University Supervisor Checklist
	week
	blocks 1, 2, 3, 4 and midterm 


	1
	· Make introductory classroom visit to each student teacher – hold group meetings when possible
· Review block organizer 

	2
	· Review each student teacher’s activity log and CT and ST reflections

· Maintain contact with each student teacher and cooperating teacher
· Submit cooperating teacher verification form

	3
	· Review each student teacher’s activity log and CT and ST reflections
· Make 1st classroom observation and confer with each student teacher and cooperating teacher

	4 - 5
	· Review each student teacher’s activity log and CT and ST reflections

· Make 2nd classroom observation and confer with each student teacher and cooperating teacher
· Confirm that CT has submitted mid-block evaluation(s) in Tk20

· Maintain contact with each student teacher and cooperating teacher

	6 -8

	· Review each student teacher’s activity log and CT and ST reflections
· Make 3rd classroom observation and confer with student teacher and cooperating teacher

· Submit final evaluation and placement feedback in Tk20 
· Confirm check-out list for each student teacher

· Submit student teaching grade in MyMadison
· Submit travel voucher

· Write recommendation letters for student teachers, if requested


	week
	extended block


	1
	· Make introductory classroom visit to each student teacher – hold group meetings when possible
· Review block organizer 

	2
	· Review each student teacher’s activity log and CT and ST reflections

· Maintain contact with each student teacher and cooperating teacher
· Submit cooperating teacher verification form

	3-4
	· Review each student teacher’s activity log and CT and ST reflections
· Make 1st classroom observation and confer with each student teacher and cooperating teacher

	5-9
	· Review each student teacher’s activity log and CT and ST reflections

· Make 2nd classroom observation and confer with each student teacher and cooperating teacher
· Confirm that CT has submitted mid-block evaluation(s) in Tk20

· Maintain contact with each student teacher and cooperating teacher

	10-12

	· Review each student teacher’s activity log and CT and ST reflections
· Make 3rd classroom observation and confer with student teacher and cooperating teacher

· Submit final evaluation and Placement Feedback in Tk20 
· Confirm check-out list for each student teacher

· Submit student teaching grade in MyMadison
· Submit travel voucher

· Write recommendation letters for student teachers, if requested
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