
 

 

 

  



“When working in a school operating as a 

PLC at Work, our professional practice is 

deeply rooted in best practice and 

grounded in optimistic certainty. Because 

we truly believe that all children can 

learn, they do. Because we believe that 

working together in collaborative teams 

is more effective, it is. Because we believe 

that every child in every school deserves 

our best efforts every day, we create 

cultures that ensure all students learn 

to high levels.” 

 
~Thomas Many, All Things PLC Magazine 
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Student and Teacher know the WHY! Expectations (objectives) are posted

H.O.P.E.                                                                  
Our Staff - Collective Commitments

High, Clear Expectations

Organized Implementation

Positive Community

Engagement

Schedule & Objective posted and referred to throughout lesson
Established routines & procedures which includes smooth transitions

Organized environment, including supplies & materials

Directions posted and verbally repeated
Appropriate pacing & time management

Standards-Based Lessons
Classroom rules / Expectations. (HALLS)

Quality work is visible. Explain why. (Ex: self-reflection evaluations & rubrics)
Modeling behavior/examples

Cooperative Learning & Teamwork (Participation)
PBIS (Bear Claws / 5:1)

Welcoming Environment & Rapport
Accountable Talk

Whole Body Listening

Celebrate Effort/Cheers

On Task Behavior is evident
Knowing the 'WHY' is evident

On topic discussion / Accountable Talk
Check for Understanding
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Invite all specials staff & support staff to GTM meetings. Student Data
Team is aware of Norms (visible, posted and utilized) SMART Goals
Set timelines, put in Outlook calendars Collaborating 
Stay on Task/Topic Accountability
Be on Time

"Yes, and…" Safe space
Active listeners Open-minded
Positive Rapport Be Solution Oriented
Share Data & Strategies for success Accountable Talk
Celebrate strengths, differences, & successes! Follow Norms

Data-Driven Defined Roles
Actively Involved & on task Taking notes
Knowing the "Why"

Agenda is prepared & distributed to team by Monday evening each week.

H.O.P.E.                                                                  
Our Team Meetings - Collective Commitments

High, Clear Expectations

Organized Implementation

Positive Community

Engagement

Agenda items are appropriately prioritized & paced.
Team members follow agenda throughout GTM.

Come prepared with all data & materials to meetings.

Committee Leaders prepared/ready to share new information
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Students will utilize whole body & mind learning.
Students will utilize Accountable Talk.

Students will be mindful & active participants.
Students will ask questions to make meaningful connections. 

Students celebrate, support, & express differences including mistakes.
Students contribute to building a safe space for risk taking.

Students demonstrate growth mindset & positive talk.
Student express leadership, talents, culture & individuality.

Students will demonstrate grit & perseverance.

H.O.P.E.                                                                  
Our Students- Collective Commitments

High, Clear Expectations

Organized Implementation

Positive Community

Engagement

Students understand & follow rules & procedures.
Students actively participate in smooth transitions.

Students know the "what" & the "why."

Students know & use tools, resources, & time appropriately.

Students know how to access grade level materials.
Students set high personal goals.

Students show visible, quality work.
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Organized Implementation:                                                          
Share your 'Tricks of the Trade' for quick, efficient,                         

less than a minute transitions.
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Table 3.4: Best Practices of the Four Cs  

Climate: The product of a classroom intentionally designed to foster and promote a safe,  
consistent, and positive environment

Best Practice Example or Explanation

Student voice Students’ input and expertise are embraced and help shape 
their classroom experience, including lessons, assignments, and 
interactions. 

Classroom agreements or contracts Classroom behavior agreements or contracts co-developed 
by students and the teacher ensure joint understanding and 
commitment between all stakeholders in the classroom. 

Clear routines and procedures The teacher develops and implements consistent, predictable 
routines and procedures. 

Taught and reinforced classroom 
routines and procedures

The teacher intentionally teaches and reteaches the routines and 
procedures expected in the classroom (such as how to enter and exit 
the classroom, how to ask for help or take a bathroom break, and 
where to turn in assignments).

Teacher-managed minor infractions The teacher understands the difference between teacher-handled 
and administrator-handled classroom infractions. The teacher also 
demonstrates ownership and autonomy when handling minor 
infractions within the classroom, and has adequate tools and 
resources when responding. 

Brief transition times Transition time between one task and another in the classroom is less 
than a minute. This requires teachers to intentionally organize lessons 
and next steps. 

Active supervision The teacher actively scans, moves, and has positive interactions with 
students in the classroom. 

Communication: The product of a classroom intentionally designed to foster the  
ongoing interchange of expectations, ideas, commitments, voices, and behaviors  

among all stakeholders

Best Practice Example or Explanation

Positive teacher language (4:1 to 6:1) The teacher uses positive (direct) language more often than negative 
language (four instances to one is the ideal ratio) and even more 
often for struggling students (six instances to one). Positive language, 
for example, focuses on what’s desired and acknowledges students 
when they demonstrate appropriate skills. 

Classroom management and 
communication or monitoring system

Classrooms are well managed with a system and have in place a 
communication or monitoring system to track behaviors for providing 
additional supports for students who need them. 
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Positive parent communication system The teacher follows a process for positively communicating with 
parents or guardians (making five positive calls a week to different 
parents or guardians, for example). Contacting them with something 
positive when they are frequently called for negative reasons 
tremendously builds parent and guardian support. 

Positive contacts Multiple methods for making positive contact with students are 
employed: notes, affirmations, one-to-one conversations, fist bumps, 
and check-ins. 

Substitute teacher behavior plans An intentional preparation plan for substitute teachers helps stave off 
behavior challenges. Plans can provide appropriate information for 
substitutes on certain students who may need additional supports.

Updated seating charts A seating chart is updated to include notes on what a student needs 
academically, behaviorally, and social-emotionally to access classroom 
instruction. This can provide a teacher—especially one with multiple 
class sessions—a quick visual reminder. Those reminders can be as 
simple as 504, IEP, or anxiety care plan. 

Curriculum: The product of a classroom intentionally designed to educate the whole child, includ-
ing academics and beyond

Best Practice Example or Explanation

Classroom meetings, circles,  
or check-ins

This intentionally created safe space provides opportunities for 
students to share and help each other or the community with 
concerns or challenges. 

Alternative options for mastery Students have opportunities to demonstrate their learning in 
different modalities. For example, if the physical act of writing 
triggers a student’s sensory challenges, that student can present 
orally or create a speech-to-text response for an assignment; if a 
student has severe anxiety about classroom presentations, that 
student can demonstrate mastery other ways. 

Universal design for learning (UDL) The teacher understands and implements the three areas of UDL in 
the classroom: (1) engagement (stimulating interest and motivation 
via lessons), (2) representation (information is presented in different 
ways, for multiple modalities), and (3) action and expression 
(students can demonstrate what they learned or know in different 
ways; CAST, n.d.).

Engaging instruction Ensuring that students find instruction meaningful and understand 
how it applies to their learning results in engagement. 

Culturally responsive teaching Student-centered, teacher-facilitated instruction reshapes the 
traditional curriculum to include instruction and teaching that respect 
culture, language, and racial identity. Focus on developing students’ 
critical lens regarding injustices. 
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Embedded SEL core competencies Developing students’ self-awareness and self-management skills, 
which are essential in school and beyond, means embedding 
instruction into the classroom setting, assignments, lessons,  
and projects. 

Behavior lessons Students receive formal or informal behavior lessons in the classroom 
at least weekly. Lessons can range from actual behavior curriculum 
lessons (such as anti-bullying, respect, and digital citizenship), to 
discussing classroom text’s character behaviors, to addressing 
real-life classroom, schoolwide, or community challenges around 
tolerance and empathy.  

21st century skills Intentionally incorporated instruction and application of 21st 
century skills includes opportunities to practice communicating and 
collaborating, as well as encouraging critical thinking and creativity. 
(The teacher might, for example, teach how to develop and adhere 
to group work norms so students know how to communicate 
differences and diversity of thought in a productive way, civil way.)

Culture: The product of a classroom intentionally designed to build and maintain 
relationships and community

Best Practice Example or Explanation

Structure for relationship building Intentionally greeting students is the norm for the classroom teacher. 
The class creates and repeats mantras about respecting each other 
and developing a safe, loving classroom environment. 

Classroom incentive system Students can receive individual or classroom-level (team) 
acknowledgments for demonstrating appropriate behaviors they 
have learned. Incentives can be tangible or intangible based on 
student input and motivators. 

Trauma-informed practices Understanding the impact traumatic childhood events have on a 
student’s ability to regulate his or her behavior is trauma informed. 
Teachers shift their view from This student is behaving poorly to This 
student is having a difficult time; what does she need? The behavior 
is viewed through a lens of support and establishing a relationship 
rather than punishment and removing the student from class. 

