
depend on innate 
ability. 

Effectively models 
and reinforces ways 
that students can 
consistently master 
challenging material 
through effective 
effort. Successfully 
challenges students’ 
misconceptions 
about innate ability. 
Is able to model this 
element. 

Quality     

Scope     

Consistency     

 

IV.A.1:  Reflective Practice    

IV-A-1. 
Reflective 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Demonstrates 
limited reflection on 
practice and/or use 
of insights gained to 
improve practice.  

May reflect on the 
effectiveness of 
lessons/ units and 
interactions with 
students but not 
with colleagues 
and/or rarely uses 
insights to improve 
practice. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues, and uses 
insights gained to 
improve practice and 
student learning. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues; and uses 
and shares with 
colleagues, insights 
gained to improve 
practice and student 
learning. Is able to 
model this element. 

Quality     

Scope     

Consistency     
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WESTFIELD STATE UNIVERSITY PRELIMINARY PRACTICE SMART GOAL FORM 

 

Name      Course Number or Practicum:           

  

Assigned grade level(s)    School and District    

  

Supervising Practitioner _   Program Supervisor (Practicum only)     

  

1. Reflect on your own teaching at this point in time and the six essential elements of the Candidate Assessment of 

Performance (CAP) that you will be evaluated on for your teaching license. (Practicum students will base this 

goal on the self‐‐assessment of the CAP Rubric.) The SMART goal is directed towards your teaching practice, NOT 

the achievement of your students even though these two objectives are often related. Educators use SMART 

goals to translate insights from their self‐‐reflection into achievable goals. Working towards these goals improves 

their professional practice and/or the achievement of their students. Which of the six Essential CAP Elements 

grounds your SMART goal?  (See attached description of the six elements for reference.) 

 

 

2. State the specific focus of your goal within your identified CAP essential element in five words or less. (For 

example, if you chose well-structured lessons you might focus on differentiation or closure activities or informal 

assessment.) 

 

3. Why did you select this element and/or goal? 

 

 

Write your complete SMART goal in the box below. It does not have to be one long sentence but make sure all five 

SMART components are reflected. You may want to use a separate document to draft out the five components of a 

SMART goal or start by examining the criteria of each component using the second page of this form.  

SMART GOAL:  

 

 

Use the boxes and guiding questions below to evaluate your SMART goal to ensure it meets all five components. 

SPECIFIC: What EXACTLY do you want to achieve? 

 

MEASURABLE: What results oriented measures (assessments, data, or evidence) will you use to track progress to 

determine if you have met the goal? What will you be able to know and/or do to demonstrate you have met the goal? 

  

ACTION ORIENTED: What strategies are needed to attain this goal? List in order. 

 

REALISTIC: Is your goal achievable within the semester and is it something you can control with the resources you 

have? 

 

TIMED: When do you want to achieve your goal? Are there specific benchmarks along the way? 
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WESTFIELD STATE UNIVERSITY PRELIMINARY PRACTICE SMART GOAL FORM - Sample 

 

Name   Courtney   Course Number or Practicum:  Elementary Practicum   

 

Assigned grade level(s) 1   School and District XXXX   

  

Supervising Practitioner _ XXXXX  Program Supervisor (Practicum only)  XXXX   

  

4. Reflect on your own teaching at this point in time and the six essential elements of the Candidate Assessment of 

Performance (CAP) that you will be evaluated on for your teaching license. (Practicum students will base this goal 

on the self‐‐assessment of the CAP Rubric.) The SMART goal is directed towards your teaching practice, NOT the 

achievement of your students even though these two objectives are often related. Educators use SMART goals to 

translate insights from their self‐‐reflection into achievable goals. Working towards these goals improves their 

professional practice and/or the achievement of their students. Which of the six Essential CAP Elements grounds 

your SMART goal?  (See attached description of the six elements for reference.) 

 

High Expectations—II.D.2 

5. State the specific focus of your goal within your identified CAP essential element in five words or less. (For 

example, if you chose well-structured lessons you might focus on differentiation or closure activities or informal 

assessment.) 

“reinforces ways students can consistently master challenging material through effective effort” 

6. Why did you select this element and/or goal? 

I have noticed that my language was vague and empty when reinforcing students. I would say “good job,” “very good,” 

and “great job” when a student read a page or answered a question. This language does not specifically indicate what 

the student did well on and causes students to have a ‘fixed mindset’ instead of a ‘growth mindset. 

Write your complete SMART goal in the box below. It does not have to be one long sentence but make sure all five 

SMART components are reflected. You may want to use a separate document to draft out the five components of a 

SMART goal or start by examining the criteria of each component using the second page of this form. 

SMART GOAL: By the end of a one month time period, to develop “growth mindset” teaching strategies to reinforce 

student effort using choice words; to model how to use persistence and effort to overcome a challenge; to use 

growth mindset praise instead of fixed mindset praise to demonstrate and celebrate students’ progress.  

 

Use the boxes and guiding questions below to evaluate your SMART goal to ensure it meets all five components. 

SPECIFIC: What EXACTLY do you want to achieve? 

 I will research and study resources such as books and videos that support a mindset of persistence 

and effort in students for use in teaching students this concept and then summarize one article or 

video. 

 I will increase the use of growth mindset language from 2 daily opportunities to 10 daily 

opportunities. 

 I will plan and teach a growth mindset attitude to my students by incorporating three lessons on 

persistence and effort.  

MEASURABLE: What results oriented measures (assessments, data, or evidence) will you use to track progress to 

determine if you have met the goal? What will you be able to know and/or do to demonstrate you have met the goal? 
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 I will look over my daily tally notebook (see below) to see if I have achieved 10 growth mindset 

praises per day and reduced fixed mindset praises. 

 I will ask my supervising practitioner to listen to my language throughout the day and record when I 

use “fixed mindset praise” and ‘fixed mindset praise.” This will help me realize my language 

immediately if I do not notice it myself. 

 I will consider the written evidence reflected in my observations narratives by my supervisors. 

 I will examine the scores for High Expectations on my CAP formative and summative evaluations. 

 The lesson plans for teaching a growth mindset to students will provide evidence. 

 A summary of article read on growth mindset will provide evidence. 

ACTION ORIENTED: What strategies are needed to attain this goal? List in order. 

1. I will read an article or watch a video on growth mindset and summarize it.  

2. I will create a cheat sheet with choice word examples and sentence starters. I will choose one a week to use 

continuously when praising a student for effort or persistence. 

3. I will create a notebook to tally how many times I use fixed mindset praise and growth mindset praise. I will ask 

my supervising practitioner to listen in on my lessons and interactions with students and to tally my counts.  

4. I will plan and teach three lessons to my students over the course of a month on the value of persistence and 

effort.  

REALISTIC: Is your goal achievable within the semester and is it something you can control with the resources you 

have? 

I intend to complete all aspects of my action plan within one month. After one month, I will discuss with my 

supervisors whether or not I should continue one or more aspects of my plan into a second month.  I will ask my 

supervisors to help me locate the article or video on growth mindset if I cannot find one and I will elicit the help of my 

supervising practitioner to tally my behaviors. She has already said she would do this. The other aspects of my plan are 

things I can manage myself. 

TIMED: When do you want to achieve your goal? Are there specific benchmarks along the way? 

In addition to my month-long timeline, I expect my tally to reflect that I have used specific growth mindset praise at 

least 10 times per day.  
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CAP Observation Form 

Name: Date: 

Observation #: ___ Type (Announced/Unannounced): 

Observed By:  

Focus Elements: 

 
 

1.A.4: Well Structured Lessons   

(#1 Announced, #1 Unannounced) 
 

 

2.B.1 Safe Learning Environment 

( #1 Unannounced) 

 
 

1.B.2: Adjustments to Practice 

(#2 Announced, #2 Unannounced) 
 

 

2.D.2 High Expectations 

(#1 Announced) 

 
 

2.A.3: Meeting Diverse Needs 

(#2 Announced) 
 

 

4.A.1 Reflective Practice 

 

Date of Lesson:  Time (start/end):  

Content Topic/Lesson Objective: 

 
 

Whole Group  
 

Small Group  
 

One-on-One  
 

Other 
 

 

Active Evidence Collection occurred during the observation and is synthesized and categorized below. 

 

Element Evidence 

1.A.4  

1.B.2  

2.A.3  

2.B.1  

2.D.2  

4.A.1  
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CAP Observation Form – Sample Announced 

 
 
 

Name: Courtney C Date: 
 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Active Evidence Collection occurred during the observation and is synthesized and categorized below. 
 

 

Element Evidence 
 

 
 
 
 

1.A.4 

Courtney presented a well planned and executed lesson – her plans 
clearly articulated the lesson objective and learning activities; materials 
were readily available; pacing was appropriate to the group level. 
Strategies observed included a perusal of the book title/cover; student 
predictions; summary/review at the end of reading the book. A 
concept map was also used to connect to prior learning and the overall 
unit “big idea”. 

 

 
 
 

1.B.2 

Small groups were organized using the results of the DIBELS 
assessment. In addition, Courtney developed a formative assessment 
sheet to document her observations for each student within each 
group. Her documented observations provide information on student 
progress (progress monitoring) and inform further 
instruction/interventions. 

 

 
2.A.3 

Activities and materials within the small groups accommodated the 
differences in levels of readiness. Courtney used appropriate “wait 
time” for student to answer questions. 

 

2.B.1 
The strategy of “pre-correction” (a review of expectations) was used 
with each group – “… remind me what a good reader and listener might 

 

Observation #: _1   
 

Type (Announced/Unannounced): Announced 
 

 

Observed By: 
 

Program Supervisor & Supervising Practitioner 

 
 

 
Focus Elements: 

  1.A.4: Well Structured Lessons 
(#1 Announced, #1 Unannounced) 

 2.B.1 Safe Learning Environment 
( #1 Unannounced) 

 ( #1 Unannounced) 

 

 1.B.2: Adjustments to Practice 
(#2 Announced, #2 Unannounced) 

 2.D.2 High Expectations 
(#1 Announced) 

 

 2.A.3: Meeting Diverse Needs 
(#2 Announced) 

 
 

4.A.1 Reflective Practice 
 

 

 
Date of Lesson: 

Tuesday, February 
23, 

2016 

 

 

Time (start/end): 

 

 

9:45am – 10:45am 

 

Content Topic/Lesson Objective: ELA – Grade 1: Review r-controlled ir, er, ur words and contractions. 
Students will pronounce and decode r-controlled ir, er, and ur words and contractions while reading 
leveled readers. 

   

Whole Group 
 

X 
 

Small Group 
  

One-on-One 
  

Other 
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 look or sound like?”  “Also if a friend is having difficulty sounding out a 
word, whose job is it to help that friend?” Minimal off-task behaviors 
or behaviors that interfere with the learning were observed largely due 
to the use of this strategy. Courtney also asked if a student needed 
help when noticing that student was not on the same page. 

 

 
 
 
 

2.D.2 

What did you notice?”  “Nice observation.” This element looks at 
praising student persistence and strategies rather than their innate 
intelligence. Help students to understand that we all make mistakes 
and that mistakes are problems to be solved; model mistakes and risk 
taking. Show students their progress, particularly students whose 
progress may be slower than that of others or than expected. Show 
them or articulate their individual progress. 

 

 
4.A.1 

Courtney’s reflection of her lesson demonstrates strong ability to look 
at her practice objectively. She was able to look at many aspects of the 
content of the lesson as well as the execution of the lesson and define 
areas to refine. 

 

Focused Feedback 

 

 
Reinforcement Area/Action: 
(strengths) 

Well-developed lesson.  Lesson differentiated for each groups of 
learners. Review/summary and connection to prior learning included. 
Assessment sheets developed for documentation of observations 
(student progress monitoring). Effective use of pre-correction for 
behavioral expectations during small group work. 

