
YCT Cooperating Teacher Tasks and Timeline

Site-Coordinator Observation Schedule for Teacher Candidates
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	CT = Cooperating Teacher
TC = Teacher Candidate
SC = Site Coordinator









	T-TESS = Texas Teacher Evaluation and Support System
SHSU = Sam Houston State University





	OVERALL SEMESTER EXPECTATIONS

	· Follow the Progression of Student Teaching as a guide to gradually releasing responsibility within the classroom to your teacher candidate.
· Expect your teacher candidate to always be engaged with you or your students.  S/he should save clerical tasks for after school.
· When you direct your teacher candidate to observe instruction, assign a specific aspect or objective to guide his/her observations.  This will make it more likely that s/he notices what you wanted him/her to notice.
· Establish and maintain weekly instructional planning meetings with your teacher candidate.  Include him/her in the planning process for subjects s/he is ready to lead as well as subjects s/he is not yet ready to lead.
· Include your teacher candidate in team / campus planning or professional development opportunities.
· Attend two (2) Cooperating Teacher Professional Development Meetings hosted by your site-coordinator.
· Facilitate frequent meetings (every one or two weeks) with your teacher candidate to provide targeted feedback about progress with specific goals. (sample agenda menu)
· Share “real-time” feedback with your TC aligned with progress goals previously set during weekly feedback meetings.
· Review with your teacher candidate formal and informal observation data s/he receives from his/her site-coordinator.
· Expect high professional standards from your teacher candidate regarding communication, preparation, punctuality, appearance, etc. Address any needs with your teacher candidate and, potentially, your site-coordinator.
· Communicate with your site-coordinator about observations and/or needs regarding your teacher candidate.
· Communicate with your site-coordinator about questions to support your successful participation within the YCT program.
· Communicate with your principal regarding the progress of your teacher candidate and his/her potential as a teacher.
· Support and provide data within a growth plan (as applicable)
· Complete Tk20 Documentation by the due dates
· Review and approve time logs weekly





	Important Dates / Due Dates

	Spring Start – January 2026 (SP26-FA26)

	First Day in the Field
	January 5

	Cooperating / Mentor Teacher Agreement and Electronic Signature -- Guidelines for Clinical Teaching:  1 Due (Tk20)
Cooperating / Mentor Teacher Agreement:  1 Due (Tk20
	January 23

	Progress Report #1 Due (Tk20)
	February 13

	Law-Related Education PD for TCs
	February 26 or 27

	Progress Report #2 Due (Tk20)
	April 10

	Project Learning Tree PD for TCs
	April 10

	Last Day in the Field
All Tk20 Documents Due
All Time Logs Approved
	May 1

	First Day Back in the Field
	August 10

	Progress Report #3 Due (Tk20)
	September 25

	Ethics Training and Career Fair for TCs
	October 20

	T-CAR First Submission due from TCs (Blackboard)
	October 30

	T-CAR Second Submission Due if needed from TCs (Blackboard)
	November 13

	Progress Report #4 Due (Tk20)
	November 20

	Last Day in the Field
All Tk20 Documents Due
All Time Logs Approved
	December 4

	Fall Start – August 2025 (FA25-SP26)

	First Day in the Field
	August 11

	Cooperating / Mentor Teacher Agreement and Electronic Signature -- Guidelines for Clinical Teaching:  1 Due (Tk20)
	August 22

	Progress Report #1 Due (Tk20)
	September 26

	Law-Related Education PD for TCs (PK-3, EC-6, 4-8 Core/ELAR)
	October 9 or 10

	Project Learning Tree PD for TCs (PK-3, EC-6, 4-8 Core/SS)
	October 17

	Progress Report #2 Due (Tk20)
	November 7

	Last Day in the Field
All Semester 1 Tk20 Documents Due
All Time Logs Approved
	December 5