Character and service learning projects At least once-monthly service learning projects provide opportunities 
to learn and implement character development. The focus is on 
being good citizens in and out of the classroom. 

CAST. (n.d.). Provide multiple means of action and expression. Accessed at http://udlguidelines.cast.org/action-expression on 
August 31, 2020.
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Develop self-awareness competencies to: 
x Identify one’s emotions
x Maintain an accurate and positive self-concept
x Recognize individual strengths
x Experience a sense of self-efficacy

Develop self-management competencies to: 
x Regulate emotions
x Manage stress
x Monitor and achieve behaviors related to school and

life success

Develop social awareness competencies to: 
x Exhibit empathy
x Appreciate diversity
x Understand social and ethical norms for behavior
x Recognize family, school, and community supports

Develop relationship competencies to: 
x Build and maintain relationships with diverse

groups & individuals
x Communicate clearly to express needs and resolve

conflict

x Problem solve effectively
x Maintain accountable behaviors in school, personal,

and community contexts

INDICATORS 
1A. Demonstrate knowledge of one’s emotions. 
1B. Demonstrate knowledge of personal strengths, challenges,  

and potential. 
1C. Demonstrate a sense of self-efficacy. 

Demonstrate a sense of self-efficacy.

INDICATORS 
2A. Demonstrate ability to manage emotions. 
2B. Demonstrate an understanding of honesty and integrity. 
2C. Demonstrate ability to set and achieve goals for success. 

INDICATORS 
3A. Demonstrate awareness of other people’s emotions and 

perspectives. 
3B. Demonstrate an awareness of cultural factors and respect for 

individual differences. 
3C. Demonstrate awareness of how to get help and support as 

needed. 

and potential.

INDICATORS 
4A. Use communication and social skills to positively interact 

with others. 
4B. Develop constructive relationships with individuals of diverse 

backgrounds, abilities and lifestyles. 
4C. Demonstrate the ability to prevent, manage, and resolve 

interpersonal conflicts in constructive ways. 

INDICATORS 
5A. Consider ethical and societal factors with making decisions. 
5B. Use a systematic approach to decision making. 
5C. Apply problem-solving skills to responsibly address daily 

academic and social situations. 
5D. Understand and demonstrate personal responsibility. 
5E. Positively contribute to one’s community. 

Self-Management 

Self-Awareness 

Social Awareness 

Relationship Skills 

Responsible Decision Making

Develop responsible decision-making skills to:

Social and Emotional Learning Standards 
SEL is a process for helping children and adults develop the 
fundamental skills for life effectiveness. SEL teaches the skills 
we all need to handle ourselves, our relationships, and our 
work, effectively and ethically. 
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Specific Behavior Essential Standards 
for 22/23 by Quarter 

 
 
 
Quarter 1: 
 
 
Self-Awareness: 
 
1a: Identify one’s Emotion 
 

• Demonstrate knowledge and understanding of the Zones of Regulation. 
 
 
Quarter 2: 
 
Self-Management: 
 
2C: Set and Achieve goals for success 
 

• Demonstrate perseverance to achieve short and long-term goals 
 
 
Quarter 3: 
Self-Management: 
 
2A: Demonstrate ability to manage emotions 
 

• Demonstrate effective coping skills when faced with a problem 
 
 
Quarter 4: 
Self-Management: 
 
2B: Demonstrate an understanding of managing of stress 
 

• Demonstrate self-discipline and self-control 
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     Plan 
 

GTM’S                  

                                                 Act/Evaluate   Do/Teach 

        

 
                    Study/Assess 
Grade Level: K-5      
 
Please use the SMART goals formula to develop your goals.   
 

Plan/Goal: 
What do we want or expect our students to learn?  
(Include all parts S, M, A, R, T) 
 
 
Social Emotional Learning Standards: 1A - Demonstrate knowledge of one’s emotions. 
 
SMART Goal: Student’s will demonstrate knowledge of one’s emotions and understands 
Zones of Regulations by identifying which zone their own emotions fall in by the end of the 
first quarter. 
 

Do/Teach (Action Plan): 

How will we accomplish this goal? 
As a grade level we will teach lessons related to acknowledging one’s emotions. We will utilize 
stories and lessons from numerous resources focusing on how to identify one’s emotions 
referring to the texts and lessons taught throughout the quarter. 
 
After teaching lesson, reading stories and class discussion, students will be able to identify 
and acknowledge one’s emotions through self-awareness.  
 
At the beginning of the quarter a pre-assessment will be given to see where they are with the 
knowledge of one’s emotions. They will also end with a post-assessment to see where they 
are by the end of the quarter after all lessons and texts have been taught.  
 
What human resources will you utilize (SpEd Teachers, ELL Teachers, co-workers, IS’s, Gifted & 
Talented Teachers, administrators) 
 

Human Resources How will you utilize them? Frequency? 

Classroom teacher 
Texts 
 
 
 
 
 
 

We (Teachers) will model 
how to demonstrate 
knowledge of one’s emotions 
through social emotional 
lessons and resources.  

Throughout the 1st Quarter. 
 
 

 

 

S Specific  

M Measurable 

A Attainable 

R Research Based 

T Timely 
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Study/Assess: How will we know when they have learned it? (Create/Select and 

Attach Common Assessment tool, i.e., rubric, writing piece, quiz, other evidence) 
 
At the beginning of the quarter a pre-assessment will be given to see where they are with the 
knowledge of one’s emotions on Microsoft Forms. They will also end with a post-assessment 
to see where they are by the end of the quarter after all lessons and texts have been taught.  
 

 
 
Small group, additional modeling, and explicit use of the numerous resources can be taught if 
needed.  
 

Act/Evaluate: 
How will we respond if they don’t learn?  What will we do for those who did learn?  

 
 
(Reteach, tutor, small group, leveled book (Enrichment that may or may not relate  
room, parent contact, etc., then reassess) to the original SMART goal) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bring your data that reflects your students’ progress toward your 
SMART goals to the next PLC. 
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Data 

Data 

Data  
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Notes: 
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* Claims may not equal 100% due to rounding.

* Claims may not equal 100% due to rounding.

English/Language Arts Claims

Mathematics Claims

Brown ES
2022 Overall Smarter Balanced Claims
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

Overall ELA Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

3rd Grade ELA Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

3rd Grade English/Language Arts

Percent At or Above Standard (AL 3 or 4)
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

4th Grade ELA Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

4th Grade English/Language Arts

Percent At or Above Standard (AL 3 or 4)

4th Grade ELA Percent At or Above Standard (AL 3 or 4) by Race/Ethnicity
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

5th Grade ELA Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

5th Grade English/Language Arts

Percent At or Above Standard (AL 3 or 4)
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

Overall Math Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

Overall Mathematics

Percent At or Above Standard (AL 3 or 4)

Overall Math Percent At or Above Standard (AL 3 or 4) by Race/Ethnicity
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

3rd Grade Math Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

3rd Grade Mathematics

Percent At or Above Standard (AL 3 or 4)
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

4th Grade Math Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES

4th Grade Mathematics
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N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

N Size

* Note that Smarter Balanced testing was not conducted during the 2020 school year and years reported are 2019, 2021 and 2022.

5th Grade Math Percent At or Above Standard (AL 3 or 4) by Special Program

Brown ES
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* Percentages may not sum to 100 due to rounding.

* Percentages may not sum to 100 due to rounding.

* Percentages may not sum to 100 due to rounding.

Disciplinary Core Ideas (Reporting Categories)

Crosscutting Concepts (Reporting Categories)

Brown ES
5th Grade Science Claims

Science and Engineering Practices (Reporting Categories)
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* Percentages may not sum to 100 due to rounding.

* Percentages may not sum to 100 due to rounding.

* Percentages may not sum to 100 due to rounding.

Disciplinary Core Ideas (Reporting Categories)

Crosscutting Concepts (Reporting Categories)

District - Elementary School
5th Grade Science Claims

Science and Engineering Practices (Reporting Categories)
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Instructional Coaching Menu 

Best Practices 

MENU 
Choose from a variety of options, MIX and MATCH to design what is appetizing to you!  Note: All dishes 

are free (but a winning lottery ticket will be happily accepted      ).       

 

 APPETIZERS   

#1: Gather resources – Hunt for those hard to find lesson components and ideas. 

#2: Co-Planning – Collaboratively plan a lesson or series of lessons that meet best 

practices. 

#3: Differentiation Support – Help design choice assignments of tiered activities 

or assessments.                

MAIN ENTREES 

#4: Classroom Assistant – Serve as another pair of hands for a lesson or 

another pair of eyes to track student concerns; including Aimsweb! 

#5: Team Teaching Experience – After planning cooperatively, teach a 

lesson together. 

#6: PBIS/SEL/Classroom Management – Collecting and collaborating for 

those classroom ideas needed for smooth running.  

