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RESPONSIBILITIES OF THE COLLABORATING TEACHER

These suggestions are provided in case they are not covered in other materials.

1.
Insist on specific lesson plans.


Your student teacher will develop a detailed lesson plan for each class he/she teaches. The format of the plan may be the ones used in our curriculum/instructional design classes or supplied by the cooperating teacher.

2. 
Check the lesson plans in advance of the class taught.


Have the student submit the lessons plans to you at least one week in advance. You should check for: 


a.
specific, meaningful objectives written in behavioral terms 


b.
a lesson that shows progression (simple to complex, low level of thinking to high level of thinking, practice on prerequisite skills to practice on higher ordered skills, etc.) 


c.
methods of evaluation that measure accomplishment of the specific objectives


d.
direct relationship of objectives to the activity taught and evaluation method 


e.
direct relationship between lesson objectives and unit objectives

3.
Observe the student teacher in his/her classes and take notes.

4. 
Designate a time each day to critique and review the lessons with the student teacher based on your observations.

5. 
If the student teacher is assigned to another teacher for 2 or more classes each day, have that teacher also complete the mid​term and final evaluations.

6. When completing the weekly conference sheets over the course of the 7½ weeks, evaluate the items critically.  High marks given early in the quarter leave little reason for the student teacher to improve.

7. Complete all evaluations using the electronic forms from the data disc that was provided. (Check with the KSU Supervisor if assistance is needed.) 
TIPS FOR COLLABORATING TEACHERS
WORKING WITH STUDENT TEACHERS
1. 
Greet student teachers on their arrival and introduce to key personnel.

2. 
Introduce them to students in the physical education classes, and involve them in some small aspect of the class the first day.

3. 
Arrange for specific team teaching duties with you during this period.

4. 
Assign some desk space if at all possible.

5. 
Tour the building, e.g., classrooms, locker area, office, duplicating room, media center, etc.

6. 
Discuss your expectations as collaborating teacher and discuss their own expectations as well.

7. 
Arrange a teaching schedule by the end of the week that shows a gradual increase in teaching responsibilities.

8. 
Secure from your principal any dates of assemblies or special events which will interfere with the physical education schedule or the use of the gymnasium.

9. 
Discuss any medical problems of the student.

10. 
During first few days discuss with student teachers units for which they will be responsible.

11. 
Examine rough drafts of teaching unit(s).

12. 
Final draft of unit(s) due at least 1 week before beginning unit.

13. 
Review written lesson plans daily. Do not let student teachers teach without one.

14. 
Observe most of the classes taught. Let student teacher accept responsibility for the students and for their behavior. Discuss any problems after the class is over.

15. 
Prepare at least 1‑2 written evaluations weekly.

16. 
Discuss evaluations and teaching frequently. Be sure to give student teacher opportunity to evaluate the lesson first.

17. 
Check student teacher overall objectives for the quarter, and assist them with their own personal teaching goals.

18. 
Discuss your grading procedures. If it is possible, encourage them to establish their own.

19. 
Schedule one weekly meeting for collaborating teachers and student teachers to discuss ideas, any changes you suggest in their teaching and planning, their teaching strengths or problems.

20. 
Encourage student teachers to experiment with new ideas and to develop their own teaching style.

21. 
Work with the student teachers in recording final grades for their students.

22. 
Please notify supervisor of unsatisfactory progress as soon as any problem occurs.

23. 
Suggest several classes for the student teacher to observe where they are likely to see exceptional instruction.

24. 
Encourage student teacher to make and use visual aids for instructional and motivational purposes.

25. 
Involve the student in parent‑teacher conferences, open‑house and PTA meetings as well as professional activities as they occur during the quarter.

