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General Information 
These policies and procedures are 
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For e-portfolio instructions go 
to http://www.southalabama.edu/colleges/ceps/livetext.html and click on the 
appropriate help screen. 

203?/11#3)+" #1>,
Professional dispositions are evident each day through actions, behaviors, attitudes, and 
language in every situation you encounter. Each candid
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Office of Field Services Responsibilities
The Office of Field Services provides a variety of support functions for all required field 
experiences. The following overviews these responsibilities/supports: 

=#/"6,!-./0#/)*/,;3*5>/)&+&#3),
The Office of Field Services distributes necessary forms and maintains signed 
agreements for all candidates. Some of these forms include: 

¥ Field Experience Applications (Available in the OFS and on OFS website) 
¥ Educator Preparation: Field Experience and Internship Responsibilities document 

(Appendix C). The form provides a detailed statement of internship objectives, 
activities, and assessments. 

¥ Confidentiality Agreement (Appendix D) 
¥ Teacher Educator Dispositions (Appendix B) 

(300/ 1.3) 6/ )*/, &3,2+0&)/0#)$,4*833"1,
The Office of Field Services will prepare correspondence to partnering schools asking the 
appropriate administrator(s) to approve the requested clinical field placements for 
specified undergraduate and graduate programs. 

The OFS will confirm each placement directly with the teachers and administrators at 
each school site. Candidates will be notified of their placements once confirmations are 
made. 

2"+*/ > /)&, 3?,(+)6# 6+&/1,
The Office of Field Services will work with P-12 school partners for the placement of 
candidates throughout the program of study. Depending on the program and placement 
type, a representative from the OFS will maintain communication with district 
administrators, school level administrators, and cooperating teachers. 

The process begins with the OFS requesting local school administrators complete the 
School Capacity Form. This form allows administrators to submit recommendations of all 
teachers in their building who meet the agreed upon criteria for working with teacher 
education candidates. Once the Office of Field Services reviews 5&, 3+!.223&/.'&4("6!
candidates are matched with schools and cooperating teachers based on criteria 
established for the field experience in which the candidate has applied. OFS then 
prepares correspondence to the appropriate administrators of the partnering schools for 
final approval of the placement. This correspondence will indicate each candidate, the 
requested Mentor, the grade level and subject area as appropriate. 

For student teaching, upon receipt of a completed *' #+,('!-,./0&()! 1223&/.'&4(!signed 
by a faculty advisor, the OFS will review each application to verify the continuing eligibility 
of the candidates based on pre-established criteria set forth in the appropriate bulletin. 

(3)&+*&, I#&8,(33./0+&#)$, 7/+*8/01
After field placements have been confirmed, the OFS will maintain a current database of 
cooperating teachers used to mentor candidates. This information will be maintained in 
the OFS for accreditation documentation related to cooperating teacher credentials. 





 

 

   
    

           
        

           
 

          
       
   

          
          

         
 

           
          

         
           

         
 

            
          

 
            
          

          
          

           
     

           
          
     

            
  

          
          

          
          

          
            

  
         

    
          

 
             

    
          

       
          

             

Cooperating Teacher Responsibilities
Generally, the cooperating teacher will: 
! Grant approval of objectives and activities - Signature on the Educator Preparation: 
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responsibility. 
N. allow the candidates to solve their own teaching problems, offering suggestions and 
guidance and help as needed to avoid a loss of confidence. 

Partnering School Administrator Responsibilities
In most cases, the partnering school represents a P-12 public school. As outlined in the 
Educator Preparation: Field Experience and Internship Responsibilities document 
(Appendix C), the building level administrator will: 
! model multiple leadership roles of effective instructional leadership, 
! identify exemplary cooperating teachers, 
! help the candidates understand the organization of the school, and 
! provide a general level of support to the candidates. 
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Unethical conduct includes, but is not limited to, the following: 

¥ Falsifying, misrepresenting, omitting, or erroneously reporting professional 
qualifications, criminal record, or employment history when applying for 
employment or certification. 

¥ Falsifying, misrepresenting, omitting, or erroneously reporting information 
submitted to federal, state, and/or other governmental agencies. 

¥ Falsifying, misrepresenting, omitting, or erroneously reporting information 
regarding the evaluation of students and/or personnel. 

¥ Falsifying, misrepresenting, omitting, or erroneously reporting reasons for 
absences or leaves. 

¥ Falsifying, misrepresenting, omitting, or erroneously reporting information 
submitted in the course of an official inquiry or investigation. 

Standard 3: Unlawful Acts 

An educator should abide by federal, state, and local laws and statutes. 

