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[bookmark: _heading=h.gjdgxs]Team Members
	Grade
	Staff
	Assignment
	Room

	7/8
	Kirsten Westbrook
	Math Interventionist
	E239

	7/8
	Brendan Fitzpatrick
	7th Assistant Principal
	A113

	7/8
	Aislinn Clinch
	Instructional Coach
	E169

	8
	Coraima Ramos
	Math
	E233

	7/8
	Bridgit White
	Math/7th Advanced
	E235

	8
	Rebecca Garza
	Math
	E234

	8
	Melanie Macias
	Math/Algebra
	E237

	8
	Shellie Calhoun
	Math Inclusion
	E205

	7
	Melissa Revak
	Math
	E146

	7
	Denisha Yerger
	Math 
	E148

	7
	Elizabeth Fonseca
	Math
	E150

	7/8
	Kayoko Lewis
	Accelerated Instruction
	E143

	7
	Lisa Coburn
	Math Inclusion
	E145



[bookmark: _heading=h.30j0zll]Team Norms

	[bookmark: _heading=h.1fob9te]Team Norms

	7th Grade
	8th Grade

	· Be on time and be prepared
· [bookmark: _GoBack]Stay/think positive
· Respect the opinions of others and practice equity of voice
· Participate in the process and meet deadlines
	· Following through with commitments that you make
· Equity of voice
· Horizontal alignment within team
· Actively participate 
· Be on time and be prepared


[bookmark: _heading=h.tyjcwt]Mission
	
We ensure all students learn at high levels.


[bookmark: _heading=h.3dy6vkm]Vision

We believe the most effective way to realize our mission is to build capacity in each individual as an effective member of the professional learning community. We envision a school where:

· Staff work collaboratively, take responsibility for student learning, and keep their collective commitments.
· Staff work together interdependently in collaborative teams to achieve common goals and hold each other accountable.
· Students are provided a guaranteed and viable curriculum to access the same knowledge and skills regardless of the teacher they are assigned. 
· The learning of each student is monitored on an ongoing basis through daily formative and team developed common formative assessments.
· A system of interventions and extensions ensure all students are learning at high levels.
· Teams engage in ongoing, relevant professional learning in response to informal and formal data in order to improve individual and collective practice.


[bookmark: _heading=h.1t3h5sf]Commitments 2022-2023
[bookmark: _heading=h.4d34og8]Planning
Vision: Staff work collaboratively, take responsibility for student learning, and keep their collective commitments. Staff work together interdependently in collaborative teams to achieve common goals and hold each other accountable. Students are provided a guaranteed and viable curriculum to access the same knowledge and skills regardless of the teacher they are assigned. 

· All teachers will collaboratively plan together to accomplish the following tasks, unit-by-unit:
· Prioritize standards (essential, supporting, other standards)
· Unpack the standards
· Set goals and monitor progress towards those goals
· Write common assessments (end-of-unit and formative assessments)
· Create calendars with daily learning targets, assessments, and Tier 2 reteaching days
· Select materials and instructional strategies
· Plan Tier 2 instruction
· Review assessment data and group students for reteaching

· Conversations will center around the four questions of the PLC process:
· Q1: What do we want our students to know and be able to do?
· Q2: How do we know when they have learned?
· Q3: How will we respond when they haven't learned?
· Q4: How will we respond when they already have?

· Written lesson plans only need to include the elements listed in the example below in addition to a link to the instructional slides for the day.
	TEK(S)/SE(S):


	Student Learning Objective:

	Student Language Objective:


	Essential Questions:     


	Vocabulary:


	Evidence of Learning (formative/summative evaluation) How will your students show they have mastered the objective/TEK?





