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I. Introduction 

 

Background 
 

In October 2014, the Southeast Asian Ministers of 

Education through the SEAMEO Council has adopted the 

SEAMEO Education Agenda or the seven priority areas for 

SEAMEO to work together to improve quality education in 

Southeast Asia. “Revitalizing Teacher Education” is one of 

the priority areas in achieving quality education for the region. 

In order to fulfill this mandate, the SEAMEO Secretariat has 

initiated a project titled, “Pre-Service Student Teacher 

Exchange in Southeast Asia (SEA-Teacher Project)”.   

 

The Objectives of the Project 
 
The SEA-Teacher project aims to provide opportunity for 

pre-service student teachers from universities in Southeast 

Asia to have teaching experiences (practicum) in schools in 

other countries in Southeast Asia.  Specifically, the aims of the 

SEA – Teacher Project are: 

1. To enable the student teachers to develop their 

teaching skills and pedagogy. 

2. To encourage the student teachers to practise their 

English skills. 

3. To allow the student teachers to gain a broader 

regional and world view. 
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4. To expose future teachers to diverse teaching and 

learning situations and opportunities, and the value of 

flexibility. 

 

Modes for Implementation 

 

The exchange is preferably for the 3rd-4th year students 

whose majors are in Math, Science, English, Pre-school, 

Economic Education, Physical Education, Elementary/Primary, 

and Social Science. The duration of the exchange programme 

is one month, which is based on the mechanism of cost sharing, 

and takes place twice a year usually in January and July.  

English is used in all activities throughout the programme and 

the student teachers’ roles and responsibilities are assigned 

weekly during the one-month practicum. The receiving 

universities are required to provide mentors to supervise and 

monitor the student teachers throughout the practicum period 

as well as providing buddies during the exchange period.  

 

 

The purpose of the guidebook 

 

This guidebook can be used as a reference for 

participating students, universities, and SEAMEO Secretariat 

who will take part in the SEA-Teacher project as well as to 

ensure an effective operational process throughout the 

project.  
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II. SEA –Teacher Student Exchange Process 

This section of the guidebook provides an overview of the 

student exchange process and specifies the roles and 

responsibilities of the SEAMEO Secretariat and the 

participating universities. To ensure an effective operational 

process throughout the programme, each participating 

university is expected to manage steps and outcomes as 

detailed below. However, the schedule is subject to be 

adjusted by receiving universities.   

 

Programme Structure 

 

The student teachers have to follow four stages during one 

month of exchange programme. In this case, the receiving 

university is given the flexibility to be able to arrange a schedule 

that meets these four stages can be fulfilled within 4 weeks of 

the programme. 

 

1st Stage Orientation and class observation 

2nd Stage 
Teaching assistant  
Working with classroom teacher 
Lesson plan consolidation 

3rd Stage 
Teaching in classroom 
Adequate teaching hours 
Monitoring and evaluation by mentor 

4th Stage 

Reflection and lesson learned 
Reflection of student’s performance in general & discussion 
of the lesson learned  
Finalizing blog and report (if any required by Sending 
University) 
Mentor helps to check the writing 
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1. Agreement on Students Exchange 
 

Participating universities sign a Letter of Agreement 
(LoA) under the coordination and facilitation of SEAMEO 
Secretariat to agree on the cost sharing mechanism, the 
implementation as well as the evaluation process.  

 
The sending universities shall provide support/assistance 

in arranging for the air fare, meals/pocket money, health, 
accident, and travel insurance of the participating students. 
The receiving universities are responsible for accommodation, 
local transportation, providing an appropriate practicum 
school and preparation of mentor(s) and buddy(ies) for 
participating students. 

 
After completion of practicum, student teachers’ 

teaching performance has to be evaluated by mentor(s) using 
an evaluation form (appendix VI) provided by SEAMEO 
Secretariat. 

