Sample Briefing Notice to Cooperating Teachers

Date

Dear:

Thank you for agreeing to serve as a cooperating teacher for Anytown Education Association’s Teacher for a Day program on (date).  We are very excited to have community leaders experience  the wonderful things our teachers do every day with Anytown’s students.

Our briefing session for all cooperating and guest teachers will be held on (date and time).  At that time, you will meet your guest teacher and have time to discuss and develop lesson plans as well as review your typical day’s schedule.

Attached is a list of tips that you may review when planning for the briefing session and program day as well as things to consider providing to the guest teacher in advance.  

Some items you should consider bringing to the session include:

· Copy of your rosters

· Class schedule

· List of supervision duties

· Break times

· Classroom rules

· Any information you would like to share to ensure the day’s success

Also at that meeting, a member of our Teacher for a Day committee will distribute data sheets about the guest teachers, name badges, buttons, posters, and reception information.  Please make sure you pick up your necessary materials.

Again, thank you for contributing to this important event.

Sincerely,

Alice Smart, Chairperson

Teacher for a Day program

Enclosure
