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HEWLETT-WOODMERE PUBLIC SCHOOLS 

PROFESSIONAL DEVELOPMENT PLAN 2016-2017 

    
The Professional Development Plan (PDP) is guided by the Shared Vision Statement of the 

Hewlett-Woodmere Public Schools (HWPS):  "Hewlett-Woodmere Public Schools is a caring 

learning community dedicated to developing an individual's academic, artistic and athletic 

abilities, cultivating character and celebrating success."  Our Core Values of respect, honesty, 

responsibility, integrity, kindness/compassion, caring and trust provide the foundation for 

teaching and learning.  As a committed learning community, HWPS supports adult learning as 

interconnected with student learning and believes that intellectual curiosity, continuous growth, 

and reflection are essential elements of professionalism.    

 

INTRODUCTION 
 

The Hewlett-Woodmere Professional Development Team has prepared this professional 

development plan in accordance with current regulations of the New York State Commissioner 

of Education. The specific components of the regulations are as follows:  

 

• By September 1, 2000, and annually thereafter, districts shall adopt a Professional 

Development Plan (PDP), the purpose of which shall be to improve the quality of teaching and 

learning by ensuring that teachers participate in substantial professional development in order 

that they remain current with their profession and meet the learning needs of their students.  

 

• For plans covering the time period February 2, 2004, and thereafter, each school district shall 

describe in its plan how it will provide teachers in its employ holding a professional certificate 

with opportunities to maintain such certificate in good standing based upon successfully 

completing 175 hours of professional development every five years.  

 

• The team shall include the superintendent or his/her designee; school administrators 

designated by their collective bargaining association; teachers designated by their collective 

bargaining association and who should comprise a majority of the seats; at least one parent 

designated by the established parent group; one or more curriculum specialists; and at least one 

representative of a higher education institute.  

 

• The final determination on the content of the PDP shall be the decision of the Board of 

Education.  

 

• Each year, the Superintendent shall certify to the Commissioner that the requirements of this 

regulation have been met and that the District has complied with the PDP applicable to the 

current school year.  

 

• Participation in professional development activities outside the regular school day or regularly 

scheduled working days of the school year shall be volitional for teachers, unless otherwise 

agreed upon as a term and condition of employment pursuant to collective bargaining.  
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The HWPS plan evidences the belief that the teacher is the most important influence in a 

student's learning experience.  Just as differentiation of instruction is important to meet student 

learning needs, differentiated professional development should be provided to meet teacher 

learning needs.  The plan categorizes and summarizes professional development opportunities 

available to the faculty and subscribes to “substantial” professional development that is robust, 

relevant, results-oriented, and sustainable.   

 

The plan acknowledges the need to coordinate the District’s professional development activities 

with the New York State (NYS) Learning Standards, the NYS Common Core Learning 

Standards (2011), the NYS Professional Development Standards (2009), the National Staff 

Development Council Standards (2001), the NYS Teaching Standards (2011) and the Interstate 

School Leaders Licensure Consortium (ISLLC) Standards (2008).  In addition, the committee 

recommends that professional development initiatives are aligned with students’ needs from 

multiple sources of student achievement data, including results of local formative and 

summative assessments, research-based instructional strategies, and recognized best-practices.  

The plan includes strategies/activities for improving the quality of teaching and learning 

throughout the District.  

 

PROFESSIONAL DEVELOPMENT NEEDS ANALYSIS  

AND GOALS 
 

The Hewlett-Woodmere Board of Education has demonstrated its commitment to continuous 

improvement of the educational program through its support of ongoing professional 

development.  Staff development in the HWPS is designed to provide all of its educational 

professionals with the resources and training necessary to address the learning needs of its 

students. Multiple opportunities for the ongoing improvement of teaching and learning are 

offered to the professional staff.  The Board of Education has directed the school district 

administration to link those professional development activities with the goal of improving all 

levels of student academic achievement in multiple dimensions. The HWPS accepts the 

perspective of the NYS Board of Regents in that it asserts that staff development succeeds when 

it (1) improves the skills of teachers; (2) focuses on standards and student achievement; (3) 

links professional development to the attainment of instructional goals; and (4) connects staff 

development to short- and long-range District and school goals for continuous growth.   

 

Needs analysis is conducted on an ongoing basis.  Data are gathered from student achievement 

results on local formative and summative assessments including performance-based 

assessments, and on standardized tests.  In addition, the professional staff makes 

recommendations for professional learning in current research-based and best-practice models.  

Periodic surveys of faculty are conducted to provide feedback, to ascertain individual learning 

needs, and to design differentiated strategies and activities. 

