
 

 

Florida Gulf Coast University 

College of Education 

Office of Clinical Experiences and Partnerships 

 

 

 

University Supervisor Handbook 

 
 



Table of Contents 

Introduction .......................................................................................................................... 3 

University Supervisor Requirements ...................................................................................... 3 

Getting Started ...................................................................................................................... 3 

Mileage and Parking .............................................................................................................. 3 

Meetings/training ................................................................................................................. 3 

The Role of the University Supervisor .................................................................................... 4 

Field Experience and Student Teaching ...........................................................................................4 

Communication ..............................................................................................................................4 

Lesson Plan feedback .....................................................................................................................5 

Observation Protocol .....................................................................................................................5 

Seminars ........................................................................................................................................7 

Summative Evaluations ..................................................................................................................7 

Support and Interventions ..............................................................................................................8 

Appendix ............................................................................................................................. 10 

Appendix A: Lesson Plan Template ............................................................................................... 10 

Appendix B: Intervention/Support Plan ........................................................................................ 12 

Appendix C: Field Observation Instrument ..................................................................................... 13 

 



Introduction 

University Supervisors play a critical role in teacher preparation. Along with the FGCU Mentor and 

Cooperating Teachers, the University Supervisor provides actionable feedback and guidance that allows 

Teacher Candidates to develop into effective educators. Your willingness to supervise Teacher 

Candidates for Florida Gulf Coast University’s College of Education is greatly appreciated. 

This handbook will provide you with an overview of the supervisor position and should provide some 

guidance in getting started. The Office of Clinical Experiences and Partnerships supports you in your 

work with our FGCU Teacher Candidates. Best wishes for a successful and rewarding experience!  

University Supervisor Requirements  

In alignment with the State of Florida, FGCU’s COE follows a set of specific guidelines when hiring for 

the University Supervisor position. The requirements are as follows: 

 Master’s Degree (or higher) in an education program 

 Training in State of Florida’s clinical supervision  

 At least 3 years of successful, relevant prekindergarten through grade 12 teaching, student 

services, or school administration experience 

 Prior experience mentoring teacher candidates and/or beginning teachers  

Getting Started  

Applications for the University Supervisor pool position are accepted on Eagle Jobs, 

https://jobs.fgcu.edu/. The Office of Clinical Experiences and Partnerships reviews applications as needed 

and contacts applicants for more information. When an adjunct contract is offered, the link below is used 

to complete the necessary steps, including fingerprinting and signing up for a new employee orientation. 

https://www2.fgcu.edu/HR/neo.html 

University Supervisors are paid a set rate, per student, depending on the type of experience. Payroll is 

every other week with a Friday payday.  

Mileage and Parking 

University Supervisors are not reimbursed for mileage, therefore an attempt is made to place University 

Supervisors geographically according to the home address.  

When parking on the FGCU campus, obtain a visitor pass from the information booth at the main 

entrance. Questions about where to park in accordance to your meeting place can be answered at that 

time. 

Meetings/training 

Meetings for University Supervisors are held at the beginning and end of each semester. When needed, 

additional trainings are scheduled. Opportunities for attendance, participation, and/or assistance in the 

area of professional development are occasionally extended to University Supervisors. Communication 

https://jobs.fgcu.edu/
https://www2.fgcu.edu/HR/neo.html


about meetings, trainings, and various other opportunities are sent in email format to the supervisors’ 

university email address, which must be used for all university work.  

The Role of the University Supervisor  

The University Supervisor serves as a liaison between the Teacher Candidate, FGCU Mentor/Cooperating 

Teacher, and the Office of Clinical Experiences and Partnerships. Your role is to communicate, offer 

assistance, and provide feedback throughout the experience. We hope that our supervisors engage in the 

school environment, becoming a member of the school community. Moreover, the state of Florida 

requires all supervisors to demonstrate experience in a relevant prekindergarten through grade 12 school 

setting annually. 

Field Experience and Student Teaching 
 

FGCU’s COE has two field-based experiences for Teacher Candidates. Field Experience is what the 

Teacher Candidate experiences first in both Blocks 1 and 2. The structure for field experience is currently 

in transition but the future will include all Teacher Candidates assigned to a school placement one entire 

school day per week for eight consecutive weeks within the semester. The second type of field-based 

experience occurs in Blocks 4 and 5 and is called Student Teaching. Level I Student Teaching requires 

students to be in a school placement two full days a week for twelve weeks and teach a minimum of three 

lessons per week. Level II Student Teaching is the final clinical experience in which the Teacher 

Candidate is assigned to a school placement five days a week for twelve weeks and will assume a lead 

teacher role during their experience. The responsibilities for the University Supervisor vary somewhat 

according to which type of experience the Teacher Candidate is enrolled. The basic roles and 

responsibilities of the University Supervisor for each experience is outlined in the remainder of this text. 

