�Guiding Teacher Checklist�











Welcome and thank you for offering your time, classroom, and expertise to our teacher candidate. The following checklist is a weekly guide to help you help your candidate stay on track. The checklist will not be collected, nor will you be evaluated based on its use.





Some basic documents that you will be responsible for sharing with us during this process include:


Your Guiding Teacher application and contract, filled out prior to the semester start, and sent to the placement coordinator from whom you received the forms.


A weekly Lesson Observation Form, which is filled out based on the candidate’s teaching performance of one selected lesson each week (Weeks 2-10; 9 total forms), and should be sent to the course instructor weekly via email. 


In the final week of the term, a Summative Evaluation of Candidate form, which is filled out based on the ten weeks of the candidate’s performance in your classroom, reviewed with the candidate, and then sent to the course instructor via email.





Some additional documents with which you will need to be familiarized include the course syllabus and its scope and sequence of expected teaching load/course assignments (p. 8 of the course syllabus). �


Prior to Week 1:


I am confident that I have…�
Yes�
No�
Unsure�
�
Received welcome correspondence (letter, syllabus, scope and sequence, contract, this checklist, etc.) from Sheri Cohen or Debra Solórzano-Madrid.�
�
�
�
�
Received a USC application and contract for employment as a Guiding Teacher.�
�
�
�
�
Been introduced to the USC teacher candidate with whom I will be working.�
�
�
�
�
Emailed or called Sheri Cohen or Debra Solórzano-Madrid (contact information is listed on p. 2) if I had any questions or concerns.�
�
�
�
�
Returned my completed USC application and contract for employment as a Guiding Teacher to Sheri Cohen (online students) or Debra Solórzano-Madrid (on-campus).�
�
�
�
�
Received instructions and login information for the MAT Online Learning Platform (www.2sc.usc.edu) otherwise known as The 2SC Campus.�
�
�
�
�
Logged into The 2SC Campus website and I have completed the “GT_Orientation” course.�
�
�
�
�
Arranged an in-person, in-school meeting with the USC teacher candidate.�
�
�
�
�
Received and replied to a welcome email from the Guided Practice course instructor, along with a copy of the current syllabus, the weekly Lesson Observation Form, and an invitation to join an online/phone Entry Interview of the Candidate hosted by the instructor exclusively held for Guiding Teachers.�
�
�
�
�
Met with the USC teacher candidate and have: �(1) introduced her/him to school facilities, support personnel, students, and school resources; �(2) reviewed the curriculum guide, school policies, and school calendar with her/him; �(3) reviewed the diverse learning needs of students in your classes; �(4) accessed and reviewed the Individualized Education Plans (IEP) files of respective learners on your roster; and… �(5) established a set of clear expectations related to planning, grading, attending faculty meetings, attending professional learning community meetings, attending parent-teacher conferences, and attending other related school events throughout her/his semester as a student teacher.�
�
�
�
�
Closely read the course syllabus; specifically, I understand: �(1) the course requirements, the scope and sequence, assignments, and expected teaching load of the candidate; �(2) the use of the Rodgers (2002) reflective cycle; and…�(3) my role and responsibilities in providing regular constructive feedback on a daily and weekly basis, both informally (verbally/notes), and formally through the submission of weekly feedback forms to be emailed to the course instructor.�
�
�
�
�









Checklist Continues on Next Page…








Week 1 of GP course:


I am confident that I have…�
Yes�
No�
Unsure�
�
Formally introduced the teacher candidate to my classes and explained her/his new role in the classes as a “learning, novice teacher, who will be with us for 10 weeks.” �
�
�
�
�
Established a weekly planning meeting time with the teacher candidate (preferably earlier in week) to develop learning plans for the following week. Planning meetings for the candidate’s Teaching and Learning Events will be video-recorded.�
�
�
�
�
Formalized the process and expectations for the teacher candidate to share prepared, written lesson plans after the weekly planning meeting (to be turned in no later than by the end of the week prior to planned lessons being taught).�
�
�
�
�
Participated in the Entry Interview of the Candidate with the Guided Practice Instructor over the phone or on videoconference.�
�
�
�
�
Emailed or called Sheri Cohen, Debra Solórzano-Madrid, or the Guided Practice course instructor if I had any questions or concerns.�
�
�
�
�



Weeks 2-8 of GP course:


I am confident that I have…�
Yes�
No�
Unsure�
�
Held a formal planning meeting (candidates submit these assignments on alternating weeks) that was video-recorded with the teacher candidate in preparation of her/his Teaching and Learning Event (T&LE) assessment.�
�
�
�
�
Reviewed and provided written feedback on the teacher candidate’s written lesson plans.�
�
�
�
�
Held a formal post-lesson meeting with the teacher candidate regarding her/his performance in the Teaching and Learning Event.�
�
�
�
�
Emailed a Lesson Observation Form to the GP course instructor.�
�
�
�
�
Received a Summative Evaluation of Candidate form from the GP course instructor in order to chronicle the teacher candidate’s efforts to meet all Teacher Performance Expectations throughout the semester. Review and use this form with your candidate as a tool for her/his reflection and growth prior to submitting it to the course instructor.�
�
�
�
�
Responded to biweekly emails/calls from Sheri Cohen, Debra Solórzano-Madrid, or the Guided Practice course instructor.�
�
�
�
�



Weeks 9-10 of GP course:


I am confident that I have…�
Yes�
No�
Unsure�
�
If applicable, held a formal planning meeting that was video-recorded with the teacher candidate in preparation of her/his Teaching and Learning Event (T&LE) assessment.�
�
�
�
�
Reviewed and provided written feedback on the candidate’s written lesson plans.�
�
�
�
�
If applicable, held a formal post-lesson meeting with the teacher candidate regarding her/his performance in the Teaching and Learning Event.�
�
�
�
�
Attended a scheduled Exit Interview on The 2SC Campus website with the teacher candidate and the GP course instructor.�
�
�
�
�
Completed a Summative Evaluation of Candidate form, chronicling the teacher candidate’s efforts to meet all of the Teacher Performance Expectations throughout the ten-week semester, and emailed it to the GP course instructor.�
�
�
�
�
Emailed a Lesson Observation Form to the GP course instructor.�
�
�
�
�



Important Contact Information


Name�
Title�
Email�
Phone�
�
Ms. Sheri Cohen�
Online Placement Coordinator �
sherilyc@usc.edu�
(240) 487-3088�
�
Ms. Debra Solórzano-Madrid�
On-Campus Placement Coordinator�
debrasm@usc.edu �
(213) 821-3410�
�
Dr. John Pascarella�
Director of Fieldwork for Academic Programs�
pascarel@usc.edu �
(213) 740-0159�
�
�
Guided Practice Instructor�
�
�
�
�
Teacher Candidate/Student Teacher�
�
�
�
For additional contact information, please visit: http://www.usc.edu/directories/dept/education_school.html





Notes:


