STAR Video – Fall 2012 – Secondary form

Video #1: “An Introduction from Dr. Robert Wolfersberger”


Hello, and welcome to the STAR Preparation Video Series.  My name is Dr. Robert Wolfersberger. 


The purpose of the following video series is to help you learn what to expect from the Student Teaching Assignment Request Form, or the STAR form as it’s commonly known. 


We will show you how to accurately complete the form and make sure you have completed all of the additional requirements in order to qualify for student teaching. Listen carefully, because failure to meet all of the prerequisites, on time, could result in a semester delay of your student teaching plans. Please note, you must make sure your address is current in ISIS before you submit your STAR form so that all correspondence reaches you, and in a timely manner. 


If, after the video series is over, you still have unanswered questions, please feel free to contact Rosemary Woods (rwoods@ksu.edu) via email or by calling the Office of Student Services at 785-532-5524.


Please watch the entire video series, in order, and enjoy as your fellow classmates in the K-State College of Education walk you through the process of filling out the STAR form and prepare you for your student teaching experience. 

Video #2: “The Basics: Deadlines and Introductory Information” 

If you watch all of these videos and only remember ONE thing, remember this, the BIG deadline: February 1, 2012 by midnight. Web access to the STAR form will be turned off at that time and you will no longer be able to fill out or change any information. 

Now, I know that we are all college students and procrastination is pretty much a way of life sometimes, BUT, we encourage you to fill out the STAR form early to avoid any last minute errors or confusion. One of the consequences of failing to submit your STAR form properly is a semester delay in your student teaching assignment. That’s big! So, you have an entire 6 weeks of web access to the STAR form, but, believe me when I say, do yourself a favor and DON’T wait for 5 weeks, 6 days and 23 hours to pass before you begin filling out your STAR form!

So let’s get started. First of all, before you complete your STAR form online, we suggest gathering all of the materials you’ll need so you have them handy. This would include your student handbook, current transcripts, a checklist of your professional course requirements, a curriculum guide, personal documents, and other appropriate references. 

We also suggest printing off the “work copy” of the STAR form, which is the first document you will see when you click on the STAR form link on the forms page. You can fill this out by hand first, just to make sure that all of the information is accurate and that you aren’t missing anything when you’re ready to fill out the form online. 

Here are a few tips that will help you through the process of filling out your form online. 

1.) Should you need to access the STAR form multiple times to edit, alter or complete portions, remember to use your EiD to log-in. Do not use your entire email address. For example: rwoods is correct while rwoods@ksu.edu is incorrect.
2.) You can access all of your coursework information online by following these few simple steps: go to the K-State homepage which is www.ksu.edu, click on ISIS, type in your log-in information and hit enter, click on DARS, hit submit, view report and finally “printable audit.”

3.) When you are finished with the entire STAR form, print a copy of it for your records. If, for any reason, your STAR form is not received or if any portion is incomplete, your hard copy will serve as proof of an on-time submission. 

Hopefully, this video gave you some good introductory instructions for completing your form. And, once again, don’t forget the STAR form deadline! February 1, 2012 by midnight. Click on the next video to learn all about the three required documents that you will need to submit in addition to your STAR Form.

Video #3: “Three required documents that MUST be submitted in addition to your STAR form


In addition to the STAR form, you must submit documented proof for three additional requirements:

1.) A current TB test, due February 1, 2012
2.) A first aid and CPR certification card, due February 1, 2012
3.) Verification of 40 professional hours, due April 1, 2012
The first document you must have is proof that you’ve had a TB test in the past two years. Two years would be anything dated August 20, 2010 or newer.  If you haven’t had one in the past two years, you can pick up the yellow test form in the Office of Student Services in Bluemont Hall Room 13. Completed forms are to be returned to the same office. You can get your TB test done at the Lafene Health Center where the cost is just $10. The Lafene Health Center has several test dates scheduled: JAN 23,  JAN 24, and JAN 30. You don’t need to have a scheduled appointment on any of those days. However, you will need to come back two days after you have been given the vaccine in order to have your results read. Also, feel free to contact your family doctor or the County Health Department if you’d prefer to have the TB test completed elsewhere. 


