[image: image2.emf]

Re:
Master’s of Art in Education Program
	
	

	Name of Student Teacher/Candidate
	University Supervisor


Dear Mentor and Cooperating Teachers, and Principals,
Thank you for agreeing to host a Pacific Lutheran University MAE Candidate in your classroom.  We greatly appreciate your time and dedication to the continued improvement of the teaching profession.  This letter will serve as confirmation of this placement.  
Our student teaching candidate will be in your school from September through the middle of May, although some may continue through the end of the school year.  Occasionally, s/he will need to be gone for a day or so for on-campus events, but will be giving you advance notice of these dates.  
From September through December, candidates will generally be in their schools Monday through Thursday mornings until 12:30 PM, and all day Friday.  Expect them for half-days in January since they have afternoon classes on the PLU campus.  The Fall term should be treated as practicum field experience with candidates gradually phasing into student teaching responsibilities, so that he or she will be ready for full-time teaching beginning in late January.  The candidate should be teaching full-time for eight weeks, after which he or she will gradually phase out of teaching, but will remain at your school until at least the end of the PLU term (third week of May). 
Our University Supervisor will be asking you to complete several documents during the Candidateship:

· Mentor Teacher Information Form collecting demographic data that we need for accreditation reporting (teachers only).

· Field Experience Mid-Term Evaluation – to be completed towards the end of October/beginning of November (teachers only).

· Mid-Term and Final Student Teaching Evaluations – to be completed during the Student Teaching term.  If the building principal has observed our candidate, we also request that s/he complete a final evaluation.

Please hand these completed forms back to our University Supervisor, who will provide feedback and communication with the university.
This letter will be accompanied by a Supervisor/Teacher handbook.  Complete handbooks with full appendices can also be reviewed on our website:  http://www.plu.edu/~educ (see Downloads, Handbooks).
Note regarding the Intern Substitute Certificate:

PLU’s policy regarding the approval of Intern Sub Certificates is that candidates must have successfully completed their Performance Based Pedagogy Assessments, and be approved by both their mentor/cooperating teachers and university supervisors.  Intern Substitute Certificates will expire at the end of the PLU student teaching term, unless the candidate will be continuing in the classroom through the close of the school year.
Please contact the School of Education and Movement Studies office at (253) 535-7272 if you have any questions. Thank you again for your continuing support of PLU student teachers.

Sincerely,
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Stephen Woolworth, Associate Dean
