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Welcome to the Melrose Public Schools! 
We are very excited to have you as a new addition to our school district and look 
forward to the new ideas and practices you will bring to our schools! 
 
The New Teacher Handbook contains valuable tips that will help you get off to a 
great start this year. It is meant to make your first year a little less stressful and a lot 
more fun! It may not answer all your questions, so we encourage you to ask your 
mentor, colleagues, and administrators if you are ever in need of guidance. 
 
We hope that this handbook will be useful to you in your first year and in many years 
to come! 
 
Additional information: 
Please refer to the Melrose Public Schools website, www.melroseschools.com, for 
specific information regarding: the district, specific schools, technology, news, and 
other important links. The “Curriculum” link provides information specific to the 
curriculum, and much more. 
 
Best wishes for a wonderful year! 

 

http://www.melroseschools.com/


 

Melrose Public Schools Vision Statement for the Year 2018 
 

The Vision Statement provided below describes the desired state of the Melrose Public Schools in 

the next five years. The Vision is an expression of possibility, yet realistic enough to be 

achievable.  Its purpose is to inspire those involved and interested individuals to help the Vision 

become a reality.  The Vision provides the basis from which the organization determines priorities 

and establishes targets for performance. 

 
In 2018 we envision that………. 

Melrose Public Schools has well established and strong partnerships among families, individual 

schools and the community.  Working together, we ensure every student has the 21st century 
skills/tools to excel and be a contributing member of the global society. We seek to educate the 
whole child not only with strong academics, but also in the areas of athletics, health and wellness, 
music and the arts.  We engage all students in learning, raising the aspirations of all students by 
embracing them in a learning environment designed to meet the needs of all learners and 
connecting classrooms with communities. We promote a positive, caring culture across the school 
district that fosters a sense of belonging for all students, to ensure that students know they are 
active participants in the learning process and valued members of the community.  Each school 
provides a welcoming, respectful, and inclusive environment that supports students’ social- 
emotional development and demonstrates acceptance and respect for the diversity of its students. 

 
We provide a comprehensive curriculum aligned with state and national standards that challenges 
and prepares all learners from Pre-K to 12 and beyond. The curriculum is research-based and 
consistently integrates best practices to provide a focus that is aligned horizontally and vertically 
across all grades and addresses the needs of all students. Student learning and access to the 
curriculum are supported in all classrooms, Pre-K-12, through the use of differentiated instructional 
tools that build on flexible grouping models and hands-on, inquiry-based learning, while 
encouraging innovation and creativity. We integrate technology into the curriculum and provide 
access to technology at all levels. Our decisions regarding technology and its infrastructure are 

driven by student learning needs and the curriculum. Educators use both formal and informal 
assessments to identify student progress, refine and revise instructional practices, and target 
professional development offerings as part of a comprehensive curriculum plan. 

 
The Melrose Public Schools employs highly-qualified teachers and administrators who engage 
students in a positive and dynamic manner, are student-focused, and work individually and 
collaboratively to effectively deliver instruction and assessment and advance student performance 
in all areas of learning.  The district is committed to helping teachers develop and strengthen the 
necessary skills and knowledge to provide high-quality instruction.  Teachers consistently work 
collegially within the school and community as leaders and partners in the education of students 
and maintain a culture where individual and group learning are valued and modeled.  The district 
provides targeted, quality professional development that supports ongoing professional growth. 
Policies and procedures that ensure accountability and promote teacher growth support the 

retention of effective and highly-qualified staff. 
 
In their efforts to support staff and students, the Superintendent, Leadership Team and the Melrose 
School Committee work collaboratively to build a strong learning community. They advocate for and 
manage resources across the district in a fiscally responsible manner, while working to build 
community understanding of the district’s educational program and needs. 

 

The school district uses 21st century communication tools to disseminate accurate and timely 

information regarding school policies, programs, procedures, achievements, decisions and critical 
issues that impact families and the district.  Respectful two-way communication with families is the 
norm.   As the district engages parents, staff and community members in an ongoing discourse 
about education in Melrose and how to best serve the needs of all learners, we work with the 
members of our educational community to provide opportunities for participation, communication 
and dialogue and seek opportunities for partnerships beyond the district. 
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Mission Statement and Core Values of Melrose Public 
Schools 

 

The mission statement defines our shared sense of purpose, direction, and 
opportunity. 

 
 
Core values are the underlying support to our mission, vision, and goals and 
therefore provide a shared foundation for working and learning. 

 
 
 
 

Mission Statement 
 
We inspire, engage, support, prepare and challenge all students to achieve personal 

and academic excellence,  to  become  life-long  learners,  and  to  be  responsible,  

respectful  and  successful participants in our global community. 

 
Core Values 

 
The following core values of the Melrose Public Schools espouse the high 
expectations we have for all of the school community, directing how we conduct 
ourselves in fulfilling the school system’s mission. 

 
1.   All students can learn. 
 
2.   All students can achieve personal learning success. 
 
3.   Quality  and  reflective  teaching  is  essential  in  helping  students  reach  

academic  and personal success. 

4.   Rigorous, relevant and research-based curricula promote quality learning for all. 
 
5.   Honesty and integrity guide our individual and group actions, interactions and 

decisions. 
 
6.   By working collaboratively and collegially, we will be better able to overcome 

obstacles, solve problems and achieve goals. 

7.   We honor and celebrate differences, respect individuality and take pride in and 

respect ourselves, each other, our schools, our work, and our environment. 

8.   Strong, respectful partnerships between educators and parents are critical to the 

successful education of children. 

9.   Ongoing and meaningful collaboration and communication between educators and 

community members promotes a dynamic school system. 
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  Vision 
 

Melrose Public Schools Vision Statement: Every student will be an engaged, challenged, enriched, and self-directed learner. (6/27/17) 

 

Melrose Public Schools Mission Statement: The Melrose Public Schools will provide and sustain a thriving and dynamic teaching and learning environment, preparing every student to 

excel in their authentic life and global citizenship, as supported by an engaged community. (6/27/17) 
 

Theory of Action 
 

If educators plan instruction with clear learning objectives, develop a culture and climate that fosters strong relationships within the school community, design a current and well-

articulated curriculum, and apply the best instructional practices, then teaching and learning will advance and realize high levels of growth and personal success for all learners. 
 

Strategic Objectives 
 

Curriculum, Planning, and 

Assessment:  

Develop and plan high quality 

curriculum and systems of assessment 

that enhance student centered, 

personalized, and self-directed learning. 

 

Teaching All Students:  

Employ instructional practices that expect  

high expectations for content and 

performance, engage all students, and are 

personalized to accommodate diverse 

learning styles, needs, interests, and levels of 

proficiency. 

 

 

Responsive and Inclusive Environment:  

Create safe, supportive, and welcoming 

schools in which all students, staff, and 

members of the community can thrive. 

 

 

Professional Culture and Community 

Engagement:   

Create a professional learning community 

that is invested in ongoing personal and 

collaborative growth and that partners with 

its stakeholders to support teaching and 

learning.  

Strategic Priorities 
Update rubrics to reflect CBE 

(competency based education) and 

develop and pilot standards and scoring 

criteria for content area proficiencies 

and habits of learning. 

Further the implementation of principles of 

Universal Design for Learning and the 

integration of technology in order to  support 

a variety of diverse learners. 

Foster the capacity for teachers and students 

to build relationships in a safe and 

collaborative environment that respects 

cultures and differences among all students.  

Develop different options/avenues for 

discussing differences, problem solving, and 

dispute resolution. 

 

Improve culturally responsive 

communication to all stakeholders by 

exploring new technologies and options.  

Present opportunities to staff and provide 

support and guidance in expanding multiple 

means of communication and access.  

Continue to revise curriculum units and 

assessments that align to content area 

and habits of learning standards as well 

as integrate technology. 
 

Continue to implement and expand 

instructional practices and educational 

options that support students who are 

identified as at risk, or advanced learners so 

that we provide targeted intervention, 

challenge, and advancement for each student. 

 

Continue to build systems and structures that 

empower teachers to respond to the dynamic 

needs of students. 

 

 

Demonstrate the capacity to reflect on and 

improve educational practice and  collaborate 

effectively with colleagues to ensure that all 

students are participating in learning that 

meets their individual needs. 
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Advance inquiry based and project 

based learning (PBL) through the use of 

multiple means of student driven 

engagement, representation and 

expression.  

Provide for multiple means of formative 

assessment and analyze the data to inform 

instructional practices and subsequently 

create flexible summative assessments that 

are responsive to a variety of students’ needs.  

 

Develop means and protocols that support 

culturally proficient and responsive 

communication with students and families 

about student learning and performance in an 

effort to promote a growth mindset, student 

agency, and habits of learning. 

 

Employ multiple means of communication 

such as Google Classroom/Sites, Aspen 

Pages, conferences, school/department/ grade 

level emails, surveys and progress reports to 

communicate effectively with students and 

families. 

Based on last year’s work, develop and 

strengthen the implementation of PBIS 

(Positive Behavioral Interventions and 

Supports) Tiers II and III at each grade 

span level (Pre K, K-5, 6-8, 9-12). 

 

Strengthen implementation of PBIS tiered 

systems of supports for both academics and 

behavior and that address the needs of 

students who require Tier II and Tier III 

supports. 

 Create safe learning spaces for students, 

families, and staff to discuss issues of equity 

within our school and wider community.  

Develop school-based teams to lead school 

efforts in strengthening tiered systems that 

support social emotional and academic 

needs.    

Expand and strengthen coaching by 

administrators, content facilitators, 

instructional coaches, and elementary 

instructional leaders  to support 

implementation of curriculum, planning, 

assessment and instruction.  

Foster student ownership of their own 

learning through goal setting, student choice, 

student-led conferences, and portfolios that 

promote independence and life-long learning.  

Analyze current resources, materials, and 

technology in order to provide equity and 

inclusivity. 

 

 

Encourage a growth mindset in staff to seek 

out feedback, resources, and other supports 

that strengthen their ability to fulfill 

professional responsibilities within the 

classroom and beyond. 

    

 Standards I-A, I-B, I-C 

 
Standards II-A, II-D 

 
Standards II-B, II-C, III-C 

 
Standards III-A, III-B, IV 

 http://www.casel.org/in-the-district/standards/ Flex time schedule at MHS and MVMMS 

STAR team and Critical Case Team 

IST (Instructional Support Team) and 

implementation of tiered support and/or ISSP 

(Individual Student Success Plan) 

 

Goal Setting at K-5 

ILP (Individual Learning Plan) development 

at 6-12 

 

http://www.casel.org/in-the-district/standards/
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Getting Started 
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PROFESSIONAL BEHAVIORS/EXPECTATIONS 

 
CONFIDENTIALITY 
As a professional, it is expected that you maintain a sense of CONFIDENTIALITY when 
dealing with colleagues, students, and parents. Do not discuss students, colleagues, or 
parents in any open areas.  
 

PUNCTUALITY 
All teachers are expected to arrive at their school at the designated time. It is a 
professional courtesy to arrive at faculty and other scheduled meetings on time. 
 

DRESS 
Although the Melrose Public Schools does not have a formal dress code, it is important 
to remember that as an educator you are a leader and role model for children. You 
should make appropriate decisions in your attire. 
 

ABSENCE 
If you have to be out for any reason, you must call the Substitute Call Line using the 
following numbers.  

 Elementary Sub Call Line-781-662-2000 and follow prompts: You must call 
before 6:30 AM. After 6:30 AM, call your school directly.  

 Middle School Call Line 781-462-3103: You must call before 6:30 AM.  

 High School Sub Call Line 781-462-3255: You must call before 6:00 AM.  
You must call this line whether a substitute is required or not for your absence. 
 
When you know that you will be absent, please call as soon as possible. You are also 
expected to provide lesson plans for the substitute who will be assigned to cover your 
class. (Please see substitute section of this handbook for additional information.) 

 
MANDATED POLICIES 
There are a series of mandated policies that are reviewed at the beginning of the year. 

All staff is required to review the policies yearly and confirm their review of the 

mandated policies.  It is imperative that you take the time to review these policies. The 

policies can be found at http://tinyurl.com/MelroseMandatoryTraining 

RELIGIOUS HOLIDAYS 
Please be considerate of students/staff celebrating religious holidays. The list of 
religious observances is on the calendar issued by the Superintendent’s office at the 
beginning of the school year. Note the dates and plan class work, homework, and 

test/quizzes accordingly. 
 
SAFETY 
Student safety is imperative. Never leave students unattended for any reasons. If there 
is an adjoining classroom, make arrangements with that teacher in case of 
emergencies. If there is not an adjoining room, call the school office for assistance.  
 

http://tinyurl.com/MelroseMandatoryTraining
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SOCIAL NETWORKING SITES 

Teachers are strongly discouraged from having a personal page on “MySpace”, 
“Facebook”, or other social networking site.  Teachers in other districts have 
experienced problems with inappropriate communications with students, and 
inappropriate content being posted on their page by themselves or their “friends”. 

In some cases, teachers have been dismissed due to inappropriate content on their 
personal webpages.  Teachers are also advised not to use class time to engage in 
communications with others of a personal nature.   

Keep appropriate boundaries between students and parents. For example, do not 
“friend” on Facebook or “follow” students on Twitter.  

SNOW EMERGENCIES 
School closings and delayed openings are announced on local television and radio 
stations.  
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GETTING STARTED… 

As a beginning teacher with so many things to think about, the tasks may seem a bit 
overwhelming. The following chart contains of some building and classroom procedures 
you will want to understand. Knowing this information will help your year get off to a 
smooth start. 
 

Please remember that each school has policies and procedures, which may vary 
slightly from school to school. You should ask your building administrator for this 
information. In addition, there are logistical and facility questions you may have, that 
can be addressed by your building administrator, colleagues and/or mentor. 

 

Building Information Procedure 
 

Classroom supplies 
 
 
 

 

Plan book & Grade book 
 
 
 

 

Teacher workroom 
 
 
 

 

Operating machinery 
(Xerox, etc.) 
 
 

 

Contacting the custodian 
 
 
 

 

School Phone Numbers 
 
 
 

 

Programming Telephone 
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Classroom Information Procedure 
 

Ordering Lunch 
 
 
 

 

Escorting Students 
 
 
 

 

Arrival and Dismissal 
 
 
 

 

Taking Attendance 
 
 
 

 

Recess Policy 
 
 
 

 

Nurse’s Schedule 
 
 
 
 

 

Emergency Protocols 
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A SUCCESSFUL TEACHER IS READY! 

 
THE WORK IS READY! The desks, books, papers, assignments and materials are ready 
when the bell rings. 

 
THE ROOM IS READY! The classroom has a positive climate that is work-oriented. 
 
THE TEACHER IS READY! The teacher has a warm, positive attitude and has positive 
expectations that all students will succeed. 

 
Students tend to learn as little or as much as their teachers expect. Teachers who set and 
communicate high expectations to all their students obtain greater academic performance from 
these students than teachers who set low expectations. 

 
YOUR FIRST PRIORITY when class starts is to get the students to work! Your first priority is 
not to take roll; it is to get the students to work immediately. It is no different from a job in the 
private sector. They should not be sitting around waiting for directions or asking “What do you 
want us to do today?” They have an assignment. They know where to find the assignment. 
They know why they are to do the assignments. 

 
POST YOUR ASSIGNMENTS EVERY DAY!! 

 



13 
 

STRATEGIES TO GAIN AND MAINTAIN ATTENTION 
 
The following information includes suggested strategies that you might try throughout the year.  
They are really the “tip of the iceberg” when it comes to being an effective teacher. Not all 
strategies will work for all students; the best advice is to regularly add to your repertoire of 
techniques and to try and match your students’ learning styles with your teaching style.  
There are times when lectures can be a very effective tool.  However, since lecturing relies 
primarily on auditory learning, students whose strengths are visual, kinesthetic, spatial, etc. 
will need other ways of having material presented to them in order to learn effectively. 

 
1. State the purpose of the lesson. Relate previously taught material to the new. 
 
2. Use newsprint and different colored markers to outline the objective of the lesson 

and the various activities involved in reaching the objective.  Post this in an easily 
visible location and refer to it throughout the lesson. 

 
3. Brainstorm what students might already know or what they need to know about the 

topic. 
 
4. Model “thinking aloud” when an example is presented. 
 
5. Ask students to repeat the directions to you to check for understanding. 
 
6. When giving a lecture, consider handing out an outline for students to take notes on 

as you are speaking. 
 
7. Use graphic organizers such as Venn diagrams, story maps, or word webs to help 

students organize their thoughts. 
 
