FREQUENTLY ASKED QUESTIONS

ABOUT

At Risk Instructors and Counselors

Below are answers to a numbers of questions asked by AT-Risk staff and Principals.  Some are “Nitty-Gritty” operational issues and others are more about “what’s the vision, again?” The faciltators have organized questions and answers Into two categories that relate to building-level and district-level responsibilities.
	Building FAQs
	


WHAT IS THE AT-RISK STAFF MEMBER’S WORK DAY?
It is a conundrum: On one hand, the workday must support the home school’s instructional day.  On the other hand, it must be sufficiently flexible to accomplish the “Goal 1 & 2” part of the job description.  No doubt, details will need to be worked out across the coming year, but the following assumptions offer a starting point:
· An At-Risk staff member follows his or her home school’s “student contact day.” 

· An At-Risk staff member must fulfill contractual obligations related to flex time.

· At-Risk teammates who work in a Primary/Junior High setting follow their home school’s student day and use flex time to accommodate meetings in either school as needed.  

· If the above is not satisfactory, then At-Risk Teammates and their principals may agree to implement the Contract’s provisions for Atypical Schedules.  Under the contract, employees and their supervisors may negotiate schedules that do not follow the typical teacher day, that differ from day to day, and that may begin and end outside the traditional school day, as long as the employee’s work week totals 38:45 hours.
WHAT IS School Time vs. District Time?
· 50% SCHOOL:  Half of the At-Risk staff member’s workday will be spent doing things that support his or her home school’s ARC interventions, literacy plan, or NCLB schoolwide plan.  As facilitators of the school’s ARC and PDSA processes, At-Risk teammates will help to decide what those things should be.   

· 50% DISTRICT: Half of the At-Risk staff member’s workday will be spent doing the things identified in the “Goal 1 & 2” parts of the job description.  At-Risk teammates will collaborate with the principal(s) and the 4 facilitators to determine the exact tasks needed at each school.  Any instruction done by At-Risk staff during district time must be approved by the Facilitator of At-Risk Processes.
· The term “instruction” in the Student Support Services program contains two components:

· It involves teaching students.

· It is done primarily for the benefit of student learning.

· See also the first entry under DISTRICT FAQs, below, “What are some examples of professional development that At-Risk staff would provide to teachers?”

NOTES: 

· The teacher workday is 7 hours and 45 minutes.  Half of that is 3 hours and 52.5 minutes.  So the building gets approximately 3:50 hours and the district gets the other 3:50 hours each day.

· To maximize the availability of At-Risk staff for instruction, the building’s 3:50 hours are entirely within the home school’s student day.  Each At-Risk staff member will submit his/her building schedule to the building principal.
· Because the district’s tasks require flexibility, the district’s 3:50 hours per day include all flex time.   Each At-Risk task member will use Corporate Time to schedule all district time.

· All administrators and secretaries may use Corporate Time to view At-Risk staff flex schedules.

· Each At-Risk team’s district time must total 19:10 hours per week.  This time may be noncontiguous.  That is, part may be before the home school student day with another part after.  

· The district’s 3:50 hours per day are required to be team time. While teammates do not have to work together 100% of the time, their team work schedule must allow them to address their district tasks as a team.

· At-Risk teammates will set their own schedules in consultation with the principals and Facilitators, so as to get district tasks done.  
How does the 50/50 split account for differences in the sizes of buildings?

	School 1

(Smaller)
	School 2

(Larger)

	School Time
	School Time

	District Time
	District Time


School Time is Equal

District Time is Proportional depending on the size of your school

Will the district develop standardized procedures and forms for student conferences?
At-Risk teammates serving two schools may find it impossible to attend parent conferences for every student they serve.  Parent conferences are considered “instructional.”  That is, parent conferences fall under the schools’ 50% of the day, and the schools will need to set priorities and decide how to meet them.  Recognizing the difficulty of scheduling parent conferences, At-Risk staff will have no district responsibilities on Parent/Teacher Conference Days.
HOW WILL AT-RISK STAFF DEAL WITH SCHEDULING CONFLICTS OF ARC MEETINGS?
· Whenever an At-Risk team serves two buildings, then the two schools must agree on meeting times in order to avoid conflicts. 
IF AN AT-RISK TEAM CO-FACILITATES ARC, THEN HOW WILL THE RESPONSIBILITIES BE DIVIDED?
The “Co-facilitate” term indicates that two At-Risk staff members work as a team to assure that the ARC process of each assigned school is effective and efficient.  They plan, conduct, and follow up on the ARC processes in all buildings assigned to the team.  At-Risk teammates will decide how to divide the ARC responsibilities, such as recording, interviewing, running the meeting, etc.  The At Risk Facilitator (Jim Drainer) will provide leadership and training for the At-Risk staff.
WHAT IS THE PRINCIPAL’S ROLE CONCERNING ARC?
· As the building’s instructional leader, the principal is ultimately responsible for seeing that ARC effectively and efficiently serves the needs of all students in his or her school.  
· This requires the principal’s active participation in the content of every ARC meeting.  

