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William S. Hart Union High School District
August 2018

Let me take this opportunity to welcome you to the William S. Hart Union High School District
(WSHUHSD). We are very proud of the tradition of excellence in our District, and we know
that you were selected as a teacher because of your skills and determination to continue this
tradition.
You are joining a team of teachers and administrators who advocate for strong collaboration to
improve the services that we provide to the students of our district. To that end, the District
firmly believes in the advancement of professional education that will enhance your skills as you
work with the students and families of our schools. Staff development opportunities are offered
throughout the year to assist in this endeavor.
To ensure your success and because of our belief that the teacher is the most important factor in
the education of our students, we invest heavily in our support of teachers especially those new
to the District. The Peer Assistance Review (PAR) and Hart Induction Programs are designed to
support effective teaching practices including the guiding principles of the California Standards
for the Teaching Profession (CSTP). Whether you are just beginning your career or continuing
in the Hart District, the opportunity for on-going feedback of your practice and the collaborative
interactions with peers are essential to your growth and the awesome impact on student learning.
If you will be participating in the PAR and/or Induction programs this school year, please know
that the consulting teachers and support providers who are assigned to work with you are master
teachers who are highly trained to provide you with the feedback and resources to have a positive
impact on students. These are skills and interactions that can be used throughout your career to
benefit students.
Once again I am very happy to welcome you the WSHUSD and I would like to emphasize that
you are a valued member of the Hart Team. I wish you the best for the upcoming school year
and I sincerely ask you to let us know any ways we can further support your work with students.

Sincerely,

Michael Vierra, Ph.D.
Assistant Superintendent Human Resources
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Who’s Who in the
William S. Hart Union High School District
Administrative Center Personnel
Name

Title

Mr. Michael Kuhlman

Assistant Superintendent of Educational Services

Dr. Michael Vierra

Assistant Superintendent of Human Resources

Mr. Greg Lee

Director of Human Resources and Equity Services

Mr. Ralph Peschek

Chief Financial Officer

Dr. Collyn Nielsen

Chief Administrative Officer

Mrs. Kathy Hunter

Director of Student Services

Mr. John-Anthony Muraki

Director of Classified Personnel

Mr. Dave LeBarron

Director of Curriculum and Assessment

Mrs. Jan Daisher

Director of Special Programs & Staff Development

Mr. Jon Carrino

Director of Technology Services

Mr. Michael Otavka

Director of Facilities/New Construction

Ms. Sharon Amrhein

Director of Special Education

Mr. Brad Renison

Director of Transportation

Mr. Carle Manley

Director of Maintenance/Operations

Mrs. Vicki Engbrecht

Superintendent
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School Site Administrative Personnel
Principal

Assistant Principals

Staff hiring
Staff observations/evaluations
Substitute coverage
Classified evaluations
Community relations
PAC
School Site Council
School dress code
Staff Development
Promotion coordination
Parent newsletter
Back-to-School Night
Student of the Month program
Student summer packets
Diplomas
Master Schedule
Scholarships
School Improvement

Student Discipline
Staff observations/evaluations
Building and grounds
Classified Evaluations
Safety drills
Master calendar
Facility use
Supervision schedule (teachers)
GATE program
ASB program supervision
Awards program
Detention program
Promotion responsibilities
Transportation requests
Health services
SARB Representative
Special Education
CBEDS
Attendance
Bell schedule
Technology
Coordinated compliance
Keys/Safe School Plan
Counseling Program
Progress reports/Report cards
Campus Supervisors
Open House
Saturday School
Safety/Risk management
ELL program
Master Schedule
Counselor evaluations
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School Site Certificated Personnel
Counselors
Students assigned to counselors alphabetically or by team.

Librarian
Use of library facilities, in some cases textbook distribution and computer labs

School Site Classified Personnel
School Administrative Assistant
Principal’s secretary
Payroll
Sick days

Registrar

Asst. Principal Secretary

Attendance Clerk

enrollment
registration
IDMS
Grades

ASB
accounts
monies
checks
field trips
facilities
master schedule

student attendance
student messages

Health Office Assistant

Receptionist

confidential teacher/student medical list
medications
student health concerns
lice

phone messages
greet guests
check in

Custodians

Counselors’ Secretary

Library Technician

Head Custodian
Grounds Keeper
Night Staff

Group schedules
Counseling walk-ins
Parent meetings
Counseling paperwork

Book inventory
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Induction Program
PAR Qualifiers
PAR is mandated by contract for teachers who have fewer than three
years teaching experience with a California Preliminary or Clear
Credential or the comparable credential from another state. Long-term
substitutes who qualify and serve one or more semesters will be served
by the program as space permits. PAR is mandated for veteran teachers
who receive unsatisfactory evaluations.

Induction
The Hart Induction Program offers a two-year, inquiry-driven route to a
clear credential for qualified candidates. This includes Education
Specialists with mild to moderate or moderate to severe designations.
Out-of-state teachers may also use this program, but may have
additional credential requirements established by the state, especially in
the area of English Learner authorization.
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PAR Center
FAQs
What services are offered at PAR Center?
The PAR Center offers services ranging from CSET test prep for teachers getting
ready to begin their careers; the Hart Induction Program, which serves general,
Education Specialist and Administrative candidates; ongoing professional learning
offerings, to assistance for veteran teachers referred by their principals because of
unsatisfactory evaluations.
Where is the PAR Center and how do I contact it?
The PAR Center is located at 26320 Spirit Court, Santa Clarita, CA 91350. The
office phone number is 661.259.0017. The administrative assistant is Mary
Delgado, mdelgado@hartdistrict.org. During the school year, office hours mimic
site hours: 7:00am to 3:30pm.
What facilities are offered by PAR?
There is a library of books and articles on teaching practice and subject matter
content areas, a computer, document camera, and a laminator for teacher use.
Who is served by PAR?
PAR is for teachers who are new to the district and have fewer than three years
teaching experience with a clear credential. Veteran teachers who have been
referred by their principals are also served by PAR. See section in notebook for
additional information about the history, contract language and forms endemic to
the PAR Program.
What do all of these services have in common?
All of them are driven by teaching performance exemplified and delineated by the
California Standards for the Teaching Profession (CSTP).
What is a 2042 Induction Program?
SB2042, passed in 1998, is legislation that restructured teacher credentialing in
California. Highlights include:
• The creation of multiple, standards-based routes into teaching, including
blended programs of undergraduate teacher preparation
• Alignment of teacher preparation standards with state-adopted academic
content and performance standards for students
• A new requirement that teachers pass a teaching performance assessment
(TPA) embedded in their preparation program prior to earning a preliminary
teaching credential
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•

A new requirement that teachers complete a two-year induction program of
support and formative assessment during the first two years of teaching as
a requirement for earning a clear professional teaching credential

What are the requirements of the Hart Induction Program?
Teachers in the program sign a contract acknowledging the requirements that
include but are not limited to:
• Working for two years in a thoughtful relationship with a Mentor
• Develop and maintain an Individual Learning Plan (ILP) to forward teacher
growth
• Completion of an online portfolio
• Reflection on CSTP and school district goals to determine Professional
Learning
• Attendance at Academies & Professional Development
• Participate in an exit interview to determine candidate competence
Who pays for induction?
The district bears the costs. There is no cost for teachers. Universities offer their
programs for a fee.
What is the timeline for completion of the Hart Induction Program?
It is expected that the program will last two years. Teachers with two or more
years of teaching experience in the district may apply to the Induction Director for
an application for an Early Completion Option (ECO).
Is there a penalty for not finishing on time?
The contract requires completion in two years or a salary freeze is imposed until
completion is verified.
Can I receive university credit for my participation in the Hart Induction
Program?
Yes. See the section of the notebook on INDUCTION and university credits. We
have relationships with USD and Brandman University to earn INDUCTION units
for each year.
How do I find out when the workshops and academies are offered?
The PAR Center workshops are listed at the district website along with directions
on how to sign up in InductionSupport.com tab. Please call our office for more
information.
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PAR

Peer Assistance and Review
Wm. S. Hart Union High School District
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Peer Assistance and Review Program
A Support and Assessment Project for Beginning Teachers
and an Intervention Program for Identified Veteran Teachers

Presented by the

Wm. S. Hart Union High School District
and

Hart District Teachers Association
in conformance with the Contract Agreement

August 2018

Wm. S. Hart Union High School District
21380 Centre Pointe Parkway
Santa Clarita, CA 91350
(661) 259-0033

Hart District Teachers Association
26111 Bouquet Cyn. Rd., Suite H-5
Santa Clarita, CA 91350
(661) 255-0311
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PAR PANEL and CONSULTING TEACHERS
William S. Hart Union High School District
2018-2019
PAR Panel:
District:
Michael Kuhlman
Jill Shenberger
Dr. Michael Vierra

Assistant Superintendent, Ed Services
Director of Special Programs & Staff Development
Assistant Superintendent, Human Resources

Association:
Jayme Allsman*
Jennifer Klipfel
Monica Ludlow
John Minkus

Teacher
Teacher
Teacher
Teacher

(Placerita Jr. High)
(Arroyo Seco Jr. High)
Librarian (Placerita Jr. High)
(Valencia High)

Consulting Teachers:
Aaron Davis
Tracy Kane
Jean Kauffman
Heather Kennedy
Christy Lennarz
Elisa Pokorney
Joni Stiman
James Webb (Lead)

259-0017
259-0017
259-0017
259-0017
259-0017
259-0017
259-0017
645-4614 or 259-0017, ext. 401

Jayme Allsman

*PAR Panel Chairperson
HDTA President

Dr. Michael Vierra

Assistant Superintendent of Human Resources
259-0033 ext. 281

259-7575 (mornings)
255-0311 (afternoons)

Consulting Teacher Office:
Administrative Center Annex
26320 Spirit Court
Santa Clarita, California 91350
Phone: (661) 259-0017
Fax:
(661) 284-3064
PAR Center Administrative Assistant:
Mary Delgado

259-0017
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PEER ASSISTANCE AND REVIEW (PAR)
History and Overview
The Peer Assistance and Review (PAR) Program of the Wm. S. Hart Union High
School District has been created through the collective bargaining process and
is a part of the Contract Agreement between the Wm. S. Hart Union High
School District and the Hart District Teachers Association. This program has
been negotiated in response to legislation known as the California Peer
Assistance and Review Program for Teachers enacted by the California State
Legislature and signed by the Governor in 1999. This law was intended to
completely replace the California Mentor Teacher Program, a program that had
been in effect for many years in the Hart District.
The California Peer Assistance and Review Program for Teachers allows the
Governing Board of a school district and the exclusive representative (HDTA) of
the certificated employees in the school district to implement a peer assistance
and review program for teachers. The program does not apply to counselors,
librarians, psychologists, school district nurses, or other certificated employees
who are not primarily classroom teachers.
During the beginning months of the 1999-2000 school year, representatives of
the Wm. S. Hart Union High School District and the HDTA met to negotiate
language for our local Peer Assistance and Review program. The Governing
Board expressed its approval of the program, and the members of the Hart
District Teachers Association gave their approval in a ratification vote that
occurred in March 2000.
The purpose of the PAR Program is precisely what the name suggests: peer
assistance and review. The primary goal is to provide newer teachers (those
with fewer than three years of full-time teaching experience with a clear
credential), out-of-state teachers, and affected veteran teachers with personal
support, guidance, modeling, direction, and mentoring in the areas of subject
matter knowledge, teaching strategies, classroom management, and overall
professional competence. These focuses are delineated in the PAR Program
Standards for Observation and Evaluation.
To this end, each Probationary Teacher or Veteran Teacher in the program will
be assigned to receive services from a full-time Consulting Teacher. Consulting
Teachers are responsible for effecting the other equally important goal of the
program, which is to participate in the formal evaluation process of their
assigned Participating Teachers. By agreement between the District and the
HDTA, teachers with long term substitute status may also be assigned to
receive PAR service, if space is available.
Consulting Teachers report directly to the PAR Panel, an oversight committee
that coordinates the activities of the PAR Program each year. The PAR Panel
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consists of seven members, four selected by the HDTA and three selected by the
District.
The PAR Panel receives information from Consulting Teachers regarding the
progress of Participating Teachers receiving peer assistance. It is the PAR Panel
that makes a recommendation to continue contract employment or not. Any
recommendation is made to the Governing Board of the school district, which
retains in law the responsibility for continuing or terminating certificated
employment.
Roles and Relationships: The role of the Consulting Teacher is pivotal to the
success of the Hart District PAR Program. Every reasonable effort will be made
to assign available Consulting Teachers to Participating Teachers by giving
consideration to subject matter taught, school and grade levels, proximity and
ease of communication, equity, and unique experiences. The PAR Panel may
designate a Lead Consulting Teacher for the purpose of expediting
communication among Consulting Teachers, the PAR Panel, and the District
Personnel Office.
If, at any time, a Participating Teacher believes that a problem has developed
between him/her and the assigned Consulting Teacher, the Participating
Teacher should not hesitate to contact the chairperson of the PAR Panel. A
reasonable effort will be made to deal with any perceived problems in order to
support and strengthen the relationship between the Consulting Teacher and
the teacher receiving service.

PAR and Induction Programs:
The Hart District and the HDTA have agreed that employees needing support
services to fulfill credentialing and new teacher induction requirements shall
receive appropriate assistance through the Peer Assistance and Review program
as it coordinates the various PAR and Hart Induction Program activities within
our District. These coordinated activities are intended to meet the California
Standards for the Teaching Profession such that school districts assume some
of the responsibility for completing the credentialing process for new teachers
and providing staff development for teachers new to a school district.
Therefore, new teachers employed by the Wm. S. Hart Union High School
District are to understand that, as a condition of employment, they agree to
complete the Hart District Induction Program. This program may include PAR,
Intern, and/or Hart Induction Program activities as considered appropriate for
those eligible. The office of the Director of Human Resources monitors these
activities and communicates with affected teachers, the Certificated Personnel
office, site principals, and the PAR Panel concerning the suitable or necessary
participation of new employees.
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Observations Leading to Interim and Final Evaluation
In the course of the school year, Participating Teachers will be observed numerous
times and evaluated twice by an assigned Consulting Teacher. An Interim Evaluation
will occur in the first semester, and a Final Evaluation will occur in the second
semester.
Some observations may be "informal observations" for which a brief report of the
observation with comments made by the Consulting Teacher will be left for the
Participating Teacher. The Consulting Teacher shall provide helpful feedback from any
such informal visit. There shall be multiple formal observations in the first semester
and multiple formal observations in the second semester. For each of these formal
observations there shall be a written observation report completed to be shared with
the Participating Teacher in a post-observation conference.
Consulting Teachers may engage in Shadowed Observations whereby one or more
Consulting Teachers accompany the assigned Consulting Teacher. The purpose for
this is to provide additional input or feedback to the PAR Panel or to the assigned
Consulting Teacher. As a courtesy, the Consulting Teacher will seek the approval of
the Participating Teacher before a Shadowed Observation occurs; however, there may
be times when the PAR Panel directs the Consulting Teacher to conduct Shadowed
Observations. In these occasions, no pre-approval or pre-notice will be required.
The PAR Panel and Consulting Teachers may also receive information about a
Participating Teacher from site administration, a department/area chairperson, or
other supervisor/director/coordinator having a professional connection with the
Participating Teacher. Such information shall be exchanged in confidence, and efforts
shall be made to be sensitive to the need to protect privacy, reputation, and personal
relationships. Any exchange of such information within the PAR Program is not
considered to be a violation of professional conduct.
In the course of reviewing an observation during a post-observation conference, the
Consulting Teacher may express commendations, suggestions, and recommendations.
The Consulting Teacher may also identify Action Goals. If recommendations are
expressed, the Participating Teacher should make every reasonable effort to follow
through on those recommendations. If Action Goals are identified, the Participating
Teacher should be especially aware of the importance of attempting to achieve those
goals.
It is the responsibility of the Consulting Teacher to communicate to the PAR Panel the
willingness and ability of the Participating Teacher to respond positively to any and all
recommendations and Action Goals. The PAR Panel's decision to recommend
continued employment with the District relies heavily on the candid input of the
Consulting Teacher. PAR Panel meetings occur throughout the school year. At these
meetings the members of the Panel anticipate that Consulting Teachers will inform the
Panel about the progress of Participating Teachers in their classroom competency and
professional performance. Participating Teachers are encouraged to communicate
openly and honestly with their Consulting Teacher. The Consulting Teacher's role is
one of peer assistance and review, and any assistance is best provided when
communication is fluid in both directions.
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PAR Observations, Conferences and Evaluations
Just how does this work?

Step 1: Your PAR Consulting Teacher (CT) will meet with you to arrange your first
formal observation. Only the first formal observation is scheduled—all subsequent
observations will be unannounced.
Step 2: Your PAR CT will come into your room to quietly and unobtrusively observe
you for an entire period. You may wish to designate an area/desk in advance. When
the CT leaves, she or he may give you an Observation Reflection form. The first part of
the form is for the CT to fill out; the second half is for you to complete in time for the
observation conference. The form will have a date, time and location detailing a
follow-up observation conference.
Step 3: You and your PAR CT will meet at the designated time and place to review the
lesson she or he observed. You and your PAR CT will review the formal observation
form and your PAR CT will leave a copy for you. Your site administrator will receive a
copy as well.
Step 4: Your PAR CT will conduct informal, partial-period observations at her or his
discretion. The PAR CT will email, Google share, or leave a short “Drop-by”
observation record with you detailing what she or he observed.
Steps 2, 3, and 4 are repeated until December, at which time the PAR Panel will meet
with the PAR CT to hear Interim Evaluations.
Step 5: In December, your PAR CT will meet with the PAR Panel and report your
progress. You will receive a copy of the interim evaluation and your PAR CT will confer
with you in detail to explain the report. You may wish to respond to the report in
writing. Steps 2, 3, and 4 are repeated until the end of the year, at which time the
PAR CT will meet with the PAR Panel to submit Final Evaluations.
Step 6: At the end of the school year, your PAR CT will meet with the PAR Panel to
submit the Final Evaluation. The report is similar to the Interim Evaluation except
that there is no “needs improvement” mark. It is at this time the PAR Panel makes
decisions regarding continued employment.
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CALIFORNIA STANDARDS FOR THE TEACHING PROFESSION
ADOPTED 2009
Engaging and Supporting All Students in
Learning

Creating and Maintaining Effective
Environments for Student Learning

1.1 Using knowledge of students to engage them in
learning
1.2 Connecting learning to students’ prior knowledge,
backgrounds, life experiences, and interests
1.3 Connecting subject matter to meaningful, real-life
contexts
1.4 Using a variety of instructional strategies, resources,
and technologies to meet students’ diverse learning needs
1.5 Promoting critical thinking through inquiry, problem
solving, and reflection
1.6 Monitoring student learning and adjusting instruction
while teaching

2.1 Promoting social development and responsibility
within a caring community where each student is treated
fairly and respectfully
2.2 Creating physical or virtual learning environments
that promote student learning, reflect diversity, and
encourage constructive and productive interactions among
students
2.3 Establishing and maintaining learning environments
that are physically, intellectually, and emotionally safe
2.4 Creating a rigorous learning environment with high
expectations and appropriate support for all students
2.5 Developing, communicating, and maintaining high
standards for individual and group behavior
2.6 Employing classroom routines, procedures, norms,
and supports for positive behavior to ensure a climate in
which all students can learn
2.7 Using instructional time to optimize learning

Understanding and Organizing Subject Matter
for Student Learning

Planning Instruction and Designing Learning
Experiences for All Students

3.1 Demonstrating knowledge of subject matter,
academic content standards, and curriculum frameworks
3.2 Applying knowledge of student development and
proficiencies to ensure student understanding of content
3.3 Organizing curriculum to facilitate student
understanding of the subject matter
3.4 Utilizing instructional strategies that are appropriate
to the subject matter
3.5 Using and adapting resources, technologies and
standards-aligned instructional materials, including
adopted materials, to make subject matter accessible to all
students
3.6 Addressing the needs of English learners and students
with special needs to provide equitable access to the
content

4.1 Using knowledge of students’ academic readiness,
language proficiency, cultural background, and individual
development to plan
4.2 Establishing and articulating goals for student
learning
4.3 Developing and sequencing long-term and short-term
instructional plans to support student learning
4.4 Planning instruction and incorporating appropriate
strategies to meet the learning needs of all students
4.5 Adapting instructional plans and curricular materials
to meet the assessed learning needs of all students

Assessing Students for Learning
5.1 Applying knowledge of the purposes, characteristics,
and uses of different types of assessments
5.2 Collecting and analyzing assessment data from a
variety of sources to inform instruction
5.3 Reviewing data, both individually and with
colleagues, to monitor student learning
5.4 Using assessment data to establish learning goals and
to plan, differentiate, and modify instruction
5.5 Involving all students in self-assessment, goal setting,
and monitoring progress
5.6 Using available technologies to assist in assessment,
analysis, and communication of student learning
5.7 Using assessment information to share timely and
comprehensible feedback with students and their families

Developing as a Professional Educator
6.1 Reflecting on teaching practice is support of student
learning
6.2 Establishing professional goals and engaging in
continuous and purposeful professional growth and
development
6.3 Collaborating with colleagues and the broader
professional community to support teacher and student
learning
6.4 Working with families to support student learning
6.5 Engaging local communities in support of the
instructional program
6.6 Managing professional responsibilities to maintain
motivation and commitment to all students
6.7 Demonstrating professional responsibility, integrity,
and ethical conduct

18

DOCUMENTS: MODELS and EXAMPLES
The following models and example documents represent the
forms to be used by the various participants in the Peer
Assistance and Review Program. It should be noted that the
information gathered for purposes of observation and
evaluation is aligned with the district standards for
observation and evaluation. These standards have been
adopted from the California Standards for the Teaching
Profession (CSTP).
Teachers receiving services from the Hart District PAR
Program should make every effort to familiarize themselves
with the six CSTP. These are the standards that the
Consulting Teachers will refer to when providing feedback to
Participating Teachers.
If Participating Teachers in the PAR program do not
understand any of the expectations, goals, or objectives of any
of these standards, they should seek clarification and
explanation early on from the Consulting Teacher.
To a limited extent, Consulting Teachers are prepared to be
flexible regarding daily lesson plan formats. The Participating
Teacher should discuss daily lesson plan formats with the
Consulting Teacher if one has concerns about any model
shown. The PAR Panel, however, considers the regular
preparation of lesson plans to be essential to the practice of
good teaching.
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Daily Lesson Plan
Name of Class:

Objective of the Lesson
Students will be able to….

Date:
Content Standards:
CSTP 3.1

Language Standards:
CSTP 3.6

CSTP 4.2

Resources/Materials:

Content Vocabulary:
Terms

CSTP 3.5

CSTP 3.3, 3.6, 4.4, 4.5

Higher Order Thinking/Essential Questions:

Check the strategies used in this lesson
(check more than one):
Collaboration/group
Socratic Seminar
Annotation
Direct Instruction with
student activity
throughout
Graphic Organizer
Project Based Learning
DOK Level 1
DOK Level 3

CSTP 1.5

Estimated
Time in
Minutes

Estimated
Time in
Minutes

Strategies

Media
Independent Work
Primary Source Analysis
Labs
Differentiated Instruction
Other: _________________
DOK Level 2
DOK Level 4

CSTP 1, 3, 4

Opening Activity (SSR, questions,
Journal, Reading, check for
understanding from previous
lesson, review activity)
How are you engaging students
immediately?
CSTP 1, 2.7

Instruction/Body of Lesson
(Include with students are doing
and what teacher is doing for
each activity.)

Specific instructional strategies:

Provide Checking for
Understanding that show:
1) How does teacher verify
learning? (strategies)
2) How do students verify
reflection on their own
learning? (activities)
Estimated
Time in
Minutes

CSTP 1, 3, 4, 5

Closing Activity (exit ticket, sum
up day’s lesson, check for
understanding to guide future
instruction, etc.)
CSTP 2.7, 5

Rev. May 2018
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PAR WEEKLY LESSON PLAN
NAME:
CONSULTING TEACHER:

SCHOOL:

WEEK BEGINNING:
Name of course,
periods taught, &
content standards
covered

MONDAY

(schedule change)

TUESDAY

(schedule change)

WEDNESDAY

(schedule change)

THURSDAY

(schedule change)

FRIDAY

(schedule change)

E-mail or upload to Google before 8:00 AM each Monday. If you teach a 1st period/7am class, please send prior to that class.

Please include major scheduling items like tests, videos, labs, field trips, late start/early release, absences, IEP or SST Meetings, etc…
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Hart

Drop-by Observation
Observed:
Observation Date:

Time: Summary of Activity:

Observer:
Period:

Class Observed:

Comments:
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PAR Observation Reflection
Observed:
Observation Date:
Next Conference Date*:

Observer:
Period:

Class Observed:

Time:

 Summary of Activity:

 I enjoyed the way you…

 Have you thought about…

Please reflect on your lesson in the space provided below. Complete this before
our conference.
 I was pleased with…
 I didn’t expect…
 I was challenged by…

 Help me…

*If the meeting date and time requested are inconvenient, please contact me ASAP.
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TEMPLATE

CONFIDENTIAL
WM. S. HART UNION HIGH SCHOOL DISTRICT
PAR Program Observation

Observed: Participating Teacher
Observer: Consulting Teacher School: Site
Observation Date: Date of observation
Period: Number
Time: HH:MM-HH:MM
Room/Location: Room Number
Class: Course title
Number of Students: Total (male and female)
Classroom Environment: Description of classroom, including, but not limited to, seating
arrangements, bulletin boards, student work, etc.

Standards Observed: CSTP that have observable evidence

Narrative: This is a time indexed, objective account of all important and noteworthy
teacher and student behavior.

Commendations: Areas of particular excellence.
Suggestions: Areas of possible improvement. Differ from recommendations in that
suggestions are ideas from the Consulting Teacher to the Participating Teacher and are not
intended to be actionable areas. Participating Teacher may or may not adopt the
suggestions at their own discretion.

Recommendations: Areas of significant concern. Participating Teacher is strongly
encouraged to adopt these changes. If the areas are not addressed, they may become Action
Goals.

Action Goals: Areas of necessary change. Participating Teacher must adopt these changes
to practice as soon as possible (or in the time indicated). If the changes to practice are not
addressed in a timely fashion, the Participating Teacher may receive an unsatisfactory
evaluation.

