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FOREWORD



Principals, administrators, teachers and other members of the educational community, recognize that practical applications of current research on child development would improve the school’s educational program and have a valuable effect on the instructional program of a school. The staff of Middle School 118 understood this challenge. They knew that the experiences of their student’s lives were not always easy or trouble-free. They knew that they must take the negatives and turn them positive and use this as a springboard to open up a new world of learning for them. Children must feel safe and thus will become involved in their education with a sense of self-worth and acceptance. The faculty and staff understood that there must be a mutual trust between teachers and students with a real sense of community and family. 



As a result of meeting this challenge, students at Middle School 118 felt secure and are involved in their own education. The faculty and staff demonstrated a genuine caring and a sense of responsibility for the student’s success. Anyone who walks through our building knows the feeling is palpable. This caring attitude for students serves as a model for the values a school must share. I know of no higher goal that an educational community could aspire to. 



It is for this reason that I feel our faculty bulletins, letters and memos should be made available to the greater educational community. This book sets forth practical “hands on” suggestions for all educators to facilitate their success. I am grateful to the staff of Middle School 118 who over the last fifteen years took the time to write and edit many of these bulletins, letters and memos so that all educators of Middle School 118 could benefit and the children could receive the best education possible. 



Therefore, I wish to extend my appreciation to the administrators and teachers who graciously shared their expertise to make this book possible.
About the Author’s School
Middle School 118 is located in the southernmost section of Community School District Ten in the Bronx. The school has long stood at the center of this community and ranks in the top 20% of all Middle Schools in the City of New York. With my encouragement, the staff was allowed to create alternative programs which became mini-schools in their own right and extended the concept of family within a relatively large educational institution (Enrollment: 1350 students, Special Education Enrollment: 150 students in 12 classes “5 classes are Inclusion”, 7 mini-schools and a Bilingual Program). 

The results of this approach can be seen in improved reading and math scores. Many of our students are admitted to New York’s finest high schools, including Stuyvesant High School, The Bronx High School of Science, Brooklyn Technical High School and Fiorella LaGuardia High School for Music and Art, as well as private schools and parochial schools.
PACE Academy for Creative Expression – Talent & Gifted Program (350 students)    

· The PACE Academy offers an enriched, challenging and accelerated   three-year course of study for the college bound student. 

· Accelerated math and science curricula leading to Regents exams in Course I Math and Earth Science.

· A literacy based technology program spans the entire three-year curriculum.

· Activities include: Band, chorus, drama, ceramics, fine arts, chess, constitutional law, sports, environmental science program, Yale University (Mt. Forest), Summerbridge Program  at Riverdale Country School,  Summer on the Hill, the Fieldston Enrichment Program,  and the Math and Science Institute at the Bronx High School of Science.

· Over the past six years, 100% of PACE graduates have been accepted to specialized public high schools and high school programs. Over 40% of the students received over $800,000 worth of scholarships to private and parochial schools.  

Recognition received as Principal for creating a Blue Ribbon Middle School:

· Chancellor of NYC – Board of Education Honor Roll for five years.

· Mayor of NYC – Cool School Award for Academic Excellence.

· Borough President Ferrer with Mrs. Sandra Lerner, representative of the NYC Board of Education, selected MS 118 as the Outstanding School in District 10.

· Ms. Randy Weingarten – UFT President – A Model Learning Environment for Children in New York City.

· Police Commissioner Kerik for a safe school award. 

· Model School recognition and Grant from: Constitutional Works, Chess in the Schools, Classroom Inc., Christordora Foundation, and Fordham University.

· Model School recognition from Clara Hemphill – MS 118 was highlighted in her book “NYC Best Public Middle Schools” 1998 - 2002.

· Model School recognition from – “Advocates For Children” – met criteria for placement on their web site & Robert Schreier co-hosted cable documentary on “Inclusion Education” with “Advocates For Children”.
Preface

Creating an environment and culture that is respectful and accepting rather than merely tolerant

Your Literacy program has been successfully implemented and classroom teachers are using Literacy Framework’s instructional strategies. You are looking at standardized test scores as well as holistic, alternative assessments. You have identified those children in the regular program, special education and inclusion programs whom you deem in need of either remediation or additional AIS (Academic Intervention Service). The literate classroom environments reflect the affective and cognitive tone of the school. Materials, furniture arrangements, displays and classroom libraries facilitate group and independent activities. Rooms are attractive and orderly. Learning centers are considered an integral part of instruction.  There are well stocked libraries in each classroom reflecting different levels and genres. 

The concept of assessment and its relationship to instruction is a continuing process. Students are involved in the process of assessment through the development of portfolios, student teacher conferences, interviews, projects, exams, logs, journals, writing samples, projects, etc. Results are used to plan instruction and are articulated to all constituencies.

Your teachers are involved in an interdisciplinary approach to learning, emphasizing whole language, thinking skills, and hands on learning. The improvement of mathematic skills, reasoning and problem solving is now the targeted goal. Problem solving and mathematical reasoning activities to approximate real life situations supplement skills based mathematics. Hands on teaching and learning and learning activities are stressed, with an emphasis on process. Cooperative learning and group approach to problem solving is also being encouraged.

There is also a new emphasis in the disciplines of Science and Social Studies. Students are required to display evidence of reading and writing relevant to social studies topics in language arts, and other subject areas. A hands on experimental science, with attention to scientific method and authentication of how we know what we know, is now the basis of your science curriculum. 

Through your professional development program you are now looking at providing teachers with a professional development program that identifies the many variables that interfere with children’s learning experiences. The staff is now looking at how children learn, and how their different abilities enable them to acquire the skills they need to succeed. Your staff is also working closely with your assistant principals, guidance counselors, grade advisors and deans to increase the effectiveness of your Student Support Team and Instructional Support Team. 

With your support, your staff was allowed to create alternative programs which became mini-schools in their own right and extended the concept of family within a relatively large educational institution. These teaching teams provide an excellent opportunity to focus on the learning needs of pupils. Interdisciplinary teams consisting of three to five teachers plan and teach two or more classes during the same periods of the day. This allows teaming teachers to coordinate an interdisciplinary approach to the curriculum for a common group of students. This type of scheduling permits the teachers who teach at the same time to also be available for a common planning period. Teams of teachers are also advisories to students. 

By creating many mini-schools, you have fashioned for each child a feeling of belonging and ownership. When students increasingly identify themselves with a particular program or mini-school, you begin to see not only improved academic performance, but also improved attendance and attitudes toward school.

Does this sound like the vision you have for your school? Is your curriculum integrated and tied to the real world with a climate of respect and discipline, and instruction that is active and cooperative? Does your school culture have everyone working together to create a school setting that will provide positive outcomes for children where all students can achieve?
This vision can become a reality if you fashion a school culture where there is increased interaction and communication among teachers and between teachers and school administrators. Successful schools are marked by dynamic communication and joint work among staff members. Healthy school cultures correlate strongly with improved student achievement and enthusiasm, and with teacher productivity and satisfaction. A well-built school culture will create a shared vision, and school wide goals that will promote increased student achievement. Stronger school cultures will create motivated teachers with shared participation. A healthy school culture will also generate routines, ceremonies, rituals and traditions. 

The most effective change in school culture happens when a principal models the values and beliefs important to the school. If the principal models high values and demonstrates concern for others, the school culture will develop with similar values. In schools with a strong culture and the acknowledgment for achievement there is a responsibility for student learning and an optimistic attitude to make the school work. A healthy school culture has a strong effect on staff development. Teachers want to spend time to improve instruction, be present at workshops, and address the educational and personal needs of the individual child by scaling down the often-daunting barriers of a larger institution.

A healthy school culture will have the staff see themselves as learners. Teachers and administrators will want to improve their own skills and knowledge for the good of the children. In this environment learning will thrive and student misbehavior and faculty complaints will decrease. School spirit will soar and goals will be achieved. 

This book is about creating this school culture. It is about how a culture is created through discipline, routines, and rituals that create order in the school environment. As you read through the faculty bulletins, as you explore the ideas presented here, as you study the suggestions made in the bulletins, think of how they may be woven into the fabric of your school.  
Chancellor Rudolph Crew placed Middle School 118 on his Honor Roll where it remained for five years. The school’s reading scores were the highest in the district. The school won numerous accolades and honors, including being chosen for a Cool School Award for academic excellence by Donna Hanover. Randy Weingarten, UFT President called the school a model learning environment for the children of New York City.  Model school recognition came from Clara Hemphill when Middle School 118 was highlighted in her book, NYC Best Public Middle Schools. The school also fielded a National Championship Chess Team, a First Place Debate Team, and student’s who won an amazing number of high school scholarships and admissions to specialized competitive high schools. William W. Niles Middle School still ranks in the top 20% of all middle schools in the City of New York, and has been in the forefront of educational reform and innovation. The school’s programs, clusters and mini-schools within the school are designed to meet the unique needs of a variety of learners, while at the same time creating a small, nurturing environment to foster both intellectual and emotional growth.  Through the use of teaching clusters, students benefit from increased contact with individual staff members who, in turn, can employ a variety of teaching strategies including team teaching, longer class periods and peer mentoring. The shared vision of the staff is to build a foundation for lifelong learning.  

One can easily see that Middle School 118 is about the deeper things that make a successful school. Curriculum is integrated and tied to the real world, the climate is respectful and disciplined, and instruction is vigorous and supportive. All these elements work together to create a school setting that provides positive outcomes for children where all children can succeed. 


The purpose of this book is to explain how to manage a school so that a significant amount of your time as principal can be spent in classrooms. The success of your school depends directly on your skill to create confidence, show how, fix mistakes, and breed enthusiasm. As a leader you must show or model the job that you expect of the teachers. You must set the course of action so that the staff can see exactly what you expect. You must also continually ask teachers for their input as to what they believe may be a better way. Shared ownership fits the job of teaching to the skills and needs of the teacher. Always remember that a boss relies on authority while a true leader leads, and relies on cooperation.

As you read through the faculty letters, memos, and bulletins and you explore the different communications that must be presented to all the different constituents of your school, study how the ideas are presented, and how you may implement them in your school.
These faculty letters, memos, and bulletins are specifically planned to help you as a principal communicate your ideas more effectively to your teachers. The bulletins touch on all administrative areas under your responsibility. They include curriculum, staff development, discipline, building administration, lesson plans, classroom appearance, evaluations, referral of students, and the foundations of school structure.

All successful school principals have a set of faculty letters, memos and bulletins similar to the ones presented here and they use them every year. You will be amazed at your effectiveness as a communicator and leader when you use the models presented here. This book will help you cut down on the paper load. It offers you a wide variety of communications. You can use this book as a source of ideas and phrases that can save you time and help you make your daily life smoother and refine your professional image. 

This book is like having an expert at your side giving you intensive information on how to handle most situations. The information provided in this book will give you the tools and guide you throughout your year so you will be able to avoid problems when dealing with major issues. You will not have to rewrite the book but can use these bulletins and memos as a guide to best practices. By providing the staff with faculty bulletins twice a week, and a policy of walking the halls and visiting classrooms for three hours every day you will define to your staff a set of values, beliefs, and traditions that will create an well-organized learning environment. When teachers understand their expectations and limits they will require the same requirements of their students. When teachers work in a non-selfish environment of mutual respect, children will respond in a similar way.
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A TEACHER’S GUIDE

                      to success
PART I

Welcome to MS 118

The entire Middle School 118 community would like to take this opportunity to welcome you to our school.  This teacher’s handbook provides information about our school and about teaching, and above all, about our students.   

One of the words you will hear routinely at 118 is the word “family”. At William W. Niles there is a spirit of kinship among administrators, faculty members and students alike which fosters this sense of community. While it is always difficult to enter a new situation, we urge you to avail yourself of the accumulated experience and wisdom of your colleagues, feel free to ask questions and to share your concerns as well as your successes.

Whether we have been here for three decades or three months, all of us were once new teachers, and most of us remember vividly what those beginning years were like. It is hoped that this handbook will help each teacher work toward the goals with a minimum of confusion and a maximum of results. In order to accomplish this, the practices and procedures listed herein must be understood and used. I hope you will become familiar with the handbook, for it will help smooth the transition from “rookie” to “experienced teacher”.

I wish each of you a successful and productive year, one of growth for both our children and ourselves.









   Sincerely,
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	Morning Procedures

1. Each morning, all teachers must stop by the main office on the second floor to initial their timecards, and to move them from the left side to the right side in the cardholders. This is the only way the office knows for sure that you have arrived in the building.

If you are unable to come to work, please call the main office (718) 584-2330 before 7:30 AM so that arrangements can be made to cover your classes.  If you know in advance that you are going to be out, please have the secretary write your name in the attendance book in the main office under the appropriate day so that we can plan coverages for your classes.

2. At this time teachers should also check their mailboxes and empty them of any accumulated mail or notices.

3. The school day begins at 8:30 A.M. By this time teachers should be ready to begin their workday. This means that all official teachers are in their homerooms, standing by the door, and ready to greet the students as they come into class. Please make sure that by 8:40 you are able to give your students your full attention, in order to assure an orderly start to the day.

4. Teachers who do not have official classes should help move students along and make sure the hallways are cleared as rapidly as possible after the 8:40 bell sounds.

5. Under no circumstances should teachers first be entering the building at 8:30 A.M. If there is an unavoidable lateness, it is imperative that you call in to advise the main office that you will be delayed.

Entrance Procedure

The tone for the entire day is often set by the manner in which children enter school and proceed to their classrooms.  Uniform procedures will be enforced for all pupils and these must be taught and re-taught by the classroom teacher until all of the children thoroughly understand them:

Children are to enter the building through the Main Entrance only – As soon as they enter the building the 6th graders are to proceed to the auditorium while 7th and 8th graders may stay in the inside yard.  Aides, deans and assistant principals will supervise students.  

The Breakfast Program will take place from 8:00 A.M. to 8:20 A.M.   Students who wish to have school breakfast will be admitted to the cafeteria through the outside yard. Breakfast will not be served after 8:20 A.M.

Students are not permitted above the first floor until 8:40 A.M.  The only exception will be if students have written permission signed by an administrator.

Homeroom  A.M.

It is easy to overlook the importance of homeroom or to dismiss it merely as a place to hang up coats. In reality, however, homeroom sets the tone for the entire school day, and as such the homeroom teacher is pivotal in this process.

Beginning with the very first day of school, students should be apprised of all homeroom procedures. Putting a set of rules on the blackboard, which the students are asked to copy and have signed by a parent, is a good way to make sure that each child understands exactly what is expected of him.

All pupils are to hang up clothing; the teacher should open the wardrobe  before the class enters. Jackets, windbreakers, or hats are not to be worn in school. If you are a subject teacher, do not allow a student who has a coat to sit in your class. He should be given a pass to hang his coat in his official classroom.

As with a regular subject class, each child should have a permanent seat in homeroom. This facilitates the taking of attendance, as well as the collection of tear-offs and other administrative tasks. Children should enter the room, hang up their coats and immediately take their permanent seats. 

There are a variety of activities that the homeroom teacher can introduce into the morning official class. Under no circumstances, however, should this be an unstructured twenty-minute period where students are free to do as they please.  The following are some excellent suggestions gleaned from veteran teachers.

1. Create a classroom library (if one does not already exist) for which you can ask your students to bring in used books, magazines, comic books and other reading material. If no other activity is planned for the morning, require each child to read at his seat until the morning announcements.

2. Read to your class. Select an article from the morning paper or a magazine you enjoyed and share it with the class. If time permits, encourage discussion.

3. Put a math problem or brain teaser on the board. Be sure to allow enough time either in the morning or the end of the day to go over the solution. Perhaps have a point system for prizes when students successfully solve the problem.

Under no circumstances are students to take attendance. ATS (automate the schools) attendance sheets, which usually are in the main office before the beginning of the school day, are the sole responsibility of the homeroom teacher and become the basis of a legal record of each student’s attendance at school. With a permanent seating plan, attendance can be taken in fewer than five minutes.

Any child returning to school after an absence must bring a signed note from a parent or guardian. It is the responsibility of the homeroom teacher to make sure this is done in a timely fashion. If by the second day back at school the student has not brought in a note, the homeroom teacher should call the home to verify the absence. 

Chronic lateness should not be tolerated. A student is considered late if he comes to homeroom after attendance is taken (approximately 8:50 A.M.). Arrival at school after 9:00 A.M. is a serious problem because it disrupts the first period class of both the homeroom teacher and the subject teacher. If lateness continues, a parent should be contacted.
Teachers should prepare two section sheets for each class, one for boys and one for girls. It is important that an accurate attendance record be recorded on the section sheet so that subject class teacher knows who is absent and who might be cutting.

Passes from homeroom should be given sparingly. This is not a time for students to go see other teachers, the deans, their friends, or to drop in to the main office. Almost all school business can and should be transacted with the homeroom teacher as intermediary.

Morning announcements often contain important information, both for the children and their teachers. It is imperative that the room remain silent during the brief announcement period. Many teachers have found it useful to assign a child to write the gist of each announcement in a reserved corner of the blackboard. Students often enthusiastically volunteer for this assignment, and encourage their peers to be quiet so that they can do their job properly.

There should also be an appointed monitor to see that the boards are clean and ready for use, and a monitor to care for the appearance of the book shelves, bulletin boards, plants and general order of the room.  Each teacher should set an example of good citizenship by knowing who uses his room  and for what subjects.  He should make available -- chalk, a board eraser, blackboard space, and a neat orderly room for all teachers who use the room.  Always remember that you want your day to start off to a good start.  Our children deserve to be taught how to get their day off to a good start also.

P.M. Official Class

The afternoon homeroom serves an important function as well. It is a time for the official teacher to review the section sheets with the class, handle any problems which arose during the school day, express both praise and concern, and to remind students of any outstanding assignments or responsibilities. Section sheets should be saved in chronological order in a binder or other organized manner. They are valuable tools when discussing a child’s behavior with a dean or a parent.

Students should be seated and the closet should remain locked. Only after the official teacher has finished conducting any outstanding business should children be called to the closet a few rows at a time. This avoids crowding and pushing.

Monday, Wednesday and Friday are sweeping nights. On these afternoons, students should empty debris from all homeroom desks by tipping them so that loose papers fall to the floor. Chairs must be lifted and placed on desktops in order to allow the custodial staff to sweep. 

Dismissal is by announcement and varies from day to day. Students should be lined up and prepared to leave in an orderly fashion, but under no circumstances should a class be dismissed until the appropriate announcement. Teachers are required to accompany their homerooms down to the first floor and to watch them exit the building. It is important that no student be allowed to loiter and linger within the school building after dismissal. 

Discipline

There is probably no greater area of concern for the beginning teacher than discipline. New situations arise on a daily basis, many of which were never covered in education or methods courses. Teaching is an ongoing exercise in “thinking on your feet”, but a few simple guidelines may help you make sensible and effective choices.

1. Have a clearly defined set of rules for your classroom. It would be a good idea to have the children copy them the first day of school, allowing time to discuss their purpose. 

2. Do not raise your voice. Everyone hates being yelled at. Children will either tune you out or yell back. Either way, you lose!!

3. Do not embarrass or humiliate a child in front of his peers. He will feel impelled to retaliate in order to “save face”.

4. Attempt to co-opt the recalcitrant student. Often times, a simple gesture such as making him your “special” monitor or asking him to help you hand out books will create an instant ally.

If a student misbehaves, make a notation on the section sheet. If the undesired behavior continues, it is a good idea to call the child’s home and perhaps even arrange to have the parent come in to school. If there is no improvement, the child should be referred to the Dean’s Office.

Referral cards should be anecdotal and specific. They also should be used sparingly and as a last resort. A student-teacher conference or a call home can resolve most discipline problems. 

Under no circumstances should an unruly student be sent to the Dean’s Office. Similarly, students cannot be placed out in the hallway or “thrown out” of class. Try to handle the situation calmly within the classroom. In the event of a dangerous or unmanageable situation, select a reliable student to go get help. 

Children who are engaged in a lesson or activity seldom create problems in the classroom. If you sense you are having more than your share of discipline problems, consider asking a colleague, staff developer or assistant principal to stop by your classroom and give you some pointers about some new things you might want to try or procedures you might want to change.

Many teachers forget that one of the prime functions of school is to help children toward even higher levels of self-discipline.  Thus, along with any other measures to maintain discipline, every teacher should have a well articulated, carefully planned program leading toward this end.  Repressive measures by their nature tend to be negative.  They may be necessary at times, but they should never supplant the major positive program that should gradually decrease the need for these repressive measures.

Some of the elements of such a positive program are:

1. The institution of a success program: Give children opportunities to succeed on their own level and in areas in which they can accomplish.

2. The judicious use of praise is essential:  This takes many forms such as a simple “good”, or rewards such as “stars” and “commendation cards”, or even a letter to the parent praising the child for some accomplishment.  

3. Build class and school pride: Recognize and praise any activity that is well done.  Try to find some concrete way to show your approval and the school’s pleasure for good citizenship. (i.e. – a banner for good attendance)

ANECDOTAL RECORDS – A BEHAVIOR BOOK…..

1. Each teacher must maintain an anecdotal record book for his or her official class.  

2. At least two pages will be set aside for each child, arranged alphabetically.

3. As needed, appropriate entries will be made.

4. Entries should be factual statements of events as they occur. Avoid making value judgments of any sort. All entries must be carefully dated.

Right:     10/5 Jose struck James without apparent cause.

Wrong:   Jose showed his usual bad temper by striking James without apparent cause.

5.  Anecdotal records will be collected regularly.

6.  All section sheet entries should be recorded into this book.

Parents-As-Partners

Parents are a vital part of the school community and the best educational partner a teacher can have. It is important to remember that we are part of a team, and that the greatest results can be achieved if we all share goals and pull in the same direction. 

Frequent home contact is a valuable tool. Parents have a right as well as a need to be informed of their children’s progress. The first report card, which is not issued until November, should not be a parent’s first inkling if there is a problem.

All major tests should be sent home for signature. If a child is frequently skipping homework assignments, the parent should be informed either by telephone or note. Any note sent home with a child should be returned with a signature. 

Conversely, parents enjoy good news, something we often overlook. Taking the time to write a positive note can go a long way toward reinforcing a desired behavioral or attitude change. 

It is important to remember that in all your contacts with the home, parents should be treated with respect and courtesy. As a professional it is not your job to criticize or chastise the parent, and it is natural that a parent’s first instinct will be to defend his child. If you find a particular parent difficult to speak with, it is often useful to have a Dean or other administrator present.

Tone- The Classroom and The School

Classrooms and hallways should reflect the children’s efforts, and be visually attractive. Most importantly, the tone of the building and each classroom should be conducive to learning. 

Within the first few weeks of school, all classrooms should be attractively decorated. Current student work should be displayed prominently and changed frequently. Routine housekeeping chores should be assigned to students on a rotating basis so that classrooms remain neat and clean. It is also expected that teachers set a good example in keeping a clean room.

It is essential to maintain order in the hallways during the period changes. All teachers should step out into the hallway during the change so that they can supervise traffic and facilitate movement. Running, shouting, and playful behavior is not permitted. (To effectively supervise the students during hall passing, please stand in the middle of the hall rather than near the door of your classroom). Not only does such behavior create unsafe conditions, but it also creates lateness to class and puts students in the wrong frame of mind for the next class.  Also, latecomers to subject class are to be noted in your marking book and on the section sheet.  

No student should be wandering the hallways during class. Passes should be issued sparingly and noted on the section sheet. Subject teachers should keep track of how long a child is out of the room, and note an unreasonable delay. Any teacher should feel free to question a student found in the hallway and escort him back to his classroom. 

If we fail to enforce the basic routines at this time, it will be extremely difficult to implement them in the future.  Only when the administration and the faculty share the same priorities and goals can a school be truly successful.  My priorities for Middle School 118 are school climate and classroom instruction and without the appropriate climate, classroom instruction becomes a daunting task. 

The Classroom

Every lesson must be planned in advance.  Successful teachers do not ad lib, and mastery of one’s subject area does not guarantee a successful lesson. While there is no required format, all teachers are required to have a written lesson plan outlining the day’s material.

A workable, meaningful lesson plan includes an aim, which should be written on the blackboard. The plan should also include a series of outcomes or objectives, a description of how they will be achieved, and a homework assignment. Subject teachers are expected to assign relevant homework every night, usually designed to reinforce the classwork that preceded it.

Each lesson should incorporate a variety of skills, including speaking, reading and writing. Teacher centered lessons wherein the teacher functions as lecturer and the student as note taker tend to be less stimulating and successful. Hands-on projects, performance portfolios, brainstorming and group work should be encouraged. Such activities not only enhance learning, but also foster the social skills necessary for success outside the classroom.

There should be a minimum of two major tests for each marking period. Teachers should be prepared to explain their grading system, which should be primarily objective, to both students and parents. 