The second document you must have is your First Aid and CPR certification card. This card must be presented to the Office of Student Services where a copy will be made to be kept in your file. There are several resources you can use to find a First Aid and CPR certification class that fits your schedule: You can contact the Lafene Health Center (785-532-6595), the Manhattan chapter of the Red Cross (785-537-2180, www.thinkred.org), or the University for Man Community Learning Center (785-539-8763). The Lafene Health Center has the following dates available for CPR/First Aid certification classes: 

Dec 5th (Mon) 10:30 and 2:30
Dec 6th (Tues) 11:00
Dec 19th ( Mon) 10:30 and 2:30
Dec 20th (Tues) 11:00
Dec 21st (Wed) 10:30
Dec 28th ( Wed) 10:30 and 3:30
Dec 29th ( Thurs) 11:00
Jan 4th (Wed) 10:30 and 4:00
Jan 5th (Thurs) 11:00 and 3:00

Jan 6th (Fri) 9:00 and 2:00

Jan 9th (Mon) 10:30 and 2:30

Jan 10th (Tues) 11:00 and 4:00

Jan 12th (Thurs) 9:00

Jan 18th ( Wed) 9:30 and 3:30

Jan 20th (Fri) 9:00 and 3:00

Jan 23rd (Mon) 10:30 and 2:30

Jan 24th (Tues) 10:00

Jan 25th (Wed) 9:30 and 3:30

Jan 26th (Thurs) 11:00
The third and final required document is verification of 40 professional hours consisting of 20 hours of community service and 20 hours of professional meeting attendance. The form for documenting these hours is available in Bluemont Hall Room 261. The completed form will be returned to your Block II instructor. You may continue to work on your professionalism hours during a portion of the semester prior to student teaching – check with your Block II instructor for the procedure to verify your hours and the specific date that your completed hours form is due. 

In the next video, we will begin filing out the STAR form itself.
Video #4: “How to fill out Section A: Academic Information
Now that we have all of the other documents out of the way, let’s get started by learning how to fill out the first section of the STAR Form: Academic Information. The first part of Section A is a list of the required courses that you must have completed prior to student teaching. This includes courses that you have not yet taken or that you are currently enrolled in… simply select “not completed,” for these classes.

For courses that you did not take at K-State, be sure to include the semester, the university and the grade you received. 
In order to qualify for student teaching you must maintain a 2.5 GPA in your overall and teaching field course work. Your final grades will be calculated at the end of the semester in order to clear you for student teaching. 

The second part of section A is meant to provide information to your cooperating teacher and school district personnel regarding teaching field coursework you have completed. You may have only one teaching field, or several. Use the drop down menus for your first two teaching fields and list any additional fields in the box provided. 

Next, list the titles of all teaching field courses you will have completed by the time you start student teaching. Don’t list the course numbers or your grades in this section, just the title of the course itself. List major teaching field courses in the box to the left and course work for other majors in the box to the right. If you have course work from several secondary teaching fields, group the courses from each field together.

Once you are done with Section A don’t forget to click the save button so you don’t lose all of your work!

Video #5: “How to fill out Section B: Request Information

Section B is the fun part! This is where you will get to request your preference of grade level, school district, and specific teachers. 

Keep in mind that multiple factors are taken into consideration when making placements. This includes your preferences, grade-level experience requirements, diversity requirements, availability of qualified cooperating teachers, transportation and travel and the work load of university supervisors. Your choices, as listed in section B, will be used as a guide in placement and we will do our best to honor these choices, but the location of your final student teaching assignment is not guaranteed. 

First you will choose your grade level. You will have two options, grades 7 to 9 for middle school and grades 10 through 12 for high school. It is important to remember that some middle schools include grades 6-8 and some high schools grades 9-12. Once you have chosen your grade level preference use the drop-down menu to select a school district. Remember to indicate if you have a preference for a specific school as well. 

Before you get too excited and put down just any location, consider these restrictions: You may not teach at the high school that you attended. You may not student teach at a school where a relative, close friend or family friend is employed as this may constitute a conflict of interest. You may not student teach in a school where you have been employed, with the exception of random short-term substituting. Schools more than 45 miles away from K-State must have prior approval from your University supervisor. Lastly, student teaching with your Block II cooperating teacher is encouraged if good rapport has been established and the cooperating teacher agrees. 

Art, Music and Modern Language majors all have split assignments, which include elementary and secondary. Enter your choice of district and school for your elementary assignment. 