 
 
 
 

 
Refinement Area/Action: 

(areas for improvement) 

Element II.2.D. – High Expectations which is defined as “Effectively 
models and reinforces ways that student can master challenging 
material through effective effort, rather than having to depend on 
innate ability.” 
I see this element as what a teacher says or does to reinforce student 
persistence rather than their intelligence. What do we do as teachers to 
encourage perseverance, to celebrate progress, to provide feedback 
that describes student growth not just the final product? This is often 
referred to as the “Growth Mindset”. 
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CAP Observation Form – Sample Unannounced 

 
Name:   Courtney C Date: 

 
 

Observation #: _2   
 

Type (Announced/Unannounced): Unannounced 
 

 

Observed By: 
 

Supervising Practitioner 

 
 

 
Focus Elements: 

  1.A.4: Well Structured Lessons 
(#1 Announced, #1 Unannounced) 

 2.B.1 Safe Learning Environment 
( #1 Unannounced) 

 

 

X 
1.B.2: Adjustments to Practice 
(#2 Announced, #2 Unannounced) 

 

X 
2.D.2 High Expectations 
(#1 Announced) 

 2.A.3: Meeting Diverse Needs 
(#2 Announced) 

 
 

4.A.1 Reflective Practice 

 

Date of Lesson: 
 

Fri. April 29, 2016 
 

Time (start/end): 
9:45 AM- 10:45 AM  

Content Topic/Lesson Objective:  ELA- Grade 1: Students will learn and create words with the suffixes –ly 
and –ful. 

   

Whole Group 
 

X 
 

Small Group 
  

One-on-One 
  

Other 
 

 

Active Evidence Collection occurred during the observation and is synthesized and categorized 
below. 

 

Element Evidence 
 

1.A.4 
 

 

 
 
 
 
 
 

1.B.2 

Prior to Courtney’s takeover, ELA groups were adjusted after discussion between 
Courtney and me using both formal and informal assessments. Courtney adjusted her 
lesson appropriately. She provided extra support to the below level group by utilizing 
pictures and guiding questions in order for those students to identify words with the 
suffixes –ly and –ful. Then for the above level group she wrote on the white board 
challenge words with suffixes –ly and –ful. After the lesson, we discussed and reflected 
about two particular students who she felt could be switched into different groups. I 
agreed with her thought process on the strengths and weaknesses of these two students 
therefore we made the appropriate adjustments. 

 

2.A.3 
 

 

2.B.1 
 

 

 
2.D.2 

Courtney made a great conscientious effort to praise students by focusing on their effort as 

opposed to the outcome of their answer. Whether they were correct or incorrect she 

complimented them on their specific hard work they had used to reach their conclusion. I 

heard her say things like “I noticed you…..” or “(Name) worked really hard when…….” I 

observed her using both modeling techniques, to support those students who needed extra 

guidance, and reinforcement techniques to help those students master challenging 

material.worked really hard when…….” I observed her using both modeling techniques, to 

support those students who needed extra guidance, and reinforcement techniques to help 

those students master challenging material. 
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4.A.1 
 

 

Focused Feedback 
 

 
 
 
 

Reinforcement Area/Action: 
(strengths) 

Courtney made a great conscientious effort to praise students by focusing on 
their effort as opposed to the outcome of their answer. Whether they were 
correct or incorrect she complimented them on their specific hard work they 
had used to reach their conclusion. I heard her say things like “I noticed 
you…..” or “(Name) worked really hard when…….” I observed her using both 
modeling techniques, to support those students who needed extra guidance, 
and reinforcement 

techniques to help those students master challenging material. 

 
Refinement Area/Action: 

(areas for improvement) 

The area for refinement has been 2.D.2. High Expectations and, as 
stated above, Courtney has embraced the concept of a Growth Mindset and 
now implements strategies to support such thinking in the students. 
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WSU Model Observation Protocol (MOP) 

Modified from the MA DESE (intended as a support for announced observations) See 

the DESE MOP in the Guidelines document for full version. 
 
Remember that the observations are the main evidence for the CAP Rubric evaluations. 

The Model Observation Protocol guides assessors through several steps: 

A.  Before the Observation: prepare and conduct the pre-conference (suggested by 

phone or email) 

B. During the Observation: Actively collect and analyze the  evidence, prepare for the 

post-conference and  identify reinforcement/refinement objectives 

C)  Conduct the post-observation conference 
 
A. Before the Observation (an opportunity for mentoring): 

1.   The TC should submit the lesson plan (the formal WSU lesson plan format) at least 

one-two days in advance to both supervisors for feedback before the lesson is taught.  

Early in the semester, more feedback will be provided to the TC, later 

in the semester, less support should be offered.  Each observation (AO1 and AO2) focuses 

on specific essential elements, but WSU prefers that all 6 elements are addressed in AO1. 

The foci of AO3 can be customized to the needs of the TC. 
 

2.   The following prompts might be addressed in the pre-observation discussion or the 

PS might ask the TC to respond to these prompts when the lesson plan is submitted via 

email: 

 Tell me about the lesson I will observe (beginning, middle and end). 

 What do you expect students to know and be able to do at the end of the 

lesson? What kind of background do the students need to have for this 
lesson? 

 Tell me about any challenges or specific areas of the rubric that you are 

currently working to strengthen. 

 How will you check for student mastery in the lesson? 

 How is the lesson structured for students that may progress at different 

learning rates? 

 Is there anything else you would like me to know before the lesson? 
 

3.   Highlight specific goals the supervisors have for this observation. E.g. refer back to 

an element that needed improvement from a previous observation or from the CAP 

rubric. Say something positive about looking forward the observation. 
 
B. During the Observation: Both supervisors should observe the lesson. The “assessors” 

goal is to actively collect evidence. Active evidence collection captures both teacher and 

student behavior/actions; it does not include making judgments or inferences during the 

observation; this occurs after when the assessors analyze and synthesize the evidence. 

Evidence should reflect exactly what happened in the classroom. (SB uses a laptop to 

scribe notes-this saves time when constructing the observation form narratives.) 
 
C. After the Observation: There are 2 phases to the post-observation feedback to the TC: 

1.   Immediately after the observation, ask the TC (who should be free to meet) to 

scribe his/her reflections in writing: What went well?  What would be done 
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differently if taught again? These notes will help to construct the required formal CAP written 

reflection. Ask the TC to report his/her reflections. Both supervisors can then provide immediate 

impressions (or only those of the PS if the SP is not available).  Do NOT say everything that was 

weak, begin with what went well and then provide one or two comments about what could be 

improved on. 
 

2.   Next, the PS should use the observation notes to construct the written AO form/evidence chart. 

All 6 elements should be considered and described for AO1. (The SP is not responsible for drafting 

this evidence in writing but some SP’s want to do this.) 

 Use the CAP rubric indicators as you construct the form (This written evidence 

can be pasted into the CAP rubric narratives later.) 

 Not every piece of observed evidence needs to be in the evidence chart. 

 Evidence may demonstrate that one or more of the dimensions (Quality, Consistency, 

Scope) of an element are being met OR that performance is not yet at the expected threshold. 

 Evidence statements should not simply reiterate or restate the performance descriptors 

present in the CAP Rubric; the evidence should explain what 

happened in the observation that shows/does not show that a skill has been demonstrated. Focus on 

quality first, then scope and consistency. 

 After categorizing evidence according to the elements, identify 1 or 2 specific areas of 

strength (reinforcement) and 1 or 2 areas for improvement 

(refinement). Select refinement topics around which you are prepared to provide specific support 

and focus them in areas that will provide for 

maximum progress for teaching practice. 
 

3.   Forward the draft of the Observation form/evidence chart to the SP electronically to save a trip to 

the school.   S/he should suggest any ideas for revision to the PS before the form is sent to the TC. 

This process is considered “calibration.” Once calibrated, send the form to the TC, this will save time 

in the post-observation conference. 
 

4.   Schedule and conduct the post observation conference. It might be combined with a three-way 

meeting and CAP rubric discussion. The discussion might begin 

again with the candidate’s reflections. Then outline the areas of strength and then transition to the 

areas of improvement while focusing on two or more of the 6 elements. While discussing, share 

evidence from the observation itself. Make sure the SP has time to share ideas and leave time for 

questions. 
 

5.   Make plans for the next observation. (Typically an unannounced observation follows an 

announced observation. The SP is responsible for drafting the evidence chart for the UO’s. PS’s may 

or may not attend unannounced observations but the SP should send the evidence chart to the PS.) 

This language can be pasted into the formative and summative CAP rubric and report. 
 

6.   The TC should have completed the formal CAP reflection and submitted it to both supervisors 

electronically. 
 

  



47 

 
 

  
 

Candidate Self-Reflection Form 

Directions: Following an announced or an unannounced observation, please use the form below to reflect on the lesson. 

Submit the form to your Supervising Practitioner/Program Supervisor within 24 hours of the observation.  

Observation Details  

Name  

Date:  Time (start/end):   

Content Topic/  

Lesson Objective: 
 

Type of Observation: Observed by: 

 
 

Announced  
 

Unannounced  
 

Supervising 

Practitioner 
 

 

Program 

Supervisor 

 

Reflection Prompt: What do you think went particularly well? How did this strength impact your students’ learning? 

 

 

Reflection Prompt: If you could teach this lesson again, is there anything you would do differently? How would this have 

impacted your students’ learning? 

 

 

Essential Element 

Evidence: Where possible, provide one piece of evidence that you believe 

demonstrates your performance relative to the Quality, Consistency or 

Scope of each element.  

1.A.4: Well-Structured Lessons  

1.B.2: Adjustments to Practice  

2.A.3: Meeting Diverse Needs  

2.B.1: Safe Learning Environment  

2.D.2: High Expectations  
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Candidate Self-Reflection Form - Sample 
Directions: Following an announced or an unannounced observation, please use the form below to reflect on the 

lesson. Submit the form to your Supervising Practitioner/Program Supervisor within 24 hours of the observation.  

 

Observation Details  

Date: Tuesday, February 23, 2016 Time (start/end):  9:45 AM – 10:45 AM 

Content Topic/  

Lesson Objective: 

ELA- Grade 1: Review r-controlled ir, er, ur words and contractions / Students will pronounce 

and decode r-controlled ir, er, ur words and contractions while reading leveled readers. 

Type of Observation: Observed by: 

X 
 

Announced  
 

Unannounced  
 

Supervising 

Practitioner 
X 

 

Program Supervisor 

 

Reflection Prompt: What do you think went particularly well? How did this strength impact your students’ learning? 

I believe my lesson plan and assessment went very well. Since my lesson plan was very thought out and organized for each 

group, I was able to confidently carry out my plan. I feel as though by including my questioning about what an active reader 

and listener looks and sounds like in the introduction proved to be effective during the lesson. Since students told me answers 

and showed examples of what an active reader and listener looks and sounds like, there were fewer distractions and most 

students seemed to be on task. I also believe I did well managing students who did seem to become side tracked. When a 

student was playing with their watch or pencil, I took it and put it behind me without distracting other students. When I 

noticed a student still had not flipped to the correct page, I asked the student if they needed help. The student did want help 

and I guided that student to the correct page. If a student seemed to be looking off, I would tap my finger where their eyes 

should be to re-focus them. These small and discrete gestures were done to keep students on task and focused. There was one 

instance where I had to ask the reader to pause at the teacher table, and ask students who were at the rug to show me what 

partner reading should look like. I also was able to make adjustments on the spot. The first group went as planned. The 

second group I held a little longer so they could finish their book, but I didn’t keep them to complete the comprehension 

questions as I listed in the lesson plan. The third group was able to complete the book and a couple of the questions. For the 

fourth group, because of time, they were on able to read the story once, but not twice like the lesson plan stated. Overall, I 

believe my strengths were my lesson plan itself, my classroom management skills at the teacher table, and making 

adjustments to my lesson on the spot. 

 

Reflection Prompt: If you could teach this lesson again, is there anything you would do differently? How would this have 

impacted your students’ learning? 

 

There are many areas I would change for next time. Next time I would include in the introduction what sounds we are 

focusing on in the reading. I could do this by writing ir, er, ur on the white board and ask the students to all make the sound 

those letter pairings make. Then I would say “As we read this story let’s try our very hardest at sounding out these r-

controlled words and contractions.” I would also include a preview for any frequent words that might be new or tricky. For 

example, the below-level green group read a decodable book about a bird named Gert. To introduce this unusual name, and 

reduce the markings on the assessment, I would tell the group “This story is about a baby bird name Gert who is learning to 

fly. Can everyone say Gert?” And wait for students to respond together and help correct any students who still had trouble 

reciting the name back. Also for the below-level group, the green group, I would model reading a page myself. When I read, I 

would stumble on a word and sound out each letter of the word to model what to do when a reader comes across a new or 

difficult word. Instead of using language such as “Good job” or “Very good,” next time I would think carefully about my 

reinforcing language and be specific. I could replace these phrases by saying “I noticed you took your time reading that page” 

or “You worked very hard to sound out that word.”  Since I was not able to get to the questions or all of the questions I 

planned on reviewing with each group, next time I would take note of the most essential questions to review. This way, if I 
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was close on time, I could review the essential questions first to check the student’s comprehension of the story. Lastly, I 

would try and encourage more student participation for the next time. To do this I would provide each student a white board 

to write their answers or provide cards to hold up. This was all students participate and feel included. 

