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Principal’s Message

Every school is a training ground; however, Raleigh-Egypt High School is much more than that. It is the field upon which learning and abilities are tried, tested, and perfected. Personalities are formed and honed. The patterns of a lifetime are established. For the student, it is a time of tears, laughter, assurance, vulnerability, clumsiness, and grace all wrapped into one package and existing side by side.

Thus, it is up to us to provide guides to aid them through this time of transition and afford them every opportunity to grow, to develop, to be children and to be young adults. We are coaches, guides, teachers and surrogate parents. We discipline, encourage, praise, cry with them, and rejoice with them. We will help our children grow!

We are the best school in the city, and we need your continued support on this journey to exemplary status.

Have your best year this year!

Respectfully, 



Dr. Jamie Green
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1. REHS 
Vision
Mission

[image: C:\Users\jonessr1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\27OL8MM2\goals[1].jpg]



REHS Vision Statement
The vision of Raleigh-Egypt High School is to develop a culture of mutual respect and academic excellence through rigorous instruction which produces college and career ready graduates. 

REHS Mission Statement
Raleigh-Egypt High School will foster a daily positive, engaging, and interactive environment in which all students develop academic skills and prepare to be future leaders. The administration, faculty, and staff will nurture a safe and secure environment for which all learners are respected. The school adopters and alumni will assist the school in providing distinct services such as mentoring, tutoring, college readiness, internship opportunities, etc. The parents will commit to supporting our students and the needs of the school. All will work together to produce productive and responsible citizens. 

(The vision and mission above are subject to change upon a collaborative review of our goals.)

2. FACULTY/STAFF 
Professional,
 Financial Responsibilities & Liabilities 
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FACULTY/STAFF PROFESSIONAL & FINANCIAL RESPONSIBILTIES & LIABILITIES 

FACULTY/STAFF IDENTIFICATION BADGES
Faculty and staff are required to wear their SCS identification badge at all times during working hours and/or while on SCS property. The badge will give you access in and out of the building. (If you don’t have a working badge you will need to contact Ms. Roberson immediately). 

FACULTY WORK DAY
The normal school day for teachers is seven and one-quarter hours. Teachers are expected to be at school and in their classroom before class begins. The workday for Raleigh-Egypt High School personnel is from 7:00 am until 2:30pm. It is suggested that teachers arrive no later than 6:40 a.m. so you can avoid having to stand in line with the students and go through the metal detector process. All teachers are expected to be at their doors by 7:15 a.m. Teachers who are on duty are to be at their designated duty post by 6:40 a.m. 
Habitual tardiness on the part of teachers is a condition that will be dealt with on an individual basis. Attendance, which includes tardiness, is an evaluation item. Additionally, teacher contracts dictate they will have to work additional hours possibly before and after to ensure the orderly operations of the school. Teachers will be required to assist with morning duty, athletic games monitoring, student supervision of afterschool activities and PTO participation.

PERSONAL APPEARANCE AND PROFESSIONAL DRESS
You are expected to dress neatly and professionally. Shorts, backless dresses or tops, t-shirts, jeans and pants too form-fitting are too casual for school. Flip flops are not safe for school. Your appearance will greatly influence both the appearance and the behavior of your students. Jeans may only be worn on Fridays; however, jeans cannot have holes above the knee.  The district’s handbook states the following:
1. Dresses and all outer garments should fit properly and be of an acceptable length. 
2. SCS does not permit halters, tank tops, see-through garments, or clothing with revealing necklines, bare backs, bare midriffs, or spaghetti straps. In addition, clothing with symbols, phrases, or slogans advertising tobacco, alcohol products, or any controlled substances are not permitted. 
3. Head apparel (such as hoods, hats, caps, etc.) should not be worn inside the building. Hats can be worn, if an accommodation has been approved by your supervisor or human resources. 
4. Hair (including beards and mustaches) should be clean, neatly trimmed, and well-groomed. 
5. Pants MUST be worn at the waist, be appropriately sized, and of safe length. 
6. Footwear excludes flip-flops and slippers.
7. Clothing that reveals undergarments should not be worn.
8. Hemlines for skirts and dresses should be no shorter 
than 4 inches above the knee.
9. Shorts, leggings, warm-ups, yoga pants, spandex or similar pants, exercise clothes, or any garment that may appear to be an undergarment is not permissible. 
10. Jeans (not torn or ripped) may be worn on days designated by the principal or supervisor, designated spirit days, and teacher in-service days. 
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TEACHER TARDINESS
ALL teachers are expected to be punctual. This includes arrival time at school as well as classes, faculty meetings, lunch, duty stations, etc. Teachers MUST be at school by 7:00 a.m. It is suggested that teachers arrive no later than 6:40 a.m. so you can avoid having to stand in line with the students and go through the metal detector process. Teachers MUST be at their doors at 7:15 a.m. Incurring a 5% tardy rate will result in implementation of the Progressive Discipline Procedures. If a teacher is going to be late, please notify the Principal, Vice Principal, AND Assistant Principal no later than 6:55 a.m.
SIGN IN/OUT PROCEDURES
All faculty and staff members are expected to sign in using the Raptor system as soon as he or she arrives at work. NO ONE SHOULD SIGN IN FOR ANYONE ELSE. 

If you must leave campus during lunch or your planning period, you must speak to Dr. Green, Mr. Conley, or Dr. Hamilton directly. When granted permission to leave you must sign-out on Raptor and when you return, please sign in indicating your return. Please refrain from leaving campus, unless truly necessary. Anything can happen and ALL adults may be needed at any time. 

Emergency Sign-Out Procedures
If an emergency occurs and you must leave work for the remainder of the day you must get permission from Dr. Green ONLY. Once granted permission, please check out using Raptor.
If you leave without permission, you will be charged a full or ½ day deduction.

TEACHER BREAKS
Each teacher is a professional person with individual habits and needs. You are requested not to leave your students unsupervised while you are out of your room; otherwise, you may be liable for anything that happens in that classroom.
TEACHER ABSENCE REPORTING PROCEDURES
· Teachers are responsible for calling in their absences into the SMS system. Please put your absence in as early as possible. If you need a code for the system, please call 416-2700 to get your code.  Please do not rely on Ms. Roberson to put your absence in the system.  It is your responsibility.
· If you realize you cannot attend work the following day, then you must put another absence in the sub system then call or text Dr. Green, Mr. Conley, and Dr. Hamilton personally. If you do not contact the Principal, Vice Principal, or Assistant Principal personally, it will be assumed you were a “no call-no show.” 
· If your absence requires you to use code 80 – Professional leave, you will need to speak with Dr. Green. If you desire to attend PD during the school day, you should email Dr. Green the request to attend and the information regarding the PD. If approved, the principal will send you an approval via email. Do not sign up for PD during the school day without written approval. Do not put a code 80 in without prior approval.
· In order to take your personal days, you must get approval from Dr. Green. Please complete your request on the designated form. A reply will be given and forwarded to Ms. Roberson. Approval must be sought at least 5 days prior to the requested day of absence. No personal leave will be approved at the beginning or end of either semester or before or after holidays. It is essential that all regular personnel be in attendance during these closing periods.
· When teachers and other school personnel are absent from school for any reason, they must complete and submit an Employee Absence Form. This form must be completed and given to the Financial Secretary immediately after returning to work.
· To prevent abuse of the sick leave policy, teachers may be required to bring a doctor’s statement when absent for personal illness or illness of the immediate family. If this is not submitted, the absence will be reported on payroll as a full deduction until the statement is provided. 
· Teachers are required to leave a lesson plan, seating chart, schedule, classroom rules, roster, and other necessary materials for the substitute teacher. A set of 4 current emergency lesson plans should be accessible.

SUBSTITUTE FOLDER
Each teacher should have a substitute folder complete with emergency lesson plans, 11, classroom procedures/rules, emergency procedures and contacts, and a seating chart. This folder should be completed before August 11, 2023.

FOOD IN THE CLASSROOM & CLASSROOM MAINTENANCE

Due to COVID guidelines, classroom desks, doorknobs, light switches, etc. should be wiped before and after each class period.  Students should not “borrow” supplies unless you fully sanitize them prior to changing hands.  

Food and beverage products should not be placed in trash cans without bags. Spills should be cleaned immediately with soap and water whenever possible. Please keep paper towels and mild cleaning solutions in your classroom. 

Classrooms should be left in order at the end of each day. Desks should be clear of debris. Books should be properly stored, and litter should be properly discarded. Any audiovisual equipment that has been checked out should be returned to the media specialist.

Books, charts, maps, and other instructional tools are necessary for instructional purposes.
These items are to be stored in cabinets or on bookshelves not on floors.

Smartboard Projectors/Promethean Boards must be turned off when not in use. All equipment must be turned off each day. 

Doors and windows are to be locked at the end of the school day. Extra effort to keep doors locked during the school day is necessary when teachers leave classrooms for any period of time. Precautionary measures must be taken to secure briefcases, personal items, school keys, purses, cell phones, etc. Staff members must not allow students to handle these items for any reason.

FACULTY/DEPARTMENTAL MEETINGS
Please reserve MONDAY afternoons for faculty meetings. We may not always meet every Monday. You will be notified in advance via the school’s Testing/Instructional Calendar. Please arrange childcare so that you can participate fully in all PD opportunities. With new professional development standards and required mandates from the district, we have many items to review and discuss. Please plan to meet during these designated times. If you are unable to meet during one of your meetings, you must notify Dr. Green in writing at least 24 hours before the meeting.

DUTY

All staff members are expected to participate in professional duties. There are many duties and duty types; however, two of the most important are arrival and dismissal duty. We are held accountable for our students’ safety as soon as they step on the campus every morning and when they leave. We must ensure their safety by greeting them at those crucial times. It is mandatory for all staff members to adhere to the duty roster. No one is exempt from duty. If conflicts arise and a faculty or staff member cannot perform the mandated duty, then it is incumbent upon that teacher or staff member to find a replacement. The act of securing replacements is not the responsibility of the administration. All duty personnel must arrive by 6:40 a.m. when bus riders arrive. All staff members must clear the campus of students every afternoon at dismissal.

All teachers are expected to adhere to all duty rosters for games, registration, special events, etc. Failure to comply may result in disciplinary action. 

COLLECTING/HANDLING MONEY PROCEDURES
· Teachers are not to charge students or colleagues for anything without direct written permission from Dr. Green.
· After receiving permission to collect money, see Ms. Roberson for a receipt book.
· All money collected from students must be receipted in a SCS receipt book only.
· All money should be submitted to the financial secretary by 10:00 a.m. on the day it is received. No money should be left unattended or in a classroom for any reason. Do not accept any money after 10:00 a.m. without clearing with the financial secretary. Teachers who do not submit funds on the same day as collection will be subject to disciplinary action. Do not leave money collected from students overnight in the classroom, office, or carry it home for any reason. 
· We do not accept checks nor money orders. 
· Please pay close attention to all bills, especially those over $1. Please double check “funny money” and report the student who passed it to administration immediately.
· When receipting money, if you make an error while writing a receipt, please void that receipt by writing VOID on the receipt.  DO NOT REMOVE THE WHITE COPY from the receipt book.
· Do not change dates, scratch through information, or draw a line through information. 
· All money should be receipted from right to left in your receipt book (look at the numbers.)
· Teachers must place money collected in an envelope, insert the envelope in the receipt book, and bring it to the financial secretary’s office. Students must not transfer the book and its content to the office. Do not leave the receipt book on the front counter in the Main Office. The financial secretary will give you a receipt for money you submit to her. 
· Do not allow students to collect money and/or receipt money for any purpose. This includes student treasurers of student organizations. 
· In the case class textbook sets, please ensure that they are properly stored after each class period.  If books are distributed, please comply with the textbook distribution protocol. This is a serious issue with auditing, and we must stress to students and parents that lost textbooks will result in a debt and a hold on the student’s PowerSchool account.

REIMBURSEMENTS
If you need to purchase something from an unapproved vendor, please see Dr. Green or Ms. Roberson for permission before purchase. Once purchasing the item, you will need to submit the original receipt along with a check request form to Ms. Roberson within 3 days of purchase. All reimbursements must have original documentation, so please keep up with your receipts (or you will not be reimbursed).
FUNDRAISING PROCEDURES
Teachers should NOT engage in any type of fundraising without written permission from Dr. Green, Mr. Conley, Dr. Hamilton, or Coach Stepter, Athletic Director. After receiving permission, the teacher will meet with Ms. Roberson and Dr. Green to review the details of the paperwork and procedures to follow.

PURCHASING ITEMS & BIDS
Teachers, including Coaches, are not to purchase nor order any items without prior written approval from Dr. Green. You must follow the process as outlined by Ms. Roberson and Coach Stepter. All items exceeding $100 require three written bids. If you purchase any item without prior written permission, you will be financially responsible for it. No teacher should charge any item to the school nor sign a contract as an agent of the school.

FIELD TRIP PROCEDURES
· A brief description of all field trips must be on file in the principal’s office. The principal should ensure appropriate planning and educational justification for each field trip. (Policy #6132)
· Field trips should relate to the instructional program of a given class or group of students. The principal shall determine whether any proposed trip relates to the instruction program and then forward the permission trip form to the regional superintendent. 
· A field trip form must be completed and submitted to the principal for approval at least 30 days prior to each trip. (The form can be found on the next page.) When requesting permission to conduct a field trip, please submit a detailed itinerary, list of tentative attendees and a copy of the parent’s permission slip that will be sent home, the request for approval of a field trip form, and the cost of the trip. Please factor in the cost of each bus unless otherwise noted. Buses are $40 per hour per bus.
· Care must be taken to provide an adequate and safe means of transportation, and adult supervision must be provided. Remember: 1 faculty member to 20 students in-town trips and 1 faculty member to 10 students for out-of-town fieldtrips.
· If a First Student bus is not the method of transportation being used, then it must be chosen from the approved SCS vendor list. 
· Approval of the parent or guardian of each child who desires to participate must be on file 5 days prior to the field trip. (No written notes or verbal permission will be accepted. NO EXCEPTIONS! (Do not accept money without a permission slip). That way you can be certain that you have all permission slips by the deadline. 
· Receipt all field trip money according to policy.
· Be sure that students understand that they must pay in advance. No money will be accepted the day of the field trip.
· The cafeteria must be notified at least two weeks in advance if a group of students will miss lunch and three weeks in advance if the cafeteria staff is to prepare sack lunches.
· If the trip is a behavior incentive and requires payment in advance, please have parents sign a waiver stating they understand this before taking any money or permission slips.*
· Please remember, students cannot be banned from trips because of health issues. The school will take safety precautions and measures to ensure all students can attend if desired.
· All signed permission slips must be kept on file (for issues that may occur after the trip).




Raleigh-Egypt High School 
Project Field Trip/Activity
Planning and Approval Form 

Teacher:	___________________________________________________
Course:	____________________________________
Date:		_____________________________

Event or Activity:



Standards supported by this Field Trip/Activity:




Briefly state how this trip/activity will enhance or supplement your curriculum:






How will you evaluate or assess this activity (attach copy of evaluation instrument)?





