INSERT for Step 1

Organizing Your School Year
“When we begin to more systematically close the gap between what we know and what we do, we will be on the cusp of one of the most exciting epochs in the history of education.”

Mike Schmoker, Results: The Key to Continuous School Improvement (1999)
Dear Principal –

The role of the school principal is one of the most complex and demanding jobs out there.  Instructional leader, site manager, testing coordinator, parent facilitator, budget controller, counselor and teacher evaluator: these are just some of the roles a principal must fill each day.  Is it possible?  Can anyone effectively do all that is expected of a school principal?  

Many of you continue to invest your time, energy and talent to meet the requirements of this critical link toward creating an effective school.  Everyone who has sat at the principal’s desk agrees that the only way to be effective is to be organized, proactive and efficient.

To facilitate your efforts we have put together some generic reminders and suggestions to make your planning a little easier.  These lists are not meant to be prescriptive.  This is a collection of ideas that have helped us in our years as principals and that we hope will be helpful to you.  The lists will need to be modified to fit the unique needs of your school and to best take advantage of your experience.  

Please don't be overwhelmed by the lists.  They are intended to be an organizer to help your year run smoothly.  We hope you find this helpful.
Michigan Department of Education Partner Educators

“The future of American education can be no brighter than the future of the . . . school principalship."

National Association of Elementary School Principals (1990)
AUGUST
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“Effective leaders continually ask questions, probing all levels of the organization for information, testing their own perceptions, and rechecking the facts.”








Bennis & Goldsmith, 1997
PRIOR TO THE OPENING OF SCHOOL


Make Early Contacts with:

· Secretary and Other Office Staff 

Meet and learn what is in place, how the office has been organized, what (s)he expects from you – favorite things (s)he would like to see continued and problems (s)he would like you to address. Then establish office procedures such as mail, phone calls, principal’s calendar, managing budget, ordering supplies, maintaining the master calendar, routines, workloads, medications, discipline referrals to the office, access to the principal.

· Head Custodian 

Meet to discuss the following: readiness of building for opening, effectiveness of custodial staff, allocation of furniture, safety issues, improvements needed.
· Lunchroom Coordinators, Food Servers, and Noon Aides 


Learn what the schedule has been, who is responsible for what, what works and what doesn't, and suggestions for changes.
· Staff Members 


Send each a short note about yourself, your experience and expectations, opening week schedule, and an invitation to meet with you.
· Parents  


Meet with School Improvement Team representatives and parent group leadership.
· Transportation Department 


Check schedule, routes, and drivers; invite drivers to meet with you before opening.
· Special Class Teachers and Itinerant Staff  


Find out who centrally makes assignments for your building and get their staff schedules and information; include them in staff mailing.

 
Mail a welcoming letter to all teachers and interns two weeks before the opening of school, confirming grade and room assignments, tentative class lists, and opening week schedule.  See Insert for August #1 and Insert for August # 2 for samples.  

 
Make sure all supplies and materials delivered during the summer have been checked in and prepared for teachers.  Be sure matching invoices have been paid.

[image: image4.wmf]
Bring Staff Handbook up-to-date.  


See “MI-MAP Packet 1.1 
Organizing Staff Communications” for ideas.


Establish a date for school photographs.
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
Review the school improvement plan to familiarize yourself with goals and strategies in order to review with entire faculty at first meeting.  See  MI-Map Packet - Implementing Your School Improvement Plan for implementation tips.


Create master calendar and enter due dates and special events and clarify who will be responsible for entering all programs, field trips and special events on the calendar. 


Send letters to all families welcoming them, giving date of first parent meeting, explaining important beginning information.  See Insert for August #3 for sample.


Send letter to all eligible students for safety patrol; schedule meeting prior to school starting.  See Insert for August #4 for sample.


Prepare an agenda for faculty meeting prior to the first day teachers return to work.
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
Set up a building orientation for new teachers and pair them up with an experienced staff member.


Check enrollment for each 

grade and class—


Monitor enrollment daily


verify staffing and teaching 


assignments.

Prepare parent packet to send home on the first day.  See MI-Map Packet 1.2 Organizing for Family Involvement for ideas.  Include such things as:

· District Calendar

· District materials to send out (insurance, lunch info, etc.)

· Emergency Card for each child to have completed and returned the next day

· Welcome letter that includes upbeat information, schedules, dates, guidelines

 
Review Time Management information and set up procedure to maximize the use of your time during the day.  
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 
Familiarize yourself with trends on test data. Review key data/indicators in an atmosphere of trust, where all instructional staff has an opportunity to help establish team goals.  Select one or two subject area targets for improvement based on data analysis.  


See MI-Map Packet 4.1 Whetting Your School’s Appetite for Data.
 
Inspect the school to make sure all is ready. 
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SOME ADDITIONAL OPENING-OF-SCHOOL SUGGESTIONS

· Create nametags in advance of the start of school with the student’s name, bus number, and address.

· Work with the Transportation Department to have bus drivers give each child a color-coded “ticket” to ride the bus home.  The bus number is printed on the ticket.  Teachers can collect the tickets and have a quick way to know which students are on each bus.

· Arrange for volunteers to ride each bus and help with questions.

· Take pictures of staff and display them prominently to help students recognize the teachers and adults in the school.

· Gather volunteers to meet busses and students as they enter the building, to help everyone find their classrooms and to answer parents’ questions.

· Have parents volunteer to assist with unloading and loading busses for the first week of school and to assist with kindergarten and first grade classes.

· Take pictures as new families register and use them to create a welcoming bulletin board.

· Use color-coding in the parent packets to facilitate sorting and organizing as various forms are returned to the school office.

· Have a family breakfast or provide refreshments in the main hallway on the first day.  Have parent volunteers welcome other parents.

· Organize a first day assembly to introduce staff and new students.

· Host a picnic for staff and parents before the first day of school or have a popsicle party for students and families the day before school starts.

· Have a building tour and orientation for new families.

· Assign buddy families as new students register (buddy family should have a child in the same grade as the new child).

SEPTEMBER
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GET OFF TO A WELL-ORGANIZED, WELCOMING, 

PLEASANT START FOR THE SCHOOL YEAR!
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· Compose, publish and send home newsletter to families. See Insert for September #1 for a sample.

· Collect forms and verify processing of free and reduced lunch lists.

· Prepare for official count day.  Develop attendance incentive plan.

