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Model Teaching Week Toolkit

Everything you need for a successful Model Teaching Week as Teacher of Teachers
March 2010 (updated)
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MODEL TEACHING WEEK

A Week-long Workshop Developed by Susan Kovalik & Associates

(Basic format designed for 50 participants)

Change is seldom easy.  It seems much more possible when those involved share a clear picture of what it is they are trying to achieve.  Model Teaching Week, an intensive and often magical five day workshop, provides those pictures of how the parts and pieces of Highly Effective Teaching work together in the classroom.  It is the being-there for HET.
For each group of 50 participants, a multi-age classroom of local students is teamed with an experienced HET teacher.  While that teacher creates an HET classroom experience for the students, an SKA Associate provides the information and tools required for teachers to move into Stages 2 and 3 of the HET Classroom Stages of Implementation.  Participants alternate between observing in the HET classroom and attending sessions with the Associate.  This expands their professional knowledge base along with their capacity to provide bodybrain-compatible learning opportunities.  Participants have daily opportunities to debrief with the HET teacher and one time to interview the students near the end of the week.
Goals for the week include:
· Recognize the development of responsible citizens

· Label bodybrain-compatible strategies in action

· Observe the planning and creation of an enriched environment

· Experience the impact of conceptual curriculum based on a Being There site
· Study the seamless integration of social/political action within the context of the Being There
· Identify and integrate State Standards and basic skills within conceptual curriculum
Specific content for the week emphasizes using community locations as the starting point for creating “Slice of Life” curriculum that is integrated conceptually.  Skills that are often the target of standardized measures are taught in relation to the real-life location and topic under study.  The yearlong theme and its essential construction are introduced as tools for creating integrated curriculum.  Participants write key points and inquiries that become the backbone of a component of study.  The usefulness of learning an individual’s basic temperament based on the work of Keirsey and Bates is evident as participants learn about their own temperament and its impact. Perhaps most important of all, new pictures of what is possible create vivid mental images and become tools to guide the conversation and to sustain progress.

Required texts:

· Exceeding Expectations: A User’s Guide to Implementing Brain Research in the Classroom by Susan Kovalik with Karen Olsen, 2003, fifth edition (replaces ITI: The Model)

· Your Personal Handbook for Implementing the HET Model, Stage One and Stage Two  by Karen D. Olsen
There is no substitute for a being there experience.
OVERVIEW OF STAFF PROCEDURES
Steps for SK&A:

1) Arrange booking and obtain details of situation (where feasible, the Associate who provided the Overview and/or BBB will be asked to provide the Model Teaching Week experience) Note: Associate input on staffing for a Model Teaching Week is welcome, and needs to be given directly to Debora Schweikl, Professional Development Liaison at the SK&A office. Debora makes all contacts with Associates about specific jobs to be contracted. Our goal is to meet the needs of our clients.
2) Establish contact person in the school or district

3) Contract with Associate and share necessary information

4) Send to contact person: Associate bio, workshop description, parameters of group size, equipment needs, preferred room arrangements, copies of Books for Educators catalogs, etc.

5) Send to Associate: background information on any prior work done by SK&A in the school or district and/or give the Associate the name(s) of Associates who have previously done work in the school or district so the Associate can make direct contact

6) Arrange for ordering of necessary number of HET books for participants:

Exceeding Expectations—Elementary

Your Personal Handbook for Implementing the HET Model—All
7) Make any special requests, such as handouts, in a timely manner to allow for their selection and preparation

8) Arrange for access to lamps, plants, and basic supplies (markers, push pins, etc.)

Steps for Associate:

Before the Assignment

1) If you are TS for your own district, some of the following requirement/procedures will not apply to you-e.g., travel/meal/lodging expenses

2) Communicate with contact person by telephone, letter, or email to obtain description of the community, participants, and any special needs or expectations. Keep a record of these communications. Use the background information to determine your willingness to provide services there.  Our goal is to meet or exceed client expectations and a good match between Associate and school is important.

3) Sign and return contract, or call SK&A with any questions, concerns, or difficulties

4) Make arrangements for flight, lodging, and ground transportation

5) Well in advance of assignment, mail originals of supporting handouts to be copied and prepared for distribution

6) Plan to spend much of the day before training setting up the classrooms for students and the teachers so that they model both brain-compatible and clutter-free environments

7) Specifically share expectations for the week with your SK&A colleagues using the Lifelong Guidelines as a format (what does each look, sound, and feel like)

8) Work with contact person to identify adult and student being there sites

9) Bring items to help decorate teaching area and model a brain-compatible environment (LG/LIFESKILLS posters, chimes, Multiple Intelligences posters, etc.)

10) Bring practical examples of products, processes, and results related to HET implementation. For example: picture of environment, procedures book, etc.
11) Students will be in attendance Tuesday-Friday, 8 a.m. – 12 p.m.
Some of the following information may not apply to you if you are TT or TS for your own district. Examples would include travel/lodging/meal expenses.

Day of Assignment
1) Arrive early to check site, arrangements, equipment

2) Honor C.U.E. The goal is to present the information as Creatively as possible, in a way that is Useful to the participant and creates an Emotional bridge.

3) Use Lifelong Guidelines and LIFESKILLS

4) Actively involve participants and encourage regular processing

5) Retain all receipts for expenses incurred

6) To the extent possible, create a bodybrain-compatible environment and set of experiences, a being there for participants with the bodybrain-compatible components

7) Count and label with your name any personal books you take for display

8) Set clear expectations regarding lunch—SK&A alone? With anyone from site? Location? Time to return?

9) Introduce yourself to the school secretary, if applicable

10) Determine arrangements for copying materials for yourself and for or by participants during the week

11) Have an ongoing conversation with contact person/school administrators so that next steps can de openly discussed and planned.  
After the Assignment
1) Submit expense voucher prepared per SK&A request

2) Send copies of participant evaluation forms to SK&A

3) Send SK&A the Presentation Completion form to be filed to help provide consistency and recommendations for next steps

4) Send follow-up letter to contact person with copy to SK&A

5) In addition to the follow-up letter, make a personal call to the contact person several weeks later to obtain feedback and encourage specific planning for next steps

6) Advise SK&A if site is ready to schedule additional training

7) Write personal thank-you notes to school support staff that assisted, had extra work as a result of the week, etc.

Letters, Contracts, and Reports

This Toolkit provides Associates with:

1) Examples of communications between the associate, office, contact person, students, and parents.

2) Samples of forms which Associates will complete and turn in to the office. Contact Debora Schweikl, Professional Development Liaison, for electronic originals to complete and submit. Whenever possible completed reports should be sent electronically to dschweikl@thecenter4learning.com 
3) Written description of Model Teaching Week.

Timeline & CHECKLIST
Susan Kovalik & Associates 2004

	
	Susan Kovalik & Associates Office (SKA)
	Teacher of Teachers

(TT)
	Teacher of Students

(TS)
	District Organizer

(DO)

	S.E.E. Schools Exceeding Expectations
	· Train TS and edit TS curriculum
	· Check in with TS with whom you will work, get a sense of his/her curriculum
	· Attend TS training at S.E.E
· Be sure MTW curriculum is written including Yearlong Theme, Key Points and Inquiries
	· Consider sending representatives from your leadership team to S.E.E, contact SK&A (253.631.4400) for information

	90 Days Prior to MTW
	· Send contract, timeline and MTW procedures to DO
	· Sign contract, return to SKA

· Refine materials and equipment needs list for MTW
	· Sign contract, return to SKA

· Refine materials and equipment needs list for MTW

· Be sure TT and other trainers have a copy of your curriculum
· Contact TT and other trainers with whom you’ll be working and share best way to reach you

· Secondary: Send curriculum to other associates you are teaming with
	· Watch for MTW contract, timeline and sample student recruitment flier from SKA

· Check to be sure contract has been approved by school board

· Set up a conference call with Teacher of Teachers (TT)

· Order required texts from Books For Educators

· Share the goals and dates of the training with your staff

· Decide whether college credit will be offered and select an on-site coordinator to make arrangements with Lewis & Clark College.  For information and procedures please contact Deb Schweikl @ dschweikl@the center 4learning.com

	8 Weeks Prior to MTW
	
	· Contact DO for details (goals, critical data, history of implementation, considerations)
· Contact TS to share best way to reach you

· Discuss expectations/roles with TS re: afternoon responsibilities

· Send Materials and Equipment List to DO 

· Verify that DO understands procedures for setting up the training
· Confirm DO orders books 
	· Send materials and equipment list to DO

· Discuss with DO possibilities for reimbursement of costs for shipping items if you plan to send any
· Gather (personal) material for creating an enriched environment

· Discuss roles/expectations with TT re: responsibilities/ presentations and prepare relevant materials
	· Begin recruiting students for classrooms

· Review supply lists sent by TT and TS, ask for clarifications if needed

· Check to see that all teachers will have a copy of your state and district standards available for your MTW if they will be working on curriculum development (verify with TT)


	6 Weeks Prior to MTW
	· Contact DO to verify number of teachers in attendance
	· Send DO handouts to be copied
	· Send curriculum to DO for copying

· Send DO letter to be mailed to students introducing yourself to them and giving a brief overview of your week
	· Send copy of MTW promotional fliers with descriptors to TT, TS, SK&A, and local newspapers

· Arrange for custodial staff to be available the entire MTW

· Send (digital) photos of the classroom space to the TS
· Share the number of teachers attending with the TT

· Email final number of teachers attending to SK&A at dschweikl@thecenter4learning.com

	4 Weeks Prior to MTW
	· Ship materials
	· Make travel plans, send to team and DO
· Schedule Sunday set-up times

· Let DO know if you will need a technology specialist for Sunday set-up
	· Coordinate being there plans with DO

· Make travel plans, send to TT and DO
	· Coordinate hotel arrangements with TT
· Coordinate being there plans with TS

· Reserve a bus if needed for being there; bus seating should accommodate students and teachers observing that class

· Check to see if a local technology expert is available for Sunday set-up day (if requested by TT)

· Coordinate local newspaper reporter for last day of MTW

	2 Weeks Prior to MTW
	· Check with DO re: status of classrooms, student recruitment, preparation, etc. and share results with TT
	· Check with DO and SKA team for last-minute details

· Request names and home phone numbers for Sunday set-up

· Invite parents for Friday’s Celebration. Plan to spend time with them prior to the celebration.
	· Call being there contact, discuss specifics, fax copy of Conceptual Key Point, Lifelong Guidelines, and LIFESKILLS


	*SKA will contact you 2 weeks prior to confirm arrangements.