Approximate Number of Students Participating:	_____

Number of Chaperones:				_____

_____Approved	_____Not Approved	

________________________________________________________ __________ 				   Administrator Signature 					Date





 MONITORING STUDENT SAFETY 

All staff members must take an active role of in ensuring student safety by:
· Standing in the hallway at your assigned area to greet students and monitor traffic each morning, evening, and between classes. B V3 = Be Visible, Vocal, and Vigilante!
· Assuming responsibility for ALL students once they enter the building, making sure that hallway expectations are met for maximum student safety. 
· Monitoring restroom breaks carefully. Do not send students to the restroom unsupervised. Remember YouTube, SnapChat (screenshots) and FACEBOOK are forever. 
· Escorting your class to assemblies, programs, and other school-related activities as they arise. 
· Having a team member to monitor your class if you need to leave the classroom; students should not be left unattended/unsupervised at any time and never are students ever permitted to supervise each other. 
· Scheduling phone and face-to-face conferences with parents before or after school, or during planning time to ensure uninterrupted instructional time (conferences requested through the office will be forwarded to the teacher to be finalized). 
· Monitoring and supervising all student activity within your proximity when the appointed classroom teacher is not present and take appropriate actions based on school/board policy. 
· Being assertive in the hallway, ensuring limited amounts of noise and making students walk to the right side of the hallway. Standing in the middle of the hallway without correcting students translates as non-support of the school’s behavior expectations. 
· Allowing students to leave the classroom one at a time and on a limited basis only.


RESPONSIBILITY OUTSIDE OF THE CLASSROOM

All teachers are to ensure that student order is maintained in all areas of our campus. Teachers are to correct all students. Please be reminded that all students must be addressed in the most respectful manner. Treat all children like you would expect your own child to be treated. Teachers are to use their classroom management plan in all areas of the school. Please teach and enforce the building expectations.

ACCIDENT REPORTS: STUDENTS/STAFF
· Report all accidents to the main office (administration) and then call the parents immediately.
· Accidents must be reported the day and moment they occur, NOT within 24 hours.
· Report all accidents no matter how small you think they are.
· The teacher supervising or witnessing the accident must report it in writing and include a detailed description of what occurred before, during, and after the accident.
· Complete an accident form and give it to Ms. Roberson by the end of the school day. 
· For teacher/staff accidents, please follow OJI procedures in order for the district to cover the accident. 
· The 2022-2023 procedures are as follows:
Failure to follow procedures may result in denial of claim or termination of OJI benefits. 
1. Any injury, no matter how minor, must be reported to the immediate supervisor the same day before the end of the work shift. If the supervisor is unavailable, report the injury to the next supervisory level. 
2. Complete an accident report form. Submit the completed form to the supervisor or the clerical staff designated to enter accident reports for your location. 
3. If treatment is needed, it must be received within seven (7) days of the accident. Employees MUST go to the SCS
Health Clinic and CANNOT go to a minor medical facility or their primary care physician. The SCS Health Clinic does not accept walk-ins. Call to schedule an appointment.  If the employee should need further treatment by a specialist, the clinic will make the referral.
4. If the injury occurs after hours and is not life threatening, the employee should wait until the following morning when the clinic opens to seek treatment. In the event the employee needs critical emergency treatment, the employee must go to a hospital in network. Upon release, if treatment is still needed, follow up with the SCS clinic. Please only use the emergency room in extreme life or limb threatening traumas. Only one (1) visit to the emergency room will be covered, except in extraordinary circumstances. The second visit must be authorized in advance by Risk Management. 
5. The Department of Risk Management cannot approve OJI benefits for any stress claim that does not arise out of a single traumatic incident. General workplace stress problems should be referred to the Employee Assistance Program.
6. Employees should make appointments with the least interruption to their workday. Employees SHOULD NOT take off the entire day for an appointment. Only the SCS clinic or treating physician can take an employee off work. Any employee who is returned to work and fails to do so, will not be coded OJI. An appropriate doctor’s statement must be submitted to the supervisor for any absences from work.
7. All treatment must be continuous without interruption. Failure to follow the physician’s treatment plan, delays and missed appointments may result in termination of OJI benefits.
8. Once the employee is discharged or no longer a SCS employee, the OJI benefits are discontinued. 
APPEAL PROCESS 
Should a conflict arise from the approval or denial of OJI benefits, the employee may request to have the Board of Appeal review the circumstances. This request must be received by Risk Management, in writing, within 10 days of the denial. The findings of the Board of Appeal shall be final. 
EARLY DISMISSAL
The administration and secretaries have the authority to release students from school due to illness or other reasons. Students will be called to the office, via PA system or phone for dismissal, or an administrator or designee will alert the teacher. DO NOT ALLOW STUDENTS OUT OF CLASS AT THE REQUEST OF NON-FACULTY ADULTS or OTHER STUDENTS. 

OFFICE TELEPHONES
The office telephone is a business phone and should not be used by students or teachers except in an emergency. No student will be called from class to receive any telephone call. If it is an emergency, the message will be given to the classroom teacher/administration. If you feel a child is sick enough to call home, please have him or her call home from the classroom and once the parent arrives, then the front office staff will call the child down for dismissal. 

TELEPHONE CALLS TO PARENTS
Please do NOT discuss students in front of other students or parents. Please use professional judgment when using the class phone. Teachers should make initial contact with parents and dial the numbers and remember students are not allowed to use the phones unless they are sick and the phone is on speaker mode. 
A log of professional calls will be submitted at the conclusion of each week.
CELL PHONES & USAGE
Cell phones may be utilized for school use only. Your cell phone should not be used to conduct personal calls. Please have your cell phones on your person at all times. The main office may call students via the intercom, by cell phone, and/or class phone. The cell phone provides reliable communication among all faculty and staff members. 
MAILBOXES
You will receive all correspondence addressed to you in your mailbox. Please do NOT send a student to the office to get your mail. Your telephone messages will also be placed in your mailbox. 
Please check your mailbox before school and at the end of the day. Secretaries will not interrupt classes to give teachers messages. If there is an emergency, it will be related to an administrator and the administrator will inform the teacher. Please do not leave mail in your mailbox. It should be cleaned out daily.


EMAIL
Each teacher has a Shelby County Schools e-mail address in the MS Exchange system. This e-mail account can be accessed via any internet connection. Most memos will be distributed electronically via email. Please make it a habit to check your email account at least twice a day. 

TEXTBOOKS
The district provides textbooks to all students. Textbook distribution is the responsibility of all homeroom/core teachers. However, all teachers are responsible for keeping up with textbooks. Teachers should demand students to take all belongings with them daily. When textbooks are left in your classroom, please return them to the proper teacher. The corresponding teacher should return the books to the students. There should never be students’ books left lying around the room, the halls, or any other area.
If textbooks are not available, please provide your students and their parents with the online textbook link and user name and password. 

TEACHING MATERIALS 
An effort will be made to provide you with adequate teaching materials, within the confines of the limited budget. You are therefore accountable for all teacher editions, manuals, kits, supplemental materials, computers, CPS systems, laptops, and other equipment issued to you. Please take care of the equipment and teach students how to take care of the equipment as well. 

VISITORS
All visitors must sign in through the main office and receive a visitor’s badge. Please remember to schedule parent conferences during planning time only. This prevents visitors from having to wait for extended periods of time. Parents must not be allowed to address the children of other parents at any time. If a teacher should see a visitor in the building without the proper identification badge, he/she should direct that person to the main office and notify an administrator.

VOLUNTEER WORKERS/PARENTS
Volunteers should follow check-in procedures in the office and should be wearing a YELLOW visitor’s badge if they are in the building. (According to SCS policy, all volunteers must be approved by the SCS Board of Education.) 
Volunteers and parents are not at any time responsible for students. If a volunteer is assisting a teacher, that person has no contractual obligation to monitor students and should not be left alone at any time with students.

PARENTS' VISITS AND CONFERENCES
Parents should schedule conferences by calling the school in advance. The telephone number of the parent will be given to the teacher. If at all possible, conferences should be held before or after school or during planning periods. Teachers are welcome to request an administrator’s presence when necessary. Please do not call parents and ask them to come to your classroom in the middle of the day to talk to students – this disrupts the learning process. Parents should never be allowed to see students who do not belong to them. Because parent conferences will be scheduled during teachers’ planning times, it is extremely important for teachers to remain on campus during the school day and keep grade and attendance records with them at school. Please be prepared to meet with parents on any given day.


CHILD ABUSE REPORTING
Any staff person who has knowledge of or suspects child abuse or neglect or sexual abuse is required by law to report it immediately to the Tennessee Department of Children’s Services. Staff members must also report the incident to the building principal.

ADMINISTERING MEDICINE TO STUDENTS
Teachers are NOT to administer medicines to students at any time. Also, teachers cannot give Tylenol, ibuprofen, etc. to any student. NO exceptions! 


STUDENT RECORDS/POWERSCHOOL

Parents may view grades at any time. It is the sole responsibility of teachers to ensure that PowerSchool is updated and attendance taken at the beginning of every period. 

CONFIDENTIALITY OF STUDENT RECORDS/IE P

All information in the student record is private and should only be viewed by the classroom teacher. Teacher assistants should not handle student records. Information in student records should never be discussed where others might hear. Student records are never to leave the school. 


SAFE SCHOOLS TESTS & BLOOD BORNE PATHOGENS/ BIO HAZARD FORMS
All staff members are required to complete SafeSchools tests online yearly. Staff members must also sign forms after they review videos regarding blood borne pathogens and bio-hazards.

FIRE DRILLS
The constant sounding of the fire alarm indicates a fire drill. Students and teachers are to leave the building in the order set forth by information posted in the classroom. When the fire alarm sounds and an evacuation has been confirmed, the teacher should appoint one or two of the students to close windows and to close the door when the last person has left the room.
Students are to exit in an orderly fashion without talking. Students are to return to their classrooms in the same manner.
Teachers are to carry their roll books (tangible or electronic) with them and the class roll is to be checked. No one is to return to the building until notice ending the fire drill is given. Teachers MUST stay with their classes.
THE FIRE DRILL PLAN MUST BE POSTED IN YOUR CLASSROOM! Please post the map of the school with the escape route highlighted next to the fire drill plans. Also, remember do not cover the glass in the door nor put anything on top of the tall storage cabinets. This is a direct violation of fire code.
SEVERE WEATHER & EARTHQUAKE DRILLS
For tornado drills, students are to walk silently to their designated place in the hallways, followed by the teacher with his or her roll book. All are to take a squatting position next to the wall with their head between their knees facing the wall. The doors should be left open to equalize pressure. 
For earthquake drills, students are to stay in the classroom in a squatting position underneath their desks.
The end of the alerts will be given via text message to your school cell phone.
INVENTORY CONTROL PROCEDURES

Teachers have many expensive items located in their classrooms. All audio-visual equipment, computer technology, calculators, TCAP resources, and textbooks must be accounted for at the end of each year. Teachers are responsible for caring for and keeping up with all resources assigned to them. Please make sure you do this daily.

MEDIA CENTER
The librarian will reserve any small group of books for the exclusive use of a certain group of students if requested by a teacher. The librarian will also schedule use of the media center for classes. The Media Specialist will provide further directions for library protocol.

ASSEMBLIES

Assemblies are planned as educational experiences. The principal must approve all programs. Attendance of teachers and students is mandatory unless excused by the principal. Students are to sit with their assigned teachers during each assembly. All staff members are expected to attend scheduled assemblies and monitor student behavior. This includes teachers on their planning periods during a scheduled assembly. Teachers are required to carry their roll books to each assembly.

FACULTY & STAFF CHANGE OF ADDRESS/ CONTACT INFORMATION
Faculty/staff are expected to maintain up-to-date contact information on file with the main office.
A change of name, marital status, address, or telephone number should be reported immediately to the financial secretary. 







3. Classroom
Instructional
Protocol & Procedures
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LESSON PLANS & ASSESSMENTS
Weekly lesson plans must be submitted on Wednesday by 5:00 p.m. (for the following week). A link has been provided so that the admin team may refer to them during classroom observations. Plans should be clear, concise and complete and follow the designated template. Lesson plans should be readily available for a substitute or the Principal. A copy of your weekly lesson plans should be posted in the classroom for the current week. Weekly feedback on lesson plans will be provided to teachers via the REHS Lesson Plan Audit/Feedback Form. Please keep a copy for your records.
Assessments are to be given at least every two weeks. A Testing/Instructional Calendar has been provided, please plan acordingly. Assessments should follow a EOC format for English, Math, and Science. Social Studies and other DC course assessments should mirror the Dual Credit format. All tests should be comprehensive. 

The lesson plans and assessments should be created with the learning that supports the assessed information in mind. 

HOMEWORK
Please issue at least two homework assignments per week. Please grade at least one of them and give timely feedback per week.

PROTOCOL
The whiteboard protocol should be posted in each class daily. The whiteboard protocol should include the following components: 
Today’s Date – 
Standard-
Performance Based Objective-
Academic Vocabulary-
Early Finishers-
Data Wall-

LESSON DESIGN

REHS will implement and utilize the four Instructional Practices.  
1. Performance-Based Objectives
2. General and Content Specific Vocabulary
3. Gradual Release and the 5Es
4. Writing and Manipulatives