The first thing the teacher does when starting the class is to take attendance. THIS MUST BE DONE BY EVERY TEACHER EVERY PERIOD.  “Cutters” are to be reported at once to the assistant principal of the grade or to the dean.  Classes are to start promptly whether or not every pupil has arrived.  Prompt starting is one way to encourage promptness in pupils.  Pupils who arrive late must be admitted, but they should be questioned and reprimanded, and their names should be put on the section sheet for the supervisor to see.

THE BULLETIN BOARDS

The bulletin boards are basically the windows of the room and the school. Visitors note bulletin boards first.  However, more important than what visitors note is the fact that the effectiveness of teaching is usually revealed in the appearance and content of the bulletin boards.  

Obviously, this does not mean that effective teachers have good bulletin boards and poor teachers have poor bulletin boards. However, there is a high correlation. 

Bulletin boards need not be museum quality displays, but they can be neat, attractive, appealing, informative and creative.

Hall bulletin boards and cases are the responsibility of the departments that have the assignments.  The subject supervisor will assign a bulletin board to each person in the department on a rotating basis. These displays should be a class project.  

Room decorations are the responsibility of the official teacher of the room. Subject teachers who use the room share the responsibility.  Homeroom teachers will prepare a list, in duplicate, of teachers using the room, and submit one copy each to the grade assistant principal. If visiting teachers need more space, official teachers will make the arrangements.

Literacy

Briefly stated, the Literacy Initiative strives to develop a love of reading and literature in all children.   A series  of  strategies  have  been  developed  to  achieve  this  goal,  and  many staff members have benefited from a series of workshops on how to incorporate these strategies into their various subject areas. Soon you will be linked up with a staff developer or partner teacher who will help you integrate the Literacy Initiative into your classroom.

Paperwork

No one enjoys paperwork. Nevertheless, it is important to do it carefully, correctly and in a timely fashion. Your failure to complete paperwork on time has a ripple effect that impacts on your colleagues and inconveniences them. A few simple procedures and habits will help you wade through this first year.

1. Record cards. All homeroom teachers should have a gray metal box or container which contains your classes’ permanent elementary and middle school records. Included in this record must be a middle school record card, a test card indicating the latest reading, math and lab (where applicable) scores, a home language survey sheet and up-to-date immunization records. Please check the first week of school to make sure you have each of these items for every student in your class. If any of these items is missing, please report it to the Assistant Principal for your grade and he will assist you in obtaining them.  During a study of these cards last year, several common errors of omission were noted.  They are listed below with suggestions for preventing these errors being made by you.

· Present grade missing

· Official teacher name lacking

· Cards missing 

· Cards not given to main office when students are transferred

· Cards not requested from office for new students to your class

2. Cumulative record cards. These cards are kept in the Principal’s Office, and are the cards upon which subject teachers enter grades. Make sure there is a cumulative record card for each child in your homeroom.  If there are missing cards or extra cards it is your responsibility to bring it to the attention of your assistant principal.

3. Lunch applications. Shortly after the beginning of the school year, free lunch applications are distributed to every child. It is imperative that these be returned in a timely fashion since much of our federal funding is dependent upon the receipt of these documents.

4. Bus passes. This year, eligible students will be receiving a Metro Swipe Card.  Every effort will be made to distribute passes within the first few days of school, but the new system is always somewhat cumbersome at first. Children who have lost their passes or are seeking a waiver from the regulations may see the attendance coordinator during seventh period daily. 

5. Anecdotal record book.  The conduct book is a cumulative, anecdotal picture of each child’s behavior.  It is extremely valuable to all personnel when speaking to parents.  Each time a complaint or compliment is given to a child, it should be recorded in the book.  This record is proof, when necessary, that no one teacher is “picking on” a child or singling him out.   Many times during the year the deans, assistant principals and guidance counselors will review the book. 

School Rules

Teachers are encouraged to set up rules of conduct within their classrooms and homerooms. However, they should be aware that there are certain schoolwide rules that must be enforced at all times. The following rules apply to all students at MS 118 and should be enforced on a daily basis.

Hats, Coats and Jackets. Students are expressly forbidden to wear outerwear of any kind during the school day. All jackets, coats and hats must be hung up in the homeroom closet. 
Radios, Tape players, CD players, “Walkman”. Any such device, along with headsets, are not permitted anywhere within the school. Children who travel to and from school using such devices must put them into their book bags or coat pockets before entering the building and should not take them out again until after dismissal.
Food and beverages. No food or beverages are permitted outside of the cafeteria. Students who bring food or drinks with them to school may not remove them from their book bags until they are inside the cafeteria. No food should be brought upstairs from the cafeteria.
Beepers. Beepers and other paging devices are not permitted inside school.
BOOKS - Procedure for the Distribution of Books 

Distributing books is easy, If you follow the techniques outlined below.  Failure to do so usually results in loss or destruction of books.

1. Have books and book receipts ready before telling the class you will give out books.

2. The teacher should give out the books; this will prevent children from searching for the “best” book.

3. Put a sample book receipt form on the board and go over the form line by line.

4. Number all books and make sure the number is on the student’s book receipt.

5. Make sure the students know the penalty for a lost or damaged book. Put this on the receipt.

6. Have them sign their names.

7. All book receipts should be given to your assistant principal.

8. October, December, February and March will be book inspection days.

First Day Routines

“As a thing begins, so it will end”, holds true for many ventures. However, no where is it more true than in the classroom.  What the teacher does from the very first day shapes his destiny and that of the class for the rest of the year.

At the beginning of the year, it is natural that you will have mixed feelings of elation and fear, trepidations and palpitations. Know that everyone has these feelings, even veterans.

Face the new year brightly with enthusiasm.  You are in charge, and be resolved that a democratic classroom can only function under strong leadership.  At the beginning, it is better to be a “benevolent despot” in command than a weak leader taking orders.

Looking around you, you might feel discouraged about the number of pupils you face, the many more you will have to face, and the situation in general.

Your morale depends on many things. However, mainly it will depend upon you, your classroom performance, your relationship with your pupils, their parents, your colleagues and your supervisors. Know that there is always someone ready to help you at all times.

A teacher, a true teacher, never burns out.  If you are to make your mark, “write on the hearts of children”.  A teacher lives in these hearts – all shapes, sizes and colors.  Write your mark on the children who are not personally attractive, in personality or intelligence. It is the physically unattractive, the hostile, the withdrawn, the unnoticed, the disadvantaged, who need your help desperately. 

PREPARE TO MEET YOUR CLASSES

Your pupils expect teachers to look like teachers and to act like teachers. You are a model. Be a good one. 

Be prepared to be friendly, but in an adult manner. Know that there is a fine line that neither of you can cross. You must be able to reach their level without ever stooping to their level.

Be prepared to let the pupils know what you expect of them:

· An orderly, co-operative class

· Respect for your authority

· Respect for the school

· Respect for classmates

· A desire to learn

· Good study habits

· Acceptance of responsibility

Let the pupils know what they can expect from you:

· Fairness

· A sincere interest in each pupil

· An interest in the subject

· Firmness – in administrating punishment, in classroom management, in seeing that each child progresses according to his ability

· Knowledge of the subject matter

· Stimulating lessons

· Faith in the pupils

Be prepared to take the pupils to a bright, pleasant, attractively  

     decorated room.

Be prepared with a lesson plan.

7.   Be prepared to create the image you want them to see, think and feel.

The beginning of the school year is the best time for establishing the basic school and class routines.  A good start will save many headaches and many hours of effort later in trying to overcome the effects of a poor or unplanned start. The following procedures should serve as a reminder to the experienced teacher, as a means of orientation for the new teacher and as a reference for all teachers in these matters that frequently cause difficulty in school situations.

When children enter a room, seat them quickly and quietly. Tell them that they will be assigned permanent seats later. Write your name on the board, say it for them and tell them something about yourself.  Distribute 3X5 paper.  Put an example on the board of what information is to be put on the cards. Tell them that they must print all information. 

*************************************************************************

__________________________                 __________________

Name, Last             First                                                                     Official Class

__________________________                 __________________

Address                                                                                               Telephone Number

__________________________                 

Parent’s Name                                                 

__________________________                 __________________

Person to notify in case of emergency                                                Telephone Number

1. While children are filling out the cards, check the roll. Any student who is not listed or who does not have an admission slip must be sent to the assistant principal immediately.

2. Review the rules for entering any classroom:

· Enter quietly

· Go directly to assigned seat

· Open notebook to show the teacher you are ready

· Copy material from the board or study notes

· Come prepared every day with books and pens

· Arrive on time

· No gum chewing

· Other important information, etc………

3. Put class program on the board, and have pupils copy it into their notebooks. 

4. Go over the schedule with them.

5. Explain the section sheet, behavior books, etc.

6. During announcements, stop all work, and set an example by giving complete attention to the speaker.

7. Review lunch procedures.

8. Review dismissal procedures.

OFFICIAL PROCEDURES FOR SUBJECT TEACHERS

Basically, the subject teacher follows the same procedure as official teachers.  The first day is the time to start to develop the attitude that the period will be a “working period”. There is much to be done, and no time can be wasted – not even a minute, no less a day.  Establish routines and rules. Repeat them, if necessary. Show the class that you are in charge.

Have your name on the board when the children come in. (Be there before the students.)

Collect section sheets.

Establish class rules for entering the room and leaving it.

Explain how you expect notebooks to be maintained.

Discuss keeping the room clean.

Discuss procedures for passes.

Introduce your subject. Show why it is important. Have a lesson plan.

Start work immediately.

Review procedures. Give children an opportunity to ask questions. Make certain that all understand.

You the Teacher – A Professional Person

On the day you accepted your assignment, you made a commitment to 118. Your work cannot be evaluated in terms of financial remuneration solely. There are psychological rewards that money could not replace. In fact, no dollar amount could adequately match the worth of the master teacher, the inspiring teacher, the dedicated teacher, the professional. The value of such an individual is so great that he will always be underpaid.

Every day you will grow in understanding and responsibility.  Every day you will be afforded opportunities for professional growth. The opportunities you take and the challenges you meet will add to your scope and stature as a teacher.

YOUR ATTENDANCE RECORD

For sake of continuity of instruction and for many other reasons, perfect attendance is desirable.  If you are going to be out, call at 7:30 A.M. so that a substitute can be obtained.  You are allowed 10 days of paid excused absences for personal illness in any school year.  For regularly appointed personnel, three of these days, if they are not consecutive, may be self-treated illnesses.  All other illnesses require a physician’s note. Unused illness days will be carried over into a bank and accumulate each year.  This bank may come in handy should you have a serious illness later in your career. Establish a good attendance record. Your attendance serves as a model to your children. 

You do more teaching by the example you set than by the talking you do.  Be on time. Be on time for your scheduled duties.  When you are late to school or class you throw a heavier burden on your colleagues who must cover for you. On inclement days, leave your home a bit earlier to anticipate delays.  Teacher lateness can mean an uncovered class and the possibility of pupil accidents.

Be in the room when your children arrive in the morning and afternoon. Your presence is a “welcome” to the class.

If, for unavoidable or unforeseen circumstances, you must be late, call the school.

TEACHER ATTIRE

Again, you are setting an example. College attire was fine in college. Saturday night finery and hair styling are not appropriate for the classroom. Be clean, neat, fresh, professional looking. Children notice the way you dress. They respect favorably the neat, well dressed adult. They feel that you care enough about them to make a good impression.

YOUR MANNER AND SPEECH

Your pleasant manner will set class tone.  Respect the children. Praise and thank them when they contribute or are helpful.

Your speech should be a model to the youngsters. Speak to your pupils, not above them, not below them, and certainly not at them.  Colloquialisms may have their place, but you are really not “one of the gang”, and your language should reflect your professional status.

WITH YOUR COLLEAGUES

New teachers will be assigned “buddy” teachers to help them over the early bumps.  Get to know all special school personnel. Try to help when you can. There is a fine esprit de corps at our school as indicated by the many ways teachers assist their colleagues.  All realize that we work together as a team.

WITH SUPERVISORS

Supervisors are here to help you. The supervisors have the responsibility for your professional growth along with their other administrative responsibilities. Seeking help and guidance from a supervisor is not a sign of weakness. It indicates your intelligent appraisal of a problem that needs experienced professional judgment. Your supervisors are prepared to help you in all aspects of your work.  With this in mind they will observe your teaching and make constructive suggestions, plan conferences to speak with you, give you materials, supplies and curriculum bulletins, make suggestions on courses and reading, and arrange for you to learn from other teachers through inter-visitation.

WITH THE SCHOOL SECRETARIES 

The school secretaries are vital members of our staff.  Cooperate with them in the matter of records and reports.

The secretaries have a great deal of work, and cannot always be free to answer your questions on demand. If you can present your questions in writing, it makes it easier. If not, try to see them at a time when they are free to talk to you.

PROFESSIONAL ADVANCEMENT

It’s never too early to think of the future, your professional future. What kind of professional career do you plan for yourself? Of course, first things come first – and right now your big job is to become a competent teacher.  But there’s no harm in having a dream or two in reserve, is there?

The day will come – and let’s hope it’s soon – when you’ll feel you have the job under control, when you’ll feel that experience has planted you firmly in the driver’s seat of your profession. What then? Will you want to try for a supervisory license? The desire for advancement, for the next step up the professional ladder, is certainly a natural one.

The step up is far from easy. There are books to be read, courses to be taken, long hours of study and application for those who aspire.  But perhaps you are the aspiring type.  Your supervisors will always be ready to help you………
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         At your first Faculty Conference “A Teacher’s Guide to Success” Part II – “The Teacher’s Daily Lesson” should be given to the staff. Teachers should be told to bring this document to the first four staff development meetings over the first two weeks of school.

        Your greatest challenge as principal will be to encourage innovation, experimentation and creativity. If you want the staff to share the vision to create a community of life-long learners you must organize a staff development program that has a rigorous and relevant content, strategies, and organizational supports that ensure the preparation and development of teachers.  Having all teachers attend staff development at a minimum of twice per week will enable teachers to develop their skills in collaborative problem solving, curriculum development, lesson planning, assessment and decision making.

        A strong professional development program focuses on teachers as central to student learning, yet includes all other members of the school community. It focuses on individual, collegial, and organizational improvement by reflecting on the best available research and practices in teaching, learning, and leadership. All professional development should be evaluated on the basis of its impact on teacher effectiveness and student learning, and this assessment guides subsequent professional development efforts.  
	William W. Niles Middle School 118

ROBERT SCHREIER, PRINCIPAL

A TEACHER’S GUIDE

                     to success  PART II

The Teacher’s Daily Lesson 

THE TEACHER’S DAILY LESSON

 
 A teacher’s greatest ally is an interesting and engaging lesson.  Well prepared lessons that stress student participation in a variety of ways (working with manipulatives at seats, working on the board, role-playing, problem solving tasks, assigning a group project, making presentations, etc.) eliminate boredom and inactivity which often lead to disruptive behavior.

The Lesson Plan Book

             The plan book is a teacher’s tool, just as the notebook is the student’s tool. The plan book is a guide and should be of sufficient size, such as a loose-leaf notebook, to allow for adequate planning.

             An organized, successful teacher will diligently plan lessons. Try to plan weekly, aiming towards completing a unit or a goal. For example, if you are planning a poetry unit in which you will teach poetic devices, decide which device will be taught during week 1 and how each lesson will build upon the next.  For example, during week 1, you may begin with: What is a simile? How will you present this to the class? What models or examples will be given? Will students read and identify similes in poetry? Will students incorporate this device in writing?  What will follow during week 2? You may introduce personification by amusing your students with a selection from “The Three Bears.”

              If you aim towards a goal, each day’s lesson builds upon the previous day until your students have successfully reached their final task. A weekly plan allows room for modifications and provides continuity. At the end of the week, you can reflect upon students’ strengths and weaknesses, examine whether students can move to the next level or need further instruction, perhaps changing your approach to suit their interests and needs. Remember that a plan is a guide and no plan is perfect. Since each class is unique and each student learns differently, a lesson that is successful in one class may need modifications in another; so use your plan book to write your reflections at the end of each day. 
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1. The Daily Lesson and Teacher Improvement

             As a teacher improves his ability to teach a good lesson, his classroom disciplinary problems will decrease, and the overall tone of the entire school will improve.  When students are well taught in a structured classroom situation, they tend to behave better in other classrooms, even throughout the halls as they anticipate their arrival to an exciting classroom.

              Each teacher should make a conscious effort at self-improvement by accepting supervisors’ suggestions in a professional manner, sharing ideas with colleagues, planning intervisitations with colleagues, and creating active, involving lessons.

              The comprehensive outline given below is the result of teaching experience by various educators. All agree that planning is essential and that careful planning affects the success rate of students.  Successful teachers are invariably good planners and thinkers.  You can improve your lesson-planning skills by first thinking carefully about what the lesson is supposed to accomplish.  There is no substitute for this. The following outline includes the rudiments of a good lesson.  It begins with the thinking process, your objective:

2. Aim

               The aim or objective is the result of the thinking process.  It is the goal of your lesson, the direction in which you wish to guide your students. What are students suppose to learn from your lesson?  The aim of your lesson should be:
· On the Blackboard Write your aim on the blackboard, preferably stated as a question.  Have your students copy the aim and date in their notebooks in order to keep an accurate record of lessons, giving them a means of structure and organization as well as a means for study, review, and homework.
· Clear and Specific Your aim cannot be broad or unclear for students to grasp.  For example, if you are teaching a poetry lesson, your objective is not to teach a poetry unit; however, the aim may be: How does the poet use words to create a picture?  Remember that there must be one skill you wish to teach. 
· Challenging The aim must be challenging or interesting, a goal that students wish to attain. Be excited about your lesson and display your energy and enthusiasm for learning. Students will respond to this. A good motivation will often captivate your audience.
· Attainable Although you wish to challenge your students, do not make your aim or objective impossible to attain by frustrating your students. Think of an objective in which students can feel successful in a period’s time. This will make them want to learn and anticipate the next day’s lesson.  Remember that your unit or weekly plan is comprised of daily lessons.  A unit is not attainable in one day.
         Appropriate to the Needs of the Class - Your goal for the day may be clear and interesting; however, know the strengths and weaknesses of your class and teach what your students need to know.  Ask your staff developers and colleagues in your grade if your class will be taking a state exam. 

Review a copy of the test samples and familiarize yourself with skills that must be taught.  

· You also need to know the state standards for your subject and grade.  For example, in the language arts class, should an eighth grader know how to write a persuasive essay?  
· Realized By the end of the lesson, students should demonstrate that they have understood the aim of the lesson. 
3.   Materials Needed
          Once you have carefully thought about the aim of your lesson, you must decide what materials will be used to implement your plan.  Will you need books, articles, visual aids, the use of an overhead projector, a tape player, TV, rulers, crayons, materials for an experiment, etc.?  You cannot have a good lesson without gathering materials before you enter the classroom. Don’t ask the librarian, staff developer, or supervisor for a TV five minutes before you enter the room. Someone else may have “beaten you to it!”

4.   The Motivation: Once you have decided what the objective or aim of your   

lesson will be and have prepared your materials, How Do You Introduce A Lesson? 
· Dramatic In introducing a lesson on sound, a science teacher might slam a book on a desk and ask, “What caused you to jump?”

· Experiential In introducing the Poe story, “The Tell Tale Heart,” which is filled with the elements of fear and suspense, the Language Arts teacher could ask, “Who can tell us about a time when you were really scared?”

· Timely A math teacher whose aim is to introduce the concept of proportion may ask, “How can a favorite picture of yours be proportionally enlarged?

· Intrinsic The motivation is clearly related to the aim and content of the lesson as the Social Studies teacher shows scenes from the movie, “Glory” to connect to the causes of the Civil War.

· Sustained The motivation is mentioned throughout the lesson of “The Tell Tale Heart” as the teacher asks for students to connect their experiences to the old man in the story.

· Springboard to Aim The motivation leads directly into the aim that can be elicited from the students.  Each student is given a sheet of paper in the shape of rectangle and a ruler.  The math teacher asks them to measure the length of each side; the teacher visually demonstrates and asks them to record their findings.  Students are then asked to measure the width of each side and record their answers. Finally, students are asked to add the four sides.  Aim:  How do we find the perimeter of a rectangle?

· Mind Directing The motivation catches the attention of the students and directs their thoughts and ideas toward the topic that will be developed in the lesson. The Language Arts teacher shows students the picture of Bart Simpson on the cover of Newsweek that features the article, “Are T.V Shows such as “The Simpsons” Too Violent for Children?”  Of course, students have seen the show, they may have younger brothers or sisters, and they will have an opinion. 

            Allow for some discussion, you may lead the lesson into a debate followed by a persuasive writing assignment: Are some TV shows too violent for children? Why or Why not? Give examples in your writing.

            Whatever you decide to do to interest your audience, remember that the motivation is not the entire lesson, so do not spend half the period on your motivation.  Use it only as a springboard for your aim.

5. Devices That Motivate

                     The device selected depends upon the lesson and the class.  Variation in technique from lesson to lesson is desirable and keeps students interested. If your motivations are predictable, you will not engage your students. The following devices may be used:

· Quotations the most useful quotations are those that contain the essence of the aim.

· Cartoons obtained from magazines and newspapers.

· Source Materials often serve the same purpose as quotations in that they may pose problems that arouse interest.

· Charts and Graphs provide visual appeal as well as the interest that comes from the challenge to interpret and analyze them.

· Pictures tell a story and provide visual appeal.

· Newspaper Headlines provide pupils with a dramatic sense of living in the past. Through catch phrases, this technique provides the class with the pivotal ideas to be developed.

· Public Opinion Polls immediately involve students in challenging problem- solving situations.

· Gimmicks provide pupils with an opportunity to use their imagination and to challenge one another. The teacher may ask students what they would put in a cartoon or demonstration on the subject under discussion.  This device challenges the imagination of the class and elicits the pivotal point and aim.

· “It Might Have Happened” stimulates interest and excites the curiosity and imagination of students, e.g., if Hitler had not attacked Russia, what effect would this have had on the war in Europe?

· Conflicting Points of View challenge the class to find and evaluate data. Analyze a problem that is facing a character. Is it caused by his surroundings, the environment, or is it caused by his own actions?   

· Personal Experiences are often the best motivating devices that allow students to relate to each other and to you. However, sharing a personal experience must serve the aim of the lesson. 

6.  The Development 

                      You know what you want to teach, you have all your materials, and you have a captivating introduction to your lesson.  Now, how do you implement the game plan? Your plan should include a logical, structured outline, questions you will ask your students, and an activity that centers upon the aim of the lesson:

· Carefully write a detailed outline of the steps you will take to guide your students to reach your aim.  Think of it as reaching a destination.  What route will you take? You don’t want your students to get lost, so direct them through each step: first, next; last as outlined in your plan.

· Include logical questions that you will ask. Questions should be stimulating and arouse curiosity, but what is most important to remember is that your questions should be sequential in nature.  There should be a logical flow that allows for continuity in the lesson so that each question and answer builds upon each other toward the goal of your lesson.

· Save challenging questions, “Why” and “How” for brighter students and fact questions for the slower students so that the entire class is involved.

· Don’t permit choral answers. Students should learn to raise their hands and not call out.  It is important that they learn to listen to each other and show respect when others are speaking.

· Don’t call on a person and then ask a question. No one else in the class will think about the question.

· Be aware of students’ questions that may reveal their learning process.

· Praise good answers, but don’t embarrass students with wrong answers. If the answer is not suitable, call on another student, but don’t reword the      incorrect answer.

· Don’t repeat a student’s answer. If students expect you to repeat the correct answers or if you give them the answers to questions, they will no longer listen and the challenge to solve the answers or meet the goal will be lost.

· Include a step by step description of an activity that students will do.  Your plan should not be a lecture that lasts the entire period.

· Keep in mind that each student learns differently.  Many students are not auditory learners and cannot sit for an entire period listening to a lecture.  Some students are visual learners, relying on your notes clearly written on the blackboard along with any handouts you provide. Others are tactual learners and rely on hands-on activities such as writing, drawing, making a chart or poster, and presenting their work to the class. Finally, for the high energy student, a kinesthetic learner, he or she may learn by working with other students, role playing, acting, pantomiming, designing a model, or an activity that can be used in pairs, groups, or with the teacher.  Try to vary classroom activities to engage all types of learners and remember that the activity must directly relate to your aim.

· A Process Chart that outlines the activity that students will do, step by step instructions of the task asked to perform, may be displayed for students as a guide or reference. It adds to the structure of your lesson and reinforces the aim. 

7.  The Summary

                       Summarizing the lesson makes it coherent and unified.  The best type of summary is one that the teacher elicits from the students through skillful questioning:

· The summary should review concepts learned that will build toward new lessons. 

· Restate concepts or have a student reread them from the blackboard.  You may also reinforce concepts developed through an activity by rereading your process chart.