More specific supervisor responsibilities are found in the comprehensive handbook associated with each 

experience.   

 

Communication 
 

Establishing good rapport from the start with both members of the team is important so that open and 

honest communication naturally occurs. The University Supervisor’s role in communication is pivotal and 

often is the main ingredient in a successful experience for all. Use the FGCU email account for all email 

correspondence. Start the experience with a “Hello and Welcome” meeting to introduce yourself, provide 

contact info, and briefly review the expectations of the experience. Be intentional and check in with the 

team members each week for questions, concerns, assistance, and an overall idea of how the experience is 

progressing.   

 

 



Lesson Plan feedback 
 

Field Experience – Blocks 1 & 2 Student Teaching (Blocks 4 and 5) – Levels I and II 

Block 1 

Teacher Candidates use the template provided to 

create one scripted lesson plan. University 

Supervisors need to provide guidance in writing the 

plan and then written feedback on the completed 

lesson plan.  The University Supervisor and the 

FGCU Mentor Teacher collaboratively decide on 

the submission and teaching date.   

Block 2 

Teacher Candidates use the template provided to 

create one scripted lesson plan. University 

Supervisors provide guidance in writing the plan 

and then written feedback on the completed lesson 

plan.  The University Supervisor and the FGCU 

Mentor Teacher collaboratively decide on the 

submission and teaching date.   

 

Level I 

Student Teachers ideally submit three scripted 

lesson plans per week, using the given template. 

University Supervisors determine the deadline for 

submissions and provide written feedback for all 

plans, along with the Cooperating Teacher. Lessons 

need to be approved prior to teaching.  

Level II 

Student Teachers are expected to begin the 

semester using scripted lesson plans in the template 

for all lessons he/she will teach that week. 

University Supervisors will determine the 

submission deadlines and provide written feedback. 

Lesson need to be approved prior to teaching. The 

University Supervisor collaborates with the 

Cooperating Teacher on deciding when the Student 

Teacher can move into using the district/school 

short form, lesson plan template.  

 

Observation Protocol 
 

Field Experience – Blocks 1 & 2 Student Teaching (Blocks 4 and 5) – Levels I 

and II 

Block 1 

University Supervisors informally observe the 

Teacher Candidates daily and are expected to 

formally observe each Teacher Candidate once 

during the eight-week experience. The entire 

observation protocol is found on our website. It 

consists of a suggested pre and post conference 

protocol, the observation instrument, and the 

summary rubric.  

University Supervisors use the provided Danielson-

Level I and II 

University Supervisors are expected to formally 

observe each Student Teacher a minimum of four 

times and make two additional informal visits 

during the 12-week experience. The entire 

observation protocol is found on our website. It 

consists of a suggested pre and post conference 

protocol, the observation instrument, and the 

summary rubric.  

University Supervisors use the provided Danielson-



based observation instrument to give actionable 

feedback to the Student Teacher. After the 

observation, a post conference meeting occurs 

between the University Supervisor and the Student 

Teacher to review the lesson. A copy of the 

observation notes is given to the Student Teacher 

and the college retains the other copy. Later, the 

University Supervisor completes a rubric on Via 

summarizing the observation notes and feedback. 

Block 2 

University Supervisors informally observe the 

Teacher Candidates daily and are expected to 

formally observe each Teacher Candidate once 

during the eight-week experience. The entire 

observation protocol is found on our website. It 

consists of a suggested pre and post conference 

protocol, the observation instrument, and the 

summary rubric.  

University Supervisors use the provided Danielson-

based observation instrument to give actionable 

feedback to the Student Teacher. After the 

observation, a post conference meeting occurs 

between the University Supervisor and the Student 

Teacher to review the lesson. A copy of the 

observation notes is given to the Student Teacher 

and the college retains the other copy. Later, the 

University Supervisor completes a rubric on Via 

summarizing the observation notes and feedback. 

 

 

based observation instrument to give actionable 

feedback to the Student Teacher. After the 

observation, a post conference meeting occurs 

between the University Supervisor and the Student 

Teacher to review the lesson. A copy of the 

observation notes is given to the Student Teacher 

and the college retains the other copy. Later, the 

University Supervisor completes a rubric on Via 

summarizing the observation notes and feedback.  

 

 

 

 

 



Seminars 

 

Field Experience – Blocks 1 & 2 Student Teaching (Blocks 4 and 5) – Levels I 

and II 

Block 1 and 2 

A debriefing seminar is to be held towards the 

end of the school day each Wednesday of the 

eight-week experience. The University 

Supervisor needs to reserve a space at the 

school and plan the seminar ahead of time. 