Please do not forget to differentiate all lessons, include gradual release, facilitate close reading lessons, have students cite evidence, use complex texts (especially in ELA, science, and social studies), write daily (as a part of Cornell Notes), and assign rigorous daily and culminating tasks. 
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FRAMEWORK FOR PREPARING, IMPLEMENTING, AND ASSESSING CLOSE READING LESSONS WITH COMPLEX TEXTS
Preparation:
· Find a text as closely related to the curriculum as possible. Use the Text Based Planning Form to determine complexity. 
· Carefully read the text a number of times to determine the essential understandings you want students to come away with from working with this text. This will definitely take a number of careful readings. 
· Script out scaffolded questions and answers pertaining to understanding the text and the culminating task.
· Write a culminating task(s) you think will show you whether or not students have grasped the essential understandings/standards. 
· Determine what standards the essential understandings and the culminating assignment address. 
· Determine which vocabulary words are essential to understanding the text and cannot be determined from context. Often there will be many of these words, and thus some should be taught before reading and some during the first read. See Vocabulary and the Common Core for how to best approach vocabulary instruction. 
· Determine which vocabulary words, though perhaps not essential, are powerful words students should know and cannot be determined from context. See Vocabulary and the Common Core for help in how to select these words. 
· Determine which vocabulary words essential to understanding the text can be learned from context. Prepare text dependent questions to help students learn these words. See Complete Guide to Creating Text Dependent Questions for examples of these types of tdq’s. 
· If you complete of the above, then you will have completed the Text Based Planning Form.
First Phase: (“Phase” is used here rather than “first read” because one phase, especially with shorter more complex text may involve more than one reading). The goal of the first phase is for students to get a gist or basic comprehension of what the text is about. Close reading can involve much time spent on words, phrases, sentences and smaller portions of text, thus it is easy for students to lose the forest for the trees. A clear sense of the gist of the text helps prevent this. 
· Before reading it may be necessary to provide background knowledge essential to understanding the text. This should be as minimal as possible and care should be taken not to provide knowledge that can be learned from careful reading. 
· Teach the vocabulary you have determined essential to comprehension that cannot be learned from context. This can be done before the first read, during one of the readings in the first phase, or both. 
· Depending on the complexity of the text, you may want to read the text aloud during this first read while students follow along. This will support struggling readers and help develop fluency at the same time. Other than vocabulary, this first read should be as unencumbered as possible giving students the experience of absorbing independently what they can at this point from what a rich complex text has to offer. 
· Again, depending on the complexity of the text and student ability, this can be followed by a second read where students read either independently or in pairs. This second read can ask students to respond briefly after reading with what they feel the gist is, or what this text is mostly about. This read can also include vocabulary in context text dependent questions for those words considered essential to understanding the text. 
· This first phase should conclude with text dependent question(s) to insure that students have a gist of the text. You should not go on to the next phase until you are comfortable that all students have this. In some cases this may mean that you need to explain the gist, but this should only be after students have had the opportunity to determine this independently either individually or in groups. 
Second Phase for Narrative Texts: The goal of the second phase is for students to develop what cognitive psychologists refer to as a “situation model” of the text. A situation model for narrative text is similar to a story line or plot; it frames how we understand narrative texts and therefore can be helpful in creating text dependent questions for students in this second phase to move beyond the gist. 
The elements of a situation model are time, space, protagonists, intentionality, and causality. Time and space are of course setting, protagonists are the characters in the narrative, not just who they are but their traits, intentionality is what they intend to do, and causality is what these intentions end up causing, whether intended or not. Students need to grasp the elements of the situation model before they can productively work with tasks addressing theme, craft, language, comparison, or evaluation. Questions in this phase are not necessarily literal or constrained. Questions about time and space or setting, for example, can also address how these influence events, characters’ actions, or even motivations. Similarly, questions about characters can address their traits and how these interact with intentions or motivations. Questions about causality need not be limited simply to what happens but how it relates to traits, intentionality, or setting. Phase two should cement all of these interacting elements in students’ minds allowing them to probe themes and address and evaluate craft in phase three without losing sight of the text. The following suggestions can help you create text dependent questions for this phase.
· Using the situation model as a guide, craft a series of text dependent questions. For each, write the proficient answer you are looking for. While doing this, keep in mind whether you would like these questions to be addressed individually or in groups. 
· Look over your questions with an eye for whether or not they are moving students in the direction of being able to do the culminating assignment, keeping in mind that stage three is still to come. 
· The questions in phase two should be gone over and students checked for understanding before moving onto phase three. Every effort should be made for students to master these questions individually or in groups. If this does not happen for all students, the teacher should be sure to cement these understandings either in whole class, small groups, or both. Explanations after students have wrestled with something are more likely to produce learning than when we do all the work for students. If students do not have the understandings that underpin the situation model addressing areas such as craft, theme, and language, phase three runs the risk of becoming a dry, abstract exercise void of context, lack of appeal, and is likely not to stick. 
· You should not wait for all students to answer all questions. As soon as all groups have finished the first one or two questions, bring the class together to address these. This is important as a check for understanding, but also because text dependent questions should be designed to help lead students to comprehend the text, and failure to grasp early questions, can make understanding later questions more difficult. 
Second Phase for Non-narrative Texts: The situation model for non-narrative texts grow out of the structure of the text. Non-narrative texts generally fall into one of the following structures:
· Informational: what information does author want to convey and why
· Argument: what argument and counter argument is being made (if there is a counter argument), same for opinion
· Problem/Solution: what problem is presented, what solution is proposed, what obstacles must be overcome
· Goal/Action/Outcome: What goal is presented and why, what actions are proposed to meet the goal, what obstacles if any are presented, what outcome is desired
· Process: what process is being explained, what is its importance
· Descriptive: What is being described, why does the author want to describe it 
Questions designed to help students unpack these texts would address each of the elements that constitute the situation model for that structure before going onto deeper analysis. Approaching it this way has the added advantage of helping students understand and use text structure which you should make clear in the process of working with each text. Similar to narrative texts, questions evaluating the effectiveness of an author’s work, how it connects to what is being studied, use of language, what we learn from the text, and the validity or consistency of the ideas presented, are all more likely to be understood once students have a firm grasp of the situation model. 
Questions for this phase can follow the same guidelines as narrative texts using, of course, the different situation model. It is important to keep in mind that informational texts are often read, at least in part, to acquire knowledge, and thus there will likely be more literal questions for these texts. Literal, however, does not mean easy. Rich complex, informational texts will still require significant effort from students to address literal questions. 
Third Phase for All Texts: Research has shown that the most proficient readers have what is called a high, standard of coherence where they expect to understand everything a text has to offer and work toward achieving that end. There are two steps needed to develop this habit of mind. First, students need to develop a sense of how much rich complex text, of any kind, has to offer. This can come about through our text dependent questions and activities we lead to see this in a variety of texts on a regular basis. Second, we need to develop students’ ability to independently respond to these text dependent questions, and thus over time to see what these texts have to offer without the scaffold of text dependent questions. Close reading lessons need to work toward these goals. In this third phase, we go after the deepest learnings the text offers, address difficult portions of the text, focus on language, craft and theme, and finally stepping back to examine the skills which may have helped us do this. The following can help us craft questions for this phase:
· Devise questions addressing craft and literary techniques while being careful to connect these to meaning as opposed to entities in themselves
· Evaluate the effectiveness of these moves in terms of advancing the authors purpose, enhancing or clarifying meaning or tone, or even making the text more cohesive.
· Focus on language and especially on how word choices can affect meaning and tone. Keep in mind this is not asking for the meaning of the word, which if necessary should have been done in one of the previous phases, but rather why the author might have chosen this word or phrase, how it contributes to tone and meaning, or how another word might change the meaning, tone or direction of the text 
· Address questions to the most difficult portions of the text which may not have been addressed already. This should be done even if you feel these are not essential to understanding the text. Though there are many ways a text can be difficult, they are finite, and the more we call students attention to these the stronger they will become with complex text
· Review your questions once more to see if there is anything else you can mine from the text that you have not approached
· At this point, review all of your questions and see if when successfully addressed, they would support students success with the culminating assignment
· A close reading lesson that is thorough and deep should include text dependent questions that address all the standards other than 7 (the multi-media standard) and 9 (the multi-text standard) unless these were specific intended and included the right text or texts. So at this point, check to see that your text dependent questions do this 
· Go back to previous questions that have already been fully addressed and ask students about the thinking that needed to be done to address these questions. This is especially helpful with the questions you felt were the most difficult. Point out to students that this type of thinking will help with similar questions reflecting similar features of a text and to keep this in mind when they run into trouble. This, of course, will bring up various skills and strategies; it is important however that students understand that when they read a text they are focusing on what the text says and not any one strategy, skill, or combination of these. When they are stuck, they should first carefully reread the relevant portion(s) of text to see if this addresses their lack of understanding. If this fails, they can try some of the skills, strategies, or types of thinking that might be helpful. The ones most likely to help are as follows:

· Are there some words I don’t know the meaning of that might be causing this problem, or that I think I know the meaning but maybe I am wrong, or the word is being used differently than it usually is
· Are there some very long sentences that I can carefully break down to be sure I know the meaning of the sentence and what role it plays in the paragraph 
· Are they asking me to connect the part of the text I am looking at to something that came earlier in the text
· Is there a lot of information in this section of the text, and if so should I see if I fully understand each piece of information and how it connects to others
Fourth Phase all texts: 
The fourth phase prepares students for the culminating assignment, administers it, and evaluates the results. A good culminating assignment should require students to find all the relevant evidence addressing the prompt. Be sure they understand it, and then organize it and present, usually in writing. This is a difficult four-part task and especially early on needs to be scaffolded by breaking it down. Although there is not one way to do this, the three column evidence guide can be very effective in that it addresses the first three parts making success in the fourth part far more likely. 
At least one day should be devoted to working on the evidence guide to prepare students for the culminating assignment. At least the first few times students do this you should consider putting them in groups or pairs. You should also check students’ work and review with the class before moving on to the culminating assignment. It is possible for students to do the evidence guide well and still have significant problems with the culminating assignment; a poor evidence guide, however, will essentially guarantee failure with the culminating assignment. Not insuring it is done well is setting students up for failure. 
The culminating assignment to a close read offers a unique opportunity to determine if students understand any one or a number of standards. When reading a complex text for the first time, as in traditional assessments, students may not understand the text for a variety of reasons but most likely because of the related demands presented by unfamiliar vocabulary and background knowledge. Thus we don’t know if a student’s confusion reflects failure to understand the standard and demonstrate this understanding (as these are not the same), or rather that he or she did not comprehend the text. In other words, with a simpler text he or she may easily demonstrate understanding of the standards(s) involved. This potential confound is eliminated when standards are assessed through a culminating assignment following a close read. In this case, vocabulary has been taught and the topic is familiar to students as they have spent a number of days discussing it and addressing questions. Thus the culminating assignments following close reads are the only valid record of students’ actual understanding of the standards.


ESTABLISHING OBJECTIVES
[bookmark: TOP]Tips for Writing Objectives 
Available: http://www.okbu.edu/academics/natsci/ed/398/objectives.htm 

What are performance-based objectives?
· Performance based objectives are specific, measurable, short-term, observable student behaviors. 
· An objective is a description of a performance you want learners to be able to exhibit before you consider them competent. (Note from: http://www.uams.edu/oed/teaching/objectives.htm)
· An objective describes an intended result of instruction, rather than the process of instruction itself. (Note from: http://www.uams.edu/oed/teaching/objectives.htm)

Why have objectives?	(Available: http://www.hsc.wvu.edu/aap/aap-car/faculty-development/teaching-skills/writing_objectives.htm) 
· To provide direction to instruction.
· To provide guidelines for assessment.
· To convey instructional intent to others.

 In writing objectives, answer the question: "What should the participants be able to do?" 
(Available: http://www.usuhs.mil/che/write_objective.htm)
a. Objectives must be clear and attainable.
b. Focus on knowledge/skill acquisition or reinforcement.
c. A recommended wording format is: "At the completion of this activity, participants should be able to..." This phrase is followed by a specific performance verb and the desired learning outcome.
**Words or phrases such as know, think, appreciate, learn, comprehend, remember, perceive, understand, be aware of, be familiar with, have knowledge of, grasp the significance, are NOT measurable and should be avoided.

Writing Objectives for Lesson Plans Using Bloom’s Taxonomy and Associated Action or Performance Verbs
	Learning level
	Associated action verbs

	Knowledge
	define, describe, state, list, name, write, recall, recognize, label, underline, select, reproduce, outline, match

	Comprehension
	identify, justify, select, indicate, illustrate, represent, name, formulate, explain, judge, contrast, classify

	Application
	predict, select, assess, explain, choose, find, show, demonstrate, construct, compute, use, perform

	Analysis
	analyze, identify, conclude, differentiate, select, separate, compare, contrast, justify, resolve, break down, criticize

	Synthesis
	combine, restate, summarize, precise, argue, discuss, organize, derive, select, relate, generalize, conclude

	Evaluation
	judge, evaluate, determine, recognize, support, defend, attack, criticize, identify, avoid, select, choose




Blooms Level I: Knowledge
Exhibits memory of previously learned material by recalling fundamental facts, terms, basic concepts and answers about the selection.
Keywords:
who, what, why, when, omit, where, which, choose, find, how, define, label, show, spell, list, match, name, relate, tell, recall, select
Questions:
· What is…? • Can you select? • Where is…? • When did	happen?
· Who were the main…? • Which one…? • Why did…? • How would you describe…?
· When did…? • Can you recall…? • Who was…? • How would you explain…?
· How did	happen…? • Can you list the three..? • How is…?
· How would you show…?
Assessment:
Must be based on the demands of the standard.

Blooms Level II: Comprehension
Demonstrate understanding of facts and ideas by organizing, comparing, translating, interpreting, giving descriptors and stating main ideas.
Keywords
compare, contrast, demonstrate, interpret, explain, extend, illustrate, infer, outline, relate, rephrase, translate, summarize, show, classify
Questions:
· How would you classify the type of…? • How would you compare? contrast…?
· Will you state or interpret in your own words…?
· How would you rephrase the meaning?
· What facts or ideas show…? • What is the main idea of ……?
· Which statements support…? • Which is the best answer…?
· What can you say about …? • How would you summarize… ?
· Can you explain what is happening…? • What is meant by…?
Assessment:
Must be based on the demands of the standard.




Blooms Level III: Application
Solve problems in new situations by applying acquired knowledge, facts, techniques and rules in a different, or new way.

Keywords:
apply. build, choose, construct, develop, interview, make use of, organize, experiment with, plan, select, solve, utilize, model, identify
Questions:
· How would you use…? • How would you solve	using what you’ve learned…?
· What examples can you find to…? • How would you show your understanding of…?
· How would you organize	to show…?
· How would you apply what you learned to develop…?
· What approach would you use to…? • What other way would you plan to…?
· What would result if…? • Can you make use of the facts to…?
· What elements would you use to change…? • What facts would you select to show…?
· What questions would you ask during an interview?
Assessment:
Must be based on the demands of the standard.

Blooms Level IV: Analysis
Examine and break information into parts by identifying motives or causes. Make inferences and find evidence to support generalizations.
Keywords:
analyze, categorize, classify, compare, contrast, discover, dissect, divide, examine, inspect, simplify, survey, test for, distinguish, list, distinction, theme, relationships, function, motive, inference, assumption, conclusion, take part in
Questions:
· What are the parts or features of . . . ? • How is	related to . . . ?
· Why do you think . . . ? • What is the theme . . . ? • What motive is there . . . ?
· Can you list the parts . . . ? • What inference can you make . . . ?
· What conclusions can you draw . . . ? • How would you classify . . . ?
· How would you categorize . . . ? • Can you identify the different parts . . . ?
· What evidence can you find . . . ? • What is the relationship between . . . ?
· Can you make a distinction between . . . ? • What is the function of . . . ?
· What ideas justify . . . ?
Assessment:
Must be based on the demands of the standard.
Blooms Level V: Synthesis
Compile information together in a different way by combining elements in a new pattern or proposing alternative solutions.
Keywords:
build, choose, combine, compile, compose, construct, create, design, develop, estimate, formulate, imagine, invent, make up, originate, plan, predict, propose, solve, solution, suppose, discuss, modify, change, original, improve, adapt, minimize, maximize, theorize, elaborate, test, happen, delete
Questions:
· What changes would you make to solve…? • How would you improve…?
· What would happen if…? • Can you elaborate on the reason…?
· Can you propose an alternative…? • Can you invent…?
· How would you adapt	to create a different…?
· How could you change (modify) the plot (plan)…? • What facts can you compile…?
· What way would you design…? • What could be combined to improve (change)…?
· Suppose you could	what would you do…? • How would you test…?
· Can you formulate a theory for…? • Can you predict the outcome if…?
· How would you estimate the results for…? • What could be done to minimize (maximize)…?
· Can you construct a model that would change…? • How is	related to…?
· Can you think for an original way for the…? • What are the parts or features of…?
· Why do you think…? • What is the theme…? • What motive is there…?
· Can you list the parts…? • What inference can you make…? …? • What ideas justify…?
· What conclusions can you draw…? • How would you classify…?
· How would you categorize…? • Can you identify the different parts…?
· What evidence can you find…? • What is the relationship between…?
· Can you make the distinction between…? • What is the function of

Assessment:
Must be based on the demands of the standard.
Blooms Level VI: Evaluation
Present and defend opinions by making judgments about information, validity of ideas or quality of work based on a set of criteria.
Keywords:
award, choose, conclude, criticize, decide, defend, determine, dispute, evaluate, judge, justify, measure, compare, mark, rate, recommend, rule on, select, agree, appraise, prioritize, opinion, interpret, explain, support importance, criteria, prove, disprove, assess, influence, perceive, value, estimate, deduct
Questions:
· Do you agree with the actions/outcome…? • What is your opinion of…?
· How would you prove/ disprove…? • Can you assess the value or importance of…?
· Would it be better if…? • Why did they (the character) choose…?
· What would you recommend…? • How would you rate the…?
· How would you evaluate…? • How would you compare the ideas…? the people…?
· How could you determine…? • What choice would you have made…?
· What would you select…? • How would you prioritize…? • How would you justify…?
· What judgment would you make about…? • Why was it better that…?
· How would you prioritize the facts…? • What would you cite to defend the actions…?
· What data was used to make the conclusion…?
· What information would you use to support the view…?
· Based on what you know, how would you explain…
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    Activating Strategies for Use in the Classroom
	Written Activating Strategies
	Brief Description of the Strategy

	3-2-1
	List: 3 things you already know about X, 2 things you’d like to know about or learn more about, and 1 question related to the key concept or learning.