· The summary, as with the aim, should be written in students’ notebooks as a means for study and review for an assignment, quiz, or test.

8.  The Homework Assignment as a means of Assessment

                       Homework is used to foster academic achievement and to extend school activities into the home and community. Homework should be given on a daily basis to reinforce skills taught during your lesson, never as a punitive purpose:

· The assignment should be included in your lesson plan and should be clearly written on the blackboard with the date, assignment number, and topic or title. It should be clear and definitive for students to understand.

· Leave time for students to copy the homework and for questions students may ask regarding the assignment.

· Teach your students how to do homework.  Insist on a proper heading, question or topic written. Give them a format.

· Students should understand your evaluation system for grading homework.

· Students should understand that homework is equally important as class work and is an essential part of their grade.

· In order for students to understand how important homework is to you and their learning, assignments should be graded with corrections/comments. A grade with comments sends a different message than a simple check mark.

· A lesson that includes the homework as a reference allows you to check homework, evaluate learning, and places emphasis on its importance in your classroom.  A student who is unprepared will feel uninvolved, if others are participating in answering questions or reading their homework.  If you decide to give a quiz that is based upon the homework, the student’s grade will affect the consequences of not doing homework. 

· Never ridicule or punish a student who is doing poorly and does not complete an assignment. Speak to him or her privately and allow the student to make-up the assignment. If you have spoken to the student and there is no improvement, do not hesitate to call the parent or guardian for a conference. You should also familiarize yourself with our special services throughout the school and seek advice from supportive staff and administrators.

· Praise students for a job well done and give an encouraging word to those students who are trying their best to reach their goal. Praise students who show improvement and send a note home or paper that has a positive message. Give a call to a parent whose child shows improvement since your last call or meeting.   

· However you decide to check homework is up to you, and you may vary your style, but students should understand that a homework grade is given for each marking period.  Mark the students’ notebooks for each marking period for their organization of homework assignments as well as class work.

· Whatever you decide to assign should be an extension of classroom instruction, consistent with your lesson’s objective. Students should understand the strong connection between an assignment and your planning.

· The assignment should be as interesting as your lesson. Make it challenging, but never make it impossible for your students to reach a level of success.

· Try to vary your assignments to avoid boredom and to meet the needs of students, keeping in mind the levels of learning: writing, reading, listening, memorizing, observing, interviewing, reporting, researching, calculating, building a model, making a poster, etc.

· Include an extra credit question based on a TV program, a news report, a map, chart, etc.

· If the homework assignment includes an upcoming test, allow time for review and teach your students how to study for a test to ensure their success.

· If you are assigning a project that may take more than one night to complete, incorporate checkpoints so that you can evaluate the students’ progress.  If students know they have a week or more to hand in the “finished product,” they may procrastinate and do nothing.

9.  Evaluate Your Lesson

                        Although the homework assignment is the last part of your lesson plan, you should always evaluate your lesson at the end of the day and include your comments at the end of the plan:

· What in the lesson proved that your students understood the aim?

· Was your lesson development sequential with a logical flow or were your students confused?

· Did students respond to your questions and engage in your planned activity?

· What aspects of your lesson were positive and promoted students’ responses?

· Did you reach most of your students?  The greatest challenge for all teachers, including master teachers, is to involve the entire class.

· Do you feel you can introduce a new concept or is there need for review or a new approach for tomorrow’s lesson?

· How did you assess your students?  Did you give a quiz, test, an activity or project?  Did the homework assignment reflect your objective and have students been successful in completing assignments?

· What do you feel are your students’ strengths and weaknesses?

· What was the most difficult aspect of your lesson to prepare and what areas do you feel need improvement?

· Do not hesitate to discuss your findings with colleagues and administrators and make intervisitations a part of your weekly reflections. 

10.  What is a Rubric?

                      A rubric is a scoring tool that lists the criteria for a piece of work. For example, if you are grading a piece of writing, what skills should be evident?  A rubric for writing an essay may include paragraph organization (clear introduction, supportive development, conclusion,) each paragraph includes a topic sentence; command of mechanics and punctuation.  Depending upon the level of your students and your objective, you develop the rubric. For example, you may specify in a writing rubric that each sentence begins with a capital and ends with a period. 

                     A rubric also articulates gradations of quality for each criterion, from excellent to poor or from A to F, depending upon how you grade your students. If you provide your students with a model of what an A assignment, project, or task should include, then students have a clear idea of expectations as opposed to confusion. It will eliminate the never ending question, “How did you get my grade!”

                     An Example of a “Book Talk” presentation rubric:

                     The Literacy teacher takes her class to the library and each student chooses a book for independent reading, aiming toward the required 25- book documentation.  Students are given silent reading time during their 90 minute literacy block and keep a writing journal. For a culminating activity, each student will sit in the “author’s chair” and present his book to the class during a week of “Book Talk.” A rubric for the presentation may look like this:             

    CRITERIA                                QUALITY                   EVIDENT
Engages audience’s attention.                   Creative Introduction            None

Genre is stated.                                        Clearly indicated                    Unclear       

Setting is indicated.                                 Time and Place                       One aspect

Analysis of main character                       Descriptions and Actions       Somewhat   

Retell an interesting or favorite part       Audience wants to read it      Somewhat     

Voice Quality                                           Clear, audible, expressive       Monotone         

          Why Use Rubrics?

· Rubrics are a means of assessment for both teachers and students. Students’ performance may improve when they clearly know what is expected. A rubric becomes a self-guide, a means of self-assessment and increases students’ sense of responsibility.

· Rubrics provide students with more informative feedback about their strengths and areas in need of improvement.

· Rubrics can be stretched to allow teachers to accommodate heterogeneous classes so that the gradations of quality reflect both gifted students and those with learning disabilities. 

· Rubrics are easy to explain and use, provide structure, and are helpful at parent- teacher conferences to explain what a child needs to do in order to be successful.

          How to Create A Rubric

              Develop your own rubrics to reflect your teaching style and curriculum. However, as you become familiar with your students and develop lesson plans, try to create your own. Your rubric design process should engage students in the following steps:

· Look at models and show students examples of good work and poor work.

· List criteria by using your models to create a list of what counts in quality work.

· Articulate gradations in quality as you and your students describe the best and worst levels of quality and fill in the middle levels based upon your knowledge of common problems.

· Practice on models by having your students evaluate them by criteria and quality. This can be an actual lesson.

· Use self- and peer- assessment as you give students an assignment.  As they work, stop them occasionally in order that they may assess their work with your guidance.

· Always give students time to revise their work based upon feedback they obtain from the assessment.

11.  Student Portfolios as Assessment

                A Portfolio as an assessment tool represents student performance and supplements weekly quizzes or tests. It allows teachers to measure academic skills and serves as a guide for instructional decisions. 

                It is a clear departure from students’ stuffing papers in notebooks or throwing graded assignments and tests away. It directs students to take a closer look at their work and allows parents to share in their progress during conferences. 

               A student portfolio may contain writing samples, homework samples, tests, reports, projects, conferences, running records, DRA (Diagnostic Reading Assessment), etc. However, the content of the portfolio is adaptable to curricula, student’s grades and levels.     

12.  Portfolio Writing

               This concept stems from the performing arts tradition in which a showcase of artists’ favorite works and accomplishments are featured.  A writer’s portfolio is a folder of students’ best and most interesting writing.

                  The teacher may ask the student to design the folder so that it contains a range of different styles of writing: personal narrative, descriptive writing, comparative essay, persuasive essay; etc.  It may also contain an example of the writing process from brainstorming through webbing, drafting, revising, and proofreading, to the finished product with rubrics and teacher/student evaluations.

                  A key component of the Writer’s Portfolio is self-reflection, a writing piece in which the student explains the pieces in his portfolio and explains what he has learned throughout the writing process.

13.  The Standards

                  In devising lesson plans, incorporating rubrics, process charts, and portfolios, teachers should connect their instruction to the State Standards. Each teacher should be familiar with the standards for his or her subject area and note the standard that is being taught throughout weekly planning.  For example, the Language Arts teacher wishes to invite a guest speaker to his classroom. For his next lesson, he would like students to write a letter to someone in the community. Your aim: How do you write a social letter?  During the lesson you provide a rubric; perhaps, a process chart is visible, which includes the steps or parts of a friendly letter. What is the standard you are teaching?   Under NYS Standard 4 for English Language Arts 6-8:         

· Students will write social letters, cards, and electronic messages to friends, relatives, community acquaintance and other electronic network users. 

                 Each teacher should have a manual of the NYS Standards in the classroom and become familiar with its components. It should be evident in your lessons and students’ work that both you and your students have met the standards.  

14.  How to Create A Literate Classroom Environment

                     In order to incorporate literacy beliefs, which reflect the Standards, we need to look closely at classroom environment.  Here is a checklist for teachers to review:

· Each teacher should have a written daily lesson plan that reflects curriculum frameworks and standards, which encompass reading, writing, listening, speaking, and thinking.

· Display the school’s Mission Statement

· Rubrics and Process Charts 

· Word Study that is geared to specific type of words used in lessons, approximately 5 new words a week

· Evidence of current student writing displayed

· Theme studies may incorporate interdisciplinary units among teaching teams.

· Incorporate a variety of genre for reading and writing activities

· Student Portfolios as an assessment tool available for review with up-to- date information.

· Writing Portfolios

· Student notebooks with notes from your daily lessons and homework section with teacher comments.

· Textbooks used and a chart that shows student progress for the 25- book documentation.  The 25-book documentation can easily be reached if the Language Arts teacher and Literacy teacher collaborate with teachers of other disciplines. If students should be reading and writing in all subject areas, the 25-book requirement is not an impossible task. 

· Classroom Library with a variety of genres

· Active learning centers, technology center

· Instructional Materials available

· Opportunity for cooperative group settings

· Classroom interaction that displays students involved in learning

  
        Your classroom should be an exciting place to visit, a room that is colorful and inviting, a place where students want to learn. You set the tone for your students from the first day that you enter the classroom.  If you carefully plan, show clear evidence of your expectations, and self-evaluate your progress as an educator, each day will bring you closer to becoming a successful teacher.

15.  Walk Through Observation.

Walk Through Observation List 

Environment: evidence of ……

 FORMCHECKBOX 
 
General Orderliness


 FORMCHECKBOX 

Student Portfolios

 FORMCHECKBOX 

Students’ published work


 FORMCHECKBOX 

Student use of notebooks

 FORMCHECKBOX 

Meaningful displays &


 FORMCHECKBOX 

Use of blackboard



bulletin boards

 FORMCHECKBOX 

Strategy Charts



 FORMCHECKBOX 

Cleanliness - Floors 

 FORMCHECKBOX 

Word Wall




 FORMCHECKBOX 

Cleanliness - Desks & Shelves

 FORMCHECKBOX 

Rubrics




 FORMCHECKBOX 

Cleanliness - Closets








 FORMCHECKBOX 

Cleanliness – Teacher’s desk

Classroom Library: evidence of ……

 FORMCHECKBOX 

Clearly labeled bins


 FORMCHECKBOX 

Subject area books

 FORMCHECKBOX 

Ample supply of books


 FORMCHECKBOX 

Variety of topics

 FORMCHECKBOX 

Evidence of 25 book standard

 FORMCHECKBOX 

Silent home room for reading 

Routines: evidence of ……

 FORMCHECKBOX 

Control of the class


 FORMCHECKBOX 

Classroom management

 FORMCHECKBOX 

Section sheet,  Behavior Book

 FORMCHECKBOX 

Arrangement of furniture


       Attendance & Seating

Lesson Planning: evidence of …… 

 FORMCHECKBOX 

Topic Outline


 FORMCHECKBOX 

Relevant  lesson & materials  


 FORMCHECKBOX 

Lesson Plan



 FORMCHECKBOX 

Evidence of connection to other

 






      lessons


 FORMCHECKBOX 

Thoughtful lesson development
 FORMCHECKBOX 

Evidence of a journal or writer’s

 






      notebook 

 FORMCHECKBOX 

Standard  & Objective 

 FORMCHECKBOX 

Evidence of narrative, expository,

      persuasive or descriptive writing   

 FORMCHECKBOX 

Homework



 FORMCHECKBOX 

Evidence of rubrics or process    

                                                                             charts

 FORMCHECKBOX 

Proper socialization

 FORMCHECKBOX 

Evidence of students being prepared

 FORMCHECKBOX 

Assessment




      for class

*** Suggested areas to work on for our next visit would be.

 FORMCHECKBOX 

Classroom management


 FORMCHECKBOX 

Blackboard use

 FORMCHECKBOX 

Routines




 FORMCHECKBOX 

Socialization

 FORMCHECKBOX 

Classroom library



 FORMCHECKBOX 

Rubrics & process charts

 FORMCHECKBOX 

Students’ published work

 FORMCHECKBOX 

The writing process

 FORMCHECKBOX 

Student use of notebooks

 FORMCHECKBOX 

Word Study/Word Walls

 FORMCHECKBOX 

General Orderliness (floors, 

 FORMCHECKBOX 

Lesson plans

            desks, shelves, closets, etc.) 
 FORMCHECKBOX 

Topic outlines

 FORMCHECKBOX 

Assessment

This was a:       
 FORMCHECKBOX 
    Satisfactory Observation



      
 FORMCHECKBOX 
    Unsatisfactory Observation

 FORMCHECKBOX 

Staff development ______________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________  ____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 


 Very truly yours,
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	Faculty Bulletin #__:    First Day of School Procedures

Dear Colleagues:

(Please keep all Faculty Bulletins and your Handbook in a folder for future reference.)

1. Sixth grade students and teachers will report to the auditorium at 8:30 A.M.    Also, 7th and 8th grade students who are new to the school will report to the auditorium for information.

2. HOMEROOM – There will be an extended official period to allow teachers to:

A) Check students’ addresses and telephone numbers

B) Place student’s program on the board (copied in notebook)

C) Develop a standard set of rules to be followed by students:

· Be on time for school; you are late if you arrive in your homeroom class after 8:50 A.M.

· Be on time for all classes; lateness to subject class is recorded on your report card.

· Cutting classes is a suspendable offense.

· Come prepared to learn with a good attitude, and with notebook, covered textbooks, pens, pencils etc.

· Walk through the school building, on stairways, etc., with dignity and purpose. Never run through the hallways. Use proper stairways.

· Keep the classrooms and school building clean; no food (especially sunflower seeds and chips), or drinks should ever be brought into a classroom.

· Keep your outer clothing in the closet. Don’t wear coats or hats in the school.

· The school and classrooms are places of learning. You should never bring radios, walkmans, basketballs, etc., into the classrooms.

· Show respect for other students and teachers:

· Using foul language, fighting and encouraging others to fight does not show how grown up you are; it shows you need to learn how to be civil.

· Call people by their proper names and titles.

· Don’t touch others, however playfully; it only leads to problems.

· Don’t leave a classroom or the school building without a pass signed by a teacher or a school official.

3. DO NOT ACCEPT ANY NEW STUDENTS WITHOUT PROOF OF REGISTRATION.

4. At the start of the first period, all official class teachers are to send their ATS ATTENDANCE to the Attendance Coordinator. 

5. In order to provide an appropriate school climate, we must be mindful of the following basic rules and procedures.
A) Teacher attendance and lateness

B) Hall Passing

· Subject teachers, even those traveling from another classroom or from a prep period, should arrive on time for hall duty.

· Teachers should station themselves in the middle of the hall.

· Teachers should see to it that students keep to the right, that they are not boisterous or noisy, and that they use the proper staircases.

C) Decorating Classrooms

It is crucial that classes are decorated with students’ work.  Teachers’ desks as well as closets and displays are to be orderly and neat.  In general, classrooms should be conducive to learning.  All rooms must have a library.

D) Section Sheets

Section sheets should be accurate and up to date. Section sheets are to be reviewed each day during the PM Homeroom and comments are to be recorded in the behavior book.

E) Teaching

· The aim (in question form) as well as the outline of your lesson should appear on the blackboard.

· All lessons should have a written plan: aim, content, methodology, for each marking period.

· There must be sufficient number of tests and written assignments for each marking period.

· Teachers are to maximize student participation through appropriate questioning techniques, cooperative teaching, inquiry methods and the like.

· Major subject teachers and literacy teachers are to have folders for each student.  Folders should contain major written assignments, tests, etc. The administrators and deans may request these folders during conferences with parents.

F) Seating Arrangements

· Seating must not be at random.

· Students should be lined up in size places and be assigned to a seat by the teacher. Students who have poor vision or difficulty hearing should be given places close to the blackboard and teacher.

· Keep a seating plan and insist on students taking the seat assigned.

G) Clothing Closet

· Students must put outer clothing in closet which is to be locked at all times.

· Outer garments may not be worn in school.  Advise students not to wear expensive coats to school. We cannot be responsible for personal property. 

· Books may not be stored in the clothing closet during the day or overnight. Official teachers should check wardrobes and desks before leaving.

H) Monitors

· Blackboards

· Wastepaper basket – room should be clean at all times. Before leaving at 3 P.M. all papers should be off the floor and all desks should be empty.

· Attendance – a student should be responsible for seeing that the ATS attendance record is returned to the main office at the end of the official period.

I) Dismissal

· When the bell rings at the end of the period, the teacher directs the students to line up in the room.

· Teacher gives the signal to leave the room.

· Teacher goes out first and supervises the passage into the hall.

· The teacher must remain in the hall until the next class arrives. Peripatetic teachers cannot remain in the halls. They will go directly to their next class. 

· At 3 P.M., the official teacher is to escort his class to the first floor exit.

J) Keeping Students After School

Classes should never be held beyond 3:00 P.M., unless parents have been notified.  Students are never dismissed one by one. The teacher must escort all the students to the exit at the same time.

                       





           Very truly yours,



	Faculty Bulletin #__:    Reminders for Teachers

Dear Colleagues:

We have had a successful school opening and, assuredly, we will have a successful school year.  I take this opportunity to welcome those teachers who have returned and I am extremely pleased with the new group of qualified teachers that have joined our faculty.  I know that each and every one of the new teachers will make a significant contribution to our school:

When traveling in unfamiliar territory, explorers frequently consult their compasses to ensure they have not lost their way. As educators, we also need to consult our professional compass. Rather than showing north, our compass needs to point directly at helping students learn. If we are clear and consistent in our pursuit of and support for student learning, we can monitor our direction and adjust our course with relative ease.


We all want to keep our focus on student achievement and learning. Certainly, at the beginning of the school year, we can see that goal clearly, and we approach it with renewed enthusiasm and desire. What we aren’t able to see are all the challenges we are going to have to face personally and professionally that might pull us away from that focus and lessen our desire to do the best job we can possibly do for the children in our care. These are the realities of being teachers and human beings.


Keeping our focus is essential. If we lose it, children who depend on us – more than we know – will lose out on important opportunities to learn, to understand their own potential, and to grow as young adults.


Remember that you have my sincere wishes and support for the best professional year ever.

I. Homeroom periods have a function. They enable official class teachers to review routines, schedules, section sheets, etc.  If students are allowed a free reign during this period, school tone suffers.

II. Lesson Plans – While school tone will always be a high priority, I believe that our main focus should be the teaching process. A prerequisite for quality teaching is a detailed lesson plan: Aim, Do Now, Homework, Motivation, Questions, Activities, etc. You can’t “ad lib” a great lesson; it has to be planned. Perhaps the following suggestions might be of value in planning a successful lesson.

(1) To develop the aim of your lesson first list the basic concepts and facts – and ask yourself, “What relevant and interesting questions can I ask about this outline?” That is your aim.

(2) Do not be overly concerned with motivation. It is far better to have a great lesson and a lousy motivation than vice versa. If you’re stuck you can always ask the application question of your lesson as a motivation.

(3) Instead of asking many questions to elicit the board outline, ask one broad question. When students cannot furnish you with the appropriate answer, instead of belaboring the question - tell them the answer.

(4) Plan a variety of activities. If your lesson is talk, talk, talk, or write, write, write, it will bore the students. Particularly for our slower classes, change of pace is a necessity.

(5) When students enter your classroom, there should be some work on the blackboard.  This work consists of an Aim, Do Now, and the Homework Assignment.

      III.
The Change of Classes -
The school environment requires that you actively supervise the hall during school passing: make sure students walk to the right and use appropriate staircases; do not allow students run or shout. When a student is late to school, he should proceed to his official class where the subject teacher will open the clothes closet. Students are never to remain in class with a coat and hat. If a student is late to subject class, note it on the Section Sheet and in your marking book. On the subject of PASSES – issue them with great discretion (never during the first 10 minutes of a period) and always note it on the Section Sheet so “repeaters” are stopped and out-of-room problems can be traced.

     IV.
Section Sheets - The official teacher should accurately make them out in ink every day, listing absentees. Ask reliable pupils to take the section sheet to the subject teachers. The sheets must be reviewed and student behavior, which disrupts the learning and teaching process must be recorded in your behavior book.

    V.
Homework -
Homework must be assigned Monday through Friday. Teachers may also assign homework on holidays. All students should carry a book to read.  Your classes will be scheduled with a mandatory library period once every two weeks. Reading should be part of every assignment.

    VI.
Classrooms -
Appearance: Classrooms should be clean, neat and uncluttered. Moreover they should be appropriately decorated, with students’ work prominently displayed by October 1st.  

                                                                                                 Very truly yours,



	Faculty Bulletin #__:    Law Refresher Memo

Dear Colleagues:

1. No child may ever be used to render personal service for a teacher.  For example, a student may not be sent to the store, the soda machine or refrigerator in the teachers’ room.

2. Children must never be placed in the hallway as a disciplinary measure. This is considered corporal punishment and a report will be made.

3. It is against Chancellor’s Regulations to use physical force/corporal punishment against children. Avoid physical contact in a punitive way. Corporal punishment is defined as: any actions, behaviors (physical and verbal) that cause a child to feel intimidated. This includes, and is not limited to, placing children in the hallway, making a child stand for long periods of time, calling students by hurtful names [such as stupid, dummy], becoming very loud with a child in front of his peers, excluding children from trips, denying a child lunch, etc.

4. No personal business enterprises may be conducted on school property at any time.  

5. The use of school computers or copy machines for other than school business is not permitted. Surfing the WEB for personal reasons or profit is prohibited.

6. No child may be sent home in the course of the school day without written office authorization. No parent may pick up a child from a class without written authorization.

7. No child may be denied lunch. Occasionally special arrangements can be made to have a child bring lunch, or eat in a different setting.

8. No child should be kept in school beyond 3:00 P.M. without prior notification to a parent.

9. Personal property of students may not be taken without providing an opportunity for retrieval by a parent.

10. There is a pass system for students in place and it must be followed.

11. Dismissal is by announcement and varies from day to day. Students should be lined up and prepared to leave in an orderly fashion, but under no circumstances should a class be dismissed until the appropriate announcement. Teachers are required to accompany their homerooms down to the first floor and to watch them exit the building. It is important that no student be allowed to loiter and linger within the school building after dismissal. Students are not permitted to be dismissed in small groups. 

12. No personal or unauthorized collection of money may be made by teachers. Funds may not be solicited from students without the prior authorization of a supervisor.

13. A class must never be left uncovered or unsupervised in the course of the school day. Emergencies can be handled by contacting an administrator or the teacher next door to you.

14. No visitors should be interviewed unless they have an official pass that indicates they have signed in at the front door and in the main office. No person is permitted to be visiting, or walking around the school without authorization from the principal or assistant principal.

15. No staff member is to leave the building from other than the main front door. Leaving the building or providing access to any person from any door other than the main door, places everyone at a safety risk. 

16. The school cannot be responsible for personal property left unattended in school.

17. Staff members are not to ask students to bring them a lunch from the school cafeteria. This is against Board of Education regulations and you may be fired from your job. Students are not permitted to eat lunch upstairs in the classrooms. 

18. All staff is required to move his/her own time card on a daily basis. No person may ever “clock in or out” for another person. Please see teacher’s handbook for further information regarding school policy on time/attendance and lateness.

19. Excessive lateness and/or absences on the part of teachers and other staff members are justifiable reasons for an unsatisfactory rating. Excessive is defined as the number above the average for the school. Payroll deductions are made for lateness.

20. Absences that extend weekends, holidays, recesses, are considered suspicious absences and will lead to disciplinary actions, including and not limited to an unsatisfactory rating and deduction of pay. Do not ask for extensions through the use of sick days or personal days. 

21. Trips with students are to be educational, must include all students, and must be approved in advance. There must be a parent permission slip on file for every trip. No telephone permissions permitted. There is also a trip bulletin for teachers with further instructions that will be given out.

22. An assignment to a paid coverage means that an instructional lesson will be provided. No movies, games or free time is permitted.

23. All teachers are to have their lesson plan/books on their desks, accessible and opened to the lesson they are providing. All teachers are to keep marking books, updated and accessible.

