Student Teaching Supervisor Instructions

Please collect all relevant paperwork/documentation in the original envelope with the candidate’s name on it.  Turn in everything for a given candidate at the same time at the end of the term.  If your candidate has two placements, we will provide you with two sets of the appropriate forms in the envelope.
Student Teaching Supervisor Instructions

· University Supervisor Completion Check Off

· Supervisors complete and return with final paperwork at end of term

· Introductory Letter and Handbooks

· You have been given one copy of the handbook for yourself, plus copies for the cooperating teacher(s) and principal (2 extras for double placement), along with copies of the Introductory Letter

· Please fill in the candidate’s name and your name on the Introductory Letter, and distribute along with the teacher/principal copies of the handbook.

· Demographic Form (Cooperating/Mentor Teacher Information for Field Experience/Student Teaching)

· Distribute to cooperating teachers.  

· Collect when complete.  

· Turn in with final paperwork at end of term.

· Evaluations:  Mid-Term and Final for All Programs - Practicum Evaluation for MAE Cert only  

· Distribute to cooperating teachers and principals (practicum evaluation for MAE Cert cooperating teachers only; principals are requested to complete only the final)

· Review with cooperating/mentor teacher and candidate, advising PLU program coordinators of “red flags.”   NOTE:  This is crucial for the MID-TERM EVALUATION, providing our best opportunity for intervention and correction.
· Supervisor will collect Mid-Term and Final Evaluations if possible, and include with final paperwork.  Or the coop/mentor teachers and principals can mail them in.

· Complete a final evaluation yourself, and turn in at end of term.

· Observation Log 

· Please complete as you go, and turn in with final paperwork

· Student Teaching Assignment Tracking (Undergrad Only)

· Complete the Assignment Tracking form as you progress; turn in with final paperwork
· For Dual Placements:  There will not be a separate tracking form for dual placements
· Collaborative Conversation Form (Undergrad Only)

· Complete one for each observation (optional with Pedagogy Assessment observation)

· Candidate gets a copy
· Pedagogy Assessment

· Minimum of 2 administration dates required (for PE, use 2 scoring rubrics, with minimum of 1 administration date for each).

· Must be signed by supervisor and candidate

· Candidate should retain a copy.

· Turn in original ONLY with final paperwork.

· 3 Part PPA Form (Instructional Plan, Classroom Characteristics and Rationale)

· Check off on Supervisor Completion Check Off list

· Return to candidate

· If you will not be using the 3 Part PPA Form, please return these to the department, since they are expensive to reproduce. 
· Recommendation Letter and Permission Form

· If requested by candidate, for the Placement File.

· OSPI Form 1128-1 Continuing Education Credit Hours (Clock Hours)
· State allows 10 clock hours per semester (20 for 2 semester internship)

· Supervisor will complete Section II as University Representative.

Supervisor’s Materials – Additional Instructions

Hand in the following:

· Checklist

· Observation Log

· PPA Scoring Rubric (ONE copy per Pedagogy Assessment)

· Demographic Form

· Mid-Term and Final Evaluations Forms

· Practicum Evaluation for MAE Cert

· UG Assignment Tracking (goes to Seminar Instructor.  That’s Kent Gerlach this term.  They can be put in his mail box.)

· Letter of Recommendation (actually goes to Karen, but I will forward if I receive it)

Please Do NOT hand in the following:

· Observation Forms

· UG Collaborative Conversation Forms

· Classroom Characteristics

· Unit/Instructional Plans

Instead, please review these items, note completion on check list, and return to the candidate.

The state requires that we keep the cert/guidance files, pretty much forever, since they contain the evidence of our candidates having met certification standards.  We do not have unlimited in-house storage, so we are compelled to pay an archiving agency to store files off-site.  This is expensive and the cost continues to increase.   

The state does not require us to keep such bulky items as multiple copies of the PPA, the Classroom Characteristics or Unit/Instructional Plans.  If you hand them in, I must either return them to the candidates, shred them, or save them in the cert/guidance files.   Please review and return these to the candidates.

Additional Notes

 Regarding the PPA:

· Please do not turn in multiple copies of the PPA scoring rubric.  

· If you are using a 3 part “carbon”/NCR pack, remove the staple, separate the copies, re-staple the original and turn that in.  The other copies are for you and the candidate.

· Please use a single rubric for each pedagogy assessment, as opposed to using a separate rubric for each observation.

· Please use the state approved form, either the “carbon” pack or the electronic version, as opposed to one that you’ve generated yourself, even if they are similar.

Regarding the Clock Hours Form:

· Please complete the form and sign as PLU’s representative.

· Advise cooperating teachers NOT to send those in to me (unless they haven’t been signed)

· Each district has its own process regarding clock hours.  PLU has nothing to do with this process other than signing off on the form.