	KWL
	Begin the lesson with a three-column organizer: What I Know, What I Want to know, what I Learned. Have students fill in the first two columns in advance of the lesson. Return to the last column as a summarizing strategy for the lesson.

	Admit/Entrance Ticket
	This can be any “query” that prompts students’ interest/engagement in relation to the focus of the upcoming lesson. It can serve to bring background knowledge to the forefront, make connections with the previous day’s lesson, and/or generally get students to focus their thinking on the specific consideration of that day’s learning.

	Questions to the Teacher
	Have students list 3 (or any number) of questions they would like to pursue in relation to the focus of the lesson.

	Acrostics
	Give students the key word/concept which will be addressed in the lesson. Ask them to write a detail or descriptor with which they are already familiar that starts with each of the letters of the key word/concept

	Carousel Brainstorming
	On chart paper around the room (or on paper that is passed around groups), ask small groups of students (3-4) to respond to a question or statement posed at the top of the paper. (These questions/statements should represent components of their upcoming learning.) After a short period of time, student groups move on to another piece of chart paper/topic, and read what has been written about that topic and add to or respond to it. Key reminder: Ahead of time prepare the chart paper and the different topics, insuring that you have enough “stations” so that every group is at one station during each rotation. These charts and responses can be used as the lesson activator, representing the prior knowledge and current understandings of the group.

	Activating Gist/Word Association
	Students are given a grid of blanks (any number, depending on the age/level of the student and the level of complexity of the topic). Invite them to fill each blank with a word or phrase which they think of in relation to the lesson topic or lesson essential question. The words they record will capture the “Gist” of their prior knowledge or preconceived thinking.

	Journals
	If students keep journals for the course, have the activating strategy be an entry in the journal in response to a prompt related to the focus of the lesson.

	Anticipation Guide
	Provide students with 5-10 statements about the topic of the lesson. (There should be two response columns, one for before and after the lesson.) As the activating strategy, have students respond in the first column, basing their answers on their prior knowledge or predictions about the statement. Return to the Anticipation Guide at the end of the lesson and have students respond again, this time in the “After” column, as the summarizing strategy for the lesson.

	Think-Pair-Write
	Similar to Think-Pair-Share, students are given a topic/question related to the upcoming lesson, they brainstorm it with a partner, but then each student writes his/her own response.

	Think-Write-Share
	Similar to the above strategy, but the sharing follows the writing. Students think about a question related to the upcoming lesson, write a response, then share with their partners.

	Word Splash
	Students are given a “splash” of the key words from the lesson. They should write a few meaningful sentences to capture (relying on their background knowledge) using these words. 
students with key terms/words they will be encountering in the lesson and a paragraph about the topic with blanks that they should try to complete from the given list of terms.



	Written Conversations
	Using a small segment of engaging text or an appropriate question or statement to prompt student thinking about the topic or concept of the upcoming lesson, ask each student to begin writing in response. After 2-3 minutes of writing, have them exchange their papers (or pass them around) and spend 1-2 minutes responding to the writing/thinking on the paper they receive. Then have them pass the paper back (or on to a third person) and continue the process. Limit the time, using a timer or other signal, so that students are always left thinking they have more to say.

	Dear	,
	Have students write a letter or note to another person, character, political figure, etc. telling him/her something they know or think about the focus of the upcoming lesson or lesson essential question.

	Sentence Starters/Prompts
	Provide for students a sentence starter or prompt which requires them to complete the sentence or phrase. For example: One thing I already know about X is	, or One important thing I think about X is
.

	Learning Logs
	If students keep learning logs for the course, let the activating strategy be an entry in the learning log (similar to journals). The prompt for the entry may be designed to help students make connections between the previous day’s lesson and the current lesson.

	Transformed Text - Concept Preview
	In advance of the lesson, the teacher transforms a text into a different genre. For example a section from a science or social studies text which will be read during the lesson may be transformed the information into any of the following: 1) newspaper article, 2) flyer or advertisement, 3) letter from a specific viewpoint (see RAFT), 4) diary entry, 5) comic strip, etc. Present this transformed text to the students as a concept preview for the upcoming text. Ask students to capture the main idea or key points from the transformed text on an index card.

	Frayer Model
	Use this “concept definer” graphic organizer at the beginning of a lesson, choosing a key concept from the lesson to explore.
See:  http://toolsfordifferentiation.pbworks.com/Frayer-Model

	Plus/Minus/Intriguing
	The teacher should write prompts, controversial statements, etc. (related to the focus of the upcoming lesson) ahead of time to which students will be asked to respond. Have them identify the statements they agree with (+), the statements they disagree with or question (-), and the statements they find intriguing (I).

	Alphabet Game
	Divide the alphabet among the class (or groups). Each student (or group) must think of one descriptor, fact, example, etc. about the topic or lesson essential question that begins with the letter she/she is assigned. Have them share with the entire class.

	Concept Map/Word Map
	A great way to introduce and gather background knowledge about a complex topic or sophisticated concept: Have students use a graphic organizer to record what they know or believe about, 1) what the concept/term is (definition), 2) what it’s like (properties, qualities), 3) examples, and 4) non-examples. Be sure to return to the map at the end of the learning experience to revise with new knowledge and understanding.
See: http://www.readingquest.org/strat/cdmap.html

	5-3-1 (alone, pair, group)
	Pose a question/topic related to the focus or essential question of the upcoming lesson. Then have students individually brainstorm 5 answers. Then they work in a pair to come up with the 3 best. Then the pair joins with another pair to come up with the 1 most important.

	Sticky Notes
	Give students sticky notes and a question or topic (related to the upcoming lesson) to which they should respond. Have them post their notes on the board, door, wall, or a chart (that can have divisions/pros/cons, etc.). Students will return to those responses at the end of the lesson to confirm or revise their thinking.


	Give One-Get One
	Pose a question/topic connected to the focus of the lesson. Have students number their papers to 5. They should write 3 ideas/answers. Then they must talk to at least 2 more students to “get” 2 additional answers and to “give” 2 of their answers to their classmates.

	Quick Writes
	Pose a question or specific aspect of focus for the upcoming lesson. Ask students to “quick write” (write whatever comes to mind about the topic, without regard to written conventions—a brainstorming on paper) for a limited amount of time. Begin with short time periods of 1-2 minutes, because students must write the entire time.

	Cloze Activity
	To preview upcoming vocabulary and assess prior knowledge, provide students with key terms/words they will be encountering in the lesson and a paragraph about the topic with blanks that they should try to complete from the given list of terms.

	Alphabet Sequential Round Table
	Give students a grid with each letter of the alphabet in a square. In a small group, students are given a defined time to begin filling in the grid with a word or phrase that starts with the letter in the grid and which relates to the key learning of the lesson. At the signal, the student passes the grid on (and receives another). With each successive pass, students must read the concepts/ideas on the grid they receive, and then continue completing the grid, adding (not repeating) new information to each grid. At the end of the lesson, students should revisit and add to the grid with their new understandings.

	Snowball Fights
	Write preconceived notions on separate pieces of paper (these could be like the controversial statements you might include on anticipation guides), with enough pieces of paper so that every student receives one (you may have multiple copies of each notion). Ask students to respond to the statement on their paper, but not to put their names on their papers. Then they wad up the paper and toss the “snowball” (either in a box or to a designated center spot). Then each student in the class gets one of the tossed snowballs. Students then look at the snowball they received and respond to the prompt (set a time limit of 1-2 minutes tops for the response). They should then wad up the paper again and toss it, repeating the process again. Then, after the students respond to their second snowball, they should form groups of 4 to share both the preconceived notions or topics and the student responses.

	“How Do You . . . ?”
	With any skill that is a process, as a review ask students individually or in pairs to write down the steps they believe are involved. Have students return to this activating strategy at the end of the lesson to revise, based on their new learning.


	Non-Written Activating Strategies
	Brief Description of the Strategy

	Read and Say Something
	Have students read a portion of text and then “say something” to their partners in response to their reading. This can also be done in the forms of questions, where students read a portion of the text and then pose questions about what they have just read.

	Turn and Talk
	In response to a prompt or question, direct students to “turn and talk” to a shoulder partner (very similar to Read and Say Something).

	Think-Pair-Share
	Pose a question related to the upcoming lesson to the group. Allow time for students to individually process their thinking in response to the question.
Then ask them to discuss with their collaborative partners (pairs) and then share with the group or with another pair.




	Numbered Heads Together
	To gather and build background knowledge in small groups, have Collaborative Pairs “square” to form groups of 4. In each group, tell them to number themselves 1, 2, 3, and 4. Meanwhile, you assign the groups letters (A, B, C, etc.). Tell them to pull their group’s chairs close so they can “put their heads together.” Pose the 1st question out loud. Then give them 2-3 minutes to quietly discuss the answer. When you signal time is up, everyone should be silent. Then randomly call a group letter and one number (e.g., A3 or C2 or D1, etc.) Whoever happens to be that number in the particular group
– Person 3 in Group A, for example – must answer the question. If the question can be answered in more than one way, then you can call another letter and number to get additional responses.

	Quick Talk
	Establish a specified time frame (1-2 min., perhaps using a timer to signal when time is up). Then, tell students to engage in “quick talks” to express their thinking/learning about an issue related to the upcoming lesson. (Could also say: “A talks for 1 minute, B talks for 1 minute.”)

	Charades/ Improvisation/Role Play
	Have students engage in dramatic creations that predict or anticipate the learning to come in a lesson.

	Stand the Line (1 step in, 1 step back)
	Put a piece of masking tape down the center of the classroom. Have students stand on either side of the tape, about two steps away. Pose a series of prompts for which students must take a stand. Direct students to take one step in/toward the line if they agree, or one step back from the line if they disagree. Randomly ask given students to share their thinking verbally. This is a kinesthetic version of an anticipation guide.

	Red Light, Green Light
	In an open area of the classroom or hallway, engage students in the childhood game of Red Light, Green Light. When you turn as they freeze, ask one of the participants to respond to a question/prompt related to the focus of the day’s lesson. If they are unable to do so, they must return to the starting line. The first student to reach you must make a prediction related to the upcoming learning or forfeit his “win” and start all over.

	Kinesthetic Tic Tac Toe
	Draw or outline with masking tape a large tic tac toe grid on the floor (you will need to have each square about 3 X 3 or 4 X 4). Create a paper version of the grid with different prompts for the given content of an impending lesson in each square. Distribute the paper Tic Tac Toe grids to students and tell them that when you give the signal (clapping hands, flicking lights, etc.), they are to step into a square with 1-2 other people and converse with each other in response to the prompt in that square on their paper. Each time they hear/see the signal, they should move to different blocks, with different people and respond to the prompts for those blocks. Repeat the process until students have had multiple opportunities to reflect about the different aspects of the content. (Note: Be sure to establish where the top of the grid on the floor is in relation to the top of the paper version.)

	Illustration/Drawing/Cartoon/Tattoo
	Have students create an illustration, drawing, or cartoon to describe what they already know about the new topic or concept.

	Story Board
	Give students a blank “story board” and ask them to create a non-linguistic version of what they already know about the topic/essential question for an impending lesson, filling the blocks of the story board with stick figures, drawings, etc. in an appropriate sequence.

	Smiley Faces, Sad Faces or Red or Green Cards
	As a really quick assessment of prior knowledge, have the students make index cards with smiley faces on one side and sad faces on the other, or one side red and one side green. The teacher then can pose a series of questions and have students quickly indicate by holding up or flashing the appropriate side of the card to reflect their thinking.

	Thumbs Up, Thumps Down
	Similar to the objective of the Smiley Faces above, student just give a thumbs up or down sign, close to their chests, to indicate their response.



	Following Directions
	Have students guide their partners through specific steps or processes by giving detailed directions that the partner must follow explicitly. This might be modeled in a fun way using the old “making a peanut butter sandwich” game, where one person gives directions for making a peanut butter sandwich and the partner has to just the steps dictated. This is an effective activating strategy to lead into a process lesson.

	Read Alouds
	Utilizing a well-established, research-based instructional practice, do s a read aloud of a children’s book, anecdote, parable, or other text sample that provides an insight or analogy appropriate for the focus of the impending lesson. (e.g., a read aloud of Dr. Seuss’s The Lorax to activate thinking for a lesson about environmental responsibility; a read aloud of Sir Cumference and the Great Knight of Angleland by Cindy Neuschwander and Wayne Geehan to activate thinking in relation to a lesson on angles. )

	Photo Sort
	Provide/Project a collection of photographs about the topic of the upcoming lesson. Ask students to sort the photographs by predicted sequence or by subtopics (e.g., photographs of a historical period which students will be learning about might be sorted by what seems to be the logical sequence of events; photographs of various polygons might be sorted by common number of sides, etc.)

	Video Clips
	Use a brief video clip on a pertinent topic, theme, or occurrence to activate student interest in the focus of an upcoming lesson.

	Meet and Greet (or “going to a ‘Math’—or other content-- party” or “Speed Dating”)
	Ideal for a vocabulary preview or concept preview, each student is given 1 word or term to learn about (and write on an index card or perhaps do a Frayer). Then the teacher models how a person would introduce him or herself to a stranger in professional, polite conversation. The introductions in this “meet and greet” are actually the vocabulary terms being introduced and discussed. As in interpersonal conversation, the parties ask each other questions about themselves, etc. The idea is that the students go around the room, meeting and greeting all the different people/terms in the classroom.

	Twenty Questions
	Display an initial clue about the topic or key concept from the upcoming lesson. Tell students that they may ask “twenty questions” which require a yes/no response in order to figure out what that topic/concept might be.



