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<Date>
RE:
<Student’s Name>

<Course Title and Number>


<Instructor’s Name>

Dear School Administrator:  

Several courses in Holy Family University’s teacher education program require students to spend ten (10) to twenty (20)) hours in the field observing the practice of certified teachers.  The university’s students are dependent on the good will of local schools to satisfy this requirement.  Our hope is that you will welcome the bearer of this letter into your school for observation purposes.  The duration of each visit varies by instructor but, minimally, should be in the range of one to two hours, although students may choose to stay longer. The day, time and placement for these observations are at the discretion of the host school.  The student will benefit from a variety of classroom exposure; he/she will learn much from the different personalities and pedagogical approaches found among the members of your faculty.  While in the classroom, the student will take notes for later reflection and analysis.  At no time will the student record or use student names.
The student’s classroom instructor, working in concert with the Field Placement Office, will ensure that current clearances are on file at the university.  When the student presents him/herself, please feel free to ask to review his/her university identification and clearances.  These clearances include the following.  
· Tuberculosis (PPD) Test

· Pennsylvania Child Abuse Clearance (Act 151)

· Pennsylvania Criminal History Background Check (Act 34)

· Federal Criminal History Record/Fingerprinting (Act 114)

· Arrest/Conviction Report and Certification Form (Act 24)
I thank you in advance for your cooperation.  Contributing to the preparation of the next generation of teachers is a distinguished act of professional service.  
If there are any questions or concerns regarding this matter, please contact me.  My contact information appears below.

With appreciation,

<Instructor’s Name>

<Room Number>

<Telephone>

<Email>