24. All teachers are to record and keep a record of attendance and lateness in every class. This includes P.M. homeroom. Students who ask for passes are to be noted on the section sheet.

25. The school day starts at 8:30 A.M. Your time card is pulled at 8:30 A.M. sharp. You must then punch in. At 8:40 you should be in your room, just coming into the building, walking into the main office, walking to your classroom is creating a dangerous situation because there are uncovered and unsupervised children in your classroom. (They are your responsibility) We encourage everyone to help out during the A.M. homeroom.

26. The A.M. homeroom period should be a silent independent reading period, not a time for student socialization. It makes the day start off on a good note.

                                                                                                Very truly yours,



	Faculty Bulletin #__:    Proper Passes

Dear Colleagues:

When a student leaves the room, for whatever purpose, he must have a proper pass. The pass must include: student’s name and class, time, and teacher’s signature (not initials – easily forged). Student’s name is to be noted on the section sheet.  Lavatory passes must be filled in by the teacher not the student.  Students on teacher errands should have the room pass plus a written reason for the errand signed by the teacher.

NO LAVATORY PASSES are to be issued during the first 10 minutes of the class or periods 1 and 8 except when the teacher decides it is a real emergency. NEVER SEND STUDENTS TO THE LETTER BOXES IN THE MAIN OFFICE. 

Hall Passing and Late to Class 


It is the responsibility of all subject teachers to be present for hall passing when the period ends, even if you are scheduled for a prep period.  Teachers should actively supervise to see  that students are relatively quiet, stay to the right, take correct staircases and arrive on time to their subject classes.


DO NOT GIVE PASSES BEFORE THE LATE BELL.  Teachers are to mark a student late to class in their marking book, note it on the Section Sheet and send a referral card to the dean. We must all work together to end lateness.

Classroom Pass: 



               Date: ___________ 

For: 
________________________ 


Time: __________


________________________


________________________ 

TO: _________________________      From: (Room #) ____________ 

Signed: ___________________________________ 

------------------------------------------------------------------ 

Classroom Pass: 



               Date: ___________ 

For: 
________________________ 


Time: __________ 


________________________


________________________ 

TO: _________________________      From: (Room #) ____________ 

Signed: ___________________________________ 



	Faculty Bulletin #__:    Reminders for Teachers

Dear Colleagues:

1.  Homerooms, both A.M. and P.M., have a purpose:  Teachers have a chance to check attendance, review section sheets, and discuss pertinent school matters and a chance for students to read. They were not scheduled to be opportunities for disruption, chaotic behavior, or rapid dismissals.  See to it that your homeroom classes reflect their purpose.

2.  When the weather gets cold, students must hang up their coats, jackets and hats in the classroom closet.  This is extremely important in setting the tone of an orderly, quiet and safe school.  

3.  Any student who leaves your class for whatever purpose should have a pass.  The pass should indicate the date, the time, name of student and class, the purpose, and your signature.

4.  Record all late-comers to your subject class.  We will have an increasing number of “round-ups” and we expect to see your lateness record tally with ours.

5.  All teachers are to be in their official or subject class before the children arrive.  There are, of course, exceptions for traveling teachers, but in every other case, the teacher should arrive before the children.

6.  It is the responsibility of all teachers to be present for hall passing when the period ends, even if you are scheduled for a prep period. Teachers should actively supervise to see to it that students do not run or shout, stay to the right, take correct staircases and arrive on time to their subject classes.

7.  Each and every lesson, including coverages, must have a written aim and planned activities to achieve that aim.  Homework is to be assigned every day and an appropriate number of tests administered each marking period.

8.  I have noticed many teachers who continually extend themselves for their students before and after school and during their prep periods.  This energy plus a strong complement of new teachers makes our school program the best in the district.

                                                                                              Very truly yours,



	Faculty Bulletin #__:    School Regulations and Procedures

Dear Colleagues:

I.  SEATING ARRANGEMENTS

1.  Seating must not be at random.

2.  Students should be assigned a seat by the teacher.  Students who have poor vision or have difficulty hearing should be given places close to the blackboard.
3.  Keep a seating plan. Arrange your seating plan so that attendance can be taken easily.
II.  CLOTHING CLOSET

1.  Students must put outer clothing in closet, which is to be locked at all times.

2.  Outer garments may not be worn in school.  Advise students not to wear expensive coats to school.  We cannot be responsible for personal property.
3.  BOOKS MAY NOT BE STORED IN THE CLOTHING CLOSET DURING THE DAY OR OVERNIGHT.  Official teachers should check wardrobes and desks before leaving.
III.  WINDOWS

1.  Teachers may not allow students to open or close windows.  The teacher will decide what is necessary in the way of ventilation in the classroom.

2.  The window on the door must not be covered by curtains or paper.

IV.  MONITORS


Suggestions:

1.  Blackboards - at the end of every period.

2.  Wastepaper basket - room should be clean at all times.  Before leaving at 3 p.m., all papers should be off the floor.
V.  DISMISSAL

1.  When the bell rings at the end of the period, the teacher directs the students to line up in the room.

2.  The teacher gives the signal to leave the room.
3.  The teacher goes out first and supervises the passage into the hall.
4.  The teacher must remain in the hall until the next class arrives.  Peripatetic teachers cannot remain in the halls.  They will go directly to their next class.   

5.  At 2:50 p.m., the official teacher is to escort his/her class to the FIRST FLOOR EXIT.

VI.  KEEPING STUDENTS AFTER SCHOOL

1.  Classes should NEVER be held beyond 3:00 p.m. unless parents have been notified.  Students are NEVER dismissed one by one.  The teacher must escort all the students to the exit at the same time. 

VII.  DECORATIONS

1.  The official teachers are requested to keep their rooms attractively decorated.  

2.  The Bulletin Boards should reflect the work of the students and students should plan what is to be displayed.
3.  Decorations should be in good taste, colorful and neatly mounted, specifically exhibiting the students’ work.
VIII.  BEHAVIOR BOOK

1.  Every official teacher is required to have a behavior book with an individual behavior record for each student in his or her class.  

2.  The behavior record should be up to date.  It should include the teacher involved in the action, and specific description of the behavior that existed at that moment.  NO GENERALITIES - SPECIFICS!
3.  The Deans’ Office will make a monthly check of all behavior books to address those students who are creating problems in the classroom.
IX.   PROPER PASSES

1.  When a student is sent out of the room, they must have a proper pass, for whatever purpose it may be.

2.  Lavatory passes must be filled out by the teacher not the student.
3.  Students on teacher errands should have the room pass plus a written reason signed by the teacher for their errand.
4.  NO LAVATORY PASSES are to be issued periods 1 or 8 except when the teacher decides it is a real emergency.  NEVER SEND STUDENTS TO THE MAIN OFFICE TO GET MAIL FROM THE LETTER BOXES.

X.   SICK STUDENTS

1.  A student feeling ill is to be referred to the Main Office with a properly filled out pass.  The office will call the home of the student.  Upon receiving consent from the parent, the student will be allowed to go home, after the sick pass is counter-signed by an administrator.

2.  No teacher is allowed to send a student home for any reason without permission from a parent and administrator.  A written note from the parent is not sufficient.  There must be a telephone number where to contact the parent at either work or home.
XI.   DEANS’  OFFICE

1.  A student should be referred to the Deans’ Office only after the official teacher or the subject teacher has first contacted the parent regarding the student’s problem in school.  

2.  Do not send a student to the Deans’ Office to “sit the period out” or “to keep for a while.”  When a situation develops that you feel you cannot control, an emergency situation, send for a Dean or any administrator immediately.  Do NOT send the student out wandering the halls.      
Very truly yours,




	Faculty Bulletin #__:    Mission Statement

Dear Colleagues:

Please post the enclosed Mission Statement in your classroom.





                                                Very truly yours,

Mission Statement

The true measure of a school is the kind of students we graduate. In order to discuss our mission we must first visualize what kind of student we wish to send off into the world. 

In our graduates we would like to see improved learning skills, intellectual development, character development and a growing social consciousness. We wish our students to become conversant with the democratic ideals upon which our nation was founded, and we wish to provide them with the skills and motivation necessary for them to become contributing members of a free society. We recognize that this is not the job of the school alone, and that it requires a partnership between parents and the school, as well as the community and society.

The school's primary mission must be educational development. This encompasses language and literacy, mathematics, science and technology, reasoning and problem solving, the acquisition of a body of knowledge including the humanities and arts, and an appreciation of life-long learning. At the same time, however, we recognize our responsibility to help mold character, so that our students ultimately develop those universally desirable qualities of honesty, compassion, generosity, kindness and respect for people of all cultures. It is with these ends in mind that we craft our goals and fashion our educational objectives.




	Faculty Bulletin #__:    Student’s Rights and Responsibilities

Dear Colleagues:

Rights and Responsibilities

· To attend school every day, be punctual, and report to every class on time.

· To show respect to peers, teachers and school officials and not use profanity or obscenities.

· To respect the property of other students as well as that of the school and community by not damaging, vandalizing or stealing.

· To respect oneself by not using drugs, alcohol or tobacco.

· To respect fellow students and/or school officials by not verbally or physically abusing, threatening or engaging in any illegal act towards them.

· To identify oneself to proper school authorities in or around the school upon request.

· To behave in a manner which will not interfere with the learning process of fellow students.


· To follow school rules relating to safety drills and leaving school grounds without proper authorization.

· To not engage in extortion or carry weapons, or violate regulations concerning false fire alarms and bomb scares.

· To seek peaceful solutions to conflict.

· To be responsible for his/her actions and accept the consequences of those actions.




	Faculty Bulletin #__:    Reminders and Fire Drills

Dear Colleagues:

I.    Reminders:


Any student who leaves your class for whatever purpose must have a pass.  The pass should indicate the date, the time, name of student, class and your signature.

1.  Record all late-comers to your subject class.  We will have an increasing number of “round-ups” and we expect to see your lateness record tally with ours.

2.  Teachers must be in their official or subject class before the children arrive.  There are, of course, exceptions for traveling teachers, but in every other case, the teacher should arrive before the children.

3.  Teachers are to be out in the hall during passing.  I need your help.  Be out in the halls and actively enforce the school rules.

II.     Fire Drill Directions

As you probably know we are required to hold approximately two fire drills a month.  When fire gongs begin to ring, you must wait.   The signal for a legitimate fire drill includes 12 gongs (3-3-3-3) plus 4 classroom tones.  Please remember that the signal must include the 4 classroom tones at the end.


Once satisfied that the drill is legitimate, you are to escort your subject class quickly and quietly down the proper stairway to the inside yard or other post.  In case of a real fire - First, give school signal at the FIRE BOX, which is located outside of the Main Office.  Second, notify the Principal’s Office at once of discovery and location of fire.

Fire Drill Procedures -    


Rooms:  Boys/Girls Gym…; will egress via exit?? 


Rooms:  ……………………………..; will egress via exit??


Rooms:  ……………………………..; will egress via exit??



Rooms:  Auditorium…………; will egress via exit??


Rooms:  Cafeteria……………; will egress via exit??


The following persons will take posts on a designated floor to ensure complete evacuation of that   area:     
Administrator (name)                        Post (assignment)


When we have Indoor Fire Drills, students will line up in the indoor yard, auditorium and cafeteria.  Please follow directions.









  Very truly yours, 



	Faculty Bulletin #__:    Homework Policy

Dear Colleagues:

RE:  HOMEWORK POLICY:    GRADES 6-8

Homework has always been recognized by the school community as an important medium to foster the academic achievement of students and to extend school activities into the home and community.     Homework assignments contribute significantly to the improvement of the achievement level and interest in learning of all students.  Homework assignments should be given on a daily basis in accordance with the MINIMUM TIME ALLOTMENTS and should never be used as a punitive measure.

A.
The Value of Homework
Homework assignments serve to:

1. Increase the time spent on academic tasks, thus enhancing the academic growth of students.

2.  Enable parents and other family members to become familiar with the educational program of the school.

3.  Help prepare students for class participation and to reorganize material studied so that new insights are developed.

4.  Reinforce concepts taught in areas of academic need.

B.         Objectives of Homework Assignments

Homework should:

1.  Reinforce, extend, and enrich skills and knowledge learned in school.

2.  Stimulate and further individual interest, thus forming a basis for productive use of leisure time.

3.  Develop independent study skills to foster initiative, responsibility and self-direction.

C.        Characteristics of Effective Homework Assignments

In order to assure quality and value in homework, assignments should:

1.  Be an outgrowth of classroom instruction

2.  Be clear and definite

3.  Be evaluated and graded in line with a system that is understood by the class.

D.        Frequency and Quantity of Homework Assignments

Minimum time allotments (total for all subjects):


6th Grade   -   daily   -     1 hour



7th Grade   -   daily   -     1½ hours

8th Grade   -   daily   -     1½ hours
E.       The Teacher’s Role

1.  Explain homework goals to all students and parents

2.  Give purposeful assignments that will be consistent with instructional goals

3.  Prepare a variety of homework assignments according to the needs, interests and abilities of the pupils. (Examples:  Homework, that involves writing, listening, reading, memorizing, observing, reporting, research, calculating, drill practice, study, interviews, creative assignments, etc.)

4.  Check, record and review assignments regularly and return homework to students with meaningful evaluations and/or corrections.  (Homework notebooks or folders are recommended to serve as a basis for parent-teacher conferences.)

             Most of our teachers are observing proper practices regarding homework.  However, inasmuch as there has been significant turnover of the staff in the last few years, I feel it is necessary to state that the following practices should be observed in all classes.

1.  Assignments are to be written on the board at the beginning of the period.  Students should be expected to copy them as soon as they enter.  This exercise can serve as a directed activity and gives the teacher time to get organized, check previous homework, etc.  (It is up to the teacher to see to it that the assignment is not started while the lesson is in progress.)  

2.  Assignments should have a title (the topic) and be consecutively numbered so that a check can be made on those that were not done.

3.  For classes working on grade level or above, the assignment can be in advance of the lesson.  For most of our classes, however, the assignment should grow out of the work covered in class during the period.

4.  The best way to check homework is to use it as reference during the lesson.  Ask pupils to read from their paper when the information is needed.  Do this for the same homework whenever this information is needed even though some days have elapsed.  Our pupils need to be taught that notebooks and homework are important and the best way to do this is by making use of the notebook and homework.  This is a superior practice to just marking down those who do not have it.  The idea is to make the children feel that they missed something.  

Other ways to check homework are to collect papers from one row and to go over them thoroughly at set intervals and to give a quiz based directly on the homework at the beginning of the period.  This latter practice makes useless the copying of homework, the favorite pastime of the official period.

5.  Teach the class how to do homework.  Many youngsters simply do not know.  Insist on proper headings and complete sentences whereby the reader can distinguish the original question from the answer. 

6.  Mark the notebook and the homework for each marking period.  If the assignments are numbered it is easy for both you and the pupil to know if the collection is complete, etc. 

7.  Please have the assignment written in the plan book.  Always include in this book a copy of any test you give.

8.  Include Extra Credit questions - based on special TV programs, newspaper reports, magazines,  maps, charts, etc.

Note:  If you have developed any practices in addition to these that have been effective, will you please let your A.P., chairman or staff developer know so that we can “spread the wealth”.  Homework assignments that are closely related to the day’s instructional program not only contribute to improved academic achievement, but also serve to inform parents of the instructional aims of the school and the efforts being made to achieve them.









 Very truly yours,




	Faculty Bulletin #__:    Lesson Plans

Dear Colleagues:

Lesson Plans: - While school tone will always be a priority, I believe that our main focus should be the teaching process. A prerequisite for quality teaching is a detailed lesson plan: Aim, Objective, Standard, Materials, Motivation, Procedure, Summary, Homework, Evaluation and Follow-up. Please refer to: “A TEACHER’S GUIDE TO SUCCESS – PART II – THE TEACHER’S DAILY LESSON.” 

              AN EXAMPLE OF A LESSON PLAN FORMAT

AIM:  (stated in question form and written on the board).

STANDARD:  (Written on the board). The lesson must reflect the state standards.

OBJECTIVE:  (the target skill/s students will learn).

MATERIALS:  (what you and your students need to complete a task: rulers, construction paper, overhead, picture book; etc.).

MOTIVATION: (how you engage your audience; get students excited about your lesson).

PROCEDURE:  (A step by step description of what students will do to obtain the objective).

SUMMARY:  (briefly summarize the lesson’s content. In class, question students as you elicit from them what they have learned).

HOMEWORK: (an assignment that reflects the objective, the standard, and one that is attainable as well as creative).

EVALUATION:  (self evaluation and student evaluation/assessment.  Keep in mind that parents may question a student’s grade.  Keep folders of students’ work, tests, etc. with your comments).

FOLLOW-UP:  (The skill in your next lesson that follows or builds upon this lesson or from your student evaluation/assessment further review may be necessary. Maintain continuity in your lessons, connecting from one strategy to the next.)

                                                                                                Very truly yours,




	Faculty Bulletin #__:    Library Schedule

Dear Colleagues:


I would like to turn our attention toward learning in the classroom. While many schools have made significant progress over the past few years, our school’s advance in reading has placed us at the top of the district.


There are many reasons for this improvement: a model learning environment, outstanding programs, our mini-schools as well as the regular classes are functioning well, the tone of the school – with minor exceptions – is excellent, and most important, an excellent faculty.  Our school is staffed with many teachers who continually extend themselves for their students before school and after school and during their prep periods. This dedication does not go unnoticed and adds immeasurably to the quality of our school program.


Suddenly, literacy is a “hot topic”. While definitions may vary, there is a general agreement that it’s a good thing, and the more of it, the better.   It is for this reason we are establishing a mandated “Library Program” for all classes in the school.  Classes are scheduled to visit the school library on a two-week rotating basis. This will afford your children the opportunity to borrow books, work on group projects, reports, research papers etc.  


Attached, you will find a schedule which is mandated for every class. There should be no exceptions or excuses for not following the schedule. This may be the only time that your students will have access to the library.  During this library period, the reading/language arts teacher will involve students in reading, writing, listening, discussing, and participating in projects involving the various genres of books.  Lessons are to be planned and books are to be borrowed by all students.  The librarian will be available during this period to assist students select exciting, interesting, and challenging books. Well-organized and systematic take home book projects for children extend the learning and provide links to family reading. Borrowed books will also allow students to perform Independent Reading during the official period.  

Classes are to be escorted to the library during the first five minutes of the assigned period and will remain in the library for the entire period. Because If you should miss your scheduled library period due to change of school schedule, fire drills, absence, etc., you are to reschedule your library period.  If you need to reschedule a library period for any other reason you must get approval from the principal.

Week 1 will commence on   Wednesday, September 29th
Week 2
………………………………...Monday, October 4th
Week 1
…………………………………Monday, October 11th  

Week 2
………………………………..Monday, October 18th 

Week 1
………………………………..Monday, October 25th 

Week 2
………………………………..Monday, November 1st 

Continue for first two semesters.








                 Very truly yours,


	Faculty Bulletin #__:    School Trips

Dear Colleagues:

I.  TRIPS:

1.     Trips in the Middle School should serve an educational purpose - i.e. provide a worthwhile experience that cannot be had by our pupils in any other way.  For example, taking an ecological field trip to Pelham Bay Park for an Earth Science activity is permissible, whereas seeing a movie that has no other purpose than entertainment is not.  Therefore, they must be educationally justified

2.     All pupils of a given class go on a trip.  The idea is that a teacher plans an educational experience and that is the education for the day.  This experience should be so worthwhile that it justifies the pupils missing all their classes.  If you have a child who you feel will endanger the safety of others, arrange with the Assistant Principal for his well being that day.  Needless to say, this applies only to a handful of pupils in our school.  Most children, even though they may be very difficult within the confines of a classroom setting, are not difficult when they are on the move on a trip.

3.     Our pupils represent our school; our reputation depends on their appearance and behavior.  We also have an opportunity to show them what constitutes proper behavior for a citizen in public places.


4.     Please read the attached circular (ATTACHMENT NUMBER 1) carefully and comply with the regulations.  Be particularly careful with parental notification and staff’s responsibility while on a trip. 

All trips must be approved by the PRINCIPAL at least two weeks in advance. (See attached form)


5.
Please read the attached District Memorandum (ATTACHMENT NUMBER 2) on Yellow School Buses or New York City Transit Authority Subway passes.  (Please duplicate the Subway Pass Request Form as needed).  Bus information is on file in the Main Office. Please see the secretary.


6.     You must also notify cafeteria personnel, at least three days in advance of any school trip, of the following information: date, time of trip (which lunch periods are involved), the number of students that will be going on the trip, and whether or not you will need bagged lunches to be taken out, and the time the bagged lunches will be picked up from the cafeteria.

                                                                                                   Very truly yours,




	Faculty Bulletin #__:    Learning in the Classroom

Dear Colleagues:

Now that the initial paperwork that seems to inundate us at the beginning of the school year is subsiding, I would like to turn our collective attention toward learning in the classroom, which is, after all, our reason for being here.

For the past several weeks I have been visiting classrooms and have observed, in many cases, students actively involved in their lessons. Unfortunately, the conditions of the classrooms are not the environments you would expect to see. 

The effective classroom environment is a shared learning community. The environment should reflect the affective and cognitive tone of the school. Materials, furniture arrangements, displays, and libraries should facilitate group and independent activities. Rooms must be attractive and orderly. Students’ work should be on display and displays are updated to reflect daily instruction. To maintain this effective classroom environment, rooms must be kept neat and clean. Untidiness and disorder, marked by teacher negligence tends to encourage slovenly habits in the children. Teachers must set the standards and consistently insist on them. It takes time to maintain an effective classroom environment but it’s worth it. 

Here are some helpful hints that will assist you in maintaining an acceptable classroom environment.

1. Decorate your room tastefully. Start with a pleasant atmosphere, which the children can emulate.

2. Be neat yourself. Keep your desk neat and clean. Do not clutter up the room.

3. Discuss the need for a clean room with the children.

4. Act at once when you see children litter. Don’t allow paper to accumulate on the floor.

5. Have monitors take the basket around regularly.

6. Don’t let students write on desks. 

7. Before you leave at 2:50 P.M. make sure all desks are emptied of papers. 

8. Wardrobes or Lockers must be free of paper and books. This is a fire hazard and health hazard. Books that are being stored in wardrobes must be boxed, sealed (to keep small rodents out) and labeled. 

9. Before the class enters in the morning, teachers should see that all movable furniture is in order. There should be an appointed monitor to see that the boards are clean and ready for use, and a monitor to care for the appearance of bookshelves, classroom displays, and the general order of the room.

             Remember that an observation of a lesson is rated for instructional content, teacher’s questions, pupil participation, routines and environment.

1. Is recent student work displayed? 

2. Did the teacher maintain a general orderliness of the room? (floors, desks, shelves, blackboard, etc.)

Classroom Displays 

Classroom displays are basically the windows of the room.  Visitors note classroom displays first. However, more important than what the visitors note is the fact that the effectiveness of teaching is usually revealed in the appearance and content of the displays. Obviously, this doesn’t mean that all effective teachers have good displays and poor teachers have poor displays. But, there is a high correlation. Classroom displays need not be Fifth Avenue displays, but they can be neat, attractive, appealing, informative and creative. 

Room decorations and displays are the responsibility of the official room teacher. Subject teachers who use the room share the responsibility. If teachers need help in displaying material, staff developers should be consulted. 


Visitors to MS 118 are always impressed by the creativity and the quality of our students’ work. Through your efforts, many of our classrooms have become transformed into print-rich environments overflowing with rich evidence of our literacy journey. As an educator you should take pride in demonstrating and sharing your students’ accomplishments; therefore, it is extremely significant and important that your displays effectively showcase the quality of the work your students produce. Interesting and attractive displays can serve as teaching tools to reinforce concepts and motivate students to reach higher standards. Effective displays demonstrate the following criteria:

· They are attractive enough to make the viewer want to take a closer look.

· They have clear explanations describing the purpose, process and learning outcomes.

            In planning and designing displays, keep the following in mind:


· Lettering – should be consistent and legible

· Mounting and Matting – gives a work dignity and presence

· Composition – think about ways to divide a space, yet achieve overall unity – avoid visual overcrowding

· Balance – a way to combine elements to add stability

· Movement – having a viewer’s eye move throughout the display can be achieved by: - overlapping – progression of sizes – shapes – repetition

            We know that quality work demands presentation and I look forward to supporting your efforts to implement these suggestions.

                                                                                                    Very truly yours,




	Faculty Bulletin #__:    Hallways

Dear Colleagues:



The teacher must be in the hall “directing traffic” between periods. He/she does not enter the classroom until the majority of the class arrives. Teachers leaving for a preparation period are to remain in the hall until the bulk of the traffic has passed.