VOCABULARY INSTRUCTION

Weekly Word Wall/ Daily Academic Vocabulary/Content Reading – 
Each classroom should display a WORD WALL listing the vocabulary words used during the current week’s course of study. The word wall should be a living organism and will grow as the year passes. Current content vocabulary should be reflected in your instructional board protocol.
Developing Academic Vocabulary									
by Beverlee Jobrack, Educational Consultant
Introduction
For many years, much of vocabulary instruction consisted of teachers identifying words and students looking up and then writing the definitions of those words. The 2001 National Reading Panel Report put a spotlight on vocabulary instruction (National Institute for Literacy 2001). The Report summarized the research that identifies the five fundamental elements of learning to read, and vocabulary, along with phonemic awareness, phonics, fluency, and comprehension was one of the five. The Report presented three key findings about vocabulary:
1. Vocabulary is critically important to readers who use the words they speak and hear to make sense of the words they see in print. Decoding without understanding what words mean is not reading meaningfully.

2. Vocabulary is critical to reading comprehension throughout the grades. A reader cannot comprehend what is read if he or she doesn’t know the meanings of most of the words. As children advance in reading, they encounter words that are not part of their oral vocabularies, which they need to learn in order to understand what they are reading.

3. Most vocabulary is learned indirectly through everyday experience with oral and written language, but some words that represent complex concepts that are not part of everyday experience must be taught directly.
The National Reading Panel Report is not the only work that has shed light on the importance of vocabulary instruction in recent years. Some studies demonstrated the critical importance of a solid vocabulary in academic achievement. Some showed the connections between vocabulary and conceptual understanding in science, math and social studies.
Others identified the most effective methods for learning and teaching new words.
This white paper summarizes the conclusions reached from research about teaching and learning academic vocabulary. 
What is Academic Vocabulary?
Given the importance of academic background knowledge and the fact that vocabulary is such an essential aspect of it, one of the most crucial services that teachers can provide, particularly for students who do not come from academically advantaged backgrounds, is systematic instruction in important academic terms. (Marzano and Pickering 2005).
Academic vocabulary includes the words that are critical to understanding concepts taught in school. Academic vocabulary focuses on specialized words, as opposed to the high- frequency words that students learn through reading and speaking. Learning academic vocabulary is not just for preparation for college. Academic vocabulary can include school- related words that form the language of learning that children encounter when they start school in kindergarten all the way through advanced placement courses they may take in high school.
Academic vocabulary development is important for student achievement throughout the grades. A profound study (Hart and Risley 1995) observed interactions between infants and their parents over a period of time. The study found that based on these interactions, some children enter preschool at age 4 with oral vocabularies that are up to two years behind their peers. These children simply haven’t been exposed to many words. This vocabulary deficit can make it seem as if teachers are speaking in a foreign language. Unless academic vocabulary is taught, a child can get behind at the earliest levels and never catch up. A
person with more expertise has a larger knowledge base, and the large knowledge base allows that person to acquire even greater expertise at a faster rate (Stanovich 1986). Thus is it critically important that academic vocabulary be taught at every level and particularly reinforced for those students who have a vocabulary deficit.
“.…those who enter fourth grade with significant vocabulary deficits show increasing problems with reading comprehension, even if they have good reading (word identification) skills. The available evidence does not suggest a substantial “catching up” process, but rather a continuing slippage relative to those with average and above-average achievement.” (Biemiller 1999).
As students’ progress in school, academic vocabulary becomes more and more specific to content studies. To support vocabulary instruction, academic vocabulary is often highlighted in instructional materials. These highlighted words are considered key to understanding the content of a particular passage or chapter. To support vocabulary instruction efforts further, several academic vocabulary word lists have been generated by publishers, academics, and state boards of education (Tennessee Department of Education 2009). These lists include academic vocabulary that is determined to be critical to content-area studies.
What Effect Does Vocabulary Have on Understanding?
Knowledge of this vocabulary will not guarantee success, but lack of knowledge of vocabulary can ensure failure. (Biemiller 1999).
Words, reason, and understanding are intertwined. The Greek word logos means “word” but also “reason,” “thought,” and “speech.” The Greek -log is used as a root in logic, analogy, geology, and anthropology. To know what a word means, helps define the thought or concept behind the word and develops understanding. Vocabulary is critical to reading comprehension.
Vocabulary knowledge is involved in a reciprocal relationship with reading ability…the relationship is one that continues throughout reading development and remains in force for even the most fluent adult reader (Stanovich 1986).
Language, along with sense perception, reason, and emotion are the fundamental ways of knowing. Of course language is only one way of knowing and yet it is an important contributor to understanding, particularly abstract concepts that cannot be experienced.
Research shows that vocabulary knowledge is a strong predictor of reading comprehension than most variables, even cognitive ability. Two-thirds of all academic English words come from Latin, French (through Latin), or Greek. Understandably, knowledge of the most high- incidence academic words in English can significantly boost a student’s comprehension level of school-based reading material. (Coxhead 2000)
People's knowledge of any topic is encapsulated in the terms they know that are relevant to the topic. For example, people who know a great deal about snow skiing understand terms such as fall line, snow plow, corn snow, unweight, powder, packed powder, green slope, blue slope, black slope, mogul, carving, and face-plant. Likewise, students who understand the content in their state mathematics standards document regarding data analysis and statistics have an understanding of terms such as mean, median, mode, range, standard deviation, and central tendency. The more students understand these terms, the easier it is for them to understand information they may read or hear about the topic. On the other hand, without a basic knowledge of these terms, students will have difficulty understanding information they read or hear (Marzano and Pickering 2005).
What does it mean to know a word? One can know a word deeply, superficially, or not at all. A knowledge continuum might include these kinds of stages (Beck, McKeown and Kucan 2002).

1. Never heard or saw the word before.
2. Heard or saw the word and know that it is related to a particular topic or concept.
3. Heard or saw the word and have a general sense of what it means.
4. Have a narrow contextual understanding of a word.
5. Can define a word in context but not use it in appropriate situations.
6. Can recall or use a word in specific contexts.
7. Know of multiple meanings of a word.
8. Can apply a word correctly and recognize inappropriate use.
9. Use the word naturally in thinking, writing, and talking.
10. Has a rich knowledge of a word’s meaning and how it relates to other words with similar meanings, roots, or affixes.
11. Has deep knowledge of a word. Can conjugate forms and use it appropriately in figures of speech, such as puns, metaphors, and understand its use in idiomatic expressions.

Vocabulary instruction can have a significant effect on concept knowledge, reading comprehension, and school achievement. Given that vocabulary is so connected to understanding and having a deep understanding of words enriches content knowledge, the most effective and efficient ways of teaching vocabulary should be part of every teacher’s repertoire.
Teaching Academic Vocabulary
Teaching specific terms in a specific way is probably the strongest action a teacher can take to ensure that students have the academic background knowledge they need to understand the content they will encounter in school. When all the teachers in a school focus on the same academic vocabulary and teach it in the same way, the school has a powerful comprehensive approach. When all the teachers in a district embrace and use the approach, it becomes even more powerful (Marzano and Pickering 2005).
All teachers can provide effective vocabulary instruction. As students advance in school, continuous vocabulary reinforcement from all subject areas can have a significant effective on student achievement.
There are an estimated 88,500 words in printed school English (Nagy and Herman 1984). It is impossible teach each one through direct instruction, nor would that be effective or efficient. Some strategies, however, are more effective than others. Strategies that are not effective include the following (Stahl and Fairbanks 1986):
1. Looking up definitions (in the absence of other strategies).
2. Providing only one or two exposures to a word.
3. Drill-and-practice methods of instruction that involve multiple repetitions of the same type of information.
 
Effective Vocabulary Learning Strategies
If simply having students look up vocabulary words in a dictionary and write the definitions is not an effective teaching strategy, what is? Below are basic strategies that have been identified as effective for acquiring vocabulary (M. F. Graves 2006).
1. Use context to unlock the meanings of unknown words.
· Read carefully and ask yourself, “Does this make sense?”
· Notice when you don’t know the meaning of a word and slow down.
· If necessary, reread the preceding sentence looking for clues to the word’s meaning.
· Substitute your meaning for the unknown word to see if it makes sense. If not, go back again.

2. Use word parts (prefixes, suffixes and roots to unlock the meanings of words.
· More than 60% of new words can be broking down into parts. Then students can use their word parts to figure out their meanings.

3. Use dictionaries and related reference tools. Learn to use an appropriate dictionary.
· Find the word and read the whole definition.
· Think about multiple meanings.
· Decide which definition makes sense in the passage you read.

4. Develop strategies for dealing with unknown words.
· Recognize unknown words.
· Decide if you need to understand it to understand the passage.
· Attempt to infer the meaning from context.
· Attempt to infer the meaning from word parts.
· Attempt to sound out the words to see if it is familiar.
· Use the dictionary or other resource.

5. Adopt a personal approach to building vocabulary and to developing word consciousness.
Multiple exposures to a word, particularly in different contexts, are also important to securing vocabulary (Laflamme 1997).
 Selecting Words to Teach
The first step in teaching academic vocabulary is to identify the words to teach. These may include the words that are highlighted in the reading materials, along with words that appear on state lists, coupled with words that are suggested or identified in the classroom.
Some words are critical to understanding a concept; for example, understanding the difference between mean, median, and mode will help to critically evaluate data.
Other words may be useful, but not critical to understanding. Some words may be interesting but not useful to understanding a concept. It is wise to take time to identify the small selection of words that will have the most effect on student understanding.
Deciding the Most Effective Way to Teach Vocabulary
Once words have been selected, the next step is to determine the most effective methods to teach the words. Different words lend themselves to different strategies:
Context: 
Some words are best learned in context; for example, if students are studying parts of a flower, the stigma and sepal would probably be best taught in context with the more familiar terms, petal and stalk.
Categorization: 
Some words are best understood when they are related to words that are similar or opposite in meaning; for example, the word pelf can be related to wealth or riches, although it conveys the idea of ill-gotten gains. Antonyms would include poverty, need, or want.
Word Parts: 
Word parts and word derivations are valuable tools to making meaning of words. Knowing that the word pelf is related to pilfer, for example, may help in deepening understanding.
Six-Step Strategy:
For teaching specific vocabulary, the following six steps form a strategy shown to be highly effective (Marzano 2009). This strategy works at every grade level, from kindergarten to high school. It provides multiple exposures to a word in a variety of contexts and is most effective when all the steps are used. Employing the whole process promotes student achievement much more effectively than using any step individually.
1.  Provide a description, explanation, or example of the new term.
2. Ask students to restate the description or explanation in their own words. (The results are not as strong when students copy the teacher’s explanation instead of generating their own.)
3. Ask students to construct a picture, pictograph, or symbolic representation of the term. (This step is crucial. When students do this step well, achievement soars.)
4. Engage students periodically in activities that help them add to their knowledge of the terms in their vocabulary notebooks.
5. Periodically ask students to discuss the terms with one another.
6. Involve students periodically in games that enable them to play with the terms. (Games engage students at a high level and have a powerful effect on recall.)

Summary
The attention drawn to the important role of vocabulary in reading also unveils the importance of academic vocabulary and the most effective ways to teach vocabulary. Academic vocabulary is a critical element in concept understanding. Teaching academic vocabulary can begin when children enter school in the primary grades and develop over time to include specific terms that represent key concepts in content area studies.
The most effective strategies for teaching academic vocabulary involve multiple exposures to new words in a variety of contexts. This type of instruction leads to deep understanding of words and concepts. Given the importance of vocabulary in reading comprehension, as well as academic achievement, empowering all teachers with effective strategies for vocabulary instruction has the potential to have dramatic positive effects on student achievement.



REHS NOTETAKING
Cornell Note Taking for Writing, Summarization, and Review
	Topic:

	What this means / Details

	Main Ideas/ Vocabulary/Concepts
	

	Summary:







Process Notes 
	Write the question.
	Find 3 consecutive even integers whose sum is -12. 

	List clue words and facts.
	Consecutive
Integers
Sum 
-12

	Identify the variable(s).
	x = the least even integer
x + 2 = the next greater even integer
x + 4 = the greatest of the three even integers

	Make a drawing.
	x    x + 2   x + 4

	Choose a strategy.
	Problem Solving Using Equations

	Solve the problem.
	 x + (x + 2) + (x + 4) = -12
      3x + 6 = -12
       3x = -18
        x = -6


	Write your answer in a
complete sentence that
answers the question.
	 
We know that x + 2 = -4 and x + 4 = -2 so the integers are
-6, -4 and -2.
 

	Checks:
 Credibility (Does your
 answer make sense?)
 
 Mathematical
	 
Yes, x is the least even integer.
 
-6 + (-6 + 2) + (-6 + 4) = -12
      3(-6) + 6 = -12
       3(-6) = -18
        -18 = -18 
 




OTHER STRATEGIES FOR WRITING AND ORGANIZING TO LEARN
D-R-T-A  		for Expository Text (Before Reading Strategy)
What is it?		Directed Reading/Thinking Activity for expository text
			is a procedure to guide students to:
1. Activate prior knowledge for the topic
2. Hypothesize about what might be addressed
3. Establish purposes for reading.

How to do it?		STEP 1
			Recalling prior knowledge and setting purposes for
			reading. At the beginning of a chapter, unit, or article, 
			ask and record responses to the following?

· What do you know about…?
· What do you think you know…?
· What’s your best guess…?

STEP 2
Reading to confirm prior knowledge and add to prior 
knowledge.

· Read the article.
· See if you can find information on predictions made.
· See if you can find answers to your questions.

STEP 3
Confirming, rejecting, or adding to prior knowledge and 
invite further investigation.
· What did you discover? Confirm? Or refute?
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	Word
	Meaning
	Characteristics
	Picture/example

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	





CHECKING FOR UNDERSTANDING & ASSESSMENT STRATEGIES

Formative (Informal) Assessment Strategies
Most of these activities can also be thought of as engagement strategies in addition to assessing what students know and can do. Teachers should use a variety of assessment strategies(at least 3) each day to account for variations in student learning style.
	ACTIVITY
	DESCRIPTION

	Quick Write
	Student writes for 2-3 minutes about what he heard from a lecture or explanation/read/learned. Could be an open-ended question from teacher

	12 Word Summary
	In 12 words or less, have students summarize important aspects of a particular chunk of instruction or reading.

	3-2-1
	Students jot down 3 ideas, concepts, or issues presented. Students jot down 2 examples or uses of an idea or concept.
Students write down 1 unresolved question or a possible confusion.

	Muddiest Point
	Students are asked to write down the muddiest point in the lesson (up to that point, what was unclear)

	Quick class check
	Give students paper plates, index cards, whiteboard, or large sheets of paper when they enter. When asking a question have ALL students write the answer and at your signal, have ALL students hold up the plate (or whatever) so that you can see who/ how many got the answer. Discussion to elaborate can follow.

	Class vote
	Present several possible answers or solutions to a question or problem and have students vote on what they think is best.

	Idea Wave
	Each student lists 3-5 ideas about the assigned topic. One volunteer begins the “idea wave” by sharing his idea. The student to the right of the volunteer shares one idea; the next student to rights shares one idea. Teacher directs the idea wave until several different ideas have been shared. At the end of the formal idea wave, a few volunteers who were not included may contribute.

	Tickets to enter and exit
	Teacher asks students a specific question about the lesson. Students then respond on the ticket and gives to teacher, either on their way out or on their way in the next day. Teacher can then evaluate the need to re-teach or questions that need to be answered.