DESSERT 

#7: Collaboration – Help you connect with other teachers in your building (coverage 

to go observe your colleague).     

#8: CRAVING SOMETHING NOT ON THE MENU? Order it anyway – 

The Chef is willing to collaboratively create new items as needed!   

  Scan QR code to sign up for your dose (just use 

your phone camera) of LF Littlefield or click 

link below (hold ctrl and click on link) 

Sign-up Slots 
69

https://forms.office.com/r/6Qqhvagmqw
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Accountable Talk 
*I believe ______ because……… 

*I want to agree with ______ because……… 
*I would like to build on what ______  

said because……… 
*I would like to disagree with what _____ 

said because……… 
*I need clarification on……… 

*In other words, what you said was……… 
*Can you give an example? 

*I can give an example of that……… 
 

              
  

 

 

Accountable Talk 
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*I want to agree with ______ because……… 
*I would like to build on what ______  

said because……… 
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said because……… 
*I need clarification on……… 

*In other words, what you said was……… 
*Can you give an example? 

*I can give an example of that……… 
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*I believe ______ because……… 

*I want to agree with ______ because……… 
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said because……… 
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said because……… 
*I need clarification on……… 

*In other words, what you said was……… 
*Can you give an example? 

*I can give an example of that……… 
 

              
  

 

 

Accountable Talk 
*I believe ______ because……… 

*I want to agree with ______ because……… 
*I would like to build on what ______  

said because……… 
*I would like to disagree with what _____ 

said because……… 
*I need clarification on……… 

*In other words, what you said was……… 
*Can you give an example? 

*I can give an example of that……… 
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 Master Schedule 22-23

9:23 K 1 2 3 4 5
9:30
10:00
10:30 CORE ELA

10:45 Recess @ 10:45 
B/C-Wing

11:00
11:15
11:30 Recess @ 11:30 

B/C-Wing

11:45
11:55 11:55 - 12:25 

Lunch
11:55 - 12:25 

Lunch

1:20
1:40
1:45
2:00
2:15 Recess @ 2:15 

B/C-Wing

2:30 Recess @ 2:30  
B-Wing

Recess @ 
2:30  C-Wing

2:45
3:00
3:15
3:30

CORE ELA

CORE    
MATH

S.S./Science

Recess: A Wing         
CL, A3, K1 @ 2:30 
A2/A4, K2 @ 2:45                  

SPECIALS & 
S.S./Science S.S./Science

INTERVENTION/ 
SMALL GROUP 
INSTRUCTION

S.S./Science
INTERVENTION/ 
SMALL GROUP 
INSTRUCTIONS.S./Science

1:00 - 1:15 
Recess             
C-Wing

1:05 - 1:35 
Lunch1:05 - 1:35 

Lunch

1:35 - 1:50 
Recess         

B/C-Wing

SPECIALS & 
INTERVENTIONS

S.S./Science

*Schedule your own Nutritional Snack/Quick Brain breaks as needed.
Dexter: K, 1, 3 Sped Teacher: 2, 4, 5

11:55 - 1:50 
Lunch & Recess                                           
See grade level for 

specific times.

12:25 - 12:40 Recess                   
B-Wing

12:25 - 12:40 
Recess                     
C-Wing12:30 - 1:00  

Lunch
12:30 - 1:00 

LunchINTERVENTION/ 
SMALL GROUP 

INSTRUCTION 12:45-
1:15

Recess All Students                    
A-Wing:                             

12:50- 1:05 

                 
SPECIALS & 
CORE ELA 
1:00 - 2:00

1:00 - 1:15 
Recess             
B-Wing

CORE    
MATHCORE ELA

INTERVENTION/ 
SMALL GROUP 
INSTRUCTION

INTERVENTION/ 
SMALL GROUP 
INSTRUCTION

INTERVENTION/ 
SMALL GROUP 
INSTRUCTION SPECIALS & 

CORE MATH
CORE    
MATH CORE ELA

CORE ELA

Recess: A Wing    
A2/A4, K2 @10:45      

CL, A3, K1 @ 11:00
CORE ELA 

& 
SPECIALS

CORE ELA 

CORE 
MATH

CORE ELA CORE ELA & 
BA Small 

Group 
Instruction

CORE ELA

                 
SPECIALS    
& CORE 
MATH CORE MATH CORE 

MATH
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Grade Time Special Monday Tuesday Wednesday Thursday Friday Rm Teacher

  M4 Mclaughlin 2a
2nd 9:30 M 2a 2b / 1c 2e 2b / 1c 2a M3 Schillo 2b

L M1 Wotring 2c
C M6 Zoratti 2d

PE M2 Boyer 2e
2nd 10:00 M 2c 2d / 1d 2c 2d / 1d 2e M5 Carlson 2f

L 2e 2c 2d 2a 2b
C 2b 2e 2a 2c 2d D1 Humason 5a

PE 2d 2a 2b 2e 2c D5 Thomsen 5b
5th 10:30 M Prep  Prep/Prep 5c 2f / Prep 2f D3 Eckart 5c

L Strat 2f EC IEC
C 2f 1f Strat D2 Ayers 4a

PE 2f Strat IEC EC D6 King 4b
5th 11:00 M 5a 5b / 1e 5a 5b / 1e 5c D4 Scheffer 4c

L 5a 1d 5c 5b C1 Benik 4d
C 5c IEC 5b 5a

PE 5b 5c 1e 5a B10 Harris EC
4th 11:30 M 4a 4b / 1f 4a Prep / 1f 4b B8 Eskuchen IEC

L 4d 4a 4c 4b 1f
C EC 4c 4b 4d 4a C3 Atkinson 3a

PE 4b 4d 4a 4c C5 Hudson 3b
4th 12:00 M 4c 4d / Ke Prep 4c / Ke 4d C4 McVey 3c

L Ke C6 Keyes 3d
C Ke Kd

PE Ke K1 Wallstrum Ka
Lunch/Duty 12:30 CL/A5 Roberts Kb

3rd 1:00 M 3a Prep / 1g 3b 3a / 1g 3b A2/4 Barsodi Kc
L 1g K2 Graylow Kd
C 1c 1g Ke

PE 1g 1a
3rd 1:30 M 3c 3d / Kb 3c 3d / Kb Prep B1 Solferino 1a

L 3d 3a Kd 3b 3c B2 TBD 1b
C 3b 3c 3a 3d B4 Pickering 1c

PE Kd 3b 3d 3c 3a B5 Fields 1d
Kinder 2:00 M Prep Strat / Ka Prep Prep / Ka Prep B3 Bezick 1e

L Ka Kb Kc B5 Salonga 1f
C Kc Ka Kb B3 Yco 1g

PE Kb Kc Ka
1st 2:30 M 1a IEC / Kc 1a / Kc Prep B9 Gamboa Strat

L 1b 1a 1c
C 1d 1b 1a

PE 1c 1d
1st 3:00 M 1b EC / Kd 1b / Kd Prep

L 1e
C 1e

PE 1f 1b A3 Sarni in red

Dismissal 3:30

Specials Schedule 22-23

Music:

Strat 3-5: with Gen ed class

In Black: Mrs. Coleman

Strat K-2/IEC/EC:              
20 min specials
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Specials reminders: 
 

• Please pick up and drop off your students on time. 
 

• Please have students use hand sanitizer before they come to 
class 
 

• Please have students use the bathroom/get water before 
they come to class 
 

• If you know a child is leaving during class, please have them 
bring everything they need so we don’t have to send them 
back 
 

• Due to the number of classes, we can’t reschedule specials 
times. 
 

• If there is pertinent information that we need to know about 
a student please let us know! We are more than happy to 
help with behavior charts, rewards, etc. 
 

• If a student pushes into their classroom with an aide, please 
have them come to specials with an aide if possible. 
 

• Please make sure you see the specials teacher before 
dropping of your students. 
 

• If your class/grade level is going on a field trip please include 
the specials teachers in your calendar invite. 
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Library Info ’22-’23      

 

 

 

Contact info:      

christin.roeder@washoeschools.net 

Library extension: 50783 

Cell: (435) 650-0187    

 

Teachers: 

As always, I am here to help!   

I want the library to be a fun place for the kids to come and explore all 

there is.  Please let me know if you would like to collaborate for lessons 

to align with what you’re doing in the classroom.  

 

Students: 

Students must have library books in hand EACH time they come to the 

library even if the book is going to be renewed. 

If a student forgets their book, they will not be allowed to take a new 

book during that library period. 

 

Lost or damaged books: 

A fine will be given to the student via teachers mailbox.  If the student is 

unable to pay the fine, they will need to do 5 days (per book) community 

service in the lunchroom. 

 

RESCHEDULING LIBRARY TIMES:  due to the number of students and 

classes library times will NOT be rescheduled for school holidays, 

smoke/snow days, etc.  Students may always use the open library in these 

instances to get new books.       