· Meet with staff to schedule open house and parent-teacher conferences; add to master calendar.  See Insert for September #2 for a sample letter to families.

· Plan with staff for commemorative activities for Hispanic Heritage Month.

· Contact committee members and fill vacancies on the School Improvement Team and have first meeting to establish ground rules, discuss role and decision parameters. Review current School Improvement Plan and prepare calendar for coming school year.   

· Consider establishing these building committees:  Data Collection & Analysis, Professional Development, Communication, Instructional Procedures, and others.  See MI-Map Packet 8.1 Developing School Decision-making Teams for tips about getting teams off to a clear, constructive start.

· If you have a Data Committee, they should

· Identify school-wide baseline assessments in reading and math.

· Create an assessment and collection calendar (See Insert for September #3).

· Create a database to enter assessment results throughout the year.

· Share results of data collection/analysis with Professional Development Committee.

· If you have a Professional Development Committee, they should

· Complete a needs assessment to identify strengths and needs of staff.

· Summarize survey results.

· Review student assessment report from the Data Committee.

· Survey staff on instructional strategies in use (See Insert for September #4.)
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· Design and disseminate master building schedule.   (Complete this as soon as possible between the week before school starts and the end of the first full week of classes.) 

· Plan schedule and procedures for state assessments . Meet with staff to go over plan and share expectations for the whole building to support testing. See MI-Map Packet 1.4 Organizing for State Assessments for ideas.

· Meet with parent group and establish meeting schedule.

· Meet with teachers and notify them of evaluation schedule; explain procedures, options.

· Conduct initial fire, shelter and emergency drills both A.M. and P.M.

· Recheck all immunizations.

· Disseminate student profiles to teachers. (Consult central office staff to see who can assist with this and what information they can prepare for you.) 

· Check to verify that student records have been requested and received.

· Meet with special education staff to determine caseloads, IEP requirements, and dates for any needed evaluations or meetings.

· Meet with each grade level team to go over schedules (verify subject time allotments), grade level expectations, grade level and class rules, procedures for movement and recesses; collect classroom schedules (recesses, special classes, lunch, subjects).

· Circulate parent group meeting schedule and request that teachers sign up to attend.

·  Have teachers submit names for room parents.

· Prepare emergency call list for staff.

· Review materials on using “walk-throughs” to monitor curriculum and instruction. See Insert for Sept #5.  Set aside time to begin this habit.  Begin systematic records of specific dates for individual teacher walk-throughs.  

OCTOBER


· Compose, publish and send newsletter home to families.

· School Improvement Team meets to review available data and goals for the year.  Decide on need for specific “Task Teams.”  See MI-Map Packet 8.1 Developing School Decision Making Teams for tips on how to get them off to a clear, constructive start.  

· Review deadlines for probationary and tenure evaluations and eligibility for each.

· Meet with teachers to be evaluated and cooperatively develop schedules for first observation. Pay close attention to deadlines.

· If you have a Professional Development Committee, it should do the following:

· Decide on topics for PD based on staff needs assessment and student data.

· Identify resources, locations, and times for PD.

· Create and publish a PD calendar for the building. See Insert for October #1.
· If you have a Data Committee, it should do the following:

· Share results of previous year’s data collection and analysis with the entire staff. 

· Coordinate and monitor building collection of baseline assessments by all teachers.

· Staff collects baseline data on all students and adds to database.

· If you have an Instructional Design and Delivery Committee, it should do the following:

· Create a format for a grade level “Curriculum Gazette” to facilitate internal/external communication about curriculum.  See Insert for October #2.
· Be sure all materials are available for teachers to complete fall report letters (cards) and prepare for parent/teacher conferences.  See Insert for October #3 and #4.
· Review policies and procedures for Halloween.

· Fire Prevention Week is in October – disseminate information for staff and hold fire drill(s).

· Continue walk-throughs.

NOVEMBER


· Compose, publish, and send newsletter home to families.

· Send out reminders about Thanksgiving Recess.

· Instructional Design and Delivery Committee completes study of curriculum alignment and reports to staff on issues and strategies for repair of gaps.

· Review telephone tree systems and procedures for school closings because of bad weather or emergency.  Make sure parents and staff know what the procedures are.

· Continue the teacher evaluation process.

· Continue walk-throughs.

· Review school improvement goals and testing results from last year.

· Meet with special education staff and review delivery of services.  Make sure staff know referral processes for the balance of the year.

DECEMBER


· Compose, publish, and send newsletter home to families.

· Review policies and procedures for winter holidays.  Emphasize appropriate ways to recognize holidays without assuming that everyone celebrates them.

· Check due dates for evaluations.  Wrap up first cycle for probationary staff.   Complete Individual Development Plans (IDPs) with probationary teachers.

· Plan with staff for re-entry after the Winter Recess.

· Plan with staff for commemorative activities honoring African American History Month and Martin Luther King, Jr.’s birthday.

· Convene School Improvement Team to discuss State Accreditation Report and School Data Profile

· Reporting Window for State Accreditation Report  Mid-December – March 11  
JANUARY


· Compose, publish, and send newsletter home to families.  Include second semester calendar.

· Ensure that Data Collection Committee coordinates data for School Data Profile and monitors building collection of second semester baseline assessment data by all teachers.

· Ensure that staff collects baseline data on all students.

· Continue discussion of Performance Rubrics.

· Encourage teachers to complete plans for field trips and special activities for second semester.

· Continue evaluation process for teachers.

· Meet with teachers to discuss guidelines for retaining students and collect lists of any students facing potential retention in grade.  See Insert for January #1 for sample letter to parents.
· Meet with staff to begin planning activities for "March is Reading Month.”

FEBRUARY


· Compose, publish, and send newsletter home to families.

· Complete observations and evaluations for teachers.

· Follow up on possible retentions; make sure parents are informed of the possibilities.

· Meet with staff to discuss procedures and expectations for activities related to Valentine’s Day.

· Meet with staff to finalize activities for "March is Reading Month.”   

See Insert for Feb #1.
· School Improvement Reporting Window  Mid-Febuary – September 1.
MARCH


· Compose, publish and send newsletter home to families.

· Begin plans for Kindergarten Round Up, including Michigan Department of Education R.E.A.D.Y. school packs.  See Insert for March #1 for a sample letter.
· Inform parents of dates for Spring Recess.

· Review budget and deadlines for orders; plan purchases for the remainder of the school year.

· Review status of special education students and begin planning for annual and change of level IEP’s.

