
 
HOPE COLLEGE 

MENTORING 
HANDBOOK  

 

  
 

 

Education Department 
 
 
 

 

 
 

 
 
 

 
 



 
 
 
 
 
 
 
 



 
 

 
 
 
 

 
 
 

The information in this section explains the elements of our student teaching 
model.  
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THE STUDENT TEACHING TEAM  
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The cooperating teacher’s main task is to guide the student teacher’s experience.  This includes 
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A NEW WAY OF WORKING TOGETHER  
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Student Teaching Assessment Tool 
At the heart of the model is a tool - once called an evaluation form and now used as an assessment 
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Co-mentoring requires the mentor teacher to use a variety of knowledge, practices 
and skills to help the developing teacher learn to teach.  These practices include:  

observation/debrief, co-planning, analysis of student work, co-teaching, and 
mentoring on the move.  The key to each of these practices is the type and content of 

conversations that both precede and follow the activity. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mentoring 
Practices 
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Observation Debrief 
 

 

 
 
 
 

Launch Into Teaching/Michigan State University 
 
 
 
 
 
 
 
 
 
 
 
 

 
Mentor Practice 

 

 
Traditional Mentoring  

 
Educative Mentoring 

  
 
 
Observation Debriefing  
 
 

 
The mentor does most of the 
talking. 
 
The mentor tells the teacher 
what was wrong and how to fix 
it.  
 
The mentor makes suggestions 
and gives advice related only 
to the immediate lesson.  She 
does not explain why or when 
she would choose one option 
over another.  
 
The conversation wanders and 
ends with no concrete 
decisions or next steps. 

 
The mentor guides the teacher through a 
reflection of the lesson, getting the teacher to talk 
about both instruction and student learning.  
 
The mentor asks probing questions, encouraging 
the teacher to explain his reasoning. The mentor 
looks for opportunities to push the teacher’s 
thinking.  
 
Mentors find openings or teachable moments to 
connect the immediate with larger ideas.  
Mentors find moments in the conversation, that 
serve as “jumping-off places” to help the teacher 
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During co-planning sessions, the mentor uses the opportunity to “think aloud” about the 
planning and decision-making processes that result in effective and engaging lesson plans.  
It is most helpful if: 

�ƒ plans are created from scratch so that the student teacher both sees and 
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Sharing of Roles 
(What does it look like) 

 
Planning – Recommendations: 

 
�x Both sit down together – 30 minutes a day – have an arranged time - conversational 
�x Planbook.edu (electronic format) Google - 
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Planning Tips 
 
Before your planning session: 
�9 Decide what lesson(s) you will use your hour of planning time for. 
�9 Who will lead the planning time or will parts be shared?  Usually the cooperating teacher 

will lead in the beginning of the semester and the teacher candidate will take over as the 
semester progresses. 

�9 Decide the materials that you will need and don’t take on too much. 
�9 Bring ideas for modifications and accommodations. 
�9 Bring ideas for enrichment activities. 
�9 When the teacher candidate is ready to take over a subject/or period, let him/her know 

ahead of time that they will be leading the planning time for that lesson.  They should 
preview what they will be teaching and come to the planning time prepared with ideas and 
lessons where co-teaching could occur. 

 
During co-planning (remember this time is to plan for co-teaching): 
�9 Spend a few minutes communicating about questions or issues (may use planning sheet). 
�9 Share what will be co-taught and ideas from curriculum. 
�9 When will you co-teach?  When will each of you teach solo? 
�9 What co-teaching strategies will best meet the needs of the students? 
�9 Eventually, try to incorporate all of the co-teaching strategies. 
�9 Outline questions to be used for parallel, station, etc. 
�9 Discuss a variety of assessment strategies. 
�9 What do each of you need to do when you leave the planning session (tasks, gathering 

resources, copying, etc.)? 
�9 What, if any, changes do you need to make to the layout or organization of the classroom. 
 
After co-planning: 
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Co-Teaching Strategies & Examples 
 

When planning for class instruction, the cooperating teacher and student teacher should consider how 
and when co-teaching might be inserted effectively into the lesson and/or unit plans.  There are 
several co-teaching models that can serve to enhance student learning and provide for increased 
student contact. 

 
Strategy Definition/Example
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Teacher Actions During Co-Teaching 
TQE Strategies (2005) along with Adaptations from Murawski & Dieker (2004) 

Co-Teaching is an Attitude… an attitude of sharing the classroom and students  
Co-Teachers must always be thinking – We’re Both Teaching! 