8. Use the small Post-it notes to students to place at the end of each chapter as they 

are reading.  On the Post-it notes students should write 1 or 2 key words to help 
them remember the main idea in the chapter. 

 
9. As students are working, circulate to answer questions, keep students on task and 

check on progress. 
 
10.  When giving praise be as specific as possible about the activity. For example: Don’t 

simply state, “Good work.”  Say, “I like the way you have used specific descriptive 
adjectives.” 

 
11.  Take time to reflect on your lesson.  Was the lesson successful?  If not, why wasn’t it 

successful? 
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CREATING CLASSROOM RULES 
 
Rules will protect your right to teach and your student’s right to learn not only because they let limits 
for student behavior; but also because they provide guidelines for what is acceptable and what is 
not. When you create a set of classroom rules for your students, you establish a common language 
for the expectations that you have for good behavior. 

 
Rules also send the message that good behavior is important and that you expect students to 
work productively. Even though your students may try to convince you that rules are not 
necessary, they really do not want nor do they need total free establishing a tone of manual 
respect and cooperation. 

 
In creating rules for your classroom, you can take the following step-by-step approach. 

 
Step 1: Determine what areas your rules need to cover. Begin by asking yourself these questions. 

 What are some behaviors that make it possible for students to succeed? 

 What are some behaviors that make it difficult for students to succeed? 

 What limits can I set to guarantee that all students have the right to learn? 

 
Step 2: Draft a rough set of rules. After you have determined the areas that you want your rules to 
cover, write a rough draft. At this point, you may want to show your rules to a colleague to make 
sure they are in line with the school rules and that they are appropriate for the age and ability of the 
students. 

 
Step 3: State classroom rules positively. Take your rough draft and change the wording so the 
rules are stated in positive terms, conveying a tone of mutual respect and consideration. 

 
Step 4: State the rules so that they are easy to remember. Can you combine any of your rules so 
that they cover a general range of student behavior? For example, you could combine “bring your 
textbook every day” and “you will need paper and pens in this class” to read “be sure to bring the 
materials you will need for class.” 

 
Step 5: Determine if your rules will be successful. In order for class rules to be successful, they 
should be: 

 Stated in positive terms 

 General enough to cover a broad range of student activity 

 Easy to remember 

 
To determine if your rules are working for your class, ask yourself these two questions: 

1.   Do all students understand the rules or is it too vague? 
2.   Do students understand the rationale for importance of this rule? 

 
If you are still not sure that your classroom rules will work, here are some the experienced teachers 
have found successful. Adapt them to meet the needs of your students. 

 
1.   Use class time wisely. 
2.   Do your work. 
3.   Treat other people with respect. 
4.   Follow school rules. 
5.   Bring your materials to class every day. 

Taken from Julie G. Thompson’s The First Year Teachers Manual 
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PROCEDURE CHECKLIST 
 

It is important to plan for routines and procedures that happen daily or frequently in the 
classroom. These procedures should not only be explained, but taught just like a content 
material.  You might also like to use the following Procedure Checklist to help determine 
procedure in your classroom. 

 
 

What is my procedure? 
 
 

 Roll call, absentees, students who leave early. 

        
Comments: 

 
 
 

 
 

 Tardy students. 

Comments: 
 
 
 
 
 
 
 

 Behavior during PA announcements. 

Comments: 
 
 
 
 
 
 
 

 Distributing supplies and materials. 

Comments: 
 
 
 
 
 
 
 

 Student movement within the room. 

Comments: 
 
 
 
 
 
 
 

 Headings for papers. 

Comments: 



16 
 

 Degree of student talk during seat work. 

Comments: 
 
 
 
 
 
 
 

 What students do when they are finished? 

Comments: 
 
 
 
 
 
 
 

 Putting away supplies and equipment. 

Comments: 
 
 
 
 
 
 
 

 Dismissing the class. 

Comments: 
 
 
 
 
 
 
 

 Cues or signals for getting student attention. 

Comments: 
 
 
 
 
 
 
 

 Make-up work. 

Comments: 
 
 
 
 
 

 
 Fountain, sink, bathroom, pencil sharpener. 

Comments: 
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 Lining up procedures. 

Comments: 
 
 
 
 
 
 
 

 Playground. 

Comments: 
 
 
 
 
 
 
 

 Fire and disaster drills. 

Comments: 
 
 
 
 
 
 
 

 Lunch procedures. 

Comments: 
 
 
 
 
 
 
 

 Hall movement. 

Comments: 
 
 
 
 
 
 
 

 What to do when there is an interruption. 

Comments: 
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Personal Assessment: Establishing and Teaching Rules for a Classroom 

Learning Community 
 

A teacher's rules constitute the class; the question is whether those rules are productive and 
worthy of student support. 

 
Establishing and teaching rules for a classroom learning community. 

 
Rule by rule: Without 

Doubt 
Probably Maybe Probably 

Not 
 
Can I say clearly and confidently that the rule 
is necessary, and reasonable for learning, 
safety, and mutual respect, and so deserves 
respect and support by students? 

    

 
Can I say clearly and confidently that the rule 
is consistent both with learning goals and 
with what we know about how human beings 
learn? 

    

 
Can I say clearly and confidently that the rule 
is consistent with school rules? Will I be 
acting consistently with my colleagues in the 
faculty? 

    

 
Rules must be enforced; will enforcing this 
rule get me into fruitless conflicts that 
erode my relationships with my students? 

    

 
Can I say clearly and confidently that I can 
and do act on the rules both reasonably and 
consistently? 

    

 
Can I say confidently that the rule is clear 
and understandable?  Can I teach it and 
enforce it without confusion? 

    

 
Have I taught the rule? That is, stated, 
explained why it is necessary and 
reasonable, discussed how it applies to 
situations, and talked about examples with 
my students? 

    

 
Adapted from Carol Simon Weinstein and Andrew J. Mignano (2003). Elementary/Secondary Classroom Management: Lessons from Research 
and Practice. New York: McGraw-Hill. 
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STUDENT QUESTIONNAIRES AND SURVEYS 
 
Start the beginning of the year with a student questionnaire or survey. Student 
questionnaires and surveys are very useful tools to provide you with up-to-date information 
on their family life, interests, and expectations of the class. Questionnaires and surveys help 
provide a smooth transition into establishing school appropriate behavior on the first day, 
sitting, and writing reflections. 

 
The information gathered on the survey can also be used throughout the school year. This 
information provides parent contact information, demographics of the student, and general 
student interests. 

 
Questionnaires should be alphabetically organized and filed away for further use. It is 
suggested that you attach a sheet such as the student disciplinary log or parent contact sheet 
found in this section. This will be helpful in recording all parent – teacher contact throughout 
the year, or any student misbehavior. 
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STUDENT SURVEY 
 
 
Welcome To Ms. Classroom! Please fill out the following questions so that we can get better 
acquainted. Please use the most accurate information possible. 

 
 
1.) Student Name: ____________________________________________________________ 

 

2.) What name would you like to be called in class?  _________________________________ 
 

3.) What is your home address? _________________________________________________ 

 

___________________________________________________________________________ 
 

4.) What is your home telephone number? 
 

5.) What is your mother/guardian's name? 
 

6.) What is your father/guardian's name? 
 

7.) What is your mother/guardian's address? 
 

8.) What is your father/guardian's address? 
 

9.) What is your mother/guardian's home phone? 
 

10.) What is your mother/guardian's Work phone? 
 

11.) What is your father/guardian’s home phone? 
 

12.) What is your father/guardian s work phone? 
 

13.) Do you have any allergies? If Yes, what are they? 
 

14.) What are your hobbies or interests? 
 

15.) What is your favorite food? 
 

16.) What is your favorite candy? 
 

17.) What after school activities, clubs, or sports do you participate in? 
 
 
 
 

18.) What was the best thing you did/best place you went this past summer? 
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19.) Do you have any pets at home? If so, what kind?   
 
 
 
 

20.) What are you most interested in learning about in this class? 
 
 
 
 

21.) What types of things would you like to do in this class? (projects, etc) 
 
 
 
 
 
 
 
 
 
 

22.) How do you learn best? (watching a demo, listening to teacher, doing a lab/activity, reading 

 

by yourself, etc)   
 
 
 
 
 
 
 

23.) What is the one thing I can do this year to help you learn better? 
 
 
 
 
 
 
 
 
 
 
 

24.) What is the worst thing I could do this year in our classroom? (giving homework is 

not an option-sorry!)   
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25.) .List four characteristics of a good teacher in your opinion. Complete the phrase: A good 

 
teacher is/does:  __ 

 
 
 
 
 
 
 

26.) Typically, as a student, what percent of homework assignments do you normally complete? 

 
on time? Why?   

 
 
 
 

27.) How do you typically study for a test or a quiz? 

 
 
 
 
 
 
 
 

28.) What are five rules you think our classroom should always abide by? 

 
1.)   

 

2.)   
 

3.)   
 

4.)    
 

5.)  _ 
 

29.) What do you plan on doing after graduation?    
 
 
 
 

30.) What job do you want to have as an adult? 
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Student Inventory (for Elementary Students) 
 

Name_________________________________ Date _________________________ 

My birthday is ____________________________________.                                                                                                                                

My family members are 
 
 
 
 
 
 
 
 
 
 

When I grow up I want to be 
 
 
 
 

My favorite things to do at home are 
 
 
 
 

My special friends are 
 
 
 
 

My favorite things to do at school are 
 
 
 
 

The subjects I do best in are 
 
 
 
 

The subjects I need help in are 
 
 
 
 

If I could change anything about school, it would be 
 
 
 
 

This year I am looking forward to learning about 
 
 
 
 

I like it when my teachers 
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I would like to know more about   
 
 
 
 

I am happiest when I am 
 
 
 
 
Taken from Julia G. Thompson's First Year Teacher's Survival Kit 
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Student Inventory (for Middle School Students) 
 
 

Name                                                                       Date ________________________                                       

My birthday is _________________________________________________________                                                                                                                                 

My family members are 
 
 
 
 
 
 
 
 
 
 
 

When I grow up I want to be 
 
 
 
 

My closest friends are 
 
 
 
 

My favorite things to do are 
 
 
 
 
 
 
 

Here are my favorite: 

Radio Stations:  

Sports:                                                             
Books:                                                             
Music:                                                             

 
 

Magazines:                                                  

Hobbies:                                                           

Movies:                                                             

Clothes:                                                            
 
One thing people don't know about me is   

 
 
 
 

A skill I have is 
 
 
 
 

A person I admire is because 

 



26 
 

Something I would like to learn to do better is   
 
 
 
 

I appreciate it when a teacher 
 
 
 
 

My previous teachers would tell you this about me 
 
 
 
 

I am proud of myself when I 
 
 
 
 
 
 
 
 

Taken from Julia G. Thompson's First Year Teacher's Survival Kit 
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Student Inventory (for Secondary Students) 

Name                                                                        Date                                      _____ 

My birthday is ____________________________________.                                                                                                                                 

My family members are 
 

 
 
 
 
 
 
 
 

After graduation I plan to 
 

 
 
 

My greatest asset is 
 

 
 
 

I am an expert on 
 

 
 
 

One thing people don't know about me is 
 

 
 
 

My teachers last year will tell you that I am 
 

 
 
 

I have trouble dealing with 
 

 
 
 

My favorite class is                                                             ______ because 

 

 

The most influential person in my life is                                                                 because 

 

It was difficult for me to learn 
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It was easy for me to learn   
 

 
 
 

I want to know more about 
 

 
 
 

Three words that describe my personality are 
 

 
 
 

One lesson I had to learn the hard way is 
 
 
 
 
 
Taken from Julia G. Thompson's First Year Teacher's Survival Kit 
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Interest Inventory 
 

Name   Grade   Date    
 

1. If you could not watch television at home, what would you most like to do? 
 

 
 
 
 
 

2. If your parents told you that you could do anything that you wanted to do this weekend, 
what would you choose? 

 

 
 
 
 
 

3. What is your favorite subject in school? 
 

4. What subject is most difficult for you in school? 
 

5. If you could learn about anything you wanted to learn about, what would you choose? 
 

 
 
 
 
 

6. What is your favorite television show? 
 

7. What book or story have you read recently that was really exciting for you? 
 
 

 
8. Other than watching television what is the most fun thing to do indoors? 

 
 

 
9. Do you like to do your work best in groups or alone? 

 

10. Do you do your best work in groups or when you work alone? 
 
 
 
 
 
 

11. Would you rather read a book or watch a movie if you had to learn something? 
 
 
 
 
 
 

12. Who are your two best friends in this class? 
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Student Assessment:  How Well Do You Study? 
 
Rank each statement as it applies to you by putting the appropriate number in the blank beside 
each of these excellent study strategies. If you can't mark “Always" beside a strategy, it is one 
you can improve! 

 
4 = Always 3 = Sometimes 2 = Seldom 1 = Never 

 
I use these study strategies: 

 

 
 

1.   Take planned study breaks  13.   Create my own study guides 
 

 
2.   Have a quiet place to study at home 14.   Have someone quiz me 

 

 
3.   Tape record my notes   15.   Have enough supplies 

 

 
4.   Focus my attention in class   16.   Use a planner to schedule my work 

 

 
5.   Take time to proofread   17.   Do difficult homework first 

 

 
6.   Rewrite notes into my own words   18.   Ask for help 

 

 
7.   Make up missing work on time   19.   Use colored pens to review notes 

 

 
8.   Spend enough time studying           20.   Take good notes during lectures 

 

 
9.   Study with a friend or group   21.   Take good notes while reading  

20.    Plan what I need to study   22.   Have a plan for taking tests 

11.   Finish my homework   23.   Skim material before reading 
 

 
12.   Write neatly   24.   Work towards a goal 

 

 
25.   Keep an organized notebook 



31 
 

Classroom Climate:  Create a Productive Environment for 
Learning 

 

Students who feel safe, comfortable, and engaged in your classroom are better able to meet 
educational objectives. The following tips will help you create this type of classroom climate. 

 

Physical attributes: 
 

 Seat children so they can see all parts of the room. 
 

 Arrange students so you can maintain eye contact with every child. 
 

 Maintain an appropriate physical environment. Provide proper temperature and 
ventilation. Keep noises and other distractions to a minimum. 

 

 Have a place for everything and insist that all classroom objects be kept in their 
proper places when not in use. 

 

 Leave the front middle desk unassigned. Use this as a ‘hot seat’ for the immediate 
alleviation of discipline problems. 

 

 Get right to business with the bell. Make sure students have work to do 
immediately. Establish an opening routine and make it a habit for your students. 

 

 Create an attractive and inviting room that reflects your goals, values, and classroom 
curriculum. 

 

Emotional climate: 
 

 Greet students with a smile and verbal acknowledgment when they come into the 
classroom. 

 

 Remain in emotional control; you are a model for your students. 
 

 Be consistent; if students know what to expect from you, the class will run more 
smoothly. 

 

 Treat students the way you want to be treated. 
 

 Leave problems at home; always go into the classroom fresh and ready to work. 
 

 Don’t carry things over from the previous day; start each day with a clean slate 
(unless, of course, you need to address student misbehavior with a substitute!) 

 

 Prevent problems by careful planning and a positive attitude. 
 

 Laugh with students, not at them. 
 

 Speak softly; it is rarely necessary to yell. 
 

 Maintain your sense of humor. A lighthearted response can defuse tense situations. 
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 Teach and model effective conflict resolution strategies and expect students to use 
them. 

 

 Be confident in your methods, abilities, and authority. Children can sense when 
someone does not believe in these. 

 

 Talk with each of your students individually to foster feelings of inclusion and 
individualize student programs. 

 

 Be fair, firm, and honest with students. 
 

 Know your own strengths and weaknesses and work to improve yourself. Model 
these behaviors for your students. 

 

 Never belittle another teacher or the principal in front of students; if you do it to 
others, they will believe you will do it to them. 

 

 Keep a calm attitude; a stressed or agitated teacher makes an excitable 
classroom. 

 

Responsive teaching: 
 

 Try to be aware of what motivates each of your students. 
 

 Provide opportunities for students to learn and participate verbally, 
visually and kinesthetically. 

 

 Incorporate and alternate active and passive activities. 
 

 Don’t hesitate to change your way of teaching if you see your method isn’t working. 
 

 Stop a lesson if you need to gather students’ attention. 
 

 When you make an error, admit it; don’t try to cover up. 
 

 Take initiative from students; use their ideas for topics and incorporate their 
interests into the curriculum. 