One important point to remember is that each school district is different and some require extra requirements for student teaching. 
* Shawnee Mission USD 512 requires the following additional documents: 


1.) Signed doctor’s verification of good health (basic physical) - Due March 2012.

2.) Signed form giving us permission to send your transcript to Shawnee Mission - Due February 1, 2012
* Blue Valley USD 229 requires the following additional document:


1.) Signed form giving us permission to send your transcript to Blue Valley - Due February, 1 2012.
****These forms are available and need to be returned to BH 013****When making placements, your choice of location will be given priority over your choice of grade-level unless you indicate otherwise in the “special requests” area listed in Section C of the STAR Form, which we’ll discuss in the next video. 

Video #6: “How to fill out Section C: Personal Information 

Section C is for all of your personal information. It’s pretty self-explanatory so we won’t spend too much time on this part. However, there are a couple of items to remember when filling out Section C. The first is to use your K-State email address, not a personal address. Also don’t use nicknames or initials when filling out the STAR form.

Indicating whether you have transportation is vital as nearly all assignments require transportation. If you need help finding car pool information, write that in the special requests area of Section C. 

Next, be specific when listing the experiences you’d like to have during your student teaching. For example, if you’d enjoy working with the cheerleaders, assisting with any of the school clubs, or working with student council, write that down. We want to help you personalize your student teaching experience to fit your needs and interests. 

Last, your final entry is your statement of introduction. We recommend that you write this essay on a word processor using your grammar and spell-check. Typos just shout “unprofessional.” Use the bulleted sections to guide you in your writing and be sure to adhere to the three hundred and fifty word limit. Any statement longer than that will be cropped. 

Your last video is coming up next, and you’re well on your way to accurately completing your STAR form!

Video #7: “Wrapping it all up

All right, at this point you should have all the main sections of your STAR form completed. This video will serve to wrap up any loose ends, answer questions and guide you a bit more so you are fully prepared for your student teaching experience and hopefully, if you follow all the instructions in this video series, you shouldn’t hit any large road blocks along the way. 

IMPORTANT NOTE! The semester prior to student teaching all prospective student teachers must pass a final clearance check. Your application could be denied at this point, even if you’ve already received your student teaching assignment. You won’t have to worry about this final check if you have followed the instructions carefully and double checked that all of the prerequisites have been met, your information is accurate and in order, and your STAR form is filled out properly. If you are not sure about something, check with your advisor. They are always there to help get you where you need to be. 

Your STAR form will be sent to your Block II Instructor. We consider his/her recommendations for placement. Placements are then approved by the districts and sent back to K-State. You will then be notified within 24 hours of K-State receiving school district approval forms. Do not contact the schools or cooperating teachers until you have received your official notification in writing. Then, contact your cooperating teacher and ask about the school calendar, daily reporting times and general preparation questions before your start date. 

You will need to deliver a hard copy of the student teaching handbook to your cooperating teacher. You can access this via the Internet on the College of Education homepage or you can purchase a book in the copy center, Bluemont Hall room 22. 

Student teaching will begin when your school district starts school.  Please note that Special Education split assignments will go for one extra week. Please note that Special Education split assignments will go for one extra week. For holidays, be sure to follow your school’s schedule, not the K-State schedule. Most secondary content areas will have a wrap-up day as well. Contact your university supervisor for more details on that.

In addition to successfully completing student teaching, you will need to pass the Principles of Learning and Teaching test (also known as the PLT) and the assessment test in your content area before you can apply for a teaching license. Check the bulletin board in Bluemont Hall room 013 for scheduled test dates. 

One last piece of advice in order to get the most out of you student teaching experience: plan for a very intense semester. You will be learning a lot of new things and practicing for the day when you will have your own classroom. You should prepare for a minimum of sixty-hour work weeks and avoid involvement in university extracurricular activities, work, or other classes during this time. You will want to immerse yourself in your student teaching assignment and avoid any un-needed stress from outside sources. 

This concludes the STAR video series. You are now armed with the information and guidance you’ll need to fill out your STAR form and make the most of this unique work-study experience. If you are still unclear on anything, feel free to go back and re-watch any portions of the video series you may need to take a second look at. Congratulations, you are one step closer to becoming a licensed teacher! Good luck!