 

Essential Element 

Evidence: Where possible, provide one piece of evidence that you believe 

demonstrates your performance relative to the quality, consistency or scope of 

each element.  

1.A.4: Well-Structured Lessons 

My lesson was well-organized. The introduction included a preview of the 

cover and title and inference about what the book will be about and how it will 

connect to the essential question on the concept map. Students took turns 

reading pages to practice r-controlled er,ir,ur words and contractions.  All 

groups connected the book to the concept map as a closure. 

1.B.2: Adjustments to Practice 

Using the assessments, I noticed the yellow group has mastered r-controlled 

words and contractions but needs more practice with fact and opinion 

comprehension questions. I noticed Nick struggled to pronounce many words 

in the blue group book, so there could be a possibility this group is too 

advanced for his reading level. Most of the red group struggled with the r-

controlled words and may need a small group review. The green group is still 

sounding out almost every sight word, with continued intervention, decodable 

book and sight word practice is needed to continue progressing. 

2.A.3: Meeting Diverse Needs 

Each group is based on their DIEBLS scores. There is the blue group which is 

above level, the yellow group and red group which are on level, and the green 

group which is below level. Each group has a different leveled reader or 

decodable book that best fits their reading level. Each group is assessed 

differently. The higher level group is assessed on mastery of r-controlled words 

and contractions and comprehension. The on level groups are assessed on r-

controlled words and contractions and a few comprehension questions. The 

below level group is assessed on sounding out r-controlled words and 

contractions only. 

2.B.1: Safe Learning Environment 

To provide a safe learning environment I asked students to show me what an 

active listener and reader looks and sounds like. The students and I came up 

with basic ideas such as: don’t talk when someone else is talking, put your 

finger on the text, keep your book flat on the table, listen when someone else is 

talking, use a loud clear voice when talking, and if a friend is having difficulty 

sounding out a word, it is the teacher’s job to help that friend.  This decreased 

student disruption and kept most students on task. If a student was not on task I 

would point to where their eyes and finger should be. Next time I will use 

another discrete hand or eye signal for students who keep losing track or 

speaking out to minimize disruption for management during the reading.   

2.D.2: High Expectations  
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Formative Assessment Form 

I.A.4: Well-Structured Lessons 

I-A-4. 

Well-
Structured 
Lessons 

Unsatisfactory Needs Improvement Proficient Exemplary 

Develops lessons with 
inappropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and/or 
grouping for the 
intended outcome or for 
the students in the class. 

Develops lessons with 
only some elements of 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and grouping. 

Develops well-
structured lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping. 

Develops well-
structured and 
highly engaging 
lessons with 
challenging, 
measurable 
objectives and 
appropriate 
student 
engagement 
strategies, pacing, 
sequence, 
activities, 
materials, 
resources, 
technologies, and 
grouping to attend 
to every student’s 
needs. Is able to 
model this 
element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

Name:  Date:  
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Formative Assessment Form 

I.B.2: Adjustment to Practice 

I-B-2. 

Adjustment to 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Makes few 
adjustments to 
practice based on 
formal and informal 
assessments.  

May organize and 
analyze some 
assessment results 
but only occasionally 
adjusts practice or 
modifies future 
instruction based on 
the findings.  

Organizes and 
analyzes results from 
a variety of 
assessments to 
determine progress 
toward intended 
outcomes and uses 
these findings to 
adjust practice and 
identify and/or 
implement 
appropriate 
differentiated 
interventions and 
enhancements for 
students.  

Organizes and analyzes 
results from a 
comprehensive system of 
assessments to determine 
progress toward intended 
outcomes and frequently 
uses these findings to adjust 
practice and identify and/or 
implement appropriate 
differentiated interventions 
and enhancements for 
individuals and groups of 
students and appropriate 
modifications of lessons and 
units. Is able to model this 
element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

 

Name:  Date:  
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Formative Assessment Form 

II.A.3: Meeting Diverse Needs 

II-A-3. 

Meeting 
Diverse 
Needs 

Unsatisfactory Needs Improvement Proficient Exemplary 

Uses limited and/or 
inappropriate practices 
to accommodate 
differences. 

May use some 
appropriate practices to 
accommodate 
differences, but fails to 
address an adequate 
range of differences.  

Uses appropriate 
practices, including 
tiered instruction and 
scaffolds, to 
accommodate 
differences in learning 
styles, needs, interests, 
and levels of readiness, 
including those of 
students with 
disabilities and English 
learners. 

Uses a varied repertoire 
of practices to create 
structured 
opportunities for each 
student to meet or 
exceed state 
standards/local 
curriculum and 
behavioral 
expectations. Is able to 
model this element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

 

Name:  Date:  
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Formative Assessment Form 

II.B.1:  Safe Learning Environment  

II-B-1. 

Safe Learning 
Environment 

Unsatisfactory Needs Improvement Proficient Exemplary 

Maintains a 
physical 
environment that is 
unsafe or does not 
support student 
learning. Uses 
inappropriate or 
ineffective rituals, 
routines, and/or 
responses to 
reinforce positive 
behavior or 
respond to 
behaviors that 
interfere with 
students’ learning. 

May create and 
maintain a safe 
physical environment 
but inconsistently 
maintains rituals, 
routines, and 
responses needed to 
prevent and/or stop 
behaviors that 
interfere with all 
students’ learning. 

Uses rituals, routines, 
and appropriate 
responses that create 
and maintain a safe 
physical and intellectual 
environment where 
students take academic 
risks and most 
behaviors that interfere 
with learning are 
prevented.  

Uses rituals, routines, 
and proactive responses 
that create and maintain 
a safe physical and 
intellectual environment 
where students take 
academic risks and play 
an active role—
individually and 
collectively—in 
preventing behaviors 
that interfere with 
learning. Is able to model 
this element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

Name:  Date:  
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Formative Assessment Form 

II.D.2:  High Expectations   

II-D-2. 

High 
Expectations 

Unsatisfactory Needs Improvement Proficient Exemplary 

Gives up on some 
students or 
communicates that 
some cannot master 
challenging material. 

May tell students that 
the subject or 
assignment is 
challenging and that 
they need to work hard 
but does little to 
counteract student 
misconceptions about 
innate ability.  

Effectively models and 
reinforces ways that 
students can master 
challenging material 
through effective effort, 
rather than having to 
depend on innate ability. 

Effectively models 
and reinforces ways 
that students can 
consistently master 
challenging material 
through effective 
effort. Successfully 
challenges students’ 
misconceptions 
about innate ability. 
Is able to model this 
element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

 

Name:  Date:  
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Formative Assessment Form 

IV.A.1:  Reflective Practice    

IV-A-1. 

Reflective 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Demonstrates limited 
reflection on practice 
and/or use of insights 
gained to improve 
practice.  

May reflect on the 
effectiveness of 
lessons/ units and 
interactions with 
students but not with 
colleagues and/or 
rarely uses insights to 
improve practice. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues, and uses 
insights gained to 
improve practice and 
student learning. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues; and uses 
and shares with 
colleagues, insights 
gained to improve 
practice and student 
learning. Is able to 
model this element. 

Quality   *  

Scope  *   

Consistency  *   

 

Evidence: 

 

Name:  Date:  
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Formative Assessment Form 

Formative Assessment – Calibration  

Summary of Ratings 

Element Quality Scope Consistency 
Readiness Thresholds Met? 
(Y/N) 

1.A.4:  Well-Structured 
Lessons 

    

1.B.2:  Adjustment to 
Practice 

    

2.A.3:  Meeting Diverse 
Needs 

    

2.B.1:  Safe Learning 
Environment 

    

2.D.2:  High Expectations    
 
 

4.A.1:  Reflective Practice    
 
 

 

 

 

 

Name:  Date:  

Reinforcement Area 

 

 

1.A.4: Well Structured Lessons  

 

2.B.1 Safe Learning Environment 

 

 

1.B.2: Adjustments to Practice  

 

2.D.2 High Expectations 

 

 

2.A.3: Meeting Diverse Needs  

 

4.A.1 Reflective Practice 

 

  

 
 
 
Refinement Area 
 
 
 
 
 
 

Suggestions for Candidate 
 
 
 
 
 
 
 
 

 

 

1.A.4: Well Structured Lessons  

 

2.B.1 Safe Learning Environment 

 

 

1.B.2: Adjustments to Practice  

 

2.D.2 High Expectations 

 

 

2.A.3: Meeting Diverse Needs  

 

4.A.1 Reflective Practice 
 



  

57 

Formative Assessment Form - Sample 
 

I.A.4: Well-Structured Lessons 

I-A-4. 

Well-
Structured 
Lessons 

Unsatisfactory Needs Improvement Proficient Exemplary 

Develops lessons with 
inappropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and/or 
grouping for the intended 
outcome or for the 
students in the class. 

Develops lessons with 
only some elements of 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, and 
grouping. 

Develops well-structured 
lessons with challenging, 
measurable objectives 
and appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping. 

Develops well-
structured and highly 
engaging lessons with 
challenging, 
measurable objectives 
and appropriate 
student engagement 
strategies, pacing, 
sequence, activities, 
materials, resources, 
technologies, and 
grouping to attend to 
every student’s needs. 
Is able to model this 
element. 

Quality   *P  

Scope  * P  

Consistency  * P  

 

Evidence: 

Sue ’s lessons have been designed with measurable objectives based upon the MA Frameworks for first grade.  

Sue  has considered the needs of the students in the classroom which is evidenced by her differentiated planning 

for small group learning activities.  She has successfully planned for teacher directed/facilitated group work at 

the teacher table as well as managed small group work at centers designed to provide additional practice of skills 

previously taught.  Technology has been incorporated in her lessons as appropriate (video and white board use 

during the math lesson).  Her use of questioning, hand signals (thumbs up), individual white boards, etc. has 

supported student engagement.  Sue  was mindful about including all students when questioning within the 

whole group introduction to the math lesson. 

 

  

Name: Sue Smith Date:  
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I.B.2: Adjustment to Practice 

I-B-2. 

Adjustment to 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Makes few 
adjustments to 
practice based on 
formal and informal 
assessments.  

May organize and 
analyze some 
assessment results but 
only occasionally 
adjusts practice or 
modifies future 
instruction based on 
the findings.  

 

 

 

 

 

Organizes and analyzes 
results from a variety 
of assessments to 
determine progress 
toward intended 
outcomes and uses 
these findings to adjust 
practice and identify 
and/or implement 
appropriate 
differentiated 
interventions and 
enhancements for 
students.  

Organizes and analyzes 
results from a 
comprehensive system of 
assessments to determine 
progress toward intended 
outcomes and frequently 
uses these findings to adjust 
practice and identify and/or 
implement appropriate 
differentiated interventions 
and enhancements for 
individuals and groups of 
students and appropriate 
modifications of lessons and 
units. Is able to model this 
element. 

Quality   *P  

Scope  *NI   

Consistency  *NI   

 

Evidence: 

Sue  is working hard to implement appropriate differentiated interventions and/or enhancements for students 

based on her observations during instruction as well as from prior assessments.  Sue  has differentiated groups 

based on assessment and is now moving toward differentiation within these groups for the individual learners.  

Her lesson reflections show her development in this area and can be seen in her ongoing lesson planning.   

 

Name: Sue Smith Date:  
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II.A.3: Meeting Diverse Needs 

II-A-3. 

Meeting 
Diverse 
Needs 

Unsatisfactory Needs Improvement Proficient Exemplary 

Uses limited and/or 
inappropriate practices 
to accommodate 
differences. 

May use some 
appropriate practices 
to accommodate 
differences, but fails to 
address an adequate 
range of differences.  

Uses appropriate practices, 
including tiered instruction 
and scaffolds, to 
accommodate differences 
in learning styles, needs, 
interests, and levels of 
readiness, including those 
of students with disabilities 
and English learners. 

Uses a varied 
repertoire of practices 
to create structured 
opportunities for each 
student to meet or 
exceed state 
standards/local 
curriculum and 
behavioral 
expectations. Is able to 
model this element. 

