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	College of Education

Frostburg State University


TIME RECORD


MAT SECONDARY / PREK-12 INTERNSHIP


Name


Semester


Year




School Name and Address




Subject(s) and Grade(s)




The teacher intern is required to keep this record.  The mentor teacher is requested to authenticate this record by his/her signature.  The record must submitted to the University Supervisor with the intern’s final evaluation forms.

1. Enter as ‘teaching’ any time when you are in charge of the classroom, laboratory, or study activities of three or more students.

2. Enter as ‘observation’ any time when you are watching another person who is in charge of such activities.

3. Enter as ‘other’ all items related to the work of teaching that cannot be easily classified as teaching or observation. For example, attending a faculty meeting, correcting papers, preparing tests, conference hours, working on records and reports, in charge of homerooms, cafeteria duty, tutoring one or two students, and so on. Describe ‘other’ activities in the space provided.

Example

	Date
	Teaching

(Minutes)
	Observation

(Minutes)
	Other
	Supervisor Visit *

	
	
	
	Description
	Minutes
	

	3/16
	150
	75
	Faculty meetings

Scoring tests

Records and reports
	90

60

50
	

	3/27
	140
	60
	Preparing lessons

After-school conference

Cafeteria duty
	120

60

30
	


NOTE: Please use dark ink or a Number Two pencil on your timesheets. A timesheet is not valid unless it has all required signatures.

*University supervisors sign each visit.

Summary of Attached Timesheets

Total hours, Teaching




Total hours, Observation




Total hours, Other




Total Hours




Total Days




Date







Signatures

1.





Signature of Teacher Intern

2.





Signature of Mentor Teacher

3.





Signature of University Supervisor

4.





Signature of Secondary/PreK-12 Coordinator