I am here to do all  

I can to guide kids  

to find their love  

of reading! 

 
 

Open library hours: 

9:30-10:00 and 3:00-3:30 daily 

Students may come 

during these times for 

any library business 
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Computer Lab 
 

• Please have your students line up in number order when leaving 

your classroom. 

 

• Incoming class and outgoing class will be using the ramp, so 

please just be mindful when entering exiting the computer lab. 

 

• Please have student cards ready for your students that contain 

the following: 

 

- Name of student 

- Student ID number 

 

• If a new student/s joins your class during the year, please let me 

know. 

 

• If students need to be separated, please let me know 

- Due to their last names, some students will be separated 

from the beginning of the school year, and I will 

communicate that to you. 
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Mobile Computer Carts 
 

• When your students are going to use the laptops from the carts: 

- Please have your students line up and take a laptop one at a time. 

- Remind students to not pull on the charging cables when removing a 

laptop from the cart. 

 

• Put the laptop back in the correct number slot, and make sure that the 

laptops are plugged in so that they can charge overnight and be ready for 

the next day/next class. 

 

• Please wipe the laptops down after each use 

- if you need extra wipes for the laptops, please let me know 

- if you prefer the spray bottle and cloth/ and or just the wipes, let me 

know 

 

• Please remind the students that after cleaning the laptops, the screen must 

be fully dry before closing them and returning them to the cart. 

 

• Remind the students to please sign out all the way for the next class 

 

• When returning the laptops, please make the students put them back one 

at a time.  

- Please remind the students again to not pull on the cables and to 

make sure that they use the correct cable when returning them to 

charge 

 

• I will provide a clipboard on top of the carts for any issues with the laptops 

 

• We will be using a rotating cart schedule again, so please make sure you 

check when it’s your turn. 
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BROWN SCHOOL RULES 
PLAYGROUND RULES: 

1. Students are to remain in the fenced-in area of the 
playground at all times. 

2. No throwing rocks, sand, bark, etc. 
3. No jumping off equipment. 
4. No climbing on the fences. 
5. No playing in or around the drinking fountains. 
6. Use jump ropes for jumping only. 
7. Only use softballs, tennis balls, plastic balls, and plastic 

bats & lacrosse sticks. 
8. No throwing balls against the building, utilize the ball 

wall. 
9. No tag or war games. 
10. Include other students in team play. 
11. If balls, shoes, or equipment, etc. lands on the roof, it 

stays there until the custodians can retrieve it. 
12. Wait your turn and follow the rules of the game. 
13. No hitting or fighting, pushing or pulling on each other 

or their clothes. No piggyback rides or wrestling. 
14. No throwing snowballs or sliding on ice. 
15. If playing a sport, play correctly, no major contact. 
16. Bullying will not be tolerated. No rumors, name calling 

or teasing about looks or actions of other students. No 
deliberately excluding students from games 
(ostracizing). 

17. Report any bullying action to the duty teacher 
immediately. 

 

LUNCHROOM RULES: 
1. Students will stand politely in a single file line utilizing 

HALLS while being seated and/or getting their hot 
lunch. 

2. Students will eat at the tables and remain seated until 
dismissed. 

3. Students will be responsible for cleaning up their trash 
on and under the table before dismissed. 

4. Students will use inside voices when inside the 
lunchroom. The stoplight system is utilized to ensure 
students are eating first, conversing second. If the 
stoplight goes red, the students have a minute of silent 
lunch. This reminds students that they need to be 
eating first.   

5. Students will use hand signals for permission to use 
the bathroom, lost & found, food items, discarding of 
trash, and when they need assistance. 

6. Do not throw food. 
7. Students will use good manners and eating habits. 

Please remind students how important it is to 
clean up after themselves.  

8. Students need a pass from their teacher to stay 
in the building, otherwise they head to recess or 
back to class. 

9. Food is not permitted to leave the cafeteria without 
teacher permission. 

10. Exit out of lunchroom through a single designated 
door. 

 

GENERAL RULES: 
1. Students are not permitted to arrive at school before 9:08am. 

There will be no supervision until then. 
2. 3 PBiS rules: Be Respectful, Be Responsible, and Be Safe need to 

be followed at all times. 
3. Students must walk bicycles, scooters, skateboards, etc. on 

school grounds. All bicycles and scooters should be locked up in 
the designated bike rack only. 

4. Students are not allowed to chew gum on school grounds or 
inside the building. 

5. Students must have passes to enter the school building at ALL 
TIMES if they are not with a teacher during school hours. 

6. Students are not to be in classrooms, the MPR or library without 
adult supervision. 

7. Students need to follow the 3 PBiS rules while using the 
restrooms. No playing, screaming, hiding or misusing the facilities 
or supplies. No boys in the girls’ bathroom, no girls in the boys’ 
bathroom. 

8. Students will walk quietly in the hallways, hands to their sides. No 
physical contact between students. Utilize HALLS. 

9. Only lunch, school supplies, and necessary items are to be 
brought to school. Any inappropriate items will be taken away. No 
toys, No electronic devices allowed at school unless permission 
has been given by teacher for instruction or special reward 
occasion. We are not responsible for lost private property.  

10. Cell phones and other smart devices, including watches, must be 
turned off and inside backpacks during school hours unless 
permitted by teacher. If a cell phone or other smart device is on 
during school hours, it will be confiscated. 

11. Students will use appropriate language while on school grounds. 
Obscenities, rude or vulgar comments will not be tolerated. 

12. Students will respect all school property. 

DRESS CODE: 
1. Students may wear open toe sandals. NO FLIP 

FLOPS or BEACH SANDALS. 
2. All shorts and skirts need to be mid-thigh. 
3. Students are to remove hats and hoods when 

inside building excluding cafeteria. (Except for hat 
day.) 

4. No sagging pants. All pants, shorts, and skirts 
must cover a student’s underwear. 

5. You can view the entire dress code in the         
District’s Parent Student Handbook at: 
https://www.washoeschools.net/Domain/1358 

 
 
 

 
EMERGENCIES: 

 
 Take RADIO to duty and when your 

class leaves your classroom. 
 Take cell phone with you & only use in 

emergencies, text/call. 
 Call 775-851-5600: as soon as recording 

comes on dial extension 50703 OR 
50707. 
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Duty Descriptions 
Please have a cell phone AND RADIO with you for emergencies. Use your cell phone ONLY if there is an emergency and you 
need help. Please stay on your duty until the next person comes and releases you or all of your teammates have come out to 
pick up their students/classes. 
• Wear your VEST every time you are on duty. Students know that if they have an emergency to look for the vests. Duty 

Clipboard has the School Rules on it to help you with any area you might be covering. 
• Be familiar with the rules for every area and be consistent about enforcing PBiS expectations. 
• Be on time and show up every day.  

• Stay until your relief person shows up and/or all students are off the playground and have been picked up by classroom 
teachers.  

• On time means being present in your duty location or area you are covering and consistently moving around and 
monitoring children. 

• Circulate in your assigned area, and be responsible for the safety of our students, try to limit conversations with other 
staff members. 

• If you are on duty outside at recess, IT IS YOUR JOB TO HANDLE SITUATIONS THAT ARISE WITH STUDENTS. You DO 
NOT say, “Just tell your teacher.” 
• Teachers do not have time to deal with recess issues, they need to be teaching. If students have an issue on the 

playground, you can either have them solve it right there, apologize, or time on the wall, community service in the 
lunchroom. If it is a 2nd occurrence, let Administration know asap. 

• If there is a situation and you do not know how to deal with it, talk to/call/text/email Administration immediately, we’ll 
try to handle the situation as soon as possible. 

• Students should NOT be playing in the trees on the far south hill side of the playground, there are benches and trees to 
the west of the far mobiles, that area is allowed, the hillside is NOT allowed for any student. The only time students are 
over there is if they are using the sidewalk to go up to the park, or with staff for drills. 
• Students who are caught in this area of the playground automatically owe the rest of their recess on the wall. 

• If conflict occurs with students give them a choice: 
• Have students solve problem on their own 
• Time on wall/fence or send back to lunchroom for community service if it is lunch recess. 
• Do NOT send conflicts/problems/issues back into the classrooms for their teachers to handle. 
• If this is a recurring incident/same students, let admin know asap. 

• No Rock Throwing/Playing 
• If students are caught throwing rocks or playing with rocks/wood chips inappropriately, those students immediately spend the 

rest of recess on the wall. 
• If there are major issues/incidences, RADIO for help and/or send students to the office immediately,  
• Kinder bathrooms: 

• Boys have been repeatedly peeing on the bathroom floors during recesses. There will be class claws awarded if the 
bathrooms do not have pee all of the floor at the end of the day/week for all Kinder classes. 

