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About this Handbook 

This set of guidelines has been developed by the Office of Field Experiences to present 

information to the extended practicum teacher candidates, cooperating teachers, university 

supervisors, and faculty. It is our hope that the contents of this guidebook will assist you in your 

Extended Practicum experience. By defining everyone’s function, we anticipate that all 

participants will better understand their responsibilities and the significance of their roles. With 

this knowledge and through coordinated teamwork, we are confident we can successfully work 

together to make your experience run smoothly. 

 

While most pertinent forms and documents are located at the end of this handbook, you can also 

locate all up-to-date documents for download at the following site: https://sites.sandiego.edu/dlt/ 
 

 
Contact Information 

 

Reyes Quezada, E.D. Department Chair (619) 260-7453 rquezada@sandiego.edu 

Amanda Roth, Ph.D. Director of Field 

Experiences 

 

(619) 260-7817 amandaroth@sandiego.edu 

Sergio Rodriguez, M.A. Assistant Director of 

Programs 

(619) 260-7452 srodriguez@sandiego.edu 

James McCarty Credential Analyst (619) 260-4821 jmccarty@sandiego.edu 

 

 
Mailing Address 
 

 

University of San Diego 
 

School of Leadership and Education Sciences 
 

5998 Alcalá Park 
 

San Diego, California 92110-2492 

  

mailto:srodriguez@sandiego.edu
mailto:jmccarty@sandiego.edu


  

Introduction 

In addition to coursework, your time in the field serves as a cornerstone to your development as 

an effective teacher. The field experiences you complete during your program are intended to 

scaffold increasing teaching responsibilities and align with your coursework.  

In your first semester, Practicum is an introductory field experience of approximately 30-50 

hours. The hallmark of this experience is observation—this is likely your first time in a 

classroom focusing on the teacher’s role and perspective. It will also provide you with an 

emerging understanding of local San Diego schools, curriculum, students, and communities.  

Extended Practicum is the next field experience you will complete. This is an approximately 

260-hour commitment over one semester. You are expected to spend 20 per week at a school; ten 

hours will be with a general education teacher and ten hours will be with a special education 

teacher. You will also work with an English Learner (EL) student during this time as aligned 

with your coursework.  

The field experience component of the Master’s Credential Cohort program (MCC) pathway 

consists of a robust experience in both special education and general education, regardless of the 

credential(s) being sought.  It is our belief as a faculty that all teachers can greatly benefit from a 

deeper understanding of the role of the Education Specialist, even if the are only credentialed in 

Multiple or Single Subjects.  

 

The Extended Practicum Experience 
 
Prior to beginning extended practicum all candidates must have taken and passed the CBEST and been 

issued a certificate of clearance by the CTC. During the extended practicum, MCC candidates will spend 

roughly ten hours in an elementary/secondary classroom and ten hours with an education specialist per 
week. Each candidate’s schedule will be determined at the school site. During that time the candidate will 

be expected to gradually take responsibility for teaching some core content.  

 

Sample Extended Practicum Experience – Elementary 
 

Gradual Assumption of 

Responsibility 

Literacy Mathematics 

Early in semester Observe, provide individual and 

small-group support 

Observe, provide individual and 

small-group support 

Mid-semester Co-teach class 

 

Co-teach class 

Teach class 

 

Teach class 

By the end of the USD 

semester 

Plan and teach class 

 

Plan and teach class 

 

 

 

 

 

 



  

Sample Extended Practicum Experience – Secondary 
 

 

 
 

 

Sample Extended Practicum Outline – Special Education 
 

Gradual 

Assumption of 

Responsibility 

Hours 1-3 (in any order) 

Early in 

semester 

Shadow cooperating teacher, 

observe, provide individual 

& small-group support 

 

Plan collaboratively, shadow and observe 

cooperating teacher while they administer 

standardized special education assessments, 
observe and/or participate in IEP process 