Quality   *P  

Scope  * P  

Consistency  * P  

 

Evidence: 

Sue ’s math lesson introduction began with students in a large group.  During the whole group segment, she 

utilized a video and a white board.  Sue  also employed engagement strategies such as questioning and student 

hand signals.  The students then transitioned to small group work.  The “teacher work table” was teacher led 

and the activities were designed to accommodate differences in learning and levels of readiness.  The activities 

in other centers around the room were designed to provide practice of already introduced skills.  Sue  was 

aware of the “happenings” in all of the centers.  Students were engaged in the activities (only one teacher 

reminder was needed).  Sue  continues to develop strategies to support differences in levels of readiness and 

needs. 

 

  

Name: Sue Smith Date:  
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II.B.1:  Safe Learning Environment  

II-B-1. 

Safe Learning 
Environment 

Unsatisfactory Needs Improvement Proficient Exemplary 

Maintains a physical 
environment that is 
unsafe or does not 
support student 
learning. Uses 
inappropriate or 
ineffective rituals, 
routines, and/or 
responses to reinforce 
positive behavior or 
respond to behaviors 
that interfere with 
students’ learning. 

May create and 
maintain a safe 
physical environment 
but inconsistently 
maintains rituals, 
routines, and 
responses needed to 
prevent and/or stop 
behaviors that 
interfere with all 
students’ learning. 

Uses rituals, routines, 
and appropriate 
responses that create 
and maintain a safe 
physical and intellectual 
environment where 
students take academic 
risks and most 
behaviors that interfere 
with learning are 
prevented.  

Uses rituals, 
routines, and 
proactive responses 
that create and 
maintain a safe 
physical and 
intellectual 
environment where 
students take 
academic risks and 
play an active role—
individually and 
collectively—in 
preventing behaviors 
that interfere with 
learning. Is able to 
model this element. 

Quality   *P  

Scope  * P  

Consistency  * P  

 

Evidence: 

Sue  has successfully incorporated and employs the rituals and routines that create a safe physical and 

intellectual environment in this classroom.  Sue  begins her small group teacher-led activities with a review of 

expectations for participation and behavior.  She developed these basic ideas with the students and then uses 

questions such as “what does an active listener and reader look like” to remind them.  Because of this, few 

behaviors that interfere with learning have been observed.  Center “work” and expectations are also reviewed 

prior to transitioning from whole group to small group work. 

  

Name: Sue Smith Date:  
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II.D.2:  High Expectations   

II-D-2. 

High 
Expectations 

Unsatisfactory Needs Improvement Proficient Exemplary 

Gives up on some 
students or 
communicates that 
some cannot master 
challenging material. 

May tell students that 
the subject or 
assignment is 
challenging and that 
they need to work hard 
but does little to 
counteract student 
misconceptions about 
innate ability.  

Effectively models and 
reinforces ways that 
students can master 
challenging material 
through effective effort, 
rather than having to 
depend on innate ability. 

Effectively models and 
reinforces ways that 
students can 
consistently master 
challenging material 
through effective effort. 
Successfully challenges 
students’ 
misconceptions about 
innate ability. Is able to 
model this element. 

Quality   *P  

Scope  * P  

Consistency  *NI   

Evidence: 

Sue  addresses students in a respectful manner and demonstrates a calm demeanor.   

We discussed the idea of a “Growth Mindset” and Sue  has endeavored to incorporate this way of thinking into 
her teaching repertoire.  She has become more aware of the language she uses when addressing and responding 
to students.  She encourages perseverance and has incorporated language such as “Can you explain” or “Show me 
your thinking (asking students to draw counters)” rather than responding that the student is wrong.   Examples of 
language used include “I noticed you used subtraction but the problem asked for addition.  Can you turn that 
around?” and “How did you figure that out?  Let’s check our thinking.” 

Sue ’s expectations of students were reinforced through the concept of a Growth Mindset versus a Fixed Mindset. 
She validated student’s responses whether correct or incorrect by providing encouraging feedback based on the 
effort put forth by those students. 

 

  

Name: Sue Smith Date:  
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IV.A.1:  Reflective Practice    

IV-A-1. 

Reflective 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Demonstrates limited 
reflection on practice 
and/or use of insights 
gained to improve 
practice.  

May reflect on the 
effectiveness of 
lessons/ units and 
interactions with 
students but not with 
colleagues and/or 
rarely uses insights to 
improve practice. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues, and uses 
insights gained to 
improve practice and 
student learning. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues; and uses 
and shares with 
colleagues, insights 
gained to improve 
practice and student 
learning. Is able to 
model this element. 

Quality   *P  

Scope  * P  

Consistency  * P  

 

Evidence: 

The ability to reflect critically (not criticize) is an area of strength for Sue  and will serve her well in her learning 

and her future professional practice.  Her oral and written reflections show objectivity and sincere thought.  

Sue  is willing to consider other perspectives and seeks input from both her SP and PS.  She incorporates 

suggestions into her lesson planning and teaching.  She has a “growth mindset”!!! 

Name: Sue Smith Date:  
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Formative Assessment – Calibration 

 

Summary of Ratings 

Element Quality Scope Consistency 
Readiness Thresholds 
Met? (Y/N) 

1.A.4:  Well-Structured 
Lessons 

P P P Y 

1.B.2:  Adjustment to 
Practice 

P NI NI Y 

2.A.3:  Meeting Diverse 
Needs 

P P P Y 

2.B.1:  Safe Learning 
Environment 

P P P Y 

2.D.2:  High Expectations P P NI Y 

4.A.1:  Reflective Practice P P P Y 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name: Sue Smith Date:  

Reinforcement Area 

 

 

1.A.4: Well Structured Lessons  

 

2.B.1 Safe Learning Environment 

X 

 

1.B.2: Adjustments to Practice  

 

2.D.2 High Expectations 

 

 

2.A.3: Meeting Diverse Needs  

 

4.A.1 Reflective Practice 

 

  

 
 
 
Refinement Area 
 
 
 
 

Suggestions for Candidate 
 

 

 

1.A.4: Well Structured Lessons  

 

2.B.1 Safe Learning Environment 

 

 

1.B.2: Adjustments to Practice X 

 

2.D.2 High Expectations 

 

 

2.A.3: Meeting Diverse Needs  

 

4.A.1 Reflective Practice 
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Student Feedback Survey 
 

 

Overview  

The K – 2 discussion prompts represent a subset of items that were piloted with students in Kindergarten, first, and 
second grades during the ESE Model Pilot Survey Project. These items are intended to serve as discussion prompts 
for early elementary teachers to use with their students to collect feedback about their practice. 
 
The following items may be used by teachers in a conversational setting with individual students or small groups of 
students. They are listed in no particular order. A teacher may choose to use them in any way that he/she and 
his/her evaluator deem helpful. Teachers may want to record notes as students respond. 

 
 

K‐2 Discussion Prompts 
 
 

1.   Students help each other to learn. 
 
2.   When asked, I can talk about what I am learning. 
 
3.   When I am stuck, my teacher wants me to try again before she or he helps me. 
 
4.   I have to explain my thinking when I write, answer questions and talk about my work. 
 
5.   When my teacher is talking, he or she asks us if we understand. 
 
6.   After I talk to my teacher, I know how to make my work better. 

 
 

Instructions for Administering 
Districts should work with their K – 2 teachers to determine the best way to administer the discussion prompts – 
whether it is soliciting responses from individual students, small groups of students, or a full class. If a teacher or school 
wants to preserve student confidentiality in the solicitation of verbal feedback, another staff member familiar to the 
students may engage them in responses to these discussion prompts. However, steps must be taken to ensure that 
younger students are clear about the subject (their teacher) of the discussion. 
 
It is important to make students feel comfortable responding to the discussion prompts. Prior to beginning the 
discussion, classroom teachers or proctors should inform students of its purpose. Communicate to students that they 
are having this discussion to help their teacher learn how they feel about being a student their (the teacher’s) class. The 
reason for the discussion is to help their teacher make their class even better. Students should be assured that there 
are no right or wrong answers, and that they should answer honestly. 
 
Students in Grades K – 2 will require guidance and support when engaging in discussion about the prompts. The 
classroom teacher or survey proctor may clarify or rephrase words if a student does not understand. 

 
 
 
 
 
 
 
 
 
 
 
 
 

© 2014 Massachusetts Department of Elementary and Secondary Education. Permission is hereby granted to copy any or all parts of 
this document for non-commercial educational purposes. Please credit the “Massachusetts Department of Elementary and Secondary 
Education.” 
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CAP Student Feedback Survey K-2 

 
Hello CAP candidates, I have rewritten the K-2 prompts to promote discussion for young children and 

as question prompts vs. statements. I hope this helps you. Sb 

 
1.   Prompt: Students help each other to learn. 

Question: Are you able to think of any times when Ms./Mr. X asked the students to help each 

other to learn?  Tell me about it. 
 

2.   Prompt: When asked, I can talk about what I am learning. 

Question: Does Ms./Mr. X ask you to talk about what you are learning?  Can you tell me about 

when s/he asked you to talk about what you are learning? 

 
3.   Prompt: When I am stuck, my teacher wants me to try again before she or he helps me. 

Question: Does Ms./Mr. X ask you to try again to do something hard before s/he helps you? 

Tell me about a time when s/he did this. 

 
4.   Prompt: I have to explain my thinking when I write, answer questions and talk about my work. 

Questions: Does Mr./Ms. X ask you to explain what you are thinking about when you write? 

Does Mr./Ms. X ask you to explain what you were thinking about when you answer 

questions? 

Does Mr./Ms. X ask you to explain what you were thinking about when you talk about your 

work? 

 
5.   Prompt: When my teacher is talking, s/he asks if we understand. 

Question:  When Ms./Mr. X talks to the class, does she ask if you understand what s/he is 

talking about? Does s/he do this all of the time, most of the time or some of the time? 

 

6.   Prompt: After I talk to my teacher, I know how to make my work better. 

Question:  Does Mr./Ms. X help you to make your work better. Tell how s/he does this. 
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Optional: If you have any additional feedback for your teacher, please share it here. 

 

Grades 3-5: Mini-Form Standard I and II 
 
 
 

Name of teacher:    Date:    

Directions: Read each statement and then choose  one answer choice that you think fits best. There are 

no right or wrong answers.  Your teacher will use your class’s answers to better understand what it’s like to 

be a student in this class. Your teacher will not 

see your individual answers. 
 

 

Strongly 

Agree 

Strongly 
Agree Disagree Disagree 

 

1. In this class, students help each other to learn. 

2. When we can’t figure something out,  

 my teacher gives us other activities to  

 help us understand. 
 

3. My teacher uses our mistakes as a 

 chance for us all to learn. 

 

4. I can show my learning in many ways 

  (e.g., writing, graphs, pictures). 
 

5. I can do more challenging work when I 

 am waiting for other students to finish. 

 

6. 
When we read in class, I can think of 

 several possible answers to my teacher's 

 questions. 
 

7. My teacher helps students make better 

 choices when they are misbehaving. 
 

8. My teacher asks us to share what we have 

 learned in a lesson. 

9. My teacher uses things that interest me to 

 explain hard ideas. 

 
10. My teacher lets me teach other 

 students how I solved a problem. 
 

 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○
 

 
 
 
 
© 2015 Massachusetts Department of Elementary and Secondary Education. Permission is hereby granted to copy any or all parts oftQi 

document  for non-commercial educational purposes. Please credit the "Massachusetts Department  of Elementary  and Secondary  Educafion." 
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Grades 6-12: Mini-Form Standard I and II 
 
 
 

Name of teacher:    Date:    

Directions: Read each statement and then choose  one answer choice that you think fits best. 

There are no right or wrong answers.  Your teacher will use your class’s answers to better 

understand what it’s like to be a student in this class. Your teacher will not 

see your individual answers. 
 

 

Strongly 

Agree 

Strongly 
Agree Disagree Disagree 

 

1. My teacher demonstrates that mistakes are 

 a part of learning. 
2. My teacher asks us to summarize what we 

 have learned in a lesson. 

3. 
My teacher uses open-ended questions that 

 enable me to think of multiple 

 possible answers. 

 

4. 
If I finish my work early in class, my teacher 

 has me do more challenging work. 
 
 

5. In this class, students work together to help 

 each other learn difficult content. 

 

6. In this class, students are asked to 

 teach (or model) to other classmates a 

 part or whole lesson. 
 
7. Our class stays on task and does not 

 waste time. 