 

 Give students opportunities to make decisions in planning some of the structure 
of classroom activities. 

 

 Be flexible. Plan thoroughly, but don’t be chained to your lesson plans or discipline 
methods. 

 

 Don’t be afraid to take two lessons to successfully teach what you planned to take 
one lesson. 

 

 Try to provide varied and unusual experiences for your students. 
 

 Share class projects to allow students to show off their work. 
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 Provide opportunities for students to explore, experiment, initiate, invent, and gain self 
esteem. 

 

 Look at a situation from the student’s point of view. Try to see how it looks to 
him, what his reasons and motivations for acting a certain way were. 

 

Classroom Discipline: 
 

 Be consistent in punishment and rewards--avoid biases and favorites. 
 

 Be willing to change your way of disciplining if you see your method isn’t working. 
 

 Be aware--try to stop trouble before it starts. 
 

 Study current theories and methods of discipline; adopt those that fit your goals and 
beliefs. 

 

 State rules in a positive way (ex. ‘we listen to others’ rather than ‘don’t interrupt’) 
 

 Make your behavior standards clear to students; don’t expect them to intuit 
appropriate behavior in your classroom. 

 

 Believe students can improve on inappropriate behaviors and help them find ways to 
do so. 

 

 Document in writing all severe or extreme behavior problems with students; make 
phone calls to parents from the beginning to keep them informed of both the problem 
and your plans for dealing with it. Provide periodic updates on progress. 

 

 When a child misbehaves, target the behavior, don’t reject the child. 
 

 Think of discipline in terms of building bridges between yourself and your students; 
don’t erect walls. 

 

 Let students help discuss and create classroom rules. 
 

 Engage students in productive meaningful work in your classroom to set the 
stage for orderly conduct. 

 

 Examine the conditions under which discipline problems occur. Are there times 
when you may be making it difficult for students? 

 

 When a student is angry or upset, be calm. 
 

 Try silence as a means of checking a misbehavior in an otherwise well-disciplined 
group. Stop dramatically in the middle of a sentence and wait for the group to 
sense the reason for your pause; then go on without comment. This alone is 
sometimes sufficient. 

 

 Avoid all punishment that hurts or humiliates a child. 
 

 
Taken from ASSIST Beginning Teacher’s website
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Establishing a Positive Classroom Climate: Teacher Advice 
 

At a recent behavior-management workshop, teachers shared their best ideas for managing 
student behaviors in the classroom. Here are six tips that they offered: 

 
1.   Set firm but fair behavioral standards at the start of the school year.  Teachers who set firm, 

reasonable expectations for student behaviors send the message from day one that they expect the 
classroom to be a place of respect, civility, and learning. As one instructor noted, "First impressions 
are everything.  Students need to know the behavioral boundaries in the classroom-and they can 
only know them if you show them!" 

 
2.   If you teach with others, make sure that all members of the instructional team use consistent 

discipline practices.  Nothing confuses students more than having various members of a teaching 
team impose different behavioral expectations and consequences.  When teachers on a team are 
inconsistent in how they respond to student misbehavior, the result can be angry and frustrated 
students.  Be proactive.  Hold team planning meetings early in the school year to reach agreement 
on what kinds of negative student misbehavior warrant consequences and what those 
consequences should be.  Write up the results of that discussion as behavior management 
guidelines.  Then monitor to ensure that team members follow the plan consistently! (You may want 
to go a step further and share your behavioral guidelines with your students.) 

 
3.   Classroom rules:  Keep them short and sweet.  Classroom rules tend to be most effective when 

they are few in number (e.g., 3-5) and stated in positive terms whenever possible (e.g., "Work 
quietly at your desk" rather than "Don't disturb other students!"). Teachers also find that students 
are more respectful of rules when they have had a voice in coming up with them.  Finally, 
remember to post rules prominently and review them occasionally to 'remind' students that you 
really do value appropriate behaviors! 

 
4.   Get to know your students from the beginning. Students are less likely to misbehave or act 

disrespectfully toward the teacher if they have a positive relationship with him or her.  Teachers can 
get a jumpstart on getting to know their class as individuals by making up a simple survey for 
students to complete at the start of the school year.  By asking students to answer items such as 
"What privileges or rewards do you prefer?", "List some learning activities that you enjoy", and 
"What instructional topics really interest you?", teachers can get interesting insights into their 
students as well as discover what topics, activities, or rewards are likely to motivate them. 

 
5.   Be a role model.  Teachers should never forget that they are powerful behavioral role models for 

their students.  Because they shape student behaviors by their own example, teachers should 
hold themselves to the same standards for civility and respect that they expect of their students.  If 
a classroom rule states, for example, that "In this classroom, we use a respectful tone of voice", 
the rule applies equally to students and teachers.  To quote one teacher with whom we talked, "In 
the classroom, teachers should aim to treat others consistently, fairly, and respectfully.  We are 
mirrors for our students!" 

 
6.   Put together a classroom crisis plan. No teacher likes to imagine that a crisis will occur in his or her 

classroom, for example, a student suddenly becoming physically threatening.  However, instructors 
who plan their responses to possible crisis situations are much more able to respond quickly and 
appropriately if and when such events occur.  You can take charge of crisis planning by becoming 
familiar with your school's crisis plan, talking with staff whose rooms are near yours about how you 
can mutually help one another out in the event of a crisis, and teaching your students how they 
should respond (e.g., by evacuating the classroom in an orderly fashion) if a crisis situation occurs. 

Taken from Intervention Central website
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Room Arrangements 
 

 
 

Keys to good room arrangements 
 
A. High traffic areas should be free of congestion. 

 Pencil sharpener 

 A Teacher's desk 

 Trash cans 

 Learning centers 

 Supply areas 
 

 
 

B. Students should always be visible to the teacher 
 

 
 

C. Frequently used materials need to be readily accessible 

 Maps 

 Books 

 Flag 

 Projection screens, outlets 

 File cabinets 

 Every day supplies (paper, paste) 
 

 
 

D. Students need a designated area for personal belongings (hats, coats, shoes, lunches, etc.) 
 

 
 

Tips for arranging furniture 
 
Consider placing student desks in rows facing the major instructional areas at the beginning of 
the year to minimize distractions.  As you begin to know your students, you may want to change 
the environment to facilitate better learning. 

 
 

A. Keep in mind possible distractions such as: 

 Windows and doors 

 Animals and other interesting displays 

 Small group work areas 
 
 

B. Note where electrical outlets are located before you place equipment. 
 

Possible room arrangements are found on the following pages. After the first few days or 
weeks of school you may find you need adjustments for crowd control or better movement.  
You might want to reassess the room arrangement then. 
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Classroom Climate 

Seating Arrangements 
 
 

 
A Traditional Classroom often is set up with 

the desks in rows, the teacher's desk or table somewhere 
in front of the room, and student desks moved far enough 
apart to prevent easy wandering of eyes during tests. This 
arrangement packs desks into the room efficiently and lets 
student have easy access 
to their seats, but it certainly does not have to be the default 
room arrangement. The learning environment should be 
designed according to learning objectives and desired 
outcomes not just habit or a janitor's best guess. However, 
this arrangement is probably the best for preventing 
cheating on traditional testing days.  The role of the 
teacher here seems that of a cop. 

 Discussions & Debates and many other 

interactive classroom activities, where the whole class is 
looking and listening and contributing, probably work better 
if the students' seats are somehow facing each other. Some 
teachers find this arrangement of two sides with an isle 
down the middle (like Congress) works well. Put the 
teacher's desk in the back of the room to get it out of the 
way. It's still within easy access to grab a stack of handouts, 
etc. The role of the teacher here is kind of like Speaker 
of the House. 

 A variation on the bicameral (two sides) arrangement is 

the Horseshoe. Remember, though, every 

arrangement should be made based on what you want the 
lesson to accomplish. Both the bicameral and horseshoe 
arrangements work well for handing out stuff. The role of 
the teacher seems to be coordinator and collaborator 
in these classrooms. 

 
Lastly, here's an arrangement for Group Work. 
Here the teacher's role is facilitator. 

 
Taken from the Huntington University Website 
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Beat the Bulletin Blues 

Thinking about the fall and the start of school may be the last thing on your mind, but 
the more preparation you do now; the smoother things will go in the fall. 

 

This past year, decorating a bulletin board probably took a back seat to simply surviving your 
first year of teaching. Be prepared for next year by following some of these tips: 

 

  Effective bulletin boards should be: 
 

 Simple 
 

 Attractive 
 

 Functional 
 

 Appropriate 
 

 Changed frequently 
 

 Use commercial bulletin board books to give you ideas. Visit your nearest teacher 
store for copies. 
 

 Students love to see their work displayed. Use their papers and projects to help design 
a bulletin board.  

 

 Plan some early assignments that can be displayed right away at the beginning of the 
year. 
 

 Taking down and storing bulletin board material can be as challenging as putting it up. 
Set up a filing system. You can use guidelines like school months or events, holidays 
and subjects. 
 

 Store bulletin board letters in plastic shoe boxes. 
 

 Don't throw sets of letters away. You can use them again for the same bulletin board. 
 

 Avoid using orange and yellow because these colors tend to overly excite students. 
Blues, greens and pastels are calming. Pale pink and peach are especially soothing. 
There probably is no comparison but these colors are used in prisons! 
 

 If you are decorating the top third of the wall for a bulletin board, use it for large letters, 
murals, borders or pictures. 
 

 The lower two-thirds of the wall should be used for anything that has small details like 
student work. 

 
 
 
 
 
 
Taken from the Michigan Education Association website 



38 
 

Bulletin Boards 
 

Helpful hints 
 

 

A.  If possible, have boards / displays completed before school starts. 
 

B.  If you are doing child initiated boards, have ideas ready. 
 

C.  Background for bulletin boards may be done with neutral colors, fadeless 
paper, fabric, wallpaper… 

 
D.  Take a picture of your bulletin boards for future reference. 

 
E.  Try to use re-useable or laminated letters  

 

 

F.  If you need ideas, ask to look at some other rooms around your school. 
 

G. Display shelves or boxes work just as well as boards. 
 

 
Bulletin board 

ideas 
 

 

 Guess who? Baby pictures 

 Safety 

 Things done over the summer 

 Fall 

 Information board 

 Alphabet 

 Birthday board 

 Number line 

 Welcome 

 Student name board 

 Colors 

 Child of the week and / or teacher of the week 

 Reading board (book covers) 

 Weekly schedules 

 Famous people 

 Assignment board 

 Rules 

 Student – created bulletin boards by project or theme 

 Student work display 
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Creating Useful and Detailed Lesson Plans 
 

 

Lesson planning is one of the most important tasks that you face as a first-year teacher, as a 
second-year teacher and as a third-year teacher and it will be just as important when you are a 
thirty-year teacher. Planning effective lessons is simply the blueprint for success in your 
classroom and ultimately, the success of your career. 

 
Successful teachers think very carefully about what they are going to do. There can be no 
substitute for this process. Successful teachers plan every lesson every day. 

 

10 Tips to Making Lesson Planning Easier 
 
 

1. Beginning the planning process by creating an overview of that year, of each semester 
and of each unit. Try to do this before school begins so that you will have a clear picture 
of what you want your students to achieve. 

 
2. Schedule a block of uninterrupted time each week to write your daily plans. 

 
3. Create a lesson plan format that is easy to use for writing your daily plans. 

 
4. If you don’t use a computer to write you plans, use a pencil so that you can 

quickly make adjustment. 
 
5. Use the school calendar that your districts supplies at the start of the term to schedule 

you lessons around holiday or other events that may affect how your students will 
perform. 

 
6. Keep your lesson plans in a binder with you and other important school materials so that 

you can quickly check them each day. 
 
7. Plan you lessons around the objectives that your state and district have determined for 

your grade level or subject.  Objectives reflect the outcomes that you want for your 
students. Teach to those objectives. 

 
8. Always plan more work that you believe your students will finish. You can always use 

the extra plans for remediation and enrichment. 
 
9. Write the final assessment of each unit of study before you begin planning lessons. If 

you do this, you will know what material your students will need to learn as you teach 
each unit. 

 
10. Never allow yourself to get behind in your lessons planning. It is almost impossible to 

catch up once you fall behind. 
 
 
 
Taken from Julie G. Thompson’s First Year Teacher’s Handbook 



40 
 

Writing Lesson Plans 
Teachers' Roles 

 

 
 

A traditional view of the teacher is of someone who dispenses 

knowledge: someone who Lectures, tells, feeds, disseminates, 

covers material, teaches the subject matter more than the students. 
The students sit passively while the teacher is on show. Desks in rows 
and a blackboard and podium up front are an arrangement designed 
for this role of a teacher. However, lectures are effective for giving 
short sets of instructions, background information, guidelines, or other 
information that is needed in a short time frame (e.g., before doing a 
class project, lab, or group activity). 

 

Demonstrations, on the other hand, allow students to 

experience more fully the information and concepts the teacher wants to 
impart during the lesson. Although the teacher is still the center of the 
action and the dispenser of knowledge, students can more easily see 
what they need to know and more efficiently link it to prior knowledge in 
their own ways. Students remember much better what they have both 
heard and seen (or even touched, smelled, or tasted)! 

 
 

Listening is a very important teacher role, something that we don't 

usually think of in connection with the lecturer role, however. Listening is 
crucial for assessment of learning (checking comprehension and 
appropriate challenge level), for collaboration between teachers and 
students (coaching instead of just judging), and for giving students a real 
sense of ownership of classroom activities as well as for allowing 
students to articulate and internalize the learning processes. Teachers 
who listen can turn around and provide very effective support structures 
to guide students on to the next level of challenge. 

 

Empowering is really what teaching is all about. Ironically, 

though, many teachers act as if empowering student’s means 
weakening themselves-- their authority as both a classroom 
disciplinarian and a subject-matter authority. But maybe power is like 
love: the more you give, the more you get. 

.. 
Obviously, teachers wear many hats: friend, counselor, and mentor--hundreds of roles and 
different roles for different classes, students, and extracurricular duties. The above animations, 
however, are meant to show the different effects on students of different teacher behaviors. 

 

 
Taken from the Huntington University website 
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Questions to Ask For Lesson Planning 
 

Although your written plans may become less and less formal, you may still want to spend 

some time thinking about the following questions before you teach a lesson. 

 

 Will the lesson serve the student learning goals? 
 

 How will I start? 
 

 What will I do during the lesson? Why? 

 
 What do I want the students to do? Why? 

 
 What do I expect them to say or do in response to the task I set? 

 
 How much time will I spend on various parts of the lesson? 

 
 What materials will I need? How will I organize them ahead of time to minimize 

wasted time during the lesson? 

 

 What directions will I give? 
 

 What will the final product look like? If there is no product, how will I know the 

lesson is complete? 

 

 What rules, routines or procedures will be important during this lesson? 
 

 

 
Taken from ASSIST Beginning Teachers Website 
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Common Problems in Lesson Planning 
 
While it is true that all teachers may have problems with planning effective lessons at some 
time, there are some problems that seem to be especially prevalent during the first few years 
of teaching. 

 
As a new teacher the biggest problem that you may face in creating lesson plans is that you 
don’t have a wealth of tried and true lesson plans and materials to draw on. Every lesson plan 
you write your first year is an experiment. No matter how hard you work or how much effort 
you put into your plans, a lesson can fail simply because it has drawbacks that you aren’t 
aware of yet. But you can reduce the likelihood of an unsuccessful lesson by paying attention 
to some of the incorrect ideas that you might have about writing your plans. Here are just a few 
of the problems concerning lesson plans that many first-year teachers share. 

 
 Rushing to cover materials instead of teaching your students 

 Spending a disproportionate amount of time on a certain unit 

 Failing to connect current learning to previous learning 

 Focusing instruction on the knowledge level of thinking skills instead of the critical 
thinking levels 

 Not allowing for differences in learning styles 

 Failing to assess students’ prior knowledge before starting new instruction. 

 Failing to successfully motivate students to want to learn new material 

 Pacing a unit of study incorrectly 

 Neglecting to provide an anticipatory set for each day’s lesson 

 Neglecting to provide closure for each day’s lesson 

 Testing students on material that they have not adequately mastered 

 Failing to provide the correct amount of practice 

 Failing to provide enough “checkpoint” assessments before a final test 

 Mistaking a list of activities for a lesson plan 

 Not planning for the year, the semester, the unit and each day 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Taken from Julie G. Thompson’s First Year Teacher’s Handbook 
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Did You Care Today? 