· The At-Risk co-facilitators’ availability to manage the processes allows the principal freedom to pay attention to content.

· The principal will provide administrative support as needed to implement ARC decisions.

WILL ARC HAVE UNIFORM PROCESSES, MATERIALS, SUPPORT, AND RECORDKEEPING?
· The District At-Risk Steering Committee will develop a core set of aligned data sets, procedures and forms, that all building ARCs will be expected to use.
· Beyond the core, ARCs may develop additional processes, interventions, materials, etc.

HOW WILL THE ARC PROCESS BE EVALUATED?
The District ARC Steering Committee is developing evaluation tools and procedures.
What are CHILD-FIND ACTIVITIES?
It is natural to have some confusion about “Child Find,” which we usually associate with PFEC or special education.  Technically, the term Child Find means to identify students who need special attention.  While PFEC staff must actually find students in the community, At-Risk staff need to help the building principal identify which students in the school need attention.  Details will need to be worked out across the coming year, but the following assumptions offer a starting point:

· Under NCLB, every child is potentially at-risk.

· “Child Find” in this setting is the process of checking periodically and systematically to see whether or not anything impedes each child’s achievement.  
· As the school’s instructional leaders, the principal may place any child directly in either the ARC or SpEd process.

· In addition to their own observational skills and the building principal’s direction, At-Risk staff will use data related to achievement, attendance, behavior, nurse visits, etc., to screen the entire student populations of the assigned schools.
· The At Risk Facilitator (Jim Drainer) will provide leadership and training for the At-Risk staff.

Will THERE BE a database of INTERVENTION IDEAS?
· The District ARC Steering Committee is in the process of developing a list.  It will continue to progress over time and appropriate training will be offered in its use.
HOW INVOLVED ARE THE SPECIAL EDUCATION LIAISONS IN THE ARC PROCESS?
Literally, the word liaison means “go-between.”  The Liaisons’ service to ARC is limited to providing access to the diagnostic and intervention expertise of the special education office.  Liaisons may attend any ARC meeting, but their attendance is required only when invited for a specific purpose.  While they may perform one-time diagnostic services or short term interventions, Liaisons cannot be expected to mentor students or provide ongoing interventions.  
HOW CAN ARC BE SUCCESSFUL ACROSS THE FIRST COUPLE OF YEARS IF THE SPECIAL EDUCATION LIAISONS ARE NOT AT EVERY MEETING? 

The hard fact is that there are too few Special Education Liaisons to attend every ARC meeting at every school.  Many of the roles that Learning Consultants have performed in the past must be assumed by the At-Risk staff, including responsibility for identifying instructional interventions and administering specialized student assessments used in ARC that do not require type 73 certification.  Special Education Liaisons will provide training and mentoring to help them develop the necessary skills, and as time goes on, At-Risk staff will become proficient in those areas.
ARE THE AT-RISK STAFF AUTOMATICALLY ON BOTH BUILDINGS’ SILTs? 

At-Risk staff have a full plate fulfilling their direct job description, which does not include mandatory SILT membership.  (SILT meetings are typically during what would otherwise be District time.)  When it is essential, At-Risk staff may be invited to attend SILT meetings for topics related to ARC or PDSA.  

	district FAQs
	


What are some EXAMPLES OF STAFF DEVELOPMENT activities that AT-RISK STAFF WOULD PROVIDE TO TEACHERS?
The term “staff development” may mean: conducting workshops, co-teaching, modeling sample lessons, mentoring, etc.  The vision is to provide real-time support for classroom teachers implementing instructional best practices.  To be practical, professional development will focus on district curriculum materials, which are all especially selected for best practice instruction.  Eventually, professional development will also focus upon differentiated instruction and technology integration.  
There is some confusion about how to determine when teaching-type activities count as district as opposed to building time.  The criterion is in the answer to the question, “Why is the At-Risk staff member teaching?”  If the AR staff member is co-teaching primarily for student learning, such as when the classroom teacher needs long-term assistance to improve student behavior or achievement, then it is instructional and must be counted against building time.  If the AR staff member is co-teaching for a limited number of class sessions primarily to help a classroom teacher learn a specific pedagogical method, then the co-teaching counts as staff development.