Summary: Overall account of the lesson

Signature of Participating Teacher__________________________

Date____________

Signature of Consulting___________________________________

Date____________
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MODEL

CONFIDENTIAL
WM. S. HART UNION HIGH SCHOOL DISTRICT
PAR Program Observation # 5
Observed: John Doe
Observation Date: 4/13/10
Time: 1:05-2:00
Class: Alg 2/Trig

Observer: Richard Ricardo
School: Anywhere HS
Period: 6
Room/Location: Average Classroom
Number of Students: 38 (11g,27b); 1 student service

Classroom Environment:
Room is newly remodeled and equipped with a large SmartWall at the front, a document
camera on a tall cart, and an LCD projector mounted from the ceiling. The teacher’s desk is
located at the front, right side of the room near control panels for the electronic equipment.
Teacher’s desk holds a computer and printer. Important informational flyers hang on the
wall behind the teacher’s desk. A flat screen TV is housed in the SmartWall. Posted to the
front of a cabinet are the class rules. To the left of the SmartWall is a four-drawer filing
cabinet. Forty new student desks face the front in rows of six or seven desks. The left wall
has a whiteboard upon which the daily topic, agenda, homework, and announcements are
posted. Also written on this board is a “Visit Me” section that lists when students can come
in and ask the teacher for help. Along the rear wall a large table holds work for the student
service with student workbooks underneath. A table along the left wall in the front contains
a stapler, a hole punch, turn-in basket, and tissues. Seating charts for each class, various
school announcements, an evacuation map, and other student information is posted on the
rear wall. A door in the side wall leads to a neighboring classroom.
Agenda for this class reads as follows:
HW check
WU
Replacement notes
iPods and probability
Whiteboard practice
Standards Observed: All of 1, all of 2, 3.1, 3.2, 3.5, 3.5, 4.1, 4.2, 4.3, 4.4
Narrative:
Bell rings. T greets Ss with, “Welcome. Today we are continuing our discussion of
probability. I have a little activity for you today.” T asks Ss to begin the warm-up problems
that are projected from the document camera. T says he will come around and check their
homework. Ss quiet and get started. Ss place homework on their desks. T walks up and
down the rows checking for homework completion and noting those without. T responds to
individual questions as he moves up and down the rows. Warm-up problems include five
problems featuring imaginary numbers, functions and word problems. Some Ss chat, mostly
on task, as they work. T finishes the homework check and gives a two-minute warning for
Ss to finish the warm-up problems. Student service sits at the back table, apparently grading
papers. T appears to mark attendance at his desk, then resumes circulating through the room.
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1:12 T calls time and makes announcements about the upcoming practice STAR test on
Friday and the review day on Thursday. T calls Chet’s name to remind him to be on task
[CT did not see what took place.] T calls on a female S to explain the steps for the first
problem: Multiply (3 + i)(3 – i). S correctly explains the FOIL process. T draws the
2
distribution lines and records the problem: If f(x) = x -1 and g(x) = x + 3, find f[g(x)].
Males S admits he does not remember. T calls on another female S who responds correctly
as T models the solution and reiterates the important steps. Two male Ss (team members)
exits as T says “Good luck guys.” T calls on male S, Kelvin, for the next problem. S gives
an answer. T says that he is close. T says, “Let’s think through this problem together.” T
reads the word problem and models the situation. Females S gets up and throws away her
lunch trash. T writes and explains the solution to the complex probability problem. T
finishes the solution and says that it was definitely tricky. T asks. “Any questions about
that?” T responds to one question.
1:18 T calls on S, Jimmy, for the next problem. Jimmy explains how he tried to solve the
problem and where he was stuck. T asks if anyone else has an answer. Several hands are
raised. T selects a couple of responses. S, Bobby, is able to explain how he solved it. T
starts to explain part B of the problem. S, Rohan, raises his hand and suggests an answer. T
asks Rohan to explain how he got his solution. Rohan explains and T further elaborates. T
records the computation on the warm-up projection. T asks Ss to put away the warm-up and
asks if anyone has questions about the homework.
1:22 Male S asks for problem number 10, T projects the homework worksheet and circles
the tenth problem. T asks if there are any others. Another male S asks for number 5. T
circles same. S changes his mind and says never mind. T moves into the center of the room
as he reads and explains the process of how to solve number 10. The question reads: “From
a standard desk of 52 cards, how many ways can 5 cards be drawn?” T returns to the
document camera and records the answer: 52C5, as he explains what it means.
1:24 T asks Ss to put away the homework and get out their notes. T says that he is very
excited about the iPod activity today. Kelvin asks if they will get to use iPods in class. T
says with a smile, “After class.” Ss open their notes and get out their calculators. T waits. T
displays pre-typed notes on the document camera. T begins with an example of probability
with and without replacement and uses Kelvin in the example. T reads the first sample
problem. It centers on random selection of candy (Snickers and Skittles). Ss and T joke
about the candy. T draws a picture under the problem and Ss laugh at it. T jokes about his
lousy picture and crosses it out. T explains how he will solve the problem. In this
probability problem, the selected candy is returned to the pile each time a selection is made.
T points out that the denominator does not change in the ratios as a result. T displays the
same problem, but this time the selected candy is NOT replaced. T records the ratios as he
verbally thinks through the steps. T asks if anyone can tell him what the second ratio would
be. Male S correctly responds. T records the values. T points out that the denominator
changes from the first ratio to the second. T asks for questions. No response. T asks SS to
give him a finger rating of understanding from one to five. Ss raise their arms and hold up
the appropriate number of fingers to indicate their understanding of the concept. T scans the
room and appears satisfied with the response.
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1:31 T distributes a handout of probability problems that discuss iPods and random music
selections. T explains the shuffle feature and says that the first song played is not played
again until all the songs in the play list have played. T asks if this is an example of
replacement or no replacement probability. Ss correctly say it is no replacement. T writes
“no replacement” on the displayed handout. T asks Ss to work with their partner on the
problems. Ss smoothly adjust desks and slide them together across the aisles. Ss discuss
problems and work together as directed. Soft murmurs are heard and Ss appear on task. T
walks up and down the rows. T asks a S to put away his iPod. S complies. T responds to
questions while circulating. T continues to move through the room. Ss seem to work
quickly, indicating their understanding of the concepts.
1:40 T calls time and asks Ss to return desks to their original positions so they can go over
the problems. Ss quickly comply. Before everyone is settled, T says, “Thank you to those of
you who are already back in your original positions and ready to go.” Ss quiet immediately
and finish adjusting desks. T returns to the document camera and asks for a volunteer for the
first problem. Female S correctly gives the answer. T agrees and elaborates on the solution
and the implications for song selection from the iPod. T calls on a male S for the next
problem. Male S correctly answers. T agrees. T calls on S, Megan, for the next one, Megan
correctly answers and T records her response. After each solution is given, T elaborates on
the solution and discusses meaning in simple terms. One S shares an answer. T asks if
everyone agrees. Ss say no. T asks if someone will share their answer. S, Marco, says it
should be 20,000! (factorial). T explains that the calculated value is too big for the
calculators and would be approximately 1.87 x 10

27 ,837

. Ss are amazed. T compares that

value to a distance in the universe.
1:45 T calls on a few more Ss to finish the review of the worksheet solutions. T writes the
solutions on the display. T jokes that the Miley Cyrus song (mentioned in a problem) would
not be on his iPod so the probability would be zero. Ss chuckle. T says, “But, let’s play
along and the probability would be 1/19,998.” T praises their work. T distributes a packet of
practice STAR math questions for homework and explains what they will do next. T tells
them they will review a little bit. Ss talk while they wait for T to begin. T also distributes a
green worksheet. T stands at the front and asks for attention. Ss quiet. T says the green
sheet is not homework, but if Ss feel they need more practice on probability problems, then
the green sheet will help them out. Female S says, “This is a dumb questions, but...” T
interrupts her and says that there are no dumb questions. S continues and asks Ss if they can
write on the papers. T says they can. T fields another question. T distributes white boards
and says that with ten minutes left, they will do review from the green sheet. Ss remain
quiet. Some of the whiteboards still have writing on them and Ss joke while they wait for T
to begin.
1:50 T calls for attention and waits. T displays the green handout on the document camera.
T write key facts about a deck of cards onto the handout. T asks Ss to work problem #10 on
their whiteboards. Problem reads as follows: “From a standard desk of 52 cards, 2 cards are
selected. What is the probability that the following occurs: 2 black cards, selection with
replacement.” While Ss work. T distributes paper towels to serve as erasers. T asks Ss to

27

hold up their whiteboards. T scans the boards and calls on S, Jessica, to explain her answer.
T agrees with her response. Ss look around at all raised boards. Many Ss used a complex
strategy to solve the problem. T tells them they missed the simple path. T records on the
handout the solution Jessica gave. T asks Ss to work #9, which reads: “2 black cards, no
replacement.” Ss quietly work. T circulates and offers a hint to a S. T replaces a marker for
a S. T calls for “boards up” and selects another S to explain his answer. T records the
response. T asks Ss to look at the dice problems. T asks Ss to do the problem that asks for
the probability that all three dice show 4. T writes on the handout that they are 6-sided dice.
T asks for “boards up.” Ss hold up their answers and T writes the calculations on the
displayed green sheet.
1:59 T gives clean-up directions. Ss pass in the whiteboards and markers. T reminds Ss that
the STAR packet is their homework tonight. Ss pack up.
2:00Bell rings and T dismisses Ss. Ss exit in an orderly manner.
Commendations:
John, this was a well-organized and nicely paced lesson that included both review and new
material. Transitions between activities were brief. The examples you offered during direct
instruction were meaningful and matched your probability examples. Your check for
understanding seemed to work well for you. Your sense of humor makes math less scary,
supporting the positive classroom environment you have developed.
Suggestions:
Have your student service maintain your small dry erase boards so that they are clean when
students get them.
Consider asking for erasers for each board—they’re cheap!
You are starting to use the document camera more, but consider having some good examples
prepared and realia. You might have had a deck of cards on display for modeling concepts.
Recommendations:
Your lesson plan ran short today and it was good that you had them do additional problems
in probability. But, consider the timing of your STAR review sheet distribution. You gave
them the sheet before the end of the period, yet they had no opportunity to begin work and
ask questions. Better to let them start so that you can forestall frustration and learning issues.
Action Goals: None.
Summary: Students do warm-up problems, correct homework. T leads an exercise that
further develops probability concepts. Materials are passed out for STAR review.
Signature of Participating Teacher _________________________ Date____________
Signature of Consultant Teacher ___________________________ Date____________
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Collaborative Assessment Log
Participating Teacher:
Consulting Teacher:
Grade Level:

School:

Date:

What’s Working:

Current Focus – Challenges – Concerns:

Participating Teacher’s Next Steps:

Consulting Teacher’s Next Steps:

Next Meeting Date:
Signature:

Participating Teacher

Signature:

Consulting Teacher
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PAR PROGRAM
PRINCIPAL PARTICIPATION

The following represent a number of teacher
responsibilities that PAR Consultants are
not able to judge from an observation-based
review. We would like to collaborate with
you to get a more complete picture. Please
feel free to contact your Participating
Teacher’s Consulting Teacher at any time.
PROFESSIONAL DUTIES:
 attendance at faculty meetings
 Supervision assignments
 punctuality/sign-in issues
 lesson plans for subs
 absences reported according to district policy (i.e.
how to, what is personal necessity)
 attendance reported properly
 grades completed in a timely manner
 professional demeanor at parent conferences
 knowledge of programs unique to school (i.e.
attendance, opportunity room, chain of command
for referrals, etc.)
 positive interactions with other staff members
 role in Professional Learning Development
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PAR PROGRAM
DEPARTMENT CHAIR PARTICIPATION
The following represent a number of teacher responsibilities that
PAR Consulting Teachers are not able to assess from an
observation-based review. We would like to collaborate with you to
get a more complete picture. Please feel free to contact the
Consulting Teacher assigned to the new teacher at any time. Your
name will not be used without your permission.
PROFESSIONAL DUTIES:
♦ Attendance at department meetings
♦ Attendance at subject-level and team meetings
♦ Positive interactions with other staff members, receptiveness to
suggestions
♦ Alignment to curriculum
o By timeliness (content covered)
o By quantity of work assigned (both as homework and longterm projects)
o By addressing core curriculum
♦ We need to know if a teacher is not following your lead in
o Assigning essays
o Doing labs and appropriate lab reports
o Returning supplies and shared materials
o Leaving the classroom in good order
o Assigning a research project
o Following pacing calendars or administering benchmark tests
o Using/analyzing department common assessments
♦ Following department, school, or district policies re: showing of
videos, use of SSR, grading, etc.
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MODEL

William S. Hart Union High School District
PARTICIPATING TEACHER INTERIM EVALUATION
Participating Teacher: Joe Teacher
Status: Probationary 1
Assignment: Strategic Reading/English 8
School: Anytown Junior High School
Consulting Teacher: Mary Smith

Date: December 15, 2012
Credential held: Preliminary
CSET: English
Observations: 3F, 12DB
Conferences: 16

Evaluation Scale: Meets (M), Needs to Improve (N), Unsatisfactory (U)

COMPOSITE EVALUATION: Meets District Standards

M

STANDARD 1: ENGAGING AND SUPPORTING ALL STUDENTS IN
LEARNING
1.1
1.2
1.3
1.4

Using knowledge of students to engage them in learning
Connecting learning to students’ prior knowledge, backgrounds, life experiences, and interests
Connecting subject matter to meaningful, real life contexts
Using a variety of instructional strategies, resources, and technologies to meet students’ diverse
learning needs
1.5 Promoting critical thinking through inquiry, problem solving, and reflection
1.6 Monitoring student learning and adjusting instruction while teaching

Joe engages and supports students in learning by the following:
• Using ice breaker activities and written memoirs from students to learn about
students’ backgrounds to engage them in learning
• Connecting learning to students’ prior knowledge and backgrounds with interest
surveys, real-world applications of literature, and with writing assignments that
require students to share their own narrative experiences about a given subject
• Making subject matter more meaningful by bringing in real-world applications of
literature, such as discussing issues with mentally disabled individuals when
reading Flowers for Algernon
• Using a variety of instructional strategies to meet students’ diverse needs, such as
direct instruction, partner shares, peer review, class discussions, group work, and
dramatic representations
• Promoting critical thinking with journal writing, graphic organizers, literary
analysis activities, K/W/L charts, and essay assignments
• Monitoring students as they learn by using results from My Access writing
software, Bellwork opening activities, and information from class discussions to
adjust instruction while teaching
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M

STANDARD 2: CREATING AND MAINTAINING EFFECTIVE
ENVIRONMENTS FOR STUDENT LEARNING
2.1 Promoting social development and responsibility within a caring community where each student is
treated fairly and respectfully
2.2 Creating physical or virtual learning environments that promote student learning, reflect diversity,
and encourage constructive and productive interactions among students
2.3 Establishing and maintaining learning environments that are physically, intellectually, and
emotionally safe
2.4 Creating a rigorous learning environment with high expectations and appropriate support for all
students
2.5 Developing, communicating, and maintaining high standards for individual and group behavior
2.6 Employing classroom routines, procedures, norm, and supports for positive behavior to ensure a
climate in which all students can learn
2.7 Using instructional time to optimize learning

Joe creates and maintains an effective environment by the following:
• Promoting social development and responsibility within a caring community by
monitoring student conversation and language to address potential issues so that
students are treated fairly and respectfully
• Creating physical learning environments with seating arrangements that promote
peer interaction and review to encourage constructive and productive interactions
among students
• Establishing and maintaining learning environments with appropriate movement
patterns, the posting of important events and calendars, and the standards covered
during the lesson to ensure a physically and intellectually safe classroom
• Creating a rigorous learning environment with high expectations through his
syllabus, the posting of school and classroom rules, and employing procedures for
classroom activities, such as submitting work, classroom expectations for
discussions, and rules for movement within the learning community
• Communicating and maintaining high standards for individual and group behavior
by reminding students of rules in cooperative learning situations, redirecting offtask behavior, and individual conferences with students during the class period
• Supporting appropriate behavior with a token reward system and positive
reinforcement to ensure a climate in which all students can learn
• Using instructional time to optimize learning by teaching bell to bell with planned
activities that utilize the minutes within each class period

M

STANDARD 3: UNDERSTANDING AND ORGANIZING SUBJECT
MATTER FOR STUDENT LEARNING
3.1 Demonstrating knowledge of subject matter, academic content standards, and curriculum
frameworks
3.2 Applying knowledge of student development and proficiencies to ensure student understanding of
content
3.3 Organizing curriculum to facilitate student understanding of the subject matter
3.4 Utilizing instructional strategies that are appropriate to the subject matter
3.5 Using and adapting resources, technologies and standards-aligned instructional materials, including
adopted materials, to make subject matter accessible to all students
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3.6 Addressing the needs of English learners and students with special needs to provide equitable
access to the content

Joe understands and organizes subject matter for student learning by the following:
• Demonstrating knowledge of subject matter with his Bachelor of Arts degree in
Theatre Arts from UCLA and by using the district pacing calendars to plan lessons
with the academic content standards and curriculum frameworks
• Applying knowledge of student development and proficiencies by developing
academic vocabulary and by utilizing appropriate reading strategies to ensure
student understanding of content
• Organizing curriculum to facilitate student understanding of the subject matter by
scaffolding reading and writing strategies to help students master appropriate
literary and composition techniques
• Utilizing instructional strategies that are appropriate to the subject matter, such as
Thinking Maps, peer review, direct instruction, class discussions, computer
drafting, and vocabulary-building activities
• Using standards-aligned instructional materials, such as audio recordings of
literature, curricular support materials, and using resources and technologies, such
as My Access software, additional newspaper and magazines articles, and video
clips to make the subject matter accessible to all students
• Addressing the needs of English learners and students with special needs by
frontloading academic vocabulary, using a variety of graphic organizers, and
tapping into prior knowledge to provide equitable access to the content

M

STANDARD 4: PLANNING INSTRUCTION AND DESIGNING LEARNING
EXPERIENCES FOR ALL STUDENTS
4.1 Using knowledge of students’ academic readiness, language proficiency, cultural background, and
individual development to plan
4.2 Establishing and articulating goals for student learning
4.3 Developing and sequencing long-term and short-term instructional plans to support student
learning
4.4 Planning instruction and incorporating appropriate strategies to meet the learning needs of all
students
4.5 Adapting instructional plans and curricular materials to meet the assessed learning needs of all
students

Joe plans instruction and designs learning experiences for all students by the following:
• Using IDMS to access CST data, consulting CELDT scores through Infinite
Campus, IEP goals, and 504 plans to ascertain students’ academic readiness,
language proficiency, and individual development to plan lessons
• Establishing goals for student learning with his syllabus and articulating student
learning goals by posting daily learning goals and standards on the front
whiteboard for student identification
• Developing and sequencing long-term plans with district-approved curriculum and
pacing calendars and short-term plans with formative assessments to inform daily
lesson planning activities
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• Incorporating appropriate strategies, such as direct instruction, Book Walks,
Thinking Maps, and peer editing, to meet the learning needs of all students
• Adapting instructional plans and curricular materials to meet the assessed learning
needs of all students by polling students during class discussions, informal
assessments, and reviewing My Access data upon essay submissions

M

STANDARD 5: ASSESSING STUDENTS FOR LEARNING
5.1 Applying knowledge of the purposes, characteristics, and uses of different types of assessments
5.2 Collecting and analyzing assessment data from a variety of sources to inform instruction
5.3 Reviewing data, both individually and with colleagues, to monitor student learning
5.4 Using assessment data to establish learning goals and to plan, differentiate, and modify instruction
5.5 Involving all students in self-assessment, goal setting, and monitoring progress
5.6 Using available technologies to assist in assessment, analysis, and communication of student
learning
5.7 Using assessment information to share timely and comprehensible feedback with students and their
families

Joe assesses student learning by the following:
• Using different types of assessments, such as essays, district benchmark data, and
summative assessments, to apply the knowledge of the characteristics of different
assessments among students
• Collecting and analyzing assessment data from a variety of sources, such as IDMS,
Infinite Campus, My Access, and instructor-generated tests, to inform instruction
• Reviewing data from benchmark exams with colleagues during Structured Teacher
Planning Time and with his Consulting Teacher during student work analysis to
monitor and adjust student learning
• Using assessment data to establish learning goals by analyzing writing strategies
that need extra attention and by differentiating instruction through the analysis of
essays, reading activities, and pre-assessment data
• Involving all students in self-assessment and goal setting by utilizing peer review
activities and by having students write reflections upon the conclusion of
significant literary units
• Using available technologies, such as My Access, IDMS, and Infinite Campus, to
analyze student learning and make adjustments to lesson planning
• Utilizing assessment information about reading and writing competencies to
communicate feedback through parent messages with Infinite Campus, the posting
of student grades, and communications through e-mail and phone to impacted
stakeholders
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M

STANDARD 6: DEVELOPING AS A PROFESSIONAL EDUCATOR
6.1 Reflecting on teaching practice is support of student learning
6.2 Establishing professional goals and engaging in continuous and purposeful professional growth and
development
6.3 Collaborating with colleagues and the broader professional community to support teacher and
student learning
6.4 Working with families to support student learning
6.5 Engaging local communities in support of the instructional program
6.6 Managing professional responsibilities to maintain motivation and commitment to all students
6.7 Demonstrating professional responsibility, integrity, and ethical conduct

Joe develops as a professional educator by the following:
• Reflecting on teaching practice with his Consulting Teacher to support student
learning and to plan appropriate professional growth opportunities
• Establishing professional goals by attending an all-day reading strategies
workshop at the PAR Center and by attending the Rick Morris workshop to
implement a variety of reading strategies and classroom management techniques in
his classroom
• Collaborating with department members and with his department chair in the
analysis of assessment data and best teaching practices to support student learning
• Working with families by communicating with parents and other family members
through e-mails and phone correspondences and by attending conferences to
discuss significant student issues
• Engaging local communities in support of the instructional program by presenting
local newspaper articles to students for review and by communicating with the
school librarian to locate community-based instructional materials to enhance
student learning
• Managing professional responsibilities, such as submitting lesson plans to his
Consulting Teacher on time and meeting all required timelines of his school and
team, to maintain motivation and commitment to all students
• Demonstrating professional responsibility, integrity, and ethical conduct by
attending all required meetings, by meeting regularly with his Consulting Teacher,
and by meeting deadlines established by school administration

Next Best Steps:
Joe should continue to develop and to work on goals that are established for his professional
development with Induction. He should also expand his instructional repertoire by looking
into more opportunities for students to interact with material in cooperative learning
situations, especially when discussing literature.
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Participating Teacher’s Comments:
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

________________________________________________
Signature of Participating Teacher

__________________
Date

(Your signature does not necessarily mean that you agree with the evaluation, but it does indicate that an evaluation was
made and that you received a copy.)

________________________________________________
Signature of Consulting Teacher

__________________
Date
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MODEL

William S. Hart Union High School District
PARTICIPATING TEACHER FINAL EVALUATION
Participating Teacher: Joe Teacher
Status: Probationary 1
Assignment: English 8/Strategic Reading
School: Anytown Junior High School
Consulting Teacher: Mary Smith

Date: May 06, 2013
Credential held: Preliminary
CSET: English
Observations: 6F, 25 DB
Conferences: 30

Composite Evaluation Scale: Meets (M), Unsatisfactory (U)
Standard Evaluation Scale: Meets (M), Needs to Improve (N), Unsatisfactory (U)
COMPOSITE EVALUATION: Meets District Standards
M

STANDARD 1: ENGAGING & SUPPORTING STUDENTS IN LEARNING
1.1
1.2
1.3
1.4
1.5
1.6

M

Using knowledge of students to engage them in learning
Connecting learning to students’ prior knowledge, backgrounds, life experiences, and interests
Connecting subject matter to meaningful, real-life contexts
Using a variety of instructional strategies, resources, and technologies to meet students’ diverse learning needs
Promoting critical thinking through inquiry, problem solving, and reflection
Monitoring student learning and adjusting instruction while teaching

STANDARD 2: CREATING & MAINTAINING AN EFFECTIVE ENVIRONMENT
2.1 Promoting social development and responsibility within a caring community where each student is treated fairly and
respectfully
2.2 Creating physical learning environments that promote student learning, reflect diversity, and encourage constructive
and productive interactions among students
2.3 Establishing and maintaining learning environments that are physically, intellectually, and emotionally safe
2.4 Creating a rigorous learning environment with high expectations and appropriate support for all students
2.5 Developing, communicating, and maintaining high standards for individual and group behavior
2.6 Employing classroom routines, procedures, norms, and supports for positive behavior to ensure a climate in which all
students can learn
2.7 Using instructional time to optimize learning

M

STANDARD 3: UNDERSTANDING & ORGANIZING SUBJECT MATTER
3.1
3.2
3.3
3.4
3.5

Demonstrating knowledge of subject matter, academic content standards, and curriculum frameworks
Applying knowledge of student development and proficiencies to ensure student understanding of subject matter
Organizing curriculum to facilitate student understanding of the subject matter
Utilizing instructional strategies that are appropriate to the subject matter
Using and adapting resources, technologies and standards-aligned instructional materials, including adopted materials,
to make subject matter accessible to all students
3.6 Addressing the needs of English learners and students with special needs to provide equitable access to the content
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M

STANDARD 4: PLANNING & DESIGNING LEARNING EXPERIENCES
4.1 Using knowledge of students’ academic readiness, language proficiency, cultural background, and individual
development to plan instruction
4.2 Establishing and articulating goals for student learning
4.3 Developing and sequencing long-term and short-term instructional plans to support student learning
4.4 Planning instruction that incorporates appropriate strategies to meet the learning needs of all students
4.5 Adapting instructional plans and curricular materials to meet the assessed learning needs of all students

M

STANDARD 5: ASSESSING STUDENTS FOR LEARNING
5.1
5.2
5.3
5.4
5.5
5.6
5.7

M

Applying knowledge of the purposes, characteristics, and uses of different types of assessments
Collecting and analyzing assessment data from a variety of sources to inform instruction
Reviewing data, both individually and with colleagues, to monitor student learning
Using assessment data to establish learning goals and to plan, differentiate, and modify instruction
Involving all students in self-assessment, goal setting, and monitoring progress
Using available technologies to assist in assessment, analysis, and communication of student learning
Using assessment information to share timely and comprehensible feedback with students and their families

STANDARD 6: DEVELOPING AS A PROFESSIONAL EDUCATOR
6.1
6.2
6.3
6.4
6.5
6.6
6.7

Reflecting on teaching practice in support of student learning
Establishing professional goals and engaging in continuous and purposeful professional growth and development
Collaborating with colleagues and the broader professional community to support teacher and student learning
Working with families to support student learning
Engaging local communities in support of the instructional program
Managing professional responsibilities to maintain motivation and commitment to all students
Demonstrating professional responsibility, integrity, and ethical conduct

Participating Teacher’s Comments:

___________________________________________
Signature of Participating Teacher

__________________
Date

(Your signature does not necessarily mean that you agree with the evaluation, but it does indicate that an evaluation was made and that you received
a copy.)

___________________________________________
Signature of Consulting Teacher

__________________
Date
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William S. Hart Union School District
PARTICIPATING TEACHER FINAL EVALUATION
Joe Teacher
STANDARD 1: ENGAGING & SUPPORTING STUDENTS IN LEARNING
In addition to information gathered from IEPs, 504 plans, and Infinite Campus, Joe uses ice breaker
activities and written memoirs from students to learn about students’ backgrounds in an effort to
engage them in learning. He connects learning to students’ prior knowledge and backgrounds with
interest surveys, real-world applications of literature, and with writing assignments that require
students to share their own experiences about a topic. For example, Joe planned a mythology unit
with his Strategic Reading classes and based the readings on the various cultures represented in the
classroom. Students not only read myths from their own culture, but there were also exposed to
different myths from other cultures among the students. Joe makes the subject matter meaningful
by bringing in real-world applications of literature, such as discussing bullying and its effects when
reading The Diary of Anne Frank. He uses a variety of instructional strategies to meet students’
diverse needs, such as direct instruction, partner shares, peer review, class discussions, group work,
and dramatic representations. Joe promotes critical thinking with journal writing, graphic
organizers, literary analysis activities, K/W/L charts, and essay assignments. In Strategic Reading,
he teaches active reading strategies for content-area texts that students can employ in their core
subject areas. Joe monitors students as they learn by using results from My Access writing
software, Bellwork opening activities, and information from class discussions to adjust instruction
while teaching.

STANDARD 2: CREATING & MAINTAINING AN EFFECTIVE ENVIRONMENT
Joe promotes social development and responsibility within a caring community by monitoring
student conversations when engaged in partner or group settings in an effort to address potential
issues so that students are treated fairly and respectfully. He creates a physical learning
environment with appropriate seating arrangements that promote review and peer interaction to
encourage constructive and productive interactions among students. Joe establishes and maintains
a learning environment with appropriate movement patterns about the classroom, the posting of
important events and calendars, and the standards covered during the lesson to ensure a physically
and intellectually safe classroom. He creates a rigorous learning environment with high
expectations through his syllabus, the posting of school and classroom rules, and employing
procedures for classroom activities, such as submitting work, classroom expectations for
discussions, and rules for movement within the learning community. Joe communicates and
maintains high standards for individual and group behavior by reminding students of rules in
cooperative learning situations, redirecting off-task behavior, and individual conferences with
students during the class period. He supports appropriate behavior with a token reward system and
positive reinforcement to ensure a climate in which all students can learn. In addition, Joe is
always positive and caring with his interactions among students, thereby setting the standard in
which all students should interact with each other. He uses instructional time to optimize learning
by teaching bell to bell with planned and sequenced activities that utilize the minutes within each
class period.
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STANDARD 3: UNDERSTANDING & ORGANIZING SUBJECT MATTER
Joe demonstrates knowledge of subject matter, academic content standards, and curriculum
frameworks by passing the English CSET and by using the district pacing calendars along with
departmental expectations to develop unit plans. He applies knowledge of student development
and proficiencies by developing academic vocabulary for unit plans and by utilizing appropriate
before-, during-, and after- reading strategies to ensure student understanding of content. Joe
organizes curriculum to facilitate student understanding of the subject matter by scaffolding
reading and writing strategies to help students master appropriate literary and composition
techniques. For example, he reviews the necessary components of a paragraph and then facilitates
students through the process of writing high-quality concrete details and commentaries to support
thinking. Joe utilizes instructional strategies that are appropriate to the subject matter, such as
Thinking Maps, peer review, direct instruction, class discussions, computer drafting, and
vocabulary-building activities. Joe uses standards-aligned instructional materials, such as audio
recordings of literature, curricular support materials, and using resources and technologies, such as
My Access software, the document camera and LCD projector, PowerPoint presentations,
additional newspaper and magazine articles, and video clips to make the subject matter accessible
to all students. He addresses the needs of English learners and students with special needs by
frontloading academic vocabulary, using a variety of graphic organizers, repeated reading
activities, visuals, dramatic games, Readers’ Theatre, and tapping into prior knowledge to provide
equitable access to the content.

STANDARD 4: PLANNING & DESIGNING LEARNING EXPERIENCES
Joe uses IDMS to access CST data, consulting CELDT scores through Infinite Campus, IEP goals,
and 504 plans to ascertain students’ academic readiness, language proficiency, and individual
development to plan lessons. He establishes goals for student learning at the beginning of each
semester with his syllabus and then articulates student learning goals by posting daily learning
goals and standards on the front whiteboard for student identification. When presenting
information to his classes, he references the standards and goals upon which the lesson is designed
so that students are aware of the objectives of the lesson. Joe develops and sequences long-term
plans with district-approved curriculum and pacing calendars and short-term plans with formative
assessments to inform daily lesson planning activities. He incorporates appropriate strategies, such
as direct instruction, Book Walks, Thinking Maps, class discussions, partner shares, and peer
editing, to meet the learning needs of all students. Joe adapts instructional plans and curricular
materials to meet the assessed learning needs of all students by polling students during class
discussions, providing closing activities to assess what students learned during the period, and
reviewing My Access data upon essay submissions. When appropriate, he redesigns his lessons so
that students are given additional opportunities to learn and understand the material.
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STANDARD 5: ASSESSING STUDENTS FOR LEARNING
Joe uses different types of assessments, such as essays, district benchmark data, and summative
assessments, to apply the knowledge of the characteristics of different assessments among students.
He collects and analyzes assessment data from a variety of sources, such as IDMS, Infinite
Campus, My Access, and instructor-generated tests, to inform instruction. Joe reviews data from
benchmark exams with colleagues during Structured Teacher Planning Time and during late-start
Wednesdays and with his Consulting Teacher during student work analysis to monitor and adjust
student learning. He uses assessment data to establish learning goals by analyzing reading and
writing strategies that need extra attention and by differentiating instruction through the analysis of
essays, reading activities, and pre-assessment data. Joe involves all students in self-assessment and
goal setting by utilizing peer review activities and by having students write reflections upon the
conclusion of significant literary units. In addition, he employs the use of reflective activities
during instruction, such as “Moment of Truth” and “How Are We Doing?”, to informally assess his
students’ understanding of the content. Joe uses available technologies, such as My Access, IDMS,
and Infinite Campus, to analyze student learning and make adjustments to lesson planning. Joe
utilizes assessment information about reading and writing competencies to communicate feedback
through parent messages with Infinite Campus, the posting of student grades, and communications
through e-mail and phone to impacted stakeholders. He also meets with his team members to
discuss student progress and concerns to meet with families as a unified front to present
recommendations for improved student success.