(i.e. develop an IEP, attend IEP meeting), 

observe other SPED support personnel 
teachers 

Mid-semester 

 

Co-teach a lesson, 
Teach an individual, small-

group or whole-class lesson 

when appropriate 

End of USD 

Semester 

 

Plan for & teach lesson(s) 
which relate to students’ IEP 

goals 

 
  

 

  

Gradual 

Assumption of 

Responsibility 

Hour 1 Hour 2 Hour 3 

Early in 

semester 

Observe, provide 
individual & small-

group support 

Observe, provide 

individual & small-

group support 

Observe, provide 

individual & small-
group support, plan 

collaboratively, attend 

parent/community 
meetings, observe other 

department teachers 

Mid-semester 

 

Co-teach class 

 

By the end of 

the USD 

semester  

Take lead on planning; 

Co-teach class 



  

Requirements and Expectations 

 

 

All MCC candidates are expected to comply with the following requirements. Failure to comply 

with these requirements could result in disciplinary action and may jeopardize the candidate’s 

graduate status and/or his/her ability to earn a teaching credential.   

 

• Attendance and observation – Candidates will be expected to attend assigned classroom 

daily and actively participate in the events of the class and professional activities of the school. 

Throughout the field placement, professionalism, dependability, and clear communication are 

essential. 

• Classroom instruction – Candidates will be expected to participate in classroom 

instruction as directed by the cooperating teacher. Instruction should include individual 

conferring, small group support, and whole class instruction. 

• Curriculum and assessment planning – Candidates will be expected to teach the assigned 

curriculum. Candidates will be expected to assess students’ learning using assessments designed 

and implemented in collaboration with cooperating teachers and/or university supervisors. 

• Formative and summative evaluations by cooperating teacher and university supervisor 

Candidates will regularly be observed by both their cooperating teacher and by their university 

supervisor. A minimum of 1 formal triad evaluation conference will take place at the end of 

extended practicum. In addition, the candidate will receive formative feedback after each 

supervisor visit and cooperating teacher observations, and on-going formative feedback from 

both.  Candidates are expected to respond to this feedback and show evidence of learning and 

continued professional growth. 

• Course-related assignments – Assignments in classes will support and complement students’ 

fieldwork experience.     
 

Note: In the extended practicum, candidates need to work with an English Language Learner. 

These hours are part of the total of 260 hours they are completing in the field placement that 

semester. It is critical that they communicate to their cooperating teachers the assignments that 

are required for this practical work. The requirements include informally assessing using rubrics 

to identify proficiency levels in listening, speaking, reading and writing. They will also be 

required to develop ELD lesson and SDAIE but will not be required to implement if that is 

challenging for them to do in their placement. Candidates will be given guidance of strategies 

and materials they can use but they can also use activities that are already conducted in the 

classroom. More details of this assignment is outlined below. 



  

 

Placement Locations 
 

Within the MCC program, field experience will take place at carefully selected sites 

chosen for teaching excellence, faculty and administrative support for candidate learning,  

and diversity among the student body.   

Per CTC regulations, the teaching experiences are selected to reflect socioeconomic and cultural 

diversity and classrooms that include English Learners. 

 

Placement decisions will be made at the discretion of the Field Experiences Office. Although 

candidates are invited to share their preferences before decisions will be made in accordance 

with the goals of the program, the requirements of the state, and the professional judgment of the 

USD faculty and staff as to the placement site that best fits the experience and needs of the MCC 

candidate. 

 

Supervision Structure 

 

Throughout the field experience, the teacher candidate, the university supervisor, and the 

cooperating teacher are expected to work together to support the professional growth of the 

teacher candidate. Specific responsibilities are as follows: 

 

University supervisor – The university supervisor is responsible for supporting and monitoring 

MCC candidates throughout the tenure of their field experience. The supervisor provides an 

important link between the university and the placement sites. The multiple subject supervisor 

will serve as a “generalist” knowledgeable in all subject areas, which will support the candidate’s 

development of subject-specific pedagogical content knowledge. The university supervisor is 

responsible for the following: 

 

• Meeting with the candidate and cooperating teacher at the beginning of each semester to 

establish an appropriate structure to support the candidate’s integration into the classroom.  