If you haven't realized it already, you've chosen a profession that makes a difference in lives. 
That's important to remember when you've had a particularly lousy day. If you cared for your 
students that day, it was a successful day! 

 

To establish the rapport you need with students and to help manage your classroom, keep 
these ideas in mind: 

 

 Get to know your students' names as soon as possible. 
 

 Go over the daily schedule with students. 
 

 Post a copy of the class rules for everyone to see. 
 

 Find out if there is a "dress code" for teachers in your school district and/or 
building. Dress appropriately. 
 

 Remember-you can't out scream 30 or more students. The louder you get, the 
louder your classroom becomes. Learn to moderate your voice. 
 

 Be yourself. Don't take on mannerisms that compromise who you really are. 
 

 Keep humor in your teaching. You chose a profession that cries for joy and laughter 
just to keep your sanity. 
 

 Don't prejudge any student, no matter what you hear about him/her in the staff lounge. 
 

 Be sensitive to gender differences; avoid sexism. 
 

 Respect your students' religious, cultural and ethnic backgrounds. 
 

 Reward and praise-- sincerely and frequently. 
 

 Create a safe environment where your students know you will try to protect them from 
physical or verbal harm. 
 

 Be a good role model. Be confident and positive. 
 

 
 

Taken from the Michigan Education Association Website
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Your First Year of Teaching at a Glance 
 
Now that you have a fundamental understanding of what you will encounter in your first days 
of teaching it’s time to look forward into your first year of teaching. While you will encounter 
many different situations that will test your patience, understanding, and knowledge of 
teacher etiquette, this section is devoted to providing you with information regarding common 
situations that all first year teachers will encounter. 

 
In this section of the handbook we will discuss suggestions for creating your Individualized 
Development Plan, surviving the teacher evaluation process, taking attendance, and 
evaluating student progress in your classroom. In reading this section of the handbook you 
will gain knowledge about common situations you will find yourself in such as reporting your 
absence from school and preparing for field trips and speakers. 
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The Care and Feeding of Your Mentor 
 

Consider these tips for building a positive relationship with your mentor. 
 

 If we lived in a perfect world, you would have a chance to meet your mentor before   
school starts. 
 

 But many times, the reality is that you are meeting him/her on the first day of school. 
Get to know your mentor. 

 

 Mentors aren't mind readers. 
 

 Don't always expect your mentor to come to you. It's a two-way relationship. They aren't 
mind readers and can't anticipate all of your issues and concerns. If possible, set up a 
regularly daily meeting time with your mentor. 

 

 Ask to visit your mentor's classroom to see other approaches to teaching. Invite your 
mentor to your classroom. Ask for feedback on your techniques and style. 

 

 Don't reinvent the wheel. Before you begin developing a unit, find out what materials or 
thoughts your mentor has. 

 

 Let your mentor know that his/her help is appreciated. 
 

 Keep an open mind. You may learn a lot from your mentor and at the same time your 
mentor can be learning from you. 

 

 Do what you say you will do. Let your mentor know if you can't follow through on a 
promise. Suggest an alternative. 

 

 When your mentor offers some information or opinion, make sure you fully 
understand the information before going on to another topic. Ask questions for 
clarification. 

 Even though you may not always agree with them, acknowledge, understand and 
respect your mentor's feelings and ideas. 

 

 Avoid making assumptions about your mentor's plans and expectations. If you're in doubt, 
ask. 

 

 Ask for feedback from your mentor as a way to improve your teaching. Receive the 
feedback objectively. 

 

 Identify teachers other than your mentor that you would like to observe. Get permission 
to set up an appointment. Focus on a particular aspect or skill when you go in to observe 
a classroom. Withhold judgment on what you’ve observed until you've had the 
opportunity to reflect on the observation and talk to the teacher. 

 

 Understand that you have the responsibility to ask for help. Identify and deal with 
the most pressing need-to-know items first. 

 

 Share your progress with your mentor. 
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 Take informed risks. Don't take a risk until you've considered all the consequences and 
you've talked with your mentor. 

 

 Pay attention to the results of your decisions. What have you learned from them? 
 

 Share your enthusiasm for teaching and learning with your more experienced 
colleagues. They could use a breath of fresh air and a new idea every once in a while. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Taken from Michigan Education Association
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Teacher Absences 



48 
 

TEACHER ABSENCES 

Throughout the year there may be times when you will not be able to make it to school. Your 

absence may be due to illness, an emergency, or a personal/professional day. Unfortunately, 

your absence affects not only you but also your whole class. It is your responsibility to 

make appropriate plans in the event of your absence. 

 

However, there may be some variations from school to school, so it is important that you 

become familiar with the procedures at your school with the help of your colleagues, 

principal, and mentor. The following information will help you become familiar with what is 

expected of you when you are absent. 

 
WHO MUST I NOTIFY? 

If you will be out for any reason you must call the Substitute Call-In Line. 

 
HOW SHOULD I PREPARE FOR THE SUBSTITUTE? 

In the event that you are absent from school, you and/or your principal are responsible for 

providing the substitute teacher with the information he/she will need to run your class. 

 

Each school may differ in regards to what information should be available for a substitute 

teacher and who is responsible for providing that information. It is recommended that you 

talk with your principal and/or mentor at the start of the school year regarding your 

school’s specific policies and procedures for preparing for a substitute teacher. Listed 

below is some general information/documentation that should be made available to a 

substitute teacher in the event of your absence. 

 

Substitute Teacher Folder- This folder should be created ONCE early in the year. The 

information contained in this folder provides the substitute with miscellaneous, but 

important documentation. Location of this folder may be different depending on the school 

in which you teach. Please check with your principal as to where it should be kept. 

Information that should 

be contained in this folder is listed below and can be communicated to the substitute 

by using the attached substitute teacher folder sheets. (Please see attached form to 

guide you.)  
 

Emergency Lesson Plans (ELP) – These plans should be created by EACH teacher 

at the beginning of the year and kept with the department chairs (for their approval) 

and/or the principal. They are to be used in the event that a prepared daily lesson plan is 

not available. As the emergency lesson plan is used, it is labeled as such, and should be 

updated in a timely fashion. Attached you will find a copy of the standard ELP form. 

(Please see attached form to guide you.) 

 

Prepared Daily Lesson Plan (PDLP) – If the absent teacher has had an opportunity 
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to prepare such, there should be a building policy relative to where that lesson plan should 

be kept (e.g. teacher’s top desk drawer, left in the office, etc.). Please check with your 

principal regarding the school’s policy on the location of these nlans. If none exist, then the 

fallback is to the ELP. Attached you will find a copy of the standard PDLP form. (Please see 

attached form to guide you.) 

 

Class List- This is a list of the students in your class. 
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Additional Information to Include in Substitute Folder 

 
Names and numbers of personnel the substitute may need to contact 
 
Emergency information 

Telephone numbers First Aid Kit Location 

Evacuation procedures Emergency procedures/postings 

School/Emergency Telephone numbers (e.g. reaching 911 from your room) 
 
Daily Routines 

Location of lesson plans/materials  

Lunch Procedure 

Attendance Procedure  

Dismissal Procedure 

Bus Duty (if applicable)  

Restroom Locations/Procedures 

Hall passes Procedures  

Water Fountains 
 
Classroom Management 

Classroom Rules  

Discipline Program 

Rewards and Awards Seating Chart 
 
Names of students with special considerations 

Seating Outside classroom considerations 

Allergies Medication Needs 

 
Map of school building/room locations 
 
Incident report form 

*Provided by building principal 
 
Substitute Feedback Sheet 

It is recommended that each substitute complete this form and leave it 

with the appropriate administrator (e.g. department head, principal, etc.) This will be 

based on the discretion of each individual building principal. A standard substitute 

feedback sheet is attached. 
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Substitute Teacher Folder 
 

Teacher Room Assistant 

   

 

Class Schedule 
 

Time Monday Tuesday Wednesday Thursday Friday 

      
      
      
      
      
      
      
      
      
      
      

 

Student Helpers Teachers Available for Asst Location 

   
   
   

 

Personnel you may need to contact 
 

 Phone #  
Principal   
Asst. Principal / Appointee   
Building Secretary   
Nurse   
House Dean Secretary (A-M)   
House Dean Secretary (N-Z)   

Emergency 
 

 Location : 

Emergency Procedures are posted :  
Evacuation Plan is posted :  
Contact in case of an Emergency :  
EXTREME EMERGENCY 9-911 (Contact office, if 911 is called) 
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DAILY ROUTINES 
 

Need Location Procedure 

Daily Lesson Plans   

Attendance   

Lunch Tickets   

Hall Passes   

Bus Duty Information   

Restrooms   

Water Fountain   

 

CLASSROOM MANAGEMENT 
 

Classroom Rules 
1. 

2. 

3. 

4. 

5. 

6. 

Discipline Program 

1. 

2. 

3. 

Rewards & Awards 

1. 

2. 

 
STUDENTS WITH SPECIAL CONSIDERATIONS 

 

Student Schedule Contact Person 
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Substitute Lesson Plans 
 
Please use this form, in the event that you have a planned day of absence. 
Provide as much information for your substitute that you can.  Both of you will be 
very appreciative that you’ve done so.  Include your class list.  

 

 

TEACHER’S NAME:    
 

SUBSTITUTE’S NAME:    
 

ROOM NUMBER:    
 

GRADE/SUBJECT:    
 

MISC:    
 
 
 
 
 

Lesson : 
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EMERGENCY Substitute Lesson Plans 
 

Please design a lesson plan that can be used anytime during the year, in the event of 
an emergency. Remember to update this form in a timely manner after the lesson 
has been used. 

 
 
TEACHER’S NAME : 

 

 
ROOM NUMBER : 

 

 
GRADE/SUBJECT : 

 

 
LUNCH PERIOD/TIME : 

 

 
NURSE IS UNAVAILABLE: 

 

 
 
 
 
 

Lesson : 
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Substitute Teacher Feedback Form 
Substitute Teacher’s Name :    

 

Teacher’s Name :    
 

 
 

Period/ 

Time 

of Day 

Subject 
(if it 

applies) 

Comments 
 

 
 

1st 

  

 

 
 

2nd 

  

 

 
 

3rd 

  

 

 
 

4th 

  

 

 
 

5th 

  

 

 
 

6th 

  

 

 
 

7th 
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Induction/ 
Mentoring 

Verification 
Forms 
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Induction/Mentoring Verification Forms 

 
All Pre-Professional Status Teachers are required to complete the required 
documentation for the induction and mentoring program. 
 
In compliance with the state-mandated district induction and mentoring program, 
use the following forms to record and document your professional mentoring 
activities in years 1-2 in the Melrose Public School. There is a form for Year 1 and 
one form for Year 2-3. You are responsible for completing and keeping each form. 
 
It is essential that you keep track of your mentoring activities on each form by: 

 Listing the date of the activity 

 Checking off the type of activity 

 Listing the specific topic 

 Recording the number of hours that you participated in the activity 

 Having your mentor or provider initial each entry 
 
At the end of Year 3 you must give a copy of both forms to your building principal 
or department head as evidence of your completion of the Year 1-3 
Induction/Mentoring Program. A letter will be written validating your completion of 
the Program, which will be necessary as you apply for a Professional License. 
Copies also must be sent to the Director of Curriculum and Instruction. 
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Induction/Mentoring Verification Form: Year 1 
 

Teacher Name:____________________________ School Year:________ 
School:__________________________Position:_____________________ 
 

Date Description of Professional 
Development 

Initials  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

  
 

 

  
 

 

 
 

  

 
Use additional sheets as needed.  
 
________________________________  _______________________________ 
Signature of Teacher    Signature of Principal or Department Chair 
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Induction/Mentoring Verification Form: Year 2-3 
 

Teacher Name:____________________________ School Year:________ 
School:__________________________Position:_____________________ 
 

Date Description of Professional 
Development 

Initials  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

  
 

 

  
 

 

 
 

  

 
Use additional sheets as needed.  
 
________________________________  _______________________________ 
Signature of Teacher    Signature of Principal or Department Chair 
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Your role as a beginning teacher in the induction program:  

 Play an active role in the mentoring relationship. A beginning teacher can do this by 
offering critical reflections on his (her) own practice and identifying areas in which 
assistance is needed.  

 Seek out help. The beginning teacher must understand that he or she must seek out 
support team members, be forthright in communicating classroom issues, and remain 
open to feedback in order to develop as a professional.  

 Observe experienced teachers at work. The beginning teacher should adhere to a 
schedule of observations of various experienced teachers. The beginning teacher could 
keep a log to record and reflect on the diversity of their styles.  

 Participate regularly in programs organized for beginning teachers. These include 
peer support groups, professional development seminars and beginning teacher 
workshops.  

The role of your mentor assigned to you: 

 Ensure a strong start to the year. Mentors can help beginning teachers launch into a 
productive year by making sure they know where to obtain all needed materials and are 
familiar with routines and schedules.  

 Provide instructional support. This includes, but is not limited to: · Regular observation of 
and conferencing with the beginning teacher; · Support in teaching and learning standards 
of the state curriculum frameworks; · Refining various teaching strategies; · Addressing 
issues such as classroom management and communicating effectively with parents; · 
Recognizing and addressing multiple learning styles and individual student needs.  

 Provide professional support. Beginning teachers need to be informed of school policies 
and procedures, particularly regarding standards and procedures for teacher evaluation. 
Mentors should be a resource for information on evaluation and professional practice.  

 Provide personal support. Mentors can help relieve the stress on first time teachers by 
introducing them to other faculty members and helping the beginning teacher to put 
problems in perspective with support and encouragement.  

 Maintain a confidential relationship with the beginning teacher. It is important that the 
beginning teacher be able to discuss problems openly with the mentor, so that they may 
be addressed in a timely and informed manner.  

 Serve as a liaison. The mentor should have the knowledge and skills to refer the 
beginning teacher to other teachers and educational resources, so that the beginning 
teacher is exposed to a variety of perspectives and instructional practices.  

 Serve as a resource. Inform the beginning teacher of opportunities and supports 
provided by various professional associations.  

The role of your school principal:  

The roles and responsibilities of the principal may vary by setting. In an elementary school, the 
principal would assume all of responsibilities listed below. However, in a secondary school the 
principal may choose to share the following responsibilities with the assistant principal or 
department chair:  

 Establish a school culture that is built on collegiality and supports professional 
collaboration among new and veteran teachers.  
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 Ensure reasonable working conditions for the beginning teacher.  

 Facilitate the relationship between the mentor and beginning teacher. The principal 
should make sure that the mentor and beginning teacher meet regularly and that they 
are satisfied with each other's participation in the program.  

 Conduct an orientation program for beginning teachers and mentors.  

 Conduct the formal evaluation of the beginning teacher. The principal should ensure that 
the beginning teacher is informed early in the year about the district's evaluation 
standards and procedures and is evaluated on schedule.  

 Oversee the selection of mentors. The matching of mentors and beginning teachers 

should take place at the building level using selection criteria developed at the district 

level. 
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English Language 

Learner Programs 
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MELROSE PUBLIC SCHOOLS ENGLISH LANGUAGE LEARNER PROGRAMS  
 
District Demographics 
In general, about 6.9% % of students in our eight schools in Melrose speak a first language 

that is not English. Approximately 2.4% of students are classified as English language 

learners in need of specific language services to support their access to the general 

education program. Over 40 languages (and thus, cultures and schooling experiences) are 

represented among these students and their families.  

 

You will have numerous opportunities to meet these students and their families, become 

familiar with their unique histories, and share their linguistic, cultural, and academic 

successes. 

 

English Language Learners (ELL) Department 
Melrose maintains an English Language Learner (ELL) Program at the Lincoln, Roosevelt, 

Melrose Middle School, and Melrose High School. Your first and most readily available 

resource is the ESL teacher in your school.  
 

Regulatory Considerations 
Each proficiency group (beginning, intermediate, transitioning) follows requirements for ELL 

instruction. In Melrose, beginning ELLs in grades K-5 are taken out of their classrooms for 

the required ELL instructional time. If possible, intermediate and transitioning ELLs in 

grades K-5 are instructed in the classroom.  ELL instruction occurs most often during the 

literacy times in the mainstream classroom.   

 

At the secondary schools, Beginning ELLs participate in ELL for their English credits 

(aligned/”bridged” to standards for ELA, English Language Arts) as well as additional time 

for learning academic content vocabulary, reading and writing for academic purposes, and 

ELL strategies. In addition to taking regular education English, Intermediate and 

transitioning level ELL students participate in ELL to strengthen academic vocabulary 

across the content areas, access or build background knowledge, read for comprehension, 

and write for different purposes, among other priorities. 
 

