PLACEMENT PREFERENCE LETTER OF INTRODUCTION

Compose a one-page letter of introduction to be made available to school administrators at prospective placement sites.  The guidelines below will assist you in developing your letter, which will be submitted with your application and proofed by the Director of Field Services before distribution to districts by either mailing or URL reference.  (Final, proofread letters may be posted with our electronic portfolio as “Letter of Introduction for Student Teaching”)

[date—use a minimum 1.2 top margin for printing on DSU letterhead]

Dear School Administrator:

[Paragraph 1: Begin by thanking them for considering your request to student teach in their district.  Introduce yourself by telling them about your education background and stating your major and grade level or subject preferences if any.]

[Paragraph 2: Briefly inform them of your philosophy of education, your professional goals, any classroom management/discipline plans that you currently ascribe to, and/or instructional and assessment strategies that you have learned about at DSU.  If you are a special education major, differentiate/expand this information for the special education portion of your placement.]

[Paragraph 3: Include a statement as to why you chose this particular district/school if applicable.  Invite them to visit your web page, email you, or contact you for a personal interview.]

Sincerely yours,

[be sure to add your signature either handwritten or electronically]

[type your full name]



Discussions Topics:  The following additional topics might also be included in either this letter of introduction (do not go beyond one page) or subsequent communication with school administrators or prospective cooperating teachers.

-- Describe your personality/personal characteristics 

-- Typical and/or new curriculum plans—offer to prepare bulletin boards, research software, etc.

-- Grading and homework; School calendar, policies, etc.

-- Use of technology in the classroom; district/building technology resources

-- Giving/receiving input; Self-evaluation/reflection 