STANDARD 6: DEVELOPING AS A PROFESSIONAL EDUCATOR
Joe reflects on his teaching practice with his Consulting Teacher to support student learning and to
plan appropriate professional growth opportunities. He has attended workshops at the PAR Center,
such as Got Speech? and Reflective Students, and implements the strategies into his classroom. Joe
establishes professional goals by attending an all-day reading strategies workshop at the PAR
Center and by attending the Rick Morris workshop to implement a variety of reading strategies and
classroom management techniques in his classroom. This semester, he had the opportunity to
observe teachers at two local schools and discovered reading strategies that he could apply to his
classroom. Joe collaborates with department members and with his department chair in the
analysis of assessment data and best teaching practices to support student learning. His department
chair comments, “Joe works very well with colleagues to exchange ideas and build his curriculum.
He is willing to try new things and is a pleasure to work with.” Joe works with families by
communicating with parents and other family members through e-mails and phone
correspondences and by attending conferences to discuss significant student issues. Joe engages
local communities in support of the instructional program by presenting local newspaper articles to
students for review and by communicating with the school librarian to locate community-based
instructional materials to enhance student learning. He also assists with the Drama Department at
the local high school and served as a judge for the district’s theatre festival. Joe manages
professional responsibilities, such as submitting lesson plans to his Consulting Teacher on time and
meeting all required timelines of his school and team, to maintain motivation and commitment to
all students. He demonstrates professional responsibility, integrity, and ethical conduct by
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attending all required meetings, by meeting regularly with his Consulting Teacher, and by meeting
deadlines established by school administration.

Next Best Steps:
Joe should continue his forward growth as a teacher as he heads into his second year of teaching.
He should discover ways to incorporate new strategies into his classroom by observing teachers at
his site and by attending professional development. He should continue to work with Induction
next year to clear his Preliminary Credential.
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ARTICLE XXVI – TEACHER INDUCTION PROGRAM

26.0

All unit members hired effective July 1, 2002 or later
are required to successfully complete the Hart District
Induction Program based on credential type and years of
full-time teaching experience.

26.1

Peer Assistance and Review
There shall be a Peer Assistance and Review (PAR Program
(hereafter referred to as “Program”) for all unit members
who have regular teaching assignments(unit members who
are excluded are nurses, speech and language
pathologists, psychologists, librarians, and counselors).
The Program shall have three distinct components:

26.1.1

Beginning Teacher Coaching Program

26.1.1.1

This component shall provide peer assistance and review
to all first-year teachers in the District who have less
than three full years of experience on regular contracts.
This assistance and review shall be provided at a ratio
of 1:15.

26.1.1.2

PAR service shall be provided to first-year beginning
teachers in the District with more than three years of
experience if the teacher is teaching with an emergency
credential, as an intern, or as a long-term substitute.
PAR service to be provided on a space available basis.

26.1.2

Second Year Assistance program

26.1.2.1

This component will be provided with support from
BTSA,BTSA/Induction, or second year of PAR service. A
second year of PAR service may be the result of a request
from the beginning teacher, request from the principal,
or request/recommendation of the PAR Panel, with the
district/principal retaining the final decision on the
beginning teacher’s employment status.

26.1.3

Permanent Teacher Assistance and Intervention Program

26.1.3.1

This component of the Program shall provide intervention
to permanent teachers who receive a composite
“unsatisfactory” evaluation. Participation is mandatory.

26.1.3.2

Further, permanent teachers desiring assistance in
improving his/her practice may apply to the PAR Panel for
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such assistance on a confidential basis. A permanent
teacher may participate in the PAR Program one time
except with approval of the PAR Panel.
26.1.3.2.1 The PAR Panel shall have the authority to accept or
reject such applications.
26.1.3.2.2 Once the application for participation in the PAR program
has been received and accepted, the voluntary teacher
shall participate in and remain in the program for the
next school year.
26.1.3.3

This Program shall not deal with teachers’ employment
issues which arise from accusations of neglect of duty or
misconduct.

26.2

Peer Assistance and Review Panel

26.2.1

The Program shall be governed by the PAR Panel composed
of three District/site members and four HDTA members.
Decisions shall be made by consensus wherever possible.
Should a vote be required, action must be taken on an
affirmative vote of at least five (5) members.

26.2.2

The PAR Panel shall be responsible for:

26.2.2.1

Meeting at least three (3) times annually to review the
work of the consulting teachers with their caseloads;

26.2.2.1.1 Generally, the Panel shall meet within the Panel members’
workday; however, work after 4:00 p.m. shall be
compensated at the negotiated hourly rate.
26.2.2.2

Developing the budget for the Program subject to Board
approval;

26.2.2.3

Selecting consulting teachers;

26.2.2.4

Evaluating consulting teachers and their documentation;

26.2.2.5

Making the re-hire recommendation on first year
probationary teachers to the Governing Board;

26.2.2.6

Accepting or rejecting voluntary requests for assistance
from individual teachers per Section 26.1.3.2 above;

26.2.2.7

Monitoring the progress of permanent teacher intervention
including making the decision on the success of such
intervention and so advising the Governing Board;
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26.2.2.8

Selecting its own chair, and

26.2.2.9

Reviewing consulting teachers’ interventions.

26.2.2.10 Matching consulting teachers and participants by teaching
fields as much as possible.
26.2.3

A Panel member shall neither participate in discussion
nor vote on any matter in which he/she has a professional
or personal conflict of interest. If necessary,
determination of whether a conflict exists which
justifies abstention from discussion or voting shall be
subject to Section 26.2.1 above.

26.3

Consulting Teachers

26.3.1

Consulting teachers will work exclusively in the PAR
Program.

26.3.2

Consulting teachers shall be released full-time to work
in this program.

26.3.3.

The number of consulting teachers to be released shall be
determined by the number of eligible evaluatees and
available funding.

26.3.4

The consulting teachers shall have one-year terms,
renewable each year up to three years. No consulting
teacher shall serve more than 5 of any 8 consecutive
years. Consulting teachers shall be selected during the
spring semester of each year. Upon the PAR Panel's
determination of need, up to two (2) consulting teachers
shall be eligible to serve for 5 consecutive years.

26.3.5

All consulting teaching assignments are subject to annual
evaluation by the Panel.

26.3.5.1

The documentation of such evaluation shall not be made a
part of the consulting teacher’s personnel file except
upon the express written request of the individual
consulting teacher.

26.3.6

The parties do not see the consulting teacher assignment
as a part of the career ladder of an individual who seeks
to be an administrator in the District.

26.3.7

Communication and consultation with the principal shall
be ongoing.
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26.3.8

Consulting teachers shall have responsibility for 15
beginning teacher evaluatees, each of whom shall receive
at least 10 hours of assistance per semester.

26.3.8.1

Each permanent teacher intervention assignment for an
individual consulting teacher shall be calculated as two
(2) evaluatees.

26.3.9

Consulting teachers shall have a workyear that is 5 days
longer than the regular teacher workyear (at per diem
compensation) scheduled by the PAR Panel.

26.3.10

At the conclusion of his/her service, a consulting
teacher shall have return rights to a position for which
the individual is qualified at his/her school of
origination. If there is no open position, a position
will be created by an involuntary transfer of the least
senior member of the department. A consulting teacher
returning to the classroom after a second or subsequent
term will have only grade level and subject matter rights
and may not be guaranteed return to their previous site.

26.3.11

Consulting teachers shall have the primary responsibility
for the evaluation of evaluatees for the evaluatees’
first year. This shall be done in
consultation/cooperation with the principal.

26.3.12

The principal shall be the evaluator for all 2nd year
probationary teachers.

26.4

Permanent Teacher Intervention

26.4.1

The purpose of this Program is to assist and offer
remediation to permanent teachers whose performance has
been evaluated as a composite “unsatisfactory” by the
principal or designee, or who volunteer to participate in
the Program. It shall be the obligation of the Panel to
report the results of this intervention to the Governing
Board. The written documentation in the evaluation report
shall become a part of the permanent teacher’s personnel
file.

26.4.2

The prime focus of this Program is to provide assistance
and renew quality teaching.
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26.4.3

Assistance and remedial efforts and activities shall be
intense and multifaceted and shall be preceded by a
conference in the spring of the year when the teacher
receives the “unsatisfactory” evaluation. The conference
shall involve the teacher being referred, the evaluator
who evaluated the teacher, and the consulting teacher to
begin the development of an individual improvement plan.
If the permanent teacher so desires, HDTA shall provide
representation in this meeting.

26.4.4

During the period of assistance, the permanent teacher’s
evaluation shall be the joint responsibility of the
consulting teacher and the Panel. It is the intent of the
parties that this process serve as the sole evaluation
process for the permanent teacher.

26.4.5

The assistance shall be provided by the peer consulting
teachers under this article and shall be closely
monitored by this Program’s governing Panel.

26.4.6

Communication and consultation with the principal shall
be ongoing.

26.4.7

Nothing in this article precludes the principal or
District from doing informal observations nor from
notifying the teacher verbally and/or in writing
regarding incidents or events related to the teacher’s
fulfillment of his/her professional obligations.

26.4.7.1

Should the principal deem it necessary to communicate
with a teacher in this intervention program in a manner
that is related to progressive discipline, i.e. letter of
warning, reprimand, etc., he/she shall inform the
consulting teacher or inform the Panel directly.

26.4.8

The consulting teacher will share all written and oral
evaluation reports during a conference with the teacher
at least once every six weeks. A copy of the written
reports will be provided to the principal and the Panel.

26.4.9

At the same time reports are made to the Panel regarding
first year teachers, the consulting teachers will provide
an oral report and all written documentation regarding
the progress of the permanent teachers in the Peer
Assistance and Review Program.

26.4.9.1

The teacher and principal will be given an opportunity to
respond to the report within a reasonable period of
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26.4.9.2

None of these individuals in section 26.4.9.1 may be
present during deliberations of the Panel which are
confidential. The Panel may request additional follow-up
information from any of these individuals.

26.4.10

The course of assistance shall include one or more of the
following:

26.4.10.1 Multiple classroom observations by the consulting
teacher;
26.4.10.2 Assistance specific to the area which has been evaluated
to be “unsatisfactory”;
26.4.10.2.1
Or other areas deemed in need of assistance by the
consulting teacher during the period of assistance.
26.4.10.3 Opportunities for the teacher receiving assistance to
observe exemplary practice either by the consulting
teacher or other exemplary teachers;
26.4.10.4 District provided professional development opportunities;
26.4.10.5 Conference attendance, perhaps in the company of the
consulting teacher to facilitate reflection on how this
experience fits into the individual improvement plan; and
26.4.10.6 Other forms of assistance which the consulting teacher
and the Panel may provide.
26.4.10.6.1The parties understand that every possible subject
matter competency may not be available within the corps
of consulting teachers, and therefore it shall
occasionally be necessary to secure additional assistance
to fully address identified deficiencies. In such cases,
the consulting teacher shall maintain prime
responsibility for the individual improvement plan but
may function more like a case carrier who assures the
availability of appropriate resources.
26.4.11

Either at the time of the Interim Report or at the
conclusion of the program of assistance, the Panel shall
report to the permanent teacher, the principal, and the
Board of Trustees of the School District that:

26.4.11.1 Either the permanent teacher is now “proficient” in the
area(s) identified for improvement, and the principal
shall evaluate the unit member the next year, or
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26.4.11.2 The Panel and consulting teacher do not consider the
permanent teacher to be improving to the point of
achieving “proficiency” in the area(s) identified for
improvement, with reasons given in support of this
conclusion. The Panel may recommend that the District
initiate dismissal proceedings, continue to provide
assistance, and/or refer the permanent teacher back to
the principal for evaluation for the next year.
26.4.12

Notwithstanding 26.4.11 above, and while the term of
assistance shall generally occur within one school year,
the intervention may be extended into all or part of a
second year if the Panel believes that further assistance
is still appropriate because the permanent teacher may
not have returned to a “proficient” level of performance.

26.4.13

The deliberations of the Panel shall be closed and
confidential; their decisions shall be based on the
information provided by the consulting teacher, the
principal, and the permanent teacher and/or HDTA
representative who is assigned.

26.4.13.1 Reports of Panel votes shall only include the number of
Panel members voting on each side of any questions before
the Panel.
26.4.14

The decision of the Panel shall be reported to the
teacher, the consulting teacher, and the principal in
conference with the Assistant Superintendent, Personnel,
and a representative of HDTA who is a member of the
Panel.

26.5

Permanent Teacher Due Process Rights

26.5.1

The permanent teacher shall be entitled to review all
reports generated by the peer consulting teacher prior to
his/her submission to the Panel and to have affixed
thereto his/her comments. To effectuate this right, the
peer consulting teacher shall provide the permanent
teacher being reviewed with copies of such reports at
least five (5) working days prior to any such meeting.

26.5.2

The permanent teacher shall have a right to request the
presence of an HDTA member in any meeting of the Panel to
which he/she is called and shall be given a reasonable
opportunity to present his/her point of view concerning
any report being made.
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26.5.3

The decision to refer a permanent teacher for
intervention through this Program shall not be subject to
the grievance procedures.

26.5.4

The permanent teacher shall have the right to timely
reports of progress being made.

26.5.5

The permanent teacher shall have the right to appear
before the Panel prior to the final decision of the
Panel.

26.5.6

The permanent teacher shall have the right to present
reasons why a specific consulting teacher should be
replaced and another consulting teacher substituted and
to have those reasons considered. This option may be
exercised once.

26.5.7

The record of this intervention may be sealed within the
personnel file after four (4) years.

26.5.8

This Program in no manner diminishes the legal rights of
bargaining unit members.

26.6

Miscellaneous Provisions

26.6.1

A teacher shall not have access to the grievance process
to challenge the contents of reports, evaluations or
decisions of the Panel but may file responses which shall
become part of the official record of the intervention.

26.6.2

This program shall be a partnership program between the
District and HDTA.

26.6.3

It is understood and agreed that this Program shall
terminate if for any reason there exists an inability for
full funding thereof through AB1x (1999, Villaraigosa) or
successor legislation.

26.6.4

The cost of releasing consulting teachers for service in
the Program shall be computed on the basis of a step 1,
column 1 replacement temporary teacher plus benefits,
fixed costs, and the per diem cost of the consulting
teachers’ extra 5 days.

26.6.5

Governing Board Review of Recommendations: Nothing herein
shall preclude the Board from examining information which
it is entitled by law to review in connection with the
evaluation of and/or decision to retain in employment,
probationary or temporary certificated employees.
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26.6.6

Retention of Education Code Rights: Nothing herein shall
modify or in any manner affect the rights of the
Governing Board/District under provisions of the
Education Code relating to the employment,
classification, retention or non-reelection of
certificated employees.

26.6.6.1

Nothing herein shall modify or affect the District’s
right to issue notices (of unsatisfactory performance
and/or unprofessional conduct) pursuant to Education Code
Section 44938.

26.6.7

The Peer Assistance Program shall be reviewed annually.

26.6.8

The District shall hold harmless the members of the PAR
Panel and the consulting teachers for any liability
arising out of his/her participation in this Program as
provided in Education Code Section 44503(c).

26.6.9

Confidentiality: All proceedings and materials related to
the administration of this article shall be strictly
confidential. Therefore, panel members and consulting
teachers may disclose such information only as necessary
to administer this article.

26.6.10

Professional Growth

26.6.10.1 Unit members who do not meet a professional growth or
semester units requirement of the Teacher Induction
Program will not advance on the salary schedule but will
remain "frozen" until the growth or unit requirement is
met, at which time they shall be placed on the same step
a unit member not "frozen" would have reached, and shall
then progress step by step. Unit members so placed on the
higher step shall have their salary adjustment reflected
in the next full-month pay period.
26.6.10.2 When a unit member who has been "frozen" on the salary
schedule earns sufficient units to move to the next
column, the unit member shall be placed on the same step
in the next column a unit member not "frozen" would have
reached, and shall then progress step by step.
26.6.10.3 Unit members may move more than one (1) vertical step per
year, but only in the case of being "frozen" immediately
prior to the movement. Otherwise, movement shall not be
more than one (1) vertical step per year.
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26.7

Induction Director

26.7.1

After consultation with the Association, the district may
designate a unit member as Induction Director.

26.7.2

When considering eligibility for consulting teacher
reapplication, time served as Induction Director shall
not count for any part of the required two-year hiatus
from consulting teacher service. (See Article 26.3.4)

26.7.3

The Induction Director shall be recommended by the PAR
Panel and approved by the Governing Board. The Induction
Director is directly responsible to the PAR
Panel and the Assistant Superintendent of Human
Resources. There shall be an annual evaluation of the
Induction Director by the PAR Panel.

53

Hart Induction Program

Teacher Induction

• Letter of Commitment
• Request for Time Extension
• Request Change of Mentor
• University Partnerships (credits)
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Hart Induction Program
Induction Candidate Letter of Commitment
I, _____________________________________________ agree to participate in the Hart
(First Name)

(Last Name)

Induction Program. I have read the Induction Candidate responsibilities as described
below and agree to follow them to the best of my ability. I understand that all program
requirements must be fulfilled within my assigned cohort in order to receive a
recommendation for a Clear credential. If, for any reason, I am unable to participate fully
in the Induction Program, I understand that I will need to contact my Mentor and the
Induction Director directly. I further understand that extensions will only be granted
under extenuating circumstances (e.g., medical / family illness or emergency).

Responsibilities as an Induction Candidate:
•

•
•
•
•

•
•
•
•
•
•
•
•
•
•
•

Develop a thoughtful relationship with my Mentor characterized by openness,
sharing and reflection.
Meet with my Mentor once per week (on average).
Attend professional development that supports the goal/activities for my Individual
Learning Plan (ILP), including orientations and Action Research Collaboratives.
Maintain an online portfolio with InductionSupport.com.
Complete and modify Individual Learning Plans (ILP) based on the California
Standards for the Teaching Profession (CSTP) with the assistance of my Mentor and
collect evidence of completion of my professional growth activities outlined in the
ILP.
Participate in informal and formal classroom observations provided by my Mentor,
including pre- and post-conferences.
Participate in an Advisement and Assistance session with the Induction Director to
assess benchmark progression with Induction activities.
Participate in an exit interview for Induction to assess candidate competence.
Communicate questions or concerns about the Induction Program with the
Induction Director or my Mentor.
Participate in the program evaluation process and comply with district reporting
procedures.
Initiate contact with the Induction Director in the event of Mentor pairing
dissatisfaction.
Understand that failure to complete program goals may result in penalties until
completion is verified. (Consult your CBA for information) Further, you may be
asked to pay for the work of a Mentor.
Understand that any milestones or Induction activities that are submitted AFTER
the due date will be subject to a late fee as outlined in the Induction Handbook
that must be incurred by the Induction Candidate and payable to WSHUHSD.
Pay processing fee of $80 for each recommendation of the Clear Credential.
Pay $100 fee for analysis of Induction completion if submitted after the due date.
Satisfy any outstanding requirements related to the Clear Credential as mandated
by the Commission on Teacher Credentialing

Induction Candidate’s Signature: ______________________________________ Date: _________
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Hart Induction Program
Request for Extension of Induction Program Support

Induction Candidate
School
Current Mentor

I am requesting an extension for my participation in the
Hart Induction Program because of the following extenuating
circumstances:

Signature
Date
Meeting with Induction Director and Assistant Superintendent for
Human Resources:
Date
Signature
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Hart Induction Program
Request for Mentor Reassignment
Induction Program Standard 6 Program Responsibilities for Assuring Quality of
Program Services:
Clear procedures must be in place for the reassignment of mentors, if the pairing of
candidate and mentor is not effective.

Induction Candidate_______________________________
School___________________________
Mentor_________________________

I am requesting a change of Mentor for Year Two of participation
in Induction because:

Signature_________________________
Date_____________________________

Rev.7/02/18
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Hart Induction Program

University Partnerships
Brandman University
Brandman offers six continuing ed units for Gen Ed candidates and eight
continuing ed units for Ed Specialist candidates for each year of Induction.
Units are priced at $50 each. Information about registration and transcripts
is available through the WHSUHSD portal on Brandman’s website.

University of San Diego (USD)
USD offers four semester units of credit for each year of Induction. These
units are Graduate Level Extension Units. Units are priced at $75 each.
(Two-year total $600) Registration is made by phone, mail or online before
the end of the school year. Transcripts will be sent automatically with
completion of coursework.
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Hart Induction Program

Early Completion Option (ECO)
• ECO Frequently Asked Questions
• ECO Application
• ECO Reflection
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Hart Induction Program
Early Completion Option (ECO)
FAQs
What is an Early Completion Option?
An Early Completion Option (ECO) is an opportunity for eligible individuals to
complete a Commission-approved professional induction program at a faster pace
than the full two years generally required to complete all of the requirements of the
Hart Induction Program. It was developed to fulfill the mandate of Senate Bill 57.
As with completion of the full-length induction program, the ECO affords individuals
the opportunity to earn their Professional Clear Credential.
Who is eligible for the Hart ECO?
To be




eligible candidates must
Hold a preliminary teaching credential
Possess Subject Matter Competency in courses taught
Have a current position with the Hart district or Granada Hills Charter High
School
 Have received a rating of satisfactory or better on all performance evaluations
(evaluation criteria MUST match/correlate to The California Standards for the
Teaching Profession)
 Provide a recommendation from current administrator verifying two years of
successful teaching experience
 Complete an ECO application and all supporting documents by due date

Eligible candidates could include (but are not limited to)
 Graduates of Intern Programs
 Out-of-state certificated teachers with two or more years experience
 Private school teachers with two or more years experience
How will my progress be monitored?
Progress through the Hart Induction Program will be monitored through the use of
Milestone Logs that list proficiencies and professional learning, and through the
development of an online portfolio. This progress is reviewed by the Induction
Director. All ECO candidates will complete one Individual Learning Plan (ILP) that
develops an inquiry question and guides the professional learning of the candidate.
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How long should it take?
It is anticipated that candidates will complete the work in fewer than fourteen
months of work. This includes a full year of inquiry and professional learning
chosen by the candidate to further individual progress as delineated by the
Individual Learning Plan (ILP).
Who will determine whether I have completed all the requirements of the Hart
Induction Program?
The Induction Director will report on progress toward completion regularly. After
completion of the ECO requirements, the Induction Director will recommend an exit
presentation of all completed coursework, portfolio and forms to a select committee
derived from the Hart Induction Steering Committee, including a representative
from Human Resources, the Induction Director and one other member. Successful
completion of this exit interview will result in the recommendation for the Clear
Credential.
What happens if I fall behind in the completion of the requirements for the
Early Completion Option?
It is expected that those teachers participating in ECO will be able complete their
programs within fourteen months that encompasses an Inquiry and a full year of
professional learning. Candidates will be monitored by the Induction Director
regularly at Induction Academies to ensure that timelines are met. If a candidate is
not successfully progressing toward early completion, s/he may be recommended to
the two-year Hart Induction Program.
If I qualify, what are the next steps?
Candidates should complete an ECO Application form and complete the
documentation and eligibility requirements listed above. In order for the ECO
application to be complete and approved, ALL required documents must be
submitted by the due date established by the Induction Director. NO LATE
SUBMISSIONS WILL BE ACCEPTED.
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Hart Induction Program
Early Completion Option Application
Name of Applicant
School site and subject area(s)

Evaluation of Documentation and Eligibility Requirements:
Please attach the following:
 Copy of teaching credential
 Resume listing educational background and teaching experience
 Copies of performance evaluations (2) that show correlation to the California
Standards for the Teaching Profession (CSTP)
 Site administrator recommendation form
 Written reflection to the ECO prompt
 Observation of Teaching Practice by Induction Director
 Lesson Plan that documents specific EL and/or Special Populations differentiation
strategies

**ALL REQUIRED DOCUMENTATION IS DUE TO THE INDUCTION DIRECTOR
NO LATER THAN SEPTEMBER 8, 2017**
Program Completion Requirements for ECO:









Intake interview with Induction Director
Classroom Observation by Induction Director
Written reflection
Creation of one Individual Learning Plan (ILP) to guide professional learning
Submission of online portfolio
Benchmark assessments with Induction Director
Completion of local and program evaluations
Exit interview with representatives from the Hart Induction Steering Committee

Failure to complete the Early Completion Option requirements may delay recommendation
for the Clear Credential. Induction Candidates unable to complete the Early Completion
Option requirements may be placed in the standard two-year Hart Induction Program.
Signature of Candidate

Date

Signature of Induction Director

Date
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Hart Induction Program

Induction ECO (Early Completion Option) Reflection
Planning Instruction and Designing Learning Experiences for All Students
4.1 Using knowledge of students’ academic readiness, language proficiency, cultural
background, and individual development to plan
4.2 Establishing and articulating goals for student learning
4.3 Developing and sequencing long-term and short-term instructional plans to
support student learning
4.4 Planning instruction and incorporating appropriate strategies to meet the learning
needs of all students
4.5 Adapting instructional plans and curricular materials to meet the assessed
learning needs of all students

ECO Reflection Directions:
Read the above CSTP. This standard guides the work of Year 1 Induction
candidates in the Hart Induction Program. Since you are applying for the Early
Completion Option status, please submit a written reflection about your work
with CSTP #4 to show that you qualify for an accelerated Induction program.
The reflection must be one single-spaced typed page and must answer the
following four questions. You must include specific examples from your
classroom instruction.
ECO Reflection Questions:
1. How did you use assessment data to inform your instruction? How did
you differentiate your instruction based on this assessment data?
2. How did you create an equitable, safe and inclusive learning community
that promotes fairness and respect for all students? How did this impact
your students?
3. How did you implement professional goal setting into your classroom
practice? What impact did your own professional growth opportunities
have on your students and their achievement? Cite specific examples
that show student learning growth during the year.
4. What are your next steps in relation to CSTP #4?

63

Hart Induction Program

InductionSupport.com
• Registration
• Workshop Etiquette
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Welcome to

About InductionSupport.com
InductionSupport.com is a web-based support system for New Teacher
Induction Programs in the United States. We provide online services such as
Event Calendars and Registration, Meeting/Support Logs, Assessments, E-mail
Contact, and a number of other support services beneficial to both you and
your program’s administrators. Your program has chosen to use our services to
assist them with the myriad tasks required to run an Induction program.

An Example of Your Home Page

Your Computer and InductionSupport.com
T Windows, Macintosh OS, UNIX, they’re all fine with us!
T With regard to browser software, you’ll need the following MINIMUM browser
software versions: Microsoft Internet Explorer 6.x, Netscape 7.2. The
current versions of Safari, Chrome and FireFox are absolutely fine.
T For BEST RESULTS, InductionSupport.com highly recommends FireFox or
Chrome for web browsing, on both Macintosh and Windows platforms.
They’re FREE, give one a try!
T Cookies: Regardless of what browser you’re using, you’ll need to make sure
that you allow cookies from InductionSupport.com. Normally, you’re preconfigured to accept them (although you may be asked whether to allow
them or not on your first real login to InductionSupport.com). If you’re
having trouble, shoot us an e-mail at support@InductionSupport.com and
we’ll be happy to help you!
T E-Mail: You’ll need to ensure that you specifically ALLOW mail from
InductionSupport.com.

Welcome to BTSAsupport.com (William S. Hart UHSD)

Page 1 of 4
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Welcome to

Registration
First, you’ll need to register with us at the following URL, which is ONLY for you
and the William S. Hart UHSD Induction Program.
http://www.InductionSupport.com/register/wsh88rgbp92.cfm
When you register, you’ll create your own username and password, which you’ll
use to return to the site. Please don’t bookmark this special registration
page, as you will only be here once, when you first register. Be sure to write
down the Username and Password you selected! When you submit this form,
your account will be created and you will be transferred to the main login page.
Also, be sure to check My Profile to verify that your information was recorded
correctly (and you can fill out the additional fields that are waiting for you)!

Registration Tips
T Double-check your e-mail address when you’re entering it!
T PLEASE register using your school e-Mail address.
T PTs: In the User Type field, you’ll see three choices. Please choose the
following option: Participating Teacher (Induction Candidate).
T SPs: Choose Support Provider from the drop-down menu.

Returning to InductionSupport.com:
On subsequent visits to InductionSupport.com, you’ll navigate directly to our
home page at http://www.InductionSupport.com/, where you will log in using
the username and password combination you created when you registered.
This is the exact page you should bookmark (make sure that NOTHING
follows the “.com/”). Please do NOT bookmark any other pages within the site,
as you MUST log in first in order to use any portion of InductionSupport.com.

Using InductionSupport.com
T Please DO NOT use the BACK Button! Within any database-driven site,
the back button is not your friend. If you need to back up, use the main
Menu buttons on the left, and then move forward to where you need to go.
T Please Log Out when you’re done using the site by pressing the Log Out
button (the bottom button on your Main Menu).
T After Logging Out, DO NOT use the Back Button to try and take care of
something you’ve forgotten - you’ll have to Log In again.
T Expansion is Good! Many of your pages will have Category Headers or
Month Names (which are also categories) on them. Most are expandable just click on them (and then click again on them to collapse them again).