· Send letter from TS to students attending MTW

· With above letter include an invitation to parents to attend Friday’s Celebration of Learning

· Send TT directions from airport to hotel, hotel to school

· Gather books, posters, materials for TS and TT

· Confirm guest speaker and/or being there plans

· Arrange times and custodial support for Sunday set-up


	1 Week Prior to MTW
	· Verify receipt of shipped materials
	_ Be sure you have contact info for other
   members of the SKA team (phone 
   numbers, flight and ground 
   transportation arrangements, etc.)
	· Be sure you have contact info for other members of the SKA team (phone numbers, flight and ground transportation arrangements, etc.)
	· Check status of classrooms, materials, equipment for TT and TS

· Arrange for snacks for participants (students & teachers)

· Decide how you will provide lunch for training team
· Clarify expectations and procedures for custodial help for Sunday set-up

	During MTW
	
	· Meet with DO to discuss next steps, etc.
	
	· Provide or arrange for logistical support for the training team

· Plan to meet with the trainers to discuss recommendations for the school

	1-2  Weeks After MTW
	
	· Send follow-up letter with next-step suggestions to DO

· Send feedback letters from teachers and voucher with receipts to SKA
	· Send feedback letters from teachers and voucher with receipts to SKA
	· Sleep...Celebrate...Relax!
· Contact SK&A to schedule follow-up coaching/training according to the recommendations made by your TT


CONSIDERATIONS FOR MTW PREPARATION

Before MTW: Ask yourself . . . 

1) Have I been in touch with the district organizer to learn all I can about readiness of the participants, learn about area, district expectations, etc.?
2) Have I been in contact with the SK&A associate that I will be working with?  Have all team members shared proposed travel plans, costs, and lodging needs?
3) Has the SK&A associate shared his/her theme and plan for the week with me? (Has it been approved by his/her editor?)
4) Have I asked the contact if they have ordered adequate numbers of Exceeding Expectations and the Coaching Handbook: Stage One and Stage Two? 

5) Have I sent a bibliography list of needed books (25-50 resource books if appropriate) and a list of requested materials to the district contact person? (Be sure to do this well in advance!)
Requested materials should include:

· Plants for room
· Binder for each participant (if using one)
· Incandescent lamp

· Butcher paper readily available

· Furniture (tables, not desks)
· A.V. equipment (specify)
· *District standards (see below)
6) Have I sent SK&A feedback forms and the LIMITED number of essential handouts to be copied to the district contact person?  Don’t forget to request to have them 3-hole punched so that they can be put directly in notebook.  (Do well in advance!)  Remember that Exceeding Expectations will replace most handouts.
7) Have I asked the Teacher of Students if there is something specific that he/she would like to be coached on?  Decide on professional and personal agreements. Determine mini-powerpack sessions that TS could present one or two afternoons during the MTW. 
*District Standards

It is important during the Model Teaching Week to make the link between the HET model and the state and local district curriculum standards.  Toward that end, please request of your local contact person that multiple copies of their standards documents be available to participants.  The ideal would be copies of the appropriate grade level standards for each small working group you anticipate having.  For example, if you have five tables of 10 persons, you’ll need at least five sets of the standards.  At some point during the week, have participants do an inquiry that takes them to the standards to locate those that could be addressed using the model teaching week curriculum so that they see how the direct connections can be made.

Materials to Bring:
1) Name and phone number of contact person

2) Directions to hotel and school

3) Overheads

4) Soft music

5) Videotapes

6) Personal items to create enriched environment in your “area” (family picture, classroom photos, fabric, baskets, etc.)

7) Chimes

8) CASH/credit card (Don’t assume that district people will pay for your meals)

Susan Kovalik & Associates name tag                                                                                          

9) Points to Ponder:
1) Generally, don’t give curriculum packet(s) out until Wednesday so that participants are not overwhelmed.

2) Attempt to align curriculum with what teachers will be looking for in the sessions with Teacher of Students.  Remember to keep a flow throughout the day.

3) Is the Teacher of Students demonstrating how to teach a key point in 11-16 minutes?

4) Is the Teacher of Students demonstrating “Choices” when students will be doing inquiries?

5) Do the inquiry choices reflect the multiple intelligences?  Higher levels of Bloom’s Taxonomy?

6) Are the inquiry choices “time-appropriate”?  Will students have enough time for completion?

7) Will materials necessary to successfully complete inquiries be readily available?

During MTW:

1) When you focus on being there experiences, brainstorm with teachers.  Make a chart – things to study a bus ride away, things to study on site, things within a 5-10 minute walk.  Go on a 30-minute “Safari” around school site, look at campus with “new eyes” (possible idea).

2) Have I posted procedures?  It is especially important for classroom observation.

CLASSROOM OBSERVATION PROCEDURES 
MORNING PROCEDURES
Observe silently





Sign In






Take notes






Get handouts
Avoid interactions with students



Copy agenda
Eat and drink in hall or teacher’s room


Get coffee and goodies
Enter and exit quietly




Be ready to begin at 8:30

3) Am I making teacher resource books available for overnight checkout?  

4) Have I had each Learning Club create a list of instructional strategies and add to them at the end of each observation?

5) Am I making time to discuss morning observations & debriefing with TS each afternoon?

6) Have I given teachers a reading assignment each night tied to the key points?  Be clear about expectations for the homework.

7) Am I going to assign other homework?  If so, here’s a possible homework assignment for the first night: Suggest bringing belongings from home to create an enriched environment for the learning club table.

8) Have I posted the agenda for the day each morning?

9) Have I provided Town Hall Activities for teachers? They need them as much as the kids if not more.

10) Have I given participants adequate work time?

11) When will I ask the teacher participants to interview students?  Possible idea: On the last day of the MTW, ask participants to interview students that were involved in the MTW.  Sample questions: What did you like/dislike about the week?  What was different about this week from regular school?  What did you learn?  Discuss answers in whole group with teachers, not students and chart results.

12) Am I giving ample time for participants to ask questions and have them addressed?

Closure:

1) Have I left the training area in a neat and orderly state?

2) Don’t leave people “hanging”… give them “next steps.”  Have I met with the contact person and/or school administrators to share recommendations for next steps?  Have I communicated (based on my experiences with the teachers) my thoughts on when and how much coaching they should plan on?  Have I shared with school leaders ideas for maintaining the momentum created by the training?

3) Have I left my business card with district contact person and/or school principal?  Asked about possible follow-up coaching dates?

4) Have I sent thank-you cards to the district contact person, school principal, and others who made a special effort?  A formal letter recommending next steps needs to go to the contact person.

[image: image2.emf]
HET Model Teaching Week

Teacher of Teachers

Materials Needed

· I will provide my own computer and projector. I will need a screen, extension cords and power strip(s)
· Tables (about 4’ x 3’) for projector, one for training materials, and another for book display

· Flip chart with a large pad of paper

· One roll of masking tape to mount some charts

· Post-It notes-1- 3x3 inch and 1 package of book Post-It tabs per participant
· Wide tipped felt pens- one set for every five participants and one for me

· One sharpened pencil per participant, plus several extra

· VCR/DVD player and monitor (two monitors for large groups)

· Name tags with each participant’s first name (large print) and last name (small print)
· One small plant for each table, larger plants for around the room

· One or more lamps to place around the room

· A table waterfall/fountain is always nice to have
· Snack (crackers, nuts, cheeses, fruit) for morning and afternoon
· CD player

· Comfortable chairs for participants
· Books/resources

· Each teacher should have a copy of the standards related to grade level teaching

· Any resource books you have that support bodybrain-compatible learning
· It is helpful to have space for sitting at tables (6-8 people per table) and to have a large open space for movement and team-building activities.
Preferred Room Set Up:

screen





           projector
flip chart


           books








          books
















        snacks

TOOLKIT GIVEN TO TEACHER OF STUDENTS

Susan Kovalik & Associates

Format Items for HET MTW Curriculum    3/21/04
Note: Final Copy needs to be sent to your curriculum editor according to the agreement. This also means you will send your final copy to your teacher (TT) before your MTW (Please see page 12). 