The ELL program is not part of special education; however, ELLs and former ELLs have the 

right to specific education services, when appropriate. Before referring an ELL for special 

education testing, all regular education means, including the ELL program and reading and 

math general education interventions, should be used to support language, literacy, and 

other gaps in performance. At the school level, attention should be paid to: 

 Including ELL staff in the cluster or TAT meeting process to make available all 

relevant background information and evidence of progress being made;  

 Informing and involving parents using their first language, when appropriate; 
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 Testing ELLs using first language and culturally unbiased test instruments and 

procedures; 

 Providing culturally aligned instruction similar to those principles espoused in the 

current “sheltered English immersion” models required by the MA Department of 

Education for any classroom with even one ELL student. 

 
Identifying ELLs 
The best way to assure academic success for ELLs is to identify them accurately and early, 

be sure that they have been assessed by the ELL staff so they can receive appropriate 

language development services, and adjust your teaching to their needs.  

 

Upon enrollment at the neighborhood school, the ESL teacher is contacted to do the 

required language assessment for possible ELL needs. The parent/guardian is then informed 

of the need for services and may accept or decline. This entry point is critical in 

anticipating the programming needs of a potential ELL student. Both the language 

assessment and parent enrollment documentation should be located in the 

student folder, for your information, as needed.  

 

ELL and “Sheltered English Immersion” 
At the elementary schools, ELLs participate in the mainstream classrooms in ”sheltered” 

ways, with the classroom teacher communicating regularly with the ELL teacher. 

“Sheltering” English is a means of modifying curriculum, instructional strategies, 

assessment, and materials for all levels of English learners in the classroom.  

 

Welcome to an exciting year of academic work and success with all your learners! 
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Special Education Programs 
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SPECIAL EDUCATION DEPARTMENT OF THE MELROSE PUBLIC SCHOOLS  

The Melrose Public Schools aligns itself with all federal and state laws and regulations 

regarding special education. The range of services available to children with special 

education continues to expand yearly, providing children with their identified level of 

support need within the least restrictive education setting possible. Melrose is dedicated 

to providing free and appropriate public educations to all students, regardless of their level 

of need. 

 

Beginning each school year, it is imperative to become familiar with any Individualized 

Education Plans (IEPs) of special education students that are enrolled in your classroom. 

These documents are legally binding and you are required to follow through on any 

accommodations, modifications and/or strategies written within them. Each school building 

has a fulltime Educational Team Facilitator who can assist you, should you have any 

questions. 

 

Referrals to Special Education should be made once all efforts through Response to 

Intervention and Instruction (RTI)  have been exhausted. Well thought out 

accommodations, modifications and strategies should be thoroughly documented and 

accompany any referral for full special education evaluation. Evaluations can be conducted 

within all areas of identified concern, specifically and most commonly would be a 

psychological, education, speech and language, occupational therapy and physical therapy. 

Behavior observations as well as teacher and parent reports often accompany evaluations. 

Each elementary, middle and high school building has an Educational Team Facilitator that 

can assist you with any questions, concerns or possible strategies assistance. The special 

educator assigned to each teacher is also your first contact in supporting you in meeting 

the needs of the students.  

 

Referral to Special Education for Full Evaluation 
Referrals to the special education office can take different forms. Most often, after 

following the TAT/RTI, individual school buildings will make a referral to the Learning 

Team. 

 

Parents also have the right to request an evaluation, without following the TAT/RTI 

process. 

We strongly encourage parents to follow through the TAT/RTI process, as it is an 

important information gathering period. Regardless of how the referral for evaluation is 

initially generated, the Melrose Public Schools has five (5) school days to generate consent 

letters to the parents. The following timeline occurs: 

 Request/referral for special education evaluation is made. 
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 Consent request form is filled out by the building Educational Team Facilitator and 

sent to the Special Education Office within five (5) school days. 

 Consent is furnished and mailed to parents. 

 Upon receipt of signed consent back to the Special Education Office, it is time 

stamped 

and distributed to appropriate evaluator(s). Evaluations need to be completed within 

thirty (30) school days from receipt of signed consent and all meetings; paperwork 

and 

eligibility determination needs to occur within forty five (45) school days from date 

of 

original receipt of signed consent. 

 Once assessments are completed, an eligibility meeting is scheduled and sent to all 

parties. Parent must be given ten (10) calendar days notice of the meeting. 

 At the meeting, eligibility will be determined based on the evidence the TEAM has 

collected in the evaluation process. (See attached eligibility flowchart from MA 

DESE) 

 Parents are considered equal partners on the TEAM and in the decision making 

process. 

 Should the child be found eligible, the TEAM will continue on to make 

recommendations 

regarding services, specific goal areas and if necessary, recommendation for 

placement. 

 The TEAM may also choose to reconvene to discuss the IEP and Placement topics. 

 Within 3-5 school days following the IEP meeting, parents will be furnished with a 

copy 

of the proposed IEP. The IEP is not effective until it is signed by parent. 

 For children who have already been identified as eligible for Special Education 

services, 

an annual review will be held no longer than three hundred and sixty four (364) school 

days from the previous meeting, to discuss student progress, update goal areas and 

benchmarks and make changes to service delivery grids as necessary. 

 Every three (3) years, students are reevaluated to determined eligibility of services. 
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District Curriculum Accommodation Plan 

The Melrose Public Schools’ District Curriculum Accommodation Plan (DCAP) is designed to 
assist administrators, teachers, and other staff in ensuring that all possible efforts have been 
made to meet students’ needs in general education classrooms and to support teachers in 
analyzing and accommodating diverse learning styles of all children that may be present in a 
school. Led by the building principal, staff at each school collaborates on best practices in order 
to ensure that adequate instructional strategies and supports are available for both student and 
staff. The DCAP is directly connected to procedures that are currently in place to strengthen and 
improve the general education program for the benefit of all students, not solely or specifically for 
special education. 

The Melrose Public Schools’ DCAP is a comprehensive one that includes the following 
components: 

 Building based Massachusetts Tiered System of Support/Instructional Support Teams 
that meet on a regular basis and provides general education teachers the opportunity 
to collaboratively work together to find accommodations and interventions to meet the 
needs of students. Consult with specialists who can provide important information and 
expertise to the general education teacher are a common part of the MTSS/IST 
meeting. Parents are often an important part of the process as well. Establishing 
home/school connections is a strategy that is often implemented as a result of referral 
to the team. 

 Our schools employ the services of many specialists for the purpose of assisting 
students who need extra support. Careful assessment and remediation is planned. 
Collaboration with the general education teacher is an important component of the 
success of this collaboration. 

 Melrose Public Schools provides a Mentoring Program for all Year One and Year Two 
educators. Year One staff participates in a yearlong Induction Program as well as work 
with a veteran teacher on a one to one basis. Year Two educators work in small 
groups with a Mentor who provides more focused and personal guidance regarding 
instructional strategies and classroom management. 

 Professional Development is an important part of our district goals providing all staff 
with an opportunity to collaborate during the day and during early releases and to 
participate in workshops both within the district and at regional and statewide meetings 
and conferences. A wide array of topics ranging from instructional and behavioral 
strategies for special populations to current trends in curriculum and assessment to 
state regulations may be covered in these professional development offerings. 

 Ongoing academic support is available at the building level through before and after 
school programs and options. These opportunities are provided by Title I, METCO, 
grants to the individual schools, or by individual teachers. The goal of these programs 
is to increase the skills and confidence of our students so they can successfully apply 
their knowledge to classroom and real life situations. 

 All staff may provide individual accommodations to students on an as-needed basis 
and specific to the content or situation. This document includes curriculum 
accommodations for elementary, middle, and high school. The DCAP includes 
suggestions for accommodating concerns regarding academic progress as well as 
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strategies and interventions designed to resolve social and behavioral issues. While it 
lists best practices, sample strategies and other actions from which the teachers and 
collaborating staff may select for appropriate accommodations for individual students, 
in no way does the DCAP limit the accommodations that staff may choose to 
implement in order to meet a student’s needs. 

The DCAP is intended to address various strategies at each level that will help achieve that 
objective, including: 

 Accommodations to address various students’ learning needs, including students who 
are English Language Learners, At Risk, Title I, Special Education, or Gifted and 
Talented and to manage student’s behavior effectively. 

 Support services that are available to students through the general education program, 
including services to address the needs of students whose behavior may interfere with 
learning. 

 Direct and systematic reading and math instruction for all students. 

MELROSE HIGH SCHOOL 

Resources, Structures, and Services 

The following resources, structures, and services have been designed to meet the diverse 
learning needs of students at Melrose High School. Additionally, the building based 
Massachusetts Tiered System of Support/Instructional Support Team provides a systematic and 
collaborative approach to identifying and addressing individual student needs. 

Academic 

 MCAS Support Program provides focused academic support for students identified as 
needing additional preparation or remediation for these tests. 

 All MCAS test administrations are untimed. Since any student may be given additional 
time beyond the scheduled test administration session, additional time is not 
considered an MCAS accommodation. However, no single test session may extend 
beyond the end of the regular school day, and any single test session must be 
completed on the same day in which it begins. Students taking the English language 
Arts (ELA) Composition test must complete two sessions (Session A and B) in one 
day. 

 Common student and organization skills are taught across the curriculum in Grade 9 
classes where students frequently struggle with homework completion and 
organization. These classes also make frequent use of communication-with-home 
protocols. 

 Homework Center is available to all students after school. 
 Tutoring provided by National Honor Society students is available upon request. 
 Teachers are available regularly before school and after school. 
 The Athletic Department provides close support for athletes who fall below a C- 

average. 
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 The district’s database, ASPEN, provides access for parents and students so that they 
may track student performance. 

 Teachers post work assignments via Aspen, Twitter, or websites. 
 An ELL teacher works with English Language Learners both in the classroom and in 

small group settings. • Selected classes participate in an inclusion model with a special 
education staff member present. 

 All students are provided with assignment planners. 
 Provide access to Advanced Placement courses in core academic areas as 

appropriate. 
 Use blended and other virtual courses to provide access to other content for both 

remediation and acceleration. 

Behavior/Social/Emotional 

 An alternative program within the high school is designed for students who struggle 
with attending school or attending class regularly. 

 Use of Naviance by the Guidance department helps students better understand 
individual learning styles. 

 The Melrose High School anti-bullying curriculum is embedded into all curricula and 
enforced across all settings. 

Teacher Teaming/ Support 

 Structured and informal interdepartmental collaboration enables staff to share 
strategies, curricula materials, and other resources. 

 On-going professional development regularly addresses issues that support student 
learning, such as backward planning, use of student centered technology and 
strategies for differentiated and tiered instruction. 

 Teachers use the collaboration time to discuss best practices, curriculum and 
assessment, 

 and student needs. 

Routinely Used Instructional Strategies 

In addition to the options for individual accommodations that are available to all Melrose 
students, teachers make routine use of the following strategies as part of their commitment to 
good instruction. It should be noted that the strategies listed below might not be appropriate for 
all instructional ages. 

Design Lessons for Clarity 

 Share lesson goals with students each day. 
 Check for student progress in relation to lesson goals during or at the end of 

lesson/unit. 
 Provide a daily agenda to students. 
 Plan lessons with student performance and enduring understandings as objectives. 
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 Identify essential questions students should be able to answer at the end of the lesson 
or unit. 

 Identify key vocabulary and repeat that vocabulary often during a lesson. 
 Provide students with regular opportunities to engage actively in instruction. 
 Check for understanding frequently. 
 Incorporate opportunities for student movement into lessons when appropriate. 
 Incorporate “wait time” into lessons. 
 Preview new concepts. 

Address Assessment Issues 

 Clarify directions or questions. 
 Provide visual and auditory directions. 
 Evaluate student understanding using multiple formats. 
 Teach and practice test-taking strategies when deemed appropriate by the teacher. 
 Grant short breaks during testing and lessons (when the integrity of the lesson or test 

is not in jeopardy). 

Build a Context for Material 

 Make content relevant to students. 
 Make available examples of finished products. 
 Use a familiar context when introducing concepts. 
 Have student identify key information and main ideas. 
 Relate lesson parts to the whole. 

Model Strategies 

 Use schematics and/or graphic organizers to highlight relationships. 
 Provide study tools and/or teach students to make study tools when deemed 

appropriate by teacher. 

Provide Added Supports 

 Teach note-taking strategies when deemed appropriate by teacher. 
 Provide a word bank with key vocabulary, words and visuals when deemed 

appropriate by teacher. 
 Provide varied opportunities for student practice. 
 Provide uncluttered workspaces. Allow scrap paper with lines and ample room, 

especially on tests, for uncluttered computation. 
 Provide timely feedback (when not constrained by external factors). 
 Allow checklists for multi-step tasks. 
 Provide opportunities for student revision when deemed appropriate by teacher. 
 Provide technological accommodations when possible, such as word processors and 

computer accessibility features. 
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Establish Routines that Support Learning 

 Provide preferential seating for students who appear distracted. 
 Develop a system of non-verbal cues for class attention. 
 Use consistent and familiar routines. 
 Provide students with opportunities to problem solve individually or in small teams and 

share their thinking out loud with others. 
 Communicate regularly with special education personnel. 
 Explicitly tie the lesson to main idea of previous lesson and/or to the overall unit. 

MELROSE VETERANS MEMORIAL MIDDLE SCHOOL 

Resources, Structures, and Services 

The following resources, structures, and services have been designed to meet the diverse 
learning needs of students at MVMMS. Additionally, the building based MTSS/ Instructional 
Support Team provides a systematic and collaborative approach to identifying and addressing 
individual student needs. 

Academic 

 An ELL teacher works with English Language Learners both in the classroom and in 
small group settings. 

 Selected classes participate in an inclusion model with a special education staff 
member present. 

 Skills Plus provides academic tutorials, homework support and study skills 
development for regular education students in need of services. 

 MCAS Remediation is provided periodically and as needed during the school year. 
 Teacher supervised Homework Club is open after school on a regular basis for 

students needing additional support. 
 Student organizational issues are addressed by instructional teams within the class as 

well as on a pullout basis when needed. 
 The Middle School schedule incorporates planned opportunities for enrichment, 

enhancement, and extension. 
 All students are provided with an academic planner. 
 Provide “Challenge” course as part of students’ schedule for those identified as gifted 

and talented. Use instructional strategies such as literature circle, deepening quality of 
writing assignments, independent assignments, and opportunities for extensive 
problem solving that meet the needs of the students. 

 Use blended and other virtual courses to provide access to other content for both 
remediation and acceleration. 

Behavioral/Social/Emotional 

 Behavior plans are coordinated with teachers, adjustment counselors and Instructional 
Support Team members. 

 Individual/dyad counseling sessions target individual issues. 
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 An Anti-bullying Task Force has been established to address issues of bullying and 
cyber-bullying and anti-bullying curricula is in place at all three grade levels. 

Teacher Teaming/Support 

 The middle school is structured using grade level teams to facilitate collaboration 
around student issues and curriculum development. Periodic time is allotted for 
teacher collaboration and planning. 

 On-going professional development frequently addresses issues that support student 
performance in academic, social, and emotional areas. 

 Teachers make frequent use of professional learning networks both within and outside 
of the district to share ideas, strategies, and curriculum. 

Routinely Used Instructional Strategies 

In addition to the pre-referral options open to Melrose students, teachers throughout the district 
make routine use of the following strategies as part of their commitment to good instruction. It 
should be noted that the strategies listed below might not be appropriate for all instructional 
ages. 

Design Lessons for Clarity 

 Share lesson goals with students each day and check on progress towards those 
goals at the end of the lesson. 

 Provide a daily agenda to students. 
 Plan lessons with student performance and enduring understandings as objectives. 
 Check for understanding frequently. 
 Incorporate opportunities for student movement into lessons. 
 Incorporate “wait time” into lessons. 
 Preview new concepts. 

Address Assessment Issues 

 Teach and practice test-taking strategies and anticipate test formats when appropriate. 
 Clarify directions or questions. 
 Have student paraphrase directions and questions as needed. 
 Provide visual and auditory directions. 
 Use timers/time reminders to help students pace themselves if timing is an issue. 
 Allow extended time for assessments when appropriate, up to time and a half. 
 All MCAS test administrations are untimed. Since any student may be given additional 

time beyond the scheduled test administration session, additional time is not 
considered an MCAS accommodation. However, no single test session may extend 
beyond the end of the regular school day, and any single test session must be 
completed on the same day in which it begins. Students taking the English Language 
Arts (ELA) Composition test must complete two sessions (Session A and B) in one 
day. 