• Formally observing and providing feedback to for Extended Practicum candidates. 

Informal communication with the candidate throughout the semester. 

• Facilitating triad evaluation meetings each semester with each candidate and 

cooperating teacher. 

• Maintaining regular contact with the field experiences office and cooperating teacher 

and alerting them to any concerns regarding the Extended Practicum candidate. 

• Participating in field experience support meetings with USD faculty, the field 

experiences director, and the MCC program coordinator as needed. 

 

Cooperating teachers -- The cooperating teachers are an exemplary classroom teacher with 

content expertise, strong pedagogical practices, and a demonstrated ability to support adult 

learning. Cooperating teachers will be responsible for the following: 

• Establishing an appropriate structure to support candidates’ integration into the 

classroom. 

• Providing guidance in supporting candidates’ planning, instruction, and assessment of 

students. 



  

• Providing regular informal feedback to student teachers. Formally observing and 

providing feedback to each MCC candidate during the experience. 

• Complete the evaluation forms. 

• General Education Cooperating Teacher: 2 Lesson Observations +  

• Final Evaluation 

• Education Specialist Cooperating Teacher: 2 Lesson Observations +  

• Final Evaluation 

• Participating in triad evaluation meetings with the candidate and university supervisor. 

• Maintaining regular contact with the university supervisor and alerting he/she to any 

concerns regarding the MCC candidate. 

•  

• MCC teacher candidate -- The teacher candidate is expected to play an active role in 

facilitating his or her own learning. In addition to the requirements and expectations outlined 

above, the teacher candidate is responsible for the following: 

•  

• Meeting regularly with the cooperating teacher at a time that is convenient to him/her to 

discuss classroom observations, curriculum expectations, instructional planning, assessment and 

student learning. 

• Participating in debriefing sessions with the university supervisor and/or cooperating 

teacher after formal observations and taking steps to respond to the feedback provided in those 

sessions. 

• Participating in triad evaluation meetings with the university supervisor and cooperating 

teacher each semester. 

• Actively participating in all aspects of classroom teaching including individual, small 

group or whole class instruction, instructional planning, and assessment. 

• Actively participating in the life of the school through attendance at faculty meetings, 

professional learning community sessions, extra-curricular activities, and student outreach 

events. 

• Actively seeking out resources within and beyond the school. This may include asking 

for targeted support from the cooperating teacher, visiting other teachers’ classrooms, crafting 

curriculum materials using internet and library resources, and attending professional conferences 

and workshops. 

• Asking questions and sharing observations and concerns with the cooperating teacher, 

university supervisor, peers, and USD faculty. 

• Alerting appropriate support providers if personal or professional concerns arise that 

may interfere with student teaching responsibilities and your professional growth



 

Assessment and Evaluation 

 
The following assessment measures are in place to support candidate learning and ensure 

appropriate preparation to meet the California Teaching Credential requirements. Candidates 

must meet or exceed the expectations set for each of these requirements in order to begin, 

continue, and successfully complete his/her student teaching assignments. Please note that these 

assessments are in addition to course assignments, which also must be completed satisfactorily in 

order to earn a California Teacher Credential. 

 
Evaluation Timeline: 

Before first extended practicum: 

▪ Verification of successful completion of CBEST, fingerprint screening, and university transcripts 

submitted to USD’s credential analyst –James McCarty jmccarty@sandiego.edu 

 

▪ Successful completion of all required coursework with grades of B- or above 

 
▪ Successful completion of practicum and satisfactory evaluation from field placement supervisor. 

▪ Placement interview (if required by school site) 

 
During extended practicum: 

▪ Four formal observations by the university supervisor and four formal observations by the 

cooperating teachers (2 observations per CT) 

▪ Final evaluation with growth plan 

▪ Successful completion of all assignments in the MCC extended practicum seminar. 

