Sam Houston State University

College of Education - Educator Preparation Program
TWS Format and Submission Guidelines
Format Guidelines
You should refer to the Teacher Work Sample resources.  There are links to numerous examples of Teacher Work Samples on the Teacher Work Sample page of the Office of Field Experience website, and you can contact your supervisor and SHSU educator preparation faculty.
Your Teacher Work Sample should follow the following format guidelines:

1. Teacher Work Sample Cover Page (hard copy) should be completed and signed by the Teacher Candidate and Classroom Mentor Teacher of the class taught. A completed unsigned copy should be the first page of your single file document submitted into Tk20© and Turnitin©.
2. Teacher Work Samples should be based on a 1 - 3 week unit of instruction in one class.
3. Table of Contents – include page numbers for the seven sections of the Teacher Work Sample and appendices.  Each appendix should be labeled A, B, C, etc. with a short title identifying the information it contains.
4. All pages should be double spaced with a 1½ inch left margin with all other margins 1 inch.  The recommended length of the TWS is approximately 20 typewritten pages (not including tables, charts, or graphs).  Required tables, charts, and graphs can be embedded within  the TWS text (preferred) or included in an appendix.
5. Do not use names of students or teachers (use “student 1” or “my mentor”).
6. Footer on all pages (including appendices) of TWS should include:

1) 8-digit* TWS Scoring ID
2) Certification & Specialization
3) page number
(*TWS Scoring ID = last 4 digits of SamID + birth month & year in MMYY format)
      (example of footer:                49730361     EC-6 Generalist/Bilingual        1)

7. Important:  Assemble and submit your Teacher Work Sample with a metal “binder” clip. (No staples, folders, notebooks, or sheet protectors.)
8. Submit electronically, your single file document into Tk20© and Turnitin©.

MAKE A COPY FOR YOUSELF AS THE HARD COPY OF YOUR ORIGINAL TEACHER WORK SAMPLE WILL NOT BE RETURNED TO YOU.

Submission Guidelines:
All TWS submissions (and resubmissions) must be submitted 3 times (Hard Copy, Turnitin, and Tk20)
Students should be prepared to submit (by the due date) their TWS in hard copy form and two times electronically:  1) through Tk20© and 2) to Turnitin© (see www.turnitin.com) through their supervisor’s Blackboard course. Further instructions for electronic submissions are posted on the Office of Field Experience website and may also be emailed to students.
I. Hard Copy Submission

The date for submitting the Teacher Work Sample is posted on the Office of Field Experience website.  All Teacher Work Samples (including resubmissions) are to be submitted in hard copy format on or before the submission deadline. Teacher Work Samples that are incomplete or submitted late must still be submitted but will not be scored.  
(see syllabus for additional details).
II. Electronic Submission

When submitting their TWS electronically, students should carefully follow the following guidelines for submission:
A.  Turnitin Submission in Blackboard
1. All electronic text of the TWS should be compiled into one Microsoft Word© document. Do not scan your TWS for submission. (If the charts and appendices cannot be imported into Microsoft Word©, you are not expected to scan these documents for the Turnitin© submission.)
2. A completed cover sheet (unsigned) in Microsoft Word© should be inserted (pasted) as the first page of the TWS.

3. Submit the TWS into your supervisor’s Blackboard course. (You will not submit your TWS into the “Master” student teaching course.)
B. Tk20 Submission

1. It is preferable that the entire TWS is compiled into one Microsoft Word© document.

2. Charts, tables, and graphs can and should be imported into the Microsoft Word© document. Students are encouraged but not required, to scan appendix materials (class documents, etc.) in for the Tk20© submission. 

3. Paste a completed cover sheet (unsigned) into the one Microsoft Word© document as the first page of the TWS.
See the TWS page on the Office of Field Experience website for useful links and step-by-step graphic instructions for submission.
SHSU Guidelines for Student Teaching  pg. 76

June 2010