 

Long-Range Goals:  2011 and Beyond 

 

In March 2010, the Board of Education adopted Policy #0001, long-range goals that include: 

 

 Support for the Shared Vision and Core Values of the Hewlett-Woodmere Public 

Schools  

 A learning environment that fosters problem solving, innovation, design and creativity   

 Support for aspirations of students, staff and community by sustaining a culture of 

learning, caring and celebration  
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 Provision of opportunities for depth and breadth in learning, enabling all learners to 

reach their full individual potential and to support the community-wide development of 

programs and services 

 Two-way communication with all stakeholders; continued increase of timely and high 

quality information shared by all members of our community 

 Maintained commitment to developing the whole child by supporting educational 

programs which provide opportunities in Academics, the Arts, Athletics and Activities 

that enhance competencies in the “Four C’s”: Critical and Creative Thinking, 

Collaboration, and Communication   

 Learning and assessments that are authentic and meaningful for each individual student  

 Sustained support of school and community programs with efficient management of 

resources 

 Schools as centers of community, for learners of all ages and characteristics 

 Focus training on prevention of student bullying  

 

In order for the Board of Education to effectively implement the District’s Shared Vision and 

Mission in Policy #0001, an associated regulation was developed.  Student outcomes to guide 

work with students in grades Prekindergarten through grade 12 were developed by the 

Educating the Future for the Future Steering Committee comprised of all stakeholder groups 

and describe the desired competencies of a 21
st
 Century Learner in Hewlett-Woodmere Public 

Schools.  These (Appendix A) are grouped in the following categories: critical thinking, 

creativity, collaboration/communication, and citizenship.  Although it may appear that the four 

C’s function in a linear fashion, they are really all interconnected and work in concert.  The 

HWPS is committed to explore ways to ensure that critical thinking and creativity are evident in 

student work and that collaboration/communication and citizenship support students as thinkers, 

creators, communicators, and citizens. 

 

The tradition of excellence in the HWPS sets a high standard for continuous improvement.  

Student performance on multiple measures, including local formative and summative 

assessments, performance-based assessments, standardized tests, and self-assessment, is at the 

core of professional learning.  Interconnected with curriculum, instruction and assessment, 

professional development is a vital element in the system of teaching and learning.  The 

District's professional development activities are aligned with the goal of improving student 

achievement through curriculum that is aligned to the NYS Common Core Learning Standards.   

Professional development in the HWPS begins at hiring and continues throughout one's career 

with an expectation of continuous professional growth and reflective practice for all.   

 

The strategies for implementation of the PDP are designed to: 

 

• Ensure that teachers provide input into the decisions about and feedback in response to 

professional learning  

 

• Provide the staff with options for professional growth  

 

• Connect professional development to District initiatives 

 

• Connect professional development to student learning needs  

 

• Align professional development to national, state and local standards 

 

• Provide staff with opportunities for self-improvement 
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• Provide support for teachers new to the District  

 

• Provide support for teachers in need of improvement  

 

• Support staff in maintaining professional certification as referenced above 

 

 

PROFESSIONAL DEVELOPMENT ACTIVITIES 
 

The HWPS emphasizes the importance of professional development activities which generally 

meet the following criteria:  

 

 Relate both to short and long-term, applicable, District goals (Appendix F) 

 

 Have application in the classroom 

 

 Are keyed to national and statewide standards 

  

 Relate to individual professional goals 

 

 Reflect student needs based on multiple forms of student achievement data, not just 

standardized test scores  

 

 Relate to student learning needs and desired student outcomes in the 21st Century 

(HWPS Policy and Regulation #0001) 

 

 Are focused and purposeful 

  

 Support teachers' technological learning and application to instruction 

 

 Are connected across and within disciplines and grades  

 

 Are differentiated opportunities for staff members at various stages of their careers 

 

 Are designed for flexibility, to reflect changing conditions in the school community and 

developing proficiencies among students and staff.  

 

The following summary provides concrete examples of professional development activities 

which meet these criteria and are currently supported by the District.  

 

1. University Course Work 

 

The District accepts credit for an approved graduate course upon completion of the course and 

the receipt of a college/university transcript.   For an on-line course to be considered for 

graduate credit, it must meet the negotiated guidelines.     

 

2. In-Service Course Work 

 

The District sponsors a number of workshops and in-service courses for which teachers receive 

in-service credit or compensation. In the HWPS Summer Institute teachers are given multiple 

opportunities for professional development.  For example, teachers throughout the District 

engage in Teachers College Reading and Writing Institutes, Math in the City, and Mentor 
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Training.  The District will expand the offerings to meet the differentiated learning needs of 

students and teachers. The District also approves participation of its staff in many of the New 

York State United Teachers (NYSUT) and Board of Cooperative Educational Services 

(BOCES) courses, as well as in a variety of other established and recognized educational 

programs.  

 

3. Professional Conference Attendance 

 

The District encourages and supports the participation of its teachers in a wide number of 

professional conferences. These conferences are sponsored by the New York State Education 

Department (NYSED), Nassau BOCES, and local, regional, and national professional 

associations.  Following attendance at conferences, there is the expectation that professional 

staff members share information with colleagues as appropriate. 