Computer Requirements for Format:

1. Yearlong Theme: Microsoft PowerPoint

· Landscape format

· Font: use of two – Palatino/Garamond and Arial
· Include graphics

2. Curriculum: Microsoft Word (when sending, state the version used such as 6.0)

· Font: Garamond or Times

· Titles: font size 14 bold

· Text: font size 12 (not bold)

· Arial font for standards (not bold)

3. Use the numbering and bulleting tools from toolbar across top of your computer screen instead of the tab key. 

Yearlong Theme must include the following: 
Note: Middle school teachers should use the same theme. The topics under the components reflect content. For example, Science and Math content and major skill areas on the Sci/Math theme and Social Studies and Language Arts skill areas on the LA/SS theme. 
· Susan Kovalik & Associates

· Your Name and the year developed, © symbol, and 2009
· Kid-Grabbing Theme Title

· Organizing Concept – defined
· Rationale – at least one sentence telling the “why” your students will get from the year’s curriculum
· At least four Components each with a kid-grabbing title with at least 2-4 Topics (If kid-grabbing titles are used for topics, include a brief statement in parentheses telling what content will be taught.)
· Being There locations, at least two for each Component

· Guest Speaker or Resource person

· Component concepts 

What follows below is the Curriculum Format.
Susan Kovalik & Associates

(2010

Grade Level(s)
Yearlong Theme:

Component: 

Component Concept:

Being There Experience locations: At least two
Guest Speakers: Suggest at least one
Conceptual Key Point (CKP): Only one per component.
Note: When working as a team, Middle and High School teachers must use the same conceptual key point for MTW.

CKP Guided Practice Inquiries: At least two for each key point
· Must require students to use their prior knowledge and personal experiences to do the inquiry. 

· Labeled with abbreviations for multiple intelligences required to complete the inquiry.

· Add standards for all subjects that apply. 

Inquiries: As many as needed to take students to mastery/application
· Must require students to use prior knowledge and experiences to complete the inquiry.

· Should not include content included in your topic.

· Inquiries need to be labeled with the appropriate abbreviations for multiple intelligences required to complete the inquiry.

· Add standards for all subjects that apply.
Skill Key Points: Inserted under the inquiry first needed
· Indent slightly and bullet the inquiries.
Topic: From theme
Significant Knowledge Key Point #1: As many as you need 

· Add standards: see “Foundation for Writing Key Points and Inquiries” on page 13.

Guided Practice Inquiries: At least two
· Add any standards that apply. 

Inquiries: As many as you think you need to take students to mastery
· Labeled with abbreviations for multiple intelligences required to complete the inquiry.

· Add standards for all subjects that apply.

Skill Key Points: Inserted under the inquiry first needed

· Indent slightly and bullet the inquiries.
Social/Political Action: Be sure some of your inquiries revolve around political/social action. 
· Include a display reflecting possible political/social action ideas or issues relating to the being there location. 
· Include a paragraph describing a political/social action idea at the end of your curriculum. 
Prerequisite Skills: Create a list of skills included in your curriculum that have been previously taught at an earlier grade level. Students may not have mastered them and may need to be taught again in small groups.
Standards: Include a page that shows the standards you are addressing in your MTW curriculum or write the standards at the end of your key points and/or inquiries that address them. 
· Include at least five or six standards from a variety of disciplines. 
· Check with the Teacher of Teachers to see whether he or she has a preference related to how this is done.

Note: Using a different font, add standard numbers such as SS 5.4, SCI 5.2.1 at the end of the key point or inquiry they support. It is possible to have standards from a variety of disciplines. Include all content and standard numbers used, as shown above.

Lesson Design: Develop a lesson design for one lesson, not a full day, that includes the following parts:

· Conceptual Key Point

· Anticipatory Set

· Learning Objective (Significant Knowledge or Skill Key Point)

· Rationale or Purpose

· Input (realia that will help students understand content)

· Inclusion Activity

· Modeling

· Guided Practice

· Independent Practice

· Closure (reflection questions)

Resources: Not all types of resources fit each piece of curriculum. List those you will use during the MTW. 
· Include at least three resources you used to write the curriculum and six to ten resources you will have available for student use. 
· Develop a bibliography of resources, listing them on a separate page or at the end of your curriculum. 

Resource examples:

· Teacher Resources – books, manuals

· Student Resources – content related

· Literature Books – content related
· Websites – be sure to check the Website links to ensure they are accessible
· Videos

· Music

· Artifacts

· Local Contacts – names and home/cell/work numbers

Key Points: 

Conceptual Key Point: Only one for the week
· Title format: Conceptual Key Point 
· Middle School teachers must use the same conceptual key point.

· Inquiries that ask students to use their prior knowledge and experience to show they understand the CKP are required.

· Each teacher should have a different set of inquiries.

Significant Knowledge Key Points: As many as needed to complete the topic
· Title format: Significant Knowledge Key Point #1: 

Skill Key Points: At least 2
· By subject
· Title format: Math Skill Key Point #1: 

Note New Procedure: Skill Key Points will be inserted under the first inquiry they support. 

· They should be in a different font, such as Gil Sans size 12.

· They should be only slightly indented.

· Use bullets instead of numbers. 
· It is possible to have a new skill key point support an inquiry of another skill key point. This one should be indented and a different bullet (symbol) used for the inquiries. 

Inquiries: Under all three types of key points it is essential that you write as many inquiries as necessary to take students to mastery/application. 
· At least two whole-group Guided Practice Inquires must be written under each key point. These will be done as part of the direct instruction or immediately after.

· At least one inquiry must use movement and/or rhythm to teach the content. 
· All inquiries need to address multiple intelligences. It is understood that all inquiries will either be interpersonal or intrapersonal, therefore no need to label these two intelligences. Label the inquiries using the following code: 
· L: Linguistic
· LM: Logical-Mathematical
· BK: Bodily-Kinesthetic
· S: Spatial
· M: Musical
· N: Naturalist

Editing: Note New Procedure for edits of yearlong theme and topic of curriculum: This is what the TofS will be doing. Someone from SKA will edit curriculum. The following is the new plan TS will follow: 

1. Send your curriculum and theme to your editor:
2. The teacher editor will edit and send the original and edited versions  back to you.

3. Make any necessary additions or corrections. Ask questions if you don’t understand a comment or suggestion.

4. Send the revised copy back to your editor. 
5. Your editor will revisit the curriculum. This process will continue until the curriculum is completed. 
6. When all the edits have been made, your editor will send a copy to the SKA office 
7. Send a copy of your theme and your curriculum to the Teacher of Teachers and the site coordinator for your MTW.


Theme Title
Model Teaching Week Materials Needed

Associate Name, Phone Number
Handouts:


Please copy the attached handouts, punch holes and place them in a folder with pockets. Folders should be green, blue or purple.  

Student Resource Books:

· As many grade-level appropriate books as you can find related to:

· Discovery

· Mystery

· Exploration

· Suspense

· Newspapers and kid-friendly magazines with articles they can summarize

Nourishment:

· A bottle of water for each student (we’ll refill and use the same one all week)

· A simple, healthy mid-morning snack that does not require refrigeration 

AV equipment:

· VCR/DVD player and monitor(s); extension cords
· Overhead projector and screen

· CD player 

Materials (In addition to items already provided on the District Organizer’s list):

· rolls of butcher paper- blue, green, lavender, white, brown—close by the room

· baby wipes- a large container that will allow us to pull wipes out one at a time 

· chalk for chalk board or dry-erase pens for white board, erasers

· paper clips, large and small

· students sitting at tables (if possible) of 4 or 5

· 3 microscopes (these don’t have to be exceptionally powerful
· 2-3 incandescent lamp(s)

· a table fountain would be lovely!

· a park bench or rocking chair

· tables or counter space for book displays, materials, etc. In a large room such as a  music room I’ll probably want four extra tables

· three hole punch

· clear tape (2 rolls)

· masking tape (2 rolls)

Thank you in advance for your organization and dedication to the students of your school! I appreciate the effort it takes to have a Model Teaching Week and hope you will let me know if you have questions.


Model Teaching Week General Reminders for TS

Conceptual Key Point: posted for MTW


A Conceptual Key Point defines the concept, gives details you feel are pertinent to get your point across and tells the reader why this key point is important for them to understand.
Significant Knowledge Key Points: post when being taught during MTW


A Significant Knowledge Key Point is directly related to the conceptual key point, provides information necessary to understand the concept and is memorable because of the experience students have on their study trip.

Skill Key Points: post when being taught during MTW 


A Skill Key Point unlocks meaning about the conceptual and/or significant knowledge key points. They are written as a part of Model Teaching Week curriculum if the teacher of students feels the skill may be new to students.

Teacher of Students Goals for a Model Teaching Week 


A Model Teaching Week is designed to build mental programs that will allow participants to:

· construct a powerful room environment

· create a safe emotional and physical environment that nurtures reflective thinking

· stimulate learning through relevant conceptual curriculum

· demonstrate a wide variety of strategies that actively engage students in their own learning

Before MTW:

1) Have I been in contact with the SK&A associate that I will be working with?

2) Have I shared travel plans and estimated costs with the district contact person?

3) Have I sent a bibliography list of needed books (25-50 resource books) and a list of requested materials to the district contact person?  (Be sure to do this well in advance!)