Welcome to BTSAsupport.com (William S. Hart UHSD)

Page 2 of 4

66

Welcome to

Questions and Problem Solving
If you’re having problems REGISTERING:
1. First check all the items in the My Computer and InductionSupport.com
on the previous page. If it appears that you’re using a compatible browser,
and you’re still having problems, please send an e-mail to
support@InductionSupport.com describing (in detail) your problem and what
you’re doing and seeing.
2. We have lots of users. Unfortunately this means that your preferred
username may already be taken. Be creative and try something else.
3. If you’re still having problems, please send E-mail to
support@InductionSupport.com, fully describing the problem that you’re
experiencing, including any messages (if applicable) and what you were
doing at the time the problem occurred.
If you can’t reach InductionSupport.com at all:
1. There are always little hiccups in every network, and the Internet is just a
big network. Please be patient, and try again in 15 or 20 minutes. If it’s
still down, please do send us an e-mail at support@InductionSupport.com.
If you’re having problems LOGGING IN (UserName/Password):
1. If you’ve forgotten your UserName and/or Password, click the link on the
home page that says: “If you have forgotten your username or password,
please click here.”
2. If you can’t remember what e-mail address you used (or your e-mail address
has changed) and you still cannot log in, send an E-mail to
support@InductionSupport.com and ask us to send you your username and
password. PLEASE DO NOT REGISTER AGAIN.
If you Log In and the site tosses you out when you click something:
1. Please send an E-mail to support@InductionSupport.com and tell us what
happened, and what kind of computer you’re using. We’ll get you up and
running in no time!
If you’re having problems REGISTERING FOR AN EVENT:
1. Does the registration button appear? If it doesn’t, and you can see a
REGISTRATION ID for that event, then you’re already registered.
2. If the Registration Closed Notice appears, and you still need to register,
contact your Induction Program Office at induction@stancoe.org.
If you are having ANY OTHER PROBLEM:
Send an E-mail to support@InductionSupport.com
Please describe the problem in detail. The more we know about what you
were doing (and what messages you saw, if any) when something weird
happened, the faster we’ll be able to fix the problem.

Welcome to BTSAsupport.com (William S. Hart UHSD)

Page 3 of 4
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Welcome to

SUGGESTIONS, COMMENTS AND OBSERVATIONS
This site was built with and continues to improve with suggestions from
teachers and administrators just like you. I want to know what you think of the
site, things that we’re doing right, things that are confusing, and things that
could stand improvement. I’d appreciate your comments (good and bad),
please feel free to send them directly to me at
jmeadows@InductionSupport.com.
Thank you!

John Meadows
Owner
InductionSupport.com

Welcome to BTSAsupport.com (William S. Hart UHSD)

Page 4 of 4
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Workshop
Etiquette
Professional Learning, Seminars, and Action Research Collaboratives
for the Hart Induction Programs are generally held at PAR Center. We
believe that all attendees should have positive attitudes and fully
participate. Below are some guidelines for etiquette that will help all
of us to make the most of our time.
♦ Remember to sign in as this is your evidence of attendance
♦ Planning for Professional Learning is based on numbers, please
remember to register; walk-ins cannot be accommodated
♦ Because Professional Learning is designed to deliver important
material in a short period of time, we are unable to credit
participants who miss more than 15 minutes
♦ Presenters are not authorized to add or drop participants from a
workshop. Please contact Mary Delgado or James Webb with any
attendance questions or issues ASAP
♦ Please set cell phones/electronic devices to meeting status; if you
receive an emergency call, please step outside to complete it
♦ Due to insurance constraints, we cannot allow children to attend
our Professional Learning
♦ Please demonstrate respect and courtesy by refraining from
disturbing activities such as reading, texting, tweeting, correcting
papers, or engaging in sidebar conversations
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Hart Induction Program

Calendars

• Workshop Calendar
• District Calendar
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August
IPL
IPL
ISC
SpEd
SpEd
ISC
SpEd
IPL

Best Practices for the Technical Classroom

Special Ed Survivor
Year One Orientation
IEP Process I
IEP Process II
Year Two Orientation
Woodcock Johnson IV Training
Science Lab Safety

Wed
Sat
Mon
Tue
Thu
Mon
Tue
Thu

08/08/18
08/11/18
08/20/18
08/21/18
08/23/18
08/27/18
08/28/18
08/30/18

Thu
Mon
Mon
Tue
Tue
Tue
Thu

09/06/18
09/10/18
09/10/18
09/11/18
09/18/18
09/25/18
09/27/18

Mon
Tue
Thu
Thu
Tue

10/08/18
10/09/18
10/11/18
10/18/18
10/23/18

Tue
Thu
Tue
Thu
Mon

11/06/18
11/08/18
11/13/18
11/15/18
11/19/18

Tue
Tue

12/04/18
12/11/18

September
ISC
ISC
ISC
IPL
SpEd
IPL
ISC

Action Research Collaborative 1: Yr1
CSTP 1:1
CSTP 2:1

Fall IEP Management
Hot Topics
Working with Support Staff in the Classroom
Action Research Collaborative 4: Yr2

October
ISC
ISC
ISC
ISC
IPL

CSTP 4:1
CSTP 5:1

Content Seminar 1
Content Seminar 3
Placement, Transition, and Services for SpEd

November
IPL
ISC
ISC
ISC
ISC

Behavioral & Instructional Strategies for SpEd
Action Research Collaborative 2: Yr1
CSTP 1:2
Action Research Collaborative 5: Yr2
CSTP 2:2

December
ISC
ISC

CSTP 4:2
CSTP 5:2
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January
ISC
IPL
ISC
ISC
ISC

CSTP 1:3
Communication & Collaboration w/ IEP Team

Content Seminar 2
CSTP 2:3

Content Seminar 4

Tue
Tue
Thu
Tue
Thu

01/08/19
01/15/19
01/17/19
01/22/19
01/24/19

Mon
Tue
Thu
Mon
Thu

02/04/19
02/05/19
02/07/19
02/25/19
02/28/19

Tue
Mon

03/05/19
03/13/19

February
ISC
IPL
ISC
ISC
ISC

CSTP 4:3
Working w/Students w/Disabilities in Gen Ed
Action Research Collaborative 6: Yr2
CSTP 5:3
Action Research Collaborative 3: Yr1

March
IPL
ISC

Spring IEP Management
Special Ed Seminar 2

April
ISC

End of Year Collaborative Yr2

Tue

04/16/19

ISC

End of Year Collaborative Yr1

Tue

04/23/19

Tue

05/07/19

May
ISC

Induction Colloquium

ISC: Induction Seminars & Collaboratives
IPL: Induction Professional Learning (SpEd)
SpEd: Office of Special Education
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September 2018
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21

Start Semester 2
Martin Luther King Day/Holiday

August
February
8
9
10
13
14
15
16

New Teacher Tech Training
New Teacher – PAR
New Teacher Lunch & Orientation
Start Date for Returning Staff
Staff Development
Work Day – No Meetings
Classes Start for All Students

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

September
3
4
6
14
18

3rd Progress Report
Non Student Day
Presidents Day/Holiday

8
15
18

Labor Day
Back to School – All High Schools
Back to School – All Junior Highs
1st Progress Report
Back to School – Bowman

19
19
21

Open House – Hart HS
Open House – Bowman HS
Open House – Canyon HS
Open House – Valencia HS
Open House – Saugus HS
Open House – West Ranch HS

October 2018
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Fall Break
End 1st Quarter

November
12
Veterans Day
16
2nd Progress Report
22-23 Thanksgiving Break
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1
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Spring Break through 4/5
Open House – Learning Post
Open House – La Mesa JH
Open House – Rio Norte JH
Open House – Placerita JH
Open House – Rancho Pico JH
4th Progress Report
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End 3rd Quarter
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Open House – AOC
Memorial Day
Bowman Graduation
Golden Valley Graduation
Valencia Graduation

June

18-20
20
21
24

Finals
End 1st Semester
Teacher Work Day
Winter Break through 1/11
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Hart Graduation
Saugus Graduation
Finals
Canyon Graduation
West Ranch Graduation
End 4th Quarter
Teacher Work Day

30

May 21, 2018

85 Student Days 4 Work/PD days for Semester 1

S
1

December
3
4
4-6
5
6
6
7

5

95 Student Days 1 Work Day for Semester 2
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8 Days and Counting
August 2018

Event

Notes/ To Do List

Technology Day
*District New Teacher Orientation

*All newhires: Take the Sexual
Harassment, Bullying, Discrimination and
Mandated Reporter online course and give
certificate to site Admin Assistant on
August 13th.

Aug.
8th

(at PAR Center 8am-3pm)

*Expect information on:
Infinite Campus orientation
Google for Education
iPads
New Teacher Handbook
CSTP Primer
Workshops
9th

Introduction to PAR

(at PAR Center 8am-3pm)

New Teacher Handbook
Your PAR Consulting Teacher
Insurance sign-ups

PAR Candidates: Take Sexual Harassment,
Bullying, Discrimination and Mandated
Reporter online course and give certificates
to your site’s Admin Assistant on August
10th (site orientation).
PAR Candidates: Bring your new iPad with
you tomorrow, August 9th.

*Write/edit syllabus for your PAR
Consulting Teacher to review…due by 4pm
Monday, August 13th.
Lesson plans for the 16th and 17th are due
to your PAR Consulting Teacher by noon
on Tuesday, August 14th.

10th Site Orientation (AM)
New Teacher Luncheon (12pm)
(at Rio Norte Jr. High School)
(sponsored by HDTA)

11th

Saturday (optional)
SPED Survivor

PAR Center Room 101, 8am-12pm

12th
13th

Special Education Teachers
(newhires only)

*Please bring your iPad/district device

Sunday
Start Date for Returning Staff
(at your site)

14th
15th
16th

Teacher Work Day

Professional Development Day

Teacher Work Day

No meetings

Classes Start for all Students

74

Preparation for the Beginning of School
*Organization Checklist*
Check
Completed

Item

Notes

Floor Space


1. Appropriate number of student desks



2. Unobstructed traffic patterns



3. Flooring is hazard free

Check
Completed

Wall Space



1. Displays (12” above floor & 12 “below
ceiling)
(Fire regulation: no paper on paper)



2. Class/school rules posted (SLO,
Emergency exit, emergency teacher name)



3. Section for posted student
assignments/calendar/grades



4. Posters/art – creating an inviting &
supportive class environment

Check
Completed

Storage Space & Supplies



1. Teacher desk



2. Teacher bookshelf



3. Teacher file cabinet w/file folders



4. Student materials
 Textbooks
 Pens/pencils
 Paper (lined/graph)

Notes

Notes
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Check
Completed

Instructional Tools



1. Computer (Teacher & Student)



2. Printer (where is it printing?)



3. Document camera with table or cart



4. Projection screen (white board)




5. Dry-Erase board
 Markers & erasers
6. TV (if applicable)



7. DVD Player (if applicable)



8. Surge protectors/extension cords
 (rubber covers for traffic areas)
9. Projector w/ connections to computer,
iPad/tablet and Air Server connections



Check
Completed

Important Forms



1. Emergency /Evacuation



2. Campus map



3. Staff contacts



4. Bell schedules
(regular, rally, half-day, late-start schedules)



5. School site calendar



6. District calendar



7. School Rules & Discipline Policies &
Forms



8. Attendance/Tardy Policies & Forms

Notes

Notes
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Check
Completed

Policy/Procedure

Notes

Start of Class



1. Engaging opening student activity



2. Taking attendance
 Seating Charts
 Warm-Up Activity



3. Tardy students



4. Behavior during school announcements
or televised campus news program



5. Students returning from absence


Where to pick up missed work?



When/where to turn in work?



How to schedule test/lab make-up?



6. Restroom procedures



7. Procedure for collecting and returning
papers

77

Check
Completed

Expectations of Students
(Materials & Equipment)



1. Suggested items for class



2. Use of pencil sharpener



3. Use of other room equipment



4. Contact w/teacher’s desk & materials



5. Borrowing supplies



6. Replacement items (2nd copy of handouts)

Notes
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Check
Completed

Instructional Procedures



1. Gaining student attention



2. Maintaining student attention





Strategies



Dealing with off-task
behaviors

3. Student participation













Notes

Volunteering
Responding when called
upon, random student
selection
Paired or small-group
activities

4. Efficient/ timely/ smooth
transitions
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Check
Completed

Seatwork Procedures



1. Talk amongst students



2. Obtaining help



3. Out-of-seat



4. When seatwork is completed

Notes

Student Group Work


1. Assigning students to groups



2. Use of materials & supplies



3. Student participation
 Individual responsibility &
Accountability



4. Student behavior



5. Utilizing student service effectively
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Check
Completed



End of Class

Notes

1. Wrap-up activities:
Stop instruction with time to:



Closing Activity/ Check for
Understanding



Make general class
announcements/reminders





Put away supplies &
equipment





Turning in assignments



2. Talk amongst students



3. Students remaining in their seats



4. Dismissing students



Teacher dismisses class, not
the bell
Students are dismissed
after the bell rings
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Check
Completed

Student Policies



1. Paper headings
 Name, date, class, period,
teacher, assignment



2. Writing on back of paper/ margin
size



3. Incomplete work



4. Late work



5. Missing work



6. Due dates



7. Make-up work

Notes
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Check
Completed



Grading Procedures
1. Correcting student work



•

Teacher grading



•

Peer grading



Notes

2. Recording student grades
*Note: No student should be allowed to
enter grades into the computer gradebook



3. Explaining the grading criteria



4. Handling student
concerns/complaints



6. Posting student grades
•

Display by student ID # only

•

IC Student/Parent Portals
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Hart Induction Program

All About the Syllabus
• What to put on it
• Samples
• Williams-Valenzuela
• Student Contributions
• Homework Guidelines
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What Should I Put On My Syllabus?

•
•

•
•

•
•
•
•
•
•

Welcome to the course and course description (you may also want to
include an outline of the topics that will be covered in the semester)
Class rules and expectations
o Most teachers recommend having a few (5) key rules for students
to follow
o Rewards and consequences
o Expectations for homework requirements
Suggested materials to be in class each day and information on the
textbook (where it can be obtained or replaced)
Grading
o What type of work will be completed in the course and how will
each type of assignment be weighted
o How it will be graded (teacher/peer)
o What is the percent breakdown for each grade
o Late work policy
o Extra credit policy
o Academic integrity (know that: if a student is suspended it is the
teacher’s choice whether make-up work will be included in their
grade)
Attendance and tardy policies for your school including absentee work
(if your school or department does not have a policy you will need to
develop your own)
Important dates and exams (optional)
Major projects (optional)
Controversial topics that will be discussed (optional)
Teacher contact information for students and parents including voice
mail and e-mail options
Parent and student syllabus acknowledgment form and contact
information (on section that is in tact if removed)
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Recommendations
• Find a colleague who teaches the same class and request a copy of
his/her syllabus. Ask them to e-mail it to you as an attachment, and
with their permission, modify the syllabus to reflect your class
description and policies.
• Visit your school/department website. Many teachers post their
syllabus with their teacher information.
• Keep your syllabus acknowledgement form on a separate sheet of paper
so that when it is turned in, students still have all the course
information.
• Complete your syllabus, then review and refine it with your PAR
consultant.
• Remember that behavior cannot be linked to a student’s grade
• Remember that parents, guardians and your principal will be
examining your syllabus. Edit for grammar, spelling, legality and
appropriateness.
• Add a place for families to reveal pertinent health data.
Final thoughts:
• Decide when you will pass out and review your syllabus. The syllabus
is traditionally passed out the first day of school. Keep in mind there
will be student schedule changes during the first two weeks of school
so print extra copies of your syllabus.
• Decide what font and what graphics you want to use on your syllabus
• Review your syllabus with your students. Options could include simple
review of the key points while they read with you, or a PowerPoint
presentation.
• Save everything you do to your Google Drive so that each year you only
have to do minor modifications to your syllabus and not re-invent the
wheel
• Keep in mind that parents are reading six syllabi times the number of
children they have in school. They will appreciate clarity and brevity.
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WILLIAM S. HART UNION HIGH SCHOOL DISTRICT
WILLIAMS/VALENZUELA UNIFORM COMPLAINT CLASSROOM POSTING
NOTICE TO PARENTS/GUARDIANS, PUPILS AND TEACHERS :
COMPLAINT RIGHTS
Parents/Guardians, Pupils and Teachers:
Pursuant to Education Code 35186, you are hereby notified that:
1.

There should be sufficient textbooks and instructional materials. For there to be sufficient
textbooks and instructional materials, each pupil, including English learners, must have a
textbook or instructional material, or both, to use in class and to take home.

2.

School facilities must be clean, safe, and maintained in good repair.

3.

There should be no teacher vacancies or misassignments. There should be a teacher assigned to
each class and not a series of substitutes or other temporary teachers. The teacher should have the
proper credentials to teach the class, including the certification required to teach English learners,
if present.
Teacher vacancy means a position to which a single designated certificated employee has not
been assigned at the beginning of the year for an entire year or, if the position is for a onesemester course, a position to which a single designated certificated employee has not been
assigned at the beginning of a semester for an entire semester. (Education Code 35186)
Misassignment means the placement of a certificated employee in a teaching or services position
for which the employee does not hold a legally recognized certificate or credential or the
placement of a certificated employee in a teaching or services position that the employee is not
otherwise authorized by statute to hold. (Education Code 35186)

4.

Pupils, including English learners, who have not passed one or both parts of the high school exit
examination by the end of grade 12 are to be provided the opportunity to receive intensive
instruction and services for up to two consecutive academic years after the completion of grade
12.

5.

A complaint form can be obtained at the school office or district office, or downloaded from the
school or district web site at http://www.hartdistrict.org. You may also download a copy of the
California Department of Education complaint form from the following web site:
http://www.cde.ca.gov/re/cp/uc.

DATED: June 21, 2012
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William S. Hart Union High School District
Student Fees
Sample language for course syllabi and handbooks
Calculators
A graphing calculator is important for advancing the skills being taught in this course and is required
for Advanced Placement math tests. Many complex problems can only be solved using this device.
Calculators are available for checkout from your teacher. Students may also choose to purchase their
own calculator so as to have more opportunities to work with it and gain familiarity with its use.
Lab Donations
Students in this science course will be given a number of opportunities to advance their
understanding of fundamental scientific concepts by participating in a variety of laboratory activities.
In order for the school to provide these experiences, voluntary donations are welcome. We are
currently trying to raise a total of $300 for laboratory materials for this class. No student will be
precluded from participating in any activity based on whether or not he/she contributes.
Photography
Students enrolled in this class will have many opportunities to demonstrate the skills that they are
being taught through creative expression. To offer as rich a program as possible, students and their
families are asked to augment our budget with a voluntary contribution. Our goal for this class is a
total of $500. While your donations will go a long way toward helping us to provide the very best
photography experience, no student will be precluded from participating in any activity based on
whether or not he/she contributes.
P.E. Clothes
It is very important that all students enrolled in P.E. participate in appropriate clothes suited for
strenuous exercise. For your convenience, appropriate P.E. uniforms with the school logo are
available for purchase at the student store. As an alternative, students may opt to wear any
appropriate exercise clothing (tee-shirt, shorts, sweats, etc.) in the school colors of white tee shirt and
navy blue shorts. Sweat shirt/pants may be gray or navy blue. Garments may have no graphics other
than the school logo.
P.E. Locks
Students must use a school lock that will be issued free of charge during the first week of the
semester. Students will be charged a replacement fee of $5 if the lock is not returned at the end of
the year.
Dance Team
In order for our outstanding program to continue to offer the highest level of skill development and
competitive prominence, we rely on the generous financial support of parents. The amount of
donations we receive determines the scope of our program. We establish our yearly calendar of
events and competitions to match the amount of funding that is generated by our fundraising and
donation efforts. Please note: Fees are NOT required, and no student will be precluded from
participation based on whether or not she contributes.
This year’s goal of $4,000 will allow us to offer the full program, including competition uniform,
practice gear, transportation, competition registrations, and the year-end banquet. Since the
components of this program are based on secured revenue, we will not be able to maintain all aspects
for the current year unless contributions are received by August 1, 2012.
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Choir Trip
The choir is making plans to perform this summer in Honolulu, Hawaii. This will be an incredible
opportunity for students and their families that choose to attend. The 5-day trip will take place June
18-22 and the cost for each student is $1200 which represents the actual cost for registration, travel
and hotel. Family members are welcome to accompany their student at an additional cost.
Fundraising opportunities will be offered throughout the year. This is an optional trip and no student
will be excluded from participating because of inability to pay. Because we need to know how many
students to plan for, a deposit of $500 is due on February 1 and the remainder is due by May 1.

Additional Questions:

1. Can a student be excluded from an optional summer trip if they chose not to pay?
Any field trip that is run by the District must include all students. The District may charge for
field trips but if any student says they are unable to pay, you must cover the cost for that student.
There are no guidelines on determining the ability to pay. Most Superintendents I have spoken to
about this have decided to just “see how it goes” and give people the benefit of the doubt when they
say they cannot afford it. Only through trial and error will school districts see if too many people
are claiming an inability to pay such that a trip can’t actually happen. By asking for deposit’s early
that is one way to know and additional donations may be solicited at that point. One variation on
this would be if the District stays out of the planning and supervision of the trip. For example, if you
have a third party vendor that runs this trip and you just tell the students about it, then these issues
are not present. But that is rare as most of the trips, like the choir trip mentioned above, are related
to the District program, will have teachers accompanying the students, etc.
2. Can a school charge for an optional afterschool enrichment class (that does not generate
credit or a grade)?
No. Credits or grades never come into play. If it is a District run program, it is considered part of
the District’s educational offerings and must be free. The way students can be charged is to have
the program run by a third party and enter into a facilities use agreement. The District will receive
some money for the use of classrooms, office supplies etc. As part of this agreement, the District can
require that the vendor hire District employees first to staff the program, turning to others only if
there is insufficient interest. This is done often for summer school programs but could work just the
same for an after school enrichment program.
3. Can a team charge the actual cost of a registration fee for a competition held on a Saturday?
Over Spring Break?
No. Again, the courts do not look at things like – is this really an extra? does it happen at night or
on the weekend? does the student get a grade? Ultimately, if it’s an activity that is part of the
District’s programs, there can be no charges at all. If this is a significant cost that you would like to
get covered by parents, you can still request donations.

We are grateful to Saugus High School Principal, Bill Bolde,
and Superintendent Vicki Engbrecht
for providing this important information

119

120

William S. Hart Union High School District
Junior High School Homework Guidelines
The following document has been developed by the district-wide Junior High Homework
Committee to provide teachers with reasonable guidelines for assigning homework at the junior
high school level. It has been endorsed by Administrative Council and the Hart District
Curriculum Office.

The William S. Hart School District recognizes that learning cannot be fully
accomplished within the limited amount of time allocated for classroom
instruction. Thus, homework serves the valuable purpose of extending
learning or reinforcing classroom instruction. Completing homework
assignments can also help students to develop valuable time-management
and organizational skills.
All homework assignments should be meaningful and designed to meet the
needs of the students. As a general rule, junior high school students
should expect approximately 20 minutes per subject for a total of 1½
to 2 hours of homework per night. Communication between team
members regarding their particular homework expectations is a key factor
in maintaining a balanced homework schedule for students. It is the
teacher’s responsibility to set and communicate clear expectations for
completing, returning, and evaluating homework.
Several factors should be considered when designing homework
assignments:
• “More” is not always better. A shorter assignment may be as
effective as a longer one.
• Some subjects require more time than others.
• The time required for homework will vary from day to day. Some
classroom lessons may result in more or less homework being
assigned on certain days.
• Students complete homework assignments at different rates.
• The appropriate amount of homework may be affected by the
particular classes a student is taking (for example: high school credit
classes like algebra, geometry, foreign language).
• Students with special needs may need to have their assignments
modified.
• Time required for long-term projects should be included in the
homework time allotted for that class.
• Large projects should be broken down into smaller parts, with
benchmark assessments or progress checks along the way.
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Hart Induction Program

Lesson Plans

• Plan Ahead
• Daily Lesson Plans
• Weekly Lesson Plans
• Weekly Lesson Plan Samples
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Daily Lesson Plan
Name of Class:

Objective of the Lesson
Students will be able to….

Date:
Content Standards:
CSTP 3.1

Language Standards:
CSTP 3.6

CSTP 4.2

Resources/Materials:

Content Vocabulary:
Terms

CSTP 3.5

CSTP 3.3, 3.6, 4.4, 4.5

Higher Order Thinking/Essential Questions:

Check the strategies used in this lesson
(check more than one):
Collaboration/group
Socratic Seminar
Annotation
Direct Instruction with
student activity
throughout
Graphic Organizer
Project Based Learning
DOK Level 1
DOK Level 3

CSTP 1.5

Estimated
Time in
Minutes

Estimated
Time in
Minutes

Strategies

Media
Independent Work
Primary Source Analysis
Labs
Differentiated Instruction
Other: _________________
DOK Level 2
DOK Level 4

CSTP 1, 3, 4

Opening Activity (SSR, questions,
Journal, Reading, check for
understanding from previous
lesson, review activity)
How are you engaging students
immediately?
CSTP 1, 2.7

Instruction/Body of Lesson
(Include with students are doing
and what teacher is doing for
each activity.)

Specific instructional strategies:

Provide Checking for
Understanding that show:
1) How does teacher verify
learning? (strategies)
2) How do students verify
reflection on their own
learning? (activities)
Estimated
Time in
Minutes

CSTP 1, 3, 4, 5

Closing Activity (exit ticket, sum
up day’s lesson, check for
understanding to guide future
instruction, etc.)
CSTP 2.7, 5

Rev. May 2018
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PAR WEEKLY LESSON PLAN
NAME:
CONSULTING TEACHER:

SCHOOL:

WEEK BEGINNING:
Name of course,
periods taught, &
content standards
covered

MONDAY

(schedule change)

TUESDAY

(schedule change)

WEDNESDAY

(schedule change)

THURSDAY

(schedule change)

FRIDAY

(schedule change)

E-mail or upload to Google before 8:00 AM each Monday. If you teach a 1st period/7am class, please send prior to that class.

Please include major scheduling items like tests, videos, labs, field trips, late start/early release, absences, IEP or SST Meetings, etc…
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PAR WEEKLY LESSON PLAN
NAME:
CONSULTING TEACHER:

SCHOOL:

(Jr. High School)

WEEK BEGINNING:
Name of course,
periods taught, &
content standards
covered

World History
Periods A,C,D,E,F
Content
Standards:
7.4 1-3

MONDAY
9/9
* Warm-up: Africa
Brainstorm
* Africa geography
map worksheet
* Explain new
Interactive Notebook
Guidelines
HW—Complete map,
if necessary

TUESDAY
9/10
* Warm-up: “If you
were in Africa in the
1100s…”
* Cornell notes on
5.2
* Class discussion

WEDNESDAY
9/11
* Warm-up:
Students share
Koumbi drawings
* Tree Map of 5.3
* Caravan trade
discussion

THURSDAY
9/12
* Warm-up:
Students share trade
stories in partners
* Class Jeopardy
* Create possible
quiz questions
HW—Study for quiz

HW—Complete
Koumbi worksheet

HW—Write a story
about the caravan
trade

FRIDAY
9/13
* Warm-up:
Students review in
small groups
* Quiz
* Interactive
notebook
organization
HW--None

E-mail or upload to Google before 8:00 AM each Monday. If you teach a 1st period/7am class, please send prior to that class.

Please include major scheduling items like tests, videos, labs, field trips, late start/early release, absences, IEP or SST Meetings, etc…
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PAR WEEKLY LESSON PLAN
NAME:
CONSULTING TEACHER:

SCHOOL:

(High School)

WEEK BEGINNING:
Name of course,
periods taught, &
content standards
covered

MONDAY
Odd

TUESDAY
Even

WEDNESDAY
Odd

Vocations/
Conference

Visit

Question of the Day
Work on homework
from other classes

Visit

Prep/
Modern Civilizations
Standard: 10.3-Students

Vote!
Quiz on Notes #13
Warm-up: Explain (in
your own words) the
differences between a
capitalistic society and a
communist society.
Video with Worksheet
Notes #14 with
PowerPoint
Vote!
Quiz on Notes #13
Warm-up: Explain (in
your own words) the
differences between a
capitalistic society and a
communist society. Video
with Worksheet Notes #14
with PowerPoint

Prep

Warm-up: List 3
interesting and
explain points
from
Romanticism.
Notes #15 with
PowerPoint
Summary of
Events

Timed Reading
Outline of Events
from Free Reading
Free Reading
w/Journals

Warm-up: List 3
interesting and
explain points
from
Romanticism.
Notes #15 with
PowerPoint
Summary of
Events

analyze the effects of the
Industrial Revolution in
England, France,
Germany, Japan, and the
United States.

Strategic Reading/
Modern Civilizations
Standard: 10.3-Students
analyze the effects of the
Industrial Revolution in
England, France,
Germany, Japan, and the
United States.

THURSDAY
Even

FRIDAY
Rally

CAHSEE Math
Work on
homework from
other classes
Prep

Visit
IEP A.K. 830-930

Timed Reading
Correct Questions
Share Outlines
Free Reading
w/Journals

Warm-up:
Address student
questions and
review vocabulary
Test #3

Warm-up:
Address student
questions and
review vocabulary
Test #3

E-mail or upload to Google before 8:00 AM each Monday. If you teach a 1st period/7am class, please send prior to that class.

