Sample Take-Over Plan for All-Level Disciplines

This is a guide.  Take-over depends on the readiness of each student teacher.  All-level student teachers must assume full responsibility for the teaching day for a minimum of 2 weeks. If there are any questions or concerns, please contact the OFE or the university supervisor. 

Student teachers must turn in lesson plans 2 days in advance.  Feedback and suggestions provided by the

cooperating teacher must be integrated into the final lesson plan for each lesson. 

	Week
	Responsible For
	Planning For

	1
	· Observe students.

· Assist individual students.

· Assist with clerical routines.

· Research and collect materials for the curriculum you will be responsible for teaching.

· Observe classroom routines.

· Discuss cooperating teacher’s expectations for grading, recording keeping and providing feedback to students. 
	· First take over class/grade level including lesson plans and materials needed.

· Correcting students’ work. 

· Assisting with entering grades.

· Assist with clerical routines.

· Continued work with individual students.

· Continued work with clerical routines.

· Assisting in all duties.



	2
	· Teaching of a specific class/grade level.

· Conducting routines (attendance, etc.).

· Assisting in all duties.

· Working with individual students. 
	· Take-over of one additional grade level/class including lesson plans and materials needed.

· Continue responsibilities from Week 2.

	3
	· Teaching of two classes/grade levels.

· Ongoing daily responsibilities. 


	· Take-over of one additional grade level/class including lesson plans and materials needed for a total of 3 grades/classes.

· Continue responsibilities from previous week. 

· Set up midterm evaluation with cooperating teacher, supervisor and student teacher.

	4

Midterm Evaluation Done This Week
	· Teaching of three classes/grade levels.

· Ongoing daily responsibilities. 


	· Take-over of one additional grade level/class including lesson plans and materials needed for a total of 4 grades/classes.

· Continue responsibilities from previous week.

	5
	· Teaching of four classes/grade levels.

· Ongoing daily responsibilities. 
	· Take-over of one additional grade level/class including lesson plans and materials needed for a total of 5 grades/classes.

· Continue responsibilities from previous week.

	6
	· Full take-over of teaching load.

· Ongoing daily responsibilities. 
	· Continued lesson preparations including all materials and resources needed.

· Continued responsibilities from previous week.

	7
	· Full take-over of teaching load.

· Ongoing daily responsibilities 
	· Continued lesson preparations including all materials and resources needed.

· Continued responsibilities from previous week.

· Set up final evaluation meeting with cooperating teacher, supervisor and student teacher.

	8 

Final Evaluation Done This Week
	· Finish up units of teaching and return classes to the cooperating teacher(s).
	· Returning all borrowed materials.

· Cleaning up and organizing work space.

· Entering final grades and/or returning corrected work.

· Debrief with cooperating teacher regarding lessons for upcoming week if units are not completed.