Unethical conduct includes, but is not limited to, the commission or conviction of a felony or of 
any crime involving moral turpitude. As used herein, conviction includes a finding or verdict of 
guilty, or a plea of nolo contendere, regardless of whether an appeal of the conviction has been 
sought or a situation where first offender treatment without adjudication of guilt pursuant to the 
charge was granted. 

Standard 4: Teacher/Student Relationship 
An educator should always maintain a professional relationship with all students, both in and 
outside the classroom. 

Ethical conduct includes, but is not limited to, the following: 

¥ Fulfilling the roles of trusted confidante, mentor, and advocate for studentsÕ 
growth. 

¥ Nurturing the intellectual, physical, emotional, social, and civic potential of all 
students. 

¥ Providing an environment that does not needlessly expose students to unnecessary 
embarrassment or disparagement. 

¥ Creating, supporting, and maintaining a challenging learning environment for all 
students. 

Unethical conduct includes, but is not limited to, the following: 

¥ Committing any act of child abuse, including physical or verbal abuse. 
¥ Committing any act of cruelty to children or any act of child endangerment. 
¥ Committing or soliciting any unlawful sexual act. 
¥ Engaging in harassing behavior on the basis of race, gender, national origin, religion, or 

disability. 
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Standard 5: Alcohol, Drug and Tobacco Use or Possession 
An educator should refrain from the use of alcohol and/or tobacco during the course of 
professional practice and should never use illegal or unauthorized drugs. 

Ethical conduct includes, but is not limited to, the following: 

¥ Factually representing the dangers of alcohol, tobacco and illegal drug use and 
abuse to students during the course of professional practice. 

Unethical conduct includes, but is not limited to, the following: 

¥ Being under the influence of, possessing, using, or consuming illegal or 
unauthorized drugs. 

¥ Being on school premises or at a school-related activity involving students while 
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with the State Department of Education Teacher Certification Section, must be filed in writing and 
must include the original signature of the complainant. 

Alabama Administrative Code 290-3-2-.05 
(1)-5-c Each Superintendent shall submit to the State Superintendent of Education 

within ten calendar days of the decision, the name and social security number of each employee 
holding an Alabama certificate or license who is terminated, or nonrenewed, resigns, or is placed 
on administrative leave for cause, and shall indicate the reason for such action. 

Disciplinary Action 

Disciplinary action shall be defined as the issuance of a reprimand or warning, or the suspension, 
revocation, or denial of certificates. ÒCertificateÓ refers to any teaching, service, or leadership 
certificate issued by the authority of the Alabama State Department of Education. 

Alabama Administrative Code 290-3-2-.05 
(1) (>BDC 
-11.44 Td
[(292 (l))-2 (hor)0 (r)-7 (e)-2 (t)-2 (y )-10 (o)20 (f )-17 (t)-2 (he )-6 (S)-4 (t)-2 (a)24(t)-2 (e )-6 (D)-4 (upe)4  (r)-7 (m)-2 (nt)-2 (e)4 (nde)4 (nt )-12 (o)2Education



 

 

 
  

 
   

 
             

            
          

              
   

  
          

         
               

       
  

 
             

            
       

         
   

 
  

 
         

           
          
           

            
              

            
           

  
 

          

   
 

      
    
      
      
         
            
      

 

Appendix B 
Teacher Education Dispositions 



 

 

   
 

   
   
      
    
    
   
  
        
   
      
  
     
  
     

    
 

    
     
   
     
       
          

 
     

 
   
    
     
    
      
       
    
  
   

 
   

 
    
    
   
      
      
    
    
   

 
 
 
 
 

2. Initiative and Dependability 

" Asks questions when necessary 
" Helps others 
" Uses 
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6. Desire to Improve own Performance 

" Asks for help and seeks ways to grow 
" Seeks feedback from many sources 
" Is aware of the importance of reflection 
"
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Disposition Descriptors for Teacher Candidates 

Directions: Below you will find descriptors which clarify behaviors that exemplify professional 
dispositions. This list provides support for faculty and students as they search for clarity in 
describing professional behaviors expected of all teacher candidates in the College of Education 
at the University of South Alabama. Please read through the list carefully and sign the bottom 
verifying that you have been made aware of these expectations for professional behavior. 