	Four Corners
	Teacher posts questions, concepts, or vocabulary words in each of the corners of the room. Each student is assigned a corner. Once in the corner, the students discuss the focus of the lesson in relation to the question, concept, or words.
Students may report out or move to another corner and repeat. After students have moved, as a writing assignment they should be encouraged to reflect on changes in opinion or what they have learned.

	Give One/Get One
	Students are given papers and asked to list 3-5 ideas about the learning. Students draw a line after their last idea to separate his/her ideas from classmate’s lists.
Students get up and interact with one classmate at a time. Exchange papers, read your partner’s list, and then ask questions about new or confusing ideas.

	Concept Mapping
	Explain/ model a concept map. After lecture, explanation, or reading, have students fill in concept map (partner or individually). Report out.

	Flash Cards
	After 10 minutes into a lecture or concept presentation, have students create a flash card that contains the key concept or idea. Toward the end of the class, have students work in pairs to exchange ideas and review the material.





	Learning Cell
	Students develop questions and answers on their own (possibly using the Q- Matrix). Working in pairs the first student asks a question and the partner answers and vice versa. Each student can correct the other until a satisfactory answer is reached. (Good way to encourage students to go back to the text book).

	One Minute Paper
	Teacher decides what the focus of the paper should be. Ask students “What was the most important thing you learned? What important question remains unanswered? Set aside 5-10 minutes of next class to discuss the results.
May be used in the middle of a class also.

	Signal Cards/thumbs up-thumbs down
	Create cards to check for understanding. green means “I got it”, yellow means “I’m not sure, Maybe”, and blue means “I’m lost. I have questions”

	Transfer and Apply
	Students list what they have learned and how they might apply it to their real lives. Students list interesting ideas, strategies, concepts learned in class or chunk of class. They then write some possible way to apply this learning in their lives, another class, or in their community.

	Circular check
	Students in groups are given a problem with a definite answer (good for math & science). First students completes first step without contribution from others in group and passes it to the next student. Second student corrects any mistakes and completes next step, again with out input from the group. Problem gets passed to next student and the process continues until the group has the correct answer.




CLOSURE ACTIVITIES
CLOSURE is what the instructor does to facilitate wrap-up at the end of the lesson - it is a quick review, to remind students what it was that they have learned (or should have learned) and allows you to see where the students are to assist you in planning for the next lesson. IT SHOULD NEVER BE OMITTED FROM A LESSON!
The intellectual work should be done by the students – not the instructor summarizing for the students and telling them what they learned. 
Closure allows students to summarize main ideas, evaluate class processes, answer questions posed at the beginning of the lesson, and link to both the past and the future, or in other words – MAKE MEANING.
Closure is an opportunity for formative assessment and helps the instructor decide:
1. if additional practice is needed
2. whether you need to re-teach
3. whether you can move on to the next part of the lesson

Closure comes in the form of information from students about what they learned during the class; for example, a restatement of the instructional purpose. This information then provides a knowledge of the results for the teacher, i.e., did you teach what you intended to teach and have the students learned what you intended to have them learn?
Lesson Closing in a nutshell – can be one or some combination of the purposes below. It should be a meaningful end to the lesson.
• Reviewing the key points of the lesson. 
• Giving students opportunities to draw conclusions from the lesson. 
• Describing when the students can use this new information. 
• Previewing future lessons. 
• Demonstrating student’s problem-solving process. 
• Exhibiting student learning. 
• Creating a smooth transition from one lesson to the next lesson.

54 Quick Closure Activities
	Title
	Synopsis – (note: most of these work best in group settings and benefit from the synergy of a well-functioning group)

	1. Cornell Notes
	Notes can be used in a variety of ways. Completing the summary, checking with a partner for completeness, comparing to teacher’s idea of what the key ideas were. http://coe.jmu.edu/learningtoolbox/cornellnotes.html

	1. Journal Entry
	Each day students write about 3 questions What did I learn today, this connects to what I know about, What I learned about today can help me later when (use of a journal could incorporate most of these other closure examples) http://content.scholastic.com/browse/article.jsp?id=3583

	1. Exit Pass
	Student must answer in writing questions or reflect in some way about the learning before being allowed to leave the room.
Math example – work a question from the material covered during the lesson, use as formative assessment for the following day, sort into piles: got it/ didn’t get it or minor errors / conceptual errors

	 Examples
	J I really understood this idea…
K I have a few questions about… before I can say I understand
L I don’t even know where to start on …
 
! I am excited about…
: I’d like to learn more about…
? a question I have is…
  
 This point is really clear.
 One thing that squares with things I already know is…
 An idea that is still going around in my head is…
 

	1. You’re stuck here until…
	This is a variation of the exit pass and great for a 90-30 second gap before dismissal. Depending on time, have students discuss the day’s vocabulary and then they have to define one word in their own words, to you, before they go out the door. If they are having difficulty, have them step to the side and listen to several other students and then try again. This should be framed in good humor, not in a punitive way.

	1. 3-2-1
	3 things they learned, 2 things they have a question about, 1 thing they want the instructor to know – post-its, index cards, whatever
 

	1. Whip Around
	Students quickly and verbally share one thing they learned in the class today. You can have them toss a ball from one to another or just have volunteers. (Caveat – you have to have a safe trusting environment. I have seen this done where kids chose others based on their perception that the student won’t have anything to say.)
 

	1. Fishbowl
	Student writes one question they have about the topic of this lesson. This can be something for which they know the answer or for which they want an answer. Form an inner and outer circle. Share question with the person in front of you see if they know the answer, switch who is asking question, if time rotate to a new partner

	1. Summary Paragraph
	What was learned today – be specific with examples!

	1. Explain a Procedure
	Write to an absent student and explain how to ……..

	1. Here’s How…
	Students write a detailed explanation of a procedure - with an example to demonstrate their understanding of the concept. They then give their partner the un-worked example and the detailed instructions and have the partner work the example from the directions. Then they peer edit the procedures for clarity.

	1.  
	Students prepare a “cheat sheet” that would be useful for having during a quiz over the day’s topic.

	1. Three W’s
	Students discuss or write 
· ·   What did we learn today ?
· ·   So What ?(relevancy, importance, usefulness) 
· ·   Now What? (how does this fit into what we are learning, does it affect our thinking, can we predict where we are going) 

	1. Pair / Share
	Tell the person next to you 2 (3,4,5,…) things you have learned today, then the groups report out.
Variation is to have students Think/Write/Pair/ Share
 

	1. Gallery Walk
	Students create graphic representations of their learning and post them. Students can either share out the posters or students can move from station to station – writing questions or comments, noting similarities and differences, reflect on what they might do differently if they were to repeat the process.

	1. Choose from the Daily Dozen
	Student choose two questions from a generic list to respond to about the day’s lesson. (list at end of article)

	1. Quiz
	Could be daily or intermittent. 2-4 questions to show what they learned. Small individual whiteboards work well for a formative assessment and reduces the paperwork. Don’t forget to ask conceptual questions!

	1. Thumbs Up / Thumbs down
	Pose some questions that can be answered thumbs up/down/ sideways, ask for explanation of the decisions.

	1. Quick doodles
	Doodle/draw two or three concepts presented in the lesson - -may include words or numbers.

	1. Key Ideas 
	Students list the key ideas from the lesson and why they were important.

	1. “What am I?” (riddles for key terms)
	Have students construct clues (riddles) about the key terms and quiz partners or the room

	1. Jeopardy
	Teacher gives answer. Students create the question. This works well with dry erase boards. http://www.hardin.k12.ky.us/res_techn/countyjeopardygames.htm

	1. Be Alex Trebek
	Student poses answer/question to group about lesson –responses should come from other students, not the teacher

	1. Be the Teacher
	Students present three key ideas they think everyone should have learned. Could be done with a group or individually –responses can be either oral or written.

	1. The Five W’s
	Students explain the who, what, where, when, why and how of the lesson.

	1. Credit Cards
	Students are given an index card and required to state the lesson’s objective and if they feel that objective was met. Credit given for participating.

	1. Postcard 
	Students are given an index card and they write a postcard to their parents explaining the day’s lesson.

	1. Pros and Cons
	Students list pros and cons of the issue discussed in class (might be a challenge in a math class.)

	1. So What’s Up With ….?
	Students raise questions about something they either were unsure about or need clarification. Can be done orally or written.

	1. Quiz Master
	Students prepare a short quiz (+ 5 questions with answers) At least 2 of the questions must start How…? or Why…?

	1. Journal Entry
	Each day students write about 2 things they learned (use of a journal could incorporate most of these other closure examples.)

	1. I Care Why?
	Students explain relevancy of the concept to their life or how they might use it.

	1. It Fits Where?
	Students create a “time line “ of the concepts taught (sequence the concepts) or explain a connection to something else they know.

	1. Element of Surprise
	Students receive an envelope containing a card with a word or phrase selected by the teacher. Students discuss the concept and list the content-specific vocabulary necessary to discuss it.

	1. Numbered HeadsTogether
	Students in groups of up to five are numbered sequentially. As a group they create a list of 3-5 things learned in the lesson and then the teacher calls one number from each group to report to the class something they learned. 

	1. We Learned What?
	Students write open ended questions on index cards. Two students are selected to come forward. The first student draws a question card and poses the question to the class. After the class discusses the question and answers with their partner - the second student draws a student name card to respond to the question. (These questions could also be used to launch the next day’s lesson.)

	1. We’re Going Where?
	Students predict the topic of tomorrow’s lesson – be sure to refer to the predictions the next day as either an opener or in closure.

	1. It Looks Like This
	An actual object or model that directly relates to the lesson is shown and students explain how it connects to the day’s concept.

	1. Sell It To Us
	Write a jingle that explains the main idea of the lesson.

	1. Commercial 
	Students write a 1 – 2 minute commercial to use at home when asked, “What happened in math class today?”

	1. 4 box synectics
	Synectics connect unrelated ideas through metaphor. Students have a sheet with four boxes. In each box is a stem. Solving equations in like eating and orange because…” “Solving equations is like driving a car because…”

	1. Anticipation Guide
	Students will evaluate 4-6 statements related to the lesson based upon prior knowledge (usually by labeling them True/False or Agree/Disagree) and revisit their responses at the end of the lesson after exposure to new information.

	1. Key Words
	Select five key words used in the lesson. Ask the students to try to identify these words and write them down. Compare our key words to the students’ key words to see if they were able to identify the key ideas/concepts of the lesson.

	1. Outline
	The teacher provides an outline that includes the main points of the lesson. Students supply the details needed to complete the outline.

	1. Parking Lot Chart
	As students raise questions and share ideas during the lesson, write them on the parking lot chart. Revisit these questions at the end of the lesson, allowing students to answer questions and respond to others’ ideas.

	1. Semantic Mapping
	Write a concept or phrase from the lesson on the chalkboard or on a chart. Ask students to write words that relate to the concept or phrase around it.

	1. Footprints
	Students are given a footprint on which they will write what new knowledge or understanding they are “walking away” from the lesson with.

	1. S-T-O-P Summary
	Students summarize the lesson by completing the following sentences: We Started the lesson…., the Topic was……, Our Opportunities for practice were…., the Purpose of the lesson was…

	1. Headlines
	Students write news headlines for the lesson or topic discussed in class. For example, “Compose a headline describing the results of today’s science experiment.”

	1. Pick a Card 
	Students write a question related to the lesson on index cards. The cards are collected and placed in a container. The teacher asks a student to select a card, read the question, and randomly call on another student to answer the question. 

	1. K-W-L chart
	Students begin the lesson by listing everything they Know about a topic. This information is recorded in the K column of the chart. Students then generate a list of questions about what they Want to Know about the topic. These questions are listed in the W column of the chart. After the lesson, students answer the questions that are in the W column. This new information that they have Learned is recorded in the L column of the KWL chart.

	1. Narrator
	Videotape the lesson. Play a segment of the lesson. Turn down the volume and have students become narrators. This could also be done with videos already in existence on the internet. There is an abundance of youtube videos (khanacademy.org) and powerpoints that students could narrate already out there.

	1. Cl OSE R
	Graphic organizer – Concept Learned, One Specific Example, Relevance (graphic at end of article)

	1. Create a chant
	Groups construct a chant based on the military marching patterns

	1. SUPU
	Stand up, pair up – pair based on some criteria and share an idea about the lesson you found interesting/confusing/worth remembering





 4. Classroom
Operational
Procedures 
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ATTENDANCE (Student)
Attendance and grades recorded in SMS are considered vital sources of information in school and legal matters. Keep accurate records in addition to following daily procedures required by the administration. Attendance must be entered at the beginning of each class period. It should also be recorded in a grade book (especially for the first 4 weeks of each semester due to potential schedule changes). DO NOT ALLOW STUDENTS TO TAKE ROLL OR RECORD ATTENDANCE IN SMS. THIS IS THE RESPONSIBILITY OF THE TEACHER.

Student records in SMS and roll books (electronic and handwritten) are legal documents and should be handled with confidentiality and extreme caution. At any given time, the Board of Education or Juvenile Court may request proof of a student’s grade and/or total number of excused or unexcused absences. Hard copies of attendance must always be maintained and submitted at the end of the year. 


CELL PHONE CONTACT WITH STUDENTS

District employees shall not contact students via telephone, email, text message, Twitter, social networking websites or other electronic communications except regarding school related matters and as otherwise authorized by law, Board policy, and/or administrative rules and regulations.

STUDENT POSSESSION & USAGE OF CELL PHONES
The increase in use of cell phones and personal communication devices by students during the school day has become far more than a distraction in the school environment. These devices are being used by students as a means of cheating on tests, taking inappropriate pictures and video of students and staff for sharing and posting across the internet, threatening and/or bullying other
students, and engaging in an excessive amount of social interaction during instructional time.

Therefore, all students are banned from possessing any type of phone or personal communication device that is turned on or in visible/audible use at any time during the regular school day. For the purpose of this policy, possession means being found in any article of clothing, purse, book bag, carry bag, or in any location on school property other than the approved storage location as written and approved by school officials. Students who wish to
carry a cell phone with them to and from school must keep the device turned off and stored (e.g., kept in the student's assigned locker or other school approved location at all times during the entire school day), unless otherwise determined by the principal. District security officials may, if they have reasonable suspicion to do so, search any cell phone brought onto any
SCBE property which includes but is not limited to parking areas. For the purposes of this policy the school day includes the entire day from the school start time or bell that indicates the start of the school day until the final dismissal time of the school day. The school is not responsible for any loss or theft of the device while on school property.

A student found in unauthorized possession of any type of cell phone or communication device during the school day shall have the device taken from him or her and kept by the school Principal, administrative designee, faculty, or staff member until the parent is notified. The parent may pick up the device at the time and location designated by the principal. Thereafter, the parent may pick up the device from the principal after 3 days. Any subsequent violation shall result in the device being taken from the student and retained until further notice or at the principal’s discretion. Thereafter, the parent may pick up the device by appointment. Moreover, for such subsequent violation of this policy, the student shall receive additional consequences in accordance with the district-wide discipline policy.

The District does not take responsibility for confiscated items and will not compensate the owner for any phone lost, stolen, or damaged confiscated items while in the custody of the school or District.

