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Supporting Guest Teachers at Your School 
Arrival and Initial Tasks – See Host Guide and Exchange Visitor Guide for more details on each item. 
Tasks to be completed in the first few days. 
 

Task Assistance Needed Who Completed 
Temporary Housing Arrange for an Airbnb, hotel, or a family to host teacher for the first two weeks. 

 
  

Arrival Pick up at airport, drop off at temporary housing 
- They will be tired from the flight so do not expect to do much visiting at this 

time.  A warm welcome is most important!  
- Determine a time to meet the following day for next steps. 
-  

  

Social Security Card Take to SSN office, wait with them. Sagamore provides detailed instructions, and I-94. 
Teacher will have this in an email.  
 

  

Bank Account  
 

Take to a convenient local bank and help them open an account with a debit card.  
 

  

Cell Phone Take them to a local cell phone provider to get on a cell plan. They will need their I-94 
and passport and may need help understanding the contract. 
 

  

 
  

https://sagamorej1.org/host-school/
https://sagamorej1.org/exchange-visitor-handbook/
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Home and living related tasks to be completed in the first two weeks. 
 

Task Assistance Needed Who Completed 
School HR Office Help in completing paperwork, W4, I9, and medical insurance (there are instructions on 

Sagamore’s website). U.S. Healthcare is VERY different, they will need help 
understanding options that are best for them. They will want to opt out or retirement 
options and any long-term disability insurance. Check Sagamore’s website. 
 

  

Housing - Apartment Assist in identifying and visiting locations. Assist in negotiating the lease and rent 
payment. 
 

  

Renters Insurance Assist with securing renters’ insurance. 
 

  

Purchase a Car Assist in securing a car to utilize during their stay. Help with negotiations and assisting 
the teacher with their purchase. Teachers may be able to utilize public transportation. 
 

  

Car Insurance Assist with obtaining car insurance and understanding the contract and payments. 
Utilize a local community member for insurance help or try Progressive online. 
 

  

Registering Car  Accompany to the local DMV to assist with paying taxes and obtaining/transferring a 
license plate and registration. Teachers who arrive with an international driver’s license 
can drive in the US for up to a year before getting a license from their state of 
residence. 
 

  

Grocery Shopping Help them learn the local area and available grocery stores. Explain phone apps like 
Target, Meijer, Kroger, etc. for discounts. 
 

  

Utilities, Internet Help with securing utilities as needed. 
 

  

Moving Assist with moving into their apartment when it is available. Seek community support 
for donations of furniture, appliances, dishes, cleaning supplies, bedding, etc. if this help 
is desired by the Exchange Visitor. 
 

  

Family School 
Registration 

Help teacher get their children registered for school if applicable.   
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School related tasks to be completed BEFORE school starts. 
 

Task Assistance Needed Who Completed 
School Tour Show teacher around the school and discuss community of students, parents, and 

teachers. 
 

  

School Policies & 1:1 
orientation 

 

Discuss and clarify employee expectations, contract hours, dress code, communicating 
with parents, chain of command, etc. Be sure to use clear language and check for 
understanding. 
 

  

Begin Process of 
obtaining State 
Teaching License 
 

Assist teacher with the process of determining what teaching license they are required 
to obtain by the state. For Indiana schools, refer to our licensing guide on the Host 
school guide on our website. 

  

Ordering Class 
Supplies 

Help with ordering necessary classroom supplies. Review the typical supplies teachers 
use and assist with identify what they may need. 
 

  

Setting up 
Classroom 

Help with preparing walls, materials, desks, etc. The way this is handled in the U.S. may 
be different than what they experience in their home country.  
 

  

Class Schedule Assist them in understanding and setting up the weekly and daily class schedule. 
 

  

Back to School Night Explain the purpose, sequence of events and expectations for Open House/Back to 
School Night, support in preparation. 
 

  

Classroom Rules and 
Management System 

Help determine rules, class rewards, individual rewards, consequences, 
communicating behavior concerns with parents, etc. 
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School related tasks to be completed BEFORE school starts (continued). 
 

Procedures and 
Routines 

Help determine policies, procedures and routines for homework, parent 
communication, late work, grading, pencils/sharpening pencils, going to 
bathroom, lining up, recess, lunch, passing out and collecting papers, 
using art materials, etc. 
 

  

Identifying essential 
school items families 
need to purchase 
 

Determine if students will need colored notebooks, folders, pencil boxes, 
etc. that may need to be purchased with teacher card. 

  

Laptop/Computer 
Setup 

Get teacher set up with a computer, login, and username. Set up any frequently used 
school specific applications, including usernames and passwords. 
 

  

District and School 
Website Orientation 
 

Where to find district portal, gradebook, sub-finder, student info, etc.   

State DLI Website 
and DLI Resource 
Orientation (only for 
Foreign Language 
teachers) 
 

Where to find teaching videos, literacy materials, templates, and teaching guides. 
State IDOE DLI site is helpful. 

  

Set up Gradebook Assist with setting up gradebook for each class. Explain grading expectations including 
any requirements for number of grades entered per week. 
 

  

School laminators, 
copiers, binding, etc.  
 

Show how to use shared machines and resources and the procedures for using them.   

Getting a Sub Explain how to request, search for, and review subs. Review policies around notifying of 
absence and lesson plan preparation for subs. 
 

  

School 
Responsibilities 

Rotations and expectations for bus duty, playground duty, lunch duty, recess duty, 
faculty room fridge cleaning duty, etc. 
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School related tasks to be completed AFTER school starts. 
 

Task Assistance Needed Who Completed 
Curriculum Coaching  Provide consistent coaching in utilizing the curriculum and expectations for the grade 

level/course. Provide regular feedback. 
  

  

Classroom 
Management 
Coaching  
 

Support structuring room, class policies and procedures as well as how to reward 
students, give consequences and hold high expectations. Provide regular feedback. 

  

Instructional 
Strategies Coaching  
 

Support teachers in student engagement, participation, assessment, instruction, 
checking for understanding, modeling, practice, and supporting struggling students. 
Provide regular feedback. 
 

  

Register for district 
classes and 
professional 
development  
 

Show where and how to register for applicable PD opportunities. Check with Sagamore 
for special opportunities. There is one very special opportunity offered through the U.S. 
State Department and more through IDOE. 

  

Observations Provide opportunities for Exchange teachers to observe other classrooms that are 
strong in classroom management and instructional strategies. Debrief the observations 
and identify ways to implement new strategies. 
 

  

SEP’s or Parent 
Teacher 
Conferences 
 

Discuss parent teacher conferences and how they are handled. If SEP’s are utilized 
identify requirements and process.  
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School related tasks to be completed AFTER school starts (continued). 
 

Grading and 
Assessing   
 

Review grading and assessing procedures and policies and ensure understanding. If 
using common formative assessments ensure that teachers understand how to observe 
students, collect data, reassess, enter, and replace grades. 
 

  

Support with Class 
Parties 

Discussion about how class parties are typically handled, what happens, what is okay 
for students to do, how to communicate with parents, treats, etc. This is an ideal 
opportunity for exchange teachers to teach about their culture. 
 

  

Support with holiday 
season 

Discussion about school holiday traditions, faculty holiday parties, what are “white 
elephant gifts”, craft ideas for students to make gifts for parents, teacher treats/gifts 
for students. This is an ideal time to integrate a cultural exchange activity. 
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