Memo
To: 
 CCM Students

From: Elissa Penczar, Rhonda Derks, & Mark Trombly
Subject: What you can expect this year

Date: Fall 2014
As a student, it is helpful to know in advance exactly what to expect. The purpose of this memo is to share our personal commitment to each of you and to outline what you can expect in this class regarding rules, procedures, homework, grading, and other important issues. These pages can be summarized in one simple statement, “We will do all that we can to ensure your success in meeting the standards for this class.” To us, you are worth whatever it takes!

Our commitment to each of you

We chose to become teachers because we are committed to doing all that w can to positively contribute to the lives of young people. Therefore, we promise to do all that we can to:

· Value you and treat you with the highest respect deserved by all human beings.

· Consistently monitor the expectations that you will encounter after this year and adjust what we do to ensure that you are excellently prepared for your next educational steps.
· Maintain a physical environment for you that is consistent with research for supporting your learning needs.

· Protect you from physical and emotional harm.

· Hold the highest standards for you and ourselves educationally. We will consistently upgrade our knowledge and skills so that we can be all that we can be as your teachers.

· Ensure that you meet the objectives and standards for what we are teaching and the standards of behavior established for our school.

· Fairly and consistently enforce our established standards for behavior and learning through a system of known consequences for our actions.

· Seek your counsel for ways to best support you in reaching the standards established for us.

· Recognize and support your parents’ or guardians’ roles, responsibilities, and rights. We will consistently inform them of our progress, success, and hurdles, and we will seek their counsel as appropriate to ensure your success in our class.

· Admit when we are wrong and gracefully apologize, accept our consequences, and hope for forgiveness.

· Expect others with whom we are working to admit when they are wrong and gracefully apologize, accept their consequences, and seek forgiveness.

· Maintain a fair system for ensuring that your grades accurately reflect your achievement and the knowledge and skills that you will be taking with you.

· Work hard and be flexible on your behalf.

· Expect you to work hard and be flexible in reaching the standards.

· Reflect over our teaching and be a better teacher each time that we teach.

· Hold honesty, integrity, respect, sound judgment, our commitments to you, and our American way of life as utmost values for ourselves.

Rights and Behavior
Each of us deserves to be treated with respect, and we deserve to be in an environment conducive to learning. We will work with all of you and do all that is necessary to ensure that everyone is treated with respect and is in an environment conducive for learning. Sarcasm, put-downs, interfering with other students’ learning, destruction of property, and taking from others will not be tolerated.
Food and Water in the Classroom
Good nutrition is important to learning. There is fresh water and ice available to you in the lab. In addition, please feel free to eat nutritious food in the classroom as you choose. It is important, however, that we work together to make sure that all spills and wrappers are properly and immediately taken care of to maintain a healthy and safe classroom. It is also important that we respect the local health codes and refrain from eating or drinking in the kitchen and lab areas.

Rules and Consequences
We will follow a set of fair, appropriate, and known-in-advance consequences for any violation of our classroom and school rules. These rules and consequences will be clearly displayed in the classroom. We will use the Responsible Thinking Process to handle all disruptions to the learning environment.

Restroom Privileges
If you need to use the restroom, please politely get the restroom pass and sign out. If our bistro is open for business, please let your teammates know that you are leaving the lab so they can cover your station while you are gone. When you return, sign back in. As long as you use this privilege responsibly, there will not be a problem. We  will not dictate to anyone when they may use the restroom as long as they are making responsible decisions and following the school rules for behavior in and outside of the classroom.
Instruction

Learning occurs best when people have the opportunity to do things themselves and talk with others about what they are learning – especially if the environment is a fun and enjoyable place to be. You can expect to be talking with classmates and moving throughout our classroom as you share what you are thinking and work through questions, problems, and issues. In addition, we will use stories and metaphors on a regular basis to facilitate your learning.
Since your active engagement in lessons will dramatically impact your learning, We expect you to be fully engaged throughout each lesson. We will do all we can to keep the lessons engaging, fast-paced, safe, and conducted with effective strategies and techniques to facilitate your engagement, but if our approach to lessons is not effective for you, we  are open to your suggestions. There is a suggestion box on the counter in the classroom; please leave any suggestions you have for improving the instruction.

Learning Expectations
Mastery of each course objective is a requirement for completion of this course. Since we each learn in different ways and at different rates, throughout our time together, you will be supported in ways that will work for you to ensure your success. There will be multiple assessment opportunities for you mixed with extra instruction to accommodate your learning needs.

