Dakota State University

College of Education - University Supervisor 

Checksheet for Initial Visit and Training Meeting
	Student Teacher:
	
	Supervisor:
	

	
	
	
	

	Cooperating Teacher:
	
	Date:
	


	
	1. Introduce yourself to principal, secretary, and staff in the building and the Superintendent if possible.  Offer DSU assistance where possible.  Emphasize the College of Education conceptual framework and 
the institution’s mission.  Invite them to visit the COE web site: http://www.departments.dsu.edu/educate/

	
	2. 

	
	3. Welcome the cooperating teacher to the university community and ensure that the teacher understands the procedure for completing his/her file with the university (Cooperating Teacher Information).

	
	4. 

	
	5. Review conceptual framework and how student teaching relates to it.

	
	6. 

	
	7. Ensure that cooperating teacher has the Student Teaching Handbook, understands the contents, calendar, and timelines.

	
	8. 

	
	9. Discuss the expectations of student teaching and answer cooperating teacher questions regarding student teacher disposition and the DSU teacher education program.

	
	10. 

	
	11. Ensure that you and the student teacher understand the procedures for parking, meals, breaks, phone, fax, e-mail provisions, copying, material checkout, etc.

	
	12. 

	
	13. Ensure that a daily time is scheduled for cooperating teacher to give student teacher feedback and make plans.

	
	14. 

	
	15. Discuss lesson planning, scripted evaluation, midpoint and final assessment form, when they are used, your procedures for completing them and assignment of final grade.

	
	16. 

	
	17. Discuss your preference for announced/unannounced visits and the procedures you will use to schedule your visits.

	
	18. 

	
	19. Provide cooperating teacher with your phone number(s), fax number and email address and preferred times for communication.

	
	20. 

	
	21. Obtain cooperating teacher’s schedule/classroom schedule and a school district calendar.

	
	22. 

	
	23. Go over the Student Teaching Calendar and share expectations related to seminars, testing schedules and portfolio development.

	
	24. 

	
	25. Emphasize the computer skills of the students and relate our expectations that the student integrates technology into the curriculum.  

	
	26. 

	
	27. Ensure that cooperating teacher and student teacher understand the attendance/absence policy and substitute teaching policy in the handbook.  (stress notification and approval procedures in handbook)

	
	28. 

	
	29. Ensure that student teacher has and understands the school handbook, pertinent policies, building plan, safety procedures, etc. (and unwritten rules – GAW)

	
	30. 

	
	31. Ensure that student teacher has a place to work and to leave personal materials.

	
	32. 

	
	33. Discuss Teaching Work Sample expectations, including three-way conference (if possible) or individual conferences with the cooperating teacher and university supervisor.

	
	34. 

	
	35. Have all sign this form verifying the training meeting.

	
	36. 


	
	
	
	
	

	Cooperating Teacher
	
	Student Teacher
	
	University Supervisor


Checksheet for Initial Visit form

 Revised January 2010