	First Day Back in the Field
	January 5

	Progress Report #3 Due (Tk20)
	February 20

	Ethics Training and Career Fair for TCs
	March 2

	T-CAR First Submission due from TCs (Blackboard)
	April 2

	Progress Report #4 Due (Tk20)
	April 10

	T-CAR Second Submission Due if needed from TCs (Blackboard)
	April 17

	Last Day in the Field
All Tk20 Documents Due
All Time Logs Approved
	May 1



	Summer / Winter Break Tasks (prior to new semester)

	· Email your teacher candidate to introduce yourself and welcome him/her to your classroom.
· As you set up your classroom, remember to create a designated workspace for your teacher candidate.  S/he will need a small desk (a student desk will do), adult-sized chair, and access to a nearby plug.
· Communicate with parents that you will have a student teacher working within your classroom.  Introduce your student teacher by sharing a little background information, if available.  Encourage parents to think of the student teacher as a “real” teacher and expect that their children do the same.
·  Review the overview presentation of the role of the cooperating teacher provided by the university.



Tasks By Month...
	Month 1

	· Introduce your teacher candidate to your team and the principal.
· Provide an opportunity for your teacher candidate to introduce himself / herself to your class.
· Mentor login credentials for Tk20 have already been emailed or will be emailed very soon.  Check that you are able to login to Tk20.  If you experience problems email tk20@shsu.edu
· Complete “Guidelines for Clinical Experience Agreement and Electronic Signature” within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Your TC will be in your classroom three days each week for this semester.  S/he must be supervised by / in collaboration with you or another certified teacher for a day to count toward his/her required field days.
· If your TC is approved as a substitute within your district, s/he may sub for a maximum of three days this semester.
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Establish a schedule with your TC for weekly instructional planning meetings as well as weekly meetings in which you share objective feedback about your TC’s progress with specific goals (sample agenda menu)
· Begin building a helpful relationship by:
· Meeting regularly
· Maintaining confidentiality
· Attending team planning and professional development opportunities together
· Providing professional assistance
· Recognize your TC will likely follow a predictable sequence of emotions as s/he tackles this new challenge.  Within the first month, your TC will probably move from “anticipation,” to “survival-mode,” to “disillusionment” as the full weight of the job becomes real for him/her.  Be supportive and help him/her recognize that these feelings are normal.  It is also normal and predictable that s/he will begin to feel more optimistic and confident as s/he progresses within the program. 
· Set ground rules by agreeing on the following:
· Regularly scheduled meeting times and places
· Best means of dialogue for questions as they arise
· Preferred means / times of contact when your TC has questions outside school hours.
· Expectations for communication when there is an unexpected change of plans
· Make sure your TC can access materials and resources:
· Show your TC around the building, pointing out special services, leveled libraries, etc.
· Provide access to textbook or online content including teachers’ manuals, Learning Management Systems, login’s, etc.
· Explain procedures for accessing resources such as the library check-out system, etc.
· Explain / demonstrate record-keeping procedures
· Help develop efficient procedures
· Explain school district procedures
· Review school and district rules
· Explain the process for accessing campus technology
· Review the campus calendar / meeting schedule
· Describe special activities
· Explain “unwritten” rules
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 2

	· Complete “Progress Report #1” of your TC within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Recognize your TC will likely continue to follow a predictable sequence of emotions as s/he tackles this challenge.  Within the second month, your TC will probably move from “disillusionment” to “rejuvenation” as s/he begins to feel more comfortable with the situation.  To help facilitate this emotional progress:
· Stress the need for life outside the classroom.  Balance is important!
· Be available to listen
· Recognize your TC as a near-future peer or colleague
· Remind your TC that making mistakes is a vital part of the learning process
· Make time for venting and sharing
· Share ideas for time management regarding:
· Catching up on paperwork
· Classroom clean-up
· Displaying student work
· Faculty and other meetings
· Finding instructional resources
· Grading papers
· Lesson planning
· Modifying lessons
· Preparing for parent conferences
· Record keeping
· Student routines and procedures
· Tutoring
· Support your TC with classroom management:
· Share your classroom management plan with your TC
· Help with ongoing ideas for positive reinforcement
· Assist in setting student goals and determining consequences
· Help your TC know when to contact parents and/or write a discipline referral
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 3

	· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Recognize your TC will likely continue to follow a predictable sequence of emotions as s/he tackles this challenge.  Within the third month, your TC will probably move from “reflection” to “anticipation” as s/he gains confidence as a teacher.  
· Support your TC with parent communication by:
· Provide examples of emails, letters, newsletters, etc. to families
· Explain appropriate timing for different sorts of parent communication
· Share methods and campus standards for documenting parent communication
· Explain written progress report forms and other procedures for progress monitoring that will be helpful in communicating with parents.
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 4

	· Complete “Progress Report #2” of your TC within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Your TC will likely have his/her second observation this month.  Within the lesson plan for this observation, s/he will likely be asked to complete a Student Achievement Chart (SAC).  Support your TC by reviewing the format of the chart and helping him/her to decide on what data will best measure achievement for this lesson.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 5

	· This is the final week of the semester.  Complete all remaining semester 1 documents linked within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 6

	· This is the first month of semester two of your TC’s clinical teaching year.
· If this is a new school year / new class, communicate with parents that you will have a student teacher working within your classroom.  Introduce your student teacher by sharing a little background information, if available.  Encourage parents to think of the student teacher as a “real” teacher and expect that their children do the same.
· If this is a new school year / new class, provide an opportunity for your teacher candidate to introduce himself / herself to your class.
· Your TC will be in your classroom five days each week for this semester.  S/he must be supervised by / in collaboration with you or another certified teacher for a day to count toward his/her required field days.  (District substitutes, as your stand-in for the day, also count as qualified supervisors for teacher candidates and, therefore, allow teacher candidates to count the instructional hours.)
· If your TC is approved as a substitute within your district, s/he may sub for a maximum of five days this semester.
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Your TC will complete his/her T-CAR portfolio this semester.  This is a semester-long project in which s/he will collect and explain instructional artifacts and how they demonstrate his/her readiness as a teacher (using the T-TESS rubric as an assessment tool).  Support him/her by:
· Helping to collect artifacts that illustrate proficiency in planning, instruction, learning environment, and professional practices and responsibilities throughout the semester.
· Reviewing his/her written explanation of how a collection of artifacts for each one of the T-TESS domains (planning, for example) demonstrates readiness.  Written explanations should be scrutinized for content and grammar.  They will be measured against the T-TESS rubric.
· Your TC will complete a Student Perception Survey (SPS) this semester.  This is a semester-long project in which s/he will collect initial student perceptions about their own personal and academic needs, plan and implement interventions, and conduct a post-assessment to measure progress.  Support him/her by:
· Meeting with your TC to discuss the project’s timeline and tasks.
· Supporting your TC in administering the pre-assessment with students.
· Helping your TC to analyze data and select interventions.
· Supporting your TC in administering the post-assessment with students.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 7

	· Complete “Progress Report #3” of your TC within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Check in on your TC’s progress with T-CAR.
· Support your TC in following the SPS timeline.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 8

	· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Check in on your TC’s progress with T-CAR.
· Support your TC by following the SPS timeline.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 9

	· Complete “Progress Report #4” of your TC within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Your TC will submit his/her T-CAR portfolio for evaluation this month.  (see due date in “Important Dates”)  Provide support by reminding him/her of the due date and helping to make sure the portfolio is submitted on time and complete.
· Your TC’s SPS assignment will likely conclude this month.  Reflect with him/her on the process and results of the assignment.  Help him/her to represent findings and submit the assignment in the manner requested by the SC.
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.



	Month 10

	· This is the final week of the semester.  Complete all remaining documents linked within Tk20.  (see due date in “Important Dates”)  Click “Save,” DO NOT click “Submit.”
· Review your TC’s time logs within Tk20 each week.  Address any discrepancies / questions and approve the final version for the week.
· Meet weekly to plan classroom instruction with your TC
· Meet weekly to share targeted feedback with your TC about specific developmental goals (sample agenda menu)
· Use the Progression of Student Teaching to guide the gradual release of instructional responsibility to your TC
· Include your TC in team planning meetings and professional development opportunities
· Review with your TC any walkthrough or observation data shared by the SC.
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