 

Prior to full-time student teaching: 

▪ Verification of successful completion of the appropriate content CSET. Successful completion of 

credential coursework with grades of B- or above in all courses. 

▪ Successful completion of the advancement to student teaching process. 

 
 

Evaluation Records: 

A complete evaluation record will be maintained electronically. It is strongly recommended that 

candidates maintain their own records—observation records, and evaluation records from their 

student teaching. 

 

The following information provides a list of assessments, evaluators, locations, and submission 

dates. Candidates are expected to work with their university supervisors, cooperating teachers, 

and the Field Experience staff to ensure that all assessments are submitted in a complete and 

timely manner. 

 

Evaluation Materials: 

Candidates should familiarize themselves with the following assessment materials: 

 
● Teacher Performance Expectations—TPEs are set by the state of California and guide the MCC 

mailto:jmccarty@sandiego.edu


 

coursework assignments and student teaching evaluations. See the USD Student Teaching 

Handbook. 

 

● Teaching Observations – During formal observations, cooperating teachers and university 

supervisors should take notes that include their observations, questions, comments, and 

suggestions.  Afterwards they should complete the Lesson Observation Form (LOF) online. A 

copy of the LOF should be provided to the candidate immediately after the observation. 

Classroom observations should focus on elements of instruction that are enumerated in the TPEs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Frequently Asked Questions 

 
Q: Does my special education cooperating teacher need to hold a mild/moderate teaching 

certificate? 

A: Yes. Your k-12 site administration has chosen the education specialist you will work with for this 

semester. 

 
Q: Who completes my 4 evaluations throughout the semester? 

A: Your general education cooperating teacher does 2, and your education specialist completes the other 2 

of the 4 total evaluations for the semester. The links to the evaluation are sent out to both of your 
cooperating teachers by your USD supervisor. Both of your cooperating teachers will also complete an 

extended practicum final evaluation for the semester performance. The final evaluation from the USD 

supervisor is conducted in the general education classroom. 
 

Q: Do I have to go every day to my school site? 

A: No, but you certainly can if you like. We ask that you go 4 times a week so that you can see some 

continuity in lesson and unit planning and the day-to-day operations of a classroom environment.  
 

Q: My education specialist cooperating teacher is concerned with sharing confidential information 

about students with IEPs, etc. 

A: The California Commission on Teacher Credentialing, the school district/charter, and USD have 

created an agreement for teacher credential students to be trained, monitored, and supported in teacher 

credential requirements including supporting formal/informal assessment, IEP writing and meetings, 
academic and behavioral support, and working with families. Therefore, cooperating teachers are well 

within their capacity to share confidential educational information with the USD students working in their 

placement. USD has a responsibility (according to IDEA, 2004) to train teachers fully in all capacities of 

education, the placement has a responsibility to provide application of learning with the supervision of the 
CT and the university faculty. 

 

Q: Am I teacher of record with any of the students with IEPs when I work with my education 

specialist cooperating teacher? 

A: No. For your ten hours per week with your education specialist cooperating teacher, you are mostly 

shadowing, helping, and completing the formal assessment of your case study student throughout the 

semester. During this semester, you will start working with students with assessments, with the guidance 
of your USD classes this semester. You may also attend SST and IEP meetings, teacher/parent meetings 

where your education specialist feels this will be a valuable learning experience. This is your first time 

with an education specialist, so focus on soaking it all in for this semester. 
 

Q: My education specialist cooperating teacher or a general education cooperating teacher has a 

question regarding specifics in our program. Who can they contact? 

A: Great question. Then can refer to our webpage at: https://sites.sandiego.edu/dlt/field-experience/ If 

they cannot find the needed information, they can contact Dr. Roth, who will help them find the answers 

to their questions.  

https://sites.sandiego.edu/dlt/field-experience/