· Instructional materials (notes, slides, activities, etc.) will be shared in a Google Shared Drive 
· Planning meetings will occur at least 1x per week, possibly twice (as needed). Meetings will be aligned to the PLC at Work model (Learning by Doing). 
[bookmark: _heading=h.2s8eyo1]Assessment
Vision: The learning of each student is monitored on an ongoing basis through daily formative and team developed common formative assessments.
· All teachers will administer common summative assessments at the end of each unit and common formative assessments within each unit. Teachers will write these assessments. Formative assessments will measure a student’s understanding of the essential standard(s).
· The math teams will review common formative assessment results together.
· TFAR  will be utilized to assess students in new ways so that we can prepare for STAAR 2.0.
· Teams will set both short-term and long-term goals. Teams will periodically review their progress towards meeting those goals.
· At least once per grading period, every teacher will have students set achievement goals, analyze results, and use the information to set new goals.

[bookmark: _heading=h.17dp8vu]Instruction
Vision: Students are provided a guaranteed and viable curriculum to access the same knowledge and skills regardless of the teacher they are assigned.
· Teachers will design and use instructional slides for “learn it” days.
· Warm ups and closings will occur daily.
· Teachers will identify and review objectives and key terms.
· Within the slides, teachers will embed instructional strategies, such as those from the Lead4ward playlist.
Teachers will also embed pre-planned questions (checks for understanding).
· Teachers will incorporate new learning from professional development into their instructional practices.
· Teachers will require students to utilize an interactive notebook.

[bookmark: _heading=h.3rdcrjn]Intervention and Extension
Vision: A system of interventions and extensions ensure all students are learning at high levels.
· Teachers will analyze common assessment data as a team in order to identify students in need of intervention or extension
· Periodically, teams will reserve instructional days in order to provide intervention or extension support within a unit. Teachers will regroup students in order to provide this targeted support.
· If applicable, teachers will identify students in need of intensive support and provide lessons or tutorials in the time allotted by the campus.


[bookmark: _heading=h.26in1rg]Professional Development
Vision: Teams engage in ongoing, relevant professional learning in response to informal and formal data in order to improve individual and collective practice.
· Teachers will engage in weekly professional development during Collaborative Team Time as we work to become a PLC. Data will determine the team’s professional development needs.
· The math department will meet in the summer to prepare curriculum documents for the next year (calendars, assessments, instructional materials). These days may count toward required Exchange Day hours.
· The math department will research new ways to assess students beyond multiple-choice questions so that we can prepare for STAAR 2.0.