· Check up on the evaluation process; wrap up evaluations for probationary and tenured staff; make recommendations for tenure, IDP’s, and/or termination if necessary.

· Review enrollment and begin planning for grade organization and staffing for next year.

· Continue analysis of your School Improvement Plan.  Due September 1.
APRIL


· Compose, publish, and send newsletter home to families.

· Data Collection Committee coordinates and monitors building collection of achievement assessments by all teachers and enters this information into a database.

· Staff collects achievement data on all students.

· Disseminate revised School Improvement Plan to all stakeholders for evaluation and sign off on the plan.

· Plan Field Day.

MAY


· Compose, publish, and send newsletter home to families.

· Prepare for the transition of the oldest class to the next level and building.

· Meet with staff to plan for ending year on a high note.

· Complete purchases for next year and process all purchase orders.

· Finalize staffing plan, grade level and room assignments.

· Make sure all personnel evaluations have been completed and submitted.

JUNE


· Compose, publish, and send newsletter home to families.

· Review with teachers the process and schedule for distribution of final report cards.

· Review with teachers the procedure for closing school and make sure that they have necessary forms and instructions.  See Insert for June #1.
· Give staff time to meet by grade levels to prepare class lists for next year discussing gender, ethnicity, abilities, behavior, special needs.  Make class lists, remembering to allow for over-the-summer growth/loss.

· Meet with head custodian to discuss expectations for classrooms, proposed schedule for summer cleaning, and dates when staff can regain access to their rooms and when the office will need to be closed for cleaning.

· If room change is anticipated, be sure everything the teacher wants moved is clearly labeled with teacher’s name and new room number.

· Go over with custodian how to store and secure materials delivered over the summer.

· Give staff format and paperwork for building and textbook inventories.  See Insert for June #2 for a sample.  

· Submit updated School Improvement Plan. Due September 1.
· Collect teachers’ records of staff development activities.

                                                                                         INSERT for August #1

SAMPLE BACK-TO-SCHOOL LETTER 

TO TEACHERS

Dear 



,


Can you believe that it is already the beginning of August?  Where did the summer go?  I hope that you had a pleasurable and restful summer.  I’ve had company from Wales and some time to myself to relax and read.

Summer school was a great success.  Sally and Sue are working very hard getting rooms clean and ready for students.  Although they were unable to do the usual thorough cleaning, our building is shaping up.  A special thank you goes to both of them.

On August 24th and 25th, a crew of volunteers, through the United Way Day of Caring, will be weeding, cleaning and sprucing up the outside of the building.

Your first official day back to work will be August 23rd.  Breakfast will be served at 8:30 with a staff meeting following at 9:00.  Our meeting will last the majority of the morning.  In addition, you will need to choose two other days that week to work.

I am excited to begin a new year and look forward to working with you.  I know that you have many exciting plans for the new school year.  Our new crew of students returns on September 6.  .

Your teaching assignment for this year is______________________________________.

Enjoy the remaining days of your summer vacation!

Sincerely,

Sara Good

Principal 

INSERT for August #2


SAMPLE FIRST STAFF MEETING LETTER

Dear 


,


Welcome to the Can Do School Team!  Another summer has gone by, and it’s time to get back into the swing of things here at Can Do School.  We trust that you have had a relaxing and enjoyable summer.  We did and we’re ready to have an exciting year.


I would like to invite you to our opening staff meeting on Thursday, August 23rd.  There will be a breakfast at 8:30 with the meeting following at 9:00, lasting the remainder of the morning.  


I am pleased that you are working here, and I look forward to getting to know you better.  If you have questions, please call me at 321-7690.

Sincerely,

Sara Good

Principal

INSERT for August #3

CAN DO SCHOOL

                   Mrs. Sara Good                                               Mrs. Kathy Heart

                          Principal                                                         Secretary

Dear Parents/Guardians of students of Can Do School,

Welcome back to school!  I’m sure that you all had a fun-filled summer and are anxious to be back into the routine of school.  We would like to extend a very special welcome to all of you who are attending Can Do for the first time.  We’re ready to begin an exciting year working together with you!

The first day of school for the ______ school year will be Tuesday, September 5th.  This will be a full day with breakfast and lunch being served.

	SCHOOL HOURS

8:40 a.m. -3:40 p.m.

Instruction Begins at 8:45 a.m.

Half-Day Kindergarten

8:40 a.m. -11:53 a.m.

Instruction Begins at 8:45 a.m.


The breakfast and lunch program will begin on September 5th.   Breakfast will be $1.00 and hot lunch will be available for $1.60.  Milk may be purchased for 40 cents.  Breakfast will begin at 8:20.  Watch for more information regarding these programs in the packet which will come home with your child the first day of school.

Safety Patrols  Safety patrols are on duty at 8:20 A.M., again at 11:53 a.m. and after school until 3:50 p.m.  The safeties are located on each of the corners near the school, on all doors and in the kindergarten rooms.  Safety is our main concern.  Please do no send children to school before 8:20 a.m. and encourage them to come directly home after school.  Thank You. 

All doors are open until 8:50 A.M. at which time they are locked from the outside, with the exception of the front door by the office.  This is for the safety of our children.  
INSERT for August #3 (cont.)

Absences  Please call the school, 321-7690, if your child is going to be absent or tardy.  Mrs. Heart will be in the office at 7:30 a.m.  When a child is absent and we have not heard from a parent, we will call to verify the absence.  Please send a written note stating the reason for the absence on the day of their return.  If your child is going to be tardy and wants a hot lunch, please order it when you call.  Lunch count is taken and ordered by 9:00 a.m. each day.  If your child is late and has not ordered lunch, there will be no lunch available for him or her.  
	Bus Schedule  The bus schedule will be mailed to you from the bus garage by the end of the week.  The telephone number is 321-6605.

Students must be at the bus stop 5 minutes before their scheduled pick-up time.
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The buses pick up and drop off students on the Shubel side of the building.  Please use the North side of the building for auto pick-ups and drop- offs.  Instruct students to cross at the corners.  Thank you!  
STUDENT PLACEMENT

Your child has been placed with the following teacher (indicated below).  This placement is tentative, depending on last minute changes in enrollment.

Student__________________________Teacher/Room_______________________________

Parents/Guardians, please join us in the front hallway for 

Refreshments and conversation at 8:40 a.m.

Welcome back!!