 
2. Participation in the Project 

 
To become an official member of this project, the 

participating universities must follow the steps below: 

1.1 Agree with the process in number 1 and sign the 
agreement 

1.2 Complete an application form, which is available online 
at http://seateacher.seameo.org/seateacher/ (or see 
in Appendix I) 

1.3 Send a complete application form to email: 
seateacher@seameo.org 

  
 
 
 

http://seateacher.seameo.org/seateacher/
mailto:seateacher@seameo.org
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3. Decision on the Number of Students 
 

Universities indicate the number of student teachers they 
want to send and receive. However, the number of student 
teachers who will be accepted in this programme will depend 
on supply and demand. 

 

4. Announcement of Practicum Locations 
 

SEAMEO Secretariat reserves the right to assign university 
for each participating student and will announce the mapping 
results to coordinator(s) via e-mail within 2 weeks after 
submission deadline of application form. Participating 
universities are required to confirm their partnership with 
SEAMEO Secretariat within 1 week after the announcement. 
The decision made by SEAMEO Secretariat is final. 

 

5. Interview Session 
 
The purpose of interview session is for the receiving 

universities to select eligible student teachers. The receiving 

universities are required to organize interview schedule and 

decide which online platform to be used for interviewing 

potential exchange student teachers. The receiving 

universities have the right to accept or reject the student 

teachers who have been interviewed. 

 

6. Students’ Preparation 
 

Sending universities play significant roles to prepare their 
student teachers before departure. To ensure success of the 
project, sending universities have to assist their student 
teachers to prepare lesson plans and discuss curriculum with 
partner universities prior to departure and during the 
exchange period. It is also suggested that sending universities 
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have to arrange an orientation for student teachers concerning 
the following topics: 

 
- Logistic arrangement: passport and flight ticket 
- English language skill 
- Health, accident, and travel insurance 
- Mental readiness 
- Cultural differences 
  

7. Practicum Period 
 

The duration of the programme is 30 days in order to 
obtain visa exemption. 

 
8. Monitoring and Evaluation 

 
SEAMEO Secretariat provides an evaluation form (Appendix 

VI) for mentors to evaluate the student’s teaching performance 
as well as guideline topics for writing blog (Appendix V). Student 
teachers are encouraged to report their activities during the 
exchange via blog i.e. blogspot, wordpress or any other 
platforms, which will later be published on the SEA-Teacher 
website at http://seateacher.seameo.org/seateacher/. 
Student teachers are also required to make a report if assigned 
by the sending university. The sending universities are strongly 
encouraged to coordinate with the receiving universities if they 
wish to carry out onsite monitoring during student teachers’ 
practicum period. 

 

http://seateacher.seameo.org/seateacher/
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Chart No.1: Process of Participation in the Project 
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Chart No.2:  Project Activities, Monitoring and Evaluation 
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III. Roles and Responsibilities of SEAMEO 
Secretariat and Participating Universities 

 

There are 3 parties that play significant role in establishing 

the project - SEAMEO Secretariat, sending and receiving 

universities. The major roles and responsibilities of each party 

are indicated below. 

1.  SEAMEO Secretariat 

1.1 Document Provider 

 
 Student Teacher Information Form for 

Interview (Appendix II) 
This form is for the sending universities to fill in 
and return to the receiving universities and cc 
SEAMEO Secretariat at seateacher@seameo.org.  
It contains the list of potential student teachers 
for interview with the receiving universities. The 
sending universities can indicate student 
teachers’ names for interview more than the 
number that SEAMEO Secretariat assigned. The 
receiving universities reserve the right to refuse 
and select student teachers after the interview is 
completed. 
 

 Student Teacher Placement Form  
(Appendix III) 
This form is for the receiving universities to fill in 
and return to the sending universities and cc 
SEAMEO Secretariat at seateacher@seameo.org.  
It contains the list of student teachers from 
sending universities that are accepted by 
receiving universities.  

 

mailto:seateacher@seameo.org
mailto:seateacher@seameo.org
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 Bio Data Sheet (Appendix IV) 

This form is for the student teachers to fill in. 
Coordinators are responsible for compiling and 
sending it to the right partner universities and cc 
SEAMEO Secretariat at seateacher@seameo.org.  

 
 Guideline Topics for Writing Blog  

(Appendix V) 
It is used as the guidelines for the student 
teachers regarding the blog content.  
 

