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A FIVE STEP PROCESS

Step 1

Go to: (http://www.msubillings.edu/coe/ETP/FieldExper/StudentTeaching.htm   Print a copy of the student teaching application applicable to your program of study.  Read the qualification requirements and the Student Teaching Guidebook to ensure that you are able to meet all student teaching requirements and responsibilities.

Step 2
Print a copy of your unofficial MSUB web transcripts at “MyInfo”.  Make a copy of all other transcripts from any university or college you have attended.
Step 3
Attend a two hour Student Teaching Application Workshop (dates are announced at the beginning of each semester).  Bring the “hard copy” of the student teaching application that was printed out (step 1) and
copies of all transcripts (step 2) to the workshop.
Step 4
Schedule appointments with your advisor(s).

· Complete final copies of the application and course requirement forms.  Print them out.
· Complete a final copy of a resume and print it out.
· Take the application, course forms, resume, and all copies of your transcripts to your advisor appointment(s).  Advisors will review, proof, and sign the application.
Step 5
Hand deliver final copies, in person, to Bonnie Graham in COE 201, M-F, 8:30-4:00. If needed, contact Bonnie (bjgraham@msubillings.edu) to schedule an appointment after 4:00.  Bonnie will meet with you and make sure you have a complete application. Plan to stay about five minutes while a brief review of the application occurs.  Applications must be complete and accurate.
· Exception: candidates who do not come to campus for classes.  Please communicate with your advisor for signatures, review, and submission.  
What to turn in:
Everybody:  one complete, original, copy of the entire application with all required documents, including:

· Unofficial, MSUB  transcript printed off “MyInfo”
· Unofficial transcripts from any other institution you have attended

Single Majors:    5 additional copies of your resume and course requirements forms
Double Majors:  9 additional copies of your resume and course requirements forms
Eligibility
Student teaching eligibility requires the following:

· Admission to Teacher Education
· Grades posted for incompletes or indication of when a grade will be posted
· 2.65 GPA or higher in the teaching major(s), minor(s), and overall with no grade below a C

· Via a petition, permission from the Teacher Education Appeals Committee to student teach with any required courses outstanding

· Current, valid criminal background report is on file in the ETP Office
Out of State Placement Requirements
3.0 GPA in the teaching major(s), minor(s), and overall with no grade below a C

Complete the out-of-state addendum page (Wyoming residents do not have to complete this form)

Any supervision fee that exceeds $250.00 will be paid by the student teacher

General Information

Develop a professional resume’ – The MSU-Billings Career Services Office can provide assistance.

The application is to be word processed and error free (copies are distributed to school districts).
· Monitor headings, page breaks and formatting - adjust font size, page breaks, etc. so that there are no splits in tables and sections.

· Carefully proof – there should be no grammatical, punctuation, or spelling errors.

Meet with your advisor(s) to obtain all required signatures. Last minute submission may delay the placement process.
Turn all required documents and sections of the application in to Bonnie Graham, COE 201.  A brief review of the application will occur with you.  Applications that are incomplete, unprofessional, or have errors will not be accepted.
Teaching Majors, Minors, & Concentrations

Instructions for embedding course requirements into the application:
· Fill in the professional core, teaching major and minor tables, providing all information.

· Accurately calculate the GPA in each required section.

· Adjust page breaks and formatting so that all the pages in the application are organized and without awkward table breaks or unnecessary spacing.

· Single Majors

1. Open the student teaching application link.  Copy and paste the student teaching application into a Word document.

2. Go to the professional core link.  Copy and paste your professional core table into your application.

3. Go to the teaching major link.  Copy and paste your teaching major table into your application, below the professional core

4. Go to the minor link.  Copy and paste your minor table into your application, below the major table.  If you have a concentration or a minor that is not in the list, use one of the tables as a template; delete the courses, and re-enter the courses you took to meet your requirements.
5. Save.  Then complete all parts of the application.