Can Do School

423 N. Can Do Street

Urban, Michigan  48864

(333) 321-7690 Phone

 (333) 321-7692 Fax

INSERT for August #4

SAMPLE SAFETY 

PATROL LETTER

Dear Fifth Graders,

I hope that you had a great summer!  I did and now I’m ready for a new year to start.  I know that some of you are very interested in being safety patrols this year.

There will be a safety patrol meeting before school starts on Friday, August 28th from 3:00 to 4:00.  We will meet in the library at Can Do School.  If you are interested in becoming a safety this year, try to come to the meeting.  If you can’t make it, you will still get to be a safety during the year.

Call the office if you need a ride or have questions.

Can Do School  (517) 321-7690

I’m looking forward to seeing you!!!

Sincerely,

Mrs. Good

Principal
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	Volume 1                                                                                                         September ____


Can Do has 333 excited eager students 

who are already hard at work in 

classrooms.  Our staff is very pleased to
CAN-DO STUDENTS ARE:

be back and working with our students. 

RESPECTFUL

A special welcome goes out to our new 

RESPONSIBLE

and returning families. 

REASONABLE

Our opening day was extra special this

year as CLASS member, Ms. Sharon 

Bommarito and Board of Education 
AFTER SCHOOL STUDENT PICK-UP  

Member, Ms. Denise Chrysler  
Thank you for using care when picking

welcomed Can-Do students to the
up students after school.  As you know

new school year.  We are also very 
the traffic is very heavy on the Harding

happy to introduce our new staff
side of the building.  It is so very

members.      
important to have children cross at the


corners, even if they are with an adult. 

              Teachers
Crossing in the middle of the block is 

         Mrs. Ann Earles 
VERY Dangerous, due to the high volume 

            Kindergarten 
of traffic.  Please pick up children on

         Mrs. Jane Salstrom 
time.  There is no supervision after 3:50 p.m.

           Literacy Leader 
for them as school dismisses at 3:40 p.m.


Thank You!
Fifth Grade Instructional Assistants

     Mrs. Mary Lee Ballor 
HELP US SAVE!!!!

       Mrs. Patricia Jones 
The following items are being collected


by Can Do School:

Michigan State University

     Intern Teachers 
Campbell Soup Labels,  Spartan 

   Mr. Jarrett Cogswell 
UPC’s, and Big G Boxtops-We cut and

           Room 204
 bundle these for free educational

   Ms. Angela Gottschiling 
materials. 

           Room 210  
Plastic Meijer Bags – These are 

        Ms. Alana Hanson
redeemed for classroom items.

           Room 103
Used Printer Cartridges – These are

        Mr. Nathanial Jost
turned in for cash used to purchase

           Room 201
school supplies.  We receive $1-2 for

        Ms. Jessica Styles
each.

           Room 211

INSERT for September #1 Page 2



	Volume 1                                                                                                       September ____


Attendance

It is very important to your child’s education that he/she be on time and in school each day.  The first few minutes of the day set the tone for the entire day.  It is also important not to pick students up early in the afternoon.  Closure on lessons is given and students need time to get organized for the next day.  We will be working very hard this year to improve attendance and decrease tardiness.  Mrs. Azar, our Student Assistance Provider, and Mrs. Good will be working together with parents/guardians and students to give the best opportunity for learning to take place.

Meet the Teacher Night

We will be having our annual Open House on Tuesday, September 25th, beginning at 7:00 p.m.  Students are encouraged to attend with their parents.  An overview of the year and introduction of teachers will take place in the gym. Adults will then proceed to classrooms to learn about grade level curriculum.  Students will be treated to a storyteller in the gym.  We will also have a book fair where exciting reading materials may be purchased.  

 Building entrances are locked from the outside during the day for the safety of our students.  The front door near the office is accessible from outside.  This is a district-wide safety policy.  We apologize for any inconvenience which this may cause.

PTA CORNER
Welcome, to our new PTA Officers!!!                                      

Mrs. Tracy Hartling

     Co-President                                                                                            

Mrs. Chris Brunette

      Secretary

Ms. Rebecca Gamez

      Treasurer

Mrs. Rebecca Fandel

       RIF Chairperson

We are looking for a Co-President.  If you are interested please call the office.

Our PTA meetings will be held monthly on the second Tuesday of the month,  beginning in October.  Watch for further information.

We will be having a Family Fun Fest on Friday, October 26th in the evening.  Volunteers will be needed!  Look for the sign up at the Open House

	Please return as soon as possible the enrollment forms, emergency information, Parent-Teacher-Student Compact, as well as the video and fieldtrip permissions.  Thank you.


INSERT for September #1 Page 3

Can Do School _____ Calendar

First Semester



Tuesday


September 5th

K-5 Classes Begin

Tuesday  


September 26th 

School Open House 7:00 p.m.

Wednesday  

September 27th 

State Count Day

Wednesday 

October 11th  

No K-5 Classes

                    





(District Professional Development Day)





October 12-25th     
All School Fundraiser
Wednesday  

November 1st   

No K-5 Classes

                                         




(Conference Planning)

Tuesday  


November 7th             
No K-5 Classes p.m.

                                          




(Conference Planning)

Wednesday   

November 22nd 

No K-5 Classes p.m.

                                                                         


(Offset for Night Conference)

November 23 and 24 _____           Thanksgiving Break

December 22 - January 5 ______    Winter Break

Monday  


January 8th                 
Classes Resume

Monday 


January 22nd               
No K-5 Classes

                                                                                                       (Dr. Martin Luther King Jr. Holiday)

Friday      


January 26th                
No K-5 Classes

                                                                                                       (Records Day/End of the First Semester)

PLEASE SAVE
INSERT for September #1 Page 4

Can Do School   _____  Calendar

Second Semester



Monday  

January 29th    

Second Semester Begins

Wednesday
February 14th 

State Count Day

Friday  

February 16th  

No K-5 Classes

Monday 

February 19th  

No K-5 Classes

                                                                                  
(President’s Day Holiday)

Friday 

March 30th 

No K-5 Classes

                                                                           

(Good Friday)

April 2 - April 6 ______    Spring Break

Monday 

April 9th 


Classes Resume

Wednesday 
April 18th  


No K-5 Classes

                                                                                     
(Conference Planning)

Friday   

May 4th


No K-5 Classes

                                                                                      
(Night Conference Offset)

Wednesday 
May 16th   


No K-5 Classes

                                                                                       
(Teacher Planning)

Friday  

May 25th


No K-5 Classes

                                                                                       
(Night Conference Offset)

Monday 

May 28th 


No K-5 Classes

                                                                                        
(Memorial Day Holiday)

Thursday  

June 14th


Last day for K-5 students

                              



AM Classes Only

PLEASE SAVE

INSERT for September #2

CAN DO SCHOOL OPEN HOUSE


Tuesday, September 25, _____

7:00 p.m.