8. 
During a lesson, my teacher is quick to 

 change how he or she teaches if the 

 class does not understand (e.g., switch from 

 using written explanations to using diagrams). 

 

9. I can show my learning in many ways 

 (e.g., writing, graphs, pictures) in this 
 class. 

 

10. 
In this class, students are allowed to work on 

 assignments that interest them 
 personally. 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 
 

○ ○ ○ ○ 
 
 
 
 
 

○ ○ ○ ○ 
 

 

○ ○ ○ ○ 

 

 
 
© 2015 Massachusetts Department of Elementary and Secondary Education. Permission is hereby granted to copy any or all parts of th4is1 
document for non-commercial educational purposes. Please credit the “Massachusetts Department of Elementary and Secondary Education.” 
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Optional: If you have any additional feedback for your teacher, please share it here. 

 

Grades 6-12:Mini-Form Standard I and II 

•ASSAC...USITTS OU•A•t•I"T  OF 

ELEMENTARY ANDSECONDARY 

EDUCATION 
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Student Feedback Survey Summary 
 

Student Name: MOVP 348   S17 

9th-12th Grade (32 Students) 
Summary Data: 

Analysis: 

The top three ESE Model Student Feedback Survey questions in which I was rated highest on by 

my students are as followed: 

1. Question #19- 97% (31/32) of students responded they strongly agree/agree that “My 

teacher helps us to identify our strengths and shows us how to use them to help us learn”. 

 This result is important based on how it shows that I have developed strong knowledge in 

regards to my students’ learning abilities through various means of formative assessment. 

2. Question #9- 94% (30/32) of students responded they strongly agree/agree that “After I get 

feedback from my teacher, I know how to make my work better”. 

 This result is important because it shows that the skill specific feedback in which I provide to 

students when they are engaged in content helps to improve their learning. 

3. Question #4- 91% (29/32) of students responded they strongly agree/agree that “My teacher 

asks me to improve my work when he or she knows I can do better”. 

 This result is important in light of how it illustrates that I have held student’s accountable for 

achieving high performance standards through my feedback to them.  

 
The top three ESE Model Student Feedback Survey questions in which I was rated lowest on by 

my students are as followed: 

41%

54%

4% 1%

Summary of Student Feedback Survey Data

Stongly Agree

Agree

Disagree

Strongly Disagree



 

70 

1. Question #7- 75% (24/32) of students responded they strongly agree/agree that “In this 

class, students review each other’s work and provide each other with helpful advice on how 

to improve”. 

 This result is important since it highlights that I need to do a better job of utilizing different 

teaching styles within my instruction by offering students the chance to provide peer feedback in 

an effort to increase one another’s learning.  

2. Question #17- 78% (25/32) of students responded they strongly agree/agree that “I use 

evidence to explain my thinking when I write, present my work, and answer questions”. 

 This result is important in regards to signifying that I must create different means of assessment 

to more effectively relate my teaching with students’ learning styles.    

3. Question #3- 81% (26/32) of students responded they strongly agree/agree that “Students 

push each other to do better work in this class”. 

 This result is important in that it delineates I have to express to students that they are constantly 

being assessed on achieving the performance objectives attached to my lessons. 
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Impact on Student Learning – Sample 
(No CAP form is provided for this.) 

To assess my impact on student learning I taught topic 13 in the math curriculum which 

was about money and then gave the students the test at the end of it. The test focused on 

counting groups of coins, recognizing which coins had the greatest and least value, finding 

different ways to make a specific amount of money, and seeing what toys could be bought for a 

specific amount of money. Lessons focused on the concepts on the final test. The lessons were 

taught using the program Envision Math which comes with worksheets and videos for each 

lesson. Before taking the topic 13 test, I reviewed all concepts by having students use erasable 

white boards to practice test-like questions. When the test was given out, the lower leveled 

students came to teacher-table so the directions could be read to them while the higher leveled 

students stayed at their desks.  

Overall the students did well on the test. The students had practiced many times how to 

count a group a group of coins and felt comfortable with the name and value of each coin. 

There was one part of the test where almost every student was confused at including a few 

students who rarely ever get a question wrong. The question was, “Jonah needs 35 cents. Find 

all the ways he can make 35 cents. Circle the way that uses the fewest number of coins.” It 

included a table that had column headings, “Quarter, dime, nickel, penny, and total amount.” 

The students had to put numbers under the columns to equal 35 cents. For example, one of the 

ways would be one quarter and one dime. The students were able to come up with one or two 

different ways to make 35 cents but they had a lot of trouble trying to get all the different ways. 

I think the students had trouble with this because of the way this skill was assessed. I must not 

have been clear when explaining how to do it and I do not think enough time was spent on it 

before the test. Next time I would make sure to practice something more than just once and 

make sure the students understand the concept before having them take the test. Except for that 

one question, I think I made a positive impact on every student’s learning and understanding of 

the different coins and their values.  
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Summative Assessment Form - Sample 

I.A.4: Well-Structured Lessons 

I-A-4. 

Well-
Structured 
Lessons 

Unsatisfactory Needs Improvement Proficient Exemplary 

Develops lessons with 
inappropriate student 
engagement 
strategies, pacing, 
sequence, activities, 
materials, resources, 
and/or grouping for 
the intended outcome 
or for the students in 
the class. 

Develops lessons with 
only some elements of 
appropriate student 
engagement 
strategies, pacing, 
sequence, activities, 
materials, resources, 
and grouping. 

Develops well-
structured lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping. 

Develops well-
structured and highly 
engaging lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping to attend 
to every student’s 
needs. Is able to model 
this element. 

Quality   *  

Scope  *   

Consistency  *   

Evidence:  

 

Name:  Date:  
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Summative Assessment Form 

I.B.2: Adjustment to Practice 

I-B-2. 

Adjustment to 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Makes few 
adjustments to 
practice based on 
formal and 
informal 
assessments.  

May organize and 
analyze some 
assessment results 
but only 
occasionally adjusts 
practice or modifies 
future instruction 
based on the 
findings.  

Organizes and analyzes 
results from a variety of 
assessments to 
determine progress 
toward intended 
outcomes and uses these 
findings to adjust 
practice and identify 
and/or implement 
appropriate 
differentiated 
interventions and 
enhancements for 
students.  

Organizes and analyzes 
results from a 
comprehensive system of 
assessments to determine 
progress toward intended 
outcomes and frequently 
uses these findings to adjust 
practice and identify and/or 
implement appropriate 
differentiated interventions 
and enhancements for 
individuals and groups of 
students and appropriate 
modifications of lessons and 
units. Is able to model this 
element. 

Quality   *  

Scope  *   

Consistency  *   

Evidence:  

Name:  Date:  
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Summative Assessment Form 

II.A.3: Meeting Diverse Needs 

II-A-3. 

Meeting 
Diverse 
Needs 

Unsatisfactory Needs Improvement Proficient Exemplary 

Uses limited and/or 
inappropriate practices 
to accommodate 
differences. 

May use some 
appropriate practices to 
accommodate 
differences, but fails to 
address an adequate 
range of differences.  

Uses appropriate 
practices, including 
tiered instruction and 
scaffolds, to 
accommodate 
differences in learning 
styles, needs, interests, 
and levels of readiness, 
including those of 
students with 
disabilities and English 
learners. 

Uses a varied repertoire 
of practices to create 
structured 
opportunities for each 
student to meet or 
exceed state 
standards/local 
curriculum and 
behavioral 
expectations. Is able to 
model this element. 

Quality   *  

Scope  *   

Consistency  *   

Evidence:  

 

 

Name:  Date:  
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Summative Assessment Form 

II.B.1:  Safe Learning Environment  

II-B-1. 

Safe Learning 
Environment 

Unsatisfactory Needs Improvement Proficient Exemplary 

Maintains a physical 
environment that is 
unsafe or does not 
support student 
learning. Uses 
inappropriate or 
ineffective rituals, 
routines, and/or 
responses to reinforce 
positive behavior or 
respond to behaviors 
that interfere with 
students’ learning. 

May create and 
maintain a safe 
physical 
environment but 
inconsistently 
maintains rituals, 
routines, and 
responses needed to 
prevent and/or stop 
behaviors that 
interfere with all 
students’ learning. 

Uses rituals, routines, 
and appropriate 
responses that create 
and maintain a safe 
physical and 
intellectual 
environment where 
students take 
academic risks and 
most behaviors that 
interfere with learning 
are prevented.  

Uses rituals, routines, and 
proactive responses that 
create and maintain a safe 
physical and intellectual 
environment where 
students take academic 
risks and play an active 
role—individually and 
collectively—in preventing 
behaviors that interfere 
with learning. Is able to 
model this element. 

Quality   *  

Scope  *   

Consistency  *   

Evidence:  

 

Name:  Date:  
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Summative Assessment Form 

II.D.2:  High Expectations   

II-D-2. 

High 
Expectations 

Unsatisfactory Needs Improvement Proficient Exemplary 

Gives up on some 
students or 
communicates that 
some cannot master 
challenging material. 

May tell students that 
the subject or 
assignment is 
challenging and that 
they need to work hard 
but does little to 
counteract student 
misconceptions about 
innate ability.  

Effectively models 
and reinforces ways 
that students can 
master challenging 
material through 
effective effort, 
rather than having to 
depend on innate 
ability. 

Effectively models 
and reinforces ways 
that students can 
consistently master 
challenging material 
through effective 
effort. Successfully 
challenges students’ 
misconceptions 
about innate ability. 
Is able to model this 
element. 

Quality   *  

Scope  *   

Consistency  *   

Evidence:  

 

Name:  Date:  
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Summative Assessment Form 

IV.A.1:  Reflective Practice    

IV-A-1. 

Reflective 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Demonstrates limited 
reflection on practice 
and/or use of insights 
gained to improve 
practice.  

May reflect on the 
effectiveness of 
lessons/ units and 
interactions with 
students but not with 
colleagues and/or 
rarely uses insights to 
improve practice. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues, and uses 
insights gained to 
improve practice and 
student learning. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues; and uses 
and shares with 
colleagues, insights 
gained to improve 
practice and student 
learning. Is able to 
model this element. 

Quality   *p  

Scope  * p  

Consistency  * p  

 

Evidence:  

Summative Assessment – Calibration  

Summary of Ratings 

Element Quality Scope Consistency 
Readiness Thresholds 
Met? (Y/N) 

1.A.4:  Well-Structured 
Lessons 

    

1.B.2:  Adjustment to 
Practice 

    

2.A.3:  Meeting Diverse 
Needs 

    

2.B.1:  Safe Learning 
Environment 

    

2.D.2:  High Expectations     

4.A.1:  Reflective Practice     

 

 

Name:  Date:  

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

I.A.4: Well-Structured Lessons 

I-A-4. 

Well-
Structured 
Lessons 

Unsatisfactory Needs Improvement Proficient Exemplary 

Develops lessons with 
inappropriate student 
engagement 
strategies, pacing, 
sequence, activities, 
materials, resources, 
and/or grouping for 
the intended outcome 
or for the students in 
the class. 

Develops lessons with 
only some elements of 
appropriate student 
engagement 
strategies, pacing, 
sequence, activities, 
materials, resources, 
and grouping. 

Develops well-
structured lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping. 

Develops well-
structured and highly 
engaging lessons with 
challenging, measurable 
objectives and 
appropriate student 
engagement strategies, 
pacing, sequence, 
activities, materials, 
resources, technologies, 
and grouping to attend 
to every student’s 
needs. Is able to model 
this element. 

Quality   *p  

Scope  * p  

Consistency  * p  

Evidence: Sue put a great deal of thought and time into the planning of her lessons.  This was evident in her 

unit lessons.  Her multi-cultural literature unit included many engaging activities and she used a variety of 

materials.  She used the Literature books The Umbrella Queen to introduce her unit.  The activities were 

appropriate for her students and included a scavenger hunt, learning packets as well as a musical CD that 

students listened to.  All of her lessons were linked to the MA Curriculum Frameworks and had clearly stated 

objectives.  During her social studies lessons she also included writing/language objectives, having students 

writing in complete grammatically correct sentences. Grouping of students was determined prior to teaching 

to enhance student engagement and participation.   In reviewing her lessons Sue planned for evidence of 

learning.  In her math lesson on problem solving she provided an independent practice problem.  She then 

reviewed these and later revisited with students that had confusion as she asked students to explain their 

thinking.  In lessons observed she also used an exit ticket to measure understanding and used the 

information for future lessons. 