Quality Expectations
Just as in family obligations and on-the-job assignments, there will be standards established for the successful completion of tasks in this course. Projects, tests, papers, reports, and other demonstrations of learning are to be done to at least a “B” level for completion, and just like in the world of work, if they do not meet the standard when they ae submitted, you will be expected to modify them until they do.
In addition to the required “B” level of performance, just as in the world of work, there will be standards for the presentation and preparation of what you submit for it to be accepted for scoring. These generic standards are referred to as “Criteria-for-Credit” which is explained later in this memo. If the Criteria-for-Credit are not met for an assignment, you will be expected to revise your assignment to meet the standards and resubmit the work. If the Criteria-for-Credit is not met with an assessment, the assessment will not be scored and you will be expected to re-assess.
Wherever feasible, you will be involved in the development of criteria that we will be using. 

Preparation for the Class
We will do the very best we can to ensure that we are well prepared each day – this is what you deserve. If however, an emergency happens which we could not have anticipated, we may be less prepared than we would like or than you deserve. Similarly, we know that there will be times that a family obligation, emergency, or obligation to some other school function may take you away from your preparation. When this happens, just let us know and we will work together to adjust and to ensure your success with ultimately reaching the standards.

Assignments
All homework (practice and pre-reading for each lesson), vocabulary, and project assignments will be posted and distributed to you no later than Monday of each week. If you cannot be in class, you will know what we are doing and what the assignments are so that if you are able, you may keep up with the class.

Criteria-for-Credit
As a class, we will develop a set of criteria that must be met with each assignment, project, and assessment for it to be eligible to be accepted or scored. Homework and projects that do not meet the criteria will be accepted as soon as they are revised to meet the criteria. If your assessments meet the criteria, they will be scored. However, if they do not, the assessments will not be scored and you will be expected to engage in the reinforcement activities and practice and then to re-assess until mastery is met for each unit checkpoint objective.

Homework
In this class, homework is considered different from projects. Homework is a way of either ensuring adequate practice of skills learned in class or preparation through reading or research for what will be happening in class. Because homework is designed to either strengthen what has been introduced in a lesson or to help make learning a future lesson easier, not every student will have the same needs with respect to completing homework.

Homework can be an essential part of the learning process for any student. Because we all learn at different rates and require different amounts of practice and prior preparation, we will have flexibility with how the homework is addressed for each student. In order to make the homework most effective, We promise to:

· Provide complete and correct examples for every assignment given. You may use these to help yourself complete each assignment.

· Match homework assignments to what is likely to be essential for your success based on our experience. Please do the best you can with each assignment for 20-40 minutes. With anything you are unable to do at home, please seek help.

· Expect sincere effort with homework, not 100% completion, accuracy, or correctness.

· Provide opportunities for you to receive feedback on your homework when it is due.

· Not require you to complete homework assignment that you do not need to complete for success on the assessments and the projects.

· Engage you in cooperative activities using the homework when it is due.

Qualifiers
Qualifiers are special assignments that are to be completed to predetermined standards in order for a unit checkpoint or course assessment to be taken or to be counted. The concept of a qualifier is similar to “dressing out for sports” or passing a written and a driving test in order to have a driver’s license. Not all qualifiers will have points or grades associated with them, but they must be completed for you to be eligible for a test, assessment, marking period, or course grade.

Projects (Written/Academic, Hands On/Technical, Employability)
Throughout the course, there will projects assigned for you to show your ability to use the skills and concepts taught in the course. All projects must be completed and meet specified quality criteria for completion of the course. Each required project will have a desired due date. If your project does not meet the standards by the due date and you have been conscientiously working, you will be expected to continue until the standards are met with no penalty for completion after the desired due date. If your project does not meet the standards by the due date and you have not been conscientiously working, there will be a consequence for the lateness – but you are still required to meet the standards with a completed project.
Warm Ups
Warm Up assignments will be given on a daily basis; they are due by the end of class of that same day. These assignments are designed to give you more practice with material already covered in previous lessons. We also use these warm ups to assess learning throughout the classroom. Questions from the Warm ups will form the basis of almost every unit checkpoint assessment. 

Distributive Practice
People learn best when they have opportunities to practice what they are learning over an extended period of time. Therefore, in each unit, you will be given exercises in which you will be practicing and revisiting objectives from previous unit checkpoints. These distributive practice (DP) objectives will be addressed with continuously increasing levels of difficulty. The DP objectives spread throughout each unit will be included on the unit checkpoint’s assessment.

