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TIME RECORD


ELED 307 ASSISTANTSHIP


Name


Semester


Year




School Name




Grade level and / or subject area




The teacher assistant is required to keep a record of time spent in the schools.  The mentor teacher is requested to authenticate this record by his/her signature.  It will be submitted to the University Supervisor with the assistants’ final evaluation forms.

1. Observation time is any time when the assistant is watching another person who is in charge of activities for the students.  For example, Observed Math lesson – 45 minutes.

2. Non-instructional time is time when the assistant is not in charge of activities with students.  For example, lunch running copies, checking papers while in school.  The time is described and time recorded.  For example, Lunch – 30 minutes.

3. Teaching time is time when the assistant is in charge of the classroom, small groups of students, or tutoring individual students.  For example, Teaching circle time – 20 minutes.

Use a number two pencil to record times on the time sheet pages or use the template available in the education computer lab and attach this page with the signature to the time sheets.  This is a permanent record.  All signatures should be in blue ink.

University supervisors sign each visit.

Summary of Attached Timesheets

Total hours, Observation




Total hours, Non-instructional




Total hours, Teaching




Total Hours




Total Days




Date







Signatures

1.





Signature of Teacher Assistant

2.





Signature of Mentor Teacher

3.





Signature of University Supervisor

4.





Signature of N-8 Coordinator