 

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

I.B.2: Adjustment to Practice 

I-B-2. 

Adjustment to 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Makes few 
adjustments to 
practice based on 
formal and 
informal 
assessments.  

May organize and 
analyze some 
assessment results 
but only 
occasionally adjusts 
practice or modifies 
future instruction 
based on the 
findings.  

Organizes and analyzes 
results from a variety of 
assessments to 
determine progress 
toward intended 
outcomes and uses these 
findings to adjust 
practice and identify 
and/or implement 
appropriate 
differentiated 
interventions and 
enhancements for 
students.  

Organizes and analyzes 
results from a 
comprehensive system of 
assessments to determine 
progress toward intended 
outcomes and frequently 
uses these findings to adjust 
practice and identify and/or 
implement appropriate 
differentiated interventions 
and enhancements for 
individuals and groups of 
students and appropriate 
modifications of lessons and 
units. Is able to model this 
element. 

Quality   *p  

Scope  * p  

Consistency  * p  

Evidence: Sue adjusted her practice when needed.  She would carefully review tests and student work to 

identify areas that needed re-teaching.  In Language Arts after a review of weekly tests she pulled learners to 

review the test by putting them in plastic sleeves using dry erase markers.  She modeled using evidence from 

the text for comprehension.  When teaching topic 14 in math, she decided that students needed more 

practice and added a day to review. In another math lesson, data from the previous lesson was utilized to 

target students needing intervention.   In small group reading students were grouped using previous 

assessments. Sue also used the results from these assessments to determine the pacing and modifications 

needed for student success.  She developed a pre-assessment for her social studies unit and built her lessons 

around these results.  

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

II.A.3: Meeting Diverse Needs 

II-A-3. 

Meeting 
Diverse 
Needs 

Unsatisfactory Needs Improvement Proficient Exemplary 

Uses limited and/or 
inappropriate practices 
to accommodate 
differences. 

May use some 
appropriate practices to 
accommodate 
differences, but fails to 
address an adequate 
range of differences.  

Uses appropriate 
practices, including 
tiered instruction and 
scaffolds, to 
accommodate 
differences in learning 
styles, needs, interests, 
and levels of readiness, 
including those of 
students with 
disabilities and English 
learners. 

Uses a varied repertoire 
of practices to create 
structured 
opportunities for each 
student to meet or 
exceed state 
standards/local 
curriculum and 
behavioral 
expectations. Is able to 
model this element. 

Quality   *p  

Scope  * p  

Consistency  * p  

 

Evidence: Sue is able to support all learners and designed her lessons with this in mind.  This was observed 

when teaching small groups at the teacher table.  She is aware of different styles and presents material both 

orally and visually. During a small group reading lesson Sue was effective at monitoring comprehension and 

modeled her thinking to support her students. In one of her social studies lessons she reviewed map skills and 

provided her students with kid-friendly maps.  When one student asked to sit at a desk rather than the rug this 

was allowed to improve student focus.  During a social studies lesson students were paired heterogeneously in 

order to maximize learning.  Visual representations were used as well as text.  When working in pairs, students 

were able to either sit on the floor or at desks.  During a math lesson, manipulative materials were provided for 

those students that needed this support.  Again, in order to meet different learning styles she went over the 

information verbally and created a chart on whether a sum would be odd or even for some students to 

reference.  Her lesson also involved a video clip on the topic being taught. 

 

 

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

II.B.1:  Safe Learning Environment  

II-B-1. 

Safe Learning 
Environment 

Unsatisfactory Needs Improvement Proficient Exemplary 

Maintains a physical 
environment that is 
unsafe or does not 
support student 
learning. Uses 
inappropriate or 
ineffective rituals, 
routines, and/or 
responses to reinforce 
positive behavior or 
respond to behaviors 
that interfere with 
students’ learning. 

May create and 
maintain a safe 
physical 
environment but 
inconsistently 
maintains rituals, 
routines, and 
responses needed to 
prevent and/or stop 
behaviors that 
interfere with all 
students’ learning. 

Uses rituals, routines, 
and appropriate 
responses that create 
and maintain a safe 
physical and 
intellectual 
environment where 
students take 
academic risks and 
most behaviors that 
interfere with learning 
are prevented.  

Uses rituals, routines, and 
proactive responses that 
create and maintain a safe 
physical and intellectual 
environment where 
students take academic 
risks and play an active 
role—individually and 
collectively—in preventing 
behaviors that interfere 
with learning. Is able to 
model this element. 

Quality   *p  

Scope  * p  

Consistency  * p  

 

Evidence: Sue consistently reinforces different routines and rules of the classroom.  She demonstrated appropriate 

responses to students and they were comfortable taking academic risks.  During a math lesson, she tactfully 

guided a student back to the number line and counted with the student in order to reach the correct answer. She 

allowed students “think time” when answering questions. In one of her reflections she stated, “I always make sure 

that each student has the time to think of an answer before I call on anyone.  I know that it can be intimidating 

when some students quickly raise their hand and call out the answer.”  When students’ behavior interfered with 

the lesson and learning of other students, she dealt with the behaviors immediately.  Sue cued the students with 

ringing the chime or saying “class”, when they needed redirecting.  Sue’s Multicultural Unit focused on creating 

cultural knowledge to allow students to become respectful classmates and citizens.  Students learned that every 

person is different but as good citizens, we embrace these differences.  Sue involved families with this project, all 

students were celebrated and respected.   

 

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

II.D.2:  High Expectations   

II-D-2. 

High 
Expectations 

Unsatisfactory Needs Improvement Proficient Exemplary 

Gives up on some 
students or 
communicates that 
some cannot master 
challenging material. 

May tell students that 
the subject or 
assignment is 
challenging and that 
they need to work hard 
but does little to 
counteract student 
misconceptions about 
innate ability.  

Effectively models and 
reinforces ways that 
students can master 
challenging material 
through effective effort, 
rather than having to 
depend on innate ability. 

Effectively 
models and 
reinforces ways 
that students 
can consistently 
master 
challenging 
material through 
effective effort. 
Successfully 
challenges 
students’ 
misconceptions 
about innate 
ability. Is able to 
model this 
element. 

Quality   *p  

Scope  * p  

Consistency  * p  

Evidence: The design of Sue’s lessons contained high expectations for all her students.  Her plans included 

ways to support students included using visuals and scaffolding so that her students could master 

challenging materials.  When students were quick to give up, she encouraged them.  When teaching a 

challenging concept, she carefully modeled the concept and then practiced with students before 

independent work.  She had students “think out loud” explaining how they came to answer or solved a 

problem.  This practice was very beneficial to struggling learners.  When students were asked to describe 

their thinking, they were able to correct misunderstandings and were better able to accomplish work 

independently.  

 

Name: Sue Smith Date:  
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Summative Assessment Form - Sample 

IV.A.1:  Reflective Practice    

IV-A-1. 

Reflective 
Practice 

Unsatisfactory Needs Improvement Proficient Exemplary 

Demonstrates limited 
reflection on practice 
and/or use of insights 
gained to improve 
practice.  

May reflect on the 
effectiveness of 
lessons/ units and 
interactions with 
students but not with 
colleagues and/or 
rarely uses insights to 
improve practice. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues, and uses 
insights gained to 
improve practice and 
student learning. 

Regularly reflects on 
the effectiveness of 
lessons, units, and 
interactions with 
students, both 
individually and with 
colleagues; and uses 
and shares with 
colleagues, insights 
gained to improve 
practice and student 
learning. Is able to 
model this element. 

Quality   *p  

Scope  * p  

Consistency  * p  

 

Evidence: Sue showed a great deal of growth in this area.  After teaching a lesson she reflected on the 

effectiveness in all elements.  Her written reflections were well thought out and any recommendations made 

concerning her teaching were embraced.  Her reflections included both strengths and refinements.  When 

noting her strengths she strove to incorporate these in future lessons.  She also incorporated several 

suggestions into her future lessons, thinking aloud and clearly stating objectives and reflected on the 

effectiveness of these components.  She reflected on how she was able to correct misconceptions during her 

lessons by further modeling and scaffolding.  She wrote specifically about the concepts being taught and the 

impact on student learning. 

 

  

Name: Sue Smith Date:  
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Summative Assessment – Calibration  

Summary of Ratings 

 

Element Quality Scope Consistency 
Readiness 
Thresholds Met? 
(Y/N) 

1.A.4:  Well-
Structured Lessons 

p p p Y 

1.B.2:  Adjustment 
to Practice 

p p p Y 

2.A.3:  Meeting 
Diverse Needs 

p p p Y 

2.B.1:  Safe 
Learning 
Environment 

p p p Y 

2.D.2:  High 
Expectations 

p p p 
Y 
 

4.A.1:  Reflective 
Practice 

p p p 
Y 
 

 

Name: Sue Smith Date:  
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Candidate Assessment of Performance Form 

Section 1: General Information (to be completed by the Candidate and the Program Supervisor) 

Candidate Information 

First Name:  Last Name:  

Street Address:  

City/Town:  State:  Zip:  

MEPID #:  

Massachusetts license 
number(if applicable): 

 

Program Information 

Sponsoring Organization: WESTFIELD STATE UNIVERSITY 

Program Area & Grade 
Level: 

 

Have any components of the approved program been waived?    603 CMR 7.03(1)(b)  
 

 
 

Yes            No 

Practicum Information 
 

 

Practicum 
 

 

Practicum Equivalent  

Practicum/Equivalent Course Number:  Credit hours:  

Practicum/Equivalent 
Seminar Course Title: 

  

Practicum/Equivalent Site:  Grade Level(s) of Students:  

Supervising Practitioner Information (to be completed by the Program Supervisor) 

Name:   

School District:  Position:  

License Field(s):  MEPID or 
License # 

 

# of years experience under license:  
 

 

Initial 
 

 

Professional  

To the best of my knowledge (per the Supervising Practitioner’s 
Principal/Evaluator), the Supervising Practitioner has received a summative 
evaluation rating of proficient or higher in his most recent evaluation.    

X 
 

Yes 
 

 

No  
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Name:  Date:  

Candidate Assessment of Performance Form  

Section 2: Total Hours and Signatures 

Three-Way Meetings 

1st Three-Way Meeting 

 

Date:  

Candidate  

Supervising Practitioner  

Program Supervisor  

2nd Three-Way Meeting 

 

Date:  

Candidate  

Supervising Practitioner  

Program Supervisor  

Final Three-Way Meeting 

 

Date:  

Candidate  

Supervising Practitioner  

Program Supervisor  

Summary of Ratings 

Element Quality Scope Consistency Readiness Thresholds Met? (Y/N) 

1.A.4:  Well-Structured Lessons     

1.B.2:  Adjustment to Practice     

2.A.3:  Meeting Diverse Needs     

2.B.1:  Safe Learning Environment     

2.D.2:  High Expectations    
 

 

4.A.1:  Reflective Practice    
 

 

 

Total Number of Practicum Hours:  
Number of hours assumed full 

responsibility in the role: 
 

Based on the candidate’s performance as 
measured on the CAP Rubric, we have 

determined this candidate to be: 
Ready to Teach  

 

Not Yet Ready  
 

Supervising Practitioner                                                                                               Date:               

Program Supervisor                                                               Date: 

Mediator 

(if necessary see: 603 CMR 7.04(4)) 
                                                              Date: 
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Three-Way Meeting Checklist 

The Three-Way Meeting Checklist supports Program Supervisors and Supervising Practitioners in executing Three-Way Meetings. This resource is optional; 

Sponsoring Organizations may adopt or adapt. The Checklist should be adapted to the specific supervisory setup for the Candidate.  

 

 

Before 
During 

45- 60 min 
After 

T
C

  Complete Self-Assessment & Goal-

Setting Forms  Share with PS/SP 
 Conduct a Post-Conference for 

Announced Obs. #1 

 Share baseline assessment 

 Finalize professional practice goal 

 Agree on implementation plan 

 Sign-off at conclusion of meeting 

 Share goals and  plan with practicum 

seminar instructor 

S
P

 a
n

d
 P

S
 

 Calibrate feedback from 

Announced Obs. #1 

 Review Candidate Self-Assessment 

& Goal-Setting Forms 

 Prepare to share baseline 

assessment on CAP Rubric  

 Act on commitments made in 

implementation plan 

F
o

rm
s 

Required: 

 Observation Form: Announced 

Observation #1 

 

Recommended: 

 Model Observation Protocol: Post-

Conference Planning Form  

 Candidate Self-Assessment & Goal 

Setting Form 

 Baseline Assessment Form 

Required: 

 Observation Form: Announced 

Observation #1 

 CAP Form  

 

Recommended: 

 Finalized Goal(s) & Implementation 

Plan Form 

Recommended: 

 Finalized Goal(s) & Implementation 

Plan Form  

 

NOTES: 
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Appendix A: 

Dispositional Assessment 
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Sample Dispositional Assessment 

Student:  Course:  Teacher:  Date:  

Scale for Dispositional Outcomes 

3 = The candidate demonstrates all the qualities of this outcome. 