COMMUNICATION WITH PARENTS 
Raleigh-Egypt High School’s Core Beliefs concerning Parental Involvement
· Parental involvement significantly improves student performance.
· Educators and parents want children to learn and succeed. Each must believe in the other’s commitment to this goal.
· Educators are experts on teaching and learning; parents are experts on their children.
· We welcome parent involvement in many different ways.
· We must help parents build their skills so that they can nurture their children.
· We commit to:
· informing parents about what the children are learning and how parents can help.
· early disclosure of children’s difficulties.
· a positive, caring approach to addressing children’s individual needs.
· providing a staff that works closely with children and instills a love of learning.
· providing for weekly communication with the parents and teachers through the use of PowerTeacher, Emails, Phones calls, conferences and written communication
· contacting every parent of any failing student or disruptive student before progress reports and before report cards are issued. 
Clear and Frequent Communication means as teachers and staff members, we will
· Inform parents when they can reach their child’s teacher and how.
· Provide parents with a list of important numbers and email addresses that they can place by the telephone.  
· Consider developing a parent telephone tree or other structure to provide all families with current information.
· Listen actively and reflectively during face-to-face and telephone communications. 
· Inform parents frequently about the good things their child is doing.
· Make a special effort to communicate with parents and caregivers who do not initiate contact or are typically the “no shows”. 
· Learn about students’ family situations, languages spoken in the home, cultural backgrounds, and lifestyles through open house, luncheons, picnics, evening coffees, and home visits.
· Identify parents’ talents and interests. 
· Involve parents as assistants, specialized resources, experts, and in other volunteer capacities to help the teacher and students.
· Make full use of all options to enhance personal communications. 
Inform parents via phone calls or face to face conferences about homework, academic, and behavior problems as soon as they arise.

CLASSROOM MANAGEMENT IDEAS
· Establish a routine and follow it. Students need to know what to do, how to do it, and when to do it. Students like routines and tend to become disruptive when they are not followed.
· Feel comfortable with yourself, with your students, and with your content. Students feel secure with a confident teacher.
· Expect your students to conduct themselves in socially acceptable ways. Students tend to live up to what is expected.
· Present lessons that are interesting, relevant, and at an appropriate level of instruction. Material that is too difficult or too easy will cause students to lose interest and become disruptive.
· Vary your methods of presenting material.
· Always be prepared. Students will take advantage of the opportunity if you are not.
· Prevent problems before they happen.
· Show that you genuinely respect your students. Give them evidence through your actions: listening to their ideas and concerns, having friendly chats with them, smiling often, finding something to laugh about, accepting them, and giving lots of encouragement and praise. Give your students love and understanding so that they can learn to give it in return.

DISCIPLINARY ACTIONS
We believe that the dignity and respect for all of our students should always be confirmed. We should respect our students' personal circumstances and always understand where our children come from. In keeping with this belief, we must think differently when disciplining our students. Our goal is to create a caring community and a responsive classroom. Think about the following points as you work to build a caring classroom community:
· Know your children, know their resources and align this knowledge with your response to each child.
· Have a clear vision of what you want to happen in your classroom; otherwise, you'll have chaos.
· Look within yourself - your classroom practices for solutions to consistent behavioral concerns.
· Classroom rules should be stated positively.
· Discipline should be proactive.

When we teach children pro-social behavior, care of materials, safety, voice control, and appropriate ways to dispel anger, we need to model these behaviors ourselves. We must demonstrate the same Respect and concern for the child that we show when we interact with adults, or when we teach new concepts to children in other areas such as language arts and science. We would not remove children from the group for not immediately grasping the properties of water; neither is it appropriate teaching to remove children from the group for not understanding the value of verbal communication over physical aggression.

Common Discipline Problems				Techniques to Stop Them 
Talking out of turn 						Physical proximity 
Discussion with neighbors 					Signaling a student 
Interrupting 							Polite requests 
Inappropriate silliness 					Role reversal 
Blurting out 							Merit system 
Rudeness							Model respect
Chewing gum 							
Serious Discipline Problems 				Techniques to Stop Them 
Ignoring warnings or reprimands 				Isolation 
Continuing misbehavior/talking 				Teacher-student conference 
Tardiness 							Calling parents 
Not turning in work 						Parent Conference
Gang Activity, Fighting, Bullying				Administrative Referral
Classroom Interventions
· Discussed during classroom meeting
· Contact with parents (continuous)
· Positive Communication
· Role Playing
· Student Conference
· Weekly Reports/Parent's Signature
· Community Resources (Mentors, Adopters)
· Tutoring
· Peer Tutors
DISCIPLINE
School administrators and teachers are charged by Tennessee State Law with ensuring the safety and discipline of students for the time they are required to be on school premises during the regular school day. State law designates school administrators and teachers as standing in loco parentis.

If you work with large numbers of students, you will have to administer discipline. As a teacher, you will be expected to handle your own discipline problems. Sending kids to the office is considered a last resort because it suggests that the teacher cannot handle the problem. The best defense against behavioral problems is an exciting engaging, curriculum. When students are interested in their classes and their minds are being challenged, they do not have time for misbehavior. In all classes, the teacher’s aim should be to deal with discipline quickly and efficiently, without cutting into class time. Good teachers practice effective classroom management & preventive discipline.
In order for effective teaching to occur, a controlled classroom climate is essential. It is the responsibility of the teacher to maintain a classroom climate conducive to learning. Teachers have the cooperation and assistance of the Principal, Vice Principal, Assistant Principal, and principal designees in disciplinary matters.

The Disciplinary Referral Form asks for the previous actions by the teacher before referring the student to the Principal or Assistant Principals. After progressive discipline measures have been exhausted, then write the referral. All referrals must include documentation of a parent call and comments. In an emergency (i.e. physical or verbal altercation), the teacher should complete the Disciplinary Referral as expeditiously as possible after the altercation. Students should be referred to one of the administrators for major problems that cannot be handled in the classroom or if (after a documented parent conference) the problem persists. Once a student has been referred to the office, the discipline administered rests solely with the administrator.
Disciplinary referrals are necessary and are subject to serve as legal documentation.

Teachers Should Avoid
a. Physical “handling” of students.
b. Scathing, hypercritical, derogatory remarks and name calling. 
c. Verbal remarks that demean, belittle, or affront students’ self-esteem.
d. Exposing the students’ confidential information, i.e. special education designation or family circumstances.
d. Addressing students by using vulgarities. 
The use of vulgarity and profanity is unacceptable behavior. Do not engage in a verbal confrontation with students. Please remain professional. 
e. Leaving the classroom to bring the student to the office. Please call the office to have a student removed from a classroom.
f. Sending students to the office. 
g. “Taking” a cell phone or electronic device from a student. The teacher should ask or demand the student to relinquish a cell phone. Place the device in an envelope with the student’s name and date on the outside and submit the phone to an administrator. If the student refuses to hand over the device, then simply document the infraction and refer that student to the office. 

Under no circumstances should a teacher “put a student out” of the room. 

STUDENT USE OF COMPUTERS 

Students will be allowed to use email and have Internet access for educational purposes only. For 
Internet use, an Acceptable Use Agreement must be signed by each user and kept on file in the librarian’s office. Teachers must monitor students’ computer usage when students are assigned to each class. All files, Internet use, and emails are subject to SCS review at any time.

Students shall not transmit personally identifiable or personal contact information about themselves or others, except the student's e-mail address, without prior consent by the parent and the teacher. Personally identifiable or personal contact information shall include name, address, telephone number, photograph, social security number, school name, and classroom. 
School web sites cannot include pictures or names of students without prior written consent of the parents and teacher. All other personally identifiable information (e.g., address and phone number) is strictly prohibited on a web site. 

Rules for Use of the District’s Telecommunication Network 
All users, including students, employees, parents, contractors, and any other person using the District’s network, shall comply with the following rules: 
• The District’s network may be used only for educational and professional purposes consistent with the District's goals. Commercial use (advertisements, business logos, etc.) of the District’s network is prohibited, unless specifically permitted in writing by the Department of Communications. A list of school adopters is permitted. 
• Users will only use District-approved e-mail applications. 
• Users cannot use the Internet to create, access, or transmit information that is obscene or vulgar, that advocates dangerous or illegal acts or that advocates violence or hatred toward any group. Written approval by the teacher and the parent may be required when a research project involves accessing information on the Internet relating to dangerous or illegal acts or violence or hatred toward a group. 
• Personal employee information must be given out only in an instructional context or in the performance of District business. 
• Materials that are offensive, threatening or that otherwise are intended to harass or demean recipients must not be transmitted, including jokes that are intended to offend, harass or intimidate. 
• Files, data or information of others must not be improperly accessed or misused. 
• Plagiarizing is prohibited. Plagiarism means to steal and pass off the ideas or words of another as one's own. Users cannot use another's ideas or words without crediting the author. 
• Copyright infringement is a violation of federal law. Users should be aware that most of what is on the Internet is protected by copyright. Copyrighted materials include, but are not limited to, writings, articles, web pages, designs, music, videos, and software. The illegal installation, use, or transmission of copyrighted materials is prohibited. 
• Web sites cannot display photographs or videos of employees or individuals not affiliated with the District without the individual's prior consent, unless the individual is an historic figure or a public figure. 
Prohibited Uses 
The District prohibits the use of SCS’s electronic system in ways that are inappropriate, disruptive, offensive to others, or harmful to morale. Examples of prohibited uses include but are not limited to: 
• Unauthorized transmission of confidential information pursuant to TCA 10-7-504 (Confidential Records). 
• Downloading, installation and use of programs that infiltrate computing systems and/or damage software components, including "viruses," "worms, trojan horses, trap door programs codes, or other malicious codes." 
• Downloading, installation and use of any program or software without prior written authorization of the Division of Information Technology. 
• Intentionally disrupting network traffic, crashing the network, or gaining unauthorized access to the files of another user. 
• Using inappropriate language in any type of communication on the SCS network. Inappropriate language includes, but is not limited to, language that is vulgar, profane, abusive and threatening. 
• Using the SCS network to personally attack, harass, or threaten another person or intentionally or recklessly publishing false information about another person 
• Private use of the District’s network. Incidental personal use by employees during lunch and break times is permitted. 
• Illegal use of the SCS network. 
• Using the District’s network for political lobbying. 
• Anonymous communications. 
• Mass e-mailing of unsolicited or unwanted messages ("spamming"), including text, software, video images, graphics. 
• Playing computer games, unless part of an educational program.
• Falsifying, concealing, or misrepresenting the user's e-mail identity ("spoofing"). 
• Forwarding messages without the knowledge and permission of the original user, except in circumstances in which forwarding is customary or expected. 
• Downloading music and sound recordings without prior approval. 
• Any action which violates existing Board policy, or local, state or federal law. 

Review and Monitoring 
1. The District reserves the right to review, monitor, and restrict at any time information stored on or transmitted via the District’s network and to investigate suspected inappropriate use of resources. 

2. The District reserves the right to monitor and read e-mail communications. USERS SHOULD HAVE NO EXPECTATION OF PRIVACY IN E-MAILS TRANSMITTED, RECEIVED AND STORED ON AND THROUGH THE SCS NETWORK. 

3. Correspondence in the form of electronic mail may be a public record under the state of Tennessee’s public records law and may be subject to public inspection. 

4. The District may monitor or review user’s Internet activity at any time. Users should have no expectations of privacy in their Internet traffic and activities.

Sanctions for Violations of this Policy 
Violations of this policy or the required agreements may result in loss of access to the District’s network. Additional disciplinary action may also be taken, including suspension/expulsion for students and termination of employment for employees. When applicable, law enforcement agencies may be involved. 

Responsibility
A. Principals are responsible for ensuring that school personnel are trained and have appropriate authorization to access SCS telecommunications networks, and for reviewing and approving all information published by their schools. 

B. Executive staff is responsible for ensuring that all employees, vendors, contractors and guests within their jurisdiction are trained and have appropriate authorization to access the telecommunication networks, and for reviewing and approving all information published by their departments. 

C. Teachers are responsible for ensuring that students are trained to use the district's telecommunication networks. Teachers are responsible for monitoring use of the Internet in their classrooms. 

D. Users of the district's telecommunication networks, including contractors, consultants and parents, are responsible for complying with the provisions of this policy, the pertinent administrative rules and regulations, and the acceptable use policy agreement. 

E. Any questions concerning this policy, the pertinent administrative rules and regulations, or the acceptable use policy agreement should be directed to the department responsible for Information Technology. 

F. The Board is responsible for ensuring that board members comply with the pertinent provisions of this policy. 

G. The Division of Internal Audits is responsible for determining if this policy is followed. 

H. The Superintendent is responsible for ensuring that this policy is followed. 


HALL PASS USE
Only one child may be excused from the classroom at a time. That child must possess a hall pass from the teacher. Only one person per hall pass at one time. Multiple students should not be sent out of the class unless there is an issue of trust regarding a specific errand. A pass must be used at all times –do not send kids across the hall, down to the restroom, or to their lockers without a hall pass. Each team should develop a plan to prevent hall pass abuse.


GUIDANCE SERVICES

The Professional Guidance Office is available for assisting with college/career planning, assistance in resolution of conflicts or personal problems, scheduling, behavior plans, S-Team coordination and meetings etc. These are just some of the services provided by the guidance counselor. 

Counselors may also assist students and parents in interpreting test scores, sending transcripts, meeting graduation requirements, homebound services, and other guidance needs. 

A student needing to see a counselor should stop by the counselor’s office (before school, during lunch or after school). Students are not allowed and should not be encouraged to hang out in the guidance office. Teachers should not merely send a student or a group of students to the counselor when there is a conflict. The teacher must consult with the counselor for an appointment time.

Students must not miss class in order to see a counselor. Upon completion of conference students receive admits to return to class.

LOCKERS (MAYBE)
Students may purchase lockers for $3.00 from homeroom teachers after the first two weeks of school or until further notice. 

Guidelines for use of school lockers must be constantly reiterated to students. If students break the following rules, then the infraction must be treated as a disciplinary matter. Thus, the progressive discipline rules are in effect. Teachers must include the following rules in their course outlines, rules, or guidelines:

1.  Students cannot share lockers. 
2.  The school is not responsible for losses of cell phones, books, notebooks, gym clothes, etc., from lockers whether they are locked or not locked.
3.  Money, jewelry or other valuable items should never be placed in lockers. Supervised locker cleanouts may be scheduled periodically throughout the year.
4. Students experiencing locker problems should be referred to Ms. Roberson. 
5. Students cannot use the locker as a reason for being tardy to class. This can result in loss of locker privileges. 
6. Students entering their lockers other than times designated by the team may be referred to the administration. 
7. Lockers are the property of Shelby County Schools and may be searched by an Administrator, SCS Security, or The Memphis Police Department when and if there is probable cause.
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GRADING (Policy #5015)
· Raleigh-Egypt High School Grading Policy
Class Participation           					5%
Projects/Portfolios/Presentations				10%
Homework							10%
Classwork							35%
Assessments   							40%

· Students and their parents are to be informed of the instructor’s grading policy and course requirements (via Syllabus) at the beginning of the semester.
· Students shall be tested only on the material, which has been taught; thus, it is of utmost importance that all teachers follow the pacing guides/ SOS to determine mastery of skills.
· Teachers are ultimately responsible for grading all students’ work. Feedback is critical. All papers must be returned to students within 3days. Homework should be returned the following day.
· There should be at least 3 major assessments within a quarter.
· Evaluation is an on-going process. Therefore, teachers shall provide many and varied opportunities on which students are graded. Students should get at least one grade a day.
· Students shall be allowed to make up any missed tests or activities that will count toward the final grade.
· A student shall not be penalized academically for improper conduct.
· The student’s average is to reflect the work done during the full marking period. If a student enters a school or class late, the teacher shall check with the appropriate sources to enter information concerning the student’s previous grades. These grades are to be incorporated into the final average.