Requested materials should include:

· Plants for room

· Incandescent lamp

· Butcher paper readily available

· Furniture (tables, not desks)

· Live animals to be studied w/theme (if applicable)

· A.V. equipment (specify)

4) Have I sent all handouts to be copied for my students to the district contact person?  Don’t forget to request to have them 3-hole punched so that they can be put directly in notebook.

5) Have I asked the district contact person for a list of possible resource people that might be able to be a guest speaker or about possible field trips in the area?

6) If I am requesting a guest speaker or a field trip, have I made all of the arrangements with the district contact person for this?  Is there a fee for the speaker or field trip?  If so, have I asked the district contact person if they will pay for the fees incurred?

7) Have I requested a list of students and their addresses so that I can send a letter to the students and parents, introduce myself and explaining the week?  I may want to ask parents to volunteer to bring a snack one day.
Materials to Take:

1) Name and home/work/cell phone numbers of district contact person, hotel and school

2) Directions to hotel and school

3) Theme-related books (read-aloud/big books important for your use)

4) Posters, mobiles, artifacts that support your concept/topic

5) Overhead transparencies (that support your curriculum; bring blanks, too)
6) Photos of your classroom, family, etc.

7) Music CDs 

8) Lifelong Guidelines, LIFESKILLS, Multiple Intelligences posters

9) Bulletin board materials (including letters for boards)

10) Video/DVDs 
11) Chimes

12)  Pre-prepare anything you can prior to leaving home, especially yearlong theme parts

13)  Fabric to cover tables (sheets are inexpensive and work well)

14)  Cloth napkins are light weight for centers of tables

15)  Baskets for table centers (or ask DO to provide)

16)  Cash (you will be paying for meals)

Items to Leave Behind: Remember that airlines are limiting baggage weight. You can usually check one bags and carry two small bags/purses on the plane. Most airlines have a weight limit of 50 pounds per checked bag. Ask the District Organizer to provide you with most books; they are heavy. Think creatively and think “light” when collecting artifacts for your teaching.

Points to Ponder While Preparing for the MTW

1) Offer choice (but limit and guide choices too!)

2) Think about differentiated instruction possibilities for students who finish early

3) Will you assign week-long, group inquiries to be presented the last day? Avoid bailing students out that are struggling; offer other choices.

4) Think about how you want the Teacher of Teachers to coach you, let him/her know your needs/preferences.

5)  Check in with TT daily to see what participants need to see the next day. Flexibility is the key here.

6) Be sure there is a “discovery” lesson one day. Letting students explore to learn shows an alternative to “telling.”

7) Remember teachers need to see standards being taught. Be sure to address these in some way so teachers are aware this is happening.

During the Week:

1) Inclusion activities, behavioral expectations (LLG, LS and procedures)

2) Informal assessment on skills to insure the curriculum you have written is appropriate for your MTW class. You may need to monitor and adjust!

3) Post a daily agenda 
4) Use movement to enhance learning; teach key points to movement

5) “Walk the talk”

6) Are students engaged? Know when they need energizers/ movement

7) Ask the TT when she/he will be distributing your curriculum. Plan to review it with teacher participants.

8) Leave the classroom neat and orderly each day and especially the last day

9) Give participants “next-steps.” Answer their questions clearly and thoughtfully

10) Send thank-you cards to the district contact person, principal of the school and others who made a special effort
Closure:

1) Have I left the classroom(s) in a neat and orderly state?

2) Don’t leave people “hanging”… give them next steps.

3) Leave your business card.

4) Send Thank-you cards to the district contact person, principal of school, and others who made a special effort (if you have not already done so during the week)

What Does a Stage 3-5 Enriched Environment Reflect?

Yearlong theme is locally specific 

Immersion area is interactive

Content vocabulary is evident

Key Points posted (current)

Resources (level appropriate)

Agendas (illustrated)

Procedures (not rules) with illustrations/graphics
Three color flow

Community involvement/outreach

Music/even in bathrooms

Lamps

Affirmations are cultural, research local culture

LLG/LS extension to all adults

Social Action plan is visible and activated if possible

Choice is a part of inquiry time

Student-produced products are evident by the end of the week

Noise level= productive buzz

Reminders:


Teacher’s direct instruction area is uncluttered


LS/LLG are posted


Student supplies are readily available


Students have binders or folders for the week’s work

What do signs of conceptual teaching look like? 

“Being there” is grounded in the concept

Real world application of concepts is evident in student inquiries

Topic inquiries reflect student mastery/application of concept

TOOLKIT GIVEN TO DISTRICT ORGANIZER

Dear District Organizer,


We want you to know how much we appreciate the time and effort you will dedicate to organizing and implementing your district’s upcoming Model Teaching Week (MTW)! It is our goal to provide an extraordinary HET being there experience. With your help we know this can happen. The procedures that follow are derived from 25 years of experience training thousands of educators worldwide. We are confident that we can provide a successful training and thus assist you in reaching your goals.  The SKA office and the district organizer (DO) will work closely to be certain that everything is in place to allow for the best possible training experience. The information below will be useful as you organize for this intense yet exciting week.

Please encourage your school’s administration to attend and participate in this training; all five days. We have consistently found an involved administration means more teacher buy-in and more successful reform.

Role of the Organizer:

The district organizer is the key to a successful model teaching experience. This person can be a teacher or administrator who possesses strong leadership skills and pays attention to detail. It is our preference that one person take on this responsibility and act as the primary contact. This avoids the “everyone is in charge and nobody’s in charge” syndrome. This does not mean the organizer cannot delegate some responsibilities. When delegating, it is critical to follow up to confirm task completion. The organizer is the person who is responsible for having all the requirements met, such as coordination of advance arrangements and set-up day for this workshop.

Positive and open communication is an essential tool in long-term implementation of any model. In order to sustain long-term change in your district or at your school, you will probably work with HET associates several times a year for three to five years. We encourage you to invite your local school board members, district level administration, representatives from your state department and local media to observe and participate in this event so they gain perspective related to the depth of this model.

Advance Arrangements for Model Teaching Week:

1. Establish direct contact with the Susan Kovalik & Associates staff assigned to your Model Teaching Week immediately after receiving the contract so that the lines of communication will be open early. Many associates are easiest to reach via e-mail so please watch for that information as you read your contract. Our associates are often on the road and away from their offices, so be sure to leave a number where you can be reached.

2. Order the required texts from Books for Educators as follows: (Note: if the participants already have books, do not order them again, just notify them to bring the books to the trainings)


· Exceeding Expectations: A User’s Guide to Implementing Brain Research in the Classroom by Susan Kovalik with Karen Olsen
· Your Personal Handbook for Implementing the HET Model by Karen Olsen
· Recommended: At least one copy of Science Continuum of Concepts- Grades K-6 by Karen Olsen; per grade level (elementary only)
3. Most Teachers of Teachers will request that your teachers have a copy of their grade level/subject area standards/benchmarks available for curriculum work this week.
4. Hotel arrangements for the SKA associates can make the difference between working with well rested facilitators or facilitators running on empty. We appreciate your efforts as you carefully reserve rooms for us that are:
· Single (one associate per room), non-smoking, clean and well maintained facilities

· Quiet, away from noisy rooms and elevators

· No adjoining doors (door going into another room from within the room)

· First floor room(with inside hallways) that is close to the lobby—safety is our first priority

· Refrigerator and microwave in room

· Desk and work space in room-Wireless Internet available
· Fax machine at front desk

· Exercise facilities are desirable

· Room service/on-site restaurant/ continental breakfast available
While some Associates prefer to set up their own reservations, discuss viable options with the TT.  If possible set up direct billing with the hotel.
Hotel Direct Bill Guidelines:
1) Many of our clients are eligible for government rates or can negotiate better than published rates at hotels, particularly if they agree to have the hotel bill them directly.  This benefits the client by saving money and the Associate by avoiding credit card charges that have to be reimbursed.

2) The client should determine whether their financial services will support direct billing.  (Some grants may require payment to vendor rather than local hotel or restaurant facilities.)

3) The client needs to provide a hotel that is safe and offers onsite restaurant service.  Associates might offer suggestions if they have visited location before.

4) The client contacts the finance manager at the local hotel to establish direct bill relationship.  Stress the benefit of saving money to children of the district and to taxpayers.  Ask for government rate and give them district sales tax document or number.

5) The client makes reservations and should inquire about eligibility for the government rate.

6) Associate uses credit card for personal expenses, phone, etc.

7) Hotel bills district for Associate’s lodging expenses.

Scheduling for the week:

Sunday: Set up for the teacher training room takes place Sunday prior to the MTW. The student’s classrooms will be completely set up Monday but the Teacher of Students (TS) will want access to their room(s) Sunday, so all rooms should be completely ready by Sunday. Time needed varies, depending on the team. Please discuss arrangements with the Teacher of Teachers (TT) and plan to let teams have access to your facility that day.  Time on Sunday is most efficiently used if the rooms have been emptied of all but necessary furniture/equipment and have been thoroughly cleaned.
Monday: All adult participants need to attend this important day. It is classroom set-up day for the TS in student classrooms. It is also the foundation-building day for teachers; all should be present.