Directing traffic means:

· Keeping noise down

· Making sure that pupils keep hands off one another

· Stopping all running

· See that “up” and “down” rules for staircases are obeyed

          The teacher should stand where he/she can look into the room when he/she is in the hall. The class should be encouraged to enter quietly, sit down, and get to work on something (copying assignment, “Do Now”) at once.

           The first thing the teacher does when starting the class is to take attendance. Every teacher must do this every period. “Cutters” are to be reported at once to the assistant principal of the grade or to the Dean.

           Classes are to start promptly whether or not every pupil has arrived. Prompt starting is one way to get promptness in pupils. Pupils who arrive late must be admitted but they should be questioned and their names should be put on the section sheet for the assistant principal to see.

           Subject teachers are responsible for the appearance of the room (desks, floors).

         The bell is a signal for the teachers and not for the pupils.  When the teacher so directs, the class packs up and awaits dismissal by the teacher. Doors should remain closed until the signal is given at the bell. NO CLASS IS EVER TO BE DISMISSED UNTIL THE BELL.

                                                                                          Very truly yours,




	Faculty Bulletin #__:    Reminders 

Dear Colleagues:

When we beautify our classrooms and our school we send a message to our students about our concern for them. I, therefore, am appreciative to those teachers who have appropriately decorated their rooms.   

I am very pleased to see a continued effort by most teachers to actively involve students in the lesson and not rely on commercial handouts, excessive board work, drill and kill methods, and busy work in general.  I would also like to thank those teachers who continually extend themselves for their students before school, during school and after school. This dedication does not go unnoticed.

Reminders:

(A) While absence makes the heart grow fonder, excessive teacher absence (3) is harmful to our educational program.

(B) Without fail, at every hall passing, subject teachers should station themselves in the middle of the hall and see to it that students behave appropriately.  There is no valid excuse if you cannot help out in the hallway at least 4 or 5 times per day.

(C) Administrators will be responsible for two round-ups a day, every day, until the Christmas Vacation. These round-ups are to be at the end of the second and seventh period. 

1st  Floor – (Administrator’s Name)

2nd Floor – 

3rd  Floor –

4th  Floor –  

(D) Monthly Book Inspection

By (Date), you should have had your monthly Book Inspection Day. Prior to the date, all students should be informed that they are expected to bring all hardcover books to school in order for the subject teacher to inspect for loss or damage. Please observe the following procedures so that we can significantly reduce the amount of money spent on textbook replacement.

1. Books are inspected as per the following:

· All books must be covered

· All books should be clean and unmarked

· The book number must correspond to the number on the book receipt

2. Please complete Form A and forward one copy to your Assistant Principal no later than Friday, December 16th.

3. All money collected for books must be turned over to  the school treasurer for deposit in the school account. Your cooperation with this inspection is essential for its success. It is my hope that monthly monitoring of textbooks will help to conserve our limited resources.

(E) Homerooms, both A.M. and P.M., have a purpose: Teachers have a chance to check attendance, review section sheets, and discuss pertinent school matters. Homerooms should be a silent independent reading period not opportunities for disruption, chaotic behavior, or rapid dismissals. See to it that your homeroom classes reflect their purpose.

(F) Lastly, and most importantly, I am indeed grateful for our outstanding staff and for its many accomplishments.

                                                                                                 Very truly yours,




	Faculty Bulletin #__:    Teacher Absence and Lateness

Dear Colleagues:

As you all know, contractual Board of Education policy stipulates that the school day begins for all pedagogical staff members, at 8:30 A.M.  Staff members who arrive before and up till 8:30 A.M. only have to sign their time cards and move it from the left side of the time clock to the right side.  This procedure allows me to know which teachers have arrived on a timely basis and where we need to cover classes.

I must give to the majority of the staff accolades and applause for being consistently, conscientiously and continuously punctual.  Many of you arrive way before 8:30 A.M. in order to prepare and organize yourselves to meet the day’s educational requisites.  This is fully appreciated and highly noted by me.

Yet, I must state that in all candor a pattern of daily lateness by some teachers has not improved.  Regardless of the fact that I have spoken about being punctual and responsible during staff meetings, no improvement has been evidenced to indicate adherence on your part to this end.

Consistent and habitual lateness by certain staff members impacts negative repercussions for the children, your colleagues and the school as a whole.  In lieu of the fact that the school year is drawing a to a close, and in order to adequately monitor our school’s daily performance standards, I inform all staff members with poor punctuality records that starting Monday, April 1, 2001, all time cards of teachers that have not signed in by 8:30 A.M. will be handed over to an assistant principal. Upon the arrival of said teachers, an assistant principal will clock in your time card to indicate your tardy arrival.  Any staff member who amasses three hours and twenty minutes of lateness time will be docked a day’s pay. Additionally, staff members who have consistent lateness will be required to “punch” in every morning.   

This policy is being implemented to ensure that our school maintains its high caliber of educational standards.  I am sure that your can understand this new policy procedure since we are in the business of teaching.  We are responsible to teach correct social performance standards.  Punctuality is a requirement that we demand of our children.  We must set the example.

                                                                                                   Very truly yours,




	Faculty Bulletin #__:    Reminders 

Dear Colleagues:

1. Hall passing is a sign of an orderly school environment.  It is the responsibility of all subject teachers to be present for hall passing when the period ends, even if you are scheduled for a prep period.  Teachers should actively supervise to see to it that students are relatively quiet, stay to the right, take the correct staircases and arrive on time to their subject classes.

2. Do not give passes before the late bell.  Teachers are to mark a student late to class in their marking book and note it on the Section Sheet. All passes are being checked – compared with section sheets and with your marking book.

3. You are obligated to have a detailed lesson plan for each lesson: aim, motivation, content, questioning, activities, summary, homework, etc.. The development of lesson plans by and for the use of the teacher is a professional responsibility vital to effective teaching. Plans must show a variety of methods and devices and provide provisions for individual differences.

4. Homework should be assigned and checked every day, and there should be a sufficient number of tests to evaluate students fairly.  

5. Every classroom should be reasonably clean, orderly, and appropriately decorated with recent student work displayed. Moreover, all bulletin boards should be up to date and relevant. It is not unreasonable for students to pick up all papers from the floor at the end of each period. When we create a literate environment we send a powerful message to our students about our concern for them. I, therefore, am appreciative to those teachers who have appropriately decorated their rooms. 

6. No student is allowed to wear a coat in school.

                                                                                                   Very truly yours,




	Faculty Bulletin #__:    The Collegial Relationship

Dear Colleagues:

A school is a dynamic set of relationships amongst the people: teachers, students, parents, supervisors and administrators. More than the building and its physical features and equipment, the school is this connective tissue among people. 

Central to this fabric of interrelationships is the collegial relationship between teachers. We are not a building filled with isolated practitioners, each “doing his own thing”. Our responsibilities extend to include the maintenance of supportive, respectful and sharing relationships with our fellow teachers. 

Every teacher in the system is the teacher’s colleague since we are all working, through our own specialties, toward the same general principles and goals. From this point of view, distinctions between teachers based on subject matter, department, or even school aren’t nearly as important as the things which made us colleagues: our shared belief in the value of human potential and the central role that education plays in helping people attain it.

Teachers can help each other in many ways. More experienced teachers can help less experienced teachers prepare lessons. Teachers can observe each other’s teaching. Teachers can share materials which they have prepared. We can pay special attention to adhering to courses of study and calendars of lessons, since deviation from them leads to disparities in the way students are prepared and invites comparisons between the work of different teachers in the same subject area. We can make a point to complete paper work accurately and on time, since failure to do so invariably inconveniences the colleagues who are waiting for it.

Everyday we can add or subtract from this ideal relationship between colleagues. When we “put down” another teacher in speaking to students, when we elevate ourselves above other teachers, when we fail to cooperate with fellow teachers, we tear down relationships. When, however, we share with fellow teachers, when we come to their aid and speak of them in a way which elevates all teachers, then we are building that relationship. Teaching, with a capital “T”, benefits while students, parents and teachers observe this positive relationship in operation.

                                                                                   Very truly yours,
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	Faculty Bulletin #__:    Instruction – Your Lesson

Dear Colleagues:


As an educator not only do you teach our students countless academic skills and behaviors, but the manner in which you interact with your students, the environment you create, and the curriculum and methods you use to teach, greatly affect how motivated and successful your students will be in the classroom. 

I. Instruction

· Every lesson should have a written aim on the blackboard preferably in question form.

· The board work should reflect in outline form, an answer to the aim.

· There should be active teaching – teacher standing and energetically engaged in the lesson. The lesson should contain critical thinking skills not busy work.

· When two teachers are present it is expected that both teachers are involved in the instruction of the students. (Assisting individual students, conferencing students,  running records, portfolios, tutoring, etc.) This is not a time for marking papers, photocopying, arranging books, sitting at your desk observing the lesson, decorating your room, checking homework, conferencing with other teachers, or planning lessons. 

· Every lesson must have a written plan which contains all aspects of the lesson; aim, content, activities, homework, etc. When two teachers are present lesson plans should reflect activities for both teachers. 

· When a supervisor visits your classroom (informally or formally for an observation) your lesson plan should be presented to the supervisor.

II. Environment

· Every classroom should be reasonably clean, orderly, and appropriately decorated with recent student work displayed. Moreover, all bulletin boards should be up to date and relevant.

III. Motivation   - Every educator has worked with children who seem to have little interest in learning. Such students resist teacher suggestions, fail to complete tasks, do not achieve at their level of academic ability, and do not appear to see the value in learning. Instructional methods that may be effective with these students include:

· Set short-term goals. Reaching goals quickly gives students immediate proof that they can succeed and encourages them to keep working.

· Use incentives. Sometimes reluctant learners need extrinsic rewards, such as celebrations or prizes, to get them motivated. After they begin to experience success, however, they may become motivated by the learning itself.

· Make learning interesting and relevant. Connecting learning to student’s interest can improve motivation. 

· Limit criticism. Reluctant learners are often so afraid of failure that they avoid challenges. By limiting criticism and praising accomplishments, educators can make school less intimidating.

· Expect success. Knowing that someone believes in them may give students the courage to challenge themselves.

V.
    Walk-through

   

It is always a pleasure to enter your classrooms and see learning taking place, and watch students engaged in your lessons.  Next week, beginning November 7th, our staff developers, Assistant Principals, and I will begin our classroom “walk through.” The purpose of a “walk through” is to meet the needs of students and teachers. We look forward to celebrating the accomplishments you have made in such a short time.  

                      Very truly  yours,




	Faculty Bulletin #__:    Writing a Lesson

Dear Colleagues:

Lesson Plans: - While school tone will always be a high priority, I believe that our main focus should be the teaching process. A prerequisite for quality teaching is a detailed lesson plan: Aim, Motivation, Questions, Activities, etc. You can’t “ad lib” a great lesson; it has to be planned. Perhaps the following suggestions might be of value in planning a successful lesson:

1. To develop the aim of your lesson first list the basic concepts and facts – the board outline – and ask yourself, “What relevant and interesting question can I ask about this outline?” That is your aim.

2. Do not be overly concerned with motivation. If you’re stuck you can ask the application question of your lesson as a motivation.

3. Instead of asking many questions to elicit the board outline, ask one broad question. When students cannot furnish you with the appropriate answer, instead of belaboring the question, tell them the answer.

4. Plan a variety of activities. 

After each class you teach you should have a check list for self-evaluation. This will create an awareness of the possible need for change, and help in clarifying your own teaching style.

Some important questions you should ask yourself after every lesson…………. 

· Was the material pertinent to the needs of the pupils?

· What in addition to the facts taught were the pupils learning?  Were they learning how to solve a problem, or just how to solve a specific problem?

· How involved were the pupils? Were there significant lapses during extended intervals of time? Were they concerned, working, thinking, and answering during most of the period?

· Were there effective attempts to set up activities to reach all, to provide for the needy, the bright, and the uninterested?

· Was there an emphasis on humanization, on socialization, on recognizing social obligations? Was it nurtured by praise? Did your tone ensure emotional security?

· Was I alert and sensitive? Did I recognize when pupils were unsure, needed assistance or review, or had a significant contribution to make?

· Did my planning promote pupils’ interests, so that they understood and appreciated the goal in mind? Were their activities (demonstrations, questions, group activities, exercises, experiments, projects) to reach the goal?

· Did I understand psychology? Were provisions made for suitable applications to life, to past learnings, to other areas so that learning will be retained? Did time allotted permit summaries of various types, for reviews in which material was looked at from another point of view?

· Was I organized? Was the lesson planned in logical, sequential fashion? Was the organization of time good? Was class management good or did I spend undue amount of time in distributing papers, erasing the board, setting up problems and the like?

Examples of weaknesses I have noticed during my observations:

· The motivation did not evoke responses form the pupils.

· The aim did not become clear until the middle of the lesson.

· The pupils, working in groups, did not seem to know the purpose of their activities.

· There was no way of determining whether the aim had been achieved.

· Many pupils were inactive during the lesson.

· Pupils addressed all answers to the teacher.

· Pupils often answered in concert or called out answers.

· The teacher repeated pupil answers.

· The teacher took too long to distribute the materials.

· The bell rang before the lesson could be completed.

· In general, pupils gave one-word or two-word answers.

· The teacher talked too much.

· Pupil reports sounded as if they were copied from a book.

· The teacher was not organized when using the chalkboard.

· The teacher did not correct student work.

The Daily Plan - The lesson for the day outlined in some detail as indicated below. The following are the essentials. Each daily lesson plan should be organized under the headings listed below:

1. THE AIM

(Preferably in the form of a problem.) The reason for teaching the lesson. The improvement of work habits and improvement of reading should be part of each lesson.

2. MATERIALS

Books, charts, pictures, slides etc. to be used to help teach the lesson.

3. MOTIVATION

Approach that will capture student interest and reveal the aim to the class. (Current events should be integrated wherever possible.)

4. DEVELOPMENT

This should include four or five pivotal questions on one side of the page, and the board outline on the other.

5. SUMMARY

Goes back to the aim and tests to see if it was accomplished.

6. ASSIGNMENT

Specific questions, activities, page references, and titles.

Special questions for extra credit, projects, etc.









Very truly yours,




	Faculty Bulletin #__:    The Daily Lesson

(Adapted from “A Teacher’s Guide Part II – The Teacher’s Daily Lesson”) 

Dear Colleagues:
I. The Plan Book

The Plan Book is the teacher’s tool just as the notebook is the pupil’s tool. A teacher not having a plan book is a serious problem. The plan book is a guide for the teacher. The book should be of sufficient size to allow for adequate planning. A loose-leaf book is probably most suitable.

II. The Daily Lesson 
It is axiomatic that as a teacher improves in his ability to teach a good lesson, his classroom disciplinary problems will decrease, and the overall tone of the entire school will improve. When pupils are well taught in a controlled classroom situation, they tend to behave better in the halls, in other classrooms and at dismissal time.

Every teacher should make conscious attempts at self-improvement by accepting supervisors’ suggestions in a professional manner and sharing ideas with his colleagues, by intervisitation, and by careful lesson planning.

The comprehensive outline given below is the result of many years of teaching experience by various educators. All agree that planning is essential and these items are most important. 

Naturally, no lesson could possibly include all of these elements. However, every good lesson contains a great many of them. 

III. The Motivation should be:

(a) Dramatic – In introducing a lesson on sound, a science teacher might slam a book on the desk and ask, “What caused you to jump?”

(b) Experiential - In introducing the Poe story, “The Tell Tale Heart,” which is filled with elements of fear and suspense, the language arts teacher could ask, “Who can tell us about a time when you were really scared?”

(c) Timely – One teacher in Niles MS 118 in a mathematics class introduced a lesson on proportion by asking students who had just had their pictures taken, how the pictures could be proportionally enlarged.

(d) Intrinsic – When a lesson is very interesting, it is said to have intrinsic motivation. Also, when the motivation is clearly related to the aim and content of the lesson, it may be called intrinsic. Far-fetched motivations usually lose the children.

(e) Sustained – The motivation should be mentioned throughout the lesson. In the lesson on “The Tell Tale Heart,” the teacher might keep referring to the list of personal experiences of fear and say, “Did you feel the same way that the old man felt during your experience?”

(f) Springboard to Aim – The motivation should naturally lead to the aim. The aim should be elicited from pupils on the basis of the motivation.

(g) Mind Directing – The motivation should catch the attention of the pupils and direct their thoughts and ideas toward the topic that will be developed in the lesson.

IV. Devices That Motivate

Following are some of the types of motivational devices that can be used. The device selected depends upon the lecture and the class. Variation in technique, from lesson to lesson, is desirable.

1. Quotations – the most useful quotations are those that contain the essence of the aim.

2. Cartoons – obtained from magazines, newspapers, etc.

3. Source Materials – often serve the same purpose as quotations in that they pose problems that arouse interest.

4. Charts and Graphs – provide visual appeal as well as the interest that comes from the challenge to interpret and analyze them.

5. Pictures – tell a story and provide visual appeal.

6. Newspaper Headlines – provide pupils with a dramatic sense of living in the past. Through catch phrases, this technique provides the class with the pivotal ideas to be developed.

7. Public Opinion Polls – immediately involves pupils in a challenging problem-solving situation.

8. Gimmicks – to provide pupils with an opportunity to use their imagination and to challenge one another. The teacher may ask pupils what they would put into a cartoon or demonstration on the subject under discussion. This device challenges the imagination of the class and elicits the pivotal points and aims.

9. “It Might Have Happened” – stimulates interest and excites the curiosity and imagination of pupils, e.g., if Hitler had not attacked Russia how might the war in Europe have been affected.

10. Conflicting Points of View – challenge the class to find and evaluate data.

11. Personal Experiences -
these are the best motivating devices because they impinge so closely on the lives of the students – provided, however, that they can be made to serve the fundamental needs of the lesson.

    V.
AIM


The aim of a lesson is probably the most important part of a lesson. “A job well begun is a job half done,” can be said about the aim. If the teacher knows the direction in which he is heading and the goal he seeks, he will find it easier to guide the children. If the aim isn’t clear to the teacher, he might be willing to travel any road along which the children take him. The aim of a lesson should be:

1. On the Blackboard – It should be written on the blackboard by the teacher or a pupil, preferably stated as a problem. On the board, it is a visual reminder to both the teacher and the children as to where the class is heading.

2. Elicited (if possible) – After a good motivation about spelling, it should be possible to elicit the aim from the children in that their curiosity has been piqued and the question, “What do we have to know about forming plurals?” would bring the answer, “How plurals are formed with words that end in “X,” “Z,” “S” and “SS.” This isn’t always possible, but it is highly desirable.

3. Clear to the Teacher – The teacher should know exactly what he wants the students to learn: the skills, the attitudes, the appreciations and the knowledge. He should realize that, if the lesson is a poetry lesson, the aim is not “to learn about poetry,” but rather “to see how the poet uses words to create pictures.”

4. Clear to the Pupils – The aim must be so stated for the student that he knows exactly what to look for. His mind must be directed toward the goal through a clear statement of the aim.

5. Specific – This is most important. Basically, this is the same thing as being clear. There must be one skill in mind, not many. 

6. Challenging – The aim must be of such a nature that the children want to reach the goal – understanding it or learning about it. If the aim isn’t challenging or interesting, no matter how clear or specific it is, the children still won’t want to learn about it.

7. Attainable – A challenge is one thing. Being able to meet the challenge is another. If the successful completion of the aim requires more in the way of time for the class or the ability of the class, then it is a poor aim. The aim for the lesson should be attainable within a period’s time.

8. Appropriate to the Needs of the Class – Again, being specific, clear, challenging is not worth anything if the aim is not appropriate to the needs of the class.

9. Realized – If the aim meets all of the above conditions, and has not been realized, the lesson, 99 out of 100 times has been a bad one. For a lesson to be considered good, the aim must be realized. The children should be able to go back to the aim, and say “We learned it.”
VI.  Questioning

Socrates gained his fame by skillful questioning. The great teachers since his day have all been skillful practitioners of the art of questioning.

Teaching is not telling, and through questioning the teacher helps the pupil unlock the door to greater knowledge. People remember what they say more than what others say, and it is through the teacher’s questioning that he makes it possible for the pupils to give the correct answer so that they can remember what they say.

There are many aspects to questioning. There are good practices and bad. The good practices in questioning are as follows:

1. Stimulating – The questions must be so interesting, so stimulating, that the class is eager to answer. After reading “The Lady or the Tiger,” the question, “Which door do you think that she pointed to?” would certainly be interesting.

2. Challenging – This is a very popular word in pedagogical circles, but many times it is meaningful. The questions must create a mood of excitement, of challenge, of desire to go further.

3. Thought-provoking – Questions that produce thought produce knowledge. “Why” and “How” questions usually require thought. “What happened” type questions merely ask for a recall of the facts.

4. Sequential – Questions that are sequential in nature make for continuity in lessons.

   VII.   General Hints Regarding Questions


There are some general hints in regard to questioning that all teachers should keep in mind.

1. Distribute the questions throughout the class. Save fact questions for the at risk students and the thought provoking questions for the brighter ones.

2. Don’t permit choral answers to questions.

3. Avoid repeating the answer to a question. It would be better to ask a student if he heard the answer, “What was it?”

4. Don’t call on a person and then ask the question. No one else in the class will think about the question as long as Carlos has been called on.

5. Be aware of children’s questions. Their questions may be more important than their answers.

6. Tugging for an answer delays the class. Give a child time to think, but don’t keep after him with “Come on, I know you know the answer.”

7. Praise good answers; a word of commendation does not hurt.

    VIII.   General Hints Regarding Answers


The way answers are given and handled is an important lesson element. From the answers should flow the next question.

1. Don’t permit guessing. Make the students think through their answers so that they are built upon reason.

2. Avoid rewording a pupil’s answer. If the answer is not suitable, call on another pupil to answer to correct it.

3. One of the worst faults in regard to handling answers committed by the inexperienced teacher is the repeating of the children’s answers. If the children know you will repeat the answers, they won’t listen to the answers of the other children.

4. Allow a student to finish his answer. Don’t interrupt. Prevent pupils form interrupting each other.

5. Do not allow calling out. Make certain that the children raise their hands and wait to be called on before answering questions.

   IX.    Summary


Summarizing a lesson at the end helps make the lesson more coherent and unified and helps make the content easier to remember. The best type of summary is one that the teacher elicits from the pupils.

1. The summary should review the material learned during the lesson and help build toward new learning.

2. By reinforcing concepts and attitudes through having them restated or reread form the chalkboard, you help tie up the lesson.

3. As with the aim of the lesson, the summary should be written in the notebooks. This makes for an accurate day-to-day record, and gives the children a means to study.

4. Through skillful questioning the teacher should elicit the summary from the pupils.

   XI.   Assignment


The procedures and philosophy of the school in regard to homework are told in Faculty Bulletin #7. However, a few suggestions follow.

1. Homework adds to the learning time and it helps to reinforce learning and skills.

2. It helps introduce new materials to be learned.

3. Individualized assignments should be made for the varied abilities and talents in the class. This can be done through choice of topics or choice of activities. Some pupils might want to write a composition about a trip, others might be capable of illustrating the activity, or others might compose a poem.

4. The assignments should be such that they provoke further thought. The assignment should be of a “Why did Richard Corey shoot himself?” type, not “What happened to Richard Corey?”

5. Interesting assignments are ones that children want to do.

6. As with the aim, the assignment must be specific. “Read pages 54-58” is not a specific assignment. “Why did New York develop into a major city?” makes the reading meaningful. It focuses the attention of the pupils on what they should look for.

7. Gratification should come from the possible completion of the assignment. A job that is successfully completed provides pleasure. Making the assignment attainable will make for gratification.

   XII.    Some Hints on Giving Homework Assignments

1. Plan your time so that you can give the assignment carefully and clearly.

2. Write the assignment on the board and make certain that the children copy it into an assignment book.

3. Answer all questions regarding the homework before the class leaves the room.

  XIII.     Some Hints on Checking Homework

1. Check homework as a regular routine each day.

2. Keep a daily record as a check.

3. Allow time for make-up, make certain the homework is made up.

4. Never argue with a child about homework in front of the class.

5. Mark the homework carefully. (If they see you are not interested, they won’t be either.)

6. Review it.

Very truly yours,




	Faculty Bulletin #__:    On Teaching

Dear Colleagues:

                 It was wonderful spending the day together assessing our literacy journey and sharing strategies for deepening our understanding of lesson planning.  What a pleasure to observe the intensity of the conversation and your commitment to making our vision a reality.

                 I hope the following notes will be helpful in clarifying our understanding of creating thoughtful lessons for our students. Should you have any additional examples please pass them along to me and I will include them in our next bulletin. As we build a stronger school of learners and leaders, I am looking forward to supporting your efforts. Let me know how I can help.