2 = The candidate demonstrates most of the qualities of this outcome, but can use additional support and/or practice. 

1 = The candidate understands the disposition but has not had an opportunity to apply it. 

0 = The candidate does not understand the disposition. 

-1 = The candidate does not display the disposition and in fact works n direct opposition and/or contrast to it. 

 

 

Dispositional description for TECCAS #1, ACEI 2.1-2.4 

The candidate takes responsibility for learning the content and recognizes the importance of 

knowing content in order to design comprehensive learning experiences for students 
 

 

 

 

 

Dispositional descriptions for TECCAS #2, ACEI 3.2 (A.), ACEI 1 (B.) 

A. The candidate believes that all children are capable of demonstrating proficiency with 

appropriate instruction and demonstrates this belief by constructing learning experiences 

that are sensitive to the needs of all students. 

B. The candidate establishes an environment of respect and self-direction that supports 

student development. 
 

 

 

 

Dispositional description for TECCAS #3, ACEI 3.2 

The candidate demonstrates enthusiasm, respect and genuine concern for the individuality and 

diversity of all students which is reflected in lesson planning teaching and interactions with 

students family and community 
 

 

 

 

Dispositional description for TECCAS #4, ACEI 3.2 

The candidate believes in the importance of using/adopting diverse teaching strategies in order 

to promote learning academic achievement and student development. 
 

 

 

 

 

 

Dispositional descriptions for TECCAS #5, ACEI 3.4 

A. A. The candidate listens empathetically and actively to students and validates their 

perspectives, promoting reciprocal discourse 

B. The candidate encourages student participation in classroom governance as is evidenced 

through discussions and interactions 

C. The candidate relates lessons to students’ personal interests and allows students to have 

choices in their learning. 
 

 

 

Dispositional description for TECCAS #6, ACEI 3.1 

The candidate enhances learning through the comprehensive use of technology incorporating 

methods to promote access for all students. 
 

 

 

Dispositional description for TECCAS #7, ACEI 5.2 

The candidate considers the various constituencies and demonstrates this by aligning lesson 

goals and objectives with District and State standards while incorporating the resources of the 

community and the abilities and interests of students 
 

 

 

 

Dispositional descriptions for TECCAS #8, ACEI 4 

A. The candidate understands the value of using a variety of assessment tools for 

evaluation and demonstrates this by recording and articulating the progress of each 

learner in all areas of development. 

B. The candidate uses data for continued instructional improvement 
 

 
 

(Total Points from page 1 to be added to next page) 
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Dispositional descriptions for TECCAS #9, ACEI 5.1 (A.), ACEI 5.1 (B.), ACEI 5.2 (C.), ACEI 5.4 

(D.), ACEI 2.1-2.4 (E.), ACEI 5.2 (F.) 

A. The candidate understands the expectations of professional behavior and demonstrates 

this through proper attendance, punctuality, dress, and language. 

B. The candidate demonstrates an understanding of the ethics of teaching by adhering to the 

rules of confidentiality and abiding by the legal regulations of the profession. 

C. The candidate values and considers the input of others (including students and parents) 

to continuously self assess as is evidenced in reflective journals, classroom behaviors, 

and personal conversations. 

D. The candidate solicits suggestions/feedback from colleagues and supervisors and uses 

data for continuous instructional improvement to ensure success for all learners. 

E. The candidate demonstrates enthusiasm for subject matter through passionate and 

energetic delivery of lessons. 

F. The candidate demonstrates a commitment to continued scholarship through 

participation at professional meetings and events. 
 

 

 

 

Dispositional descriptions for TECCAS #10, ACEI 5.3 (A.), ACEI 5.3 (B.) 

A. The candidate initiates positive contact with parents/guardians, colleagues, and community 

agencies to enhance learning opportunities for students. 

B. The candidate responds in a timely and courteous manner to requests from parents and 

community agencies to ensure the well-being of students 
 

 
 

Total Points  (pages 1 and 2) 
 

 TECCAS Outcomes 

1. The candidate can describe/explain  the central concepts, tools of inquiry, and structures of the 

discipline(s) he or she teaches and can create learning experiences that make these aspects of 

subject matter meaningful for students. 

2. The candidate can describe and discuss how children learn and develop, and can provide 

learning opportunities that support their intellectual, social and personal development. 

3. The candidate can describe/explain  how students differ in their approaches to learning and 

create instructional opportunities that are adapted to diverse learners. 

4. The candidate uses a variety of instructional strategies to encourage students' development of 

critical thinking, problem solving, and performance skills. 

5. The candidate creates a learning environment that encourages positive social interaction, active 

engagement in learning, and self-motivation. 

6. The candidate uses a variety of instructional media to foster student learning and collaboration. 

7. The candidate plans instruction based upon knowledge of subject matter, students, the 

community, and curriculum goals. 

8. The candidate uses formal and informal assessment strategies to evaluate and ensure the 

continuous intellectual, social and physical development of the learner. 

9. The candidate is a reflective practitioner who continually evaluates the effects of his/her choices 

and actions on others (students, parents, and other professionals in the learning community) and 

who actively seeks out opportunities to grow professionally. 

10. The candidate fosters relationships with school colleagues, parents, and agencies in the larger 

community to support students' learning and well-being. 
 

 

  

Teacher Candidate Signature   Supervisor Practitioner Signature 
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Westfield State University 

Teacher Candidate Personal Data Sheet 

 
Name Telephone 

 

 

Address 
 

Educational Background 

High School 
University(s) 

 
Date Graduated 

Degree Sought 

Date Graduated 

Date Graduated 
 

Special Honors: Academic and Extracurricular Activities 
 
 

 
Extracurricular Activities 

High School University 
 
 
 

 
Military Service 

 

Pre-Practicum Experiences: Location – Level- Responsibility 

1. 

2. 

3. 

4. 
 

Travel/Service Experience 
 
 

Related Experiences: (i.e. teaching, assisting, supervising, coaching) 
 
 

 
Leadership Experience (i.e. Camp, YMCA, Leadership Corps, Student Government, etc.) 

 
 

 
Work Experience 

 
 

 
Interests (i.e. activities, hobbies, sports 

 

 



 

 96 

Westfield State University 

Teaching Schedule* 

Student’s Name:   
 

Telephone:   Email Address   
 

Address:   
 

Practicum Site:   
 

School Address:   
 

Supervising Practitioner   School Phone   
 

Contact Information:   
 
 
 
 

Please complete with the following information: 

 
DAILY SCHEDULE 

 
Period Time Monday Tuesday Wednesday Thursday Friday 

 

       

       

       

       

       

       

       

 

Other notes, suggestions, plans, etc. 
 
 
 
 
 
 
 
 
 
 

 
*Modify for block scheduling 
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Westfield State 

University 

 

Weekly Log of Clock Hours in Student Teaching 

Student’s Weekly Log:  Week of   to   
 

HOURS  Monday Tuesday Wednesday Thursday Friday WEEKLY TOTALS 

Total 
Observation 
Hours 

      

Total  

“In the Role of 

the Teacher” 

      

Total Hours in 

Practicum 

      

Observation hours: Those times when candidates are watching the teacher teach a lesson or administer an assessment. While more passive than 

the 'role of the teacher' category, candidates do benefit from time spent carefully and critically observing other professionals 

teach and reflecting on those observations. Most of these hours will be at the beginning of the semester, however there may 

be a new technique the teacher wants you to observe. Additionally, you may observe in another classroom throughout the 

semester.  

Hours in the Role of the Teacher: These hours refer to times when the candidate assumes full control of all classroom duties regularly fulfilled by the 

supervising practitioner and oversees responsibilities related to the education of all students on the classroom roster. This  

includes teaching lessons or activities that involve the candidates' development, implementation, working with small groups or 

individual students, monitoring lessons, assessment and follow-up including classroom set-up and management of transitions 

and behaviors, and grading assignments at school. This category also includes bus, lunch or recess duty, faculty meetings, 

workshops, etc. In other words, this category involves anything that teachers do 

Total Hours in Practicum: includes all hours in the Role of the Teacher and Observation hours throughout the semester. 
.  

 
 

 

Teacher Candidate’s Signature Supervising Practitioner’s Signature 
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Westfield State University   
Weekly Log of Clock Hours in Student Teaching - Sample 

 

Candidate Weekly Log:  Week of   2/6/17 to    2/10/17  

HOURS Monday  Tuesday Wednesday Thursday Friday WEEKLY TOTALS 

Total Observation 

Hours 

Snow Day 
9:10-9:30 Morn Meeting 

10:30-11:20 Writing 
12:00-12:40 Phonics 

2:00-2:24 Math 

155 mins 

N/A 9:10-9:30 Morn Meeting 

10:30-11:20 Writing 
12:00-12:35 Phonics 

1:10-1:25 Penmanship 

120 mins 

9:10-9:30 Morn Meeting 

1:10-1:25 Penmanship 
2:20-2:45 IRA 

75 mins 
350 Mins 

Total hours “In the 

Role of the 

Teacher” 

Snow Day 
7:30-8:50 Prep 

8:50-9:10 Morn Work 
9:30-10:30 Check Spelling 11:20-

12:00 Lunch  
Words, DIBLES 

12:40-1:10 Library 

1:25-1:45 Recess 
1:10-1:25 Read Lib Books 

1:45-2:00 Trans/Math 

2:24-3:00 Dismissal 
3:00-4:30 Prep 

390 mins 

7:45-8:50 Prep 

8:50-9:10 Morn Work 
9:10-9:30 Morn Meeting 

9:30-10:30 Work brd 
10:30-11:20 Writing 

11:20-12:00 Lunch 

12:00-12:35 Biography/SS 
12:35-1:10 Library 

1:10-1:25 Writing 

1:25-1:45 Recess 
1:45-2:45 Math 

420 Mins 

7:30-8:50 Prep 

8:50-9:10 Morn Work 
9:30-10:30 Work brd 

11:20-12:00 Lunch 
12:35-1:10 PE 

1:25-1:40 Recess 

1:40-2:45 Math 
2:24-3:00 Dismissal 

3:00-3:45 Prep 

365 Mins 

7:30-8:50 Prep 

8:50-9:10 Morn Work 
9:45-10:15 Health 

10:15-11:20 Work brd, 
11:20-12:00 Lunch 

Writing Conferences 

12:10-1:10 Math(time) 
1:25-1:40 Recess 

1:45-2:20 Art  

2:24-3:00 Dismissal 
3:00-3:50 Prep 

405 Mins 

1320 Mins 

Total Hours in 

Practicum 

Snow Day 9 Hours 7 Hours 8 Hours, 5 Mins 8 Hours, 10 Mins 32 Hours, 15 Mins 

Observation hours: Those times when candidates are watching the teacher teach a lesson or administer an assessment. While more passive than the 'role of 

the teacher' category, candidates do benefit from time spent carefully and critically observing other professionals teach and reflecting on 

those observations. Most of these hours will be at the beginning of the semester, however there may be a new technique the teacher 

wants you to observe. Additionally, you may observe in another classroom throughout the semester. 
 

Hours in the Role of the Teacher: These hours refer to times when the candidate assumes full control of all classroom duties regularly fulfilled by the supervising practitioner 

and oversees responsibilities related to the education of all students on the classroom roster. This includes teaching lessons or activities 

that involve the candidates' development, implementation, working with small groups or individual students, monitoring lessons, 

assessment and follow-up including classroom set-up and management of transitions and behaviors, and grading assignments at school. 

This category also includes bus, lunch or recess duty, faculty meetings, workshops, etc. In other words, this category involves anything that 

teachers do. 
 

Total Hours in Practicum: includes all hours in the Role of the Teacher and Observation hours throughout the semester. 