Monday-Friday: Teacher-participants begin their day at 8 a.m. and continue to 3:30 p.m. with one hour for lunch if eating on campus, 1 ½ hours for lunch if eating off campus. Some teams may request an earlier finish time Friday in order to catch flights.

Tuesday-Friday: Students begin their day at 8:30 a.m. and leave campus at 11:30 a.m. or 12:00 p.m.
Wednesday is frequently the being there day. Please discuss this with the Teacher of Students. We usually request that all teachers participate on these trips in order to maximize their experience for the week.  Discuss the details with your TT. Students may stay longer this day if details can be worked out.
Room Preparations for Teacher of Teachers (TT) and Teacher of Students (TS):
___ 1.  Rooms are spotlessly clean (floor, counters, tables and chairs are all clean).
___ 2.  Bulletin boards are clean and empty.
___ 3.  All involved rooms are quiet; there are not outside interfering distractions such as construction, loud music, maintenance, and cafeteria noises.
___ 4.  Supplies, furniture and equipment requested are in rooms before your training team arrives.

___ 5.  Suggested Room Set Up map has been received from TT and only the furniture requested is in the room. Round tables are preferred (seating 4-6); rectangular tables seating 5-8 are OK. Please, no cafeteria bench seats!

___ 6.  Adult-size chairs (avoid red, orange or yellow) are in place in the TT room and are available in the TS classroom for student observations.
___ 7.  Two rectangular tables for books and various supplies.
___ 8.  Check Materials Needed and Preferred Room Arrangement sheet sent by your TT for specifics needed in the teacher training room.
___ 9.  If the TT will be working with a large group (over 50) or in a large room please provide a hand-held or lapel microphone with a long cord.
___ 10. Audio/visual equipment should be in good working condition with screens and sound systems appropriate for the room and size of the audience.
Student Classrooms:
___ 1.  Select/invite a heterogeneous group (gender, ability, behavior, ethnicity, etc.) The number of students should be a reflection of your typical class size per classroom. Remember we work with multi-age classrooms (entering grades 2, 3, 4 or 1, 2, 3). Check with your TT to determine the best student levels to recruit.

___ 2.  Middle School/High School student-groups should also reflect a heterogeneous population. Secondary MTWs have two Teachers of Students that will work with your students. Be sure to recruit enough students to fill two classrooms. Remember we work with multiple grade levels (three levels such as 7, 8, 9th grades).
___ 3.  Students will meet from 8:00 a.m. to 12:00 p.m. Tuesday through Friday with a possible extended day on the day of the study trip. Check with your MTW TS to determine study trip plans and expectations.

___ 4.  Remove all excess furniture from model teaching classrooms. Remember, less is best!

___ 5.  Please be sure table and chair sizes are appropriate for the students who will use them.


HET Model Teaching Week

Teacher of Teachers
Materials Needed

· A large screen (Associate will provide computer and projector), extension cords and power strip
· Tables (about 4’x3’) for projector, one for training materials, and another for book display
· Microphone (lapel or handheld)
· Flip chart with a large pad of paper

· One roll of masking tape to mount some charts

· Post-It notes-1- 3x3 inch and 1 package of book Post-It tabs per participant
· Wide tipped felt pens- one set for every five participants and one for me

· One sharpened pencil per participant, plus several extra

· VCR/DVD and monitor (two monitors for large groups)

· Name tags- each participant’s first (large print) and last name (small print) on tag

· One small plant for each table, larger plants for around the room

· One or more lamps to place around the room

· A table waterfall/fountain is always nice to have…

· Snack (crackers, nuts, cheeses, fruit) for morning and afternoon
· CD player

· Comfortable chairs for participants, please

· Books/resources

· Each teacher should have a copy of the standards related to grade level teaching

· Any resource books you have that support bodybrain compatible learning
Preferred Room Set Up for Teachers:

screen






 projector


           books










flip chart













Snacks

It’s helpful to have space for sitting at tables (6-8 people per table) and to have a large open space for movement and team building activities. Thanks! 


General Supplies Typically Needed for MTW Classrooms:


· New overhead markers

· Several large plants for the classroom (about 6)

· Small plants for each learning club table (about 6)

· Bulletin board paper in green, blue, brown, white, or purple in addition to other  standard colors

· Wide tipped felt markers (one set per learning club)

· Glue sticks (2 per learning club)

· Scissors for every student

· Chart tablet and stand

· Crayons (2 boxes per learning club)

· Fifty to seventy-five theme-related resource books, videos, CD’s, related software, etc. found in the library or at local schools

· Water and a healthy snack provided by you each day for students. Most TS want them available at the beginning of the day so their day does not revolve around the preparation of snack

· Construction paper in a variety of sizes and in blues, greens, white, brown and other colors

· Sharpened pencils—one per student plus some extras

· Notebook paper or age-appropriate lined paper—one ream

· Plain white paper—one ream

· Folders for the week’s work for each student—either a three ring binder or flexible folder (suggested for primary) with brads to hold paper and pockets (avoid colors like red, yellow, orange)

· Live animals or insects as specified

· Name tags with student names printed large enough to be read from a distance. Students will need to wear their name tags all week

Equipment needed by most TS:

· Overhead projector with extra bulb or white board and computer
· DVD /monitor in good working condition
· CD player with good sound quality
· Extension cords
· Digital video projector and screen





May 27, 2003

Dear Parents,

This letter is to invite your child to participate in an exciting week in August for school name.  Our school district is finishing its first year of a three year program on school reform.  We have been working hard this year to support our teaching staff as they work toward their goal of raising student achievement.  We have been fortunate to be able to work with Susan Kovalik & Associates with their program called Highly Effective Teaching (HET). Each month, a teaching coach comes to each school and works closely with the teaching and support staff on how to improve instructional strategies, create a safe school climate and model Lifelong Guidelines and LIFESKILLS.  Many of the students know these two coaches:  An associate comes to the school every month. He/she has quickly become part of our school family. 

In order to help our students and teachers more fully understand the HET program, the school district is offering a Model Teaching Week for both students and teachers. This intensive and often magical week provides an actual classroom setting demonstrating the elements of HET working in the classroom.  The week is clearly structured to provide learning for both students and teachers. Four classrooms of students – consisting of one lower elementary, one upper elementary, one middle and one high school class are each taught by an HET teacher.  The students become a critical component in the learning process and will experience a fully functional week of integrated conceptual curriculum.

While the HET teachers work in each of the classrooms with students, other associates will be working with the teachers. Teachers alternate between observing in the classroom and attending sessions to expand their knowledge of HET.  Our teachers have daily opportunities to discuss classroom procedures and teaching techniques with the HET teaching associates.

The school district is asking for student volunteers to attend Model Teaching Week Tuesday, August 19th through Friday, August 22nd.  

· Elementary students will attend class every morning from 8:30am-11:30am. 

· Middle School students will attend class from 8:30am-10:00am.  

· High School students will attend class from 10:00am-11:30am. 

Model Teaching Week will take place at (insert School Name).  Busing will be available at school names. We will need to create 4 classrooms of students with approximately 20-25 students per classroom under the appropriate grade levels described above.  Please understand your child will benefit from this experience even though it will be for only four days.  They will be taught by an experienced HET teacher and at the same time be able to help their own classroom teachers.  If interested, please fill out the slip below and return it to your child’s school office by Friday, June 6. Criteria for attending and acceptance into the program are as follows:

· All students must have attended the school district during the 2002-2003 school year.

· All students must attend ALL FOUR DAYS for the entire time.  Students cannot arrive late or leave early.

· Absences are not allowed for any reason. If your child is sick and cannot attend Model Teaching Week, he or she will be automatically dropped from the program.

· Wednesday, August 20th, all the classes will go on separate being there experiences. The program will be extended until 2pm on that day only and students will be expected to attend the entire time. Lunch will be provided.

We expect a large number of students wanting to come to Model Teaching Week. We will keep registration open until the end of school on June 6th and then select the students for each of the classrooms. Classrooms will have a mix of students, learning styles and achievement levels. Parents will be notified before the end of the school year whether or not their child has been selected to participate.

If you have any questions regarding Model Teaching Week or this letter, please contact your student’s classroom teacher or principal.

Thank you, 

Model Teaching Week Coordinator

Please return to your student’s school office by June 6, 2003


I am interested in having my child attend Model Teaching Week. 

By signing this agreement, I understand that:

· My student must attend all four days of Model Teaching Week. 

· I am responsible to get my student to either elementary school to catch the shuttle bus, or transport my student directly to the school. 

· Elementary students: The bus will LEAVE the elementary school promptly at 8:15am each morning and arrive back at the school at 11:45am.

· Middle School students: will get on the 8:15am bus and return at 10:15am.

· High School students: will get on the bus at 9:45am and return back at the school at 11:45am.
· My child’s photograph may be taken and used for publicity purposes

Check one:
Yes ________________     No ____________________
Student’s name: ___________________________    
Current grade: ___________ 


Elementary students only- current teacher’s name: _______________________________

____________________________

______________
________________

Street address




Town


Home phone #

_______________________________________________

Name of emergency contact


Phone #

Printed name of parent


Signature of parent

All information must be filled out in order for the student to be considered for Model Teaching Week.





Thank you for participating in this fun week.  You will be mailed a reminder in August. Please be at either elementary school by 8:05 a.m. on Tuesday, August 19th. Buses will leave promptly from the elementary schools at 8:15 a.m. Classes start promptly at 8:30 a.m. at School Name. If you cannot attend, please call the school at phone number.