Ways To Achieve Socialization 
            The aim of group teaching is to get the pupils to do the thinking and the talking and for the teacher to “pull the strings from behind the stage.” You should reserve your talking to enrich the lesson and to clarify difficult points. The ideal is to have the “arrow of recitation” go from teacher to pupil to pupil to pupil before it has to come back to the teacher again. Ways to achieve this are as follows:

1. Teach students to know what socialization means (not necessary for you to use the word) and that they will be rewarded for it.

2. Teach pupils to stand, to face the group, and to speak in sentences. One cannot get interplay unless pupils express themselves and are clearly heard by all.

3. Write out 4 or 5 pivotal questions – those designed to evoke sustained answers and move the lesson sequentially to carry out the aim. Adhere to these closely asking pupils to supplement each other’s remarks.

DON”T USE




       USE INSTEAD
a)  Vague Questions – “What is a good
      a)  “Explain one way by which this 

      thing about this law?”                                      law helps us as consumers.”

b) Leading Questions -“Why can all of us           b) “Does this law live up to our ideas 

agree that this law is democratic?”                  on democracy?  Explain”.

c) Questions That Invite Guessing  -                    c)   “Compare the chances of the 

“Which side had the better chance of                    North and South to win the war as 

winning the War – the richer North or the            it would have been seen in 1861.”   

poorer South?”

d)  One Word Answer Questions -  “In                d)  “Explain  how  the  Civil  War                                    what year did the Civil War end?”                          ended.”

e)  Yes-No Questions - “Is this an indication       e)   Explain how Andrew Jackson                                        

that Andrew Jackson enjoyed his power?”             got a reputation of being King    

                                                                               Andrew?”

f)  Multiple Questions  -  “How important           f)   “Explain why John Brown is

was John Brown? What did he do?  Why is            considered an important person

he remembered in history books?”                          in our history.”

g)  General Questions -  “In what way are           g)   “Are you interested in the Civil 

people still fighting the Civil War in 2000?”          War?  Why?”  or  “Do you care 

                                                                                 that the North won the Civil War?  Explain.”        

                                                                                 (Personalize your questions.) 

4. Call on pupils when it is a matter of reviewing homework, or what has just been taught. Accept volunteers for questions that call for greater imagination, skill, etc.

5. Try to get some oral response from 70% of the class each period.

6. After you ask a question, allow time for thinking and then be patient and persistent enough to get pupil responses.

7. Constantly “build-up, encourage and reward” pupil responses.

8. Allow pupils to make materials such as maps, charts, drawings and present them to the class.

9. When definite information is needed that is not in the textbook, assign it to several pupils the day before for extra credit and then allow them to be the source of needed information at the moment needed.

10. When you are sure of your control over the class try panel discussions to give pupils more practice in expressing their thoughts. 

CAUTION 


Socialization does not mean having pupils read aloud from textbooks or printed materials.  It violates the whole spirit of the above explanation and illustrations. 









Very truly yours,




	Faculty Bulletin #__:    Instruction in the Classrooms

Dear Colleagues:


Over the last few weeks staff developers, administrators and supervisors have been visiting your classrooms in order to have a greater understanding of your classroom environments/practices. It permitted all of us to look deeper into what we are doing and how we are doing it. It revealed numerous strengths and some areas in need of improvement. Most classrooms and instruction showed many meeting or exceeding the standards. Listed below and speaking in general, are many of the areas of strength.

A) The great majority of our teachers have developed a wonderful classroom environment through hard work, extra effort, a willingness to learn and from the support of their colleagues.

B) There was evidence of strong homework policies including communication with parents.

C) There is evidence of Clear Expectations; criteria/process charts and rubrics.
D) There is evidence of classroom management (e.g., behavior modification charts, rules and daily routines).

E) Many room environments are inviting, warm, and conducive to learning.

F) Evidence of word study is everywhere; much of it geared to specific types of words.

G) There was evidence of student work (writing), in most classes. Much of the writings are connected to worthy areas such as author, genre, and theme studies.

H) There is ample evidence of joint planning and teachers getting together on the grade with grade leaders taking an active role. (Pupil folders “portfolios”)

I) There is evidence of the 25-book standard.

Listed below, in general, are some of the areas in need of improvement:

A) Planning, both in quality and quantity, needs to be in greater evidence.

B) Routines need to be refined; such as, notebook use with proper school headings, aims and class work. Notebooks should be neat and organized. (Isolated papers should not be used in lieu of a notebook).

C) Some room environments are lacking in specific areas. For example, housekeeping is an issue in some rooms, while others are not inviting or warm. (All subject teachers who use a room must have a say in the room environment). In many of the observed rooms this could be solved by adding related books, plants, baskets, colorful/clear labels, and of course student work.
D) Evidence of Clear Expectations; criteria/process charts and rubrics should be created and displayed by all teachers.
E) Folders containing student work should be available in all rooms.

F) Even after intensive support, in a few rooms much work still needs to be done to approach meeting the standards. We will continue to strive to correct these isolated situations.

On the whole, our environments are quite good and in some cases excellent. As time goes on and more student work is produced we will celebrate the work by filling our rooms. Over the next few weeks I will be scheduling visits with all teachers for a walk-through. Please feel free to plan for this visit with your staff developer, grade advisor or administrator.









Very truly yours,




	Faculty Bulletin #__:    Teacher Checklist

Dear Colleagues:

1) Room decorated to create an environment conducive to learning and teaching.

A) Flow of the Day clearly visible but not focal point.  
B) Problem of the day clearly visible.

2) Room divided into Learning Centers that are clearly labeled and have material for student use at each center.

3) All teaching materials and teaching aids (supplies) clearly visible around the room and easily accessible to your students - especially folders and journals.

4) Student work (completed and without mistakes) displayed around room on a continuing basis — VERY IMPORTANT.

5) WORD WALLS --- no limit on the number.  The more the better.

6) DAILY LESSON PLAN visible and available for inspection.

A) Problem of the Day.

B) Teaching Strategies to be used that day.

C) Key Ideas to be used that day.

D) Key Words to be used that day—usually go on the word walls along with any other relevant words.

7) Student Folders and Journals visible and available for inspection.

8)  Active teaching and student involvement.

        A) As little “Talk and Chalk” as possible.  Teacher should act as guide and teach using strategies that have the students doing most of the work by asking questions, analyzing data, discussions with other students to arrive at a common goal/ solution and not just copying from the blackboard.

                                                                                                           Very truly yours,

                         


	Faculty Bulletin #__:    Self-Evaluation for Lesson Plans

Dear Colleagues:

1. Did the Motivation …


 FORMCHECKBOX 
    lead to the objective and  

                                                          challenge all students to think?






 FORMCHECKBOX 
    emanate from student’s experiences?

2. Was the Aim/Objective …

 FORMCHECKBOX 
    clear, developmentally appropriate to the   

         students’ academic levels?

 FORMCHECKBOX 
    aligned with the curriculum and related to  

         previous  learning?

3. Did the lesson’s Development …

 FORMCHECKBOX 
    have the students actively involved?

 FORMCHECKBOX 
    provide opportunities for group interaction and   

         sharing?

 FORMCHECKBOX 
    provide for Bloom’s taxonomy as a model for  

         infusing thinking skills?

4. Were the Materials …

 FORMCHECKBOX 
     appropriate to the lesson and based on students’ 

          needs?

 FORMCHECKBOX 
     safe for student use?

5. Was the Assignment …

                                 

 FORMCHECKBOX 
     motivating, engaging and meaningful?






 FORMCHECKBOX 
     an outgrowth of the lesson?

6. Did the Questions ...

 FORMCHECKBOX 
    probe and foster discussion and critical thinking?

 FORMCHECKBOX 
    show evidence of preplanning?

 FORMCHECKBOX 
    allow for student interaction?

7. Did the Evaluation …

 FORMCHECKBOX 
    show evidence of students’ growth?

 FORMCHECKBOX 
    involve students input in planning and evaluation?

 FORMCHECKBOX 
    discover what the students learned?

8. Did the Teacher …

 FORMCHECKBOX 
    create  a  positive and supportive environment?

 FORMCHECKBOX 
    have a good rapport with the students and give 

         praise whenever possible?

9. Did Student Participation …

 FORMCHECKBOX 
    show evidence of knowledge of established 

         routines?

 FORMCHECKBOX 
    allow for appropriate work habits?









Very truly yours,
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	Faculty Bulletin #__:    Performance Standards

Dear Colleagues:

Instruction is the critical area in which we must excel if we are to help our students achieve the highest standards.   Without the ability to read, understand and create written words, students cannot succeed in school or for that matter in life.   We must ensure that all students receive a rigorous education, one that stresses basic skills and knowledge as well as problem solving skills that can be applied in the real world.   It is for this reason we will be looking at curriculum and effective instructional approaches to meet the needs of all children.

Implementing New Standards – Important Concepts

· Content standards define what students need to know and to be able to do.

· Performance standards define “how good is good enough” through the examples of student work.

· Standards have deep implications for the roles of the principal, assistant principal and the teacher.

· Student work and a portfolio system can help organize and manage a standards-driven curriculum.

· Ongoing assessment should consist of on-demand examinations, portfolios and teacher observation.

What will we be striving for at the Middle School?   What kinds of standards are important in becoming standard-based?

· Content Standards – Outline what students should know and be able to demonstrate in major subject areas.

· Performance Standards – Identify the extent to which students have mastered the content standards. A performance standard describes what student work looks like.

· Delivery Standards – They describe what the educational environment should be like.

· Professional Development Standards – Describe what teachers should know and be able to do instructionally.

New Standards – English Language Arts

1. Reading – Reads and comprehends at least 25 books or book equivalents each year (at least four about one subject, four by a single writer, or four in one genre); reads and comprehends informational materials.

2. Writing – Produces five types of writing: report, response to literature, narrative account, narrative procedure, and persuasive essay.

3. Speaking, Listening, and Viewing – Participates in one-to-one conferences with adults and in group meetings; prepares and delivers an individual presentation; makes informed judgments about television, radio, and film.

4. Conventions, Grammar, and Language Usage – Demonstrates basic understanding of rules of language (grammar, paragraph structure, punctuation, sentence construction, spelling, and usage) in written and oral work; analyzes and revises written work.

5. Literature – Responds to non-fiction, fiction, poetry, and drama using interpretive, critical, and evaluative processes; produces work in at least one literary genre. 

“The work that kids produce is the most tangible evidence we have of our effectiveness as teachers.”

All classrooms must have libraries - Students must read at least twenty-five books or book equivalents each year. The quality and complexity of the materials to be read must be present in classroom libraries.

· The material should include traditional and contemporary literature (both fiction and non fiction) as well as magazines, newspapers, textbooks, and on-line materials.

All classrooms must show evidence of reading comprehension and deeper understanding.

· A variety of Published Genres - Big books, Postcards, Poetry, Posters, Cartoons, Newspapers, Fact books, Dictionaries, Word lists, Picture books, Murals, etc.

· Classrooms must reflect the children’s efforts and be visually attractive.  Work should be displayed prominently and changed frequently. 

· Displays should engulf students with meaningful print and material related to their daily classroom activities.

Very truly yours,



	Faculty Bulletin #__:    Reading and Writing Strategies

Dear Colleagues:

The framework outlined below is a flexible organizational tool for classroom and reading teachers who want to engage children in a variety of literacy experiences and refine their teaching.  In each component, teachers observe children's responses fully and draw their attention to examples that illustrate the processes.

1. Reading Aloud

The teacher reads aloud to the whole class or small groups. A carefully selected body of chil​dren's literature is used; the collection contains a variety of genres and represents our diverse society. Favorite texts, selected for spe​cial features, are reread many times,

· Involves children in reading for enjoyment

· Provides an adult demonstration of phrased, fluent reading

· Develops a sense of story

· Develops knowledge of how texts are structured

· Increases vocabulary

· Expands linguistic repertoire

· Creates community of readers through enjoyment and shared knowledge

· Makes a complex idea available to children

· Promotes oral language development

2.  Guided Reading


           The teacher works with small groups who have similar reading processes. The teacher selects and introduces new books and supports children reading the whole text to themselves, making teaching points during and after the reading.

· Provides the opportunity to read many texts and a wide variety of texts

· Provides opportunity to problem solve while reading for meaning

· Challenges the reader and creates context for successful processing 

· Teacher selection of text, guidance, demonstration, and explanation is available to the reader

3.   Independent Reading

            Children read on their own or with partners from a wide range of materials. Some reading is from a special collection at their reading level.

· Provides opportunities to apply reading strategies independently

· Challenges the reader to work on his/her own and to use strategies

· Challenges the reader to solve words independently while reading texts well within his/her control

· Promotes fluency through reading

4.  Shared Reading

             Teacher and children work together to compose messages and stories; teacher supports process as scribe.

· Demonstrates how writing works

· Provides opportunities to draw attention to letters, words, and sounds

5.  Interactive Writing

           As in shared writing, teacher and children compose messages and stories that are written using a “shared pen” technique that involves children in the writing.

· Helps children understand “building up” and “breaking down” process in reading and writing

· Increases spelling knowledge

· Provides texts that children can read independently

· Provides written language resources in the classroom

6. Guided Writing or Writing Workshop

           Children engage in writing a variety of texts.  Teachers guide the process and provide instruction through mini-lessons and conferences.

· Helps writer develop his voice

· Provides chances to use writing for different purposes across the curriculum

· Builds ability to write words and use punctuation

· Fosters creativity and the ability to compose 

7. Independent Writing

           Children write their own pieces, including (in addition to stories and informational pieces) retellings.

· Provides chance to use writing for different purposes across the curriculum

· Builds ability to write words and use punctuation

· Fosters creativity and the ability to compose

8. Special Attention to Letters and Words and How They Work

           Woven through the activities in the framework teachers have opportunities to help children notice and use letters and words; knowledge is further fostered through the alphabet centers and word walls.

· Helps children learn to use visual aspects of print

· Provides opportunities to manipulate letters and make words

The Essential Elements of Guided Reading

TEACHER

1. Selects an appropriate text, one that has a few problems to solve

2. Prepares an introduction to the story

3. Observes the reader’s behaviors for evidence of strategies used

4. Confirms children’s problem solving attempts and successes

5. Interacts with individuals to assist with problem solving

6. Makes notes about the strategy use of individual readers

7. Talks about the story with the children

8. Invites personal response

9. Assesses children’s understanding of what they read

10. Engages the children in extending the story through such activities as drama, writing, art, or more reading

CHILDREN

1. Engage in conversation about the story

2. Raise questions

3. Build expectations

4. Help in problem solving when needed

5. Talk about the story

6. Check predictions and react personally to the story or information

7. Revisit the text at points of problem solving as guided by the teacher

8. May reread the story to a partner or independently

9. Sometimes engage in activities that involve extending and responding to the text (such as journal writing)

Classroom Environment

· __ The classroom has appropriate material for children to explore and work (independently, with partners or in small groups,) as active learners.

· __ The classroom environment promotes, reinforces and extends literacy.

· __ The classroom displays a variety of meaningful print that has been composed with, by and for the children. (i.e. charts, poems, words, labels, student work, etc.)

· __ The word wall is legible, and easily accessible for children to use it as a resource when reading and writing.

· __ The physical arrangement of the furniture is conducive to children working in cooperative learning groups.

· __ The tone of the room is conducive to learning.

· __ The teacher has placed appropriate literature for reading in the classroom library.

Practicing Literacy – Children Participate

· ________   in individualized instruction

· ________   in guided reading

· ________   in buddy/paired reading

· ________   in shared meeting, allowing them to reflect upon and discuss their literacy experiences.

                                                                                                Very truly yours,




	Faculty Bulletin #__:  NY STATE STANDARDS – LANG. ARTS 6-8

Dear Colleagues:

      As you read each Standard in the performance guide, do not become overwhelmed by the style of language. The Standards contain four components: (Listening, Reading, Writing, and Speaking).  Focus on the students’ objectives in bullets and include the objective in your lesson’s aim, also the evidence, and the task given to students. 

Standard 1: Language for Information and Understanding

(Listening and Reading)

* Listening and reading to acquire information and understanding involves collecting data, facts, and ideas, discovering relationships, concepts, and generalizations, and using knowledge from oral, written, and electronic sources.

STUDENTS:

· Interpret and analyze information from textbooks and nonfiction books, as well as reference materials, audio and media presentations, oral interviews, graphs, charts, diagrams, and electronic data bases intended for a general audience

· Compare and synthesize information from different sources

· Use a wide variety of strategies for selecting, organizing, and categorizing information

· Distinguish between relevant and irrelevant information and between fact and opinion

· Relate new information to prior knowledge and experience

· Understand and use the text features that make information accessible and usable, such as format, sequence, level of diction, and relevance of details

EXAMPLES - THIS IS EVIDENT WHEN STUDENTS:

· Produce a summary of the information about a famous person found in a biography, encyclopedia, and textbook

· Use facts and data from news articles and television reports in an oral report on a current event

· Compile a bibliography of sources that is used in a research project

· Take notes that record the main ideas and most significant supporting details of a lecture or speech

Standard 1: Language for Information and Understanding
(Speaking and Writing)

STUDENTS: 

· Produce oral and written reports on topics related to all school subjects
· Establish an authoritative stance on a subject by providing references to establish validity and verifiability of the information presented

· Organize information according to a structure, such as compare and contrast or general to specific
· Develop information with appropriate supporting material, such as facts, details, illustrative examples or anecdotes, excluding extraneous materials

· Use “the writing process”- prewriting, drafting, revising, and proofreading

· Use standard English for formal presentations, selecting appropriate grammar and vocabulary, using a variety of sentence structures, and observing punctuation, capitalization, and spelling.

EXAMPLES – THIS IS EVIDENT WHEN THE STUDENTS:

· Write an essay for science class that contains information from interviews, data bases, magazines, and science texts

· Participate in a panel discussion on population trends in the U.S. in recent years, using graphics, and citing the source of the data

· Use technical terms correctly in content area reports

· Survey students’ views on an appropriate issue and report findings to the class

Standard 2: Language for Literary Response and Expression

(Listening and Reading)

* Listening and reading for literary response involves comprehending, interpreting, and critiquing imaginative texts in every medium, drawing on personal experiences and knowledge to understand the text, and recognizing the social, historical, and cultural features of the text.

STUDENTS:

· Read and view texts and performances from a wide range of authors, subjects, and genres  (e.g. when implementing district’s 25 book requirement, think interdisciplinary and team with other teachers in the different content areas to establish a 25 book portfolio) 

· Understand and identify the distinguishing features of the major genres and use them to aid their interpretation and discussion of literature

· Identify significant literary elements (e.g. genre, metaphor, simile, symbolism, dialect, rhyme, meter, point of view, conflict, foreshadowing, irony, climax, turning point, and theme) and use these elements to interpret the work.

· Recognize different levels of meaning

· Read aloud with expression, conveying the meaning and mood of the work

· Evaluate the quality of the work based upon an understanding of the genre and the literary elements

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Read or recite poems of their own selection to the class, clearly conveying the meaning of the poem and the effect of the rhythm and rhyme patterns

· Produce lists of recommended readings for their peers, grouping the works according to some common element (e.g. theme, setting, type of characters, conflict, author’s study)

· Use references to literature, giving evidence from the text to support their position in class discussion

Standard 2: Language for Literary Response and Expression

(Speaking and Writing)

* Speaking and writing for literary response involves presenting interpretations, analyses, and reactions to the content and language of a text.  Speaking and writing for literary expression involves producing imaginative texts, which use language and text structures that are inventive and often multi-layered.

STUDENTS:

· Present responses to and interpretations of literature, making references to the literary elements found in the text and connections with their personal knowledge and experience

· Produce interpretations of literary works that identify different levels of meaning and comment on their significance and effect

· Write stories, poems, literary essays, and plays that observe the conventions of the genre and contain interesting and effective language and voice

· Use standard English effectively

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Take part in class productions of short plays

· Write a sequel to a story continuing the development of the characters, plot, and themes

· Write reviews of literature from different cultural settings and point out similarities and differences in that literature

· Write stories or poems for their peers or younger children (e.g. create a children’s book)

Standard 3: Language for Critical Analysis and Expression

(Listening and Reading)

* Listening and reading to analyze and evaluate experiences, ideas, information, and issues requires using evaluative criteria from a variety of perspectives and recognizing the difference in evaluations based on different sets of criteria.

STUDENTS:

· Analyze, interpret, and evaluate information, ideas, organization, and language from academic and nonacademic texts, such as textbooks, public documents, book and movie reviews, and editorials.

· Assess the quality of texts and presentations, using criteria related to the genre, the content area, and purpose (e.g. using the criteria of accuracy, objectivity, comprehensiveness, and understanding of a game to evaluate a sports editorial).

· Understand that within any group there are many different points of view depending on the particular interests and values of the individual, and recognize those differences in texts and presentations.  (e.g. if a new industry such as an automobile plant moves into the community, some people may be enthusiastic because of job opportunities; others may disapprove due to noise and pollution).

· Evaluate their own and others’ work based on the variety of criteria (e.g. logic, clarity, comprehensiveness, conciseness, originality, conventionality) and recognize the varying effectiveness of different approaches.

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Compare a magazine article on a historical event with entries in an encyclopedia and history book to determine the accuracy and comprehensiveness of the article

· Use the criteria of scientific investigation to evaluate the significance of a lab experiment

· Read two conflicting reviews of a movie and recognize the criteria the critics use to evaluate the film

· Find examples of propaganda techniques (e.g. “bandwagon,” and “sweeping generalities”) in public documents and speeches.

Standard 3: Language for Critical Analysis and Evaluation

(Speaking and Writing)

* Speaking and writing for critical analysis and evaluation requires presenting opinions and judgments on experiences, ideas, information, and issues clearly, logically, and persuasively with reference to specific criteria on which the opinion or judgment is based.

STUDENTS:

· Present (in essays, position papers, speeches, and debates) clear analyses of issues, ideas, texts, and experiences, supporting their experiences with well-developed arguments.

· Develop arguments with effective use of details and evidence that reflect a coherent set of criteria (e.g. reporting results of lab experiments to support a hypothesis).

· Monitor and adjust their oral and written presentations according to a particular genre (e.g. defining key terms used in a formal debate). 


· Use standard English, precise vocabulary, and presentational strategies effectively to influence an audience.

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Write a position paper on a current event, clearly indicating their position and the criteria on which it is based.

· Present an oral review of a film, supporting their evaluation with reference to  particular elements such as character development, plot, pacing, and cinematography.

· Participate in a class debate on a social issue following the rules for a formal debate.

· Produce their own advertising for a product, tailoring the text and visuals to a particular audience.

Standard 4: Language for Social Interaction

(Listening and Speaking)

* Oral communication in formal and informal settings requires the ability to talk with people of different ages, genders, and cultures, to adapt presentations to different audiences, and to reflect on how talk varies in different situations.

STUDENTS:

· Listen attentively to others and build on ideas of others in conversations with peers and adults.

· Express ideas and concerns clearly and respectfully in conversations and group discussions.

· Learn some words and expressions in another language to communicate with a peer or adult who speaks that language.

· Use verbal and nonverbal skills to improve communication with others

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Act as hosts for visitors

· Participate in small group discussions in class

· Give morning announcements

· Participate in school assemblies and clubs

Standard 4:Language for Social Interaction

(Reading and Writing)

* Written communication for social interaction requires using written messages to establish, maintain, and enhance personal relationships with others.

STUDENTS:

· Write social letters, cards, and electronic messages to friends, relatives, community acquaintances, and other electronic users.

· Use appropriate language and style for the situation and the audience and take into account the ideas and interests expressed by the person receiving the message.

· Read and discuss social communications and electronic communications of other writers and use some of the techniques of those writers in their own writing.

EXAMPLES- THIS IS EVIDENT WHEN STUDENTS:

· Write letters to friends who are away

· Send e-mail messages on a computer network

· Send formal invitations for receptions, open houses, assemblies, plays, fairs, cultural events, or any celebration.

                                                                                               Very truly yours,




	Faculty Bulletin #__:    90 Minute Literacy Block

Dear Colleagues:

I. 90 Minute Literacy Block

English (1st Period)

(a) Interactive Read Aloud/Shared Reading

(b) Mini-lesson  (Teaching the strategy)

(c) Independent Reading (Using the text/novel & Conferencing/Assessment)

(d) Sharing  (Whole class/Assessment)

Literacy (2nd Period)  (Same Text/Novel)

(e) Interactive Writing/Shared Writing

(f) Mini-lesson (Teaching the strategy)

(g) Independent Writing (Using the text/novel & Conferencing/Assessment)

(h) Sharing (Whole Class/Assessment)

READING STRATEGIES/SKILLS TO MODEL FOR  STUDENTS

These are ongoing strategies/skills to model for students throughout the reading workshop.  Apply those that are applicable to your unit of study.