Seminars should review the day’s 

assignment(s), allow for discussion on the 

learning that took place, and assist in preparing 

for the upcoming assignments.  

Level I and II 

University Supervisors conduct a minimum of 

two seminars during the 12-week experience. 

Student Teachers from levels attend the 

seminar together as a group, and the University 

Supervisor determines the dates for both 

seminars. University Supervisors select the 

topic but should include the use of the required 

texts and course assignments. It is suggested to 

hold the seminar at the beginning or end of the 

school day, on that campus.  

 

Summative Evaluations 
 

Field Experience – Blocks 1 & 2 Student Teaching (Blocks 4 and 5) – Levels I 

and II 

Block 1 

The University Supervisor collaboratively works 

with the FGCU Mentor Teacher to complete two 

summative assessments prior to the end of the 

eight-week experience.  

Disposition Assessment for Block 1 (CBC) – 

Rubric on Via 

Performance Assessment for Block 1 (Danielson 

Rubric) – Via   

 

Block 2 

The University Supervisor collaboratively works 

with the FGCU Mentor Teacher to complete two 

The University Supervisor collaboratively works 

with the Cooperating Teacher to complete two or 

three summative assessments prior to the end of the 

12-week Student Teaching experience. 

Level I 

Video Lesson -  Rubric on Via 

Disposition Assessment for Block 4, Level I 

Student Teaching (CBC) – Rubric on Via 

Performance Assessment for Student Teaching 

(Danielson Rubric) - Via 

Level II 

Disposition Assessment for Block 5, Level II 

Student Teaching (CBC) – Rubric on Via 



summative assessments prior to the end of the 

eight-week experience.  

Disposition Assessment for Block 1 (CBC) – 

Rubric on Via 

Performance Assessment for Block 1 (Danielson 

Rubric) – Via   

 

Performance Assessment for Student Teaching 

(Danielson Rubric) - Via 

 

 

Support and Interventions 
 

Field Experience – Blocks 1 & 2 Student Teaching (Blocks 4 and 5) – Levels I and II 

Blocks 1 and 2 

Communicate with the FGCU Mentor Teacher 

about any concerns. 

When needed, develop an Intervention/Support 

Plan with the FGCU Mentor Teacher and FGCU 

Teacher Candidate. 

Inform/Involve the Office of Clinical Experiences 

& Partnerships in the process. 

Provide written documentation about any concerns, 

interventions and progress. 

The purpose of the Teacher Candidate 

Intervention/Support Plan is to formalize support 

for a Teacher Candidate that is focused on areas 

that need improvement. Prior to developing a plan, 

the Supervisor and FGCU Mentor Teacher should 

informally mentor and support the efforts of the 

Teacher Candidate. 

 

Levels I and II 

Communicate with the Cooperating Teacher about 

any concerns. 

When needed, develop an Intervention/Support 

Plan with the Cooperating Teacher and Student 

Teacher. 

Inform/Involve the Office of Clinical Experiences 

& Partnerships in the process. 

Provide written documentation about any concerns, 

interventions and progress. 

The purpose of the Student Teaching 

Intervention/Support Plan is to formalize support 

for a Student Teacher that is focused on areas that 

need improvement. Prior to developing a plan, the 

Supervisor and Cooperating Teacher should 

informally mentor and support the efforts of the 

Student Teacher. 

Level II 

At the four/five-week checkpoint, or before if 

warranted, the University Supervisor, in 

collaboration with the Cooperating Teacher will 

assess for the Level II Student Teacher’s 

demonstration of sufficient mastery of skills and 



professional attitudes necessary for taking 

increased classroom responsibility.  A satisfactory 

performance is mandatory in all areas of 

evaluation.  

A rating of “needs improvement” in any area 

requires that the team generate a Student Teaching 

Intervention/Support Plan. 



Appendix 

 Appendix A: Lesson Plan Template 

Name:                                             Level:                                                  Date: 

Content:      

    

Daily Lesson Plan 

1. Standards 

 

 

 

Big Idea/ Essential Question 

2. Objectives 

Students will: 

 

 

 

 

 

 

 

 

 

 

3. Assessment & Evaluation 

 

Formative 

 

 

 

Summative 

 

 

 

 

4.  Introduction to Lesson: 5. Materials 

 

 

 

 

 

 

 



6. Technology Integration 

 

 

 

 

 

7. Teacher Presentation or Facilitation: (includes reviews and practice)    

Show evidence of Differentiated Instruction by highlighting or using bold type. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific accommodations, interventions, notes, etc… 

 

 

 

 

 

 

 

 

Follow-up Reflection (completed after the lesson has been taught) 

Regarding Classroom Management:  Describe 

the strengths and weaknesses you noticed 

during this lesson. 