The teacher candidate is expected to consistently display the following dispositions: 

1. Professional Behaviors 
" Excellence in attendance & punctuality 
" Positive attitudes towards others 
" Appropriate personal and professional appearance 
" Desire to make a difference 
" Understanding of the importance of a community of learners. 
" Willingness to learn about and respond to the needs of all learners 
" Ability to work well with others 

2. Initiative and Dependability 
" Asks questions when necessary 
" Helps others 
" Uses proactive rather than reactive behaviors 
" Accepts personal responsibility for situations 
" Is adaptable and flexible 
" Goes above and beyond minimum requirements 
" Participates actively 
" Is prompt and prepared; calls if late or absent 
" Responds with honesty 
" Knows expectations and acts accordingly 
" Completes assignments thoroughly 
" Follows through on promises and responsibilities 
" Prepares quality work 
" Communicates fully and effectively for situations 

3. Tact and Judgment 
" Demonstrates sensitivity to others 
" Is respectful to others 
" Displays good manners 
" Thinks before he/she speaks or acts 
" Exhibits good judgment and an open mind 
" Uses positive tone of voice and body language to communicate thoughts 

4. Ethical Behavior and Integrity 
" Honors confidentiality 
" Displays honesty in words and actions 
" Knows right and wrong 
" Admits mistakes and accepts responsibility 
" Considers all sides of an issue 
" Is genuine and authentic in words and actions 
" Displays a responsible attitude 
" Is trustworthy 
" Avoids plagiarism 
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Appendix C 
!"#$%&'() *(!*%(%&+',-).+!/")! 0*!(+!,$!)%,")+,&!(, 12+*)(!1*',1+3+/+&+!1)

'..+$!)'.).+!/")1!(4+$!1)
$'//!5!)'.)!"#$%&+',) %,")*('.!11+',%/)1& #"+!1)

#,+4!(1+&6)'.)1'#&2) %/%3%7%)
The School Administrator(s) will 

¥ model the multiple leadership roles of an effective instructional leader; 
¥ identify Cooperating Teacher(s); 
¥ assist in understanding school organization - arrange an orientation for the Candidate; and 
¥ demonstrate ongoing support. 

The Cooperating Teacher will 
¥ model and encourage effective classroom instruction including 

o planning and preparation; 
o effective teaching and learning by implementing research-based, best practice instruction in all 

subject areas taught; 
o effective classroom management and discipline; 
o appropriate, on-going and summative assessment and evaluation; 
o exemplary professional attitudes, ethics, and behaviors; 
o effective conferencing skills; and 

¥ meet weekly with the Candidate to reflect on the Candidate's progress; 
¥ scaffold responsibility through the Gradual Release of Responsibility model; and 
¥ meet regularly with University Supervisor to discuss Candidate progress and elements of effective mentoring 

including how to provide constructive feedback. 

The University Supervisor will 
¥ communicate regularly with Cooperating Teacher, School Administrator, and Candidate; 
¥ regularly visit Candidate in schools; 
¥ complete appropriate field related documentation; and 
¥ award grades in consultation with the Cooperating Teacher and School Administrator. 

The Candidate will 
¥ develop professional attitudes and effective interpersonal relationships in the school environment; 
¥ abide by the philosophy, regulations, policies and standards of behavior and dress of the school 

(ask the Cooperating Teacher for information concerning these subjects); 
¥ present themselves as responsible members of the school community and fulfill all obligations in a 

professional manner; 
¥ safeguard all personal and confidential information and use it only for professional purposes; 
¥ follow the school district schedule during internship, the USA schedule during all other field experiences; 
¥ participate in school functions as directed by the Cooperating Teacher; 
¥ in anticipation of being absent front school, notify the Cooperating Teacher to obtain prior approval; 
¥ in case of an illness or emergency requiring an absence from school, notify the Cooperating Teacher as soon 

as possible and then notify the University Supervisor; and 
¥ follow all requirements as stated in the accompanying course syllabus. 

Specific Candidate responsibilities for field experiences and internship are detailed in course syllabi. 

Principal Signature Date Candidate Signature Date 

Cooperating Teacher Signature Date University Supervisor Signature Date 



 

 

 
 

 

 

 

  

 

 

 

              
     

         
       

          
         

 
          

 
            

   
 

 

  
        

 
 

  
      

 
 

  
          

 

 

          
                                                                                                                          
 

_______________________________________________ ________________________________ 

___________________________________________ _____________________________ 

___________________________________________ _____________________________ 

APPENDIX D 

I agree to protect the confidentiality and privacy of each student at ___________________________. 
(name of school) 

I understand the importance of the documents to which I may have access and the sensitivity of the 
information I may review, and agree to: 

¥ Refrain from discussion of any information regarding students or school personnel outside 
the school and/or the spectrum of daily instruction. 

¥ Refrain from posts of any school-related content to any social media outlet. 
¥ Access only the documents containing information for students whose instruction I may 

impact. 
¥ Review student documents on school premises, only, in a location designated by 

supervising personnel. 
¥ Participate as a member of an education review/placement team as an observer, only, 

unless specifically requested to give input. 

Student Signature Date 

Special Education Personnel Signature Date 

Principal Signature Date 
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