Please include major scheduling items like tests, videos, labs, field trips, late start/early release, absences, IEP or SST Meetings, etc…
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Classroom Management/Norming Techniques
Rules are designed so that the teacher can teach and the students can learn.
You cannot do your job without fair and consistent enforcement of classroom
rules/norms and procedures. Consequences should proceed from minor to
major based on the severity and frequency of rules being broken. Parents and
students expect an orderly, safe classroom environment.

Setting up Procedures to Ensure Effective Classroom Management
One key to successful class management is having established procedures and
consistent enforcement. Procedures are comprised of your classroom routine
and are not necessarily written down. Procedures include:
• Where students get make-up work
• When to sharpen pencils
• How to get to work right away
• Distribution of assignments and graded papers
• Moving in/out of groups
• Partner discussions
• Posting of grades
• Dismissal procedures
• Tardy procedures
• Submission of work
• Hall passes
• How you get students’ attention
• Cleaning up before students leave
• Headings on papers
• Your pet peeves

Other Management Pointers:
•

•
•
•
•
•
•
•
•
•
•
•
•

Dress maturely and appropriately. Students are more likely to treat you
as a respected professional if you look like one.
Be early and prepared for class
Greet students at the door with eye contact and a hand shake.
Learn student names quickly
Address students by name and treat them with respect
Always stay calm
Use eye contact, neutral facial expression, “the look,” proximity to
student. Often, the less said, the better.
Norm activities to ensure students know behavior expectations
Use “wait time” to alert students and gain their attention.
Praise students for their work in class and make positive parent contacts
Use “I” messages. For example, “I can’t teach with all of this noise.” “I’ll
wait until I have everyone’s attention.”
Try to avoid reinforcing call outs from students. Gently remind them to
raise their hands or do not respond until they ask for attention in an
appropriate way.
Deal with tardies and absences expeditiously and consistently – follow
site policy for tardies
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•
•

Do not let students choose where they want to sit. Remind them that
you can and will change their seats at your discretion.
Keep a note card on each student to keep track of behaviors. If a
problem persists, discuss it with the student and make a plan for
improvement.

Examples of Classroom Rules/Norms/Expectations
Rules should be simple, few, well-known, and enforced consistently. Only
establish rules you know you can and will enforce. Articulate your expectations
in a positive manner.
For example:
• Be Respectful of the teacher, your peers and the classroom at all times
• Be Responsible for your actions, completion of assignments, and
preparedness for class
• Be Ready to work and in your seat when the bell rings
Or:
• I will be respectful to others
• I will be prepared, seated, and ready to begin class when the bell rings
• I will bring all required materials to class everyday
• I will use behavior appropriate to a secondary classroom
• I will not have distracting objects in class

Set a plan for positive and negative consequences. For example:
Positive Consequences
Praise
High grades
Earn incentive tickets
Student of the week/month
Positive parent/guardian contact
Game or fun activity

Negative Consequences

Investigate & implement school-wide policy

Options for Dealing with Unacceptable Behavior
Consequences: Enforce logical consequences for unacceptable behaviors such
as loss of privileges, detention, cleaning up damage that was done, and phone
call to parents/guardians.
Temporary Removal from Class: Students can spend a reasonable amount of
time in a designated seat, another classroom, or an administrator’s office. They
must remain supervised.
Removal: As a last resort, send student to the office, counselor or assistant
principal. See ed.code limitations for acceptable reasons to remove a

student from the classroom.
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Name:

Think Sheet 1
1.

What I am doing is...

2.

What I have been asked to do is...

3.

Am I going to do what I have been asked?

4.

What I am going to do is...

5.

What will happen if I continue to choose NOT to do what I am asked?

Based on Capturing Kids’ Hearts, Aird & Pokorney May 2018

Name:

Think Sheet 2
1.

Why am I choosing this behavior?

2.

What effect does this behavior have on my own learning?

3.

What effect does this behavior have on the learning of others?

4.

What other behaviors can I choose instead of this behavior?

5.

Is there anything my teacher can do to help me?

Based on Capturing Kids’ Hearts, Aird & Pokorney May 2018

140

Behavior Document Sheet
Student:
Period:
Class:

Date:

Teacher:
Parent/Guardian:
Contact Info:

Concerning Behavior:

Actions Taken:

1) What did you observe?

1) Interventions and supports
implemented.

2) List specific behaviors, location, involved parties,
etc.

2) Parent/guardian contact.

Outcome/Results of Intervention/Support:

Date:

Concerning Behavior:

Actions Taken:

1) What did you observe?

1) Interventions and supports
implemented.

2) List specific behaviors, location, involved parties,
etc.

2) Parent/guardian contact.

Outcome/Results of Intervention/Support:

Date:

Concerning Behavior:

Actions Taken:

1) What did you observe?

1) Interventions and supports
implemented.

2) List specific behaviors, location, involved parties,
etc.

2) Parent/guardian contact.

Outcome/Results of Intervention/Support:

Date:

Concerning Behavior:

Actions Taken:

1) What did you observe?

1) Interventions and supports
implemented.

2) List specific behaviors, location, involved parties,
etc.

2) Parent/guardian contact.

Outcome/Results of Intervention/Support:
Pokorney May 2018
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Wm. S. Hart Union High School District
Teacher Do’s and Don’ts

DO:

• Respect your school’s administrative assistant and plant
maintenance chief
• Observe district rules regarding the confiscation of students’
electronic devices
• Turn your grades in on time
• Use your site’s D/F notices, if applicable
• Sign in as soon as you arrive on campus, and sign out at the end of
the day
• Notify the school’s administrative assistant if you need to leave
campus during the school day and follow site procedures for
leaving the classroom early
• Supervise students at all times, and remember that an
instructional assistant cannot be held legally responsible for your
students
• Get permission from your department chair or assistant principal
before showing a full-length movie or television show
• Obtain parent/guardian permission before showing any movie
other than G or PG rated
• Use only district e-mail, websites, and telephone services to
communicate with students and their families
• Copy a student’s parent or legal guardian on all e-mail
communications between you and a student
• Schedule field trips well in advance, and be mindful of permission
slips, bus costs, distance restrictions, and chaperone guidelines
• Check with ASB before arranging fundraisers at your site
• Follow your site’s classroom procedures regarding food and drink
• Use your department chair as the best resource for information on
school and district policies and subject-specific content
• Borrow lesson plans, materials and resources from a colleague, and
make sure to return items promptly and in good shape
• Read along with students during programmed silent reading
• Dress appropriately, following site guidelines and norms
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Wm. S. Hart Union High School District
Teacher Do’s and Don’ts

DON’T:
•
•
•
•

•
•
•
•
•
•
•
•
•
•
•
•

Allow a student to use your computer
Allow students to sell anything during class time
Lower an academic grade because of behavior or attendance
Give extra credit to students for bringing you supplies like facial
tissue or paper towels
Demand that students pay lab fees or supply expenses; follow
district guidelines for requesting donations from students
Be alone with a student without opening a door or staying in sight
of another teacher
Ask students to identify themselves in class by race, religion or any
designation that might cause unease
Dismiss your students before the bell rings to end class
Allow a parent/guardian to come to your room for a conference. If
they show up unannounced, walk together to the counseling office
Recommend tutoring, therapy, or the like to a parent. The school
district can be liable for these services if you suggest them.
Suggest to a student or parent/guardian that you suspect drug or
alcohol abuse: immediately inform a counselor or assistant
principal of your concerns
Send students on personal errands on or off site (i.e. to buy you
coffee, snacks or lunch)
Drive a student anywhere, any time, without a permission slip and
district clearance
Invite students into your home for any reason
Engage in social media (Facebook, Twitter, Instagram) with
students on personal accounts
Stop a fight by physically touching students unless properly
trained and certified through the SELPA’s NCI program
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Hart Induction Program

Understanding Special Populations
Students in the district may have a number of designations that translate into
additional services and recommendations for accommodations or modifications
in instruction. After the passing of the Individuals with Disabilities Education
Act, (IDEA), the process to identify and mandate special services became federal
law. The notion behind this law is to provide a free and appropriate public
education (FAPE) in the least restrictive environment (LRE). Each general
education teacher should be notified at their site of any students needing
additional services or having health conditions (like allergies to bee stings).
There are several steps in the process of identifying a student with special
needs, which may include SSTs, a 504 plan, and/or assessment for special
education.
About these meetings: If you are invited to attend a SST, 504, or IEP meeting,
BE PREPARED. Have a record of the student’s attendance, grades, completion
rates on homework and other assignments, and any anecdotal information that
might be helpful in making sure that this student succeeds. Parents need to
hear that you are a willing partner in this child’s plan for success.
You may be informed of changes that need to be made in your classroom or
instructional practices. An accommodation signifies that the student may need
a bit more help to master a standard. Accommodations do not alter the
standards/expectations for the assignment. Examples could include placement
in the classroom to aid vision or hearing, oral test questions, having a notetaker in class, or additional time on a test. Modifications can mean a
substantial change in product or mastery of a standard. Modifications are
generally only implemented in a special setting (i.e. SC1, etc.) An example
might include alternative assignments.
The purpose of special education is to support access to the general education
curriculum/content for students with identified disabilities.
Glossary:
RS Resource Student: These students are most often classified under the
disability categories of Specific Learning Disability (SLD), Speech or Language
Impairment (SLI), or Other Health Impairment (OHI). RS students are often
mainstreamed for core curricular courses and served by a RS teacher who
meets one period per day to address IEP goals and deliver study skills lessons.
Sometimes an Instructional Aide or RS teacher may attend a general education
class that contains resource students to provide additional support.
Occasionally, a resource student may not have any special education classes
but is being monitored by a RS teacher or receiving other special education
services outside of class.
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SC 1 Special Day Class 1: These students are most often classified under the
disability categories of Specific Learning Disability (SLD), Speech or Language
Impairment (SLI), or Other Health Impairment (OHI). Typically, these students
have learning disabilities that impact their learning to a greater extent and may
be mainstreamed in one or more classes. They often require intensive
educational services in a structured environment in order to access core
curriculum. Materials may be modified and augmented in the SC setting to
support learning.
SC 2 Special Day Class 2: These students are most often classified under the
disability categories of Intellectual Disability (ID), Traumatic Brain Injury (TBI),
Multiple Disabilities (MD), Orthopedic Impairment (OI), or more severe or
multiple Specific Learning Disabilities (SLD). These students have mild to
moderate cognitive and/or physical delays. The curriculum focuses on
functional academics including daily living skills, and personal social skills.
They may be mainstreamed into elective and regular physical education classes.
Students also learn life skills through community-based instruction (CBI)
and/or supported work experiences. In some cases, a student may be eligible
for special education services until the age of twenty-two.
SC 3 Special Day Class 3: These students are most often classified under the
disability category of Emotional Disturbance (ED) and have emotional
disabilities that interfere with their academic success. An example would be
clinical depression. Students qualify for these classes through a psychoeducational assessment. The classes utilize a positive behavior support system.
The goals of the program are to increase positive relationships, to improve
appropriate behavior, to increase self-confidence and self-esteem, and to
increase student acceptance and responsibility for both behavior and academic
performance.
SC 4 Special Day Class 4: These students are most often classified under the
disability categories of Deaf (DEAF) or Hard of Hearing (HH). These students
are deaf or hearing impaired and are instructed by a DHH specialist. Access to
core curriculum may be accessed through American Sign Language (ASL),
supplemented by a total communication ideology. In some cases, the student
may be placed in a regular classroom with an interpreter or have access to selfcontained sound amplifying equipment.
SC 5 Special Day Class 5: These students are most often classified under the
disability categories of Intellectual Disability (ID), Traumatic Brain Injury (TBI),
Multiple Disabilities (MD), or severe Orthopedic Impairment (OI). These
students have multiple disabilities and/or physical limitations that require
intensive services. It is the vision of this program to make the student as
independent as possible as they become members of their community.
Curriculum focuses on life, safety, and job skills. Most lessons are functional
life skills and community-based instruction (CBI) promoting as much selfsufficiency as possible. In some cases, a student may be eligible for special
education services until the age of twenty-two.
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SC 6 Special Day Class 6: These students have emotional difficulties, typically
emotional disabilities (ED) that cannot be met on the regular school campus.
Students qualify for this program through a referral by the school psychologist.
They have an integrated program that delivers education within a therapeutic
setting. The goals are to help students develop a positive self-concept, promote
independent adaptive functioning, realize his/her academic and emotional
potential, and facilitate his/her return to the least restrictive environment (LRE)
within the community. Students in this program are served at Sequoia School
SC 7 Special Day Class 7: These students are most often classified under the
disability category of Autism (AUT) and are considered high functioning. Their
disabilities may interfere with their ability to learn or form and maintain
relationships within the regular classroom. The program utilizes cognitive
positive behavioral support. Students may access the standards-based
curriculum in a small class setting and may be mainstreamed. Students are
also instructed in a structured social skills curriculum. There may be
consultation with an Occupational Therapist (OT) and/or a Speech-Language
Pathologist (SLP), focusing on self-regulation and communication skills.
SC 8 Special Day Class 8: These students are most often classified under the
disability categories of Autism (AUT) and/or severe Speech and Language
Impairment (SLI). Students may have emotional or behavioral difficulties that
interfere with their ability to learn and form or maintain peer relationships. The
program utilizes positive behavior support and specialized teaching
methodologies. Students may have access to standards-based curriculum and
some mainstreaming, as appropriate. Students receive instruction in a
structured social skills curriculum along with pragmatic speech lessons. There
may be consultation with an Occupational Therapist (OT) and/or a SpeechLanguage Pathologist (SLP), focusing on self-regulation, attention,
communication, and impulse control.
GATE (Gifted and Talented Education): These students have been identified
as having high intellectual prowess and may be given additional assignments or
take courses with special designations (Honors, AP, etc.).
Transitional Learning Charter (TLC) also known as Adult Transition
Program (ATP). This is a functional life skills program for cognitively disabled
students ages 18 through 22. Students may qualify for additional schooling
until the age of 22 based on a program referral and offer of free and appropriate
public education (FAPE) due to an inability to meet annual IEP goals or high
school graduation requirements. Students are given help to work toward as
much independence in living as they are capable of achieving. Communitybased instruction (CBI) and person-centered planning facilitate learning that
guides students in areas that include daily living, personal and social skills,
and occupational training and guidance. Students have opportunities to
experience on-the-job training in a variety of local settings while learning the
local transportation system. Students may also access the PAES Lab.
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SST Student Study Team: A meeting convened to address academic and social
concerns. All teachers are invited to attend along with the parents.
504 Section 504 is a Civil Rights Act that protects students from discrimination
when they have a documented disability. A meeting is held to determine if a
student qualifies for special help that is not recognized by the government as
part of IDEA. Examples include mild orthopedic impairment or health issue
such as diabetes.
IEP Individual Education Plan: This meeting is held with a team of
stakeholders and the parents/guardians/student to plan and review the
placement and services provided to a student with a disability which prevents
access to the general education curriculum. Teachers may be asked to
accommodate the student’s needs and adjust teaching to encourage access and
learning. One general education teacher is required to attend.
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Family Contacts
Effective family conferencing has the potential to:
•
•
•
•
•
•

improve student academic and personal progress
provide an opportunity to problem-solve together where both
student and teacher needs are addressed
reduce conflict with students in your classroom
develop a positive view and better understanding of the school and
your responsibilities
impress the student with your efforts to take logical steps to solve
a problem or concern
increase your confidence as a professional by working with the
families

Items to have available any time a family contact is made:
•
•
•

student’s overall grade including individual grades for homework,
assignments, projects, and tests
student’s attendance
dates of any upcoming tests or projects

Remember: A student’s educational experience is enhanced when a

partnership is formed between the home and school. Direct the focus of
the family contact on student responsibility, actions, and behavior.

Telephone Contacts
Teacher Initiated
1. Be prepared by writing down the facts before you call
2. Introduce yourself. Some families do not know the name of their
student’s teachers.
3. Before describing the problem, say something positive about the
student.
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4. Describe the problem by giving a factual account.
5. Explain the steps you have taken to address the problem.
6. Listen to the parent/guardian and solicit their input and
suggestions. They may be able to provide you with some valuable
insights into the problem. It also allows you the opportunity for
clarification, if needed.
7. Summarize and arrange for a follow-up contact, if necessary.
8. If you are unable to reach a parent/guardian, leave a message
asking for a phone number and a convenient time you can reach
him/her.
9. Express gratitude and appreciation for family support and
involvement.

Family Initiated
1. It is important to return a parent/guardian call within 24 hours.
The sooner the return call is made, the better.
2. If you have an idea of what the contact is about, write down any
information that may be pertinent before you return the call.
3. Introduce yourself at the initial contact.
4. Listen to the family’s concern(s). Clarify if you have any questions
without interrupting.
5. Validate what the family is saying and respond without becoming
defensive. State factual evidence in your response.
6. Come to a resolution. Determine who will do what and when.
7. Summarize and arrange for a follow-up contact, if necessary.
8. Express gratitude and appreciation for family support and
involvement.
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Conference
Teacher Initiated
1. Have another person in attendance such as an administrator or
academic counselor. This may also provide the family an
opportunity to find out how the student is progressing in other
classes.
2. Invite the student to attend unless there is a very strong reason
not to have the student participate.
3. Be prepared by writing down the facts before the conference.
Examples of student work are also nice to have available.
4. Introduce all parties in attendance.
5. Clearly and factually state your concern.
6. Explain the steps you have taken to address the problem.
7. Listen to the parent/guardian when you solicit input and
suggestions. They may be able to provide you with some valuable
insights into the problem. It also allows you the opportunity for
clarification if needed.
8. Discuss potential solutions. Provide choices, if possible. Decide
who will do what and when.
9. Summarize and arrange for a follow-up contact, if necessary.
10. Express gratitude and appreciation for family support and
involvement.

Family Initiated
1. Have another person in attendance such as an administrator or
academic counselor. This may also provide the parent/guardian an
opportunity to find out how the student is progressing in other
classes.
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2. Invite the student to attend unless there is a very strong reason
not to have the student participate.
3. Be prepared by writing down the facts you want to share before the
conference. Examples of student work are also nice to have
available.
4. Introduce all parties in attendance.
5. Ask the parent/guardian to share their concern. Listen. Clarify
when needed, without interrupting.
6. Provide factual information regarding the concern.
7. Discuss potential solutions. Provide choices, if possible. Decide
who will do what and when.
8. Summarize and agree on a follow-up plan if necessary.
9. Express gratitude and appreciation for family support and
involvement.

Avoid the following:
1. Using words that make judgments or labels such as “unmotivated”,
“lazy”, “oblivious”, etc.
2. Sounding unprofessional. Your word choice relays your
professionalism.
3. Including names, grades, discipline actions of other students
involved in the problem.
4. Engaging in an argument. Stop the contact and arrange a time to
meet with an administrator or academic counselor.
5. Taking on someone else’s problem.
6. Agreeing to take on more than you can reasonably handle.
7. Being unprepared. Have everything with you that has anything to
do with attendance and grades available.
8. Taking any concerns personally and becoming defensive.
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Building Partnerships
with Parents/Guardians
Below are phrases and words to support your communication with parents. Use data such
as student work and assessments as reference throughout the conversation. Develop a
partnership with parents around the goal of student success.
Greet the Parents
• I'm so glad you were able to join me today. I'm looking forward to working together.
• I am glad for the opportunity to share _____________'s progress with you.
• The purpose for our conference today is...
• What might you be interested in learning or knowing about?
• What are some things you'd like me to know about _____________?
• You know your child best, and I hope to learn from you what might help _____________
be as successful as possible in school.
Emphasize the Positive
• Tell me about your child's strengths. What have you noticed at home?
• We use student content standards as a guide. _____________ is able to...
• This work shows...
• This assessment shows...
• What I've noticed is...
Specify Areas for Growth
• Do you have any concerns about _____________'s progress? What are you seeing at home?
• I’ve noticed that _____________is having difficulty with...
• This work shows that sometimes s/he...
• By the end of the year, students are expected to.... Your child is_____________.
• I'm concerned because....
Plan Next Steps
• So, our goals for _____________ are...
• One way you could help at home is...
• How would it be if...?
• I will contact...to set up a _____________ (Student Study Team meeting, meeting with
the school psychologist, resource specialist, principal, etc.)
• Some other resources (or programs) that are available are...
• What is the best way to ensure...?
• What is the best way to stay in contact regarding _____________'s progress?
Copyright © 2003, 2007 The Regents of the University of California. All rights reserved.
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Family Contact Logs
It is important to keep a record of all parent/guardian contacts. The
following information should be included:
1. Time and date of contact
2. Person contacted and role
3. Information discussed
4. Responsibilities agreed upon
5. Follow-up contact if agreed upon

Family contact logs can be maintained in several ways. Record the
contact outcome immediately so that information is complete and
accurate.
1. The roll book is an option for recording information.
2. A special notebook or electronic document for parent/guardian
contacts are options. Several examples are included in the New
Teacher Handbook.
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Family Contact/Discipline Record
Teacher Name:
Period:
Room:
Student’s Name

P=Phone E=Email L=Letter
Date/Time

Reason:
Student’s Name

Date/Time

Date/Time

Date/Time

Date/Time

Reason:

Person Contacted and Role
Outcome:

Date/Time

Reason:

Student’s Name

Person Contacted and Role
Outcome:

Reason:

Student’s Name

Person Contacted and Role
Outcome:

Reason:

Student’s Name

Person Contacted and Role
Outcome:

Reason:

Student’s Name

Person Contacted and Role
Outcome:

Reason:

Student’s Name

C=Conference

Person Contacted and Role
Outcome:

Date/Time

Person Contacted and Role
Outcome:
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Back-to-School Night
Preparations
•

Make sure both the teacher and student desks are clean. Clear all clutter
and be sure the floor is free of all trash.

•

Display student work

•

Have a course syllabus/orientation available to families

•

Display the student textbooks

•

Dress professionally

•

Write your schedule and contact information on the board

•

Prepare an outline of your presentation prior to family arrival

•

Provide a sign-in sheet for families

•

Have a bottle of water ready for “dry-mouth”

Presentation
•

Greet families as they enter the room, ask them their son/daughter’s name,
and let them know you appreciate their attendance

•

Introduce yourself briefly

•

Give an overview of your class including prerequisites, content covered and
the next course in the sequence

•

Explain your daily routine, grading policy, procedure for making up absent
work

•

Offer suggestions on how families can help. Emphasize the fact that you
are partners in their child’s education.

•

Let families know you cannot discuss individual grades. Have a form
available for updated grade requests via email or other form of
communication.

•

Thank them for attending Back-to-School night

First impressions are important!!
Be energetic, positive, and professional.
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Open House Preparations
Classroom
o
o
o
o
o
o

Boards clean
Student papers filed
Desks clean and cleared
Computer and TV dusted
Windows cleaned
Student desks aligned

Visuals
o Post student work
o Create stations at student desks with engaging activities
families can do with their children
o Provide a brochure or handout
o Play a video showing students at work
o Run computer projects
Actions
Hide your grade book
Greet families as they enter
Ask for the name of their child
Provide a sign-in sheet.
Have a contact sheet for families who want to discuss
grades.
o Do not discuss grades. Refer families to the contact
sheet.
o
o
o
o
o

158

159

160

161

162

163

164

Room Sharing Etiquette

Many teachers share classrooms. There are a few guidelines that will
help to maintain good relationships between the host and visiting
teacher. This is a great opportunity to show our students how to
compromise and share space.
A Room of One’s Own
Teachers who share a classroom should have the following
accommodations:
•
•
•
•
•
•
•
•

A desk drawer/place for supplies including paperclips, overhead
pens, dry- erase markers, Post-its, pens, pencils, etc.
A file drawer for collected papers, handouts, etc.
Wall/bulletin board space to display student work, grades, class
rules, etc.
A section of dry-erase boards to provide instruction
Access to the computer, projector, document camera, etc.
Equipment aids: remotes, a short tutorial on how to work DVD,
projector, etc.
Storage space for a class set of books and reference materials.
A teacher should not be expected to travel for more than one
semester

Personally Speaking:
There is evidence that teachers prefer to teach without being observed by
other adults. You are not expected to ask a veteran to leave. Speak with
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an administrator or your Consulting Teacher and make sure there are
quiet places available on campus for the host or visiting teacher to work
on computers or to correct papers. Be prepared to leave the classroom
with your belongings before the host teacher’s class begins. Also, make
sure to log off the computer. Under no circumstances should the room
be used for conferences, phone calls, etc. by the non-teaching teacher, as
this can be disruptive to the class in progress.
About those desks:
No one should have to move desks twice. Reach an agreement to move
chairs at the end of a period so that both teachers have desks in place
when they arrive with their supplies in tow. Teachers who visit another
class should have their students clean the room, return the chairs to the
chosen configuration, log off the computer before they leave, and exit in a
timely manner.
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Tips for the Traveling Teacher
Teaching is hectic, and when you are traveling from one classroom to
another, it can be a challenge. To help ease your burden, we’ve put
together a few tips to help you manage.
Use document cameras/iPad/tablet: Writing on the boards takes too
much time. Use presentation platforms, document camera, or
iPad/tablet to project your agenda and learning objective. Write
prompts, instructions, and notes in advance of class time.
Ask for space in each room: You need a place for students to pick up
handouts (perhaps file folders) and wall space to post grades, student
work and the daily/weekly agenda. Ask for a file drawer for storage and
keep supplies in each room such as, file folders, pens and pencils, paper,
and paper clips.
Class sets of texts should be in each room: Train students to get their
book as they enter the room. This will limit student traffic and chaos
later in the period.
Clean up each and every day: Train your students to clean the room
and straighten the desks before they are excused.
Master the paper chase: Can students sometimes help with grading? It
can serve as a review: use special pens and create strict accountability to
ensure there is no cheating, and have students write in correct answers.
Responsible student services can record grades on rosters created from
Infinite Campus. Do not let students enter grades on the computer.
Create an “in” file and an “out” file to manage paperwork. Can you
record assignments as “spot checks” or stamping without collecting some
of them? Do all assignments need collecting?
Engage students immediately: Use a daily warm-up when class begins
and you can direct students to begin as they enter. This will give you a
chance to take roll and set up for the class period.
Create a center on wheels: Keep a file center on wheels where you
always have your roll book, keys, lesson plans, etc.
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From How to Manage Instruction in the Block, written by Doug and Barbara
Fleming.

About Block Schedules
NEED FOR VARIETY
Just as 90 minutes of lecture would be boring so would 90 minutes of learning stations,
workshops, or student dialogues day after day. It is important to present students with a variety
of activities during the 90 minutes−or whatever length your class periods are. Chapters 3 and 4
have provided a variety of short and longer-term strategy ideas. The question is how to put them
together to create an effective daily lesson plan.
In Teaching in the Block: Strategies for Engaging Active Learners, Robert Lynn Canady and
Michael Rettig suggest breaking down a 95-minute period into multiple segments. The lesson
begins with a 5- to 10-minute review of the previous day's lesson, followed by a segment of 18
to 25 minutes to state lesson objectives and present new material. Next, they recommend three
review segments of 5 minutes that alternate with three guided practice segments of 5
minutes each. The final two segments are 15 to 20 minutes of independent practice and 5 to
10 minutes of review. This may seem to move students too frequently from activity to
activity; however, it may be the most appropriate format for learning and practicing a
discrete activity such as a math algorithm.
Consider a lesson plan that begins with a 10-minute review of the previous day's lesson and
homework and then moves into a 25-minute presentation of new objectives and material.
The next 30 minutes are used for an activity that has students working with that material.
Reteaching takes place in the next 15 minutes, and the final 10 minutes are used to
bring closure to the day. This format provides a longer time for students to process the
new material and work in groups on a substantive task.
Even here it is useful to provide variety from day to day so that your lesson plans do not become
so predictable that students can tell you when you'll switch from presentation material to having
them move their chairs into circles for small group work.
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source: From How to Manage Instruction in the Block (pp84-88), by Fleming et al, 1998, Upper Saddle River, NJ: Prentice Hall.
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source: From How to Manage Instruction in the Block (pp84-88), by Fleming et al, 1998, Upper Saddle River, NJ: Prentice Hall.
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E | G H TQ U E S T T O NFSO R
P L AN N I N GL E S S ONIN
S T H EB L OCK
Beforeyou beginto developyour lesson,askyourselfthe followingquestions
to helpyou focuson the content,skills,and studentsfor whom you bre
designingthe lesson.
1. In settingup this lesson,what can I do to developa positivelearningclimate,
one that demonstrates
acceptance,
comfort, and order?

2. What can I do to makethe learningtasksclear?How will I help studentsto
feelconfidentthat they can do the work I will requireof them?

3. What is the focusof this lesson?Will it requirestudentsto acquirenew information,practicea skill,or both?
o lf thel will acquirenew information,how will I havethem reportout or
show me what they havelearnedor understood?
o lf thel will practicea new skill,how will they get feedback?

4. What strategies
will I useto help studentsmakemeaning,organizeinformation, or store/retrieve
theseideas?How can I help studentsconnectconcepts
and big ideas?
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5. What modelsor stepswill I present?How can the skillsto be masteredbe
How
How muchpracticeand applicationwill be necessary?
demonstrated?
will studentsusethisskillin life?