 Evaluate student understanding using multiple formats. 
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 Allow credit or time extension on incomplete nightly homework if time spent exceeds 
grade level maximum; parents must note and sign homework when the maximum time 
expectation has been reached. 

Build a Context for Material 

 Make content relevant to students. 
 Show examples of the finished product (exemplars). 
 Use a familiar context when introducing concepts. 
 Preview vocabulary. 
 Have student identify key information and main ideas. 
 Relate lesson parts to the whole. 

Model Strategies 

 Use graphic organizers to highlight relationship. 
 Model use of highlighting and color coding to help retention (visual memory) and to 

accentuate patterns. 
 Use “think alouds” and other metacognitive strategies. 
 Provide study tools and/or teach students to make study tools. 

Provide Added Supports 

 Teach note-taking strategies when appropriate. 
 Provide templates/graphic organizers when appropriate. 
 Provide a word bank with key vocabulary, words and visuals when appropriate. 
 Reformat handouts to provide space for students to write when appropriate. 
 Provide checklists for multi-step tasks, when appropriate. 
 Provide opportunities for learning and study strategies that incorporate the use of 

highlighters and post-it notes, etc. for class use. 
 Provide varied opportunities for student practice. • Provide graph paper and encourage 

students to use it in order to keep the numbers or letters in line when appropriate. 
 Provide uncluttered workspaces. Allow scrap paper with lines and ample room, 

especially on tests, for uncluttered computation. 
 Provide timely feedback with opportunities for student revision. 
 Access to a second set of notes when needed as determined by teacher and student. 
 Provide technological accommodations when possible, such as word processors and 

computer accessibility features. 
 Students will be granted short breaks during lessons and testing as long as the 

integrity of the lesson or test is not compromised. 

Establish Routines that Support Learning 

 Provide preferential seating for students who appear distracted. 
 Develop a system of non-verbal cues for redirecting and refocusing students. 
 Use consistent and familiar routines. 
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 Provide students with opportunities to problem solve individually or in small teams and 
to share their thinking out loud with others. 

MELROSE ELEMENTARY SCHOOLS 

Resources, Structures, and Services 

The following resources, structures, and services have been designed to meet the diverse 
learning needs of students at the five elementary schools. Additionally, the building based 
Instructional Support Team in each building provides a systematic and collaborative approach to 
identifying and addressing individual student academic and behavioral needs. 

Academic 

 General Education staff, special education staff, and academic intervention specialists 
provide tiered support in reading and math. 

 Selected classes participate in an inclusion model with a special education staff 
member present. 

 All literacy blocks include task centers and flexible, small groups for instruction. 
 Before school and after school assistance is offered when possible. 
 Special Education liaisons consult frequently with regular classroom teachers 

regarding curricula delivery and individual student needs. 
 An ELL teacher works with English Language Learners both in the classroom and on a 

pull-out basis. This teacher also works to support regular education teachers in lesson 
design and delivery. 

 Pre-testing and post-testing is used to inform flexible grouping. 
 Use of instructional strategies such as reciprocal teaching, deepening quality of writing 

assignments, and opportunities for extensive problem solving that meet the needs of 
the students identified as gifted and talented. 

Behavioral/Social/Emotional 

 Counseling/Social Skills Groups focus on developmental topics. 
 Consultative services regarding challenging behaviors at school are provided to the 

classroom teacher by the BCBA. 
 Individual behavior intervention plans are coordinated with teachers, adjustment 

counselors, Board Certified Behavior Analyst, and the Instructional Support Team 
members. 

 Individual/small group counseling sessions target individual student issues. 

Routinely Used Instructional Strategies 

In addition to the pre-referral options open to Melrose students, teachers throughout the district 
make routine use of the following strategies as part of their commitment to good instruction. It 
should be noted that the strategies listed below may not be appropriate for all instructional 
settings or for all learning objectives. 
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Design Lessons for Clarity 

 Share lesson goals with students each day and check on progress towards those 
goals at the end of the lesson. 

 Provide a daily agenda to students. 
 Identify key vocabulary and repeat that vocabulary often during a lesson. 
 Provide students with regular opportunities to engage actively in instruction. 
 Check for understanding frequently. 
 Incorporate opportunities for student movement into lessons. 
 Incorporate “wait time” into lessons. 
 Preview new concepts. 

Address Assessment Issues 

 Teach and practice test-taking strategies and anticipate test formats when appropriate. 
 Clarify directions or questions. 
 Have student paraphrase directions and questions as needed. 
 Provide visual and auditory directions. 
 Use timers/time reminders to help students pace themselves if timing is an issue. 
 Allow extended time for assessments when appropriate. 
 All MCAS test administrations are untimed. Since any student may be given additional 

time beyond the scheduled test administration session, additional time is not 
considered an MCAS accommodation. However, no single test session may extend 
beyond the end of the regular school day, and any single test session must be 
completed on the same day in which it begins. Students taking the English 

 Language Arts (ELA) Composition test must complete two sessions (Session A and B) 
in one day. 

 Evaluate student understanding using multiple formats. 

Build a Context for Material 

 Make content relevant to students. 
 Show examples of the finished product (exemplars). 
 Use a familiar context when introducing concepts. 
 Preview vocabulary. 
 Have student identify key information and main ideas. 
 Relate lesson parts to the whole. 

Model Strategies 

 Use graphic organizers to highlight relationships. 
 Model use of highlighting and color coding to help retention (visual memory) and to 

accentuate patterns when appropriate. 
 Use “think alouds” and other metacognitive strategies. 
 Provide study tools and/or teach students to make study tools. 
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Provide Added Supports 

 Teach note-taking strategies when appropriate. 
 Provide templates/graphic organizers when appropriate. 
 Provide a word bank with key vocabulary, words and visuals when appropriate. 
 Reformat handouts to provide space for students to write when appropriate. 
 Provide checklists for multi-step tasks when appropriate. 
 Provide opportunities for learning and study strategies that incorporate the use of 

highlighters and post-it notes, etc. for class use. 
 Provide varied opportunities for student practice. 
 Provide graph paper and encourage students to use it in order to keep the numbers or 

letters in line when appropriate. 
 Provide uncluttered workspaces. Allow scrap paper with lines and ample room, 

especially on tests, for uncluttered computation. 
 Provide timely feedback with opportunities for student revision. 
 Provide technological accommodations when possible, such as word processors, 

computer accessibility features, and Kurzweil. 

Establish Routines that Support Learning 

 Provide preferential seating for students who appear distracted. 
 Develop a system of non-verbal cues for class attention. 
 Use consistent and familiar routines. 
 Provide students with opportunities to problem solve individually or in small groups. 

Components of this document were adapted from “Mitigative Strategies” http://www.as.wvu.edu/~scidis/dyscalcula.html and from 
publications by Education Development Center, Inc. 2007 

 

 

http://www.as.wvu.edu/~scidis/dyscalcula.html
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Communication with Families 
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FAMILY COMMUNICATION 

As an educator you must be the driving force in creating, maintaining, and nurturing 
relationships not only between yourself and your students, but more importantly with your 
student’s parents. Establishing effective communication with parents is a very important part of 
creating an educational network for the success of your students. 

 
Throughout your teaching career you will find that working with parents can be a very 
rewarding experience in that most parents are very willing to aide in the educational 
success of their child. By keeping your students parents informed of the changes and 
activities that are occurring in your classroom you signal to your student’s parents that you 
are a concerned teacher who values parental involvement in your classroom. 
 

INTRODUCTION LETTER 
 
Whether you teach elementary or secondary school you should send a letter home to parents 
on the first day of school introducing yourself, listing recommended classroom supplies, and 
providing parents with your classroom contact information (don’t give out your home or cell 
phone number), and the best time to get in touch with you.  Parents feel more comfortable 
when they are informed of the environment their child is learning in.  Secondary teachers can 
send these letters home at Back-To- School night or with your students on the first day of 
school.  You may want to require parent and student signatures to ensure your letter has been 
read and that your policies and procedures are understood by both the student and the family. 

 
Below are some suggestions of information you might want to include in your introduction letter 
to your student’s parents. Be sure that as you read through the suggestions you think about 
how you will adapt your policies and procedures to make your classroom run effectively. 

 

 Introduction paragraph discussing yourself and your history in education 

 Course description and topics covered (Secondary) 

 Student supplies needed for the class 

 Classroom rules for behavior 

 Classroom consequences for misbehavior 

 Classroom policies regarding homework, absent work, and late work 

 Grading scale indicating percentages needed for each grade 

 Classroom policies on passes out of the classroom 

 Classroom policies on tardies and absences 

 Signed contract portion for students and parents to sign and give parent phone number 

and/or e- mail addresses 
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Sample Letter Introducing Yourself 
 
 
 
Dear Parents and Guardians, 

 
With this letter I would like to introduce myself as your child's English teacher this year.  I am 
originally from Southwest Virginia and I graduated from Virginia Tech. 

 
On September 23, I would like to welcome you to the PTSA Back-to-School night.  I am 
looking forward to meeting you and showing you our texts and classroom.  Please 
attend if you have the opportunity to do so. 

 
This year will be an exciting one for my students and me.  We will study literature, usage, 
grammar, study skills, vocabulary, and writing.  I have planned many activities that I hope 
will encourage my students to succeed. 

 
Many parents ask about homework assignments.  While there may be times when long-term 
assignments will take lots of time, there is a routine that I try to follow as closely as possible to 
insure that students benefit from their homework assignments.  You can expect to see your 
students doing homework for this class every night from Monday through Thursday. I try to 
avoid assigning homework on weekends. The assignments are listed on the syllabus that 
students are required to keep in their notebooks. 

 
If you have any questions or if any problems arise, please contact me at school.  The number is 
555-2400. I will be glad to speak with you if you just give me a call or send in a note. 

 
I look forward to working with your child this year. I also look forward to meeting you and 
learning how I might be of assistance to you and your child. 

 

Sincerely,   

Ms. Thompson 
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Dear Parents and Guardians, 
 

I’d like to introduce myself as your child’s Social Studies teacher this year.  I am 

originally from California and graduated from San Jose State University and have been 

teaching for ten years.  This is my fifth year with Warren Woods Middle School. 

On August 25 I would like to invite you to our Back-To-School night from 6:30 – 8:30.  I 

look forward to meeting you and giving you a brief overview of our year, textbooks, and 

classroom.  Please attend if you have the opportunity to do so. 

This year will be an exciting one for my students and me.  We will be incorporating 

literature circles into the curriculum this year which will allow students to view some of the 

cultures we will be studying from a young person’s perspective.  We have at least one field trip 

planned and one cross- curricular activity. 

Many parents ask about homework and the frequency of it.   Homework is assigned 

daily and very rarely on Fridays.  You can expect to see your child doing homework from my 

class every night unless he/she has finished it in class or Advisory.  I always encourage 

parents to ask students to show them their homework and explain what it is they are doing 

and how it relates to the day’s lesson.  Long- term assignments are done mostly in the 

classroom but will require some time at home and possibly the library.  All homework 

assignments are posted on my homework hotline at the beginning of the week and in the 

classroom daily. 

If you have any questions please feel free to contact me at school.  I will be glad to talk 

with you regarding concerns or questions. 

I look forward to working with you and your child this year.   I hope to see you at 

Back-To- School night Wednesday, August 25 at 6:30. 

 
 
Sincerely,  

Teacher’s Name 
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Dear Parent(s) or Guardian(s), 
 

My name is                                    and I will be your student's Geometry teacher for the 
semester. I am very excited to have the opportunity to teach and to get acquainted with your 
student.  Please take the time to read the attached syllabus to make sure you and your 
adolescent understands what is expected from them throughout this course.  The first 
homework assignment is for each student to complete and have you sign the student 
information sheet. 
 
Last year _district   math department started an after school-tutoring program.  
We are going to continue the math-tutoring program this year!  There will be a math 
teacher available for students to receive help in any math class they are taking.  Dates, 
location and times will be given to each student about a week after school begins. 

 
I also wanted you to be aware that I post grades bi-weekly in my room by student numbers so 
your child will always know their grade.  If at anytime you want a progress report sent home 
please contact me by phone or email. 

 
For any student to be successful in school there needs to be collaboration between you, the 
student and the teacher.  I hope throughout the semester we will be able to maintain a 
positive line of communication that will help your child succeed in my class. 

 
If at anytime you have a question, please feel free to contact me. The best time to reach me 
by phone is before or after school. I also have a prep period at 10:45 am -11 :45am.  The 
number to call is  .  You may also reach me by email at   . Thank you in advance for your 
cooperation. 

 
Sincerely, 

 
 
 
 
 
 
Teacher Name 
Math Teacher 
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Secondary Example Parent Letter 

Dear Families: 

My name is Ms. Jones and you son/daughter is in my psychology class this semester. I am 

looking forward to an exciting year. It is my goal to provide all students with an educationally 

challenging, yet fun, experience in my classroom.  

Psychology is a very demanding course. We will cover 19 chapters in 18 weeks. There will be 

homework assignments almost daily. Each student will need a single subject notebook, a pocket 

folder, blue or black pens and pencils. These materials should be brought to class everyday. We 

cover a lot of material in one class so locker passes will not be issued.  

Hopefully, your son/daughter has brought home their course syllabus, and you have both read 

and signed the syllabus contract. I have written this contract to ensure that both the students and 

their parents understand how this course will run. If you have questions regarding the syllabus or 

the course, please contact me.  

I ask for your support to maintain high expectations by checking with your son/daughter 

periodically to make sure that his/her work is being done. I am available to help students 

individually before school, during my preparation periods, and after school. I have included a 

copy of the course syllabus with this letter. Please do not hesitate to contact me at 123-456-7890 

X1234 or jane.jones@anyschool.k12.ma.us if you have any questions or concerns during the 

year.  

Thank you.  

mailto:jane.jones@anyschool.k12.ma.us
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Student Information 
 

Name of student:   
 

Name of Parent/Guardian:   
 

Best time to contact a parent/guardian:   
 

The last math class taken:   
 

The last math teacher's name:   
 

Grade received in that class:   
 

What grade do you expected to receive this semester:   
 

What things are you going to do to make sure you receive the grade you want? 
 
 
 
 
 
 
What interests you? Sports, reading, etc. 

 
 
 
 
 
 
All of you have had a math class before, from your experiences I would like to know the 
following: When answering the questions below please focus on the methods or produces 
not the teacher or the quantity of homework. 

 
  What did you liked from your last math class that you would like to see happen this semester? 
 
 
 
 
 
 
  What did you not like and why? 
 
 
 
 
 
 
----------------------------------------------------------------------------------------------------------------------------- 
I have read the geometry syllabus from cover to cover.  I understand what is expected of me 
on a daily basis and know there will be consequences for inappropriate behavior.  I understand 
that the outcome of my grade is my responsibility to make sure I am doing the homework, 
using my time wisely and participating during class. I will not hesitate to ask questions if I do 
not understand the material. 

 
 
Student’s Signature:      Date: 
 
Parent’s Signature:        Date
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Dear Parents and Guardians: 
 

 
Welcome to the 2012-2013 school year!  We look forward to a successful year with you and 
your child. This letter is to inform you of recommended supplies for each classroom, a list of 
teachers’ names, email addresses, and phone numbers, and our Team 5 guidelines regarding 
tardies, homework, and absent expectations and procedures.  Please feel free to contact any of 
us regarding questions or concerns. 

 
Sincerely, Teacher Name 

RECOMMENDED SUPPLIES: 

 Several #2 pencils 

 Blue, black, and red ball point pens 

 Yellow, red, and green highlighters 

 8 spiral notebooks (math, social studies, science) 

 1 (2”) 3-ring binder (science) 

 colored pencils 

 pencil holder for inside binder 

 loose leaf paper 
 
HOMEWORK POLICY 
Students are assigned homework on a daily basis and are expected to complete it on time.  
We follow homework guidelines outlined in the agenda which states that students have two 
days to complete assignments for each (1) day they are absent, anything received after that 
will be considered a zero. Students have one day to turn in late assignments for half credit.  
Anything received after that will be considered a zero. 

 
ABSENT WORK 
It is each student’s responsibility to find out what assignments are missed if they are absent.  
Each teacher has an area in the classroom where absent work will be placed for that week.  
Students have two days for each (1) day they are absent to complete and return assignments 
in.  Homework is not considered complete until it is turned in to the teacher. If your child is 
absent during a test or quiz, it is his/her responsibility to make time to make it up.  Students 
have one week to do this. 