• Find coverage if you cannot do your duty or notify administration.  
• This includes when you are sick and not in the building. Just because you are out, do not expect our secretaries to 

find coverage for you. 
• Classroom Teachers: Inform your substitutes of your duty assignment and what it entails. A description is always helpful 

for substitutes.  Please make sure substitutes know that they should take their phone and call 775-851-5600, dial 
extension 50703 or 50707 as soon as the recording starts in case of an emergency. 

• Staff members will be assigned the same duty all quarter, or year in some cases. 
 
Lunch Recess/Cafeteria to Playground: 

• Vest on 
• Walk to the MPR and come through the doors BETWEEN the music room and the library. This helps Lunch Duty 

personnel see you and know you are ready for them to excuse all students to recess. 
• You will head out through the MPR Exit Doors, students will be excused to follow you. 
• Please make sure they use HALLS and do not RUN through arboretum or D Wing or the mobiles, there is major rocks, 

crevices and areas they can get knocked down, and when they are all running like a herd of elephants it gets dangerous. 
Please have them follow you until you get to the actual playground and then they can spread out and run all over.  

Kinder Playground 
• Kinder Playground is completely fenced in, students use the entire space including the dirt. 

Kinder Recess to Cafeteria 
• When the bell rings, students line up on specified lines. 
• When students are respectfully lined up, you guide the students into the building using HALLS, they pick up their lunch as they 

pass it, and head them towards the lunchroom. 
o The Pencil Duty person will make sure that the hot lunch students line up on the left and the cold lunch students stay 

in HALLS to the right next to the stage and admin will seat them in the lunchroom 6 students on each side.   
B Wing Upper 

• B Wing Upper location is from the north gate to blacktop line of C wing and everything north of the grass.  Circulate throughout 
B wing.  

C Wing Upper 
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• C Wing location is on the blacktop and grass to south fence.  This includes the ball wall and play structures.  Circulate 
throughout C wing.  

B/C Wing Lower Rover 
• B/C wing lower rover is circulating close to the west fence on both lower B and C wing playground.  

D Wing  
• D Wing location is on the blacktop, which includes the dirt between mobiles and the ball wall.  Circulate throughout D wing. 

This area should only be used in the morning before school starts. The rest of the day it is our PE classroom. 
Bus Lower 

• Make sure cars are not using the bus lane 
• Students are walking up and down the ramp 
• Make sure pedestrians are not crossing through buses 
• Alert administration about bus issues from the bus driver  

Spelling Corner/Reading Corner/Reading Parking Lot Exit Crosswalk 
• Make sure all parents and students are using the crosswalk 
• Make sure there are approximately 10 pedestrians before crossing 
• Use a stop sign to cross pedestrians 

Spelling Crosswalk (in-front of school) / Zones 1 & 2 
• Use stop sign 
• Make sure all parents and students are using the crosswalk 
• Make sure there are approximately 10 pedestrians before crossing 
• Monitor that parents are not parking and leaving cars unattended. 

 
Spelling Court Kiss & Drop Zones 1 & 2 

• Monitor that parents are moving as far forward in all zones 
• Monitor that parents are not parking and leaving cars unattended. 

o If there is a car unattended, alert office by RADIO and put Brown Safety note on their windshield. Copies are in the 
office.  

Western Skies Crosswalk 
• Use stop sign 
• Make sure all parents and students are using the crosswalk 
• Make sure there are approximately 10 pedestrians before crossing 
• If cars are u-turning, or dropping off students in the back, please get license plate number and report to the office or text info to 

Admin. 
 
Opportunity to Learn/Classroom 

• This happens during recess time.  
• Each grade level will decide if they want to add this as an extra duty. 
• Students should be coming with work and/or a book. Students should be working the entire time. 

 
Cafeteria 

• Circulate the cafeteria and assist students 
o Signals used: 

 Thumbs Up 
• Student wants to get up to throw away trash, nod yes 

 Pointer and middle finger crossed 
• Student needs to use bathroom 

o only one student in bathroom at a time 
o two can line up outside in front of the bathroom 
o tell them they can go if there is not already a line 3 deep 

 4 Fingers Up 
• Student needs a Spork 

o Nod and they can get the spork from the front left stage 
 Pointer Finger and Thumb out 

• Student wants to go check lost and found 
• Nod yes and only send one student at a time 

 Regular Hand Up 
• Student needs assistance, go to them 

• If needed, haven’t used much… If the stoplight goes off, there is 1 minute of silent lunch.  If the stoplight goes off a second 
time, 2 minutes of silent lunch etc. 

• Use the microphone/headset to inform students 
• If students do not follow cafeteria rules, tell them they owe you 1 minute of Community Service on the stage before they go to 

recess, when they come to the stage after you dismiss kids: 
o Make sure they wear gloves and pick up 25 pieces of trash. 
o Students should use hand sanitizer or wash hands in bathroom before heading to recess. 

Pencil to Cafeteria  
You will be standing at the pencil pole, actually closer to the exit doors in the main hall. You will guide Kinder/5th grade students into the 
lunchroom. Once all students have gone into the lunchroom if you could make sure that you follow the last ones in, make sure they are 
standing in line correctly, using HALLS, perfect chance to hand out bear claws, etc. Kids get rowdy in that line, and admin is busy 
helping students that are already seated.  
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Lunchroom Procedures 
• No lunch tubs in the lunchroom 
• Water Bottles: last year we did not use the water fountain and ALL students 

learned to bring their water bottles to the lunchroom and then take them to recess, 
it’s a Win-Win.  

o Please have ALL students bring water bottles to lunchroom!  
• No assigned tables, NO EXCEPTIONS (unless Covid makes us go back to 

assigned classes by tables.) It is a first come in, first sit down 6 students to a 
table side.  

• Students will bring in their cold lunch boxes and take their lunch boxes with them 
when they leave the lunchroom. Students will place their lunch boxes on their class 
line outside before enjoying recess.  

o (Many of the teachers put the lunch tub on the lunch line, other classes have 
students just place the lunch boxes on the ground.) 

• Be on time!!!! 
o 1st/3rd 11:55 
o 2nd/4th 12:30  
o 5th/Kinder 1:05  

• Kitchen Manager: Andrea 
o Andrea will send you an email daily (from Brown Kitchen) with the lunch menu 

option. 
 As you take attendance, please make sure to EMAIL ANDREA back 

with your total for all lunch options.   
o Needs all students to know WHICH LUNCH OPTION THEY CHOSE IN THE 

MORNING AND STICK TO THAT OPTION.  
 Students will choose ANYTHING when they see it and we run out of 

options DAILY which means our Kinders and 5th Graders get what is left 
over. 

 If you can review/remind students to take the food option they chose in 
the AM, we would appreciate it.  

• Allergy Students: 
o All allergy students walk to the lunchroom with the hot lunch students. 
o Allergy students will be seated with the hot lunch students, that way they are 

still with the peers in their class, and allergy free zone.  
• FYI: Lunch Symbols: 

o Bathroom: Pointer/Middle finger crossed up in the air. 
o Throw away trash: Thumbs up 
o Need a spork: 4 fingers up with the air 
o Check Lost & Found: Pointer Finger and Thumb up like an “L” 
o Anything else: raise hand 

• Please explain everything above to your students on the first day of school. 
���� If you get a chance to model the new procedure before lunch that is great 
too!  
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Lunchroom Process: 
1st – 2nd Grade Teachers: 

• 2nd Grade Teachers: Please utilize D-Wing doors to enter the building to bring students to the cafeteria.  
o We need all students/traffic flowing in the same direction. 

• You will bring ALL of your students to the far ‘hot lunch’ set of doors, closest to the office.  
o Hot lunch students will go to the left line and go through the hot lunch line. 
o Cold lunch students: you will bring them to the middle row of tables, where I will be (Lunch duty personnel) 

and I will seat them 6 to a side starting with the table closest to the stage. Once you see me and your 
students are heading to me to sit down, you are free to head through the office and retrieve any items in 
your teacher box and enjoy your lunch! ���� Thank you! 

3rd/4th/5th Grade Teachers: 
• As you bring your students to the lunchroom down the main hall, stop at the first MPR doors by the library and send 

your hot lunch students to the far MPR doors closest to the office (east).  
o Please model and demonstrate with them that they walk to the hot lunch side of the MPR by using HALLS. 

• Then, you will bring the cold lunch students into the MPR through the doors closest to the library to seat 
them down BEFORE you head to the office to check your teacher box and enjoy your lunch. ����  

o You will be seating your cold lunch students this year. 
o You will start at the table FARTHEST from the stage, the row closest to the west wall/exit doors and you 

will seat the students 6 students to a side.  
 If your class follows another class, do not skip any spots, just continue adding students 6 to a side. 
 Students are not allowed to switch spots. 
 If you have students who should not sit next to each other, please change up your class line before 

heading to the lunchroom. Thank you! 
Kinder Teachers: 
• Kinder Students will be walked down A-Hall by duty staff, pick up their lunches from the hallway/classroom if K1, K2 , & 

head to lunchroom. 
o Please have all lunches prepped and ready for lunch BEFORE students head to their lunch recess.  