6. How can I build in opportunitiesfor generatingnew knowledgeand using
divergentthinking?

7. How will | "chunk"the contentso that thereis a good balancebetweenpresentationand interaction?

8. At what pointsin the lessonwill I build in time for studentsto reflecton, summarize,and reinforcewhat they havelearned?How will I bringthis periodto
closure?

a.'*ll.
r\,1r"{.'.1 I rr.>rn;
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CONTACTS FOR COMPUTER RELATED ISSUES 2018-2019
For password problems – Contact the registrar or tech admin
(student password problems should be sent to the librarians)
For hardware, connection, or installation problems – Contact the tech specialist
For Infinite Campus gradebook questions – Contact your technology coordinator

SCHOOL

REGISTRAR

TECH ADMIN

TECHNOLOGY
COORDINATOR

TECH
SPECIALIST

AOC

Sandra
Herrera

Pete Getz

Jason Wilhelm

Jordan Meraz

Arroyo Seco

Joy Williams

Cliff Miller

Thomas Van Dyke

Modesto Palma

Bowman

Colette Ybarra

TBD

Sandra Geyer

Jordan Meraz

Canyon

Maria Aguilar

Loni Pennay

Michael Crawford

Seth Hopkinson

Golden
Valley

Michelle
Montoya

TBD

Jeremy Perkins

Tom Cowan

Hart

Chris Cook

John Turner

John Vincent

Eric Ige

La Mesa

Kathy Reid

TBD

Aaron Kirkland

Kurt Bradbury

Learning
Post

Paula
Davidson
Laurie
Maynard

Pete Getz

Jason Wilhelm

Jordan Meraz

Adam Barrios

Paul Kass
Eddie Carr

Salvador
Berumen

Placerita
Rancho
Pico

Eileen Larkins

Ben Wobrock

Gerrit Maxwell

Danny Ross

Rio Norte

Edie Bertoldo

David Miles

Mindy Moore
Jase St. Peter

Brian Kunkel

Marcus Garrett

Wade Williams

Scott Schultz

Brandi Davis

TBD

Jordan Meraz

Matt Hinze

Kathlee Coleman

Faisal Qazi

Saugus
Sequoia
Sierra Vista

Karen
Wiederhold
Lourdes
Isaacson
Diane
Hormann

Valencia

Delinda Abbott

Josh McDonald

Laura Macias

Aureo Lintag

West Ranch

Mary Walsh

Kristan Hinze

Dan Doggett

Norman McBride
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Sample of Appropriate Electronics Device page from Syllabus
Courtesy of Mr. Ron Ippolito, teacher.
PERSONAL LEARNING DEVICE (PLD) POLICY - Mr. Ippolito allows his students the
option of using a cell phone as a personal learning device (PLD) as a means to enhance
their education. The purpose of this policy is to ensure that students recognize, to quote
from Spiderman, “with great power comes great responsibility.” The power to use
technology in the classroom carries with it a responsibility to use it appropriately. Every
student is expected to follow all guidelines, written or orally given, and to demonstrate
responsible and ethical behavior.
General PLD Usage
1. Student use of a PLD must at all times support instructional activities in the
classroom. Students are expected to use their PLD in a professional manner, in a
way that supports the educational mission of our classroom and of the school.
2. Games, music, and other entertainment are always prohibited in class.
3. Unless approved by Mr. Ippolito on a case-by-case basis, the following are also
prohibited:
a. The use of any electronic device for photography, audio recording, or video
recording
b. Phone calls, texting, social media, or other personal communication (“But I
told my dad I would text him!”)
4. Use of a cell phone as a PLD is completely optional and all students in Mr.
Ippolito’s class can complete all assignments with or without a PLD. Students
who choose to use their cell phones as a PLD in the classroom assume all liability
for its use. Standard text message and data rates apply. Neither Mr. Ippolito,
West Ranch High School, nor the William S. Hart Union High School District shall
be held responsible for cell phone charges, or if the device is lost or damaged.
5. PLD use shall be permitted only when Mr. Ippolito is in the classroom. When
there is another teacher or substitute teaching the class, no electronic devices of
any kind are permitted.
SOME OTHER THINGS
1. Return all borrowed supplies to their proper place in the student supplies area. I
won’t take supplies out of your backpack and you don’t take supplies off my desk.
2. The bell does not dismiss you; I do.
3. Never turn work into my mailbox in the office. Always submit work in person to
Mr. Ippolito.
4. All questions about your grade should be addressed in person outside of class
time.
5. Bags, purses, and backpacks should be on the floor below your desk.
6. Treat substitute teachers as good as, or better than, Mr. Ippolito.
7. Hoods off in class. West Ranch hats are allowed. Non-WR hats will be confiscated.
8. And finally . . . we’re all a team. When we work together, we can have a great
learning experience!

Relationships • Rigor • Relevance
Mr. Ippolito • http://www.MrIppolito.com • rippolito@hartdistrict.org
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Social Networking Nightmares

nea.org

Story suggested by Tami Zeitler (Student member 2009), Central Washington University
Want to get fired from your first teaching job? Don’t read this article. Seriously. Just click on to something
else. There’s nothing to see here. Move along....
First, let’s debunk the free speech myth: Many teachers believe they have the absolute First Amendment
right to post anything they want on social networking sites, including party pix and diatribes about the boss.
After all, they’re on their own time and using their own resources.
Sadly, the courts say otherwise.
The exploding popularity of these sites has engendered a prurient interest in teachers’ “private” lives by
both school administrators and the media. Newspapers across the country have begun trolling social
networking sites for embarrassing and titillating postings by local teachers. And there’s a treasure trove of
material to be mined:
The Charlotte Observer reported that an afterschool staffer from Charlotte was fired for his
Facebook comment that he likes “chillin’ wit my niggas” and a “suggestive exchange” with a female
friend. Two probationary teachers faced termination for their Facebook musings that “I’m feeling
pissed because I hate my students,” and I’m “teaching in the most ghetto school in Charlotte.”
The Columbus (Ohio) Dispatch ran an exposé entitled, “Teachers’ Saucy Web Profiles Risk
Jobs.” One 25-year-old female bragged on her MySpace site about being “sexy” and “an aggressive
freak in bed.” Another confessed that she recently got drunk, took drugs, went skinny-dipping, and
got married.
The Washington Post published a front page “investigative” piece entitled “When Young
Teachers Go Wild on the Web,” quoting one DC teacher’s Facebook page: “Teaching in the DC
Public Schools—Lesson #1: Don’t smoke crack while pregnant.” A special ed teacher wrote on her
page to a student, “You’re a retard, but I love you,” and posted a photo of herself “sleeping” with a
bottle of tequila.
A San Antonio newspaper reported that college student “Mahka” posted pictures of herself in
various stages of drunkenness with the catchy caption, “Can U say wasted?” She also wrote:
“Drinking and partying is my life. I’m gonna be a high school English teacher one day.”
Really? You think so?
First Amendment 101
Until they acquire tenure, most beginning teachers can be nonrenewed for no reason at all. They’re not
entitled to know why or to have a due process hearing. The only caveat is that they can’t be let go for a
discriminatory reason or in retaliation for free speech activities.
Without going into the gory details, teacher free speech rights are fairly limited: their speech is protected
only if they speak out as citizens on “matters of public concern” and their speech doesn’t disrupt the
school.
In the seminal Pickering v. Board of Education case, the Supreme Court held that it’s not a First
Amendment violation to dismiss probationary teachers for what they say or write, if their speech involves
merely personal things (i.e. doesn’t address broader social/political issues of the day), or if the speech
176
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social/political issues of the day), or if the speech

might disturb the workplace.
Tenured teachers, by contrast, have far greater job security than probationary teachers: they can’t be fired
except for “just cause,” and they don’t need to rely on the First Amendment for protection.
Pickering in Cyberspace
To date, there have been only three court cases involving teachers who claimed that their First Amendment
rights were violated by being punished because of their postings on social networking sites. The teachers
lost every case.
Connecticut teacher Jeffrey Spanierman was fired because of two cyber conversations with
students on his MySpace page. In one posting, he teased a student about his girlfriend, and the
student responded, “dont be jealous cause you can’t get any lol:)” Spanierman replied: “What makes
you think I want any? I'm not jealous. I just like to have fun and goof on you guys. If you don't like it.
Kiss my brass! LMAO.” He also jokingly threatened another student with lifelong detention for calling
him “sir.” Pretty mild stuff, really.
But a federal court ruled that Spanierman’s termination didn’t violate the First Amendment because
his speech “was likely to disrupt school activities.” The court faulted the teacher for failing “to
maintain a professional, respectful association with students” and for communicating with students
“as if he were their peer, not their teacher.” Such conduct, “could very well disrupt the learning
atmosphere of a school,” the court said.
Tara Richardson was a mentor for beginning teachers who sued the Central Kitsap (Washington)
School District claiming that she was demoted because of comments she posted on a personal blog.
She described one administrator as “ a smug know-it-all creep” who has “a reputation of crapping on
secretaries….”
Last June, a federal appeals court rejected her First Amendment argument, finding that her nasty,
personal comments interfered with her job because they “fatally undermined her ability to enter into
confidential and trusting mentor relationships” with beginning teachers.
And then there’s the sad tale of Pennsylvania college senior Stacey Snyder who was dismissed
from her student teaching position because of “unprofessional” postings on her MySpace site, which
she urged her students to visit. Her site included comments criticizing her supervisor and a
photograph of her wearing a pirate hat and drinking from a plastic cup with the caption “drunken
pirate.”
Because she did not complete her student-teaching practicum, Snyder was forced to graduate with a
degree in English instead of Education. The lack of student-teaching experience also prevented her from
applying for a Pennsylvania teaching certificate.
Snyder sued, but a federal court found no First Amendment violation. Applying the Pickering case, the
court ruled that her MySpace postings dealt only with purely personal matters, not issues of public concern.
The lesson from the Snyder case is this: Unprofessional and inappropriate Internet postings by college
students can be used to prevent them from entering the teaching profession. Seriously.
Make no mistake: Administrators are catching on and checking up. The Washington Post reported about a
Missouri superintendent who, during interviews, insists that job applicants show him their Facebook or
MySpace
Page
2 of 4
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MySpace page.
So, how would you fare in that situation? If you’re not sure, show your Facebook page to your mom. If she’s
got any concerns or problems, then so do you.
Michael D. Simpson
NEA Office of General Counsel
Michael Simpson is the Assistant General Counsel of the NEA and specializes in the First Amendment to
the Constitution.

By Cindy Long
While educators are wise to be extremely cautious online, there are ways to use social networking sites to
make connections that can enhance careers, not jeopardize them. One smart strategy is to seek out
networks developed around specific professional interests.
“The conversations that used to happen in the hallways or teacher’s lounges or at conferences are now
happening all the time on the Web,” says Steve Hargadon, an educational technology expert and founder
of Classroom 2.0, a popular social network for teachers. “Putting these tools together in an environment
that encourages community and collaboration creates enormous potential for history teachers, or Latin
teachers, or music teachers to build a network of colleagues at their fingertips.”
Hargadon recommends that educators take a look at Ning.com, where you can create your own social
network around a specific topic. Ning groups can be as open or exclusive (even invitation-only) as you like.
Brock Dubbels, a language arts and literature teacher at Richard Green Central School in Minneapolis,
established the Ning network “Video Games as Learning Tools,” a community of educators exploring the
potential of gaming in the classroom. The network has expanded his professional development in ways he
never predicted. Through the connections he’s made on Ning, he’s been invited to write and share
curriculum, speak at major conferences on video gaming in the classroom, and serve as a source in a
Christian Science Monitor article on social networking.
Without social networking, “people I would never have otherwise known were interested in what I was
doing,” Dubbels says. “Beyond getting great ideas for teaching and staying excited about my profession, I
find that I am not alone in wanting to innovate, learn, and grow.”
Below is a list of several social networks for educators.
The Apple
Where teachers meet and learn.
Classroom 2.0
Steve Hargadon's popular social networking site for educators.
Classroom Earth
A social network for environmental education created in partnership between the Weather Channel
and the National Environmental Education Foundation, submitted by an NEA Today reader.
Educate Interactive
Provides the educational community with opportunities to connect and collaborate in order to share
178
Page 3 of 4resources, lessons, and best practices.
Jun 17, 2015 10:28:13AM MDT

http://www.nea.org/home/38324.htm#.VYGf7eQ5EaU.cleanprint

resources, lessons, and best practices.
Eledblog.com
A place for educators to gather, share and learn, submitted by two NEA Today readers.
English Companion
A social network for English teachers, submitted by an NEA Today reader.
NextGen Teachers
Educators connecting to explore the next generation of teaching and learning.
Ning in Education
Using Ning for educational social networks.
TeachAde
The Online Community for Teachers
Teachers Recess
A social network developed to provide everyday teaching solutions.
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• A librarian may make up to three
copies “solely for the purpose of
replacement of a copy that is damaged,
deteriorating, lost, or stolen.”

• Single works may be used in their entirety,
but no more than five images by a single
artist or photographer may be used.
• From a collection, not more than 15
images or 10 percent (whichever is
less) may be used.

• An entire work
• Portions of a work
• A work in which the existing format
has become obsolete, e.g., a document
stored on a Wang computer
Photograph
Illustration
Collections of photographs
Collections of illustrations

Videotapes (purchased)
Videotapes (rented)
DVDs
Laserdiscs

•
•
•
•

•
•
•
•

Printed Material

Illustrations
and Photographs

Video

(for viewing)

(archives)

• Teachers may use these materials in
the classroom.
• Copies may be made for archival
purposes or to replace lost, damaged,
or stolen copies.

• Teachers may make multiple copies
for classroom use, and incorporate into
multimedia for teaching classes.
• Students may incorporate text into
multimedia projects.

• Poem less than 250 words; 250-word
excerpt of poem greater than 250 words
• Articles, stories, or essays less than
2,500 words
• Excerpt from a longer work (10 percent
of work or 1,000 words, whichever is
less)
• One chart, picture, diagram, or cartoon
per book or per periodical issue
• Two pages (maximum) from an
illustrated work less than 2,500 words,
e.g., a children’s book

Printed Material

(short)

What you can do

• The material must be legitimately
acquired.
• Material must be used in a classroom
or nonprofit environment “dedicated
to face-to-face instruction.”
• Use should be instructional, not for
entertainment or reward.
• Copying OK only if replacements are

• Although older illustrations may be in
the public domain and don’t need permission to be used, sometimes they’re part
of a copyright collection. Copyright
ownership information is available at
www.loc.gov or www.mpa.org.

• Copies must contain copyright
information.
• Archiving rights are designed to allow
libraries to share with other libraries
one-of-a-kind and out-of-print books.

• Copies may be made only from legally
acquired originals.
• Only one copy allowed per student.
• Teachers may make copies in nine
instances per class per term.
• Usage must be “at the instance
and inspiration of a single teacher,”
i.e., not a directive from the district.
• Don’t create anthologies.
• “Consumables,” such as workbooks,
may not be copied.

The Fine Print

www.techlearning.com. More detailed information about
fair use guidelines and copyright resources is available at
www.halldavidson.net.

Specifics

Medium

This chart was designed to inform teachers of what they
may do under the law. Feel free to make copies for teachers
in your school or district, or download a PDF version at

Copyright and FairUseGuidelines for Teachers
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Multimedia; cable systems (and their associations); and Copyright Policy and
Guidelines for California’s School Districts, California Department of Education.
Note: Representatives of the institutions and associations who helped to draw up

• Schools are allowed to retain broadcast
tapes for a minimum of 10 school days.
(Enlightened rights holders,such asPBS’s
ReadingRainbow, allow for much more.)
• Cable programs are technically not
covered by the same guidelines as
broadcast television.

• Resources from the Web may not be
reposted onto the Internet without
permission. However, links to legitimate
resources can be posted.
• Any resources you download must have
been legitimately acquired by theWeb site.

• Only one machine at a time may use
the program.
• The number of simultaneous users must
not exceed the number of licenses; and
the number of machines being used
must never exceed the number licensed.
A network license may be required for
multiple users.
• Take aggressive action to monitor that
copying is not taking place (unless for
archival purposes).

• A maximum of 30 seconds per musical
composition may be used.
• Multimedia program must have an
educational purpose.

• The material must be legitimately
acquired (a legal copy, not bootleg or
home recording).
• Copyright works included in multimedia
projects must give proper attribution
to copyright holder.

many of the above guidelines wrote a letter to Congress dated March 19,1976,stating:
“There may be instances in which copying that does not fall within the guidelines
stated [above] may nonetheless be permitted under the criterion of fair use.”

• Broadcasts or tapes made from broadcast may be used for instruction.
• Cable channel programs may be used
with permission. Many programs may
be retained by teachers for years—
see Cable in the Classroom
(www.ciconline.org) for details.

• Broadcast (e.g., ABC, NBC, CBS,
UPN, PBS, and local stations)
• Cable (e.g., CNN, MTV, HBO)
• Videotapes made of broadcast and
cable TV programs

Television

Sources: United States Copyright Office Circular 21; Sections 107, 108, and
110 of the Copyright Act (1976) and subsequent amendments, including the
Digital Millennium Copyright Act; Fair Use Guidelines for Educational

• Images may be downloaded for
student projects and teacher lessons.
• Sound files and video may be downloaded for use in multimedia projects
(see portion restrictions above).

• Internet connections
• World Wide Web

Internet

• Up to 10 percent of a copyright musical
composition may be reproduced,
performed, and displayed as part of a
multimedia program produced by an
educator or students.
• Library may lend software to patrons.
• Software may be installed on multiple
machines, and distributed to users via
a network.
• Software may be installed at home and
at school.
• Libraries may make copies for archival
use or to replace lost, damaged, or
stolen copies if software is unavailable
at a fair price or in a viable format.

Records
Cassette tapes
CDs
Audio clips on the Web

•
•
•
•

• Students “may use portions of lawfully
acquired copyright works in their
academic multimedia,” defined as 10
percent or three minutes (whichever
is less) of “motion media.”

• Software (purchased)
• Software (licensed)

Videotapes
DVDs
Laserdiscs
Multimedia encyclopedias
QuickTime Movies
Video clips from the Internet

•
•
•
•
•
•

Computer Software

(for integration into
multimedia or video
projects)

Music

(for integration into
multimedia or video
projects)

Video

unavailable at a fair price or in a viable
format.
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Email for Educators

• Gmail
• Manners Online
• Netiquette
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http://google.hartdistrict.org/
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THE CORE RULES OF NETIQUETTE
"Netiquette" is network etiquette, the do's and don'ts of online
communication. Netiquette covers both common courtesy online
and the informal "rules of the road" of cyberspace. This page
provides links to both summary and detail information about
Netiquette for your browsing pleasure.

•

Rule 1: Remember the Human

•

Rule 2: Adhere to the same standards of behavior online
that you follow in real life

•

Rule 3: Know where you are in cyberspace

•

Rule 4: Respect other people's time and bandwidth

•

Rule 5: Make yourself look good online

•

Rule 6: Share expert knowledge

•

Rule 7: Help keep flame wars under control

•

Rule 8: Respect other people's privacy

•

Rule 9: Don't abuse your power

•

Rule 10: Be forgiving of other people's mistakes
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Infinite Campus

• Infinite Campus (IC) Getting Started
o First Time Users
o Check Schedules and Rosters
o Campus Tools

• Taking Attendance
o Option 1: Attendance via Roster List
o Option 2: Attendance via Seating Chart

• Setting Up Seating Charts
• The Gradebook
o
o
o
o

Prior to Gradebook Setup
Gradebook Setup
Gradebook Calculation Options
Creating Assignments

• Other Features
o Campus Community
o Planner
o Messages
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Infinite Campus Instruction

Account Settings & Log Off
Switch to
Campus 1.
Instruction &
Campus Tools

Getting Started
• Log Ins/Passwords
• Do you see something like this upon logging in?

Menu – links
to where you’ll
want to go!

Current Term

Control Center – “main screen”

•

First Time Users - Set Preferences (to automatically load to Campus Instruction)
• Visit the person icon in the top left of the screen
• Select Account Settings
• Use pull down menu and select “Campus Instruction”

•

Check Schedules and Rosters
• Roster Sample
193

Term and Class Period

Class size, genders & grade levels

Icons here indicate
student special
needs – important
reading!!

2. Campus Tools
•

Click on a student in your roster. It will bring up a screen like this:

•

Then click on To Student Information. You will see something like
this:
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•

•

•

This screen is part of Campus Tools. In order to move back to
Campus Instruction for attendance, gradebook etc. you will need
to go to the waffle and select Campus Instruction.
While we are here, take a look at the Campus Tools. Most of
these are useless at this time however some school sites may be
using the Behavior Referral tool for submission of non-emergency
reprimands. Your school site will provide further information.
Return to Campus Instruction:

2. Select “Instruction”

1.

Click the App “Waffle”

3. Taking Attendance
• Option 1: Attendance via Roster List
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•

Option 2: Attendance via Seating Chart
• This is the same as option 1 but if you open your seating chart you
can take attendance using the actual layout of your classroom and
students.

•

Because there is no school in session on this day of this
presentation, there is no active demonstration of attendance to
show. These photos were borrowed (okay, stolen) from Campus
Community.

4. Setting Up Seating Charts
• Select Seating Charts from left hand menu
• Click the “New” button to create a new chart
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•

Here’s a sample of what you can do

Choose Class and Section

Set Class Layout

You can play with spacing to configure tables

Choose how to place students

•
•

The pull down menu at the bottom gives more options…
Selecting “Do Not Place” allows you to see the chart lay out and
hand place/drag and drop students into seats

Click on name and drag to
desired seat placement

Delete individual desks to
block out seats/areas in room
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5. The Gradebook
• All gradebook features for set up and use are accessed from one screen (it used
to be a bunch of different places hence the nickname “Infinite Clicking” )

Add button to
add
assignments

Term Info

Course
Task Info

Settings Tab
for Set Up 

•

Prior to Gradebook Set Up, consider the class you are teaching
o If teaching a QUARTER LONG CLASS:
 Select “Term Q1” in Term
 Select “Term Grade” in Task
 Each quarter when you set up a grade book you will have to choose a
new Q…so Q1, Q2, Q3 & Q4
o If teaching a SEMESTER LONG CLASS:
 Select Term “Q2” during first semester set up and Term “Q4” in second
semester set up in Term
 Select “Semester Grade” in Task

6. Gradebook Set Up
•
•

•

Grading Scale Set Up
If you have a particular scale, you will need to plug it in personally
Most teachers (I know anyway) select and use the Standard Scale
that comes with the program.
Categories
You must establish a place to save scores
o If you do not weight grades, create one Category and do
not touch any of the weighting information.
 I usually recommend naming the Category
“Assignments.”
o If you do weight grades you will need to create a unique
Category for all of your grading areas.
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1.

Name Your Category

2. Select all courses you would like
to appear in this Category

3. Apply weighting if applicable
(otherwise leave at 0.0)
4. SAVE!

Grade Calc Options
• If you ever find that you are entering grades and no percentage or
letter grades are recording, it is probably because you forgot this
part  You need to assign a grading scale to the grade book so
that it knows how to calculate grades! This must be done for
each section of the classes you teach.

If you weight grades, select this!

Creating Assignments
• To add assignments, you need to choose the gray “Add” button
from the top left of the gradebook screen
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Assignment Title

Place dates – these get
recorded on your
“Planner”

Abbreviation
(for gradebook)

Choose the classes
that will be graded for
this assignment

Clicking “Portal” ensures
parents and students can
see the assignment online

Choose which category
your assignment is a part
of (if you weight grades,
you will have many
options, otherwise you
will choose Assignments)

Assign Points, Adjust
Multiplier if desired

Check that it is assigning
to Term Grade for a
quarter gradebook or
Semester Grade for a
semester gradebook.

7. Other Features?
a. Set Up Campus Community Account
• Click on the 3 bars from the Control Center Page
• Choose Community
200

•

Announcements regarding trainings/webinars etc. should be
visible

•

Click on ICU (Infinite Campus University) link in upper right corner
a. Here you can register for particular webinar events if you’d
like more training
Click on Knowledge Base link in upper left corner
Choose Campus Instruction from the blue/gray Knowledge Base
tab on the left of the screen for an exhaustive list of basic
tutorials…
For a look at advanced features in Campus Instruction, choose
Videos and Simulations

•
•

•
b. Planner
•

The assignments you enter are programmed into a calendar
online
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c. Messages
• You can send messages to your classes through Campus. This
message can be sent to student email and/or the parent emails
that are in the Campus system.
• Messenger is found on the main screen:

• If you record missing assignments in your gradebook as “M” this
Messenger system can generate Missing Assignment emails that
will be sent individually to each family with an email address on
file.
• This is pretty nifty but make sure to personalize the
message a little bit with the title of your course and any
kinds of interventions you/the school may be offering to
support a student who needs to finish missing work.
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Substitute Overview

• Everything You Need to Know
• Procedures for Retaining a Sub
• Personal Necessity Leave
• SFE Absence Reasons
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EVERYTHING YOU ALWAYS WANTED TO KNOW
ABOUT SECURING A SUBSTITUTE-AND MORE
WHY SECURE A SUBSTITUTE?
You will find that invariably throughout the year, you will require a
substitute to cover your classes. Please note the different reasons for
requesting a substitute:
1. Illness/Injury (deducted from sick days)
2. Personal Necessity (deducted from sick days)
3. Illness of/Injury to Immediate Family (3 days NOT deducted from
sick days)
4. Bereavement (NOT deducted from sick days-5 days max. Applies
to certain family members)
5. Jury Duty (NOT deducted from sick days)
6. District Approved/Paid Professional Absence (Approved
conferences, workshops, PAR business, IEP’s-usually one period)
Each employee has ten sick/personal necessity days plus three days for
family emergency. Your sick and personal necessity days will carry over
from year to year if not used; however, the family emergency days WILL
NOT. Thus, remember if it is a day for family emergency, use those days
first!! Jury Duty and District-approved absences are not deducted from
your sick/personal/family leave days.
Sick days are cumulative and have no limit; therefore, it is possible for
you to gain days (hours) the longer you work in the school district. When
you retire, your unused sick days MAY count toward your retirement.
The Contract: For more detailed information on the following types of
leave, please consult the contract:
• Sick Leave
• Jury/Witness Leave
• Extended Illness or Injury
• Sabbatical Leave
Leave
• Association Leave
• Maternity-Sick Leave
• Military Leave
• Family Illness Leave
• Exchange Teaching Leave
• Personal Necessity Leave
• Travel Leave
• Bereavement Leave
• Other
• Family and Medical Leave
Catastrophic Leave Bank- Is voluntary and contributions are made at the
beginning of the school year. It is used after your sick days have been
accounted for. The exact language is in the contract.
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Incentive Reward Plan-If during a school year you miss three days or fewer,
the district will award you an additional five sick days to be carried over (can
possibly be used for retirement, or for extended leave.)
OH, THINK TWICE
Having second thoughts about calling a substitute? There are a few
caveats/tips to consider, typically dictated by the school culture. Find out
what they are. Nonetheless, a few general truths resound among most
schools. You need to be aware and pay heed to the following:
 Preparing for a substitute is a labor-intensive event. Unless there is a
legitimate reason, try to abstain
 There is a favored substitute list at most schools (either formalized or
not). Ask the Administrative Assistant and colleagues at your site for
the list. It will make your return to school a lot smoother to request a
seasoned substitute. However, realize that these individuals are a hot
commodity and are busy throughout the year.
 You can schedule your substitute up to 60 days in advance. If you
know you will be absent, call a favored substitute as soon as possible. If
you can, call the substitute at his/her home and review your classes
and plans with him/her. You may want to call the substitute first,
BEFORE calling the service to check on availability.
 Make sure you have a confirmation number, and if possible, call the
service a few days before your absence to double check your substitute
has been requested.
 If you cancel a substitute, be sure to call the substitute directly and
inform him/her that you will not require services for that day.
 Tell your students when you will be out when possible. Explain
appropriate behavior and your expectations. Tell them implicitly that no
matter who is the substitute, including Attila the Jun, they must listen
and act accordingly. Remind them you will not listen to “their side of
the story.”
 LEAVE DETAILED LESSON PLANS-do not assume the substitute is a
mind reader. Assume they know nothing and this is his/her first day on
the job. Write it all down in clear language, preferably typed. Label
everything. Leave all materials in a location that is visible to the
substitute-not hidden under a pile of papers. Then, have a
colleague/husband/wife/etc. read your plans. Does it make sense to
them? If not, revise.
 You must leave your roll book and seating chart-however, do not leave
your grades around. These things have a tendency of disappearing.
 Substitutes are not allowed to log on to your computer; therefore, do not
allow you student service to log on when you are not there.
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 DO NOT ASSUME YOUR SUBSTITUTE will be a scholar in your subject
area. In fact, assume they may know less than your students.
Therefore, plan accordingly.
 LONG WEEKENDS!! Especially holiday weekends. Not a good idea.
The substitute pool is at its lowest, which means YOUR COLLEAGUES
may be forced to watch your students during their preps.
 Line up a very responsible student or two in each period to assist the
substitute. Tell them your expectations and leave their names with the
sub.
 Inform a colleague that you will be out and ask them to check in with
your substitute. Share your plan with them so they can better help the
sub if he/she has questions. Be prepared to reciprocate the favor!
 If you absence is an unforeseen situation, and you cannot get to school
to leave lesson plans, try to secure the assistance of a fellow teacher.
Call the teacher and ask if you can email or fax your plans to him/her
so he/she can prep your substitute. Otherwise, your classes will have
to resort to your emergency lesson plans you hopefully left in your
substitute folder at the beginning of the year.
DARE TO RETURN?
Upon your return, you will be required to do several things:
 Assess the situation when you get back. Read the substitute’s notes
and follow-up on any behavior issues recorded.
 Complete the substitute review sheet. Put comments in accordingly.
 If there was a problem with the substitute, write the name down and
you may want to inform the secretary and administrator if there was a
major issue.