[bookmark: _heading=h.lnxbz9]Grades
· All grades entered in the gradebook must reflect assessment of mastery of the TEKS.
· All assignments must have a descriptive title and reference to the standard(s) being assessed.
· All grades will be weighted equally.
· Assignments may include: class work, science labs, journals, reading responses, minor projects, notes, quizzes/common formative assessments, common summative assessments (unit), projects, research papers, extended labs, presentations, performances, nine weeks’ tests and other similar assignments. (Short quizzes do not have to be scheduled in advance.)
· Teachers are required to record a minimum of one (1) grade per week for each course/subject. Collaborative teacher teams will determine which assignments will be graded.
· Junior High students taking high school credit courses will be held to the same grading standards as high school students.
[bookmark: _heading=h.44sinio]
[bookmark: _heading=h.2jxsxqh]Semester Exams (High School Courses)
· Semester exams will comprise 10% of the final course grade.
· Comprehensive semester exams are administered in all high school courses at the end of the fall and spring semesters. They will not be administered early, and a “0” will be recorded if the student is absent. A make-up opportunity will be provided.
· Semester exams must be representative of the work of all prior instruction.
· Honrs “mock” exams (where applicable) will count as the semester exam for the spring semester.
· Advanced Placement exams will count as a semester exam exemption for AP students.
· Retest opportunities are not available for semester exams.
· Junior High students taking high school credit courses will be held to the same semester exam requirements as high school students.
[bookmark: _heading=h.z337ya]Additional Grading Information
· The above represents the minimum requirements, and teachers may provide additional assessments and assignments at their discretion in order to allow multiple opportunities for students to demonstrate mastery of the TEKS.
· No one grade shall count for more than 20% of the nine-week average.
· Students shall have the opportunity to review all graded work. Daily work and quizzes should be returned within two to four scheduled class days.
· Assessments created with copyrighted materials will be reviewed in class but will not be returned for students to keep. Parents may request a review of the assessment at the school.
· Major projects and assessments with written compositions should be reviewed and returned on a timely basis. Timely is determined by the length and complexity of the assignment and the number of students for whom a grade will be assigned.
· Published writing refers to the use of the entire writing process (brainstorming, rough draft, revising, editing, and publishing) when writing a composition.
· Assessment rubrics must be provided in advance for all collaborative work assignments.
· Collaborative work shall result in individual grades for individual work or may result in a group grade depending upon the assignment. Students shall be given the option to produce work individually for projects or products.
[bookmark: _heading=h.3j2qqm3]Incomplete Grades
· A student enrolled in a high school course receiving an incomplete and/or zero for a missed semester exam will have the opportunity to make-up the semester exam following the schedule established by the campus.
· In unusual cases, where the student has missed a large quantity of class time or work, the time may be extended for completing the assignments.
· In all cases, the teacher must communicate to the student the nature of the outstanding work and the time limitation for completing the work (UIL requirement).
[bookmark: _heading=h.1y810tw]Final Grade Reported
· The teacher of record will determine and enter the grades in the gradebook. 
· The actual grade earned on any assignment may exceed 100%; however, the calculated average on a Progress Report and/or Report Card may not exceed 100%. 
· When reporting and recording any failing grade below a 50 for the final grade on the Report Card, teachers must provide documentation of the required actions taken utilizing the “Student Summary and Progress Supporting Final Grades Below a ‘50’ Form”. This form is placed in the student’s cumulative file by the campus administrator (see Appendix A).

[bookmark: _heading=h.4i7ojhp]Grade Reporting Calendar
[image: ]
[bookmark: _heading=h.2xcytpi]Tutorials
· Students attend teacher tutorials voluntarily on their own or by teacher request.
· Teachers must provide weekly tutorials, post their tutorial schedule, and include the tutorial schedule in their class syllabus. Content area teams may create a team tutorial schedule.
· [bookmark: _heading=h.1ci93xb]Teachers must maintain a log of all students who attend tutorials to document academic interventions outside of class time. These may be subject to inspection by administration at any 
· [bookmark: _heading=h.o746p96krk1c]time.
· Math tutorials are on Mondays from 3:30- 4:00 pm by teacher or student request.

[bookmark: _heading=h.3whwml4]Late Work
Students are expected to submit all assignments by the date and time established by the teacher. Any work not turned in by the end of the grading period will be recorded as a zero. The table below represents the maximum penalty that may be imposed for turning in late work. 
[image: ]
Extenuating circumstances may occur that are out of the control of the student and which prevent him/her from completing and returning homework assignments. The student is to inform the teacher of any such circumstances that prevented the completion of the homework. Teachers may grant exceptions to this policy, as necessary.
Major projects and term papers that are assigned in advance are due on the due date. In the event of an excused absence and/or school event (i.e. UIL), the assignment is due on the day of return.
[bookmark: _heading=h.2bn6wsx]Make-Up Work
In order to provide the total assessment “picture” of a student’s academic progress for a course, any student missing classroom instruction should be given the opportunity to make up the missing assigned work. This will ensure instructional continuity and place importance upon consistent attendance and daily study. Students shall be permitted to make up assignments and tests following any absence.
Make-Up Work Guidelines
· Make-up work is available to all students following an absence. Students are responsible for asking teachers for the make-up work upon returning to class. Students shall receive credit for satisfactory make-up work after an absence, but may receive a zero for any test not made up within the allotted time. Any assignment not turned in within the allotted time falls within the late work guidelines.
· Exceptions may be granted by the campus administration in extenuating circumstances.
· The number of class days allowed for make-up work to be completed for full credit will be day for day upon return to school. Extra time may be given at the teacher’s discretion.
· A student should not, on the day of returning to school, be required to take a quiz or test that was announced during his/her absence.
· Teachers may assign additional work to ensure that students who have been absent have sufficient opportunity to master the TEKS or to meet subject or course requirements. The assignments shall be based on the instructional objectives for the subject or course and may provide greater depth of subject matter than routine make-up work.
· Teachers are required to provide assignments prior to a scheduled absence, when requested by the parent. Please note: scheduled absences require principal approval with two weeks advanced notice.
· Parents may request work for students who have been or who anticipate an absence to exceed three days. A 24-hour notice is required to gather the work from teachers. 