• Cold lunch students will be on the right side of the hallway, they will enter MPR on the right and turn past the stage to 
be seated 6 to a side in the middle section of tables. They will be seated starting on the stage side (north) until all tables 
are filled.  

o Duty personnel will seat Kinder students.  
• Hot lunch students continue forward to hot lunch line on the left side of the hallway, and sit in the east row of tables. 
• At 1:35pm: 

o Graylow and Barsodi will pick up their students at the MPR Doors closest to the office. 
 Graylow’s students will line up next to the wall/stage, Barsodi’s class will line up next to the office wall. 
 Use the right side of the hallway to head back to classroom. 

o Wallstrum and Roberts will pick up students at the MPR doors closest to the library.  
 Wallstrum’s students will line up on the west wall, Roberts class will line up on the east wall/stage. 
 Use left side of hallway to head back to classroom. 

Lunch Recess/Cafeteria to Playground: 
• If you are out for any reason, PLEASE ensure that your SUB plans TELL the sub that they have to come to 

the MPR to pick up the students for their duty. 
• Vest on 
• Walk to the MPR and come through the doors BETWEEN the music room and the library. This helps Lunch 

Duty personnel see you and know you are ready for them to excuse all students to recess. 
• You will head out through the MPR Exit Doors, students will be excused to follow you. 
• Please make sure they use HALLS and do not RUN through arboretum or D Wing or the mobiles, there is major 

rocks, crevices and areas they can get knocked down, and when they are allowed to all run like a herd of elephants, 
it gets dangerous.  

• Please have students follow you until you get to the actual playground, past the mobiles, and then they can 
spread out and run all over.  
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Teacher Evaluation Information 22-23 
 
SLO’s: Student Learning Objectives (SMART goal: 2nd quarter) 

• SLO’s are part of your evaluation this year. You have continued to utilize them 
and improve them as your quarterly SMART goals, it is just a matter of entering 
everything into MyPGS. 

• Your team will decide which subject you will complete as your SLO. The 
dates/deadlines for the SLO timelines will be added to your calendars. 

• Mari, Kate, and I will be the SLO review team instead of creating a team of 
teachers to assess them. (One less item on your plates. ����) 

 
Self-Assessment/Goals in MyPGS DUE by Friday, August 12th. 

• MyPGS Self-Assessment needs to be completed by Friday, August 12th. (We 
have to have all Goal Setting meetings scheduled and completed by Friday, Sept. 
16th.) 

o Mari and I will invite you during your specials time slot the first few weeks 
of school to review your self-assessment, goal, and schedule 
unannounced observations.  

• Your MyPGS Goal is the goal that your GTM decides during GTM time on 
Thursday, August 11th, please make sure that all of your teammates enter the 
goal into MyPGS on Thursday.  

 
Probationary Teachers: 

• Year 1 
o 3 observations minimum 

• Year 2 
o 2 observations minimum 

• Year 3 
o 3 observations minimum 

 
Post-Probationary Teachers: 

• 1 observation minimum 
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Teacher PGS Roster Evaluator: 
AYERS, DAYNA ANN Bryan 
BARSODI, KATIE Bryan 
BENICK, CYNDI Bryan 
BEZICK, ANNAMARIE Bryan 
BOYER, MARCELL Riggs 
CARLSON, KAYLEE Riggs 
COLEMAN, SARAH Riggs 
DEXTER, TAUNYA Riggs 
DUCKETT, MOLLY Riggs 
ECKART, HEATHER B Riggs 
ESKUCHEN, MELISSA Riggs 
FIELDS, SABRINA Bryan 
GRAYLOW, COURTNEY Riggs 
HARRIS, TIFFANY Riggs 
HUDSON, COURTNEY Bryan 
HUMASON, CARLYE Riggs 
KEYES, KARA Bryan 
KING, ANDRIA Bryan 
LITTLEFIELD, KATE Bryan 
MATTINGLY, LAUREN Bryan 
MCLAUGHLIN, TERRA Riggs 
MCVEY, KRISTEN Bryan 
PETERSON, LIZ Riggs 
PICKERING, MIKE B Bryan 
ROBERTS, JAYNA Riggs 
SALONGA, JILL Bryan 
SARNI, SCOTT HVES 
SCHEFFER, BRITTA M Bryan 
SCHILLO, JONATHAN Riggs 
SCOLARI, MEGAN Bryan 
SOLFERINO, LACEY Bryan 
THOMSEN, TERI Riggs 
WALLSTRUM, KIARA Riggs 
WOTRING, TRACEY Riggs 
YCO, NICHOLE Bryan 
ZORATTI, RONALD G Riggs 
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End of the Day Procedure 
 
Teacher Responsibilities: 
Each teacher is responsible for the care and safety of the equipment in their classroom as well as the condition 
of the room. Please help keep things neat and in good order. We are role models for kids and can help 
students be organized by being organized. Students need to clean up their own messes.   

 
1. All chairs stacked. 
2. All large trash, pencils, paper needs to be off the floor. 
3. Have students remove papers/books from the top of desks so the desktops can be 

cleaned. 
4. We clean around ANYTHING that is written on your whiteboards.  

• We do not erase or touch it.  
• You do not need to write SAVE, however, if you want it cleaned make sure it is erased. 

5. If windows are opened, they need to be shut, before you leave for the day 
6. Make sure your classroom doors need to be shut and locked for safety and at all times. 

• End of Day: make sure door (s) are all locked before you leave.  
7. Be sure to turn off the PROJECTOR & all MONITORS daily! 

• Do not turn off our very slow CPU’s, just make sure monitors are off.  
 

This will allow night janitor crew to do a more thorough job at night. If there is lots of pencils, 
large trash on the floor, night janitors have been instructed to NOT clean your room.  

• There are way too many classrooms, they do not have time to pick up after your students, their job is 
to clean, disinfect, and remove trash. 

• Janitors will give class claws for classrooms that are clean weekly. 
• Janitors will give 25 class claws for the classroom that has the best room throughout each month. 

This will be announced on intercom along with Student of the Month this year.  
 
Candles/Smelling Things/Etc.  
Bathroom Etiquette 
Lunchroom Etiquette 
Heating/Air-Conditioning 
Sink not a garbage disposal in classrooms and teacher’s lounge 
Vomit Procedure 
No Pets 
Rice/bird seed/food can bring it rats 
Dry Erase Marker doesn’t come out of carpet. 
Weekend Key Access 

• Have to check out key with admin secretary on Friday. 
o Mobiles: you can get in without setting alarm, but all inside the building areas will set alarm off.  

• Get the code. 
• Cannot just open the side doors – alarm will go off. 
• Alarm Process 

o Cost 
o Over time 
o Out of town 
o CALL US IMMEDIATELY IF ALARM GOES OFF… 

*Any issues/problems/concerns with janitors, equipment, and/or anything, please email SFC: 
Nathan Lopez, Don Hague and CC Principal: Angie Bryanand Admin Secretary: Crystal Valdez 
immediately.  
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SAF- Account Procedures 
Each month you will receive a snapshot of your class account. Please review all the 
transactions in your account. If there is an error, please notify Crystal. 

Reimbursements: 
A check authorization form (Green Form-in the staff lounge) needs to be filled out when 
requesting reimbursement for items that were purchased for the classroom. Please staple the 
original receipts to the back of this form. 

For ALL reimbursements: 

• Requests MUST be within 30 days of purchase 
• All items MUST be shipped to the school 
• Sales tax is non-reimbursable 
• Please list the first 5 items purchased  
• Food items can NOT be reimbursed only for educational purposes 

 

Deposits: 
When making a deposit please fill out a cash count slip along with an individual receipt log. 
Your signature must be on both forms. 

PLEASE DO NOT HOLD ONTO THE MONEY IN YOUR CLASSROOMS OVERNIGHT 

If you are not ready for a deposit, place the forms and money in your money bag and write DO 
NOT DEPOSIT on a sticky note and turn your money bag into the office.  

 

End of Year Reminders: 

• At the end of each school year your account would need to be $100 or less 
• If you are moving grade levels the money left in your current grade level account will 

NOT transfer with you 
• The only money that will transfer is RSVP money.  
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Helpful Attendance Tips & Reminders 
For help and questions regarding attendance tracking and procedures please feel free to reach 

out to the Brown Elementary Clerical Secretary, Tiffani Allison. She can be reached at  

ext. 50707 and via email at tiffani.allison@washoeschools.net.  
You may also stop by my desk for a dose of happiness and cheer as we chat about attendance!  