 
Teacher Candidate’s Signature Supervising Practitioner’s Signature 
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Please mail completed form to Education Department ♦ Parenzo Hall ♦ 577 Western Ave. ♦ Westfield, MA 01086 

Westfield State University 

Teacher Candidate Rating of Program Supervisor 
 

 

Name of Program Supervisor 
 

Please rate the program supervisor’s effectiveness using the following rating scale by placing a 

check (√) in the appropriate column. 

 
5 = Exceptional 4 = Above Average 3 = Average 2 = Below Average 1 = Unsatisfactory 

 
Rating Category 5 4 3 2 1 

Supervisor clearly explained competency evaluation methods.      

Supervisor offered specific feedback for improving teaching skills.      

Supervisor made regularly scheduled observations.      

Supervisor was available for consultation.      

Supervisor clarified all university requirements.      

Supervisor effectively communicated with the supervising practitioner.      

Supervisor demonstrated high professional standards.      

Supervisor examined all portfolio materials.      

 

Comments: 
 

 
 
 
 
 
 
 
 
 

The teacher candidate is responsible for returning this form to the appropriate department chair. 
 
 
 
 

 

 

School  Supervising Practitioner   
 
 
 

Signature of Teacher Candidate Date 

 

 ___________________________________________  

Print Name of Teacher  Candidate
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Please mail completed form to Education Department ♦ Parenzo Hall ♦ 577 Western Ave. ♦ Westfield, MA 01086 

Westfield State University 

Teacher Candidate Rating of Supervising Practitioner 
 

 

Name of Supervising Practitioner 
 
Please rate the supervising practitioner’s effectiveness using the following rating scale by placing a check (√) 

in the appropriate column. 

5 = Exceptional 4 = Above Average 3 = Average 2 = Below Average 1 = Unsatisfactory 
 

Rating Categories for the Supervising Practitioner 5 4 3 2 1 

Initialed or signed all essential documents. (daily plans, conference logs, evaluations, 

etc.) 
     

During the first weeks and as needed  thereafter, provided lessons and activities to 

demonstrate effective ways of teaching. 
     

Had high personal standards of scholarship and held similar expectations for the 

teacher candidate. 
     

Gradually increased assigned responsibilities.      

Created an environment which enabled one to develop one’s own personality, style, 

and initiative. 
     

On a continuing basis, during conferences or at other times, provided detailed oral 

and written suggestions for improving plans or execution thereof. 
     

Conducted ‘sit down’ conferences two or more times per week.      

During the conferences and at other times, provided specific favorable reactions to 

lessons taught by the teacher candidate. 
     

If recognizing lack of effort, initiative, willingness to assume responsibility, or other 

weaknesses, alerted the teacher candidate to these difficulties and provided remedial 

suggestions. 

     

 

Comments  __________________________________________________________________________ 
 
 
 
 

The teacher candidate is responsible for returning this form to the appropriate department chair. 

 

 

School   Program Supervisor   
 
 
 

Signature of Teacher Candidate  Date 

 

_________________________________ 

Print Name of Teacher Candidate 
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Please mail completed form to Education Department ♦ Parenzo Hall ♦ 577 Western Ave. ♦ Westfield, MA 01086 

Westfield State University 

Supervising Practitioner’s Rating of Program Supervisor 
 

 

Name of Program Supervisor 
 
Please rate the program supervisor’s effectiveness using the following rating scale by placing a check (√) in 

the appropriate column. 
5 = Exceptional 4 = Above Average 3 = Average 2 = Below Average 1 = Unsatisfactory 

Rating Category for the Program Supervisor 5 4 3 2 1 

Personality: warmth, understanding, friendliness, etc.      

Communication: effectiveness in making you aware of university expectations of a 

supervising practitioner. 

     

Participation: degree to which you were made part of the total evaluation process 

for each student observation. 

     

Cooperation: scheduling of observations, willingness to be of service whenever 

asked. 

     

Program Supervisor-Teacher Candidate Relations: 

A.  Fairness in dealing with teacher candidate. 

     

B.  Feedback given to teacher candidate following each observation.      

Overall Evaluation of Program Supervisor      

 

 

 

Comments: 
 
 
 
 
 
 
 
 

The supervising practitioner is responsible for returning this form to the appropriate department chair. 
 

 

 

School  Teacher Candidate   
 
 
 

Signature of Supervising Practitioner Date 

  

_________________________________ 

Print Name of Supervising Practitioner 
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Please mail completed form to Education Department ♦ Parenzo Hall ♦ 577 Western Ave. ♦ Westfield, MA 01086 

Westfield State University 

Program Supervisor’s Rating of Supervising Practitioner 

 
Name of Supervising Practitioner  
 

Please rate the supervising practitioner’s effectiveness using the following rate scale by 

placing a check (√) in the appropriate column. 

 
5 = Exceptional 4 = Above Average 3 = Average 2 = Below Average 1 = Unsatisfactory 

 
Rating Category for the Supervising Practitioner 5 4 3 2 1 

Developed an effective mentoring relationship with teacher 
candidate. 

     

Communicated clearly his/her expectations and provided 
teacher candidate with timely feedback. 

     

Encouraged teacher candidate to assume teaching 
responsibilities in a timely fashion. 

     

Encouraged teacher candidate to develop his/her own teaching 

style (i.e. develop his/her own lessons, instructional materials, 
and assessment measures). 

     

Was available for consultation with teacher candidate and 
university supervisor. 

     

Overall Evaluation of Supervising Practitioner.      
 

Comments: 
 

 
 
 
 
 
 
 
 

The program supervisor is responsible for returning this form to the appropriate department chair. 
 

 

 

School  Teacher Candidate   
 
 
 

Signature of Program Supervisor Date 

 

 ______________________________________  

Print Name of Program Supervisor 
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CAP Binder 

Checklist of Practicum Requirements to be included in CAP Binder 

Each candidate should collect and collate materials in the CAP binder using the following format (a 1.5-

inch binder is recommended). The Program Supervisor will use this list to monitor the candidate’s 

completion of all practicum components.  

Program 

Supervisor’s 

(PS) Initials 
Section and Binder Component 

 
1. Coversheet (we will create) and Checklist of Requirements for practicum 

 
2. Resume 

 
3. Time Log 

 
4. Initial Self-Assessment using CAP essential elements (6) 

 
5. Preliminary Professional Practice Goal and Implementation Plan using CAP 

format 

 
6. Announced Observations Evaluations including lesson plan and pre-

conference information  

 
7. Unannounced Observation Evaluations including lesson plan 

 
8. Formal Self-reflections using the CAP form (there should be one for every 

observation) 

 
9. The Impact on Student Learning Data and Reflective Summary (no form) 

 
10. Unit plan including all lessons and the assessment(s) and the Reflective 

Summary (no form) 

 
11. Impact on Student Learning Description and Conclusions 

 
12. Final Professional Practice Goal 

 
13. Dispositional Assessment completed by supervisors 

 
14. (Optional) Any additional evidence of the candidate’s choice 

 
15. CAP 3- way Coversheet with signatures and Rubric  

 
16. Formative Assessment 

 
17. Summative Assessments 
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Appendix C: 

Elementary Supplement 
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Unit Planning and Implementation for Elementary 
 
All teacher candidates plan and teach at least one complete unit during the practicum.  Preparing the unit 

requires collaboration between the supervising practitioner and the student to ensure focused concept 

development and a concise articulation of the unit’s scope and sequence in the context of the practicum. 

 
There are many ways to create and construct a unit. In the curriculum class at Westfield State, the emphasis is 

on creating units that lead to student understandings. The model used is adapted from the Understanding by 

Design Model designed by Jay McTighe and Grant Wiggins.   The format is included below. 

 
Please communicate with your supervising practitioner and your program supervisor about your unit so that you 

are also meeting all their requirements and the requirements of CAP. 
 
 

Unit Design Summary 

Understanding by Design Model (or Backwards Design) Adapted 

from the work of Jay McTighe & Grant Wiggins, 

UnderstandingbyDesign (2004) ASCD: Alexandria, VA. 
 
 
Introductory Information 

• Unit Title 

• Grade Level 

• Topic Area 

• Other identifying data 

 
Stage 1 – Identifying Unit Goals and Understandings 

 
1. Targeted Standards 

• What state and local curriculum standards will this unit address? 

 
2. Big Ideas 

• What are the big ideas of this unit? These big ideas reflect your thinking about why this unit is 

important and focus on the essential understandings. The big ideas go beyond this specific topic and 

connect the unit to other units and to students’ lives. 

 
3. Essential Questions 

• Identify the questions that will foster inquiry and stimulate student thinking. These questions go 

beyond the unit topic and are generated from your big ideas. 

 
4. Identify the knowledge, skills and understandings you want students to acquire as a result of the unit. Think 

about different levels of knowledge (Bloom) as you identify the content of the unit. 

• Students will know: 

• Students will be able to: 

• Students will understand that: 

• Vocabulary that will be introduced:  (particularly important when you are working with second 

language learners). 
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5. Rationale for the Unit. Summarize the unit, connect the big ideas to the content and describe how this unit is 

relevant to students’ lives. 
 

Stage 2 – Assessment Evidence 
 

• Describe how you will pre-assess student knowledge.  You need to know what students know 

before you can adequately plan the learning experiences. 
 

• Describe how you will assess that the standards and objectives of your unit have been met.  Your 

summative assessment should demonstrate understandings not just knowledge. 

 
Stage 3 - Learning Experiences and Instruction 

 
• Provide a thorough description of the lessons you want to teach in this unit. Indicate the standards 

that you are meeting in each activity. Incorporate multiple intelligences and different levels of 

Bloom’s taxonomy. Sequence the activities the way you think you want to teach them. 
 

• You must also write up the lessons you are going to teach using a standard lesson plan format.  It is 

often helpful to wait until you complete your pre-assessment before writing lesson one, completing 
lesson one before writing lesson two. That’s up to you, your supervising practitioner and your 

program supervisor. 
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General Guidelines for Evaluating a Unit 

Following the teaching of your unit, you should reflect on the successes and challenges with the unit. To 

begin your thinking about the unit, reflect on the following questions: 

 
1. From teaching this unit, discuss what you have learned about teaching with a focus on equity for 

all students. What is the most important thing you learned about yourself as a teacher because of 

teaching this unit? 

2. What was successful? Why? What was not successful? Why? 
3. Discuss how you would change your unit if you were teaching it again. 

4. Final thoughts on modifications made for students. (Were your modifications successful? What 

could you do differently?) 
5. Describe how you helped ELLs be successful with this unit. 

After reflecting on these general ideas, use the following guidelines to deepen your thinking about your 

unit. 

Analysis normally requires a response to each topic heading but not necessarily to every question. 

Objectives 
1. Which were achieved? 
2. Why weren’t some of the objectives attained? 
3. How were pupils made aware of the objectives? 

4. What changes were (or could) be made in the objectives? 

 
Subject-Matter 

1. How did the subject-matter accommodate the individual differences and needs of the children? 

2. How were other fields of knowledge in the curriculum integrated into the unit? 

 
Pace 

1. How many lessons were in the unit? 

2. Where was the pace too slow? Too rapid? 
3. What changes would be made? 

 
Motivation 

1. How were the learners motivated? 

2. What continuing motivation was utilized? 
3. What was learned about motivational needs? 

 
Learning Activities 

1. How were the learning activities adapted to meet the needs, interests, and abilities of the pupils? 

2. Which activities produced the greatest learning? 
3. Why were some modified or omitted? 

4. How were pupils involved in planning the learning activities? 

 
Teaching Techniques, Media, and Materials 

1. Was a variety of media, materials, and teaching techniques employed? 
2. Which were the most successful? 

3. Which need improvement? 
4. How are you sure that you provided clear, concise, directions? 

5. What questions were used to encourage inquiry? 
6. How did you provide appropriate metaphors, examples, and illustrations? 
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Evaluating Pupil Growth 
1. How was the growth of the pupil measured? 
2. What changes in cognitive, affective, and psychomotor behavior were noted? 

 
Responsiveness to Students 

1. How was the learning environment created to provide children freedom of expression? 

2. How did you respond to students from varying backgrounds and make allowances for any of your 

biases and limitations of your own background? 
3. How did you avoid and discourage racial, sexual, social, ethnic, religious, physical, and other 

stereotyping? 

4. How was the learning environment created to favor open inquiry and prevent ridicule? 
5. How did you respond to the needs of individual students to enhance their self-esteem? 

 
Classroom Management 

1. What was learned about classroom management? 
2. How were problems solved? 
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