Thank you!

Coordinator   





______________________

Student 


Public School USA
1234 Road Hwy
Anycity, USA 12345
August 10, 2003

Dear

Just a reminder that you have signed up for Model Teaching Week! 

1. Dates:  Tuesday, August 19th through Friday, August 22nd.

2. Time:  8:30 a.m.-11:30 a.m. each day. Middle School and High School students: note change in length of time!

3. Place:  School Name
4. Transportation:  A bus will be at the elementary schools at 8:05 a.m. each day and will leave promptly at 8:15 a.m.  The bus will return at 11:45 a.m.  The elementary schools will NOT be open.  Parents – please make sure you are waiting for the bus at the end of the morning.  All others – be at school by 8:30 a.m. and have your ride ready to pick you up at 11:30 a.m.
5. Attendance:  Model Teaching Week is only for 4 days/3 hours each day.  Attendance is mandatory.  No absences will be allowed – in other words please do not schedule anything such as doctor’s appointments or shopping trips during the program. If your child has to go home early one day, they are out of the program.  This includes illness. If you have any questions about this please call the MTW Coordinator at phone number. 

6. Schedule:  Students will be in their classrooms from 8:30-11:30 a.m., with a mid-morning snack for elementary students. Breakfast and lunch will not be provided. On Wednesday, August 20th most students will be on Being There trips but will all return for dismissal at 11:30 a.m.
Thank you for allowing your child to be part of this rewarding week!

Model Teaching Week Coordinator


Public School USA
1234 Road Hwy
Anycity, USA 12345
June 19, 2009
Dear 

In May, you received a letter inviting you to participate in Model Teaching Week. The last week of school, I visited classrooms and talked to individual students regarding this opportunity. You expressed an interest in being part of the program OR you were recommended to be a participant by one of your teachers or a peer who is also attending.  

This letter is a follow up on these conversations.  At this point, we have a full elementary program but still need students for a middle school classroom and a high school classroom. Students need to be at various academic levels and represent a “typical classroom.”  If you are interested, please call me tell me at _______, sign the permission slip below and return it to me.
Model Teaching Week will be from August 19 – 22; Tuesday through Friday. It runs from            8:30-11:30 a.m. each day. This is not a remediation program.  It is a chance for students to be part of a “model classroom,” where our teachers learn from you.   If you have any questions, please call me at _______. 
Model Teaching Week Coordinator
-----------------------------------------------------------------------------------------------------------------------------

I am interested in attending Model Teaching Week. 

By signing this agreement, I understand that:

· I must attend all four days of Model Teaching Week. 

· I am responsible to get to location of MTW or pick up one of the shuttle buses at the elementary schools. 

· Elementary shuttle buses will run from point A to point B. They will leave the elementary schools each day promptly at 8:15 a.m. and return at 11:45 a.m.
Student’s name: ___________________________    
Current grade: ___________ 


____________________________

______________
________________

Street address




Town


Home phone #

_______________________________________________

Name of emergency contact


Phone #

Printed name of parent



Signature of parent


Public School USA
1234 Road Hwy
Anycity, USA 12345
August 1, 2009
MODEL TEACHING WEEK INFORMATION

Time/date/locations


August 18 – 22, 2003


8:00 A.M.-3:30 P.M., Monday through Friday


Brethren Middle and High School


School phone: 
 HET staff:
· Elementary Teacher of Teachers:  

· Secondary Teacher of Teachers:  
· K-2 Teacher of Students:  
· 3-5 Teacher of Students:   
· 6-12 Teacher of Students Math and Science:  
· 6-12 Teacher of Students Language Arts and Social Studies:  
Attendees:

Teaching staff from School Name
What to bring:
Please understand that all teaching staff will be working extensively in curriculum and unit planning.  Teachers need to bring any state and district curriculum that they use in their classroom and any textbooks or teacher resource materials. 

The Exceeding Expectations book is required along with a new booklet, Your Personal Guide for Implementing the HET Model.

I realize that all the curriculum materials and books are a lot to carry around. We will have a secure location so you can leave your materials the first day. 

Schedule for the week: enclosed

College Credit:  

We have elected (insert name) as College Credit Coordinator.  She or he is in charge of arranging for college credit for Model Teaching Week from Lewis and Clark University.  Teaching staff can earn 3 credit hours toward their continuing certification.  The cost is $80 per credit hour for a total cost of $240.  Name will have all the necessary papers to fill out and teachers will need to pay by check for these credits on Monday if they want to participate.  Please make your check out to Lewis and Clark University and (insert name) will submit the information and payment for all to the university at the end of the week. 

Questions?

Please contact your school principal or me.

Thank you!  Model Teaching Week Coordinator, phone number or email address
Model Teaching Week Tentative Schedule

We will use the LIFESKILL of Flexibility!

Monday

8:00-8:30 a.m. 
 
Continental Breakfast in the All Purpose Room off the Middle School Gym.

8:30 a.m. 
Combined Opening Session for all in the cafetorium.  After the opening session, the elementary staff will move to the Media Center with Teacher of Teachers.  The secondary staff will stay in the cafetorium with Teacher of Teachers. Teachers of Students will begin creating their classrooms.

11:30 a.m.–12:30 p.m. 
 Lunch provided for all adult participants in the cafetorium.

12:30-3:30 p.m. 
P.M. Session.  Elementary staff in the Media Center, secondary staff in the cafetorium.  Visits to the classrooms.

​​​​​​​​​​​​​​​​​​​​​____________________________________________________________________

Tuesday

8:00-8:30 a.m.

Continental Breakfast in the All Purpose Room off the Middle School Gym.

8:30 a.m. 

All students arrive and go to their assigned classrooms.  Classrooms are as follows:

K-2:  Room 112

3-5: Room 116

Secondary Language Arts/Social Studies: Room 140

Secondary Math/Science:  Room 139

8:30-11:30 a.m.
A.M. session.  Elementary staff in the library and secondary staff in the cafetorium.  Observations in the classrooms.

11:30 a.m.

Students are dismissed.

11:30 a.m.–12:30 p.m.
Lunch provided for all adult participants in the cafetorium.

12:30-3:30 p.m.
P.M. Session.  Elementary staff in the media center, secondary staff in the cafetorium.

_____________________________________________________________________________________

Wednesday

8:00-8:30 a.m.

Continental Breakfast in the All Purpose Room off the Middle School Gym.

8:30 a.m.
All students arrive and go to their assigned classrooms.  Classes will be going on Being There trips.  Teachers are asked to go with them.  K-2 classrooms stay at school for their own Being There.

8:30-11:30 a.m.
A.M. session.  Elementary staff in the library and secondary staff in the cafetorium.  Observations in the classrooms and/or being there trips.

11:30 a.m.

Students are dismissed.

11:30 a.m.–12:30 p.m.
Support staff joins the group for lunch. Lunch provided for all adult participants in the cafetorium.

12:30-3:30 p.m.
P.M. Session.  Elementary staff in the media center, secondary staff in the café 

_____________________________________________________________________________________

Thursday

8:00-8:30 a.m.

Continental Breakfast in the All Purpose Room off the Middle School Gym.

8:30a.m. 

All students arrive and go to their assigned classrooms.  

8:30-11:30 a.m.
A.M. session. Elementary staff in the library and secondary staff in the cafetorium.  Observations in the classrooms.

11:30 a.m.

Students are dismissed.

11:30 a.m.–12:30 p.m.
Lunch provided for all adult participants in the cafetorium.

12:30-3:30 p.m.
P.M. Session.  Elementary staff in the media center, secondary staff in the cafetorium.

_____________________________________________________________________________________

Friday

8:00-8:30 a.m.

Continental Breakfast in the All Purpose Room off the Middle School Gym.

8:30 a.m.

All students arrive and go to their assigned classrooms.  

8:30-11:30 a.m.
A.M. session.  Elementary staff in the library and secondary staff in the cafetorium.  


Observations in the classrooms.

11:30 a.m.

Students are dismissed.

11:30 a.m. – 2:30 p.m.
Lunch provided for all adult participants in the cafetorium.

12:30-3:30 p.m.
P.M. Session.  Elementary staff in the media center, secondary staff in the cafetorium. Combined closing session in the cafetorium.  

ACTION PLANNING

By the end of the week, your Teacher of Teachers will meet with you regarding the creation of an action plan for your school.  The associate will ask such questions as:

· Which needs and/or challenges emerged during the training?

· What do you expect to see happen as a result of this training?

· What support will teachers need in order to implement the strategies learned this week?

The associate will make recommendations for follow-up coaching and trainings that will maximize the training for your staff.

Planning now for long-term support helps to ensure successful implementation of the strategies learned during the week.

END-OF-TRAINING ASSESSMENT

We would like your feedback.  Susan Kovalik & Associates takes feedback seriously and would like to hear from you. Please take a moment to tell us about your recent training experience.
School: ______________________________
City, State: ____________________________

Contact: ______________________________
Date of Training: _______________________

No. of Teachers in Attendance: ____________
Trainer Names: ________________________

Stage of Training:      1        2        3-5       5+

_____________________________________








_____________________________________

Please circle your school’s current stage of implementation and indicate number of years implementing the model.

