Observing and
Assisting in
Partnership Schools
WJU School of Education

Step One
• Sign in on my.jessup.edu
• File path:
•
•
•
•
•
•

Academics
Professional Schools
School of Education
Liberal Studies OR Master of Arts in Teaching
Course Documents
Partnership Partnerships List

Step Two
If your professor has indicated that you may observe in any school, you
may contact any school on the Partnership Schools List. See Step Nine
for some hints about how to set up an appointment. If a school you
wish to visit is not on the list, contact the Field Experience Coordinator
about setting up an MOU (Memorandum of Understanding), so that
we can initiate a new partnership.
If your professor has specified that you are to observe in a “Title One”
school, use the process that begins on the next slide.

“Title I, (Part A (Title I) of the Elementary and Secondary Education
Act, as amended (ESEA) provides financial assistance to local
educational agencies (LEAs) and schools with high numbers or high
percentages of children from low-income families to help ensure that
all children meet challenging state academic standards”

Step Three
Go to the DataQuest website: http://dq.cde.ca.gov/dataquest/
From the drop down menus, choose
1. County
2. Create your own report

3. Submit

Step Four
From the drop down menus, choose
1. Year range (choose most current)
2. Select County -- Placer, El Dorado, Sacramento, San Jose…

Click “Submit”

Step Five
From the drop down menus, choose the elements you are interested
in viewing (for example, you could look up the percentage/number of
ELs).
To identify Title One schools,
go to:
“Socio-economic Indicators”

Click on “ Free or Reduced
Price Meals”

Step Six
Scroll to the bottom of this same page
At the bottom, under
“Select a Report”
Click the second radio
button: “County Summary
(with district data)”
Click “Submit”

Step Seven
On the table that comes up, click on the district name
For example
“Rocklin Unified”

Step Eight
Look at the column marked – “Free or Reduced Price Meals”
Greater than 40% indicates
A higher need school
In the Rocklin Unified
example, just two schools
fit this criteria –
Antelope Creek (43.2%)
Rocklin Elementary (40.1%)

Step Nine
Once you have determined which schools you wish to visit, google the
school(s) to obtain pertinent contact information such as the principal’s
name and school phone number (or click on the hyperlink from the
Partnership School list). Spend some time on the website, learning more
about their program. When you are ready to make an appointment:

• Find a quiet place to make the phone call.
• Use your professional voice.
• Identify yourself as a William Jessup University Education (or Master of
Arts in Teaching) student and ask about the process for setting up a time
to observe (or assist) as appropriate.
• Remember that you are the guest. Have several time options available
on your calendar so that you visit at their convenience, not yours.
• Be sure to thank the person you have been speaking to for their time
and help in setting this up.
• If they provide a contact person and an email address, then follow up in
writing. Again, be professional in your tone, using correct grammar and
layout.

Step Ten
On the day of your visit –
• Dress professionally. First impressions count.
• Show up in the office at least 10 minutes prior to the appointed time
• Office staff will show you where to sign in
• Wear your WJU Lanyard & ID. They may ask you to wear a sticker as
well.
• Enter the classroom quietly. Make eye contact with the teacher and
smile. Then sit or stand somewhere in the back until they approach
you.
• When approached, introduce yourself and express appreciation for
having you in.
• Engage in note-taking (if observing). Ask what you can do to help (if
assisting).
• Be sure you have your documents signed before you leave (if
requested by your professor).

Follow Up
After the visit,
• Consider sending a hand-written note to the teacher and a
separate one to the principal.
• Thank him/her for opening their classroom and school to you.
• Specifically make note of two or more positive aspects you are
taking away from your experience.
• Express your enthusiasm for the profession.
• Double check your spelling and grammar!
• Sign your name clearly. They may very well remember you!