 
 
 
 
 
 
 
 
 
 
 

If one teacher is  
leading instruction… 

The other can be doing this… 

 Observing for:   
student understanding and/or questions (through body language, facial 
expressions, etc.); 
specific types of questions asked by instructing teacher;   
specific student interactions and behaviors;  
teacher movement;  
specific teacher behaviors;  
specific student or group behaviors;  
Charting: 
where questions are directed within the classroom; 
gender of responders; 
on-task/off task behavior; 
teacher wait time;  
specific teacher behaviors or movements;  
specific student or group behaviors 
Circulating:  
checking for comprehension; 
using proximity control for behavior management; 
checking for comprehension;  
providing one-on-one support as needed 
Collecting and reviewing last night’s homework 
Introducing a social or study skill 
Taking roll 
Reviewing directions; modeling first problem on the assignment 
Writing down instructions on board 
Repeating or clarifying any difficult concepts 
Passing out papers 
Giving instructions orally 
Facilitating a silent activity 
Introducing a new concept to whole group 
Asking clarifying questions 
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If one teacher is… The other can be doing this… 
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Myth #9 – Student teachers don’t have to write lesson plans for co-teaching because they co-
plan. 
REALITY :  Co-planning takes place before formal lesson plans are written. Once a cooperating 
teacher and a student teacher co-plan, the candidate takes the information and writes up lesson 
plans, which will be reviewed by the cooperating teacher.  
 
Myth #10 - Co-teaching can only work if the student teacher and cooperating teacher have the 
same learning or teaching style. 
REALITY :   No two people have the same style because we are uniquely different.  Student 
teachers entering the workplace must be able to work with a variety of learning and teaching styles. 
Through workshops, student teachers and cooperating teachers are made aware of many different 
types of learning and teaching styles, how they work, and how to work together with individuals 
who have different styles. 
 
Myth # 11 - The college supervisor should only observe a student teacher when he/she is 
teaching solo.   
REALITY :  When a supervisor observes a student teacher co-teaching with a cooperating teacher, 
s/he focuses the observation on what the student teacher is doing.  If the student teacher is leading a 
small group, it may be helpful to move closer to that group to observe him/her.  If the student 
teacher is teaming with his/her cooperating teacher, focus the observation on the student 
teacher



 26 

- 
 
 

College Supervisor Strategies to Promote Co-Teaching 
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In order to analyze student work, the student teacher must consider and incorporate a 
range of summative and formative assessment into his or her lesson plans.  Once this data 
is in hand, it will be helpful for the team members to: 

�ƒ Find a block of time to sit down and analyze student work samples. 
�ƒ Record student data systematically for future reference. 
�ƒ Talk about the lesson, including the teacher’s expectations, what students learned 

and what still needs to be taught. 
 

 
 
 
 
 
 
 
 
 
 
 
 

  

Co-Assessing 
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Analysis of Student Work Protocol 

 
Advance Preparation 
Collect a set of already assessed student work for a performance-based assignment, e.g. written essay; lab report; 
problem-solving task; homework. Ideally, this assignment demonstrates the fullest range of performances possible. 
Be sure to have the assignment guidelines and scoring rubric for this assignment, and be prepared to talk about how 
this assignment addresses your instructional goals, including relevant standards. 
 
Introduction  
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This section provides practical tools, examples and materials to effectively 
implement educative mentoring in the student teaching setting. 

 
 
 
 
  

Implementing 
Co-Mentoring 
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Welcoming Your Student Teacher 
 

�9 Arrange to meet with your student teacher before the official start of the experience.  
�9 Introduce the teacher candidate to other faculty members, support personnel and 

administrators.   
�9 Tour the school...staff work areas, the lounge, adult restrooms, 
�9 Post the teacher candidate’s name on the classroom door.  
�9 Send a note to families to let them know you will have a teacher candidate co-

teaching with you 
�9 Provide a desk (preferably not a student-size desk) or designate a work area for the 

teacher candidate with supplies and copies of necessary manuals, textbooks, etc. 
�9 Provide a picture of the class or individual students to help the teacher candidate learn 

names more quickly.  
�9 Review the faculty handbook with the teacher candidate:  
�9 Share those “bits of information” that matter… never park - 
�9 Explain staff activities and/or special events  
�9 Discuss classroom rules and expectations  
�9 Assemble a binder with useful information including class lists, daily schedules, 

classroom rules, discipline referral forms, etc.   
�9 On a desk-top calendar or planner, mark important dates for faculty meetings, 

assemblies, PD conferences, etc. 
�9 Start a file with your favorite tried-and-true activities and good teaching ideas.  

Encourage your candidate to add to it throughout the experience. 
�9 Leave an inspirational quote or article on the student teacher’s desk  
�9 Gestures of kindness, no matter how small, have a positive impact.   