 Student Teacher Performance Evaluation Form 
(Appendix VI) 
This form is for the mentor to assess the student 
teachers’ teaching performance during the 
practicum period.  

 
 E-Certificate of Completion (Appendix VII) 

The issuance of an electronic certificate of 
completion with a signature of the director of 
SEAMEO Secretariat serves as an objective to 
indicate the 1-month practicum under the SEA-
Teacher project. Only student teachers who pass 
the criteria are eligible to get the e-certificate.  

 

1.2 Decision on the Practicum Location 

 
SEAMEO Secretariat reserves the right to assign 

universities for each participating student and will 

announce the mapping results to coordinator(s) of 

all participating universities via e-mail within 2 

weeks after submission deadline of application 

form. The decision made by SEAMEO Secretariat is 

final. 

mailto:seateacher@seameo.org


SEA-Teacher Guidebook 2018 Page 12 
 

1.3 Coordination  

 
Apart from email, LINE Application is used as a main 
communication channel to update on the progress 
and to assist on the coordination among all parties 
in the project. 

 

1.4 Emergency Protocol 

 
In case of emergency, the student teachers should 

use the following procedures: 

1.4.1 Contact the mentor(s) that supervise them 
and/or coordinators of receiving and/or 
sending universities. 

1.4.2 If assistance is required from SEAMEO 
Secretariat, please dial (+66) 2-391-0144 
(office) or Line/WhatsApp to the SEAMEO 
Secretariat officer who is in charge of the 
coordination of SEA-Teacher project. 
 
 

2.  Sending University 

2.1 Selection of Participating Students 

The criteria for selecting student teachers have to 

be worked out by participating universities 

themselves. Agreement on the number of student 

teachers’ exchange (send and receive) per 

university must be indicated in the application 

form. 
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2.2 Pre-Departure Procedure 
 

2.2.1 Identify the student teachers who will 
participate and ensure their readiness both 
physically and mentally 

2.2.2 Prepare air ticket and personal insurance 
(discuss with parents or staff for funding 
arrangement) 

2.2.3 Assist and discuss lessons plan with 
receiving university of student teachers 

2.2.4 Prepare student teachers before departure 
through orientation programme to discuss 
about logistical arrangements, English 
language proficiency, and adaptation of 
different environments and cultures 

 

2.3 Implement Student Exchange 
 

Monitor programme implementation 

 
2.4 Prepare Returning Home Programme 

 
2.4.1 Arrange airport transportation service 
2.4.2  Ensure completeness of student teachers’ 

blogs 
2.4.3  Compile Student Teacher Performance 

Evaluation Forms and return to SEAMEO 
Secretariat 
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Chart No.3:  Roles and responsibilities of sending universities 



SEA-Teacher Guidebook 2018 Page 15 
 

3.  Receiving University 

3.1  Pre-departure Procedure 
 

3.1.1 Identify school partners for practicum and 
inform afterwards the school names to the 
SEAMEO Secretariat 

3.1.2 Arrange interview session 
3.1.3 Prepare learning programme/study plan in 

school/campus 
3.1.4 Assign mentor(s) and buddy(ies) 
3.1.5 Prepare for accommodation and local 

transportation 
3.1.6 Send a picture(s) of the dormitory/ 

house/room that the student teachers 
will be staying 

 
3.2  Implement Student Exchange 

 
3.2.1 Arrange pick up service from the airport 
3.2.2 Arrange accommodation 
3.2.3 Provide an orientation/welcoming meeting 
3.2.4 Perform mentoring, monitoring and 

evaluation 

 
3.3  Prepare Returning Home Programme 

 
3.3.1 Conduct wrap-up meeting with the participants 
3.3.2 Ensure the completeness of student 

teachers’ blogs 
3.3.3 Validate and approve the student performance 

evaluation form by giving university’s stamp 
3.3.4 Send the student teachers to the airport 
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Chart No.4:  Roles and responsibilities of receiving universities  
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Appendix I 
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Appendix II 
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Appendix III 
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Appendix IV 
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Appendix V 
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Appendix VI 
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Appendix VII 

 