Grades reflect an accurate record of classroom work and student progress. Grades are required on all students. The class record book and grades entered in PowerTeacher shall be available upon request by an administrator or parent. Each class record of grades is to be left with the principal or his designee on the last day of school. Students are not allowed to record grades in teachers’ roll books (hard copy or electronic) or in PowerTeacher. This violates student confidentiality.

When students transfer in to our school, it is the responsibility of the classroom teacher to ensure that they have accurately researched the student’s previous grades and manually calculate their averages. The students’ grades will be placed in the teacher’s mailbox (both copies of the report card grades and the withdrawal forms). If the teacher does not receive the student’s grades, it is the responsibility of the teacher to obtain copies from the office secretary. 

The grading system for all 6-12 grades has been established in accordance with the Tennessee Uniform Grading System. 

Report Cards and Interim Reports- Report cards are sent to parents at the end of each nine-week period, unless the parents/guardians have exercised their option for paperless reports. Parents must be notified within a report card period when a student is not doing acceptable work. At the midpoint of the nine weeks, parents will be notified of students’ progress; all will receive an interim report card. Parent-teacher conferences should be held for gaining parental support in an effort to improve student performance. 

Conduct Grades - In all schools, students' conduct is graded as excellent, satisfactory, needs improvement or unsatisfactory, and the initial letter "E", “G”, "S", "N", or "U" is used to report the conduct grade. It is to be reported at each grading period on the report card with each subject grade. 

Grade Adjustment - NOTE: If an erroneous grade has been entered, correction must be made and a new card issued to the student.
 
1. Grading Scale - Grades in all courses/subjects, including art, music, and physical education, will be reported on report cards and transcript records using numerical values as indicated below: 
A 90-100 
B 80-89 
C 70-79 
D 60-69 
F Below 60 

2. Nine Week Grades - Grades given at the end of each nine-week period will be determined by the average of daily work, oral and written assignments, projects, and tests. A minimum of twelve (17) grades for the nine-week period should be recorded for each subject. Fifty percent (50%) of the twelve grades should be earned and recorded by the interim of the nine-week term. This gives the teachers the basis for the grades at the end of the grading period. The teacher will assess all student assignments and weigh the value of grades given for various assignments within the nine-week term in computing the term grade. This procedure will enable the teacher to allow for individual student differences in the grading process. Homework assignments are of value in affording students needed practice, and such assignments should be made within practicable limits. 
3. Grade Restrictions - A student's academic grade is solely intended to reflect the student's acquired knowledge, ability, and/or skills in the designated subject. Therefore, academic credit/points may not be awarded or deducted for any purpose that is not directly related to the student's academic performance. For example, academic credit/points may not be awarded as an incentive to participate or achieve a certain goal in a school fundraising event. Academic credit/points may not be deducted for failure to purchase certain brands or types of school supplies. A reasonable number of academic points may be deducted from a student's homework or academic assignment grade for failure to submit the homework or other assigned academic work on the date specified by the teacher. 

4. Make-up Work - Regular attendance should be necessary for passing grades. In the event of an excused absence, students are expected to make up work missed within a reasonable time. In the event of an unexcused absence, one day of makeup time shall be allowed for each day of unexcused absence, if the following conditions are met. The parent of a student or a student with an unexcused absence must submit a written request to the teacher to makeup the work and must participate in an appropriate intervention (e.g., student or parent conference with the teacher, Saturday school, online tutorial, other appropriate intervention determined and scheduled by the teacher). For absences due to long-term suspension (over 10 days)/expulsion, the program of making up work shall be in accordance with state law. 

5. Semester Grades - Semester exams are given at the end of each semester. Students who successfully complete a high school course will earn high school credit. Semester grades earned in high school courses will be recorded on the high school transcript. The grades earned will be included in the high school GPA. If a student was not failing the semester prior to the semester exam being given and the semester causes for the child to fail for the semester, then mark the semester exam grade exempt.

6. Additional Grading Consideration - Students who meet only the minimum requirements should be given minimum passing grades. No student should fail for the semester or year if the only failing grade is that of the semester examination, provided the student has made an honest effort on the examination. 
7. Awarding Units of Credit - Credits will be awarded in .5 increments upon successful completion of a semester. Additionally, a student will receive one full credit in the course if he/she receives a passing yearly grade in the course. 
8. Non-EOC Courses - For courses which have no Tennessee State mandated EOC exam required during a given semester, semester grades are determined by counting the two quarter grades as 80% and the semester examination, or a comparable evaluation, as 20%. 
9. Tennessee State-Mandated EOC Exam Courses - For courses which have a Tennessee State mandated EOC exam required during second semester, the semester grades are determined as follows: a. First semester grades are determined by counting the two quarter grades as 42.5%, the semester examination, or comparable evaluation, as 15 %.
b. Second semester grades are determined by counting the two quarter grades as 65%, the semester examination, or comparable evaluation, as 10%, and the state mandated exam as 25%. 

10. In all Advanced Placement and International Baccalaureate courses/advanced courses comparable to Advanced Placement courses at the secondary level five (5) points shall be added to each quarter numerical grade and each semester exam grade. The two 9 week grades and the semester exam grade, with the points included, will be used to calculate the semester average. 

11. In all grades for Honors courses/advanced courses comparable to Honors courses at the secondary level, three (3) points shall be added to each quarter numerical grade, and each semester exam grade. The two 9-week grades, the semester exam grade, with the added Honors course points included, will be used to calculate the semester average. 

12.Exemption from Semester Exams - A student having a 90 or higher average for the two terms in a specific course, and having three (3) or fewer excused absences in that same course will be exempted from the semester exam if the student desires. The number of excused absences allowed under this provision may be adjusted by the principal in extenuating circumstances (e.g., long-term illness or hospitalization). When a student is exempted from the examination, the semester average will be the average of the two term grades and any state-mandated exam as outlined above. ANY UNEXCUSED ABSENCE IN THE COURSE WILL DISQUALIFY THE STUDENT FROM ALL EXEMPTIONS. EXEMPTIONS APPLY ONLY TO TEACHER-MADE SEMESTER EXAMINATIONS. 12th grade students are eligible for exam exemption during both semesters. All other students in high school courses who meet the above requirements may be exempted for only the second semester exam. 

Grade Distribution
All teachers are subject to a review of grade distribution by the administration. Upon findings, a teacher may be questioned for a significant amount of Fs or vice versa.
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POWERTEACHER PROTOCOL
1. PowerTeacher will be used by ALL teachers.

2. Powerteacher grades should be updated weekly. This means all grades for the previous week should be entered by the conclusion of the following week.

3. Grades must be weighted according to the categories on the grading scale.

4. Assignment details should be specific (date should be date assignment actually given).

5. All grades for students should be entered into PowerTeacher on a weekly basis. PowerTeacher printouts will be submitted twice each quarter- 1) when progress report grades are due and 2) when report card grades are due.

6. PowerTeacher will do all calculations for report card grades.
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Raleigh-Egypt high school expectations mou- Where we are purposeful, intentional, & consistent!
	Professional Expectations
	Academic Performance Expectations

	· Our parents and stakeholders will only see prepared professionals, who are concerned, considerate and consistent in the excellence of their work and service of students, families, and colleagues.
Attendance:
· Please be at work on time and sign in on Raptor every day.
· Teachers are required to report by 7:00 a.m. It is suggested that teachers arrive no later than 6:40 a.m. so you can avoid having to stand in line with the students and go through the metal detector process.
·  Report time for morning duty is 6:40 a.m.
· In case of an emergency tardy, please text Dr. Green, Mr. Conley, & Dr. Hamilton 5:30 a.m. if possible.
· If you are absent, text the administrators AND call the Smartfinder system no later than 5:30 a.m.  If you would like to use a personal day, then it must be requested at least 3 days before the absence.
· Please be on-time and attend all required meetings including faculty, PLC, MSCS, and any other work-related meetings.
· If you leave the building, sign out and inform an administrator or secretary.
Supervision:
· Please be o- time to receive your students.  Attentively and actively circulate as safety is a priority.  Do not leave your students unsupervised at any time.
Positive School Culture:
· Before the start of every class, welcome your students into the room with a positive greeting. Smiles make a difference.
· If you notice a problem, be solution-oriented in attitude and action.
Professional Community Norms: 
· Take attendance and give feedback daily.
· Please do not monopolize instructional time with personal calls and/or business.
· Do NOT send students on adult appropriate errands (ex. to make copies, get food or drinks, or tasks unrelated to their learning.)
· Refrain from using profanity or referring to students with names that are not their own or with negative connotations. “When they go low, you go high.” -Mrs. Michelle Obama
· Please refrain from discussing the business of other students, parents, colleagues, etc.
· Please learn de-escalation techniques.
· Submit ALL requested documents on time.
· Please communicate with parents professionally and respectfully.  Also, call the parent if the student is absent from your class.
· Please do NOT send inappropriate messages or call students at inappropriate times.  Any communication to a student must be shared with a parent or guardian.  
· Please do not make students your business clients.  In other words, do not sell products/items to students for your own personal gain.  Any funds received must go into the Pharaoh storehouse!  
Professional Attire:
· Wear professional/business casual attire each day.

	· Fridays are dress down days. Jeans with rips and holes are not permitted.  Slides and flip-flops are not acceptable.
· Our parents and stakeholders will only see brilliant, ever learning, independent students who navigate their college and career readiness learning environment in a collaborative, nurturing environment.
Academic Goals: 80%
· Each individual scholar is to demonstrate at least 80% mastery on each assignment, or Tier I Task.
· Each class must strive for a minimum of 80% of all students at basic or above on assessments or CFAs.  We want to eliminate “below basic.”
Attendance Goals:
· We must achieve a minimum of 90% student attendance daily in order to decrease chronic absenteeism.
Classroom Expectations:
· Follow the REHS Instructional Framework (DI2G IN), which is the lesson plan template.  Instructional Practices and Blended Learning are included in the framework.  
· Please abide by the fact that instruction is bell to bell.
· Please post the Whiteboard Protocol, school’s mission & vision, classroom procedures/expectations, decorated bulletin boards and inside doors, evacuation map, data wall, and academic vocabulary.
· There must be intentional use of the academic vocabulary.
· Cornell Notes must be utilized daily.
· Teachers must teach all aspects of social and emotional learning lessons to be imbedded in 5th period on Wednesdays every week.  
Academic Environment Expectations:
· Abide by the Testing/Instructional Calendar at ALL times.
· Please aggressively monitor students by engaging them in the learning, cold calling, blended learning, checking for understanding, and always providing quality and timely feedback.
· Input the appropriate quantity and category grades in PowerSchool weekly.
· Create and maintain a positive, clean, orderly, and safe classroom environment.  
· All protocols and walls must be up-to-date.  
· Please keep your personal belongings locked up to prevent loss of any kind.
· Please submit lesson plans, assessments, and other assignments on time. Lesson plans are due Wednesdays by 5:00 p.m. prior to next week.  Feedback will be provided on or before Monday.  Feedback may also occur in a planning meeting after an observation. 

Employee Name Printed:____________________________________

Signature: ________________________________________________

Date:____________________________________________________
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Raleigh-Egypt HS Pharaohs Daily
Instructional
Framework

Do now

Tiered Questions, Review, EOC or ACT Practice (TEM 3,6.7) Total Time: 7 minutes

1. First engage students independently.

2. Students must write the answers in complete sentences.

3. Teacher will gauge understanding of all students by giving feedback and whole group “share-out” for the last few minutes.

Introduction of Content & Inquiry Time

Standard, Performance Based Objective (TEM 1), Activities, Guiding Questions, & Expectations for Mastery
(TEM 2, 3), Independent/Close Reading, Text-dependent Questions (TEM 5), Annotating Text or Constructed
Response Item, Inquiry Labs, Anticipated Misconceptions, Academic Language, Primary/Secondary
Resources

Total Time: 15 minutes

1. The standard and learning target/objective should be dissected and explained by teacher and students.

2. The teacher must explain what students must know and show for mastery.

3. Activities, guiding questions, and expectations for the lesson will be introduced and explained.

4. The teacher makes the lesson explicit through the use of explanations, representations, tasks, and examples.

5

6

7

Aspects of
Rigor for Math:

1. Conceptual Understanding
2. Procedural Skill/Fluency
3. Application

The teacher strengthens all students’ understanding of the content by sharing multiple solution methods.
Academic language must be discussed daily.

Questions & Tasks

« Questions and tasks address the text by attending to components of text complexity.

* Questions and tasks require students to use evidence from text through written and oral responses.
theracy Shlfts: uestions and tasks are sequenced and scaffolded to build knowledge.

Guided Practice

Small Groups, Activities, Labs, Guided Problem-Solving, Discussion
Groups/Pairs, Graphic Organizers, Manipulatives (TEM 3.4,5.6) Total

Time:14 minutes
1. Tasks are explained and worked together by the teacher and student. (It's the “we

%,
804.&
Science (3 Dimensions) ’6/-00 do” part of the lesson.)
\940
@

1. Regular Practice with complex text
2. Reading, writing, and speaking
grounded in evidence from texts

3. Building knowledge through
content-rich nonfiction

& 5 E'S' 2. All students must complete a tiered task.

1. SEP: Not just isolated facts, but 8 practices
that sciences and engineers use

2. Crosscutting Concepts and organizational
framework that applies across all scientific

Independent Work

Closure: Independent Practice, Graphic Organizers,

disciplines Social Studies: Text based writing, Assessment Task, Exit Ticket (TEM
3. Disciplinary Core Ideas: The actual content 1. Focused on key ideas/real- world 1,3,4,5,6,7)

knqwledge (factu_al information) or Physical 5 fg‘evanctyd[ hing th that Total Time: 14 minutes

Sciences, Life Sciences, Earth Sciences, g onngrzi :oc 2@5’.:[;?31-”5?% a 1. All students must summarize their learning by writing about what

Engineering, technology and application of 3 CL:)F;Y? rehen; S alnd S oar ! ro‘ Sess on was learned (in Cornell Note Style).

science . - P! Ve progressi 2. The exit ticket must mirror the EOC format and aligned to the the
4. Engage, Explore, Explain, Elaborate, Evaluate from grade to grade

standard
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The Gradual Release Model

TEACHER RESPONSIBILITY

FOCUS LESSON

Modeled Instruction Ido it (you watch)

Shared

Instruction We do it (together)

Guided
Practice

COLLABORATIVE You do it (I watch/guide)

Independent

Practice INDEPENDENT

You do it alone (Reflect)

STUDENT RESPONSIBILITY

Figure : The Gradual Release Model
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