Stage: ______________________________

Number of Years: _______________________

Based on the following criteria, please rate your Model Teaching Week training by circling the number that best corresponds with your assessment of the experience.






1 = Poor --------------------------( 5 = Excellent

1. Content was based on district and state standards.   

1                2                3                4                5

2. Content was focused on best practices.


1                2                3                4                5

3. Content was organized to provide opportunities to learn
1                2                3                4                5

new teaching strategies.

4. Training activities were designed for adult learners.

1                2                3                4                5

5. Training activities were designed for diverse
learning
1                2                3                4                5

styles.

6. Materials were organized for effective training use.

1                2                3                4                5

7. Materials were adequately covered for understanding.
1                2                3                4                5

8. Training input was received from a variety of sources.
1                2                3                4                5

9. There was an opportunity for collaborative learning.

1                2                3                4                5

10. There was opportunity to “try” instructional strategies.
1                2                3                4                5

11. Most teachers feel adequately prepared to deliver

1                2                3                4                5

instruction as “prescribed” by the training.

12. Preparation for the training was organized.

1                2                3                4                5

13. The SK&A Staff was professional and timely.

1                2                3                4                5

14. Contact with the SK&A Office was professional and
1                2                3                4                5 

timely.

15. Conversations regarding scheduling follow-up support 
1                2                3                4                5 was informative.

Use the space below and on the back of the page to share your suggestions and/or appreciations for the SK&A Staff and the training process. 
PRESENTATION COMPLETION

SUSAN KOVALIK & ASSOCIATES, INC.
The Center for effective Learning

33506 10th Place S.  -  Federal Way, WA 98003
253.815.8800 FAX: 253.815.8816
ASSOCIATE:
_________________________________________________________________


SCHOOL: _____________________________ CITY/STATE/ZIP:_______________________

# OF PARTICIPANTS:__________________
# OF ADMINISTRATORS: _______________

TYPE OF EVENT: ____________________ 
DATE OF SERVICE: ____________________

1. Main emphasis in terms of the LEARNING PRINCIPLES/BODYBRAIN-COMPATIBLE ELEMENTS: (attach a copy of your daily agenda, please)

2. List specific DVDs/clips used:

3. Brief description of any being there experience or guest speakers:

4. List specific inclusion activities or strategies used:

5. Indicate how Exceeding Expectations and the Personal  Handbook are used: 

6. List books or excerpts( list pages) used or read aloud:

7. Summarize the response of the group in general, and attach participant feedback forms for One-Day, Three- Day, Model Teaching Week, or Power Pack:

8. Recommendations for next steps:

· If possible, please submit your feedback electronically to Debora @ dschweikl@thecenter4learning.com

NEXT STEPS

Use the following as a tool to evaluate the week and offer recommendations for next steps for the school.

School Name: _______________________________
Date: _________________________

Strengths/Challenges:

Next Steps:

Goals for the School:

Which strategies emerged?

Which Power Packs would you recommend?

What is the goal for the next phase of HET implementation?

What do you hope to see as a result of this experience?

What support will teachers need in order to implement the strategies learned this week?

What can the school do to continue movement forward?

What support will the school need from SK&A?

ACTION PLANNING

School: _______________________________________________________________________

City, State: ____________________________________________________________________

Contact: ______________________________________________________________________

Primary Trainer: ________________________________________________________________

Planning Meeting Attendees: _______________________________________________________

______________________________________________________________________________

1) What needs and/or challenges emerged during the training?

2) What do you expect to see happen as a result of this training?

3) What support will teachers need in order to implement the strategies learned this week?

Procedure: If appropriate, discuss possible dates for follow-up trainings.  Pencil in dates and contact the office to contract these events.

	September


	January
	May

	October


	February
	June

	November


	March
	July

	December


	April
	


EXPECTATIONS FOR WHEN AN ASSOCIATE ACCEPTS A CONTRACT

Associate Responsibilities:

1) Return a signed copy to show formal acceptance.

2) Contact the client by sending a Receipt of Contract letter to the contact person. Acknowledge receipt of the contract and talk about when you will be in contact with the person to discuss the logistics of the training.

3) Have a phone conversation with contact person: Use the Background Survey to interview him/her about the school, goals, etc.

4) When appropriate, send in the list of material needs including the books the client should order.

One month or longer prior to event:

1) Reserve airfare, hotel, and rental car if needed.

2) Communicate with the client about any unusual expenses.

When job is completed:

1) Submit expense report, making note of any unusual expenses to finance@theCenter4Learning.com
2) Send in coaching reports/completion reports and evaluations as soon as possible.  SK&A will review the completion reports and provide any necessary feedback to the associates.

3) Send a follow-up/closure letter to the client that includes acknowledgements, celebrations, appreciations, and next steps.  Copy Debora on this letter. 

Ninety to 120 days after the training, if the client has not scheduled additional trainings, follow up with the client via letter (not phone or email).

REIMBURSEMENT GUIDELINES

Associates are hired to perform a variety of services ranging from the week-long Model Teaching Week to the one-day coaching or overview of the Model. Each type of training provided by SK&A is described in the Three-Year Plan appearing in the Associates’ Toolkit. 

All discussion with clients regarding fees takes place ONLY between SK&A office staff and the client. Prior to each assignment, a contract will be mailed to the Associate that specifies the service required and the fee to be paid. The Associate will be paid the fee specified on the contract and reimbursed for expenses as follows. 

In order to be considered for assignments, all Associates, both full-time and part-time, need a credit card in good standing that can be used to pay for trips.  In all cases of selecting air transportation, lodging, and rental car, we expect Associates to choose a service first with safety in mind and second with common sense. We do not book the most costly airline, stay in a four star hotel, or rent the deluxe car. Whenever possible, we take advantage of the discount agreements with rental car agencies (See Appendix F).  Keep in mind that expenses can be the difference in whether or not a coaching day can be booked. 

· Airfare: Actual airfare plus travel agency fee

· Ground Transportation:  Shuttle or cab fare to and from the airport, rental car, shuttle to and from job site, plus any parking costs or tolls.
· Whenever possible, the option to return the car with a full tank should be selected.  However, if there is a safety issue with filling the car with gasoline or a close timeframe between the end of the contract day and the outgoing flight, then buy the full tank of gasoline ahead of time.  Please avoid whenever possible the costly option of returning the car without a full tank when you have indicated that returning it full was your choice.

· Associates should check with their personal insurance company to be sure they are covered when driving a rental car.  It should not be necessary to purchase the rental car liability waiver.

· Mileage:  If using one’s own car, mileage to and from job site based on the current IRS allowable rate plus any parking costs and tolls

· Lodging: Room and room tax

· Meals: Actual meals costs up to $40.00 per contract and travel day – receipts are necessary

· Materials or books left at the school

· Sky Cap or Luggage Carts: Actual costs up to $10.00 for the trip
· Associates submit expenses to finance@theCenter4Learning.com 
Items that Associates purchase on the road not reimbursed to the client but may be able to be claimed on the Associate’s tax returns as non-reimbursed consulting expenses include:

· Laundry that Associates do themselves at Laundromats

· Dry cleaning items through hotels

· Room safes for the protection of valuables

· Incidentals that Associates have at home but run out of on the road such as toothpaste, aspirin, cold tablets, etc.

· Incidental food, candy bars, gum and water over the $40 per day limit

· Postage for sending bills and other items that Associates normally do at home

· If Associates carry a computer and printer – any additional computer paper, printer cartridges, glossy paper if Associates are printing photos for students, repairs, new equipment if yours breaks, repair costs, and overhead transparencies

· Materials such as 9x12 envelopes, markers, Vis-à-vis, index cards, CDs, tapes, etc. that Associates might have at home but need on the road

· Extra tips for shuttle drivers, sky caps, hotel bellmen, valet parking, housekeeping services, etc.  

· Telephone charges on hotel phone calls, some are $0.50 while others are $0.75 and higher. (Associates have a monthly phone allowance and these calls may be charged against this allowance.)

· Internet charges if Associates connect to the Internet and local access numbers at hotels that bill for all calls. Some charge $9.95 to $10.00 for a 24-hour period.

Hotel Direct Bill Guidelines
8) Many of our clients are eligible for government rates or can negotiate better than published rates at hotels particularly if they agree to have the hotel bill them directly.  This benefits the client by saving money and the Associate by avoiding credit card charges that have to be reimbursed.

9) The client should determine whether their financial services will support direct billing.  (Some grants may require payment to vendor rather than local hotel or restaurant facilities.)

10) The client needs to provide a hotel that is safe and offers onsite restaurant service.  Associates might offer suggestions if they have visited location before.

11) The client contacts finance manager at local hotel to establish direct bill relationship.  Stress the benefit of saving money to children of the district and to taxpayers.  Ask for government rate and give them district sales tax document or number.

12) The client l makes reservations and should inquire about eligibility for the government rate.

13) Associate uses credit card for personal expenses, phone, etc.

14) Hotel bills district for Associate’s lodging expenses.


Travel Hints That Will Save You and Your Team Time and Headaches
1. Begin making travel plans early. The TS has been asked to wait for you to make your plans and let them know where and when to arrive. Check airport availability as well as cost differences. You are not expected to drive long distances unless that’s the only option. If travel costs seem very high, contact the District Organizer for a suggestion. Provide the information that will help the DO make an informed decision related to your travel.