The good news is that the Facilitators are responsible for preparing and supporting At-Risk staff for this.  Here are some things being planned:

· In June, the Science and Social Studies textbook vendor will provide Train the Trainer training for At-Risk staff. 
· Across next year, the Literacy Facilitators will provide professional development related to Reading to Learn and Learning to Read.

· Across next year, the Library/Media Facilitator will provide professional development on technology integration.

· Across next year, the Facilitators will all provide professional development on assessment and data usage.

WILL ALL AT-RISK STAFF USE CORPORATE TIME?
Yes.  It is a necessary tool to coordinate work across teams.  In addition, Corporate Time will collect data to evaluate and improve the program.  

WILL ALL AT-RISK STAFF USE A PDA FOR SCHEDULING?

Not necessarily. It is a personal preference, as Corporate Time can be used without a PDA.  All At-Risk staff have laptop computers.
WILL AT-RISK TEAMS SET AGENDAS FOR MEETINGS?
At-Risk teammates will set agendas for PDSA and ARC meetings.  Remember, while “District Time,” At-Risk teammates “work” for the district during district time, their “customers” are school personnel.  So, At-Risk teams will have to be sure that the agendas reflect the needs of principals, SILTs, and ARC members.
What doES CRISIS INTERVENTION MEAN?
Just as important, what does it not mean?  In many people’s thinking, the term “crisis” has become synonymous with all services traditionally provided by counselors in District 108.  If true, then “crisis intervention,” logically might call At-Risk staff away from their instructional duties at a moment’s notice.  

That is not the case.  “Crisis Intervention” pertains to a limited subset of the current counselors’ duties.  In District 108, Counselors have traditionally been involved in at least three types of incidents:  
· Social/Emotional Problems are run-of-the-mill difficulties. 
· Emergencies are defined by time; they need to be dealt with immediately. 

· Crises are defined by seriousness; they require a professional touch.  

Crisis Intervention relates only to the last type of incident: crises.  Because crises are potentially the most serious of the incidents, they require a counselor’s skills.  However, they typically don’t require the counselor’s instantaneous attention.  Here’s another way to look at the issue:
· Social/Emotional Problems→ may wait or may need immediate attention.

· Examples: student arguments, student hygiene, chronic tardiness, 

· At-Risk Counselors will help prepare At-Risk staff, principals and teachers to handle these problems.

· An Emergency → can’t wait, has to be handled by people on scene. 

· Examples: fist fights, injuries, Principals and teachers already handle most emergencies.

· District Office administrators are available to respond to particularly serious emergencies.

· A Crisis → can wait, but it requires the skills of a certified counselor.

· Examples: suspected child abuse, drug use, pregnancy, death of a student or teacher, etc.

· This will be further defined in June by the At-Risk Counselors, in partnership with Chuck, John, and the 4 facilitators.

How will handling a crisis affect the building’s allocated time for district At-Risk services?

Crises, by their very nature, require short-term and extra-ordinary responses.  Accordingly, regular district and building time allocations will be suspended for the duration of a crisis.  Depending upon the severity of the crisis, all At-Risk staff in the district may be affected.  Once the crisis is diffused, At-Risk staff will return to their usual assignments.
How often will at-risk instructors meet as a separate group?

The Facilitators will occasionally call At-Risk staff together for professional development and to assure consistent programming across the district.  This will happen only when essential to the program.  Potentially, it will be more frequent early in the year and diminish as the program becomes more mature.  

HOW CAN AT-RISK TEAMMATES BE INVOLVED IN 2 PDSA’s DURING JUNE PLANNING and DURING SIP DAYS NEXT YEAR?


· As a team, At-Risk Instructors and/or Counselors are responsible for helping to plan and facilitate PDSAs in both assigned schools.  However, whenever both schools’ PDSA/SIP committees are working at the same time, the At-Risk teammates must separate.  Each will facilitate one school’s meeting.

· Both At-Risk teammates should be involved in planning both schools’ PDSAs, and then each teammate will co-facilitate one building’s PDSA session with the principal.  (NOTE:  It is possible for another staff member to take the leadership in a PDSA, but the At-Risk staff are still responsible for assuring the PDSA processes are followed.)
· Depending upon the needed activities, At-Risk teammates may switch off between schools, either within the same workshop or from one SIP day to the next.

· Teams should work with principals to schedule meetings in order to minimize conflict between schools.
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