· Double Majors

1. Complete the applicable process above, but copy and paste both teaching majors into the application.
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Name    John Doe


ID number:         -0123456                                                    E-Mail: 
     johndoe@abc.com                                                            
Permanent Address: 123 Tree Street
Phone:  123-456-7890

City/State Zip:  Billings, MT 59102


(This is the address placement information will be sent.)
	Teaching Major
	2nd Teaching Major

(if applicable)
	Minor or concentration

(circle one if applicable)

	Elementary Education
	N/A
	Mathematics


1. Chose placement option one OR placement option two.
2. Most school districts, including Billings, require interviews before placements are confirmed.

3. We strongly recommend that you not be placed in a school with immediate family members.

	Comments:  Indicate any special issues or information you would like to have considered in arranging your placement.   If necessary, attach a professional letter of explanation with additional information, circumstances, etc.

	My children attend ABC123 Elementary School, please do not place me there.  My mother is on the school board in the XYZ District and I would prefer not to be placed there.  The school I am placed at must be able to accommodate my use of a wheelchair.



Placement Option One (Yellowstone Region)
If Billings Public Schools is one of your choices then you must also check a second box.  If you do not want Billings Public Schools, but want to stay in the Yellowstone region, you may select only one box.  Specific grade levels and schools (in districts with more than one school) cannot be requested.

· Absarokee K-12 Schools

· Belfry K-12 Schools

· Billings Public Schools

· Billings Catholic Schools

· Blue Creek Elementary

· Bridger K-12 Schools

· Broadview K-8
· Canyon Creek K-8 
· Columbus K-12 Schools 
· Custer K-12 Schools

· Elder Grove K-8 School
· Elysian K-8 School
· Fromberg K-8 School

· Hardin Public Schools

· Huntley Project Schools

· Independent K-6 School
· Joliet Public Schools

· Lockwood Schools
· Laurel Public Schools

· Morin K-6 School
· Park City K-12 Schools

· Pioneer K-6 School
· Red Lodge Schools

· Roberts K-12 Schools

· Roundup K-12 Schools

· Shepherd K-12 Schools
Placement Option Two (Beyond the Yellowstone region, out-of-state, & international)
Write in a specific district or school that is not on the option one list above.  Provide principal and school contact information (name, email, phone, & address).
	


Advisor’s Signature(s)
I have reviewed this application with the student and I approve eligibility for student teaching.
	2.65 GPA overall and in courses required for the major with no grade below a C (2.0) in courses for the major

	GPA: Prof. Core
	GPA: Major
	GPA: 2nd Major or Minor
	GPA: Overall

	4.0
	4.0
	4.0
	4.0


Jane Doe                                        March 1, 2011


___

College of Education Faculty Advisor                   Date                     Arts & Sciences Faculty Advisor (if applicable)         Date                     





___

College of Education Faculty Advisor                   Date                     Arts & Sciences Faculty Advisor (if applicable)         Date
Consent and Release

	
	Length
	Credits
	Register Me For:
(circle credits)

	Single Majors
	14 Weeks
	Elementary:  12   All Others: 9
	12   or  9  

	Double Majors
	10 Weeks + 10 Weeks
	18 credits (9 + 9)
	18

	Graduate
	14 Weeks
	6 
	6

	Graduate Licensed Teachers
	10 Weeks
	6
	6

	My fingerprints are on file in the ETP office.  If my fingerprints are more than 22 months old I will have to submit new fingerprint cards, payment, etc.
	Expiration Date
October 9, 2013


With the exception of EDU 406, EDF 515, or Art 499 I cannot enroll in other classes during student teaching semester without prior permission (a petition) from the College of Education Appeals Committee.
Successfully completing an approved Teacher Education Program at MSUB prepares candidates for teacher licensure.  But there may be other factors involved with issuance of licenses.  Licensure or certification offices in each state are responsible for evaluating and issuing licenses for all educators.  I understand that MSUB will make institutional recommendation to the appropriate state licensure unit once I have successfully completed all program requirements and submitted a licensure application.  Final licensure decisions are made by the state office.