[bookmark: _heading=h.qsh70q]Electronic Devices
· [bookmark: _heading=h.3as4poj]Students may not use cell phones, earbuds/headphones anywhere on the campus unless specifically instructed to do so by the teacher in the classroom or computer lab. If students are unwilling to follow this rule, please contact the grade-level AP.
[bookmark: _heading=h.1pxezwc]Textbooks & Instructional Materials
· Teachers are responsible for textbooks. All textbooks distributed to the teacher must be returned at the end of the year. The teacher may be subject to replacement costs for unreturned books.
· Teachers and students have access to the online textbook.
· All materials from the math closet must be checked out through Destiny, the library software. Teachers are not allowed to remove materials from the closet without getting them checked out. Please see a librarian or Mr. Fitzpatrick for assistance with checking out materials.
[bookmark: _heading=h.49x2ik5]Calculators & Technology
· Teachers are assigned a class set of calculators and are ultimately responsible for the assigned technology in their classrooms. Students should be assigned a specific calculator that they will use on a recurring basis.
· It is the teacher’s responsibility to report any missing or broken equipment immediately to the Math Interventionist. 
· If an item is malfunctioning, the teacher will submit a work order timely in Eduphoria through technology. The teacher will inform the Math Interventionist so she knows it is malfunctioning. Calculators are not subject to work orders.


[bookmark: _heading=h.2p2csry]Course Syllabus
All secondary teachers are required to prepare, post, and distribute a course syllabus for students during the first two weeks of the course and/or semester. The purpose of the course syllabus is to provide information, guidelines, and an overview of a teacher’s requirements for successful completion of a course. The syllabus may be defined as the scope and sequence of a course’s major projects and themes. It may be prepared by semester or full-year requirements. The syllabus is designed to give students and parents/guardians an overview of the course’s major themes and course projects. Each teacher may develop his/her own format of a course syllabus, but the following elements must be included:
· Teacher name
· Course title
· Conference time
· School/Teacher phone number
· Outline or scope and sequence of major course units, themes, or projects
· General method of assessment and grade calculation in compliance with DISD Grading and Reporting Procedures
· Homework expectations

A copy of the course syllabus must be submitted to the campus principal at the beginning of each year.
[bookmark: _heading=h.147n2zr]Student Attendance
1. All students must be in class when the tardy bell rings.
2. Teacher MUST take attendance in Skyward every class period every day.
3. Teachers must amend attendance in Skyward to account for tardy students.
4. When a tardy sweep occurs, teachers MUST close their doors at the tardy bell. Teachers MUST mark any student tardy when the student enters the room after the tardy bell.  
5. Teachers are required to communicate with parents concerning any student who is absent more than 3 consecutive days.
6. Teacher must follow district and campus policies concerning attendance.

Parent Contact

· Teachers shall maintain a record of parent contact in Skyward under Custom Forms, Teacher Call Log.
· Schoology and Skyward Message Center may be used to communicate with students/parents regarding tests, project due dates, etc.
· Course syllabi must be sent home with students during the first week of school and a signature receipt should be kept on file.
· [bookmark: _heading=h.3o7alnk]Students should record important class events in their planners.

