

[image: Trent University Logo]OPSEU JOB DESCRIPTION



Job Title: 		Placement Coordinator	
Job Number:			A-158 | VIP: 1358				
Band:			OPSEU-9							
Department: 			School of Education & Professional Learning		
Supervisor Title: 	Program Manager
Last Reviewed:			February 18, 2026

JOB PURPOSE:
Using diplomacy and tact to collaborate and consult, the incumbent is responsible for complex communication and relationship building with local school boards to source and secure practicum partnerships that align with the learning objectives of the Bachelor or Education programs. Taking the lead role in coordinating and responding to ongoing practicum matters while problem solving and maintaining positive working relationships between a variety of contacts within the University (faculty and students and Admissions), in combination with several partner school boards including close consultation with school principals and teachers. Works closely and collaborates with the Program Manager, Education faculty members, and school partners in all activities related to the Practicum component of the Bachelor of Education Program. Responsible for establishing and verifying all practicum related to the Consecutive Bachelor of Education program, and the Indigenous Bachelor of Education program, throughout a multi-year program.
Key Activities:
· Build relationships with school boards to recruit Associate Teachers, Education Coordinators, Reading Associates within partner school boards. 
· Liaise with school principals, Education Coordinators and Associate Teachers to ensure practicum expectations are met in accordance to program guidelines. 
· Advise Teacher Candidates regarding practicum requirements, arrangements and resolving practicum concerns and issues. 
· Arrange all B.Ed. and Indigenous B.Ed. practica and placements, involving complexities such as: 
· teaching subjects  
· divisional requirements 
· geographic location 
· availability of Associate Teachers 
· specific (accommodations) and/or required requests from Teacher Candidates 
· faculty input 
· principal feedback 
· historical individual and school issues throughout multi-year programs 
· Ensure B.Ed. and Indigenous B.Ed. candidates fulfil statutory requirements as per the Education Act, Ontario College of Teachers, school board policies and federation guidelines while acting in a manner that upholds professional standards. 
· Take a leadership role in problem solving practicum issues and responds to concerns between all participating parties. 
· Deliberate, mediate, and navigate complex practicum issues between:  
· Associate Teachers and Teacher Candidates 
· Education Coordinators and Teacher Candidates 
· Principals and Teacher Candidates 
· Faculty and Associate Teachers 
· Faculty and Education Coordinators 
· Faculty and Principals 
· Advise Teacher Candidates how to access appropriate resources, services, options, and next steps in order to ensure correct referrals, advice, and positive outcomes for teacher candidates, faculty, and partners. 
· Communicate regularly with Education faculty and retain feedback for future practica. Liaise between faculty advisors, associate teachers, and teacher candidates to ensure that practicum and placement expectations are being upheld.   
· Ensure practicum documentation is in accordance with current governing body practicum policies (Ontario College of Teachers) and accreditation expectations. 
· Provide confidential support to Teacher Candidates to navigate practicum related issues in a wide variety of different areas, including potential personal challenges and crises, medical concerns, etc. as issues arise, and tracking cases to provide follow-up. 
· Monitor and uphold practicum protocols while following Ontario College of Teachers regulations throughout each practicum cycle. 
· Review input from Faculty Advisors, Associate Teachers and teacher candidate appointments and files to determine optimal practicum arrangements that align with the needs of each participant (student and teacher). 
· Contribute to and consistently monitor the quality of student experience with teachers, schools and principals. 
· Review and manage outcomes of international police reports, Vulnerable Sector Screenings and TB tests. Contact police stations to ensure statutory requirements are met regarding official documentation, request incident reports, consult with school boards, etc. Consulting with school board partners to determine outcomes. 
· Member of Teacher Education Advisory Committee and synthesize feedback from partners to ensure accurate record keeping for accreditation. 
· Consult with Additional Qualifications Manager during Accreditation process to ensure Practicum is accurately represented in submitted OCT documentation. 
· Review Work/Education Placement Agreement/Post-Secondary documents, consult with schools and Risk Management regarding workplace injuries and prepare affiliation agreements for appropriate signatures. 
· Advise teacher candidates on Alternative Placements that match their interests and project availability. 
· Ensure practicum documentation is in accordance with Ontario College of Teachers. 
· Attend annual provincial practicum conference as Trent representative. 
· Promote positive and long-lasting working relationships with Associate Teachers, Education Co-ordinators, and all participatory school boards. 
· Reports periodic updates to the Program Manager, Program Chair and Dean regarding student progress, status of practicum agencies and schools, and problems encountered in practicum. 
· Participate and represent the Practicum Office with Read Day, Orientation events, and other related events. 
· Lead annual reviewing and updating of practicum-related materials, including the Practicum Handbook, Practicum Expectations documents and other related procedural material. 
· Coordinate annual Education Recruitment Fair. Arrange for school boards to attend and interview teacher candidates to be hired after graduation. Guide and support teacher candidates through external hiring process. 
· Approve requests for honoraria and release time associated with associate teacher and Education Coordinator activities associated with B.Ed. practica, ensuring that monies are appropriately distributed and that payments to school boards are processed in a timely fashion.  
· Other duties as required.
Education Required:
· Honours (4 years) undergraduate degree (Arts or Science).
· Bachelor of Education (B.Ed.) degree.
Experience/Qualifications Required:
· Four (4) years of related experience including three (3) years in a Faculty/School of Education and one (1) year of classroom teaching experience (Kindergarten to grade 12).
· Demonstrated experience working with complex and sensitive issues requiring a high degree of diplomacy.
· Understanding and commitment to equity and diversity.
· Exhibit patience and strong active listening skills and ability to work independently with minimum supervision.
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