Please join us to meet your child’s teacher, and 

to learn about our Curriculum and our Annual Report.

Schedule

                                         7:00-7:20     Presentation in the GYM

                                         7:30-7:50     Classroom Presentation

                                         7:55-8:15     Classroom Presentation

                                         8:15-8:30     Book Fair


Students will stay in the Gym during the classroom presentation for the SPECIAL program.

The two classrooms having the most families present will be treated 

to a popcorn and movie party.




INSERT for September #3

Database Calendar for Assessments and Data Collection

	August

Assessment and date

Who administers,

scores and tabulates

Who collects and

records


	September

Assessment and date

Who administers,

scores and tabulates

Who collects and 

records
	October

Assessment and date

Who administers,

scores and tabulates

Who collects and 

records


	November

Assessment and date

Who administers,

scores and tabulates

Who collects and 

records
	December

Assessment and date

Who administers,

scores and tabulates

Who collects and 

records


	January

Assessment and date

Who administers,

scores and tabulates

Who collects and records


    INSERT for September #4

Instructional Design and Delivery Strategies

The instructional/learning strategies we choose to use in the classroom have great impact on student achievement.  Please review the list below and make a judgment about how often you use each of the strategies.  Use a checkmark to give yourself a score of 1–5 for each of the strategies.  

Introductory (1) – You’re unfamiliar with this strategy.

Intermediate (3) – You’re familiar with the instructional strategy and but have used it on a trial basis.  It might be a strategy you would use more often if you had more training. 

Advanced (5) – You use this strategy regularly as an integral part of your instructional design and delivery.

	Instructional Strategy
	1
	2
	3
	4
	5

	Assessing prior knowledge
	
	
	
	
	

	Alternative assessment techniques
	
	
	
	
	

	Cooperative learning
	
	
	
	
	

	Graphic organizer/visual tools
	
	
	
	
	

	Project-based learning
	
	
	
	
	

	Bilingual education
	
	
	
	
	

	Learning centers
	
	
	
	
	

	Scientific process lesson design
	
	
	
	
	

	Behavioral/Academic student contracts
	
	
	
	
	

	Library and research skills
	
	
	
	
	

	Manipulatives - math
	
	
	
	
	

	Hands-on – science, social studies
	
	
	
	
	

	Multiple intelligences
	
	
	
	
	

	Problem-based learning
	
	
	
	
	

	Inquiry-based discussions
	
	
	
	
	

	Student-led decisions
	
	
	
	
	

	Book club (literacy model)
	
	
	
	
	

	Thematic instruction
	
	
	
	
	

	Writing in the content area
	
	
	
	
	

	Process writing
	
	
	
	
	

	Classroom management
	
	
	
	
	

	Writing to a prompt
	
	
	
	
	

	Using rubrics to assess learning
	
	
	
	
	

	KWL
	
	
	
	
	

	List Others you find useful below:
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


INSERT for September #5-A

WHAT IS A WALK-THROUGH?

A Walk-through is a brief (3-4 minute) snapshot of what is occurring in the building and/or classroom with an emphasis on the following:

1. What is going on in the building?

2. What is being taught?

3. What instructional strategies are being used?

4. What students are doing?

5. What are the observable cause-effect relationships?

SUMMARY OF INFORMATION ABOUT WALK-THROUGHS

· The purpose of a walk-through is to increase our capacity to become more reflective in thinking about how to support school staff, the use of instructional strategies and the delivery of our district curriculum.

· Research has indicated that the use of walk-throughs can help a school building staff become more self-analytical and more self-directed.

· The person who conducts a walk-through may leave a brief note with the principal or teacher at the conclusion of the walk-through.

· A 2-3 minute conference may be conducted, focusing on one aspect of the walk-through.  Staff members usually request such a conference.

· The person who conducts the walk-through may take notes in order to remember what was seen and to keep information gathered from several walk-throughs separate.  These notes are not used for any other purpose.

· Walk-throughs are designed to be positive, reinforcing experiences for staff members.

INSERT for September #5-B

SUGGESTIONS FOR WALK-THROUGH VISITATIONS

· Specify time-on-task the moment you walk into the room.

· Derive the curriculum objectives being taught.

· Content

· Context

· Cognitive level (knowledge, comprehension, application, analysis, synthesis, Evaluation)  


   (recall, process, analyzing, contrasting & describing, application)
· Compare taught curriculum to school/district curriculum for congruence (When you get back to your office).

· Determine alignment of activities/resources to objectives, if known.
· Determine effective teaching practices taking place and teacher-learner interactions.

· Identify strategies being use on specific school/district focus, e.g. (classroom management, reading, cooperative learning, etc.).

· Specify other objectives and teaching practices observed in artifacts on walls, charts, chalkboard, centers, etc.

· Determine amount of student work displayed.

· Identify any safety issues.

· Observe relationships.

SUGGESTIONS FOR PLANNING FEEDBACK

· Make a conscious decision to give or not to give feedback.

· If yes, decide what you will give feedback on – curriculum or instruction. 

· Specify type of feedback – oral or written.

· Decide how specific your feedback will be to the principal and/or staff member.

· Formulate feedback to reinforce teachers and/or help them refine their practice.

· Plan when to give feedback.

INSERT for September #5-C

CENTRAL OFFICE MONITORING CHECKLIST

School:__________________________________                                    Date:_________________________________
Use the data acquired from your weekly “Monitor Walk” to share your feedback with the school.

Please check the items that were observed.

FOCUS                                                                                                   


Observations/Comments
	Physical Environment

_ Halls and classrooms are well maintained and orderly.

_ Bulletin boards reflect current work.

_ Hall bulletin boards and displays show exemplars.

_ Effective practices are reflected in the classroom e.g. seating, etc.

_ Supplies are organized and accessible.
	

	School Climate

_ Students are orderly in the halls and classrooms.

_ Students and teachers are respectful.

_ Students are aware of school behavior code and expectations.
	

	Technology

_ Computers are working and accessible.

_ Technology is integrated into instruction.

_ Students use technology in a seamless manner.
	