2. Make your air travel plans about a month prior to your Model Teaching Week (MTW). The longer you wait, the more expensive they can be.

3. Communicate arrival and departure times with the TS. You may want to arrive Saturday before the MTW to set up Sunday. Many times we can't get in to a facility until noon Sunday. Make arrangements early with the DO regarding Sunday set up schedule is so you can coordinate plans with the TS. 

4. Be prepared to set up your training room Sunday. Check with the DO to determine exact times your room will be available. Also remind the DO that your and the TS rooms must be ready to set up with materials available before your arrival. This is clearly written in the Timeline but sometimes a verbal reminder is needed.

5. Usually the TT rents the car for the week. Check to see that the district has budgeted for this.

6. Think about getting phone numbers from everyone on your team—email address, cell phone, and home phone numbers are good to have in case you have and emergency or miss a flight and have to leave a message. If you have a cell phone, give your team your number and be sure to turn it on when you arrive at the airport. 

7. Find out where you will be staying during your week. Give your family the hotel name and phone number. Sometimes flight delays change schedules. Think ahead about what you will need to do to get to your hotel if this happens.

8. Check with the airline you will travel with to find out what the maximum weight per bag is. Know that they will charge you LOTS for anything over their limit! Chances are you will NOT be reimbursed for that extra cost.

9. If you have more materials than you can get in your two checked bags, think about mailing some materials to the school site. Plan ahead if you do this. Call the school site to see whether or not they will be willing to reimburse you for that cost. Also know it takes time to get materials from one part of the US to another. Check to see how long it will take to have them reach your school and be sure you can trace your boxes. The best policy is to trim down the amount you take for your week.

10. What do you do if you have a stopover and you find your next flight has been cancelled? Heaven forbid! Don't lose your cool!! If you have a cell phone, while you are walking to the airline's courtesy counter, call the airline on which you are traveling and let them know your situation. Ask them how they can help you. Very often they will make a new reservation for you so all you have to do when you get to the front of the line is give them the flight number and let them know you have a new reservation. 

11. Be sure to call the person who will pick you up at the airport and let them know if your travel plans change!
RENTAL CAR CONTRACT INFORMATION
ALAMO

Welcome to Alamo's Business Benefits Program! 

You have just enrolled in Business Benefits Program which provides: 


Guaranteed year-round rates 


No charge for additional drivers 


Unlimited mileage on round-trip rentals 


Frequent traveler points 


Free Quicksilver enrollment 


Express Return service 


Leisure discounts 

To take advantage of these benefits, please use Alamo corporate ID 660401 and plan code BX whenever you have a car rental need. http://res.alamo.com/default.asp?go=Res&Target=/res/page1.asp?Ratecode=BX%26CorpID=660401
Alamo also helps you through your rental with Quicksilver service. Click here to enroll: 

https://www.alamo.com/default.asp?go=/Services/QuicksilverEnroll.asp?alamocorpid=660401

Please forward this information to your company's travelers so that they can take advantage of these benefits.  

AVIS

Our AVIS discount (AWD) number is:  Q026498

Please use on all AVIS reservations. The AWD# generates all dollar savings, providing unlimited mileage rate selections. AVIS tracks the AWD#'s rental activity to determine your free rental days earned. Corporate rates act as ceiling prices; you never pay higher than your corporate rates. 

Counter specials in various cities, if lower than the corporate rate, are discounted even further when you use your AVIS awd# Q026498 when booking an AVIS reservation, and you still earn free rental day certificates on the counter special rate if your AVIS awd# Q026498 is on the reservation. 

FOR FASTER PROCESSING:

1. FAX a copy of all completed applications, using a cover letter, to:

Attention: Sallie Wilson/Adena @ 918-664-2130

2. Please advise Sallie by EMAIL (swilson@avis.com) when FAX is sent to expedite processing time. 3. Send by mail a completed, signed, and marked as "Original," copy of the Central Billing Application to: 
Avis Rent A Car System Inc. 

Attn: Credit Department 

300 Centre Pointe Drive 

Virginia Beach, VA 23462 

4. If returning ONLY Preferred Express, use either FAX number listed below. Preferred Express Fax# 757-518-0760 or Preferred Express Fax# 757-687-2578
WHOM TO CONTACT

For Scheduling and Contracts: 
Debora Schweikl

Professional Development Liaison

dschweikl@thecenter4learning.com

For Payment and Reimbursement:
finance@theCenter4Learning.com

For support resources and promotional information:

Nita Delk

ndelk@theCenter4Learning.com

or

graphics@theCenter4Learning.com

For How to Pull it All Together:
The Center for Effective Learning

253-815-8800

253-815-8816 – Fax

info@theCenter4Learning.com
Your safety is our first priority. Plan ahead and stay in touch with your contacts. Always be prepared with back-up plans in case of delays or cancellations.





Reminder letter sent to students two weeks prior to the Model Teaching Week





SAMPLE





Confirmation letter sent to students as they signed on for the Model Teaching Week.





SAMPLE





SAMPLE





Below is a sample of a letter sent in May to parents inviting their student to participate in their August MTW.


It’s important to get and early start!








Many district organizers have asked us for sample letters they can use to organize their week. Sally Shearer of Kaleva Norman Dickson School District in Michigan was kind enough to send us copies of the actual letters to teachers and students she wrote to organize their week. Kaleva Norman Dickson School District held a K-12 Model Teaching Week so some of what you see may not apply to your training. She was generous and gave us permission to use her materials. Please feel free to use whatever will help you have a successful week! 





SAMPLE





Each Teacher of Students will send a list of supplies needed. What follows is a sample supply list that will allow you to know what to expect.  Note that the supply list will vary depending on the topic the TS teaches. For instance, if they are teaching about worms they will probably ask for live worms, soil and terrariums.  A great deal of effort is exerted by the DO gathering materials and making contacts for the being there experience. Be aware of this and plan to recruit a dependable helper to get you through this time-consuming task. Please be sure to check to see the job is done thoroughly if you give it to somebody else.





What follows is a list brainstormed by S.E.E. TS who observed Gateway School in Phoenix, AZ. Our goal was to look for signs that separate Stages 1-2 from 3-5 Enriched Environment.





The general reminders below are designed to give you ideas to consider as you plan for your MTW. It includes information about curriculum terminology, goals for the week, materials to take and leave behind.





NOTE: Below is an example of a MTW Materials Needed List for TS.  Avoid frustrations and confusion; be thorough and customize your list to reflect the topic/concept you are teaching.








SAMPLE





Please Note: Anyone who plans to participate as a Teacher of Students is required to attend our Schools Exceeding Expectations (S.E.E.)	Conference in the spring. Please contact our office if you have questions about this. Your yearlong theme, key points and inquiries should be written prior to and approved by your editor before your arrival at S.E.E. 





PLEASE BRING YOUR CURRICULUM (Word Document) AND YEARLONG THEME (PowerPoint Document) TO SEE ON A REWRITABLE CD OR THUMB DRIVE





It is sometimes difficult to recruit secondary students to participate in school-related activities. Sally spent quality time visiting middle and high schools talking with teachers and students about the Model Teaching Week. She wanted a successful secondary experience for all. The letter below was delivered to students who expressed interest or whose teachers recommended they attend the week.





SAMPLE





What follows is a typical example of the Materials Needed List and Room Set Up Preference from one of our associates. Please note that the associate working with you may have a different list. You will receive a copy of his or her list, but this will give you an idea of what will be needed. 





NOTE: Below is an example of a MTW Materials Needed List for TT.  Avoid frustration and confusion; be thorough and customize your list to reflect your needs.








SAMPLE





MAILING LIST











Please put me on the Susan Kovalik & Associates Mailing List so I'll learn about upcoming trainings. 





Please send me information about Susan Kovalik & Associates professional development options for my school district.





Please subscribe me to the SK&A listserv.  Email__________________________________________





Please send me ___________ Books for Educators catalogs.





( School    ( Home





Name: _____________________________________________





Address:  ___________________________________________





City:  _______________________ St:  _____ Zip:  _________





Phone: [          ] _____________________________________





School:  ____________________________________________











Susan Kovalik & Associates	Books for Educators


Phone:  253.815.8800	Phone: 360.825.6633


Email:dschweikl@thecenter4learning.com	Email: books4@oz.net





�





This Planning Guide/Reminder was sent by the school/district to teachers two weeks prior to their Model Teaching Week. A similar/simplified format can be used for the initial invitation to teachers in the spring, prior to the MTW.





SAMPLE





SAMPLE





MAILING LIST 











Please put me on the Susan Kovalik & Associates Mailing List so I'll learn about upcoming trainings. 





Please send me information about Susan Kovalik & Associates professional development options for my school district.





Please subscribe me to the SK&A listserv.  Email___________________________________________





Please send me ___________ Books for Educators catalogs.





( School    ( Home





Name: ____________________________________________





Address:  __________________________________________





City:  _______________________ St:  ______ Zip:  ________





Phone: [          ] _____________________________________





School:  ____________________________________________











Susan Kovalik & Associates	Books for Educators


Phone:  253.815.8800	Phone: 360.825.6633


Email: dschweikl@thecenter4learning.com	Email: books4@oz.net











© 2010, Susan Kovalik, The Center for Effective Learning, www.theCenter4Learning.com

3


24

