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This packet gives an overview of the teacher’s responsibilities in facilitating a 21st Century Community Learning Center class or event.  From the OMS 21st Century Grant:

The intention of Osborn Middle School’s 21st Century program is to provide services that compliment and support the school day activities while filling gaps children [and adults] face. Classes should focus on targeted performance objectives, offer hands-on experiences, and teaching in “real-world” context.
* If interested in teaching a 21st Century course this is your first step: Complete the Course Proposal form. Retain a copy for yourself and give a copy to Jan Parsons, Site Coordinator.

Course Requirements:

· The course or event must address one or more of the five academic goals stipulated in the OMS 21st Century Grant (see page 3 for goals).

· A Course Proposal must be completed and approved prior to Course start date. (form attached)

· A Syllabus must be written prior to Course start date and submitted to Site Coordinator. (form attached)

· A Pre and Post test concentrating on Vocabulary (should include content specific words and process and/or high-utility words) must be developed and submitted to Site Coordinator prior to Course start date. 
· Certified faculty complete and sign an Addendum Contract. Have Principal sign. One copy is forwarded to District 21st Century coordinator for approval to pay upon completion, employee retains one copy, and one copy is kept on site with Site Coordinator. Must indicate product/work expectations in detail, start and end dates, and payment option choice.
· Classified staff: must receive prior approval and complete a Personnel Action Request. Must complete a daily time-sheet, obtain Site Coordinator’s initials on completed sheets, obtain principal’s signature on completed sheets, and submit (employee is responsible) to payroll BEFORE 12 noon the Tuesday following each payday.

· Outside Vendors/Out of District Employees: Must receive prior approval and meet District guidelines for vendors.

· If anticipate less than $3000 for ALL district expenditure may be a verbal quote

· Over that: all quotes must be written

· Bids may not be split

· Payment is via a P.O through the District Accounting office, vendors may bill monthly against the bid.
Course Proposal

Site: Osborn Middle School                 Date: ___________

Instructor (s): (team-teachers must account, jointly, for all hours logged, for instance teachers may share a 4-day per week class by alternating hands-on lab work and student reflection/journaling or research work)
________________________________________________________

Description of Course: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Check the OMS 21st Century Goal(s) your class will specifically address: 

____ 1) The percentage of 7th & 8th grade students meeting/exceeding will increase while the percentage falling far below will decrease on 2008 AIMS reading, math, and writing.

____ 2) Increase the number of English Language Learning making adequate progress to become fluent English readers, writers, and speakers.

____ 3) Maintain high and viable regular participation in OMS FIREHAWK 21st Century program.

____ 4) Provide parents and families with programs that address identified needs to fill service gaps [i.e. literacy, technology, GED, citizenship classes…]

Number of Anticipated Participants: _____________________
Program Emphasis: 

(Student) Core Academic _____   Enrichment _____  Prevention ____

(Adult) ESL ______  GED ______ Parenting Skills _____  Technology ____

OTHER (specify) ________________________________________
Start Date: ________  End Date: ________ Number of Weeks: _______
Regularly Recurring Event: ___  YES   days: circle    M     T     W     Th       

   ___  NO  if no, please indicate date(s): (continued next page)

Course Proposal, continued
Facilities Requested: (Room # or location and times) __________________________________________________________________________________________________________________
Salaries: 

$ ______________ for _______ certified staff (equivalent to $25/hour) (instructional to prep time is allocated as a 3:1 ratio; it varies by the length of instructional time per session – i.e afternoon class, a.m. tutoring etc._
(CALCULATION: every 75 minute class – 3:50 to 5:05p w/ escort to bus,

has an attached 25 minute preparation/data collection time – 
classes/programs outside of this time frame are paid 
in equal ratio of 1:3 – preparation : student time)

Supplies/Materials: date needed: _________________________

$ _______________ for _____________________________________

_________________________________________________________

Transportation Needs: (outside of regular OMS Late bus schedule)
Number of Students: __________________

Destination: _________________________

Dates and Times: 

leave OMS: ___________________________________________

return OMS: __________________________________________

(ALL FIELD TRIPS MUST FOLLOW SITE AND

 DISTRICT POLICY/PROTOCOLS)

Presented By: ______________________________________________

Site Coordinator: ____________________________________________

Principal: __________________________________________________

Approved: YES     NO                Date: ___________________

Course Syllabus

Site: ________________________ Date Submitted: ______________

Instructor (s): ____________________________________________

Course Title: _____________________________________________

Brief Description: __________________________________________________________________________________________________________________

1. Targeted goals from OMS 21st Century grant: (List all) (see proposal)
2. Student Pre-Assessment description (attach copy)

3. Achievement Objectives: specific (standard-based) and measurable

(i.e. “by end of class student will be able to… “ list your course objectives)
4. Student Post-Assessment description:

5. Indicate how course is delivered “differently” from school-day 

6. List ways parents will be involved:

Course Completion/Check-Out Procedures/Payment 
During the course: assessments, attendance, lessons, and time logs must be kept up to date and accessible during class walk-through if requested.

At end of course, or mid-course if split pay has been requested, the following must be signed off by Site Coordinator before payment requests will be forwarded to the District 21st Century Program Director:

1. Student Surveys completed for all 30 day students. _________

2. Attendance records are complete, up-to-date and legible. _____

3. Course Syllabus and Proposal are on file. __________

4. Pre and Post Assessments (end of course only) completed on all students _________

5. Assessment scores recorded on Student Assessment Results form and tests attached. _______________

6. Log of hours is complete and up-to-date. ________________

Note: 

PAYMENT IS CONTINGENT UPON 
PERFORMANCE AS OUTLINED IN THE CONTRACT. 

PLEASE READ THE CONTRACTUAL EXPECTATIONS CAREFULLY.
Attendance Form

Maintain attendance, daily, for all students!

Print: Last name, First (may keep hardcopy or electronic attendance)


Indicate:  

first day entered class (E),  present (p),  no class (nc),   absent (a)

Student Name

      Month/Day/Date
2 -Week Attendance Record

        (print)                    Month              

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

!!!!!!   SAMPLE   !!!!    Attendance Form

Maintain attendance, daily, for all students!

Print: Last name, First
(may keep hardcopy or electronic attendance)


Indicate: 

first day entered class (E),   present (p),   no class (nc),   absent (a)

Student Name

      Month/Day/Date
2 -Week Attendance Record

                                                      M   T     W   Th   M    T   W   Th  

       (print)                     Sept.       10    11   12   13   14    17   18   19   
Smart, Maxwell

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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