· Connections to text 

· Self/World/Text to Text

· Visualization

· Point Of View

· Recognizing Plot and Inferring Themes

· Author’s Purpose

· Supporting Details

· Inference

· Synthesizing information

· Applying prior knowledge

·  Sequencing

·  Retelling

· Summarizing

· Drawing Conclusions

· Compare/Contrast

· Fact/Opinion

· Applying prior knowledge

· Main idea

· Author’s purpose

· Predicting Outcomes

· Cause and Effect

                                                                                  Very truly yours,

                                          

	Faculty Bulletin #__:   Support for Writing

Dear Colleagues:

The “walk-through” of our classes produced many positive observations and also many questions. Speaking to teachers and our students provided a powerful way to find out if expectations are clear. Corroborating evidence from a variety of classrooms established and confirmed specific school-wide patterns. 

In order to incorporate the District’s literacy beliefs, which reflect the Standards, we need to look closely at the evidence of written work we are collecting from our students. Writing is our most powerful means of capturing and structuring thoughts and feelings. The aim of the Writing Initiative is to ensure that all students are afforded frequent, regular, and varied opportunities to write and that all teachers are able to support them in their efforts. All teachers support this writing initiative by monitoring student’s work.

· A Reader’s Response Journal – a marble notebook where students write their response to literature. 
· A Writer’s Notebook – a marble notebook where the writing process begins and ideas are born.
· A Loose Leaf Notebook for class notes - each child is to maintain a carefully kept notebook where he will enter significant materials from the various curriculum areas. The notebook (loose-leaf book) is to be divided into appropriate sections, clearly labeled. As this is a permanent record of children’s’ work, an effort should be made to see that the notebooks are neat and accurate at all times. Be careful of spelling and accuracy of information. To ensure accuracy, the teacher should move about the room when the children are writing in their notebooks. In addition, notebooks should be collected regularly and graded. All headings in the notebook (as on all writing) should be uniform, based on the model below:


________________________________________________________________ 


NAME                                                                                   SUBJECT


DATE                                                                                    CLASS


________________________________________________________________ 

        The Writer’s Portfolio – a writing portfolio is a purposeful collection of student work that exhibits the student’s efforts, progress, and achievements in one or more areas. The collection must include student participation in selecting contents, the criteria for selection, and evidence of student reflection. Allowing students to collect and reflect on examples of their work provides both an instructional component to the curriculum and an opportunity for the student to provide assessment of his own growth.

Writing portfolios allow students to:

               Engage in self-reflection  - Learn to value their own work - See growth

The Writer’s Portfolio should include four different types of writing, (narrative, expository, persuasive, and descriptive). One of the selections must exhibit the entire writing process.

· Reading Folder – includes evidence for the 25 books, which is independent reading.
· Conference Log – many teachers are keeping their own notebooks, recording conferencing time and documentation of students’ strengths and challenges. This process begins with (DRA) Assessment.
· AIS folders – All students who score in levels 1 and 2 are required to receive AIS Academic Intervention Services. Extra academic time during the school day must be created in the mini-schools. AIS services within each program should also provide reduced student-teacher ratio, co-teaching, team teaching, before and after school classes, and improved guidance services are provided. 



Academic Intervention Services include:

· Child Study Team

· Circular 6 Program

· Computer Lab

· Co-teaching and Team Teaching within class staffing that reduces student-teacher ratios

· Crisis Intervention

· ESL Services

· Extended Year Program

· Group and Individual Counseling (Guidance)

· Guided Reading

· Hearing Impaired Services

· Inclusion Program

· Instructional Blocks (90 minutes)

· Instructional Support Team

· Morning Reading and Mathematics Enrichment

· Peer Coaching

· Project Success Extended Day Program

· Push in services using Title I funds

· Research Periods in School Library

· Resource Room Services

· Saturday Programs

· Science and Math Institute

· Social Worker Counseling

· Speech and Language Remediation

· Support Services (guidance and attendance)









            Very truly yours,


	Faculty Bulletin #__:    Administrator’s Role

Dear Colleagues:

Administrators must be proactive in creating a mission and articulating a vision for the acquisition of literacy in this school.  In order for you to be effective, you must continually engage in activities that focus on literacy.  The supervised teachers need frequent reminders of the mission and vision, sometimes even on a daily or weekly basis.

· Establish a vision of literacy development in the larger view of child development.

· Involve teachers in developing the mission and vision, and in planning strategies.

· Post a mission statement in every classroom.

· Emphasize literacy in all aspects of the curriculum.

All teachers must create rituals, traditions, and ceremonies. 

· Have children create and publish their own books.

· Have D.E.A.R. time in your classrooms.

· Establish a time in your class when you will read to your children or listen to them read.

· Hold an “Author of the Month” or “Authors’ Month” program. Invite the children to discuss, read, and talk about books, stories or poems they have written.

· Create a “Reading Quilt”.  Each child contributes a square based on a book. Display the quilt in the classroom or in the school hall.

· Have children bring in current events.

· Have a classroom library.

· Be creative …………………. make this list grow.

 Very truly yours,




	Faculty Bulletin #__:    Notebook Policy

Dear Colleagues:

             Our next Pass Review will take place in a few weeks. One of the areas cited as “approaching standards” includes notebook policy.  Students’ evidence of written work should be included in the following:

· A Reader’s Response Journal- a marble notebook where students write their responses to literature.

· A Writer’s Notebook- a marble notebook where there is evidence of steps one and two of the writing process.

· A Loose leaf Notebook for class notes.  It is usually divided into sections since Language Arts includes literature, vocabulary, grammar, spelling, writing, etc.

Please note that the Drafting, Revision, Editing phases of the writing process is done on loose-leaf paper.

· The Writer’s Portfolio includes four different types of writing, (narrative, expository, persuasive, the fourth may be a descriptive piece, a letter, etc.). One selection must exhibit the entire writing process. The student should also include a self-reflection; perhaps, his strengths and challenges within the entire process, how he views himself as a writer. The teacher should include an evaluation of the portfolio. Some portfolios also contain a peer review. Remember to model for your students and create a rubric for a writer’s portfolio.

· Reading Folder- includes a variety of evidence for the 25 books, which  is independent reading.

· AIS Folders with necessary comments

· Teacher Comments in all types of notebooks

· Conference Log- many teachers are keeping their own notebooks, recording conferencing time and documentation of students’ strengths and challenges in both areas of academics and behavior. 

                                                                                                 Very truly yours,




	Faculty Bulletin #__:    Differentiated Instruction

Dear Colleagues:

         Throughout your professional development, you have read and discussed the many different ways students learn. In order to meet the needs of all learners, incorporate the concept of “multiple intelligences,” we need to look more closely at differentiated instruction.  Model workshops during our staff development workshops will follow. 

                CHARACTERISTICS OF A DIFFERENTIATED CLASS

· Teachers provide varied learning options so that students have the opportunity to explore concepts through a variety of avenues and approaches. For example, a group of students may explore the American Revolution by investigating heroes. Some may place themselves back in time and write stories about their lives during the Revolutionary war; another may explore the impact of the Revolutionary period upon science.

· On-going assessment of students’ growth, providing support when students need additional instruction and guidance, AIS, and extending student exploration when some students are prepared to move ahead. 

· Flexible grouping is consistently used. Students may work alone, in pairs, sometimes in groups, and whole-group instruction may be used for introducing new concepts and modeling, as well as sharing outcomes. Tasks may be readiness-based, interest-based, constructed to match learning styles, or a combination of all three.

· Students are active explorers with teachers who guide their journeys. Varied activities should be student-centeredness, so that students have ownership of their tasks. At the same time, students become responsible for their own work and are held accountable. 

                                                                                             Very truly yours,                                                                                 
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	Faculty Bulletin #__:    Do’s and Don’ts

Dear Colleagues:

Discipline in the classroom in not an entity in itself.  It is a product of good teaching and staff and administrative teamwork.  Good discipline is a skill.  It doesn't just happen, and it must be practiced if you are to achieve and maintain it.  

Poor discipline is particularly dangerous because it starts a chain reaction which can make the teaching job all but impossible.   Certainly, no worthwhile teaching can take place when students are inattentive and talking.  The atmosphere of chaos begins to spread to those who originally wanted to behave, and the days become running battles between class and teacher with mounting tension for the teacher.   This usually leads to a collapse of the learning process.

The  Nature  Of  Human  Behavior
The way a person behaves is a logical outgrowth of the way that person sees his world with special reference to the way he sees himself.  Some behavior which looks like delinquency or maladjustment is merely social class behavior which is normal in the subculture in which the adolescent lives.  (This does not necessarily make it permissible in school, but it does enable us to realize that the student often didn't intend the behavior the way we interpreted it.)   Maladjustment generally grows out of deep feelings of frustration, severe feelings of threat, or a combination of both.  Those students who “act out” and cause problems are working on their legitimate needs but they use poor techniques.  

A person's behavior, being regulated by his perceptions, will change only when his perceptions change.  Pupil‑teacher behavior is an interaction and very frequently we do the most good by changing the teacher's behavior.  The basic human need is the need to maintain and enhance the self ‑ the need for security, acceptance, recognition and adventure.

Do's 

1. Use silence as a weapon at times. That is, stop and wait for the class to settle down.

2. Be consistent.

3. Change seats of troublemakers.

4. Make use of parents.

5. Keep records.

6. Use the resources and help of school personnel.

Don’ts

1. Don’t threaten.

2. Don’t use sarcasm.

3. Don’t lose your temper.

4. Don't make someone's behavior a public issue.

5. Don't send students out of room for misbehavior unless you are sending them to some definite place with escort.

6. Don't use assignments as punishment, schoolwork and punishment must not be associated in the mind of a student.

7. Don't punish the whole class.

The School’s Responsibility

1. The secondary school has a mandate to provide education for children.

2. The school represents the desirable values of society and is charged with the responsibility of passing them on to the young.

3. The school is responsible for maintaining two‑way channels 
of communication between teachers and parents.   

Checklist For Teachers

1. Do you vary classroom activities?

2. Do you discuss with students yours basis of evaluation?

3. Do you check and follow up homework?

4. Are you consistent in your demands? 

5. Do you maintain an even emotional climate avoiding both undue familiarity and extreme reserve?
6. Do you teach, through your own actions, the importance of being objective?

7. Do you hold yourself to the same standards of promptness and attention to the rules of    the school that you expect your students to observe?

8. Do you avoid trying to motivate students by charging them with being bright or slow?

9. Do you adapt your work to the individual student’s ability?

10. Do you call for help only when needed, giving students assurance that you are competent to handle all but the most severe behavior problems?

11. Are you friendly with your students as part of your professional role?

12. As you develop your day‑to‑day plans, are you careful to assess factors which motivate young people to learn?

13. Do you recognize that the value systems which young people may bring from home to school are not necessarily bad because they differ from yours?

14. Are you particularly careful to avoid encouraging students to talk about other teachers to you?

15. Is your teaching a serious enterprise, one which keeps young people aware of your interest in and devotion to your work?

16. Do you accept your school administrators as fellow workers with a common task?

17. Do you plan for seasonal let‑down periods by adjusting the work to the emotional and energy level of the students? 

18. Do you know how to laugh at yourself?

                                                                                                  Very truly yours,




	Faculty Bulletin #__:    Section Sheet

                                                Official Teacher:_____________________

                                                Official  Class:_______________________

                                                Date:______________________________

DO NOT ADMIT: __________________     DISCHARGED: _________________     NEW ADMISSION: ________________________________________________

    NAME                   ABS  TIME   ROOM            NAME                    ABS TIME    ROOM   

  PERIOD      COMMENTS                                                               POINTS  TEACHER

1

2

3

4

5

6

7

8




	Faculty Bulletin #__:    Behavior Book Page

Dear Colleagues:

A behavior sheet is a student’s anecdotal record of what transpires in each class. The entries are made by subject teachers and are both positive and/or negative in nature. The Behavior Sheet is extremely important as it contains valuable information for everyone involved in the child’s welfare. Keeping the Behavior Sheet up to date is the sole responsibility of the official teacher.

On the Behavior Sheet, the official teacher keeps track of all subject teacher comments and all the various actions taken by the personnel involved in the Ladder of Referral. The Ladder of Referral consists of :

1. Teacher counsels student

2. Teacher notifies parent

3. Referral to Dean’s office

4. Referral to Guidance office

5. Referral to the Child Study Team

6. Referral to the Assistant Principal

7. Referral to the Principal

With these measures in place, and being utilized by all the Middle School Personnel, students are not kept out of class, but returned to their subject classes as soon as possible during the school day.

                                      Behavior Record Of:________________________________

Class:____________________________   

Official Teacher____________________ 

Date
Teacher

Incident (Place-Situation):  Action (Positive & Negative): By (Brief Description) 




	Faculty Bulletin #__:    Behavior Contract

Dear Colleagues:


I 


 understand and agree that in order for me to be successful, I must commit myself to change certain behaviors:

I. The behaviors that get me in trouble are:









































II. I will change my past behavior in the following ways: 



































III. If I have a problem keeping my commitment to change I will reach out to the following staff members: 
IV. I understand that I am responsible for my behavior.  This is why I will accept the consequences my school feels appropriate.  The consequences for breaking this contract are the following (The Dean or Assistant Principal will fill out this area.)
Student’s Signature:


 Class:

 Date:



Parent’s/Guardian’s Signature:








School Administrator’s Signature: 







        Principal’s Signature: 





 




	Faculty Bulletin #__:    Ladder of Referral

Dear Colleagues:

1. RESPONSIBILITY OF SUBJECT TEACHER 

Teacher should record all incidents and should take up each matter individually with the student privately. A continuation of this behavioral pattern should then be referred to the parent (by mail or telephone). If there is no apparent progress, the Dean’s office should then receive a referral card from the teacher involved.

Ladder of Referral:
(a) 
teacher counsels student

(b) teacher notifies parent

(c) refer to Dean
(d) refer to Guidance Office
(e) refer to Child Study Team
(f) refer to Assistant Principal 
2. DEAN’S OFFICE 
A student should be referred to the Dean’s office only after the official teacher or the subject teacher has first contacted the parent regarding the student’s problem in school. DO NOT send a student to the Dean’s office to “sit a period out” or to “keep for a while” or “without a pass or referral card.” When a situation develops that you feel that you cannot control - an emergency situation, send for the Dean or an administrator immediately. Do not send the student out to wander in the halls.

3. BEHAVIOR SHEETS 
It is extremely important to each official teacher to keep up-to-date Behavior Sheets on each student, recording anything a teacher may write on the section sheet (good and bad) about a student. This is the sole responsibility of the official teacher.

4. PROPER PASSES 
When a student leaves your room, for whatever purpose, he must have a proper pass. (See your Assistant Principal or Dean for PASSES).

5. REFERRAL CARDS 
Referral cards should be specific. Instead of writing “fooling around”, write exactly what the student did (threw a chair, slapped another student, etc.).

Often a teacher who uses the Dean for every small problem (out of seat, talking, etc.) loses his/her effectiveness as a disciplinarian. We have found that teachers who do most of their own discipline (speak to students after class, letters and phone calls to parents, have fewer discipline problems.









Very truly yours, 


	Faculty Bulletin #__:    Round-Ups

Dear Colleagues:


Deans are to take names at the end of round-ups and verify and compare all passes with section sheets.   All students found without a valid pass will receive a letter.   Repeat offenders will bring a parent to school.  


Assistant principals will be responsible for the hall passing on a specific floor.   Responsibilities include seeing to it that: teachers are out in the halls (report all offenders to the principal), students walk on the right and use appropriate staircases, students walk and talk in a sophisticated manner. 


Round-ups will be held every day at the end of the first and second periods in the morning and the end of the sixth, and seventh periods in the afternoon.  The assignments are as follows:

· 1st Floor – Names (Deans, Administrators, School Aides, Security Guards, Etc.)

· 2nd Floor – Names (Deans, Administrators, School Aides, Security Guards, Etc.)

· 3rd Floor – Names (Deans, Administrators, School Aides, Security Guards, Etc.)

· 4th Floor – Names (Deans, Administrators, School Aides, Security Guards, Etc.)

If an administrator or dean is absent from a lunchroom patrol, to the greatest extent possible, the remaining administrators should absorb the loss of the administrator or dean.

 
It goes without saying, that wherever possible, administrators and deans should ask another supervisor to cover for them and in return cover one of his/her lunchrooms.









Very truly yours,




	Faculty Bulletin #__:    Child Study Team

Dear Colleagues:

          As you may be aware, we have implemented a Child Study Team at our school.  This is a committee that meets twice that meets twice a month or when needed to discuss students who are experiencing serious academic/behavioral difficulties in school.  The committee consists of: Special Education Chairperson, Assistant Principal, Guidance Counselor, Educational Evaluator, UFT Chapter Chairman, Resource Room Teacher, and a team of teachers who work directly with the child.

          The team of teachers must present a copy of the child’s cumulative record card containing standardized tests scores as well as anecdotal material and work samples at the scheduled committee meeting.  We can then discuss strategies to be used to assist in ameliorating the presenting difficulties.  This is done in an effort to present only the most appropriate cases as initial referrals to Committee on Special Education.

          If you have any students in your classes who may be “at-risk,” kindly discuss these students among your colleagues and begin gathering anecdotal material and work samples.  Present the information to your grade Assistant Principal at your grade conference.  The Assistant Principal will present the information to the child study team.

          We meet every other Thursday at 8:00 am in Room 221.  We will send you a notice to attend the meeting when your student is scheduled to be discussed.  In addition to presenting a copy of the student’s cumulative record, we will also need detailed anecdotal material and work samples.  

          If you have any questions, please see me at your earliest convenience.





Very truly yours,




	Faculty Bulletin #__:    CLASSROOM STANDARDS – Student  

                                        Expectations 

Dear Colleagues:

        Dignity:    We see students looking confident and ready to learn. They sit tall, proud of themselves and their abilities. They appear to have respect for themselves. They do not slouch about as if ashamed, but rather appear to have an inner strength. They feel secure in the classroom and relaxed. They are not constantly on guard, worried about pleasing everyone or winning every game, as if their worth as human beings depended on success or praise.

        Energy:   Students are busy, engaged, involved. The classroom hums with activity. We do not see much waiting, restlessness, or downtime. Students do not watch the dock, impatient for class to end. Nor do students work frantically, anxiously, stressfully, as if they have been whipped into action. They simply work with a comfortable energy.

        Self-Management:  Students are self-managing and self-motivating. They take responsibility for themselves. They make their own choices, begin and end on their own, and correct their own work when possible. They don't need detailed orders. It is as if students are saying, "I'm taking care of what I need to take care of. I can manage. I don't need to be told every little thing."

        Community:   We see students in comfortable relationships with other students and with persons of authority. Students listen to one another. They are accepting and accepted. They are respectful and respected. They do not tease or slight others. They don feel isolated, rejected, or disconnected from others. Nor do they become mired in self-centeredness or resentment. Problems may arise, but students and teachers resolve them in ways appropriate to respectful community living. A classroom that brings out the best in students, and in teachers too, encourages students to learn in reasonable community with others, not in isolation, and not in opposition to others.

        Awareness:   Students are thoughtful and alert; they know what is happening in the classroom. We see concentration, wonderment, creativity, and diligence. Students are not bored; they don't plod through the day with dulled awareness. They do not handle their studies mindlessly. Students are attuned to the dynamics of the classroom, to their own thoughts and feelings, and to the ideas and feelings of the people around them.

        The Board of Education affirms the right of students where these rights do not interfere with the rights of others, the general social order, federal and state laws and regulations, and Board of Education policies. All students have the right to be treated equally and fairly so that no student shall be discriminated against on the basis of race, color, religion, economic status, sex, handicapping condition or national origin in the areas of freedom of expression, personal rights, procedure due process, and access to school programs.  It is also expected that students will assume the following responsibilities:

· To behave in a manner which will not interfere with the learning processes of fellow students.

· To attend school every day, be punctual, and report to every class on time.

· To show respect to peers, teachers and school officials and not use profanity or obscenities.

· To not engage in extortion or carry weapons, or violate regulations concerning false fire alarms and bomb scares.

· To respect the property of other students as well as that of the school and community by not damaging, -vandalizing or stealing.

· To respect oneself by not using drugs, alcohol or tobacco.

· To respect fellow students and/or school officials by not verbally or physically abusing, threatening or engaging in any illegal act towards them.

·  To identify oneself to proper school authorities in or around the school upon request.

· To follow school rules relating to safety drills and leaving school grounds without proper authorization.

Textbooks

Textbooks must be properly used and returned. Textbooks are issued to each student. They are only loaned to the student for the year. Textbooks should be covered and kept clean.  BY STATE LAW, DAMAGES MUST BE PAID FOR IN FULL PRIOR TO PASSAGE TO THE NEXT GRADE. Students must turn in all textbooks when withdrawing from school.  If a textbook is lost, damaged, or destroyed, teachers shall not issue another book unless the students marking or damaging school property or equipment, in any way, will be responsible for paying for the damage done.

Personal Property
No toys are allowed at school without teacher approval and supervision. RADIOS, CASSETTE PLAYERS, ELECTRONIC GAMES, CAMERAS, JEWELRY AND UNNECESSARY SUMS OF MONEY SHOULD NOT BE BROUGHT TO SCHOOL. They are the responsibility of the student. There will be no trading or selling of personal property; lost cash is rarely recovered.

Dress Code 

         The school's dress code is established to teach hygiene, instill discipline, prevent disruption, avoid safety hazards, and assert authority. Because fads in dress and grooming are subject to sudden, and sometimes radical changes, a basic rule to remember is that student's dress and grooming should not be suggestive or indecent, or so bizarre and unusual as to detract from the classroom environment. Final determination of acceptable dress and grooming rests with administration, and cannot be repealed.

Girls:
1. Dresses skirts, culottes and slacks are considered appropriate school attire; however, clothes of any length that are suggestive or indecent or which cause distractions will not be permitted.

2. Hair must be well groomed. Hair worn to school in rollers or in pin curlers will not be permitted.

3. Good taste and moderation should govern makeup.

4. See-through garments, halter tops, open-back or low-cut blouses/dresses are not permitted.

5. Earrings are to be worn on the ears only and will be of a length that will not present a safety hazard. Loop rings will not exceed a quarter's width in diameter.

Boys:

1. Belt buckles with large dimensions, studded belts, or waistbands or other studded attire will not be worn.

2. Trousers will be worn anchored at the waist and not pulled down to ride the hips.

3. Work boots, steel-toed boots/shoes, shoes with soles that mark the floor, or shoes with exceptionally thick soles, taps, cleats, etc., will not be worn at school. Shirts that are designed to be worn tucked into the trousers will be tucked in. Shirts must have sleeves.

4. Tank tops, crop tops, and muscle shirts will not be allowed.

5. T-shirts will be allowed as an outer garment only if they are colored or have a design on them.

6. Earrings " one small stud or small loop is acceptable.

7. Chains are not to be worn as belts.

Unisex:
1. Shorts and other play attire are generally not considered to be conducive to good learning climate; however, knee length walking shorts will be permitted. Cutoffs, exercise/bicycle shorts will not be permitted.

2. Net shirts will not be allowed unless a "T" shirt is worn underneath them.

3. Caps, hats, bandannas, or non-prescription sunglasses will not be worn in the school building.

4. Wearing attire advertising drugs, alcoholic beverages, Satanism, gang affiliation or suggestive immorality is prohibited.

5. Patches, pins or buttons on clothing may be worn to school as long as they do not present vulgarity. Patches are not to be worn on places that create suggestive vulgarity. Indecent or inappropriate patches, writings, drawings on clothing will not be permitted. 

Very truly yours,




	Faculty Bulletin #__:    Letter to Parents (No Food Rule)

Dear Colleagues:

Dear Parents,

        We need your help and support in handling a situation that has come to our attention.  Many of the children are stopping at stores on the way to school to purchase bags of candy, chips, soda, etc. Doing this presents certain problems concerning safety and sanitation:

A) Children purchasing snacks often come late to school. After 8:40 A.M. our security guards come back into the building and we cannot watch for latecomers. Latecomers with big, noisy bags of food disrupt homerooms and first period classes. Security guards will be instructed to collect all food items at the front door.

B) Eating or drinking in class causes distractions and prevents concentration.  School is a place to learn, not to picnic.

C) We do not allow eating or drinking outside of the cafeteria. We want to keep our classrooms and hallways litter free. Food wrappers and empty bottles are dangerous in the halls. They also encourage pest infestation.

D) The gyms will now be food free for the same reasons. Once again, food may only be eaten in the cafeteria.

       If your child would like a bottled drink or snack, please send it from home securely packed in your child’s bookbag. Safety and sanitation are very important to all of us. We want to create the safest, cleanest environment for your child to learn in.

       Thank you for your cooperation.        

**********************************************************************

I will speak to ________________________________ class __________ about bringing bags of food to school.