 
TARDY POLICY 
Students are expected to be in class on time each day prepared for the day’s activities.  Team 
5 has established a tardy policy that we feel is most effective.  If a student is tardy two times in 
a five week period, they will fill out an RTP (Responsible Thinking Process) plan and negotiate 
with that teacher.  If a student is tardy three times in a five week period, they are required to 
call home and return to RTC. Any tardies following the third within a five week period will be 
handled by administration.  If a student comes to class unprepared and needs to return to their 
locker, they will be marked as tardy. 
 
MY CHILD AND I HAVE READ, DISCUSSED, AND UNDERSTAND TEAM 5 POLICIES.  
WE UNDERSTAND THAT HOMEWORK AND COMING TO CLASS PREPARED IS MY 
CHILD’S RESPONSIBILITY. 

 

Parent Signature 
 

Student Signature 
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Communicating Student Progress 
 
 
Parents appreciate receiving updates on their child’s progress throughout the year.  Many 
parents believe that their student’s grade is assigned merely on the basis of tests and quizzes.  
However, not all student progress is gathered through final assessments. It is important for you 
to convey to your student’s parents how their child’s grades are compiled. For instance, do you 
assign a weight to tests and quizzes that is more than the value of say homework or daily 
assignments? Is their child’s participation in your classroom affecting their grade too? As a 
parent, understanding the process their child is evaluated on will help to avoid future conflicts. 

 
As an educator it is important for you to establish a successful line of communication with 
parents so that the parents of your students feel comfortable making the first contact with you. 
While it is imperative that you contact parents immediately when a child’s progress begins to 
change, it is also helpful if parents feel as though they can speak to you regarding their child’s 
progress even if they are in academic jeopardy. The effects of establishing a positive 
relationship with parents can be seen in the level of comfort parent’s exhibit in taking the first 
step in contacting you. 

 
Throughout the year try to implement various communication strategies such as the 
suggestions listed below: 

 

 Telephone discussions 

 Teacher initiated letters 

 Professional e-mail letters 

 Have students take home progress reports to be signed as an assignment grade 
 
 
Make Telephone Calls With Confidence: 
 
When communicating on the telephone with parents, it is important for you to always keep 
your relationship professional. Phoning parents when there is a problem is one of the most 
unpleasant tasks that teachers face. Such a conversation can be a daunting task for a first 
year teacher as no one likes to be the bearer of bad news. You can eliminate some of your 
anxiety about these types of parent conversations by following the suggestions listed below: 

 
 Use the contact information that you have collected from your students early in the term 

to save time searching database records in the office. 

 Identify yourself and make sure you are talking to a parent or legal guardian. 

 Plan what you want to say and what information the parent needs to know in order to 
work together towards to solve the problem. 

 Make your call from a phone with some privacy so you won’t be interrupted. 

 Do not hesitate to call a parent at work, but begin the conversation by asking, “Do you 
have a few minutes right now?” 

 Begin with a positive statement about the student and express that you would like to 
enlist their help in solving a problem, “I had a problem with Jim today, and wondered if 
you could help me?” 

 Be very specific about the problem; don’t just say “Jim is acting odd today.” Instead try, 
“Jim laughed out loud six times at inappropriate moments today, and fell asleep right 
before lunch.” 
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 Ask parent for input and help and propose ways to encourage and support student 
progress and achievement. 

 Offer possible solutions to the problem stating what you have already done and list the 
result of your actions. 

 Keep in mind that the purpose of the phone call is not for you to vent your frustrations 
on the parent, but rather, to solve a problem by working together. 

 Never lose sight of the fact that you and the parent are working together to solve the 
problem. A team work approach to solving the problem is the best approach to solving 
the problem. 

 Find a diplomatic way to end the phone call expressing your appreciation for taking time 
to talk and work together. 

 If the conversation becomes hostile, remain calm, restate your reason for the 
conversation, diffuse the situation and bring the phone call to a diplomatic close, and 
inform your administration. 

 Date and document your phone call. 

 If emailing, leave a paper trail and have copies of all contact throughout the year on file.
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Communicating with Parents:  Tips and Suggestions 

From Veteran Teachers 

 
Below are some tips and suggestions for communicating your student's progress as well as 
the events that are taking place in your classroom.  It is always a good idea to look through 
the suggestions of others who have had success with the given suggestion and then adopt it 
to fit best in your classroom. It's important for you to think about how a tip or suggestion will 
fit into your classroom routines and procedures; many times you will need to adapt the 
suggestion so that you will be able to smoothly implement it into your classroom. 

 
 Send a Syllabus to Parents 

Send a course syllabus to the parents of your students, either before school begins or 
shortly thereafter.  Include evaluation procedures, a tentative semester outline, homework 
policies, make-up policies, and how you can be reached, either at school or home.  
Depending on the socio-economic background of your students, you may need to make 
several copies of a video of you reading your syllabus available to students. 

 
 Send a Content/Homework Calendar to Parents 

Prepare and send to parents a calendar listing daily content and homework assignments, 
prior to beginning a new unit. Parents are empowered to encourage completion of 
assignments when they know exactly what has been assigned; the homework calendar 
removes all doubt. Teachers, however, cannot alter the assignments without notifying 
parents or this technique becomes ineffective. 

 
 Create a Class Web Site to Communicate with Parents 

Create a website about your class.  List long- and short-term assignments, daily 
objectives, lesson plans, homework assignments, and any information that you think 
parents may want to know about school and class activities.  For families with access to 
a computer, this is a valuable means of communication, especially if parents can 
contact you via a link on the website. 

 
 Make Face-to-Face Contact with Parents Often 

Attend school and community functions.  Save formal communication about a student's 
progress until you have the student's artifacts in hand to support your explanations.  Use 
the informal contact created by school and community functions to open the door to more 
formal communication. 

 
 Make a Newsletter to Send Home to Parents 

A newsletter is an excellent way to highlight the content students are studying. A 
newsletter might include student work, stories about student insights or conjectures, a 
summary of a particularly rich class discussion, or other evidence of achievement.   

 
 Parent Call-In 

An outgrowth of personalized telephone communication at some schools is the parent 
call-in. Teachers or administrators set up a regular call-in hour on a weekly or bi-weekly 
basis.  During this time, parents can call to discuss their questions or concerns.  These 
calling hours are announced in school newsletters, flyers sent home, and at school 
meetings. 
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Effective Communication 
 
Once you have opened the doors of communication with parents, you are on the road to 
developing a trusting relationship. There are several ongoing means of communication such 
as phone calls, newsletters*, progress reports, notes, happy-o-grams, volunteering and 
conferences (informal and formal). Here are some general tips for fostering effective 
communication. 

 
How to communicate 

 
 
1.   Be professional in dealing with parents (avoid rumors and gossip). 

 
2.   Be assertive, yet flexible enough to take appropriate suggestions from others. 

 
3.   Be direct with parents; be clear in what you say. Think through, in advance, what you are 

going to say. 
 
4.   Be sure to listen to parents; show respect. 

 
5.   Be friendly. 

 
6.   Be positive with parents, even when discussing problems with their child. One way is to 

involve parents in the decision making process. 
 
7.   Be sure to use plain English; don’t use jargon a parent might not understand. 

 
8.   Be sure to have someone proofread any notes and/or newsletters going home. 

 
Frequency of communication 

 
Communicate as often as needed or desired. 

 
1.   Communicate as often as needed or desired. 

 
2.   For documentation, keep a record/log of notes, calls and other communication to and from 

parents. 
 
3.   If you have any doubt about the communication you are going to send to a parent, discuss 

it first wit a colleague or your principal 

 
4.   Inform the principal of any problems. This way the principal can be in a position to back 

you case he/she receives an unexpected communication form a parent.
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Missing Assignments 
 

Teacher Name and Information 
 
 
 
Your child is missing two or more assignments this week in Social Studies. Although it is too 
late to make up these assignments, I feel it is important to keep you informed of your child’s 
progress.  Please return this form signed to me as soon as possible.  Please feel free to 
contact me with questions or concerns regarding your child’s progress. 

 
Sincerely, 

 
 
 
 
Teacher Name 

 
 
 

Child’s name   Date   
 
 
 

Current grade   
 
 
 
 

Missing Assignments Due Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Parent Signature 
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Progress Notification Form 

Ms. A -.Biology and Chemistry 
 
 

, has earned a letter grade of at 
present time.  Due to the fact that my class is important to his/her academic performance, I 
thought it necessary to contact you.  This grade and progress in my class is due to the 
following: 

 

Excessive tardies/absences from class 
Not coming to class prepared 
Excessive talking/socializing during work time during 
class. Not following written or oral directions 
Not participating in class 
Refusing to complete the tasks asked of him/her 
Threatening the safety of self or others/Inappropriate Behavior 
Swearing and disrespectful language used 
Poor test/quiz scores 
Missing or Incomplete assignments. 

 
The above checked identifies the behavior your child is exhibiting in my class. I find this 
behavior inappropriate and detrimental to their goal of academic success. 

 
In order to help your child succeed in my classroom, I have already attempted to remedy 
the above mentioned concerns by: 
 
______Stopping class and your child to pay attention/participate in the lesson.  
______Speaking with your child in private about their behavior/grades. 
______Speaking to your child about their missing work and reminding them where extra 
     copies of the material they are missing are located in the classroom.  

  ______Printing individual progress reports for your child illustration their missing     
               assignments/poor test grades, etc/ 
____ 
   
Please take the time to speak to your student on how important it is for him/her to 
participate in class and turn in all assignments on time for full credit. 

 
Thank you for your time and concern, hopefully this will encourage your student to take 
ownership of his/her actions and they can make the desired improvements. 

 

E-mail 
address: Teacher’s Name Extension #: 
Science Department 

 

Date   Prep time: 1st hour 7:30-8:25am 
 

Teachers can be reached before and after school and during their prep hour by dialing and 
ask for the extension listed above. 
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September 19, 201   
 
 
 

Dear Parents/Guardian of   : 
 
 
 
This letter is being sent to notify you that I have been unable to reach you by both telephone 
and progress reports being sent home with your child. 

 
I would like to discuss your child's progress in my classroom with you so that we can form a 
stronger parent-teacher bond for the improved education of your child. 
 
At your earliest convenience, please contact me at __________________ at 
________________ High School or email me _____________________ so that we can 
discuss your child’s success in my classroom.

 

Sincerely Yours, 
 
 
 
Teacher’s name 
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Reporting Positive Student Progress 
 
All too often in education, parents develop a negative perception of teachers and school 
systems because the majority of the communication they have been a part of in their child’s 
academic career has been to discuss a negative subject. While communicating concern over 
poor choices a student made in the classroom is a necessary component of being an effective 
educator, it is important to remember that educators have a much larger responsibility at hand. 

 
As a new teacher it is your responsibility and duty to your profession to cultivate a parent’s 
appreciation and respect for the educational system of this country. While this sounds like a 
monumental task, as an individual teacher you can help to achieve this goal! One of the most 
effective methods to combat this problem is to provide students and parents with a positive 
interaction with the educational system; namely your classroom. 

 
A simple yet highly effective method to achieving this goal is to communicate positive student 
choices and progress seen in your classroom. A parent’s greatest accomplishment in life is the 
celebrating the success of their child. Having an adult outside of the family recognize and 
celebrate their child’s academic or social success is a very moving occasion for most parents. 
Whether it be a phone call, a letter sent home, or recognition in a school newsletter or 
community organization you will be amazed by the positive response and appreciation parents 
will give you. 

 
 
 
A sample elementary school positive postal note: 

 
 
 
To the Parents or Guardians of:    

 

I am writing to let you know how pleased I am with your child’s recent success in my class. 
You will be proud to know that:  _________________________________________________ 

 
 
_ 
 

I know you are as proud of this effort and achievement as I am. Thank-you for your continued 
support in your child’s education. 
 
Sincerely,  
 
Teacher Name 

 
 
 
 
 

Taken from Julie G. Thompson’s First Year Teacher Survival Kit 
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A sample secondary school positive note home: 
 
 
 
March 2, 200_ 

 
 
 
 
 
 
Dear Parents/Guardians of   : 

 
The purpose of this letter is to let you know how impressed I have been with the dedication and 
responsibility your child has exhibited in my science classroom.  Throughout the last few 
weeks your child has been a very respectful, self-motivated, and cooperative student who is a 
pleasure to have in my classroom.  In addition to their great behavior in the classroom, your 
child recently received a 93% or better on a very challenging unit test! 

 
It is my personal belief that students who work hard and contribute to a positive learning 
environment should always be recognized and honored by both their parents/guardians, and 
their educators.  Each semester the criteria to receive a letter such as this one changes 
slightly to encompass a wide variety of student achievements.  Such students serve as 
positive role models for the rest of youth community. 

 
In order to congratulate your son or daughter for their hard work and dedication to their 
academics, the enclosed coupon entitles them to their choice of a special surprise.  Please 
sign the enclosed coupon and have your son or daughter bring it to class with them.  Students 
will then have their pick of a variety of prizes including: extra credit, free assignment passes, 
candy bars, and other science related surprises. 

 
I hope that you will pass on the congratulations to your child, and continue to encourage them 
to keep up the wonderful work ! 

 
Sincerely Yours, 

 
 
 
 
 
 
Teachers Name 
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Encouraging Parent Involvement in the Classroom 
Taken from the Northwest Regional 

Educational Laboratory website 
 
Encouraging parent involvement in the education of their children is not as complicated as it 
sounds. Parents need assurance that their children will receive adequate preparation to 
lead rewarding adult lives.  Studies show that parent involvement in their child’s learning is 
positively related to academic achievement.  Incorporating parent collaboration in your 
classroom does not always mean they are physically in your classroom; there are many 
ways in which parents can be involved in the learning process of their student including 
some of the following suggestions: 

 
 
 

 Have a signup sheet at Back-To-School Night for parents who are interested in 
helping in the classroom. 

 Call parents at least two weeks in advance to remind them when to come in, 
for how long, and where to go. 

 Field trips are a good opportunity for parents to be involved. 

 Have a career day and have parents visit the classroom and discuss what 
they do as a career 

 Set up times for parents to read to the classroom 

 Encourage parents to get involved in their school’s PTA.  This is an excellent 
way for parents to get involved 

 Ask parents to rotate placing book orders (elementary) for you. 

 Always encourage parents to stay involved by attending school functions such as 
parent- teacher conferences. 

 Encourage parents to take an active role in monitoring their child’s homework, 
arranging study times, and showing overall support in their school work. 
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BACK-TO-SCHOOL NIGHT PARENT SIGN IN SHEET 
 

YOUR NAME CHILD'S NAME TELEPHONE or CELL # BEST TIME TO REACH YOU 
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PARENT VOLUNTEER SIGN UP SHEET 
Please sign up if you’re interested in volunteering in the classroom 

 

YOUR NAME CHILD'S NAME TELEPHONE or CELL # BEST TIME TO REACH YOU 
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Student Self Evaluation and Progress Surveys 
 
 
While you as the educator have the responsibility of assessing your student’s academic 
progress, gaining the perspective of your student’s opinion of their achievements is a 
valuable source of information. One particularly beneficial method of gathering this 
information is to periodically provide your students with self evaluation surveys. 

 
Such surveys allow students the opportunity and responsibility to evaluate their own 
progress. While student self-evaluations provide the student an opportunity to reflect 
on their level of commitment to their education, it also provides parents with insight 
into their child’s effort in your classroom. 

 
When giving these types of evaluations to your students, it is important for you to ask 
your students to be truthful in discussing their commitment to your class. Interestingly 
enough, most students are very forthcoming with their actual amount of effort and 
dedication they put into your classroom. This information is very beneficial when 
presenting a student’s poor academic progress in your classroom to his/her 
parents/guardians. Often times when a parent can see 
evidence of their child’s lack of motivation or commitment to succeeding in your 
classroom they are less likely to assign fault to your teaching and accept their child’s 
responsibilities to their 
own education. 

 
In this section of the handbook you will find sample student self-evaluations and 
survey’s you might find helpful in your classroom. 

 
 
 

Taken from ASSISST Beginning Teacher’s website 
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Student Self-Evaluation 
 
Once each quarter you will be given a self-evaluation survey to help assess how 
well you’re doing in class.  This is your opportunity to be responsible and 
accountable. Please be honest with your answers. 