 
 
 
 
 
 
 

The Academy for Co-Teaching and Collaboration at St. Cloud State University & TWH Consulting 
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Getting Started 
1. Establish and maintain a positive learning relationship 

�x Understand typical beginning teacher needs 
�x Discuss expectations of the relationship 
�x Maintain open and honest communication 
�x Model empathy and responsiveness 
�x Be flexible, dependable and responsible 
�x Paraphrase, listening for understanding and without judgment 
�x Maintain confidentiality 

 
2. Provide support and challenge for growth and development 

�x Ground all mentoring in supporting a vision of effective teaching 
�x Observe and debrief 
�x Analyze student work together 
�x Co-plan 
�x Model teaching strategies with debrief and follow-up 
�x Videotape and debrief 
�x Mentor in the moment 
�x Promote goal setting 
�x Assist in identifying steps for growth 
�x Encourage examination of beliefs and assumptions 
�x Explore questions rather than providing answers when possible 
�x Connect practice to effects on students 

 
3. Find time to meet regularly each week 

�x Work one hour each week with each beginning teacher 
�x Meet before, after school, during lunch or planning 
�x Videotape classrooms 
�x Document your interactions with conversation records to set goals and next steps 
�x Focus on specific goals (not try to fix everything at once) 
�x Vary the kinds of support (not just modeling) 

 
4. Provide essential technical information for success 

�x Introduce to key people 
�x Show and explain key material 
�x Inform about important dates well in advance 
�x Explain important procedures and policies 
�x Share and help obtain resources 

 
5. Provide emotional support 

�x Compliment and provide positive reinforcement 
�x Provide a safe place for sharing highs and lows 
�x Support in interactions with colleagues, parents, and administrators 

 
6. Seek growth as a mentor in mentoring learning community 

�x Share data and issues in order to learn best ways to meet needs of teachers-confidentiality 
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Co-Teaching (St. Cloud): 
Bacharach, N., Heck, T., & Dahlberg, K. (2013). Researching the use of co-teaching in the 

student teaching experience. In Colette Murphy & Kathryn Scantlebury (Eds). Moving 
Forward and Broadening Perspectives:  Coteaching in International contexts. New York, 
New York:  Springer Publishing.  

 
Bacharach, N., & Heck, T. (2012). Voices from the field: Multiple perspectives on a co-Teaching 

in student teaching model. Educational Renaissance, v.1(1), 49-61. 
 
Bacharach, N., Heck, T, & Dahlberg, K. (2010). Changing the Face of Student Teaching 

Through Co-Teaching. Action in Teacher Education, v.32 (1), 3-14. 
 
Bacharach, N, Heck, T., & Dahlberg, K. (2008). What makes co-teaching work?  Identifying the 

essential elements. The College Teaching Methods and Styles and Journal, v.4, 43-48. 
 

Bacharach, N, Heck, T., & Dahlberg, K. (2007). Co-teaching in Higher Education. Journal of 
College Teaching & Learning, v.4, 19-26. 

 
Cook. L., & Friend, M. (1995). Co-teaching: Guidelines for creating effective practices. Focus 

on Exceptional Children (26), 3. 
 
Heck, T., Bacharach, N. (2010). Mentoring Teacher Candidates Through Co-Teaching: 

Collaboration That Makes A Difference. St. Cloud, MN: St. Cloud State University. 
 

Heck, T., Bacharach, N., & Dahlberg, K. (2008). Co-teaching: Enhancing the student teaching 
experience. Journal of College Teaching and Learning, v.5 (3), 2-11.  

Murawski, W., & Swanson, H. (2001). A meta-analysis of co-teaching research: Where is the 
data?  Remedial and Special Education, v.22, 258-267.  

 
Perl, M., Maughmer, B. & McQueen, C.  (1999). Co-teaching:  A different approach for 

cooperating teachers and students teachers.  Paper presented at the annual meeting of the 
Association of Teacher Educators, Chicago. 

 
Roth, W., Tobin, K. (2005). Teaching Together, Learning Together. New York:  Peter Lang 

Publishing. 
 
Vaughn, S., Schumm, J. & Arguelles, M. (1997). The ABCDEs of co-teaching. Teaching 

Exceptional Children, v.30. 
 
Villa, R. Thousand, J., & Nevin, A. (2008). A Guide to Co-Teaching: Practical Tips for 

Facilitating Student Learning (2nd. Ed.). Thousand Oaks, California: Corwin Press.  
 
Wentz, P., (2001). The Student Teaching Experience: Cases from the Classroom. Upper Saddle 

River, NJ: Prentice Hall. 
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Mentoring (Launch into Teaching):   
 
ASSIST Beginning Teachers Website.  

http://assist.educ.msu.edu/ASSIST/assisthomeset/suppose.htm 
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