Signature ___________________________
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	Faculty Bulletin #__:    Professional Development Plan

Dear Colleagues:

          Adherence to this principle ensures that professional development is relevant. When teachers help design their own learning, they are likely to feel a greater sense of involvement in the professional development experience. Without collaborative problem solving, individual change is possible but school change is not. Collaborative problem-solving activities allow educators to work together to identify both problems and solutions. Activities may include interdisciplinary teaming, curriculum development and critique, and study groups. Teachers learn from their work. Learning how to teach more effectively on the basis of experience requires that such learning be planned for and explored in a real context. Curriculum development, assessment, and decision making processes are all occasions for learning. When built into these practices, professional development addresses real needs. Professional development must also address teachers’ beliefs, experiences, and habits. When teachers have a good understanding of the theory behind particular practices and programs, they can adapt the strategy they are learning to the circumstances in which the teacher is trying to use it. 

        Our professional development plan was developed to address eight areas. By understanding these essential practices, teachers were able to address the real needs of our school. 

1. Literacy Framework’s instructional strategies are used in every classroom. Collaboratively, staff developers, language arts and guided reading teachers evaluate standardized test scores as well as holistic, alternative assessment.  Using these assessments, we identify students in need of remedial reading or additional AIS services. Our guided reading program affords these students the additional services required, to which they are entitled.

2. Curriculum consistent with standards becomes the focus of classroom instruction. Our goal is to develop curriculum mapping, to engage all teachers to look more closely at curriculum guidelines. A monthly outline will include topics in the content areas, instructional skills, and means of assessment.  For the future, it will allow teachers to modify curriculum to meet the needs of all students.

3. Thematic units provide an interdisciplinary approach to instruction and will be introduced to our teaching teams. The purpose is to allow students to draw connections from one content area to another and to implement literacy across curricula.

4. Print-Rich Environments  include classroom libraries and meeting areas,  charts of books read, rubrics and process charts, word walls that display strong images,  original student work and displays  that  are  updated,  published  student  books,  and  class  Big  Books.   Our classroom environments reflect the affective and cognitive tone of the school and facilitate group and independent activities. Learning centers become an integral part of instruction. To complement this rich classroom environment, our library and media center reinforces the literacy initiative. 

5. Assessment as a daily, continuing process relates directly to instruction. Modification in instruction is the result of ongoing assessment and moves beyond standardized tools and instruments. Assessments through instructional activities involve student portfolios, student teacher conferences, interviews, projects, logs, journals, reports, writing samples, as well as tests. We encourage teachers to engage students and parents as part of their assessment team in evaluating student progress. Results will be reported to all constituencies and results will continue to drive instruction. 

6. Academic Intervention Services for students who score below the designated performance levels (levels 3 and 4) on State Assessments include those students with disabilities and limited English proficiency. In addition, all students who score in levels 1 and 2 are eligible to receive academic intervention services. Teachers, administrators, counselors, and  other school staff, make recommendations for placement in mini-schools where there is extra academic time during the school day.  The mini-schools provide additional individual guidance services and use the strengths of the teachers and the smallness of the programs in order to meet the varied needs of the students.

7. Academic Intervention Services include:
· Child Study Team

· Circular 6 Program

· Computer Lab

· Co-teaching and Team Teaching within class staffing that reduces student-teacher ratios

· Crisis Intervention

· ESL Services

· Extended Year Program

· Group and Individual Counseling (Guidance)

· Guided Reading

· Hearing Impaired Services

· Inclusion Program

· Instructional Blocks (90 minutes)

· Instructional Support Team

· Morning Reading and Mathematics Enrichment

· Peer Coaching

· Project Success Extended Day Program

· Push in services using Title I funds

· Research Periods in School Library

· Resource Room Services

· Saturday Programs

· Science and Math Institute

· Social Worker Counseling

· Speech and Language Remediation

· Support Services (guidance and attendance)

8. Peer Coaching is a professional development plan that is beneficial to new teachers as well as veterans. It creates a learning culture where teachers collaboratively share their classroom experiences.   Through intervisitation, informal/formal evaluations, veteran teachers, staff     developers, and administrators have provided our staff with a support system to foster effective teaching.  

Common Prep Periods/ Morning and after School Meetings are scheduled for each grade or cluster, including meetings for subject teachers. In addition, to monitor our peer-coaching plan, monthly meetings will be scheduled for coaches and departmental leaders. 

An outline of our Professional Development Plan is twofold. It utilizes resources within our school combined with activities sponsored by the District, Central Board, and the State Education Department. Funds through Title I, District initiatives, and school grants allow us to participate in training activities that will support our teachers and meet the needs of all students.  Examples of our initiatives are:

· Peer Coaching

· Provide school-wide training and ongoing support through classroom demonstrations, intervisitations, meetings, conferencing and ongoing dialogues around teaching methodology and curriculum

· Help teachers to develop curriculum units with appropriate resource materials

· Support new teachers in the use of the New York City Performance Assessment and the use of Standards

· Create a Teacher Resource Center

· Provide teachers with instructional materials in order to ensure continuity of instruction

· Teacher Study Groups

· After school professional development for teachers

· District-assigned staff developers working with teachers

· Link our school to exemplary models

                                                                                      Very truly yours,
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	Faculty Bulletin #__:    Observations

Dear Colleagues:

             
Professional growth and the responsibility for the development of the instructional staff rests with the assistant principals. Close involvement by the assistant principals in the process of improving instruction is one of the major elements of an effective school.

This year I would like you to observe the following teachers:

List Teachers .... 

Observing the lesson

             The quality and quantity of classroom observations is one of the most important supervisory behaviors for promoting school‑based staff development among teachers. Yet it may be the least practiced behavior.  
I know that you have too much paperwork, too many meetings and not enough time, but visiting and evaluating teachers must take a priority on your list of things to do. 

            Observations may be formal or informal, full period or shorter, and focused on the teacher’s instructional skill. No matter how long or for what purpose, the primary aim of observations is to improve the teaching/learning situation. 

Preparation for observation

Teachers are more likely to accept the program for observation that they have helped to plan.

·   The teacher should know the supervisor's objectives in making the observation, and the supervisor should know what the teacher is planning to do (pre‑observation conference)

· The lesson should be planned with the teacher before the observation takes place. Any of the following may be discussed: aim, motivation, experiences, materials of instruction, standards, outcomes, summary, and evaluation. This provides a feeling of security for the teacher and helps him or her to anticipate difficulties that may arise.

· The teacher should orient the assistant principal to the classroom situation by giving a summary of what was previously taught and what the teacher hopes to develop in the lesson.

· The choice between an announced visit and an unannounced visit should depend on the purpose of the visit. The teacher's preference should be considered in this matter. However, you the assistant principal should decide on the visitation policy.

Questions to ask in evaluating a lesson

· What is the teacher's aim? To what extent is it worthy? Definite? Specific with regard to this class? Attainable?

· To what extent did the students share in proposing the aim? To what extent do they comprehend and adopt the aim proposed by the teacher?

· What is the appropriateness of the type of recitation and/or activity to achieve the aim?

· How suitable is the plan that the teacher manifests for achieving the desired objectives?

· Is the preparation by the teacher adequate or inadequate? How is preparation or lack of preparation evidenced in the lesson?

· What assignment has been made? To what extent does it conform to the criteria for good assignments? How effective is it when judged by the responses of the students?

· How are pupils’ prior knowledge or experiences used in the lesson? 

· What is the behavior of the students as shown by good manners and respect for every individual and his or her contribution?

· How suitable are the materials used in the lessons? How well are they managed and used?

· To what extent has the aim of the lesson been carried through the lesson and achieved?

· What are the outcomes in terms of knowledge, concepts, skills, and attitudes? What evidence is there that the lesson was learned?

· What provisions are made for summaries or "fixing the learning?"

· What provisions are made for individual differences in interest, needs, special aptitudes, and ability?

              Whether you use a form of clinical supervision or some sort of checklist or an evaluation format of your own making, the critical issue in teacher evaluation is providing teachers with specific, positive, and constructive feedback about their instruction that will cause them to examine their teaching.

              Written feedback by itself will not suffice and should be followed by dialogue between the teacher and you about the act of teaching and learning.  Teacher evaluation enables you to make the connection between what research says is good instruction and what is actually taking place in the classroom.

              For instance, if the teacher asks probing questions, gives positive reinforcement to students, is task oriented, and sets a favorable tone for learning, then you should recognize these productive teaching behaviors by reinforcing or clarifying them.  If these behaviors are not evident, then you should note their absence and help the teacher to understand how they can be used to enhance students' learning.

Sample Observation Checklist:

Was the aim/objective of the lesson -----

1. clear-cut, definite, and expressed?


Yes    No

2. significant, appropriate?


Yes    No

3. clearly understood and shared by pupils? 


Yes    No


4. achieved by most of the pupils?



Yes    No

Was the motivation of the lesson ----

5. suitable to the lesson? 


Yes    No

6. related to the pupils' experience? 


Yes    No

7. successful in arousing initial interest? 


Yes    No

8. successful in sustaining interest? 


Yes    No

9. successful in challenging pupil effort? 


Yes    No

Did the lesson development include ----

10. brief review of the preceding lesson?



Yes    No

11. smooth transition to the lesson at hand?


Yes    No

12. chance for pupils to share in planning?


Yes    No

13. suitable pace of activities?





Yes    No

14. suitable duration of activities?





Yes    No

15. suitable variety of appeals (visual, kinetic, etc.)?
                             Yes    No

16. suitable variety of activities?





Yes    No

17. appropriate tie in with other subjects?


Yes    No

18. intermediate summary?






Yes    No

19. appropriate pupil interaction?





Yes    No

20. appropriate individualization?





Yes    No

21. use of suitable materials?





Yes    No

22. final summary of learning?





Yes    No

23. evaluation by pupils?






Yes    No

24. introduction of follow‑up assignments?



Yes    No

25. application of skill and/or concept to real world? 


Yes    No

Were the teacher's questions ----

26. well phrased, to the point, easily understood?


Yes    No

27. developmental, sequential, cumulative?



Yes    No

28. thought provoking (not just factual)?



Yes    No

29. distributed broadly among pupils?




Yes    No

30. appropriate to the lesson's aim?




Yes    No

31. appropriate to the pupil's abilities?



Yes    No

Were the pupil's responses ----
32. handled skillfully, tied to lesson aim? 

Yes    No

33. evaluated by class (not solely by teacher)?


Yes    No

34. accepted only if correct, complete?


Yes    No

35. accepted only in adequate language?


Yes    No

36. summarized, when necessary, by the teacher?


Yes    No

Did pupil participation indicate ----


37. respect for each other's opinion?



Yes    No


38. genuine interest in the lesson?



Yes    No


39. desirable rapport with the teacher?



Yes    No

40. commendable work habits and attitudes? 


Yes    No

41. efficiency in using supplies, materials? 


Yes    No

42. comprehension of the lesson structure? 


Yes    No

The post‑observation conference

A conference with the teacher should follow an observation. This gives the teacher:  

· the opportunity for self evaluation 

· an awareness of the possible need for change 

· help in clarifying teaching style and procedures.

Some supervisory questions to ask in the post‑observation individual conference are these:

· Was the material pertinent to the needs of the pupils? Were the pupils learning?

· How involved were the pupils? Were there significant lapses during extended intervals of time? Were they concerned, working, thinking, and answering questions during most of the period? Were there effective attempts to set up activities to reach all students those who are slow, bright, or uninterested?

· Was there an emphasis on humanization and socialization, and on recognizing social obligations? Was it nurtured by judicious praise, by consideration? 

· Was the classroom atmosphere one that assured emotional security? Was the teacher alert and sensitive? Did he or she recognize when pupils were unsure, needed assistance or review, or had a significant contribution to make?

· Were provisions made for suitable applications to previous learning and other areas of study so that the learning will be retained? 

· Was enough time allotted for various types of summaries and reviews?

· Was the teacher organized? Was the lesson planned in a logical, sequential fashion? Was the organization of time good? Was class management good, or did the teacher waste time distributing papers, erasing the board, setting up problems, and the like?

· Did any aspect of the lesson reveal something creative, innovative, or unusual?

· Did the teacher show mastery of the subject matter? Read, speak well? Know enough to provide or suggest incidental enrichment on many planes? Use the amenities in a favorable way in order to serve as model for pupils?

             Remember that the prime objective is to cover the major points: it is highly desirable to do so as democratically and cooperatively as possible. No matter what the provocation, keep the discussion on a professional rather than personal level, with emphasis on the needs of the pupils. Indicate that you will visit the class at a later time to see how the suggestions work out. Keep in mind that, ideally, or at least to a considerable extent, the written report should reflect agreements or understandings reached in the post‑observation conference.

When you write the observation:

1. Select major strengths and weaknesses and document with one or two illustrations from the lesson. If the lesson is fairly good, mention more strengths than weaknesses, usually not more than two weaknesses. If the lesson is poor, include a few strengths and concentrate on limited number of gross deficiencies. Combine weaknesses, if possible, so that you limit the number.

2. Stress the common concern for pupil learning and progress rather than indict the teacher.  When a lesson is good, poor, or indifferent, be prepared to discuss both strengths and weaknesses.  Have suggestions for capitalizing on and extending strong features in future lessons and activities.

3. Keep a focus on what can be done to help the pupils.

Suggested approach to a written observation

Introduction: This includes post‑observation, pre-​objectives agreed on, date, type of lesson and implied request

1. Give a brief factual description of the lesson, including aim, motivation, developmental procedure, summary, homework, and any major points worth mentioning.

2. Analyze the points to be stressed as a result of the pre‑observation.

3. Mention some of the lesson's good points.

4. Name the areas that need to be improved. 

5. Prepare a summary statement a positive note (if possible). Evaluate the lesson.

Observation Example:

· This will summarize our critique of the reading lesson you asked me to observe. 

· In our pre‑observation conference, we agreed that you wished help in (objective)

· The lesson began with your writing the aim, "Can a poet create a point of view?" on the board.

· Now, about the areas you were specifically concerned with: "My ability to motivate an interest in poetry" and "the techniques of teaching poetry," 

· I found that the children demonstrated great interest, as shown by their eager response to your question. There were always two or more hands up. 

· I would suggest that you avoid repeating student answers, as this tends to create the attitude that children need not listen to each other.

· I know that you will incorporate the suggestions we agreed on in your future lessons as you have in the past. 

· This was a satisfactory/ unsatisfactory lesson.


Writing a formal observation

             A major objective of the written report is that it be effective in improving teaching without reducing morale. The purpose of your observation is to improve classroom instruction.

· State objective or aim. 

· State lesson development and list activities. 

· List materials used and record follow‑up activities. 

· Describe evaluation methods. 

· Include comments (in the order and degree of importance in this situation) that discuss the following:

· Appropriateness of lesson

· To class

· To curriculum 

· Development of lessons 

· Motivation

· Sequential development

· Medial summary

· Final summary

· Individualization

· Provision for differences 

· Adaptation of material 

· Classroom environment

· learning centers

· furniture arrangement

· evidence of pupil work

· use of chalkboard

· cleanliness/attractiveness 

· Questioning techniques

· Relationships

· teacher‑pupil

· pupil‑pupil 

· Routines in behavior management

· variety

· multi‑sensory approaches

· ability to perceive and adjust to immediate needs

· teacher manner 

· List recommended improvements as discussed in the post‑observation conference. 

· Indicate whether lesson was satisfactory or unsatisfactory.

                                                                                               Very truly yours,




	Faculty Bulletin #__:    Observation Checklist

Dear Colleagues:

1.      Instruction

A. Aim or objective on the board?





Yes   No 

B. Is the “Aim” clearly understood and shared by pupils?

           Yes   No

C. Is teacher prepared for the lesson?  Does teacher have a written                

         lesson plan for himself or is he just “winging it”?  


Yes   No 

D. Are all students engaged in instruction?



           Yes   No

E. Is the motivation of the lesson successful in arousing initial                                                  interest in the lesson? 






Yes   No

F. Is the teacher energetic or just going “through the motions”?
Yes   No

G. Did the lesson provide a brief overview of the preceding lesson?
Yes   No

H. Did the teacher maintain folders of student work?


Yes   No

I. Did the lesson development include a suitable variety of

         activities? 







           Yes   No

J. Is the objective of the lesson achieved and understood?

Yes   No

K. Is there evidence of instruction requiring higher order (critical)                                              thinking skills?







Yes   No

L. Is the lesson successful in challenging pupil effort?


Yes   No

M. Is there a final summary of learning?




Yes   No

2.
Teacher’s Questions and Pupil Participation

N. Were the teacher’s questions well phrased, to the point , and

         easily understood?






Yes   No

O. Were the questions thought provoking (not just factual)?

Yes   No

P. Were the questions appropriate to the students’ abilities?

Yes   No

Q. Did pupil participation indicate genuine interest in the lesson?
Yes   No

R. Did pupil participation indicate desirable rapport with the 

                                      teacher?








Yes   No

S. Did pupil participation indicate desirable work habits and                        

        respect for other students?





Yes   No

3.
Routines

T. Is a class routine evident as the class enters the room?

Yes   No

U. Did the teacher pay attention to routines?  e.g. use of passes,                           

         is section sheet properly completed, has attendance been 

         taken, etc.?







           Yes   No

V. Is there an overall quality of classroom management?


Yes   No

W. Did the teacher check to see that all students are prepared                              

        for class?  (Pens, textbooks, notebooks, etc.)  


           Yes   No

X. Is a relevant homework assignment given? 



Yes   No

 4.
Environment

Y. Is recent student work displayed?




Yes   No

Z. Did the teacher maintain a general orderliness of the                                                               room? (Floors, desks, shelves, blackboard, etc.)


           Yes   No

5.
Comments
______________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

Supervisor’s Name ________________________________  

Date ________________ 

Teacher’s Name ________________________________________   (Please Sign) 

I have read this observation report and understand that a copy will be placed in my professional file. 

Signed _______________________________              Date _____________




	Faculty Bulletin #__:    Formal Observation Conference
Dear Colleagues:

            Please see me regarding a pre-observation conference. I would like to discuss previous lessons and the continuity of your planning for a formal observation. Some of the areas I  evaluate during formal and informal observations include:

· Written lesson plans (recent and previous)

· Aim/Objective(s) clearly expressed, understood and achieved by students

· Motivation stimulates students’ interest

Lesson Development includes:

· A brief review of preceding lesson

· Smooth transition to the lesson at hand

· Modeling a strategy, skill, technique for students

· A logical, organized flow with smooth transitions from one activity to the next

· A suitable pace 

· Classroom management/environment 

· A variety of appeals to suit the needs of all types of learners

· A variety of activities 

· A variety of materials

· Multiple approaches with a blend of whole class, group, and individual instruction/conferencing

· Lesson adheres to curriculum map and consistent with standards

· Scaffolding/support systems 

· Questioning techniques which foster critical thinking skills, especially how and why

· Students’ responses

· Assessment to evaluate objectives

· Summation of learning 

· Teacher/ Student Evaluation of lesson

· Follow-up lessons

                                                                                           Very truly yours,




	Faculty Bulletin #__:    Observation Format

Dear Colleagues:

OBSERVATION REPORT

Teacher:  




Date: 

Class:  



           Subject Area:  






Time:  
Aim of the lesson:  What does it mean to infer and why is it so important?

Pre- Observation Conference: A pre-observation conference on (date) included a discussion of guided reading and whole class lesson, lesson plan format, and poetic devices.

Objectives:  

Standards: 

· Read and comprehend informational material

· Respond to literature using interpretive and critical processes

Materials used: Visual Aids

                            Text

                            Writer’s Notebooks

Lesson Development: 

Commendable Features:

· Excellent connections to real life situations.  Students were responsive.

· Visuals made the text come to life and students were curious to see and touch the objects that were in the text.

· Evidence of a reading/writing connection that centered on the aim. Students discussed the meaning of the text and then shared their writing.

· Good classroom management.  Students were attentive and responsive.

Recommendations:

· Although students’ demonstration of applied prior knowledge is part of your assessment, remain on task. The aim is your focus, so try not to deviate.  Do not assume that students have prior knowledge. Although you have introduced metaphor, this is a difficult concept that needs further review. Your question about metaphors was actually an assessment.  Introduce it again after you have spent some time on inference. Metaphors in poetry and prose can be introduced in a follow-up.

· Examine the text and students’ reading levels, making certain vocabulary is not too difficult.  Introduce difficult vocabulary first through word study, but do not frustrate students with vocabulary that is too difficult.  You want them to succeed.  You can always slowly introduce challenging materials, but give them a strong foundation in each strategy with appropriate text.

Rating: 







Principal 

I have received a copy of this report and know a copy will be placed in my file.

Teacher’s Signature








Date 




	Faculty Bulletin #__:    Observation Questionnaire 

Dear Colleagues:

I. Instruction
A. Aim/Objective on board?

B. Is teacher prepared for the lesson?  Does  teacher have 


a written lesson plan for themselves or is just “winging it”.


C. Participation/Involvement of class in lesson:  Are all 

students engaged in instruction and are they learning?
D. Is the teacher energetic or just going “through the motions”.


E. Is he/she teaching from a moving or stationary position?

F. Does teacher maintain folders of student work – e.g. Chapter 1/PCEN Reimbursable Programs.

G. Is a homework assignment given?


H. Is there evidence of instruction requiring higher order (critical) 

thinking skills?

I. Overall quality of instructional delivery.

J. Comment on Instruction (optional).


K. Is the objective of the lesson achieved by most of the pupils?

L. Is the lesson successful in challenging pupil effort?


M. Is there a suitable variety of activities?


N. Is there a final summary of learning?


O. Were the teacher’s questions well phrased, to the point, and easily           understood?


P. Were the teacher’s questions appropriate to the pupils’ abilities?

Q. Did the pupil participation indicate respect for each other’s opinion?

R. Did the pupil participation indicate desirable rapport with the teacher?

S. Did the teacher use sharing time with the class-what I have learned,

understanding the way I have learned it, how we use it in our daily 

lives, how we can extend it tomorrow…?

II. Routines
A.
Does the teacher have control of the class?


B.
Does the teacher pay attention to routines?, e.g. use of passes…



is  section sheet properly completed, has attendance been taken, etc.?
C. Overall quality of classroom management.


III.       Environment
A. Are bulletin boards up to date and relevant?


B. Is recent student work displayed?


C. General orderliness of room?  Floors/Desks/Shelves/Closets

D. Is the room reasonably clean?






	Faculty Bulletin #__:    TEACHER’S PRE- OBSERVATION   

                            WORKSHEET 

Dear Colleagues:

*In order for me to fairly evaluate your lesson and appreciate your planning efforts, please be prepared to discuss these questions at our conference.  

Teacher

Subject

Pre-Observation Date

Class

Period/Time

Observation Date

1. What are the lesson objectives?

2. Which of the following steps will take place during the lesson?

________Introduction of a new lesson or unit?

________Continuation of a previous lesson or unit

________Closure of a lesson or unit

________Review of material previously introduced

________Other (Briefly explain)

3. What teaching/learning activities will take place?

4. What type of questions will you ask to promote critical thinking as well as develop socialization? 

5. How will you assess student understanding and mastery of the lesson objective(s)?
6. Are there particular or specific teaching behaviors that you especially want monitored?

7. What materials and/or equipment are to be used for your lesson?

8. Are there any circumstances of which the evaluator should be aware?

    9.   Other notes or questions for the evaluator:

                                                                                               Very truly yours,




	Faculty Bulletin #__:    Teacher Goal-Setting

Dear Colleagues:

           Before I visit your classroom for an evaluation, please include 1-3 goal statements on your pre-observation worksheet. During the spring, I will ask for a brief narrative, a self-reflection, describing your teaching experience, progress, and goals. As always, because of my penchant for the classroom, I find our conferences enjoyable and I hope helpful. My goal is to offer you many years of my own teaching experiences, develop your talents, and help you attain a master teacher status. Take time to reflect upon your lessons, your students. What are your goals as a classroom teacher?

GUIDELINES FOR MAKING TEACHER GOAL-SETTING EFFECTIVE INCLUDE:
1. Have 1, 2, or 3 substantive goals. Targeting too many goals fragments your efforts and leads to frustration or the trivializing of goals. You may want to improve upon classroom management skills or enhance your classroom environment, making it more conducive to learning styles.

2. One of your goals should pertain to instruction, directed towards improving a certain aspect of your lesson such as incorporating differentiated instruction, ways to assess learning, questioning techniques, or other components discussed and included in your teacher evaluation handout.
3. Utilize the expertise of staff developers within our school, their workshops and resources, in-service courses, and district professional development workshops to attain your goals. Aspire towards a graduate program.
4. Goals may be repeated. A goal such as learning how to implement cooperative learning techniques to raise student achievement and enhance socialization may take years to master. For duration, there should be evidence that the teacher has expended effort and real progress has been attained.

5. Remember that the objective of teacher goal-setting is to stimulate self-analysis and self-development. However, as an evaluator, I may suggest goals that are specific and helpful based upon formal/ informal observations and conversations.

                                                                                               Very truly yours,
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