	Lesson(s) Observed

_ Programs and initiatives are being implemented.

_ Appropriate materials are available for instruction.

_ The aim/objective of the lesson is clearly articulated.

_ Students are on task and engaged in the activity/lesson.

_ Effective classroom management strategies are utilized.

_ Lesson is adapted to meet the various learning style needs.
	

	Curriculum (Math)

_ Math manipulatives are utilized and accessible.

_ Math pacing charts are being used.

_ The use of math vocabulary is evident.

_ Math problem solving it taught.
	

	Curriculum (Reading)

_ Instruction reflects the elements of reading.

_ Reading pacing charts are being used.

_ Reading is taught in two uninterrupted blocks at a time.

_ Effective reading strategies are being utilized.

_ Grouping is done to meet the needs of the individual student.

_ Students are actively engaged in the learning process.
	

	Curriculum (Science)

_ Content reflects district core curriculum and pacing chart.

_ Science journals are used regularly.

_ Science materials are available.

_ Students are actively engaged in science activities.
	

	Curriculum (Social Studies)

_ Instruction reflects pacing calendar and curriculum.

_ Current events are incorporated into the lessons.

_ Students are actively engaged in discussions.

_ Maps/globes/almanacs and other reference materials are used.

_ Social studies notes reflect critical thinking.
	


INSERT for October #1

Can Do School

Professional Development Overview for ___________

	Professional

Development Activity
	Dates
	Provider
	Staff Involved
	Connection 

With Goal
	Evaluation
	Resources/

Cost

	
	
	
	
	
	
	

	Partnership for

Success Seminar

Capacity Building


	November 14
	Keynote Speaker

PfS Facilitators
	Principal

Teacher leaders
	Collection of Data
	PfS Evaluation
	Substitutes

	Writing Rubric Design
	November 17

November 18
	Literacy Teacher

Principal
	K-3 Staff

4-6 Staff
	Writing
	Creation of grade

Level writing rubrics
	6 substitutes

Food

	Book Group

Reads “Results”


	December

January
	Principal

Teacher A
	Identified Staff
	Student

Achievement

All Areas
	Participation

Implementation of

Learning
	Books

	Writing Conversation

(2 hour Informal discussions)


	January-

February
	Writing Facilitator
	K-6 Staff
	Writing
	Implementation of 2

Ideas discussed
	15 Substitutes

	Partnership for

Success Seminar -

Leadership


	February 20
	Keynote Speaker

PfS Facilitators
	Principal

Teacher leaders
	Leadership/School

Climate
	PfS Evaluation
	Substitutes

	Motivational

Strategies Pt. 2
	March 12

½ Day Session
	National Presenter
	K-8 Staff
	School Climate
	Presenter Evaluation
	$1200

Presenter

Materials

7 Substitutes

	Michigan Reading

Association

Conference
	March 8-11
	Various presenters
	Literacy Teacher

2 classroom

teachers
	Reading/Writing
	Sharing of two ideas

at staff meeting
	2 substitutes

	Analysis of Grade

Level Reading Data


	May 25
	Principal

SI Chair

Literacy Teacher
	All Staff
	Reading
	Completion of 

feedback form
	1 Additional hour

(15 hours)

Food


INSERT For October #2


Curriculum Gazette

Headline News

Kensington Elementary School
Grand Rapids Public Schools

School Year _____
	Theme/Unit of Study




	Literacy and Language Arts
	Mathematics



	Science
	Social Studies




	The Arts




	Special Upcoming Events




INSERT for October #3

WE NEED YOU!

Dear Parents and Guardians,

It’s time for Fall conferences.  You should have received a notice for a scheduled time for your child/children.  Conferences will be held on October 16th, 17th, and 19th.

You and the teachers are a team that work together to promote the most success for your child.  The conference is a VERY important time for you to meet and discuss the following:

· Progress in school

· Homework

· Praise for you child’s good work

· Suggestions on how to work together with your child

Please join us!  It is important for you to come!!!

CHILDCARE, DOOR PRIZES, REFRESHMENTS, TIPS FOR 

PARENTS AND TRANPORTATION 

WILL BE PROVIDED.  CALL 321-7690 

IF YOU NEED A RIDE!

Sincerely,

Sara Good 

Principal

INSERT for October #4

Can Do School

Parent-Teacher Conferences

Spring _____

We are now beginning to schedule Parent-Teacher Conferences.  This is an individual time for you to spend with your child’s teacher discussing progress and future plans.  It is very important that you attend.

Please complete and return this form by Friday, March 20th
CHECK YOUR PREFERENCE FOR CONFERENCE DATE AND TIME.

_______   Tuesday, April 10th             Evening Conference

                                                             5:00 PM – 8:00 PM

_______   Tuesday, April 17th             Evening Conference

                                                             5:00 PM – 8:00 PM

_______   Thursday, April 19th           Evening Conference

                                                             5:00 PM – 8:00 PM

Time preferences for your chosen date:   _____1st Choice  _____2nd Choice  _____3rd Choice

Please list all children in your family who attend Can Do School.
	Student
	Grade
	Teacher

	
	
	

	
	
	

	
	
	


_________________________________       ___________________________________

Parent/Guardian




Phone

INSERT For January #1

January ______

Dear Parent/Guardian:

As we reach the midpoint of our school year, we have been carefully evaluating your child’s progress.  According to the Urban School District Board of Education Policy 4685, before students are promoted to the next grade, they must master specific skills in the areas of reading and math.

Your child is experiencing some difficulty in his/her current grade level, and we believe at this time they may not be able to master the skills needed to advance to the next grade. 

We would like to talk with you regarding the possible retention of

_______________________________________________   Grade__________________.

Listed below are some areas of difficulty for your child:

No decision is being made at this time because there is still room for progress to be made. By working together, we hope to help your child improve so that retention will not be necessary.

Please contact the school about setting up an appointment to discuss the concerns.

Thank you for your cooperation.

Sincerely,

Bob Collins                                                          _________________________________

Principal                                                                                     Teacher

INSERT for February #1



The goal of March is Reading Month is to increase student reading time and aim for 350 minutes in each class during the entire month.  If classes meet their goal, Mr. Simmons will take students for a ride in a stretch limo around the block.  Other goals are to let students have fun reading and to build school spirit!