 

Students:  Based upon the 

formative/summative assessments, describe 

the student learning that took place. 

 

 

 



Appendix B: Intervention/Support Plan 
 

Date:  

Student: 

I. POSITIVE EXPERIENCES AND STRENGTHS 
 

II. SPECIFIC CONCERNS  

 

 

III. PLAN OF ACTION AND SUPPORTS NEEDED 

 

IV. DATES TO REVIEW PROGRESS 

 

 

SIGNATURES 
 

______________________                     ______________________                         

Teacher Candidate/Student Teacher     Date                                  

 

    

 

University Supervisor      Date 

 

 

 

Classroom Teacher                                         Date 

 

 

 

Director of Clinical Experiences & Partnerships   Date 

 

Florida Gulf Coast University 

10501 FGCU Blvd. So. 

Fort Myers, FL  33965-6565 

Attn: Office of Clinical Experiences & Partnerships 

College of Education 

Merwin Hall 

(239) 590-7775 

 

 

  

 



Appendix C: Field Observation Instrument 
 

 
 

Student Name:   Subject(s):______Grade Level(s): ____Supervisor Name:____ Date: ____ Time:   

 
Domain 2: The Classroom Environment Observations 
Component 2a: Creating an Environment of Respect and Rapport 
Proficiency in creating an environment of trust is characterized by: 
  Positive Student Teacher interaction with students 
  Respect for cultural, gender, and ability differences 
  Supportive environment for student risk-taking 

 

Component 2b: Establishing a Culture for Learning 
Proficiency in establishing a culture of learning is characterized by: 
  Student Teacher’s knowledge of the content 
  Clearly stated expectations for learning and achievement 
  Student pride in work 
  The need to persevere in the face of difficulty is clearly communicated to the 
students. 

 

Component 2c: Managing Classroom Procedures 
Proficiency in establishing class procedures is characterized by the use of : 
  A system for management of instructional groups 
  A system for management of transitions 
  A system for management of materials and supplies 
  A system for all procedures 

 

Component 2d: Managing Student Behavior 
Proficiency in stopping misconduct and using effective, behavior management 
techniques is characterized by: 
  Clearly visible and stated conduct expectations 
  Monitoring of student behavior by proactive verbalization of expectations 
  Appropriate response to student misbehavior and restating expectations 

 



 

 

Component 2e: Organizing Physical Space 
Proficiency in organizing a safe physical space is characterized by: 
  Safety and accessibility 
  Safe arrangement of furniture and use of physical resources 

 

Domain 3: Instruction Observations 
Component 3a: Communicating with Students 
Proficiency in communicating with students is characterized by: 
  Clearly stating the objective of the lesson and expectations for learning 
  Providing concrete, sequential, complete directions for the task 
  Demonstrating mastery of content 

 

Component 3b: Using Questioning and Discussion Techniques 
Proficiency in questioning and discussion is characterized by: 
  Effectively checking for understanding using multiple strategies 
  Adjusting instruction based on checks for understanding/student 
questions 
  Consistently probing for higher level of understanding 
  Using guided discussion techniques 

 

Component 3c: Engaging Students in Learning 
Proficiency in engaging students in learning is characterized by: 
  Delivery of engaging and challenging lessons 
  Modification of instruction to respond to misconceptions 
  Application of varied instructional strategies and resources, including 
technology to teach for understanding 
  Differentiation of instruction based on assessment of student learning 
needs and recognition of individual student differences 
  Immediate and specific feedback to students to scaffold learning 

 



 

 

Component 3d: Using Assessment in Instruction 
Proficiency in assessing students is characterized by: 
  Making formative assessments purposeful parts of the lesson 
  Using a variety of assessment tools to Monitor student learning 
  Using assessments to modify, adjust teaching as well as inform instruction 
  Sharing assessment data with students 
  Making students aware of assessment criteria 

 

Component 3e: Demonstrating Flexibility and Responsiveness 
Proficiency in demonstrating flexibility and responsiveness is characterized 
by: 
  Aligning instruction to standards 
  Incorporating differentiation strategies scaffold student learning 
  Providing interventions or accommodations to support all students to 
successful learning 

 

 

 

SPECIFIC SUGGESTIONS FOR IMPROVEMENT 
 
 
 
 
DOMAIN2: 

 
 
 
 
 
 
 
 

 Progress on prior suggestions: 
 
 
 
 
 
 



  Next Steps: 
 
 
 
 
 
 
 
DOMAIN3: 

 
 

 

 

 How do you know learning occurred? 

 

 

 

 

 Progress on prior suggestions: 

 

 

 

 Next Steps: 