Attendance Reporting & Tracking:  

• Morning (AM) Attendance is DUE BY 9:45 AM EVERY DAY – Please & Thank you!  

• Staff update their attendance via Infinite Campus, and it is checked by the 

Clerical Secretary.   

 

• Afternoon (PM) Attendance is DUE BY 1:15 PM EVERY DAY – Please & Thank you! 

• Staff update their attendance via Infinite Campus, and it is checked by the 

Clerical Secretary.  

 

• If parents/guardians notify teachers directly regarding a student absence and/or the 

reason for their absence, please send that information to the Clerical Secretary as soon 

as possible so that the information can be updated in Infinite Campus. You may also 

remind them to call the attendance hotline to report absences at 775-851-5600.  

 

• If parents/guardians notify teachers regarding a student absence and the reason is 

related to illness, please email the information to the Clerical Secretary, School Clinical 

Aide, and School Nurse so that they can ensure district mandated medical guidelines 

are followed. 

 

• If a student is absent for 10 consecutive days, without any contact from a 

parent/guardian the student will be automatically Withdrawn from school, as per 

district guidelines. Please alert the Clerical Secretary if a student has been absent for 10 

consecutive days. An attempt will be made to contact the parent/guardian. If no contact 

can be made the necessary Withdrawal paperwork will be completed.  
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504 for Educators 
 

How can I create appropriate accommodations? 
 

*Accommodations are intended to provide students with disabilities effective and equitable access to grade- 
  level course curriculum and assessments 
*Accommodations are an essential component of FAPE for many students with disabilities/impairments 

What is the danger of accommodations that are considered “not” appropriate? 
 

*Accommodations are not changes to performance criteria of an assignment/assessment 
*Accommodations are not changes to the content 
*Accommodations are not intended to provide an advantage 

Once accommodations are decided, can a teacher change/adjust them later? 
 

Possibly… Public schools are federally mandated to provide a free, appropriate public education for all 
students (FAPE), devoid of discrimination [34 CFR 104.33]. changes/adjustments should be discussed 
directly with the parent prior to the adjustment. If a student refuses an accommodation, this should also be 
discussed with the counselor and the parent; be mindful that any permanent 
adjustments/changes/eliminations of accommodations must take place after data-driven discussion at a 504 
team meeting for the student. It is also your responsibility to provide information about the student’s 504 plan 
with a substitute teacher. 

Where do I go if I have questions about accommodations, or if I want to adjust an accommodation? 
 

The student’s counselor is good place to start for clarification on questions regarding accommodations. If 
you notice that an existing accommodation is not yielding positive results, it is recommended that you 
communicate directly with the parent your concerns and inform the counselor of your communication with 
the parent. The parent may request (or you can request yourself) that the counselor reconvene the 504 team 
meeting to discuss the appropriateness of the accommodation and possible ideas for either replacement of 
the accommodation, or removal entirely. Ultimately, any adjustments to accommodations are data-based 
decisions that are made with by members of the student’s 504 team. 

Can I ask what the student prefers regarding the accommodation? 
 

Yes, accommodations should be relevant to the symptoms/aspects of the disability/impairments, which may 
change in severity or duration. Teachers must respect the confidentiality of students and it is recommended 
that teachers respectfully discuss ideas regarding accommodations with the student and/or parent with 
utmost sensitivity. Accommodations should not be implemented at the discretion of the student; therefore, a 
student cannot opt-out of an accommodation without team discussion. 

What is my role in data collection? 
 

Empirical data from test scores, writing samples and homework assignments provide useful data which can 
be easily calculated and analyzed for trends; however, observations are important as well. A teacher may 
notice behavioral “triggers,” or help develop a clearer understanding of alternative factors impact the 
student’s performance. 

What is my role in the Home Hospital process? 
 

Students receiving Home Hospital (HH) accommodations are entitled to access the content of their courses; 
however, teachers are expected to provide a basic explanation of assignments (for the HH instructor to 
review). Teachers are also expected to minimize course requirements in length, to an extent that does not 
impede the student’s ability to achieve course content mastery. It is a violation of an accommodation if the 
teacher does not provide coursework for the HH instructor. 
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Call Washoe County Child Protective Services at 833-900-SAFE 
to report child abuse and/or neglect in Washoe County 

 
 
Who should report? 

• We all have the responsibility to report when we believe a child is in danger or possibly 
being harmed.  Mandated reporters are outlined in NRS 432B.220 

• Our school district partners are among our best sources for reliable reporting 
information as it relates to child abuse/neglect 

    
What info must be reported? 

• Children who disclose current injuries related to discipline 
• Young children who are believed to be home alone (kids under 10) 
• Children who express extreme fear/distress of home situation due to parental behaviors 
• Children who are verbalizing a plan and means of self-harm or suicide, AND the parent is 

refusing an assessment or mental health interventions.    
 
How can you help us??? 

• Please try to gather as much information as possible, ask probing questions, ask kids if 
they have current injuries; the more details the better! 

• CPS must have a certain threshold of information before we can assign a case; we 
cannot respond on reports with vague information 

• Continue to check on those children believed to be at higher risk; pay extra attention to 
their affect/mood, their physical presentation, their statements, etc. 

• Reach out to your internal resources or other community partners if you are unsure of 
what action you can take.  For example, if you cannot reach a student during this 
quarantine or the student is not engaged in Distance Learning, that should first go 
through your own protocols prior to filing an abuse/neglect report 

 
 
PLEASE DO NOT HESITIATE TO CALL US JUST TO CONSULT!  OUR INTAKE HOTLINE WORKERS 
ARE AVAILABLE TO YOU 24 HOURS A DAY TO ANSWER QUESTIONS IN ADDITION TO TAKING 
REPORTS.  WE VALUE OUR RELATIONSHIP WITH OUR SCHOOL DISTRICT PARTNERS AND 
RECOGNIZE THE IMPORTANT ROLE YOU SERVE IN THE PROTECTION OF THE CHILDREN IN OUR 
COMMUNITY!  
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GTM Checklist 
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Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
96



GTM Checklist of Items:  
 

Needs to be completed by end of today. 
Please try to follow this checklist in order top to bottom,  

there is a reason for the progression, we promise! ���� 
You have time for an ONE-hour lunch today! 

 
 
 Review the Red H.O.P.E. for Grade Level Team Meetings (approx. 15 min) 

o Veterans please explain to new staff and then ensure everyone is willing to 
commit. 
 If you are going to meeting in the same room for GTM’s every week, 

please use stickie’s and sign them and place on the Red HOPE poster 
that is posted in your classroom. :)  

• Putting the stickies on each teacher’s poster in each classroom 
would demonstrate to students/parents that we collaborate just 
like we expect them too! ���� Not an expectation, just a thought…) 

o Review All 3 H.O.P.E. posters. They are on page 3-5 in your Survival 
Sidekick and they are posted in each classroom: 
 Should be visible and utilized with your students.  

• Example: The Green one for students could be a discussion with 
your students and they commit to it, by putting their names on 
stickies and placing the sticky notes around the edges.  

 AFTER REVIEWING ALL 3 H.O.P.E.’S one more time, please take 
a sticky note, Sign it and place the sticky notes on the 3 HOPE 
posters in the staff lounge! Thanks!  

• There is a slight chance that we did this yesterday, if we already 
did this, please disregard the sticky note part. Thanks! 

 
 SEL Activity (Approx. 15-20 min) 

o Two Truths and a Lie 
 Using the notes pages on page 96 of your Survival Sidekick. 
 Write down two true facts and one false fact. 

• Perfect opportunity to include something unique about yourself 
that no one would guess to be true.  

 After everyone has completed this activity. The person to the left of the 
leadership team rep will start and share their 3 facts.  

• The rest of the group needs to figure out which statement is 
untrue/false. ���� 
 

 Norms! (Approx. 5 min) 
o Review, update, change Norms for your new 22/23 team. 
o Please add to your Teams file. 
o Please take a picture and text/email Angie/Mari. 
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� MTSS Folders/Procedures (30 Minutes) 
o Lauren will be joining your team sometime today, to give you your folders and 

review the MTSS process 
o Please STOP what you are doing and take time to look through your folders as 

a grade level with Lauren and learn about all of your tiered students together to 
start preparing for interventions throughout the year. 
 

� Access Data (Approx. 10 min) 
o Laura will be coming into your GTM to discuss your ELL students and your 

ACCESS data, page 48. 
o Please STOP what you are doing and take time to collaborate as a team with 

Laura to learn your ELL students and their specific needs. 
 

� Duty Descriptions (Approx. 10-15 min) 
o In the “Resources” section of your Survival Sidekick: 

 Please read through the entire front and back of our Duty Descriptions 
and rules for students so that ALL STAFF is following the same Safety 
Protocols while on Duty, pages 83-85. 