Following are activities that the entire school will be part of:

1. 
Common DEAR time – All classes will take part in Drop Everything and Read (DEAR) from 8:10-8:30 on Tuesdays and Thursdays.  If this is during your special, please schedule it at another time.  You will be given some type of vehicle to post outside your door.  Each day after you Drop Everything and Read for 20 minutes, you will place a sticker on the vehicle.  On Tuesdays and Thursdays, all classes read at the same time; on other days, students read on their own.  Encourage students to read about other places in the US.

2. 
Mystery Reader – A pre-recorded passage will be read on the PA by a teacher each Tuesday and Thursday.  Students will guess the name of the teacher who is reading the passage.  Guesses will be sent to the office to be placed in a box.  At the end of the day, the name of a student who correctly guesses will be drawn and read on the PA, and the student will come to the office for a prize.

3.  
Turn off TV night – A note will go home to students and parents about turning off the TV and reading.  Please discuss this with your students prior to and following the event, March 11th.

4.  
Media Day – We will have video tapes and popular books.  They will be available for checkout on Thursday and Friday.  Please show one video to your students.  If possible, read the book prior to the showing of the video.

5.
Read A Shirt Day    Everyone wear a “shirt you can read,.”  Tuesday, March 4th.

INSERT for February #1 (cont.)

6.  
Black and White Day – Everyone wear black and white.  There will be activities to do with the newspaper and other periodicals on that day, if you choose.

7.  
The Cat in the Hat will be visiting K-3 classes during their Media time.

8.  
Guest readers will be coming into classes to read.

9.  
Choose at least one of the following activities…why not try one or more of these exciting activities instead of your regular Language Arts Lesson?

· Create a poster advertising a favorite book or Reading Month.

· Buddy Day – Do something together with your Buddy Class.

· Decorate your door depicting a favorite book.

· Decide on a “bestseller” list of ten favorite books.  Display this list outside of your class.

· Create Book Marks or Door Hangers.

· Choose a character from a book and write him/her a letter.

· Make placemats about a favorite book.  Donate them to a nursing home.

· Make a mobile about a favorite book or story.

· Read a book together as a small group or a class.

· Make a diorama, mobile or collage about a book.

· Have students keep track of the books they have read on a Reading Log.

· Have each student do a Favorite Book Survey and make a graph showing the information.

· Have a reading Pajama Party.  Have students bring pajamas, a pillow, blanket, and favorite stuffed animal to read to.  (Probably works better with lower elementary)

· Have a beach party.  Bring shorts, sunglasses, towels and read.

· Have a stuffed animal read-in day.

· Read Dr. Seuss Books and fix green eggs and ham.

· Invite the Principal to come into your class to read.



INSERT for February #1-C


Dear Can Do Parent/Guardian,

Please join us as we READ ACROSS AMERICA.
During the next four weeks, we are going to be doing some very creative and fun activities to promote reading.  Attached is a calendar that lists activities we will be doing here at the school as well as ideas to do at home.

The staff encourages you to read TO and WITH your student.  Ask questions, discuss character, help predict what will happen next, and above all, ENJOY books, newspapers and magazines with them.

Several other activities you can do:

· Take your student to the public library and get him/her a library card.

Watch for special shows and exhibits.

· Turn off the TV and have a special time for reading, especially on Tuesday, March 11, ______.

Happy Reading

The Can Do School Staff

“The single most important activity for building the knowledge required for eventual success in reading is reading aloud to children.” 

From Becoming a Nation of Readers
INSERT for February #1-D





	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT

	
	
	
	
	
	
	              1



	                2

Happy Birthday

Dr. Seuss
	            3
	                 4

DEAR

Read A Shirt Day

Mystery Reader
	            5
	               6

DEAR

Mystery Reader
	                7
	              8

	                9
	             10   
	                 11

RIF

DEAR
Turn off TV Night

Mystery Reader
	           12

RIF

Alice Terry

5-8 AM

K-4 PM
	               13

DEAR

Mystery Reader
	              14
	             15

	              16
	             17
	                 18

DEAR

Mystery Reader
	           19
	               20

DEAR

Wear Black & White Mystery Reader
	              21
	             22

	              23
	             24
	                25

DEAR

Mystery Reader
	           26
	              27

DEAR 

Media Day

Mystery Reader
	             28

Media Day
	             29

	               30


	             31
	
	
	
	
	


GOAL:
Each classroom will participate in 350 minutes of Drop Everything and Read


(DEAR) time during the month (20 minutes per day).

Mr. Simmons will chauffeur classes that meet their goal around the block in a limousine!

INSERT for March #1
It’s Kindergarten Registration Time at Can Do School

[image: image2.wmf]
Wednesday, April 24th
3:00-4:00 PM

6:30-7:30 PM

Thursday, April 25th
9:00-10:00 AM

Please call school at 321-7690 to make an appointment!

We will have activities for parents and for students!!

Please bring the following with you:

1.   A certified copy of the child’s birth certificate

2.   Up-to-date immunization records

3.   Proof of residency 

This could be a recent rent receipt, mortgage payment 

or utility bill verifying your name and address.
INSERT for June #1

CAN DO SCHOOL

CHECKLIST FOR SCHOOL CLOSING  _______


  1. 
Student Progress Reports sent home June 13, 2007.

Envelopes/labels are in office.  State whether promoted or retained.  If you are retaining a student, you must first have a parent conference and have them sign the completed retention form.  Do this ASAP.


  2. 
Desk Cards – Make sure all cards are signed and dated.

All desk cards should be brought to the table outside the office by Thursday p.m., to be sorted alphabetically by SCHOOL.


  3. 
CA60’s  The following information is essential in each CA60. Please ensure accuracy.



   A.
Enclose all Student Progress Reports in CA60’s




   B.
Include SAT, CMS and MEAP Profile Sheets/Stickers.




   C.
White health form – Record the following:






   1.
Hearing – note special referrals






   2.
Vision – note special referrals






   3.
Illness, hospitalizations recorded






   4.
Note physical, emotional, psychological factors that 

have been referred this year




   D.
Yellow Insert – Scholastic Data






   1.
Record year and grade






   2.
Recording reading level






   3.
Promoted – YES or NO






   4.
Mark attendance based on 182 days.

Days absent plus days present should equal 182 days.  If there is no attendance from a previous school, mark only days present at Can Do School.






   5.
Mark tardies.






   6.
Sign your name vertically






   7.
Stamp SEE ENCLOSED EVALUATION 

(stamp in office)




   E.
Yellow Insert – Family Data and Test






   1.
Update new children born this year






   2.
Update family data – marital status, change of 

address, etc.