 
1. How do I think I’m doing in Social Studies right now? 

 
 
 

 

2.  Do I have any missing assignments? If so how many? 
 
 
 

 

3.  How well did I do on my last test? 
 
 
 
 

 

4.  What is my current grade in Social Studies? 
 
 
 

 

5.  If my grade is below a C, why do I think this is so? 
 
 

 

 

6.  What can I do to improve this grade? 
 
 
 

 

7.  How is my behavior in class? 
 
 
 

 

8.  Does my behavior affect my grades? If so, how? 
 
 
 

 

9.  What is my plan to remain or be successful for the remainder of the year? 
 
 
 

 

10. Whose responsibility is it to maintain good grades and a positive attitude in class and 
school? 
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Sample Survey to Send Home to Parents 
 

Making connections: What are your questions about the curriculum? 
 
Dear Parents, 

 
I am organizing a Curriculum Orientation section at Back-To-School Night so we can 
talk about our goals for the year, the types of things your child will be learning, concerns 
you might have, and how you can become involved in supporting that learning.  To help 
me plan for this evening, I am asking that you take a few minutes to respond to the 
following questions.  I will be sending home more detailed information as the time gets 
closer. 

 
Thank you for taking time to help make this evening a success.  

Sincerely, 

 
Teacher Name 

 
 
 
1.   What questions do you have about the curriculum? 

 
2.   What questions do you have about your student and the curriculum? 

 
3.   What do you want to know about homework in this class? 

 
4.   What else would be helpful information in supporting your child’s learning? 

 
5.  What useful information can you provide me in assisting your child this year? 
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Parent Contact Log 
 
One of the most valuable tools you can provide yourself with in your teaching career is 
to create a detailed parent contact log. Such a document ensures that you are keeping 
track of all parent communication aside from parent-teacher conferences and it 
provides proof that you have done all that you could to keep your students succeed. An 
up to date contact log ensures that you have accurate documentation and it enhances 
your professional reputation and provides quick proof when your administrator asks 
about your conversations with parents. 

 
The following are a list of ideas in creating a parent contact log: 

 
 Keep a binder of all class lists/hours with columns set up for name, 

date, class hour, and reason for contact. 

 
 5 x 7 index cards color coded for each hour that students fill out and you 

keep on a large metal ring.  Documentation is recorded on the back of 
each card. 
 

 Keep copies of all emails on file, this includes emails you have responded 
to. 

 

 
Taken from Julia G. Thompson’s First Year Teacher’s Survival Kit
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Student Disciplinary Record 
 
 
 
 

Student Name   
 
 
 

Date 
 

Reason 
 

Who I Spoke With 
 

Response 
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Sample Parent Contact Log 
 

 

Student   

 

Parent   
 

Date and time of contact   
 

Person initiating contact   
 

Reason for contact   
 

Type of contact: 
 

  Phone call   Note home 
 

  Letter   Home visit 
 

  E-mail   Detention notice 
 

  Open House   Informal meeting 
 

  Meeting with administrator   Meeting with counselor 
 

  Meeting with all teachers   Other   
 

Topics discussed:    
 
 
 
 

Steps teacher will take: 
 
 
 
 

Steps parent will take: 
 
 
 
 

Additional notes: 
 
 
 
 

Persons attending: 
 
 
 
 

Taken from Julia G. Thompson’s First Year Teacher’s Survival Kit, John Wiley & Sons, Inc.,2002 
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Documentation Record:  Parent/Family Contact Log 
 
 
 

Student   Parent   
 

Date and time of contact:_____________________________                                                                                                                     

Person who initiated the contact: _______________________                                                                                                         

Type of contact: 

              Phone call                   Note home 

              Letter                    Home visit 

              Email                    Detention notice 

              Open House/Meet the Teacher                Informal meeting 

              Meeting with administrator                  Meeting with counselor 

                Other:                                                       
 
 
Topics discussed: 

 
 
 
 
 
 
 

Steps parent will take: 
 
 
 
 
 
 
 

Steps teacher will take: 
 
 
 
 
 
 
 

Additional notes: 
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Parent Communication Log 
 

NAME   CLASS   HOUR   
 

MOTHER’S NAME   
 

FATHER’S NAME   
 

HOME PHONE   WORK OR CELL PHONE   
 

ALLERGIES & MEDICATIONS   
 

MY STRENGTHS ARE 
An area in school that they think they are good at, for example math, gym, art, etc. 

 
 
 
 
 
 
*This info can be put on colored 5 x 7 index cards (one color per class) and kept on a metal ring in your desk or closet or 
someplace safe that students do not have access to.  Elementary teachers can use one color and keep on metal ring.  All 
phone calls and parent contact can be logged on the back of the card corresponding to each student.  This is easy and 
readily accessible. 
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PARENT/FAMILY COMMUNICATION LOG 

 
STUDENT'S NAME DATE REASON FOR CONTACT FORM OF CONTACT PERSON CONTACTED 
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Keeping Administration Informed 
 
Along with keeping a detailed parent contact log, it is important for you to have established an 
open line of communication with your administrator so that when problems arise you can share 
the situation with them. Remember that it is always better for you to approach an administrator 
to inform them of a potential problem or upset parent before they hear about the situation from 
someone else. Should an email or phone conversation with a parent become hostile, 
immediately inform your administrator of the nature of the phone call and dialogue. Chances 
are that he/she will receive a phone call or visit from that parent and knowing the background 
information of the situation will make it easier for your administrator to deal with the problem. 

 
In addition to informing your administration regarding problems, it is also important for you to 
keep them informed of changes in your teaching strategies. For instance, guest speakers and 
field trips out of the classroom should be approved by your principal prior to implementing 
them in your classroom. 
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Effectively Handling a Disgruntled Parent 
 
Some time in your teaching career you will cross paths with a disgruntled parent. In order to 
effectively handle this difficult situation, follow these helpful guidelines: 

 

 Avoid arguing with a parent; they’re already angry. 

 Maintain eye contact and be a good listener. 

 Remain calm and restate the topic or concern. 

 State that you understand their frustration/concern. 

 Be as positive and professional as possible to help them overcome their 

negative feelings. 

 If the conversation becomes hostile, diffuse the conversation. 

 If the parent chooses to hang up or walk away, allow them. 

 Immediately inform your administrator. 

 Keep your tone of voice reassuring and understanding, do not raise your 
voice to make a parent understand your side of the story. 

 
If a parent comes to your room during class time, thank them for stopping by and politely and 
quickly state that you’re currently teaching a class and they are more than welcome to call 
and set up a time to sit down and talk.  If an angry parent should come to your room uninvited 
or without checking into the office, follow the same protocol as interrupting your class. 
Immediately inform your principal of the situation so that the proper actions can be taken. 
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CENTRAL ADMINISTRATION 781-662-2000   MELROSE HIGH SCHOOL 781-979-2200 

Taymore, Cyndy - Superintendent 781-979-2294   Merrill, Jason - Principal 781-979-2202 

Hogan, Diane - Executive Asst. to the 
Superintendent 

781-979-2294   Carpenter, Diane - Secretary  781-979-2203 

Superintendent Fax 781-979-2149   Berman, Cari - Assistant Principal 781-462-3231 

Kimberly Haley - Receptionist/Registrar K-12 781-462-3270   Corrigan, Bryan - Assistant Principal 781-462-3220 

      Loughnane, Mary - Secretary  781-979-2216 

BUSINESS OFFICE     Minsk, Suzy - Nurse  781-979-2236 

Farrell, Marianne - Director Of Finance and 781-979-2290   Absent Line 781-979-2216 

                              Administrative Affairs     Main Office Fax   781-979-2206 

Keohane, Donna - Asst. to Director of 
Finance Payroll/Personnel 

781-462-3241   Officer James Applegate - SRO  781-462-3243 

Kim Candilieri - Asst. to Director of Finance 781-979-2291   McLean, Elizabeth - School Psychologist 781-462-3238 

      Olson, Susan - School Psychologist 781-462-4236 

Business Office Fax 781-979-2285   Receptionist - MacPhee, Brian  x4141 

Lindquist, Amy - School Department Attorney 781-462-3235       

Anderson, Julia - Personnel Secretary 781-462-3267   DIRECTORS   

MacPherson, Annette - Weekly Payroll/Sub 
Payroll 

781-462-3268   Fogarty, Stephen - Director of Wellness, 
Athletics and Co-curricular Activities 

781-462-3223 

Savage, Tricia - Accounts Payable / 
Purchasing Agent 

781-462-3265   Greenwood, Laurie - Director of STEM 781-462-3260 

      Singer, Angela - Director of Humanities 781-462-3229 

PARENT INFORMATION CENTER     Talbot, Kim - Director of Global Education, 
Art and Music 

781-462-3228 

Haley, Kimberly 781-662-2000, ext. 
1 

    

      GUIDANCE     

PUPIL PERSONNEL SERVICES     Arrington, Nancy - Records Clerk 781-979-2210 

White-Lambright, Patti - Asst. 
Superintendent, Pupil Personnel Services 

781-979-2160   Administrator for Counseling and Student 
Services 

781-462-3239 

      Bolduc, Jeff - Guidance 781-462-3234 

Parsons, Erinn - Secretary  781-462-3251   LoGrasso, Francesca - Guidance 781-462-3237 

PPS Fax 781-979-2156   Parrillo, Joe - Guidance 781-462-3233 

      Shackelford, Jennifer - Guidance  781-462-3236 

Barth, Julie - Out of District Coordinator 781-462-3256   Guidance Office Fax 781-979-2206 

Chernisky, Jennifer - ETF 781-462-3221     

Leonard, Kim - ETF 781-462-3258   DiBenedetto, Anthony - Ch.15                               781-462-3232 

McNamee, Marie - ETF 781-462-3253  Dolce, Ken - Food Service Director 781-462-3219 

PPS Secretary 781-462-3259   High School Kitchen 781-979-2233 

Silvano, Renata 781-462-3254   Altidor, Will - Custodian  781-462-3261 

      Repucci, Matthew - Band Director                   781-
462-4292  

      Scudder, Tom - Library Media Specialist 781-462-3222 

        

TECHNOLOGY     ATHLETICS   

Ellis, Neal - IT Director 781-979-4142   Fogarty, Stephen - Director of Wellness, 
Athletics 

781-462-3223 

Connors, Kevin - Network Systems Admin. 781-462-3195                            and Co-curricular Activities   

Chan, Judy - Data Processing 781-462-3248   Daglio, Denise - Athletic Secretary 781-462-3224 
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Ho, Jimmy - Help Desk Technician 781-858-9123   Athletic Trainers Room / In School  781-462-4284 

Sorrenti, Frank - Network Manager 781-462-3247   Outside Line 781-462-3400 

      Weight Room 781-462-4172 

CURRICULUM       

Adams, Margaret - Asst. Superintendent, 
Teaching & Learning 

781-979-2166   METCO OFFICE    

Davidson, Beth - Secretary 781-462-3257   Ward, Doreen - Metco Director 781-979-2137 

    Metco Secretary 781-462-3249 

MAINTENANCE / DPW       Donovan, Lisa - MEA  781-979-2200 ext. 
4163 

Waitt, Ann 781-665-0142       

      Elementary Sub Call In Line 781-979-
2278 

  

BRIDGE - VOLUNTEERS     Middle School Sub Call In Line 781-462-
3103 

  

McAllister, Jen 781-979-2299   High School Sub Call In Line 781-462-
3255 

  

          

TRANSPORTATION     EARLY CHILDHOOD CENTER 781-979-2260 

D'Angelo, Rick - Coordinator 781-979-2140   16 Franklin Street   

  cell 781-760-0387   Rosso, Donna - Coordinator 781-979-4301 

      Giamanco, Melissa - Admin. Assist. 781-979-4302 

HOOVER SCHOOL 781-979-2180   Nickolas, Jackie - Preschool Program 
Coordinator 

781-979-4312 

37 Glendower Road       781-979-4303 

DiCallagero, Christina - Principal  781-979-2181   Adams, Robin - Nurse 781-979-4305 

Bransfield, Sandra - Admin. Assist. 781-979-2180   Robinson, Anna - Psych./Meeting Room  781-979-4310 

      Main Office Fax 781-979-2120 

Riley-Singh, Teresa - Nurse 781-979-2182   OT/PT 781-979-4308 

Ramos, Alexandra - School Psychologist 781-979-2108   Save-A-Child 781-979-2115 

Teacher Phone & Fax 781-979-2183   Speech 781-979-4311 

Mackey, Mike - Custodian 781-979-2180   Pietrantonio, Zack - Custodian 781-979-4306 

      Conference Room 781-979-4307 

          

HORACE MANN SCHOOL 781-979-2190   MELROSE MIDDLE SCHOOL 781-979-2100 

40 Damon Avenue     Conway, Brent - Principal                     781-462-3101 

Cobbs, Mary Ellen - Principal 781-979-2191   Hardy, Deb - Secretary   781-462-3103 

Parsons, Alisha - Admin. Assist. 781-979-2190     

      Parsons, Jamie - Assistant Principal 781-462-3102 

Gibbons, Marsha - Nurse 781-979-2192   Bernardi, Jacqui - Secretary                     781-462-3119 

Robinson, Anna - School Psychologist 781-979-2190   Copp, Beth - Secretary 781-462-3132 

Absent Line 781-979-2192   Cabral-Pini, Melody - Nurse            781-979-2117 

Main Office Fax 781-979-2194   Absent Line                                    781-979-2116 

Teacher Phone 781-979-2193   Main Office Fax                              781-979-2104 

MacLean, Lenny - Custodian 781-979-2190   Officer Billy Higgins SRO  781-462-3118 

     

     

tel:(781)%20979-2192
tel:(781)%20462-3118
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      GUIDANCE  

LINCOLN SCHOOL 781-979-2250   Shaw, Francesca - Guidance 6th 781-462-3105 

80 West Wyoming Avenue     Magee, Molly - Guidance 7th 781-462-3104 

Corduck, Jenny - Principal 781-979-2250 / 
x137 

  Dubiel, Laura - Guidance 8th             781-462-3106 

Conlan, Maura - Admin. Assist. 781-979-2250 /  0     

      Gymnasium Office Boys 781-462-4286 

McCarthy, Gail - Nurse 781-979-2250 / x8   Gymnasium Office Girls 781-462-4287 

Santosuosso, Cynthia - Student Support 
Svcs. 

781-979-2250 / x0   Cronin, Kevin - Custodian  781-462-3111 

Absent Line 781-979-2255       

Main Office Fax   781-979-2259   Douyotas, Susan - ETF 781-462-3125 

Rudolph, Trevor - Custodian  781-979-2250/ x115   Santamaria, Jill - School Psychologist 781-462-3133 

Wicklund, Jamie - School Psychologist 781-979-2250/ x143   Trevisani, Cheryl - School Psychologist 781-462-3107 

          

ROOSEVELT SCHOOL 781-979-2270      

253 Vinton Street     Education Stations  

Maranto, Mary Beth - Principal 781-979-2270 / #65   Gennari, Karen- Admin. Coordinator Ed 
Stations 

781-462-3266 

Waitt, Molly - Admin. Assist. 781-979-2270 / 0   Karpenko, Eileen - Elementary Program 
Director 

781-484-6038 

Magill, Kathy - Nurse  781-979-2272   Early Childhood Center 781-979-2141 

Valiant, Gayle - School Psychologist 781-979-2270 / #64   Hoover School 781-979-2144 

Absent Line 781-979-2270 / #61   Horace Mann School 781-979-2145 

Main Office Fax 781-979-2275   Lincoln School 781-979-2146 

Mrozowski, Ed - Custodian 781-979-2270   Roosevelt School 781-979-2147 

Winters, Larissa - Adjust. Counselor     Winthrop School 781-979-2148 

      Central Administration Ed Stations Cell 
Number 

781-507-1425 

WINTHROP SCHOOL 781-979-2280   Central Administration Ed Stations Office 
Number 

781-462-3266 

162 First Street       

Maynard, John - Principal  781-979-2283   City Hall 781-979-4500 

Sorrentino, Peggy - Admin. Assist. 781-979-2280   Credit Union  781-662-7276 

      Ellis, Marion – Treasurer’s Office 781-979-4161 

Hanks, Donna - Nurse 781-979-2282   Treasurer’s Fax 781-665-6877 

Winters, Larissa - Adjust. Counselor 781-979-2121   Retirement  781-979-4150 

Absent Line 781-979-2282   Retirement Fax  781-662-2182 

Main Office Fax  781-979-2281   Voke 781-246-0810 

Teacher Phone 781-979-2280   Latta, Polly - HR 781-979-4145 

Thomas, Paul - Custodian 781-979-2280     

        

 