HOW TO SECURE A SUBSTITUTE
As an employee, you are provided with a SmartFindExpress user account that
you will utilize to request a substitute. Your account can be activated on the
day of the district’s technology training. At this training you will learn how to
use the system via your home phone, your mobile phone, and the web. User
guides for the system are in section 24 of this handbook.
HOW TO USE THE PHONE (LAND LINE) TO SECURE A SUBSTITUTE





Call the system telephone number (661) 505-6448
Enter your Access ID and PIN both followed by the star key (*)
Follow prompts from the system to complete process
Obtain job number to ensure job has been created
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HOW TO USE YOUR iPHONE TO SECURE A SUBSTITUTE
SmartFindExpress® Mobile
SFE Mobile app is available from the iTunes app store
HOW TO USE THE WSHUHSD WEBSITE TO SECURE A SUBSTITUTE
You may use the WSHUHSD website (http://www.hartdistrict.org/) to secure
a substitute. After opening the website, click on the Staff menu tab and then
click on SmartFindExpress Web Center (Substitute System). The following
screen will appear:
**FIRST register by phone (661) 505-6448 to get a password and gain access to this site.**






Log in with User ID and Password.
Create absence
Secure substitute
Make sure job number is provided to ensure completion

User Guide is available in section 24 of this handbook.
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Procedures for Retaining a Substitute
In the event you are absent and need to secure a substitute, you must enter
your request into the SmartFind Express Substitute Management System as
soon as you can. You may submit your request online through the staff portal
on the district’s website or by calling (661) 505-6448.
If you wish to prearrange for a specific substitute, locate that substitute, click
on “yes” button, and the system will not call anyone else. If the specified
substitute does not accept the prearranged job within 2 hours, the system will
start calling everyone who has your classification in their profile. When you
prearrange a sub assignment, it is better to call the substitute and make sure
they are available. If they accept the job, you can enter them into the
substitute spot by clicking the “name lookup” key and enter the first 3 letters of
their last name. Click on the name you want and it will go directly into the
absence.
If you do not prearrange an absence, please enter the absence into the system
as soon as possible. Absences can be entered up to 3 months in advance. If
the system is unable to retain a substitute, please call Debbie Lien first thing
in the morning at 259-0033, Ext. 775. She is in the office at 7:30 a.m. and
will make every effort to find an appropriate sub. School Administrative
Assistants also have the ability to check the system to see the status of
substitute searches.
If you have any questions or need additional assistance, please don’t hesitate to
contact Debbie Lien.
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PERSONAL NECESSITY LEAVE
Designed for Short-term Incidences
Generally Accepted Reasons for Personal Necessity Leave
Unit members are entitled to take paid leave for reasons of personal necessity.
The process for the details of this leave is spelled out in the Contract Agreement
(section 15.3 CSEA; section 13.5.1 HDTA).
All Personal Necessity Leaves must conform to generally approved reasons.
Three days may be taken without having to provide the administration with
specific reasons, but even these three must conform to the generally approved
reasons. If a unit member is unsure if something qualified for this leave,
he/she should contact the Assistant Superintendent for Personnel for a
definitive answer.
The District reserves the right to require the unit member to submit an affidavit
or other appropriate verification of the specific nature of the personal necessity
in cases of evident abuse.
The reasons listed below are only generally approved and final determination
depends on the actual circumstances in each case:
1. Bereavement that is not elsewhere provided in the collective bargaining
agreement.
2. Home emergency to which the unit member must respond.
3. Accident involving the unit member or property of the unit member.
4. Transportation failure with no available alternate transportation.
5. Impassable roads and no other available route.
6. Designated participant in a marriage ceremony.
7. Scheduled graduate comprehensive or final exams during work hours.
8. Graduation from high school or college of immediate member of family
during work hours.
9. Emergency personal or legal business which can only be accomplished
during work hours.
10. Accident to or illness of a family member or another for which the unit
member assumes important responsibilities.
11. Moving one's residence (limited to one day).
12. Emergency childcare which cannot be provided by other reasonable
means.
13. Religious holidays of significant importance.
14. Adoption or Paternity (3 days)
Reasons that are generally not approved include:
1.
2.
3.
4.

Family or class reunions.
Attending a conference or event with a spouse.
Recreational activities.
Any absence due to activities for which the unit member is paid by
another organization, including coaching for schools outside the District.
5. Wedding/Honeymoon
6. Vacation

Updated 06/17/15
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1

Reasons - Absence/Vacancy
________________________________________________________________________________________________________________________________________________________________________________________________________________

Code

Name

Applies To

Max Day

Col.

Ver.

MJD

IFC

SAU

Use Balance

Uses allocation from

________________________________________________________________________________________________________________________________________________________________________________________________________________

121
87
18
117
119
72
09
44
43
16
07
32
20
41
103
113
66
59
106
108
03
102
50
116
115
22
88
05
56
97
63
51
69
81
79
94
92
93
89
95
70
75

(INACTIVE) CA Health Science
ADMINISTRATIVE SUPPORT - JR.
ADV. PLACEMENT
AEBG Conference Attendance
Aerospace Engineering Grant
AOC GRANT
APPROVED SHORT LEAVE
ASB (SITE PRINCIPAL)
ATHLETICS
BANKED COMP HOURS
BEREAVEMENT
caasp/Smarter Balanced
CAHSEE (LEBARRON)
Carl Perkins/Voc. Ed.
CCPT CURRICULUM DEVELOPMENT/
CCSS PD
CERTIF. PERSONNEL-NEEDS APPR
CHORAL FESTIVAL/HONOR BAND/S
COLLEGE/CAREER DONATIONS
College/Career Readiness - C
COMP TIME ABSENCE - CHANGE S
CONFERENCE ATTENDANE/DISTRIC
CSEA BUSINESS
CTE TEACH, CRY-ROP
CTEIG PD
CURRICULUM/LEBARRON
DFYIT
DIST.BUS.- INACTIVE
DIVERSITY (G. LEE)
DO NOT USE
DO NOT USE - FOS (Krantz)
DO NOT USE - NEGOTIATIONS (
DO NOT USE - NON-DIST FUNDI
DO NOT USE - CAHSEE (Kranz)
DO NOT USE - COC COLLABORATI
DO NOT USE - COMMON CORE - A
DO NOT USE - Common Core - S
DO NOT USE - COMMON CORE - S
DO NOT USE - Common Core Eng
DO NOT USE - Common Core Lib
DO NOT USE - CTE (Career Tec
DO NOT USE - CTE INDIRECT

Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Administrator
Employee
Employee
Employee
Employee
Employee
Employee
Administrator
Employee
Employee
Employee
Employee
Employee
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Reasons - Absence/Vacancy
________________________________________________________________________________________________________________________________________________________________________________________________________________

Code

Name

Applies To

Max Day

Col.

Ver.

MJD

IFC

SAU

Use Balance

Uses allocation from

________________________________________________________________________________________________________________________________________________________________________________________________________________

73
71
76
62
82
57
25
74
96
83
26
80
68
55
29
64
78
65
30
109
112
15
54
122
49
47
99
67
84
58
52
85
24
37
38
40
19
11
21
06
10
98
90
107

DO NOT USE - District Funded
DO NOT USE - Echs-Grant
DO NOT USE - Explor 7-8 Gran
DO NOT USE - FOS (LeBarron)
DO NOT USE - FURLOUGH DAY
DO NOT USE - I.A.- ABA TRAIN
DO NOT USE - IDEA (Amrhein)
DO NOT USE - Indirect (Krant
DO NOT USE - Maternity
DO NOT USE - McKinney Vento
DO NOT USE - MEDI-CAL (Amrhe
DO NOT USE - other testing (
DO NOT USE - R.E.T.S.
DO NOT USE - REACH (KRANTZ)
DO NOT USE - SIP (Krantz)
DO NOT USE - SUMMER SCHOOL M
DO NOT USE - Workability (Sa
DO NOT USE -CO-CURRICULAR (N
DO NOT USE PN RELIGION
ELA Adoption
ELA/ELD/ENGLISH LEARNER
FLOATING HOLIDAY
FMLA
General Bilingual Ed. In-Hou
HDTA Business
I E P (Amrhein)
INACTIVE
INACTIVE (TBD PREV)
INACTIVE (TITLE III PREV)
INACTIVE - AB1802 (Sifers Te
INACTIVE - AB2913 -CLAD
INACTIVE - EETT - ARRA (KRAN
INACTIVE - GATE (Deloria)
INACTIVE - TITLE IV (FREIFEL
INACTIVE - Title V (Sifers)
INACTIVE - Tupe (Hunter)
INDUCTION (Webb)
INDUSTRIAL ACCIDENT
INTERVENTION
JURY DUTY
LONG TERM ABSENCE
MATERNITY
MATH CURRIULUM
MEDAL OF HONOR FOUNDATION
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Employee
Employee
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Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
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Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
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Reasons - Absence/Vacancy
________________________________________________________________________________________________________________________________________________________________________________________________________________

Code

Name

Applies To

Max Day

Col.

Ver.

MJD

IFC

SAU

Use Balance

Uses allocation from

________________________________________________________________________________________________________________________________________________________________________________________________________________

118
08
114
27
101
04
02
53
120
28
100
60
91
45
46
01
800
31
34
105
23
110
33
61
35
36
39
17
12
14
42
48
77
13
999

MENTOR PROGRAM
MILITARY LEAVE
NGSS TRANSITION
PAR (WEBB)
PERKINS CURRICULUM DEVELOPME
PERS NEC - FAMILY
PERSONAL NECESSITY
Personnel Commission
PUBLIC RELATIONS
ROP
ROP CURRICULUM DEVELOPMENT
SAFE SCHOOLS (LEE)
SCIENCE CURRICULUM
SFA-(SITE PRINCIPAL)
SFA-SP ED (SITE PRINCIPAL)
SICK
SICK LEAVE AB 1522 (For Subs
SPEC ED(AMRHEIN)
SPECIAL PROGRAMS GEN . PD.
SUPP. INTERVENTION (CKH)
Supplemental Funds - Bilingu
Supplemental Intervention
Title I
TITLE II (Administrator)
TITLE II (Teacher)
TITLE III-LEP
TPP (SARKISSIAN)
UNPAID
VACANCY
VACATION
WASC (Shenberger)
WJ TESTING (Amrhein)
WORKABILITY
WORKMENS COMP. LV
ZZ Test Reason

Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Operator
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Employee
Operator
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No
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No
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No
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No
No
No
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No
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No
No
No
No
No
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No
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SmartFindExpress
Employee User Guide
Version 2.5
May 2014

STATEMENT OF CONFIDENTIALITY
This information has been prepared for the express purpose of providing your organization with information
about the functions and use of the eSchool Solutions SmartFindExpress system. This material contains
proprietary product information and may not be reproduced, used by, or disclosed to persons not in the
employ of the recipient without the prior written consent of eSchool Solutions. Company Confidential/Do
Not Distribute – Do Not Post on Unsecured Web Sites (such as your district web site).
Copyright 2002-2014 by eSchool Solutions Inc. Confidential
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Before any features are available, you must register with the system and create a PIN. The Access
ID and PIN are used for all interactions with the system.

Registering with the System
1. Call the main system number.
5. Next you will hear the primary location and
2. Enter your Access ID, followed by the star
(*) key.

3. When the system asks for your PIN, enter
your Access ID again, followed by the star
(*) key.

classification that has been set up in your
profile. If this information is not correct,
continue with the registration process and
then contact your system operator to
correct the information.

6. Create your PIN. Enter the PIN you want to
4. You will be asked to record your name.
Record your name and when you have
finished recording, press the star (*) key.

use followed by the star (*) key. The PIN
must be numeric, must meet the minimum
length requirements for your system and
cannot be more than 9 digits.

Logging into SmartFindExpress
1. Open your Internet browser and access the
SmartFindExpress site. The system
Welcome message and any district-wide
announcements are displayed.

2. Two identifiers are required to log in to the

4. Follow the instructions on the screen and
then click Submit. Your password will be
sent to the email address on your profile.
You must be registered with the system to
use this feature.

system: User ID and Password. Click Submit
to access the system.

3. If you have forgotten your password, click
the ‘Trouble signing in?’ link.
District-wide
Announcements

Enter
your User
ID and
Password

May 2014
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1. Enter User ID
2. Enter Security
Code
3. Click Submit
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5. Upon successful login, the Employee home
page is displayed. From your home page,
you can manage your personal information,
create absences and review absence
information.
From your Home Page you can:







Modify Profile Information
Get Help While You Work
Change/Toggle User Role
Create an Absence
Review/Cancel Absences
Review Absence Approval Requests

Managing Profile Information
The Profile feature lets you view profile information,
update your email address and change your
passwords.

View Profile Information
Your current status in the system and your address
in the system are shown. Contact your system
administrator with any changes.

Update Your Email Address
Type in your new email address and click Save.
The system automatically sends Job Creation and Job
Cancellation emails (if your district uses this feature).
For more information, contact your System
Operator.

Update
Email
Address

Change Password

Change Phone
Password (PIN)

Enter your current password and the new password.
You can enter up to 9 digits. Click Save.
Note: If your district is configured to use Web
Passwords, the Change Password feature will include
an option to change the Web password.

May 2014
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Sign Out

Help
Getting Help While You Work

Exiting the System
Click the Sign Out tab to exit the system.

Click the Help tab to access Help guides and How-to
videos.

Select Role
Change User Role
For multi-role employees, the system lets you
automatically switch between profiles to complete
tasks. No need to log out of the system and back in
again!

Create an Absence
1. Click Create an Absence to display the
Create Absence page.

2. The Location field displays your primary
location.

3. The Classification field displays your primary
classification.
For Itinerant schedules, all of the locations
and classifications you work are visible on
the pull-down menu.
Location
To report an absence for a different location, use
the drop-down menu to change the location of the
job.

4. Select a Reason to assign to this absence.
5. If required, enter a budget code for the
reason.

May 2014

Classification
To report an absence for a different classification,
use the drop-down menu to change the
classification of the job.
If you select a reason that requires administrator
approval, the Create Job screen displays the following
reminder: ‘You can continue with the job creation with
this reason or choose another reason.’ You can also
enter an Approval Comment to provide your approver.
* Absence Approvals may not be used in your district.

eSchool Solutions Proprietary Documentation – Company confidential/Do Not Distribute
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6. Choose Yes or No to indicate if the absence
requires a substitute.
If a substitute is not required to fill the
absence, click No.

The choice of indicating if a substitute is
required is only offered if the absence would
normally require a substitute.

Click No if you
do NOT need a
substitute for
your absence.

7. The default for entry of an absence is
today’s date. To edit the dates, click the
calendar icon to display the calendar, or
type in new dates. You may not enter an
absence for past dates.

8. The selected location’s Start Time and End
Time are displayed. Substitute times default
to the absence times. To change the
hour/minute or am/pm indicator, select the
field and then use the up or down arrow on
your keyboard to make changes.

9. You can modify your work schedule. The
workdays must correspond to the days of
the absence being reported.
If absence days are non-consecutive, or if each
day of the multiple-day job has a different
start/end time, make the adjustments to the
weekly schedule.

If separate Absence and Substitute times are used,
Start/End Time fields will display for both sets of time.
A time modification to Absence Start will
automatically reflect on Substitute Start Time; a time
modification to Absence End Time will automatically
reflect on Substitute End time.

10. To specify a substitute for the absence,
enter the substitute’s ID number. If
unknown, click Name Lookup to display the
Substitute Name Lookup screen.

If the substitute has accepted the job, click “Yes”. The
substitute will be assigned to the absence and the
system will not call the substitute. This is called
“Prearranging.”

May 2014

Click “No” if the substitute has not accepted the
assignment. Phone calls will be made to offer the
substitute the job. If the specified substitute does not
accept the job the system will call other qualified
substitutes.

eSchool Solutions Proprietary Documentation – Company confidential/Do Not Distribute
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11. Add any instructions you want to provide to
the substitute. These instructions will also
be voiced to a substitute over the
telephone.

12. Attach any files that you want to provide to
the substitute or administrator. Up to three
attachments can be added.

13. Click Continue for the next page. If any
errors are detected on the form, you will
have the opportunity to make corrections.

14. Verify the absence information and then
click Create Absence to create the job and
receive a job number. To modify the
absence information, click the Cancel
button to return to the Create Job screen.

15. Clicking the Create Absence button displays
the Create Absence Verification screen. A
job number is created for the absence.

COMPLETE! You MUST receive a Job Number
for your absence to be recorded in the system
and to receive a substitute.

May 2014
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Review/Modify/Cancel Absences
1. Click the Review Absences Menu.
2. Search for absences by date range or enter
the job number. Dates can be any date in
the past, present, or future.

3. The default is to display the results in List
View. Click the Calendar radial button to
display your absences in Calendar format.
The start and end times of the job are
displayed.

List View

Calendar View

4. Clicking the job number link displays the
Review Absence Detail screen. You can
view, update or cancel future absences.

5. To cancel an absence, click the Cancel Job
button.
The system will notify the substitute of the
cancelled job by placing a telephone call.
Uncheck the “Notify” checkbox, if the
assigned substitute does not need to be
notified of the cancellation.

The Cancel Job button may not appear on
the screen depending on your district’s
policies regarding cancelling absences.
Please contact your School Administrator if
you do not have the ability to cancel your
absence.

May 2014
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Absence Approval
1. Click the Absence Approval Menu.
2. Enter the dates for the search, choose the
location of the absence requests, and select
the status or statuses for your search. Click
Search.

3. The Absence Approval List displays
summary information on the absence
request.

An Absence Approval
status can be:
 Pending (Approval)
 Approved
 Denied
 Cancelled

The Level field
shows the approvals
received highest
level compared to
the reason level
required.

4. Click the Level link to display the Absence
Approval History log for the request. The
log shows the history of actions performed
on the request for each level.

May 2014
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Creating and Modifying Jobs over the Telephone
Before any features are available, you must register with the system and create a PIN. The Access
ID and PIN are used for all interactions with the system.

Creating Absences
Absences can be reported for today, tomorrow,
or for specific dates in the future.

1. Call the main system number and enter
your Access ID and PIN, both followed by
the star (*) key. Select “1” to create an
absence.

2. If you have multiple locations and
classifications in your profile, select one
from the list. NOTE: If you have multiple
schedules for the same classification, you
may not be able to create your absence on
the telephone. You will be able to create the
absence on the Web.

3. Select the absence start/end dates. Indicate
whether the absence is only for today,
tomorrow, or if you want to enter the
dates. Use MMDD format.

4. Select the absence start/end times. The
default times for the absence location will
play. Accept the default or enter specific
times. Use HHMM format. Either the 12hour clock or military times. Indicate am or
pm for the 12-hour clock. If a multiple day
absence, each day’s times must be
confirmed. The absence times are also used
for the substitute times.

7. Choose if a substitute is required for the
absence.

8. If a substitute is needed, you may specify or
prearrange a substitute. Requesting a
substitute means that only the specified
substitute will be called for that job until
the following occurs:
 A set time designated to release the job
to other substitutes
 The specified substitute declines the
job
 The specified substitute becomes
unavailable for the date(s) and times of
the job.
The requested substitute can be
prearranged. An absence is considered
prearranged if you have talked with a
substitute. Prearranged substitutes will
not be called by the system. They have
to access the system to obtain the job
number.

9. Obtain the job number. Remain on the line
and hear the job number played to you.
Reminder: No Job Number means that
the absence has NOT been created!

5. Select a reason for the absence and press
the star (*) key. A list of reasons is played,
but the reason can be entered at any time.

6. Record special instructions for the
substitute. The substitute will know the
dates, times, location, classification of the
absence and your name.

May 2014
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Review/Cancel/Modify a Job
After reporting an absence, you can call in and
review or cancel an absence or modify the
special instructions of a future absence.

1. Call the main number and enter your Access
ID and PIN, both followed by the star (*)
key.

2. Press “2” to review, cancel, or modify an
absence.

Entering Alphabetic Characters on the Telephone:
Press the digit that corresponds to the letter. For
example, for A, B or C press 1.
If the system determines there are multiple codes
that apply to the key presses, you will hear a list of
codes. Choose the correct code from the list.

3. Open and active jobs are played in date
order. To view past jobs, use Web access.
After each job is played, you can repeat the
job information, hear the next job, modify
special instructions, or cancel the job. To
modify the job’s dates, times or reason
information, you must cancel the job and
then create a new absence.

4. When canceling a job that has an assigned
substitute and if allowed, you will be asked
to indicate if the system should call the
assigned substitute. To confirm
cancellation, please wait until the system
says, “Job number xxxxxx has been
cancelled.” If you do not stay on the
telephone to hear the cancellation
confirmation, there is no guarantee that the
absence has been cancelled.

May 2014
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William S. Hart Union HSD | 5000 | AR 5131.9 Students
Academic Honesty
The Governing Board expects students to respect the educational purpose
underlying all school activities. All students need to prove to themselves that
they can achieve success at school, and later on in the workplace, as a result of
their own efforts. The Board expects that students will not cheat, lie, or
plagiarize.
Teachers shall instruct students in research and study skills appropriate to
each subject, so that all students may feel confident that if they prepare, they
can succeed without cheating. Students shall be encouraged to see tests as a
means for finding out what they have learned. They shall be reminded that
students who cheat on tests are cheating themselves.
Cheating
Some examples of cheating include:
* Plagiarizing (see definition below)
* Copying or exchanging assignments with other students, whether it is
believed they will be copied or not AKA: Unauthorized Collaboration
* Using notes, electronics, or other means of assistance on an assignment or
test without the expressed permission of the instructor
* Providing work, answers, or information to other students about an
assignment or test
* Altering a teacher's grade book/records/tests
* Taking a copy of a test or key to a test to use it for personal advantage or to
distribute to other students AKA: Unauthorized Collaboration
* Any other trick or device used to create a misimpression about a student's
performance
* Using teacher manuals/solution manuals without the expressed permission
of the instructor
* Using a computer or other means to translate an assignment from one
language into another language and submitting it as an original translation
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* Using any form of memory aid during tests or quizzes without the expressed
permission of the instructor
* Giving or receiving answers during tests or quizzes (It is the student's
responsibility to secure his or her papers so other students will not have the
opportunity or the temptation to copy.)
* Taking credit for group work when the student has not contributed an equal
or appropriate share toward the final result
Plagiarizing
"Plagiarism is using others' ideas and words without clearly acknowledging the
source of that information." (from: Plagiarism: What It Is and How to Recognize
and Avoid It) Examples include:
* Taking someone else's assignment or portion of an assignment and
submitting it as one's own
* Submitting papers or portions of papers from the Internet written by someone
else as one's own
* Submitting purchased papers or portions of purchased papers as one's own
* Presenting the work of anyone else, including parents, tutors, siblings,
friends, as one's own
* Submitting material written by someone else or rephrasing the ideas of
another without citing the author's name or source
* Sites and teachers have rules and procedures in place to handle incidences of
academic dishonesty. Teachers may impose consequences for academic
dishonesty in accordance with the procedures and policies they have
communicated to students.
WILLIAM S. HART UNION HIGH SCHOOL DISTRICT
Date
Issued: August 18, 2010 Santa Clarita, California

226

You Cheat!
Savvy educators offer advice for keeping kids honest.
What goes on in the mind of a cheating student? Most educators would
love to peek inside those young brains to see what motivates the eye
wandering or cell-phone sneaking, in an attempt to prevent it.
Researcher and expert on cheating Eric Andermann, director of Ohio State
University’s School of Education Policy and Leadership, has found that the
goal that students are encouraged to work toward significantly affects
whether they cheat or not.
“If the test is seen by students as the most important part of schooling, then cheating will be
more likely to occur,” says Andermann. “The research is quite clear about this.” While testing
will always be a necessity in schools, there are ways for teachers to mitigate cheating. If they
“really stress the value of the content, the importance of the content, understanding the content,
and don't emphasize social comparison (i.e., don't point out who knows more or less than others),
cheating will be less likely to occur,” he says.
Some students don’t even realize they’re cheating. More than 23 percent of teens admitted in a
Common Sense Media poll that they don’t think it’s cheating to look at notes on a cell phone
during a test.
But you can help them understand that it is, says Andermann, by teaching students about proper
and improper use of the Internet and technology, as well as plagiarism from online sources.
“Students are so used to gathering information via the Internet that they often don't know that it
may be wrong,” he says.
Of course, there are some students who will still cheat. Fortunately, educators have strategies for
keeping them honest. We asked your colleagues for their best advice in an online discussion.
Read on for their tips or add your own here.
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An Ounce of Prevention

Review Expectations
The first assignment of the semester is a plagiarism Webquest I found on the Internet
(Google “PAMS Plagiarism WebQuest”). Students complete a paper answer sheet for 100 quiz
points. If a parent signs the completed sheet, the score increases by 15 points. I keep the sheet on
file. If I can prove plagiarism on a later assignment, the student receives a zero and detention.
Parents tend to stop fussing when I pull out the answer sheet with their signature.
Stephanie L., Jasper, Tennessee

Mess with the Tests
Make multiple versions of the test so kids cannot copy from one another’s
papers during the test.
Carol S., Belgrade, Minnesota
When you make multiple versions, always use different colored paper.
That way, if you ever don’t have time to create multiple versions, you can use different colored
paper and students will not know whether there is only one version of the test.
David T., San Jose, California
I punch holes on the sides of my tests. When I wander around the room as tests are being taken, I
look to see the surface of the desk through the holes. If I see a paper instead of the desk, I know
the study guide is hidden underneath.
Spencer H., Brentwood, California

Try a Cheat-Proof Assessment Model
Use performance-based assessment. Students may work cooperatively
during the planning process but each person receives an individual
presentation and/or written grade. It’s usually easy to determine the amount
of learning and effort the student has as I work with him or her on projects
and listen to presentations.
Elle G., Louisville, Kentucky

Give Them the Crib Sheet
Nearly all of my tests are open note and open book as my questions are
usually essay questions asking students to apply what they should know,
evaluate what they have read, and synthesize material. For example, they
might have to compose a paragraph that contains at least three quotes that
point out a personality trait of a character I choose. On the rare occasions
that part of the tests are simple recall, I allow students to bring a 3×5 note card with any notes
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they can squeeze on it. The effort to go over material and decide what might be important means
they are actually studying! I always tell students I do not expect them to memorize material but I
expect them to know HOW and WHERE to find an answer quickly.
Elaine F., Defiance, Ohio

Choose Your Position Carefully
I monitor test-takers from the back of the classroom to get a “bird’s eye” view of the whole class
and catch the stray eyeball or suspicious hand movements.
Ed G., Mountain Top, Pennsylvania
Never leave your desk during a test. Last year, when I went to a student’s desk to answer a
question, it became “open season” for all students who were at my back.
Connie C., Louisville, Kentucky

Cut It Off at the Source
I make my students responsible for keeping their papers covered.
Whenever I see answers uncovered, I quietly place a small, red square of
construction paper on the student’s desk as a warning and reminder. If a
second square is placed on the same student’s desk, a point is deducted.
Susan R., Olive Branch, Mississippi.

Fight Copying with Technology
My eighth-grade students would copy work before school and at morning break. So I began
using my blog to post questions related to readings (Click here for an example). Replies are timestamped and can be easily compared. Soon the copying was almost eliminated.
Chris M., Lakewood, California

Trick ’Em
I made copies of students’ test papers, recorded the grades, and then handed them back saying, "I
did not have time to grade this set of papers so this will be a test of honesty for you." Those who
self-corrected and came up with the same grade earned on the copies, got an A regardless of
what had been earned. Those who cheated, earned a zero. The graded papers were then handed
back. Since they never knew if this would be done again, cheating was diminished. I made phone
calls to every parent and let them know the results and asked them to praise their honesty or talk
about cheating. There are lots of ways to try and eliminate cheating, but talking about character
and learning for life was stressed.
Cecelia S., Greensboro, Georgia
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When Cheating Happens

Make a Statement
When I discovered cheating, usually on a homework assignment, I divided the grade among the
number of children whose assignments were identical. I told them that if they were willing to
share the work, they should be willing to share the grade. Word got around.
Christine S., Buffalo, New York

Give them a Second Chance
Take the student out into the hall and say, “Charles, I don’t think you are ready to take this test
today, are you? I’m going to have you take a makeup test in a day or two. This time, I want you
to study and be prepared. I need your honest answers so I can give you a fair grade.” This
establishes trust as a caring teacher, one who can be approached for help.
Robert E., San Francisco, California
I grade the work. Then I put a zero on the paper and ask them to get a
parent to sign it and to write a page explaining what they intend to do to
correct the problem. When I get both, I reinstate the grade. This way, the
parents have no reason to complain about a zero, they just have to sign the
paper, and the student is empowered to choose his or her own
consequences.
Joseph C., Covington, Virginia

When in Doubt, Let it Go...
If you are not absolutely certain that cheating occurred, let it go. There is nothing worse than a
dispute about whether a student cheated or not. Make a mental note to watch the suspect more
closely in the future.
Carol S., Belgrade, Minnesota

All images by David Clark
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www.ab537.org

AB 537 Fact Sheet
California Student Safety and Violence Prevention Act
What is AB 537?

AB 537, the California Student Safety and Violence Prevention Act of 2000, changed California's Education Code by adding actual or
perceived sexual orientation and gender identity to the existing nondiscrimination policy. State law says that “‘gender’ means sex, and
includes a person's gender identity and gender related appearance and behavior whether or not stereotypically associated with the
person's assigned sex at birth.” The nondiscrimination policy also prohibits harassment and discrimination on the basis of sex, ethnic
group identification, race, ancestry, national origin, religion, color, or mental or physical disability.