   F.
Standardized Test Insert (Blue)






   1.
Place MAT scores strips in proper place






   2.
Record any other important test scores.

   G.
Attendance Summary – back and inside of CA60






   1.
Mark attendance and tardinesses for year






   2.
List causes of extended absences

   H.
Place all CA60’s in boxes by class on table near office.

Students who have moved, indicate by a note on the front.


   I.
Place <date> on the cover of fifth grade files under date left.

Clean out all extra material.

Insert for June #1 (cont.)


   J.
Include folder with <date> writing samples in the back of the CA60.  

This is a requirement of our building plan.

PLEASE DO NOT LEAVE LUNCH CONDUCT WARNING OR OTHER DISCIPLINARY LETTERS IN CA60

  4. 
Inventories




   A.
Keep all reading material in your room.




   B.
Take inventory of all other textbooks and return by June 13th.

Please make sure you give this to me by Wednesday.  I must do a school inventory.




   C.
Return all borrowed materials and extra art supplies to proper 

places.




   D.
Lock your AV equipment in the closet in your room.  If any 

Equipment needs repair, return to the office with a description of 

the problem.


  5. 
Rooms




   A.
Clean and dust cupboards, stack materials and cover any open

shelves containing material with paper.




   B.
Place all personal items together in a safe place and label them.




   C.
Have students clean their desks and lockers completely before 

they leave.


             
D.
Cover computers with plastic bag.  Dust them off.  Unplug cart from wall first. If you wish to check out a computer for the summer, sign the sheet on the bulletin board. 


  6. 
Return




   A.
All science material signed out to you this year.


  7. 
Return to office before you leave:




   A.
Keys – filing cabinet, closet and room.




   B.
Copies of class lists for <date>.  We will meet to make up class

lists on Thursday, JUNE 13th at 2:00 PM in the Media Center.




   C.
List of P.E. equipment and any teaching supplies you might need

for next year.  (No promises, but orders will be filled, if possible!)




   D.
Submit all Student Progress Reports not taken home by students.

They will be mailed.

Please make every effort to get your room in order as soon as possible.  Our custodians will need to start cleaning. Thank you for ending this school year so successfully!! I appreciate all the extra effort every one of you puts forth.  We are a great team!!!

I have completed the above activities and all is in proper order.

Signature___________________________________

Summer Addresss_______________________________Phone________________

HAVE A TREMENDOUS SUMMER!

Insert for June #2

Textbook Inventory ______

Please indicate the number of textbooks/teacher editions that you have in your room.  Please be accurate.  Do not count books that you have loaned to someone else, only those that you have now.

	
	Student
	Teacher Edition

	

	Handwriting

Zaner-Bloser


	
	

	Reading

Houghton Mifflin 


	
	

	Mathematics

Houghton Mifflin


	
	

	Science

MacMillan/McGraw Hill


	
	

	Social Studies 

Silver Burdett


	
	

	Spelling

Riverside


	
	

	Other


	
	


Thank you for doing this so quickly.  RETURN TO THE OFFICE BY JUNE 11TH.

Teacher________________________________________________________

September 1 of 2





August 3 of 3





August 2 of 3





August 1 of 3








“Schools are living organisms, and like all healthy living organisms they are characterized by continual flow and changes in their metabolism involving thousands of biochemical reactions.  Stable systems are dying systems. Vital schools, like all living organisms, continually maintain themselves in a state far from equilibrium.  This is the state of life.  Stability emerges through the average, over time, of the ebb and flow of energy through the system.”  


Garmston and Wellman, 1999








“I cultivated the ability not to see problems as problems and to ignore bureaucratic edicts.  I practiced delaying implementation of the newest contrived and mandated “solutions” for at-risk kids…To me, the challenge of education is simple: To teach the children who come, regardless of race, religion, ethnicity, socioeconomic background, or gender, how to read, write, think, compute, appreciate the arts, speak well, and behave in socially acceptable ways, so that they can become economically independent, contributing members of society.”                    Monroe, 1997








“My biggest priority is to keep a sense of perspective…and always reevaluate.  If you’ve bitten off more than you can chew, jump back.  If things aren’t going along well, pull people in and talk about it as a staff.  We continually explore where we need to go and what we need to do.  I’ve found if you include the staff in all phases of your operation, if you include them in the process, they will do more than you ever thought they would.”  


Brown and Moffett, 1999





“Because of the isolation and uncertainty characteristic of the profession, teachers are most responsive to praise bestowed for school-related success.  Whenever possible, principals should commend specific professional accomplishments of individual teachers.  Group praise can be used to increase the opportunities for recognition, but it too should be tied to specific achievements.”


  Blasé and Kirby, 1992








“What really counts in public education is that students succeed and become thinking, knowledgeable, and productive citizens, regardless of which path in life they choose.”


Ciliberto, 2001





“Of the 20 or more most powerful teaching strategies that cross subject areas and have a historical track record of high payoff in terms of student effects, we speculate that fewer than 10 percent of us – kindergarten through university level – regularly employ more that one of these strategies.”


Joyce, Wolf, and Calhoun, 1993





“Overload and fragmentation are the enemies of success.”          Garmston & Wellman, 1999





“Most of us are workaholics.  We don’t have a concept of time.  We just do the work because it needs to be done.  We work nights and weekends.  But at some point you have to have enough self-knowledge and restraint to say: ‘It’s time.  That’s enough.  Those of us who burn out don’t hear the voice inside that is saying: ‘You need to stop for awhile and take care of yourself.’”                       Brown and Moffett, 1999





“School climate may be one of the most important ingredients of a successful instructional program.  It is the school’s “personality.”  Without a climate that creates a harmonious and well-functioning school, a high degree of academic achievement is difficult, if not downright impossible, to obtain.”


Hoyle, English, and Steffy, 1994





“We cannot achieve quality learning for all, or nearly all, students until quality development is attained and sustained for all teachers.”               


Fullan, 1994





“Developing shared vision is the daily work of leaders.  It is ongoing and never ending.”                  Peter Senge, 1990





“Data for making informed decisions and reporting objectives are essential to the operation and leadership of the profession.”                 Tanck, 1994





“The decisions so quickly available from intuition must sometimes be checked for accuracy by formal analysis, while those produced by careful analysis must generally be confirmed intuitively for face validity.”


Mintzberg, 1994





September 2 of 2
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