Signature of Applicant: __________________________________________

student teaching application


Major in Elementary Education

Teaching Minor in  Mathematics
Name:  ___John Doe________________________________________            I.D. Number:  ___-0123456_______
Transfer Institution(s): Univeristy of Alaska (UAA), Miles Community College (MCC)______________________
ELEMENTARY EDUCATION PROFESSIONAL CORE
	Course
	Credits
	Grade
	Semester
	Equivalent

	EDU
	200
	Introduction to Education 
	3
	A
	Fall 00
	ED 123, UAA

	EDU
	220
	Human Growth and Development
	3
	A
	Fall 00
	ED 124, UAA

	EDU
	221
	Education Psychology and Measurement
	3
	A
	SP 02
	

	SPED
	260
	Introduction to Teaching Exceptional Learners
	3
	A
	SP 02
	

	HHP
	201
	Core Concepts in Health
	3
	A
	Fall 02
	

	EDU
	381
	Curriculum Theory and Practice
	3
	A
	SP 10
	

	EDU
	353
	Junior Field Experience
	2
	A
	Fall 10
	

	EDU
	495B
	Student Teaching: K-8
	12
	Fall 11
	Fall 11
	

	EDU
	406
	Philosophical, Legal and Ethical Issues 
	3
	SP 11
	SP 11
	

	
	
	
	GPA
	4.0


ELEMENTARY MAJOR Required Courses
	Course
	Credits
	Grade
	Semester
	Equivalent

	EDU
	397A
	Methods: K-8 Language Art
	4
	A
	Fall 08
	

	EDU
	397B
	Methods: K-8 Social Studies
	3
	A
	SP 09
	

	EDU
	397C
	Methods: K-8 Mathematics
	3
	A
	Fall 08
	

	EDU
	397D
	Methods: K-8 Science
	3
	A
	Fall 08
	

	EDU
	397E
	Methods: K-8 Art
	3
	A
	SP 09
	

	EDU
	397F
	Methods: K-8 Music
	3
	A
	SP 09
	

	HHP
	314
	Health Enhancement Strategies in the Elementary School K-8
	3
	A
	Fall 01
	HLTH 123, MCC

	EDU 
	433
	Reflective Practice Teaching Reading
	4
	SP 11
	SP 11
	

	ART
	101
	Fundamentals of Art for Elementary Teachers
	2
	SP 11
	SP 11
	

	M
	130
	Mathematics for Elementary Teachers I
	3
	A
	
	

	GPHY
	121
	Human Geography
	
	
	
	

	OR
	
	
	3
	A
	Fall 01
	GEOG 123, MCC

	HSTR
	102
	Western Civilization II
	
	
	
	

	
	
	Total Credits
	
	GPA
	4.0


MATH MINOR, Teaching
	Course
	Credits
	Grade
	Semester
	Equivalent

	CSCI
	111A
	Programming with Java I
	4
	A
	Fall 00
	MATH 123, UAA

	EDU
	497B
	Methods: 5-12 Mathematics
	3
	A
	Fall 08
	

	M
	171
	Calculus I
	4
	A
	Fall 00
	MATH 233, UAA

	M
	110
	Mathematical Computing
	1
	A
	Fall 00
	MATH 135, UAA

	M
	172
	Calculus II
	4
	A
	SP 01
	MATH 234, UAA

	M
	333
	Linear Algebra
	4
	A
	SP 01
	MATH 234, UAA

	M
	329
	Modern Geometry
	3
	A
	SU 08
	

	STAT
	341
	Introduction to Probability and Statistics 
	4
	A
	SU 09
	

	M
	499
	Senior Thesis /Capstone
	1-3
	A
	Fall 10
	

	
	
	Total Credits
	
	GPA
	4.0


College of Education


 Application for Student Teaching








College of Education


STUDENT TEACHING APPLICATION








Teacher Education candidates apply for student teaching the semester prior to student teaching.  


Application Deadline:  Fall 2011 Student Teaching application due date is March 15, 2011


Application Process Timeline:  Attend a two hour application workshop (dates will be posted)


             Meet with advisor(s) for review and signatures


                                                        Bring signed final drafts of application documents to COE 201 (M-F, 8:30-3:30)


                                                        If applicable, an interview letter is mailed


                                                        Placement confirmation letter is mailed