• It helps students know the parameters and keeps everyone safe. 
• If your team has any questions as you are going through it, 

please text Angie/Mari and we’ll come verify/answer and 
questions. Thank you! 

 The Highlighted and Colored sections are changes or very 
important, please make sure everyone discusses those and 
agrees. 

 
� Quick SEL Read: (Approx. 20-30 min) 

o Find the article, “Ready, Set, SEL!” in your “Research Articles” section, pages 53-
58, of your Survival Sidekick. 

o Number off as a team and do a jigsaw, where you each read a section of this 
article and then share out with your teammates. 

o Share any A-ha’s, thoughts, ideas that resonated with your team by texting or 
emailing Angie/Mari/Lauren/Kate. Thanks! 

 
� Curriculum Plans/Essential Standards/Quarterly SMART Goals including 

Behavior/SLO: (90 Minutes) 
o All WCSD Resources/Curriculum/Pacing Guides/Etc. in our Brown 

Teams under “CURRICULUM” 
o Find the DATA PLAN in our TEAMS Brown ES Data Alignment file: Add, 

review, update, align your grade level Essential Standards and Curriculum 
Plan with your SMART Goals/Common Assessments and your SLO. These 
should be one document on the Data Plan (formerly called Data Skeleton) in 
TEAMS. 
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 After updating, please text/share with your Sped teacher if they are not 
working with you today that everything is updated, so that they can start 
to plan their learning goals and instruction to align with yours.  

o Add, review, update, change as needed all SMART goals and SLO for all 4 
quarters. 
 When using your SMART goal forms, please make sure it says GTM’s at 

the top and NOT PLC’s. Thanks! 
o Looking at the NEW Behavior SMART goal on page 31-32 of your Survival 

Sidekick: (Behavior Essentials Standards on page 30) 
 As a team, decide how you will implement this new goal along with your 

other SMART goals. 
 Your MTSS rep has the Zones of Regulation Book to help you decide 

which lessons you want to teach this first quarter and throughout the 
year.  

o Double check to make sure all SMART goals/SLO align with your 
Essential Standards. 

 
� MyPGS Goal: (Approx. 10 min) 

o As a grade level team you will create your year-long goal, focusing around 
SEL/Behavior/SMART goal that we are all implementing this year. This 
information will be put into MyPGS.  
 This is the Goal Setting piece that all certified staff completes, we are 

doing this by grade level again this year. 
• If you want/need a personal goal as well, you’ll discuss that with 

admin at a later time.  
o In MyPGS: 

 Click on Evaluation Preparation Tab 
• (This is where you check your employee profile, make sure it is 

you.) 
• Do your self-assessment, by Friday, not during GTM’s 
• CLICK ON Goal Setting 

o You will see 3 sections that you need to fill out. 
o All team members should fill this out at the same time so 

that you all have it the same, and completed.  
 

� Grit Article (Approx. 20-30 minutes) 
o Take the time to have all team members read the Got Grit article. 

 It’s on page 51-52 in your Survival Sidekick.  
o Take the time to have EACH TEAM MEMBER: 

 Share how they will use this article and “GRIT” itself as a daily practice in 
their classrooms with their students. 

 Share ideas on how to explain/share with parents at Back to School 
Night 

 
 Staff Committee’s/Teams: (5 Minutes) 

 Please find page 81 in your Survival Sidekick. 
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 We are down to 5 different committee’s/teams: 
 Leadership – receive credit  
 MTSS – receive credit 
 PTO/Field Day – 5-6 meetings all year, the 2 PTO meetings are on a 

Tuesday evening, the other 2 PTO meetings – you send Angie a blurb 
about what your grade is doing/working on and she shares the info.  

 Reading Week/Volunteer Celebration – 4-6 meetings all year. 
 Technology/Social Committee – 2 meetings per year, if needed add 

a 3rd. 
 Every team member participates in at least ONE committee/team, 

that promotes collaboration and leadership from all team members.  
 For those of you that have more than 5 on your team, please plan to 

share and split one of the 3 columns that have two different types of 
committee’s.  

 Text me for clarification if needed. 
 Please select who is doing which committee/team this year 

 Take a picture and email/text it to Angie as soon as it’s 
completed.  

 Thank you! 
 
 LEADERSHIP REP: Please discuss these ITEMS to review and/or decide on 

for the year: 
o Back to School Night: 

 Need to decide as a school whether we do IN PERSON or ZOOM. 
 Discuss as a team and Leadership Rep TEXT me saying, “Back to School 

Night: and your team’s choice” 
 Thanks! 
 Your night/day/time will be on your calendars: 

• 8/23 4th: 3rd, 5th 
• 8/30 2nd/1st/Kinder 

o GTM Agenda’s: 
 Leadership rep’s: You will send out agenda’s the Monday before each 

GTM so all teammates come prepared to each GTM. 
o PD:  

 Due to having a full PD on Tuesday, November 8th Election Day, we will 
have full hour GTM’s from now through then, and decide at that point if 
we need to return to 15 min. PD on the first Wed of the month after 
11/8. 

o Parent Forms: 
 This used to be the ‘green’ paper version forms we sent home for 

parents to fill out regarding their students. 
 This is an excel file, please sort for your grade level and you can share 

this information with your team. (I emailed this form to Leadership 
Team.) 
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o Sped/Inclusion/GTM Time: 
 As a staff, we collaborated last year and created a new plan to ensure our special 

education staff is collaborating effectively/continuously with grade level teams, here is 
the breakdown: 

 Sped Team: 
• Meets from 8:00-8:15am every Wednesday GTM and then disperse. 
• For Strategies and High Behavior or Any Student you feel is needed: 
• Please give the IEP at a glance for all students to Sarah Coleman when you 

email/distribute to teachers so that she can share with the Specials team.  
 Dexter/Sped Teacher: 

• GTMs each month: this plan is you see each grade level every 2 weeks: 
o 1st week of the month: K, 2 
o 2nd week of the month: MTSS Tier 2 – try to stop in all 3, gives you 15 

min to check in with Sped team first and then 15 min each 
o 3rd week of the month: 1, 4 
o 4th week of the month: 3, 5 

 Duckett/Peterson: 
• Email grade level if need to meet with team or go during week 2 each month. 
• Meet together weekly at least 15 min to collaborate/align 

 Strategies Teachers: 
• Meet weekly for 15 min to collaborate/align 
• K-2 Strategies : 

o 1st week of the month: 1st Gr. 
o 2nd week of the month: MTSS Tier 2 – try to stop in all 3, gives you 15 

min to check in with Sped team first and then 15 min each 
o 3rd week of the month: 2nd 
o 4th week of the month: K 

• 3-5 Strategies Teacher: 
o 1st week of the month: 3rd 
o 2nd week of the month: MTSS Tier 2 – try to stop in all 3, gives you 15 

min to check in with Sped team first and then 15 min each 
o 3rd week of the month: 5th 
o 4th week of the month: 4th 

 EC/IEC 
• Meet together weekly at least 15 min to collaborate/align after Sped team 

meeting. 
• Meet together weekly at least 15 min to collaborate/align 
• Meet with Kinder team as needed.  

o Snack Days: 
 Do we want to bring “Snack Days” back this year?  

• Yes or no? 
• Once a quarter? 
• Once a month? 
• We wouldn’t do it by grade level, we would split staff up, so it’s 

even. 
 Leadership Rep: please text Angie with a text that says “Snack Days” 

and your choice. Thanks! 
o MTSS/Leadership/Staff/Committee Meetings: 

 Do we want them to stay virtual or in person? 
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 (MTSS prefers the MTSS meetings to be virtual due to ability to see data 
more clearly.) 

 Please discuss as teams and leadership rep, text Angie for the following: 
• Virtual or In Person: 

o Leadership 
o Staff Meetings 
o Committee Meetings 

 
 4 C’s Teacher Audit: (45 Minutes) 

o Refer back to your Teacher Audit regarding the 4 C’s that we completed 
yesterday. Page 14-17 in your Survival Sidekick. 
 As a team, please take a few minutes in each section to 

discuss/share/collaborate how you incorporate those into your 
classroom. 
 

 GTM Time:  
o Any time left today is yours to collaborate as a team to lesson plan, 

etc.  
o If you do not complete everything today, please add those items to 

your first GTM next week. 
 

 Final Thoughts: 
 Thank you for all of your hard work, dedication, perseverance, and GRIT to 

accomplish all of our collaborative work to prepare and do what is best for our 
students joining us soon! 

 Please enjoy your workday tomorrow and let’s have a FANTASTIC first day of 
school. 
 Please be prepared to be outside by 9:08ish on Monday morning, 

parents will be wanting to meet you and say Hi before dropping their 
kids off in your care. 

 Having a sign with your name on it, is always helpful too! 
 
Thank you! 
 
Angie, Mari, & Kate 
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