[bookmark: _heading=h.23ckvvd]Teacher Attendance
1. All teachers are required to create an appointment in Outlook for absences as soon as the absence is known to the teacher. Teachers must invite the people designated below, and it is also good practice to include the teacher’s buddy teacher:
a. Kim Kelley, Principal
b. Laura Breaux, Dean of Instruction
c. Amanda Robinson, Secretary to Dean
d. Appraiser
e. Kirsten Westbrook, Dept. Chair/ Interventionist
f. Buddy teacher

2. [bookmark: _heading=h.ihv636]If the absence is unanticipated, the teacher must follow the step above AND call/text Mrs. Kim Kelley at 713-410-0417.
3. Teachers are REQUIRED to also enter the absence in AESOP as soon as the absence is known and secure a SUBSTITUTE. 
4. If a teacher is absent on the day an ARD was scheduled for the teacher to attend, the teacher must also notify Melody Hollingsworth AND Amanda Ryan via email immediately.
5. Teachers MUST maintain an updated Substitute Binder or Folder located on the teacher desk. The Sub Binder/Folder must include:
a. Updated Seating charts
b. Updated Class Rosters
c. Hall passes
d. Lesson plan
e. Lunch procedures
f. Tardy policy
[bookmark: _heading=h.32hioqz]Staff/Professional Development and Department/Team Meetings
1. Teachers must abide by district, campus, department, and team norms.
2. Teachers will plan with team members during collaborative team time. Each team will designate a specific day to plan. Math planning days are on Mondays and Tuesdays during teacher’s conference times. 
3. All team members will contribute collaboratively to team planning. Every team will maintain an electronic team shared drive, which shall include:
a. Course blueprint and unit plans (from Forethought)
b. Instructional calendar (Forethought)
c. Lead4ward field guide pages
d. Lead4ward playlist/instructional resources
e. WICOR plate
f. Other planning documents, as team deems appropriate
4. Teachers are REQUIRED to reserve every Wednesday for after school meetings. No routine doctor appointments or other non-emergency personal business should be scheduled on Wednesdays each week during the academic year. Wednesdays from 3:45p-4:45p are reserved for alternating FACULTY meetings in the Café or Auditorium, and MATH DEPARTMENT meetings in E239.
5. Teachers are REQUIRED to attend Friday professional development meetings as scheduled by Mrs. Kelley or Mrs. Breaux. These occur during teacher conference periods and are located in the Dean’s conference room.
[bookmark: _heading=h.1hmsyys]All Other Duties
1. [bookmark: _heading=h.41mghml]All teachers are expected to meet deadlines and complete assignments in a timely manner.
2. All teachers take attendance every period within the first 10 minutes of class in Skyward.
3. All teachers assist administration with tardy sweeps when occurring during teacher conference periods and as directed by administration.
4. All teachers abide by all district and campus guidelines, policies, and initiatives: Safe & Civil Schools, WICOR, and all NON-NEGOTIABLES, as described herein and in the KJHS Playbook.
5. Teachers must consult the campus calendar before planning events.
6. All teachers must read the teacher handbook and student code of conduct.
7. All teachers must attend to all assigned duties ON TIME, EVERY TIME. If a teacher is absent or delayed to a duty, it is the teacher’s responsibility to secure coverage for the duty.
8. Teachers should ask for help as needed. Every teacher is assigned a Buddy Teacher. Buddy teachers are in the playbook. Teachers should seek assistance by contacting their Buddy Teacher, Department Chair, Assistant Principal, Dean of Instruction, Principal, as needed.
[bookmark: _heading=h.2grqrue]
[bookmark: _heading=h.vx1227]Roles
Principal: Kim Kelley
Dean of Instruction: Laura Breaux 
Math Interventionist/ Department Chair: Kirsten Westbrook
Instruction Coach (Math): Aislinn Clinch
District Curriculum Specialist: Amanda Rodriguez
Math Administrator: Brendan Fitzpatrick
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