What does AB 537 cover?

AB 537 protects students and school employees against discrimination and harassment at all California public schools and any school
receiving state funding except religious schools. Harassment is defined as “conduct based on protected status that is severe or pervasive, which unreasonably disrupts an individual’s educational or work environment or that creates a hostile educational or work environment.” The protections cover any program or activity in a school, including extracurricular activities and student clubs. This gives
GSAs and other LGBTQ-related student clubs state protection in addition to federal protection through the Equal Access Act.

How do you file a complaint?

First, file a complaint with your school. The process for filing a complaint at your school can vary. Look for information on how to make
a complaint in your student handbook or ask a teacher or an administrator. It is often the same process as filing a sexual harassment
complaint. If your school’s harassment report form does not specifically include sexual orientation and the expanded definition of “gender,” consider working to change this as a goal of your activism.
Document everything. Write down the key details of the harassment such as who, what, when, where, and witnesses. Include details
from meetings you have with administrators. Keep a copy of all reports you file and confirmation that they were received.

What is your school district obligated to do?

If your school does not adequately address your complaint, you can take your complaint to your district superintendent’s office
(ask for the designated complaint officer or compliance coordinator). Your school district must follow the state’s “Uniform Complaint
Procedures,” which say that your school district must to do the following:
• Have a staff member who is responsible for receiving and investigating complaints who is knowledgeable about the law.
• Every year, notify parents, employees, students, and anyone interested of the district complaint procedures, including the
right to appeal the school district’s decision to the California Department of Education.
• Protect you from retaliation after you make a complaint.
• Keep your complaint confidential as appropriate.
• Accept complaints from any youth, adult, public agency, or organization.
• Investigate your complaint, come up with a solution, and send you a written report no more than 60 days after they receive your
complaint

What is the state Department of Education obligated to do?

As the authority over public schools, the California Department of Education (CDE) is responsible for making sure that schools follow
AB 537. If your school district fails to adequately resolve your complaint, the CDE is obligated to do the following:
• If your school district does not act within 60 days of receiving your complaint or if you appeal the school district's decision,
the CDE is obligated to complete an investigation within 60 days, and make a decision about whether the school district has
lived up to its responsibilities and whether it needs to do anything else.
• Require schools to take steps to improve problems raised through investigation of complaints.
• Request a report of the schools’ actions and keep a file of every written complaint received.

Other options for holding your school accountable:

• Litigation. You can sue your school district. With the help of an attorney, students can ask a judge to order the school to stop discrimination before it happens or continues. This is called injunctive relief. It’s cool because a judge issues an “injunction” (order) to
your school district – and your school district has to do it immediately! You can do this while going through the complaint process.
• Community Organizing. Organize other students, teachers, staff, parents, and community allies to form a community response to
the problems of homophobia and transphobia in your school. Think of AB 537 as a tool and use it as leverage to work to change
the school climate.

To learn more about how you can implement and enforce AB 537, check out our student organizing manual at
www.ab537.org or call our office.

For more information and resources for Gay-Straight Alliances, contact GSA Network:
Statewide Office: 1550 Bryant Street #800, San Francisco, CA 94103, ph: 415.552.4229, f: 415.552.4729
Central Valley Office: 928 N. Van Ness Ave. Fresno, CA 93728, ph: 559.268.2780, f: 559.268.2786

www.gsanetwork.org

Southern California Office: 605 W. Olympic Blvd, Suite 610, Los Angeles, CA 90015, ph: 213.534.7162, f: 213.553.1833
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HARRASSMENT AND
DISCRIMINATION
Policies of the William S.
Hart Union High School
District which promote
appreciation and respect
for the diverse community
which we serve
Dear Students and Parents:
The Hart District Governing Board
promotes harmonious relationships
that enable students to gain a better
understanding of the civil rights and
social responsibilities of people in our
society. Many of the Board's policies
on harassment and discrimination are
based on this principle.
This document attempts to bring
together policies adopted by the Hart
District Governing Board dealing with
harassment of students on the basis of
race, ethnicity, culture, heritage,
gender, sexual orientation, religious
beliefs, physical or mental attributes,
or any other lawful consideration. It
also covers the appropriate action that
should be taken when a student
encounters such harassment, and the
penalties for committing harassment.
All complaints of harassment shall be
submitted to Greg Lee, Director of
Human Resources, and Coordinator of
Athletics, Diversity, and Title IX.
Hart District Governing Board

Policies:
The Board expects students to make effective
use of learning opportunities by
demonstrating regular attendance,
appropriate conduct and respect for others.
The Board is fully committed to providing
equal educational opportunities and keeping
the schools free from discriminatory practices.
The Board will not tolerate intimidation or
harassment of any student for any reason.
BP 5000

Governing Board policy on Hate-Motivated
Behavior specifically affirms the right of every
student to be protected from hate-motivated
behavior. Hate motivated behavior includes
statements that degrade an individual on the
basis of race, ethnicity, culture, heritage,
gender, sexual orientation, religious beliefs,
physical or mental attributes, or any other
lawful consideration. Hate motivated behavior
will not be tolerated.

BP 5145.9

The District’s policy on a Comprehensive
Safety Plan requires each school to adopt a
plan which creates a positive school climate
that promotes respect for diversity, personal
and social responsibility, effective
interpersonal and communication skills, selfesteem, anger management and conflict
resolution.

AR 0450

District programs and activities shall be free
from discrimination, including harassment, with
respect to race, ethnicity, culture, heritage,
gender, sexual orientation, religious beliefs,
physical or mental attributes, or any other lawful
consideration. The Board prohibits intimidation
or harassment of any student by any employee,
student or other person in the district. Staff shall
be alert and immediately responsive to student
conduct which may interfere with another
student's ability to participate in or benefit from
school services, activities or privileges.
BP 5145.3

District employees are expected to carry out their
responsibilities free from discriminatory
statements or conduct. Teachers will cooperate
with other certificated staff in enforcing general
school rules and helping students to understand
the benefits of choosing behaviors that show
respect for other people and property. Staff shall
enforce disciplinary rules fairly and consistently,
without regard to race, creed, color or sex.
BP 4030, BP 5131, BP 5144
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Hazing is prohibited by Governing Board
policy. Hazing includes either engaging in or
conspiring with others to engage in
harassing acts that injure, degrade or
disgrace other individuals.
EC 32051
Students are expected to refrain from
profane, vulgar or abusive language.
Students who violate these rules may be
subject to discipline, suspension, exclusion,
expulsion or transfer to alternative
programs.
BP 5131

Complaint Procedures:
Any student who feels that he/she is a victim
of hate- motivated behavior should
immediately report the situation to the
principal or other designated administrator. If
the student feels that the situation is not
being resolved by the administrator, the
District's Uniform Complaint Procedure offers
specific channels to take the complaint to a
higher level.
BP 5145.9, BP 1312.3(a)

Any student who feels that he/she is being
harassed should immediately contact the
principal or designated administrator. If a
situation involving harassment is not
promptly remedied by the principal or
designee, a complaint can be filed in
accordance with administrative regulations.
The superintendent or designee shall
determine which complaint procedure is
appropriate.

BP 5145.3

Complaints alleging unlawful discrimination
may be filed by a person who believes that he
or she has personally suffered unlawful
discrimination or by a person who believes
that an individual of any specific class of
individuals has been subjected to unlawful
discrimination. The complaint must be filed
within six months, and sets in motion a fivestep procedure which includes an attempt at
mediation, investigation of the complaint, a
District response, and final written decision.
There are specific timeframes established for
each step, and rights of appeal within IS days
of the final decision.
AR1312 J

Penalties:
The schedule of actions possible with an
infraction of regulations is:
1) Conference regarding violation and a
warning
2) In-school probation or suspension
3) Parent-teacher conference
4) Parent-administrator conference
5) Detention
6) Withhold grades, diploma and transcripts
7) Suspension and/or Saturday Opportunity
Class
8) Arrest
9) Transfer to another school
10) Transfer to another specialized program or
continuation school
11) Expulsion from the district
E5144 (a)

It is grounds for suspension or expulsion to
cause, attempt to cause, or even threaten to
cause physical injury to another person or
willfully use force or violence upon another
person, except in self-defense. It is also grounds
for suspension or expulsion to harass, threaten
or intimidate a student who is a complaining
witness or witness in a school disciplinary
proceeding to prevent that student from being a
witness. Retaliating against a student for being
a witness is also grounds for suspension or
expulsion. Students who cause, attempt to
cause, threaten or participate in an act of hate
violence (as defined in Education Code 33032.5)
are also subject to suspension or expulsion.
AR 5144.1

Students who harass other students shall be
subject to appropriate counseling and
discipline, up to and including expulsion. An
employee who permits or engages in harassment
may be subject to disciplinary action, up to and
including dismissal.
BP 5145.3

District employees who permit or engage in
discrimination or harassment may be subject to
disciplinary action up to and including
dismissal.
BP 4030

This document presents an abbreviated summary of
Hart District policies relating to discrimination and
harassment Full Board Policies (BP), Administrative
Regulations (AR) and Education Code (E) documents
are available for review at the District Office.

234

Hart Induction Program

About Money

• Contacts
• Understanding Your Paycheck
• Sample Pay Stub
• Stub Explanations
• Insurance Options
• CTA
• Credit Unions
• Retirement
• Extra Pay
• Salary Schedule

235

$ ABOUT MONEY $
Contacts:
Administrative Center:

259-0033

Lorie Pecsi

Certificated Personnel
Sr. Administrative Assistant ext. 278

Lisa Holt

Certificated Personnel
Human Resource Analyst ext. 280

Joann Carpenter

Payroll Specialist
Sr. Payroll technician ext. 270

Valerie Van Oss

Payroll & Benefits Technician
Payroll technician ext. 251

Melissa Hernandez

Payroll & Benefits Technician
Benefits Specialist ext. 267

Understanding your Paycheck
Union deductions per year for a full-time teacher (2018-2019)
● HDTA $165 per year
● CTA $656 (See the CTA website for further details)
● NEA $187 per year
● Total: $1008 (approximate)
What are all those paycheck codes?
IN PRO/UNU
CTA DUES
UNTD CRSD
VSP
STRS
DDP
WORK COMP
MEDCAR
CPIC LIFE
SUI

Disability insurance
includes CTA, HDTA and NEA dues
United Way (United Way is the district-sponsored charitable contribution.)
Vision care program
State Teacher Retirement System
Delta Dental Plan
Workmen compensation
Medicare
Life Insurance
State Unemployment Insurance
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District Insurance Programs and Options
The following benefits are available to you and your family:
● Medical (children are covered until they are 26 years old)
o
o
o

HMOs: Blue Shield or Kaiser
PPO 90/10 plan: Blue Cross of California (employee pays portion of premium)
PPO 80/20 plan: Blue Cross of California (no cost to full-time employee &
dependents)

● Dental (dependents are covered until they are 26 years old and unmarried.
Maximum $1,500/$1,700 per person per year, dependent on dentist choice)
o Delta Dental
o Group number 7027-1609
o P.O. Box 7736
o Sacramento, CA 95899-7330
o 1(888) 335-8227
o www.deltadentalca.org
● Vision (dependents are covered until they are 26 years old and unmarried)
o VSP
o (800) 877-7195
o www.vsp.com
Open enrollment occurs May/June with new plans taking effect the following October.
Deductions will continue to be taken from your paycheck on a 10 month basis
(September-June) even though you may be paid for either 11 or 12 months.
For additional information, please check the Hart district website. Click on the
Staff tab and then click on Contracts & Benefits.
Catastrophic Leave Bank
● All active unit members can contribute to the bank
● Only contributors will be permitted to withdraw from the bank
● Catastrophic illness or injury incapacitates member or family member
over 20 days
● All sick days must be used before a member can apply for withdrawals
from the bank in 30 day increments.
● Extension requests can be made as the grant expires
● The grant may not exceed 12 consecutive months
Note: Sick leave will transfer within the state.
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CTA
Membership services (650) 697-1400
1705 Murchison Drive
Burlingame, California 94010
www.cta.org
Local Office: (IHOP shopping center)
26111 Bouquet Canyon Road suite H5
Santa Clarita, CA. 91355
(661) 255-0311
Hart District Teachers Association
President: Jayme Allsman
jallsman@hartdistrict.org
Automatic Insurance benefits:
● CTA Death and Dismemberment
● NEA Dues-Tab
● CTA and NEA Educators Employment and the CTA and NEA Association
Professional Liability
● CTA and NEA Association Professional Liability
Personal Insurance (optional at your expense)
●
●
●
●
●
●

CTA Disability
CTA Life Insurance Plan
CTA Wellness Program
CTA Homeowners Insurance
CTA Auto Insurance
PERS Long Term Care

Credit Unions:
First Financial Credit Union
(endorsed by CTA)

(800) 537-8491
Granada Hills

Logix Federal Credit Union
All employees
4 local branches

(800) 328-5328

SchoolsFirst Federal Credit Union
All employees

(800) 462-8328

First Entertainment Federal Credit Union
All employees

(661) 222-9296
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Retirement (start planning now!
CalSTRS
P.O. Box 15275
Sacramento, CA 95851
Toll Free (800) 228-5453
Local (916) 229-3870
www.calstrs.ca.gov
Extra pay stipends
Checks are usually received on the 5th day of the month.
Appendix C in the District contract outlines extra pay stipends. Extra pay may
be received for:
● Extra period substituting (during your prep)
● Coaching
● Some club/ extra co-curricular activities
● Department Chairperson
District Salary Schedule
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Attachment No. 1
Inf. Bul. No. 49
SFS-A9-2008-2009

PAYROLL SAMPLE
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Payroll Stub
Field Explanations

(A)

This section contains district information and employee name, I.D. number
and tax withholding status.

(B)

Earnings and Compensation: This section contains the code for employee
type (certificated, non-certificated) and pay basis (monthly, hourly, etc).
This field also displays up to 44 lines of individual earnings detail with the
last line used to summarize any overflow data. The field also contains the
rate of pay, unit of pay and the extended amount.

(C)

Employee Pre-Tax Reductions: All pre-tax withholding for the current
period and year-to-date totals for those items. If a reduction is not used for
the current period, the year-to-date amount will not display. In the case of
multiple entries for the same element, the year-to-date will display the final
total in each line.

(D)

Employee Deductions: All employee tax and other miscellaneous
deductions are contained in this field. Displays current and year-to-date for
each line. Year-to-date will not display if there is no current period entry.

(E)

Employer Contributions:
Contains the current and year-to-date
district-paid employer contributions to each tax and benefit category for the
individual employee.

(F)

Bottom area contains several detail boxes: Leave Balances is not
currently in use. It will be researched at a later date as a possible future
enhancement. Other boxes are the Current & YTD Taxable Balances
(used to calculate the tax withholding for the period) and the Current Pay
Summary (display of the summary totals used to arrive at the net payment).

Attachment No. 2
Inf. Bul. No. 49
SFS-A9-2008-2009
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William S Hart Union High School District
21380 Centre Pointe Parkway
Santa Clarita, CA 91350
2015 - 2017 Salary Schedule

B.A to 29 Semester Units

TEACHER / NURSE SALARY SCHEDULE - (185 DAYS)
Col I - Range 101

111
121
131
141
151
161
171
181
191

B.A. + 30 - 44 Semester Units

Col II - Range 102

112
122
132
142
152
162
172
182
192

Col II - Range 103

113
123
133
143
153
163
173
183
193

STEP 1
Year - 1
47,400.00
49,777.00
52,154.00
54,531.00
56,908.00
59,285.00
61,662.00
64,039.00
66,416.00
68,793.00

STEP 2
Year - 2
47,400.00
49,777.00
52,154.00
54,531.00
56,908.00
59,285.00
61,662.00
64,039.00
66,416.00
68,793.00

STEP 3
Year - 3
47,520.00
49,897.00
52,274.00
54,651.00
57,028.00
59,405.00
61,782.00
64,159.00
66,536.00
68,913.00

STEP 4
Year - 4
49,897.00
52,274.00
54,651.00
57,028.00
59,405.00
61,782.00
64,159.00
66,536.00
68,913.00
71,290.00

STEP 5
Year - 5
52,274.00
54,651.00
57,028.00
59,405.00
61,782.00
64,159.00
66,536.00
68,913.00
71,290.00
73,667.00

STEP 6
Year - 6
54,651.00
57,028.00
59,405.00
61,782.00
64,159.00
66,536.00
68,913.00
71,290.00
73,667.00
76,044.00

STEP 7
Year - 7
57,028.00
59,405.00
61,782.00
64,159.00
66,536.00
68,913.00
71,290.00
73,667.00
76,044.00
78,421.00

STEP 1
Year - 1
47,400.00
49,777.00
52,154.00
54,531.00
56,908.00
59,285.00
61,662.00
64,039.00
66,416.00
68,793.00

STEP 2
Year - 2
48,315.00
50,692.00
53,069.00
55,446.00
57,823.00
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00

STEP 3
Year - 3
50,692.00
53,069.00
55,446.00
57,823.00
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00

STEP 4
Year - 4
53,069.00
55,446.00
57,823.00
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00

STEP 5
Year - 5
55,446.00
57,823.00
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00
76,839.00

STEP 6
Year - 6
57,823.00
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00
76,839.00
79,216.00

STEP 7
Year - 7
60,200.00
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00
76,839.00
79,216.00
81,593.00

STEP 8
Year - 8
62,577.00
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00
76,839.00
79,216.00
81,593.00
83,970.00

STEP 1
Year - 9
64,954.00
67,331.00
69,708.00
72,085.00
74,462.00
76,839.00
79,216.00
81,593.00
83,970.00
86,347.00
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William S Hart Union High School District
21380 Centre Pointe Parkway
Santa Clarita, CA 91350
2015 - 2017 Salary Schedule

TEACHER / NURSE SALARY SCHEDULE - (185 DAYS)

B.A. + 45 - 59 Semester Units OR M.A. + 5

Col III - Range 104

114
124
134
144
154
164
174
184
194

Col III - Range 105

115
125
135
145
155
165
175
185
195

STEP 1
Year - 1
49,110.00
51,487.00
53,864.00
56,241.00
58,618.00
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00

STEP 2
Year - 2
51,487.00
53,864.00
56,241.00
58,618.00
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00

STEP 3
Year - 3
53,864.00
56,241.00
58,618.00
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00

STEP 4
Year - 4
56,241.00
58,618.00
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00

STEP 5
Year - 5
58,618.00
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00

STEP 1
Year - 9
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
89,519.00

STEP 2
Year - 10
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
89,519.00
91,896.00

STEP 3
Year - 11
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
89,519.00
91,896.00
94,273.00

STEP 4
Year - 12
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
89,519.00
91,896.00
94,273.00
96,650.00

STEP 5
Year - 13 +
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
89,519.00
91,896.00
94,273.00
96,650.00
99,027.00

STEP 6
Year - 6
60,995.00
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00

STEP 7
Year - 7
63,372.00
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00

STEP 8
Year - 8
65,749.00
68,126.00
70,503.00
72,880.00
75,257.00
77,634.00
80,011.00
82,388.00
84,765.00
87,142.00
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William S Hart Union High School District
21380 Centre Pointe Parkway
Santa Clarita, CA 91350
2015 - 2017 Salary Schedule

TEACHER / NURSE SALARY SCHEDULE - (185 DAYS)

B.A. + 60 - 74 Semester Units OR M.A. + 20

Col IV - Range 106

116
126
136
146
156
166
176
186
196

Col IV - Range 107

117
127
137
147
157
167
177
187
197

STEP 1
Year - 1
52,282.00
54,659.00
57,036.00
59,413.00
61,790.00
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00

STEP 2
Year - 2
54,659.00
57,036.00
59,413.00
61,790.00
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00

STEP 3
Year - 3
57,036.00
59,413.00
61,790.00
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00

STEP 4
Year - 4
59,413.00
61,790.00
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00

STEP 5
Year - 5
61,790.00
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00

STEP 1
Year - 9
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
92,691.00

STEP 2
Year - 10
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
92,691.00
95,068.00

STEP 3
Year - 11
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
92,691.00
95,068.00
97,445.00

STEP 4
Year - 12
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
92,691.00
95,068.00
97,445.00
99,822.00

STEP 5
Year - 13 +
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
92,691.00
95,068.00
97,445.00
99,822.00
102,199.00

STEP 6
Year - 6
64,167.00
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00

STEP 7
Year - 7
66,544.00
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00

STEP 8
Year - 8
68,921.00
71,298.00
73,675.00
76,052.00
78,429.00
80,806.00
83,183.00
85,560.00
87,937.00
90,314.00
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William S Hart Union High School District
21380 Centre Pointe Parkway
Santa Clarita, CA 91350
2015 - 2017 Salary Schedule

B.A. + 75 Semester Units incl. M.A. OR M.A. + 35 OR B.A. + 84

TEACHER / NURSE SALARY SCHEDULE - (185 DAYS)
Col V - Range 108

118
128
138
148
158
168
178
188
198

Col V - Range 109

119
129
139
149
159
169
179
189
199

STEP 1
Year - 1
55,454.00
57,831.00
60,208.00
62,585.00
64,962.00
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00

STEP 2
Year - 2
57,831.00
60,208.00
62,585.00
64,962.00
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00

STEP 3
Year - 3
60,208.00
62,585.00
64,962.00
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00

STEP 4
Year - 4
62,585.00
64,962.00
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00

STEP 5
Year - 5
64,962.00
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00

STEP 1
Year - 9
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
95,863.00

STEP 2
Year - 10
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
95,863.00
98,240.00

STEP 3
Year - 11
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
95,863.00
98,240.00
100,617.00

STEP 4
Year - 12
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
95,863.00
98,240.00
100,617.00
102,994.00

STEP 5
Year - 13 +
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
95,863.00
98,240.00
100,617.00
102,994.00
105,371.00

STEP 6
Year - 6
67,339.00
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00

STEP 7
Year - 7
69,716.00
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00

STEP 8
Year - 8
72,093.00
74,470.00
76,847.00
79,224.00
81,601.00
83,978.00
86,355.00
88,732.00
91,109.00
93,486.00
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William S. Hart Union High School District
EVALUATION (Page 1 of 4)
Teacher

School

Assignment

Observation Dates:
Status:
Ratings:

Credential
Temporary

Prob 1

Prob 2

Meets = M

Needs to Improve = N

Permanent
Unsatisfactory = U

STANDARD ONE

ENGAGING & SUPPORTING ALL STUDENTS IN LEARNING

1.1
1.2
1.3
1.4
1.5
1.6

Using knowledge of students to engage them in learning
Connecting learning to students’ prior knowledge, backgrounds, life experiences, and interests
Connecting subject matter to meaningful, real-life contexts
Using a variety of instructional strategies, resources, and technologies to meet students’ diverse learning needs
Promoting critical thinking through inquiry, problem solving, and reflection
Monitoring student learning and adjusting instruction while teaching

EVIDENCE/COMMENTS:

PLEASE CHECK ONE:

M

N

U

STANDARD TWO

CREATING & MAINTAINING EFFECTIVE ENVIRONMENTS FOR STUDENT LEARNING

2.1 Promoting social development and responsibility within a caring community where each student is treated fairly and
respectfully
2.2 Creating physical or virtual learning environments that promote student learning, reflect diversity, and encourage
constructive and productive interactions among students
2.3 Establishing and maintaining learning environments that are physically, intellectually, and emotionally safe
2.4 Creating a rigorous learning environment with high expectations and appropriate support for all students
2.5 Developing, communicating, and maintaining high standards for individual and group behavior
2.6 Employing classroom routines, procedures, norms, and supports for positive behavior to ensure a climate in which all
students can learn
2.7 Using instructional time to optimize learning
EVIDENCE/COMMENTS:

PLEASE CHECK ONE:

M

N

U

William S. Hart Union High School District
EVALUATION (Page 2 of 4)
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STANDARD THREE

UNDERSTANDING & ORGANIZING SUBJECT MATTER FOR STUDENT LEARNING

3.1 Demonstrating knowledge of subject matter, academic content standards, and curriculum frameworks
3.2 Applying knowledge of student development and proficiencies to ensure student understanding of subject matter
3.3 Organizing curriculum to facilitate student understanding of the subject matter
3.4 Utilizing instructional strategies that are appropriate to the subject matter
3.5 Using and adapting resources, technologies and standards-aligned instructional materials, including adopted materials, to
make subject matter accessible to all students
3.6 Addressing the needs of English learners and students with special needs to provide equitable access to the content

EVIDENCE/COMMENTS:

PLEASE CHECK ONE:

M

N

U

PLANNING INSTRUCTION & DESIGNING LEARNING EXPERIENCES FOR ALL STUDENTS

STANDARD FOUR

4.1 Using knowledge of students’ academic readiness, language proficiency, cultural background, and individual development
to plan instruction
4.2 Establishing and articulating goals for student learning
4.3 Developing and sequencing long-term and short-term instructional plans to support student learning
4.4 Planning instruction that incorporates appropriate strategies to meet the learning needs of all students
4.5 Adapting instructional plans and curricular materials to meet the assessed learning needs of all students
EVIDENCE/COMMENTS:

PLEASE CHECK ONE:

M

N

U
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STANDARD FIVE

ASSESSING STUDENTS FOR LEARNING

5.1
5.2
5.3
5.4
5.5
5.6
5.7

Applying knowledge of the purposes, characteristics, and uses of different types of assessments
Collecting and analyzing assessment data from a variety of sources to inform instruction
Reviewing data, both individually and with colleagues, to monitor student learning
Using assessment data to establish learning goals and to plan, differentiate, and modify instruction
Involving all students in self-assessment, goal setting, and monitoring progress
Using available technologies to assist in assessment, analysis, and communication of student learning
Using assessment information to share timely and comprehensible feedback with students and their families

EVIDENCE/COMMENTS:

PLEASE CHECK ONE:

M

N

U

DEVELOPING AS A PROFESSIONAL EDUCATOR

STANDARD SIX

6.1
6.2
6.3
6.4
6.5
6.6
6.7

Reflecting on teaching practice in support of student learning
Establishing professional goals and engaging in continuous and purposeful professional growth and development
Collaborating with colleagues and the broader professional community to support teacher and student learning
Working with families to support student learning
Engaging local communities in support of the instructional program
Managing professional responsibilities to maintain motivation and commitment to all students
Demonstrating professional responsibility, integrity, and ethical conduct

NOTES/COMMENTS/EVIDENCE:

PLEASE CHECK ONE:

M

N

U
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EVALUATION (Page 4 of 4)
SUGGESTIONS/COMMENTS/GOALS:

EVALUATEE’S COMMENTS:

Composite:

Meets

Needs to Improve

Unsatisfactory

Your signature here does not necessarily mean you agree with the evaluation, but it does indicate that an
evaluation was made and that you received a copy.
Signature of Evaluatee

Date

Evaluatee’s Name (please print or type)

Signature of Evaluator

Date

Evaluator’s Name and Title (please print or type)

Copies to: 1) Unit Member 2) District Personnel File 3) Evaluator
g:\home\kat\forms\evaluation form
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AB ##

California Assembly Bill

ACT

American College Testing Program

AP

Advanced Placement (class and test)

ASB

Associated Student Body

ASVAB

Armed Services Vocational Assessment Battery

CAASPP

California Assessment of Student Performance and Progress

CAN

Critical Academic Need

CBEST

California Basic Education Skills Test

CCTC

California Commission on Teaching Credentialing

CDE

California Department of Education

CLAD

Cross-cultural, Language, and Academic Development

CPSEL

California Professional Standards for Education Leaders

CSET

California Subject Exam for Teachers

CSTP

California Standards for the Teaching Profession

CTA

California Teachers Association

CTAIP

California Teacher and Administrator Induction Program

CTE

Career and Technical Education

ECO

Early Completion Option for 2042

ED

Emotionally Disabled

ELD

English Language Development

ELL

English Language Learner (Formerly LEP)

ELPAC

English Language Proficiency Assessments for California

ESEA

Elementary and Secondary Education Act

ESLR

Expected Student Learning Results (Learning Outcomes)

FAPE

Free Appropriate Public Education

FOL

Focus on Learning (part of WASC)

GATE

Gifted and Talented Education

HDTA

Hart District Teachers Association

IEP

Individual Education Plan
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IHE

Institute of Higher Education

ILP

Individual Learning Plan

LCAP

Local Control Accountability Plan

LCFF

Local Control Funding Formula

LRE

Least Restrictive Environment

NGSS

Next Generation Science Standards

OR

Opportunity Room

PAR

Peer Assistance and Review Program

PLC

Professional Learning Community

PSAT

Preliminary Scholastic Aptitude Test

REACH

Reaching Excellence At College Heights

ROP

Regional Occupation Program

RS

Resource Student

SAT

Scholastic Aptitude Test

SB ###

California Senate Bill

SCANS

Secretary’s Commission on Achieving Necessary Skills

SC#

Special Class (numbered to reflect specific learning disabilities)

SIP

School Improvement Program

SLO

Student Learning Objectives

SST

Student Study Team

VPSS

Verification Process for Special Settings

WASC

Western Association of Schools and Colleges

504

Meeting to accommodate special needs for students who are not in Special Ed

SB2042

Method of clearing preliminary teaching credentials in California
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Learning Objectives

What?

Curriculum

Rigor
Standards

Application

Why?

Relevance

Critical Thinking

Reflection

How?

Technology

Relationships
Strategies
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