Incremental Development
People learn concepts and skills gradually over time. For this reason, we will only do a little bit with each new objective on any given day, and we will spread the learning of each objective over extended periods of time. Because of this, on any given day, we will be working on several objectives simultaneously – more objectives each day than usual, less depth with each objective per day, but overall, more depth than typically experienced.

Assessments

Each unit objective will be separately assessed with the expectation that the specific mastery level will be met for each objective. Also, each unit checkpoint assessment will have one to three separate, DP objectives assessing the DP within the unit. The standard for mastery for each objective is for your work to be at an A or B level. Anything less than an A or B will be scored as incomplete or “not yet” (NY). An NY is recorded as a “Z” in the computerized grade book and is factored in as a zero until you achieve mastery. As soon as mastery is reached, the grade book Zs are changed to reflect your total score on the assessment. To facilitate your mastery, you can expect the following:
· The assessments and re-assessments for each unit will occur on specified dates. If you are absent for one, you may take it on the next day. If this cannot be done, then you will lose that assessment opportunity and automatically be in the “corrective loop” for the next re-assessment.

· The unit checkpoint assessment will assess each unit objective separately with mastery expected for each. This assessment will typically include both hands-on/lab and written/academic components. You will receive credit for each mastered objective, but you may choose to reassess to achieve a higher level of mastery if you wish. Each objective that is not mastered will be considered incomplete and you are to complete the required corrective loop, do the associated practice, and then re-assess. In addition, any incomplete homework for the unit must be submitted according to its standards as a qualifier for any reassessment. The additional practice will be to correctly complete the missed objective on another form of the unit’s checkpoint assessment.
· There will be three (3) such scheduled opportunities to demonstrate mastery of each of the unit’s objectives. “NY” will be recorded for each missed objective until it is ultimately mastered.

· If you would prefer to prove that you have met the objectives of a unit through an alternative method, this is fine. It will mean extra work for you, but as long as you convince me that you have met the objectives, I will be comfortable with you choosing your own assessment methods.

· With the objectives on each assessment, your score is determined by your performance when you meet the standards of A or B. There is no penalty for needing more than one opportunity to meet the standards, provided you complete the assessment on or before the scheduled dates. If you complete the assessment after the scheduled dates, a late penalty of -10 points per week will be deducted.

· As we progress through the school year, you will probably have many pressures for your time. If something important comes up for you like studying for another teacher’s test or giving your best in a play, concert, or a game, please honor those commitments. Because there are multiple opportunities to prove we are meeting the standards for our objectives, we expect you to maturely schedule your energies to provide the most productive and beneficial school year possible.

Cheating
There is no need for cheating in this class to get a better grade. If you don’t know something by the time of the test, there will be additional support and more opportunities for you with no penalties. Therefore, cheating will not be tolerated. It will be treated as a behavioral problem and disruption and will have an appropriate consequence in accordance with the Responsible Thinking Process principles. If anyone cheats on an assessment, they will receive an incomplete on the assessment and will be required to engage in the corrective loop before he or she will then be required to re-assess.

Eligibility for Extra Curricular Activities
Eligibility will be determined by three (3) factors. To be eligible for extra curricular activities with our no pass, no play policy, you must be:

1. Keeping up with your opportunities of corrective instruction and re-assessments

2. Passing objectives for which we have had three (3) assessment forms completed.

3. Able to meet any special eligibility requirements of any outside agencies involved in the activities.

Final Exam

For 1st Year students, approximately 3 weeks before the end of the school year, the ServSafe Food Protection Manager Certification exam will be given as the Final Exam. To qualify for this exam, you must successfully complete all ServSafe assignments. This exam is a norm-referenced standardized multiple choice test that we must send away to be scored. If you earn a 75% or higher on this test, you will earn the ServSafe Manager Certificate and an A for a final exam grade. If you earn a 74% or below, you will not earn the ServSafe Manager Certificate and you have the choice of either using the grade you earned as your final exam grade or taking a comprehensive final assessment, based on all unit checkpoint assessments we’ve completed this year.

2nd year students final exam will be based on their individualized course of advanced study and scheduled at least 2 weeks before their “home” school final exams.
Bottom Line

We are glad you are in our class this year. We feel truly honored to be your teachers, and we hope that when this year is over, you will believe that this class has made an important contribution to your education. Thank-you in advance for working with us, Mr. Trombly, and the others in this classroom to make a difference in your life. You are worth whatever it takes!
Sincerely,

Elissa Penczar

Instructor

Rhonda Derks

Instructor
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