 

4. Information and Communication Technology (ICT)  

 

As previously set forth by the District Technology Plan (2010-2012) and the updated 2013-2015 

District Technology Plan, professional development in ICT is essential for teacher growth and 

facilitation of learning.  The District utilizes the professional services of technology lead 

teachers, and library/media specialists, to help develop an integrated technology program. 

Extensive SMART Board, interactive white board, tablet PC, scientific probes, School Wires 

web page design, and Infinite Campus training have been provided.  Technology integration has 

been included as a requirement in all curriculum projects.  The District is committed to 

supporting teacher learning in technology.   

 

5. Student Support Services  

 

The District supports and encourages a variety of meetings, district-wide conferences and 

workshops with respect to meeting the learning and social-emotional needs of all Hewlett-

Woodmere students. These activities include a focus on the needs of students with special needs 

and English Language Learners, and Response to Intervention (RtI). The collaboration of all 

professionals fosters communication and shared learning to promote positive outcomes.   

 

6. Mentoring and Transitional Support  

 

Included in this plan is the District Mentoring Plan (Appendix B) which provides for mentoring 

of new teachers as required by the Commissioner's Regulations.  For teachers experiencing a 

new school or grade level, building professionals assist the teacher in the transition. These 

mentoring activities serve the purpose of orienting staff to district-wide and school goals as well 

as providing for individual growth.  

 

7. Nassau TRACT Teacher Center 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

The District supports and participates in the Nassau TRACT Teacher Center which operates as a 

consortium.   Courses, conferences, and workshops provide teachers with opportunities to learn 

in a professional learning community of member school districts. Nassau TRACT Teacher 

Center helps teachers take charge of their own professional growth by affording them 

opportunities to share the collective expertise that they possess.  Approaches to delivering 

professional development include: new teacher training, mentoring, peer coaching, in-service and 

graduate courses, collegial circles, mini-grants, and conferences, as well as a full complement of 

topics offered in a more traditional workshop setting.  Throughout the year, large-scale conferences 

bring nationally renowned keynote speakers to regional participants. 
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8. Curriculum Projects  

 

The District professional staff is invited to propose curriculum development projects each year 

(Appendix C). These projects focus on specific areas of curriculum development (ex: a writing 

unit of study) and are generally scheduled during the summer vacation period. These projects 

support the evolving curriculum and 21
st
 Century skills while addressing the changing needs of 

students. 

 

9. Collegial Circles  

 

The District supports collegial circles (Appendix D) in order to give the professional staff the 

opportunity to share ideas and to investigate areas of concern around a common goal, need, 

interest, or question. There is a shared commitment to the purpose of the group. It involves 

shared-decision making, voluntary participation, and commitment over time.  The teacher-

facilitator is the organizer and leader of the circle.   

 

10. Specialized Staff Training  

 

In recognition of the changing needs of students, the District has supported and increased the 

specialized training of professional and support staff with respect to training in/for meeting the 

needs of students with disabilities in inclusive settings, differentiated instruction, the instruction 

of the gifted and talented, and advanced level course work.  

 

11. New Teacher Orientation  

 

The District offers new teachers an orientation program that introduces them to the community, 

their colleagues, and the policies and procedures of the District. In addition to the general 

orientation to the Hewlett-Woodmere Public Schools, each building offers a 15-hour in-service 

course to acclimate new teachers to professional expectations, a variety of instructional 

techniques, management strategies, and professional development opportunities.  New teachers 

in their first year of service are issued an initial certification. Since February 2004, these 

teachers are provided with mentors to guide them through their first year in Hewlett-Woodmere.  

The Hewlett-Woodmere Faculty Association (HWFA) provides individual support for new 

teachers who are paired with experienced teachers as "buddies."  

 

12.  Teaming as Professional Learning Community  

 

Teaming is a collaborative effort used to address the learning needs of both students and 

teachers at Woodmere Middle School, at Hewlett High School and throughout the District.  

Teachers who share a common group of students in collaborative, inclusion, and general 

education classes, meet regularly to share successful strategies which address individual student 

needs, to implement new curriculum, and to discuss innovative teaching techniques.  This 

invaluable time promotes ongoing professional growth. 

 

13.   Turn-key Training 

 

When a staff member is trained in or has expertise in a particular topic, he/she may facilitate a 

workshop to train his/her colleagues. One major benefit to this approach is that it allows a 

teacher attempting to apply a new learning to have the turn-key trainer available on site to offer 

assistance as needed.  For example, the SMART certified master trainer conducts sessions to 

enhance teacher expertise in SMART Board use and curricular integration.   
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14.  Embedded Professional Development 

 

Embedded professional development is driven by data, research-based evidence, and short and 

long-term student needs.  In-district resources, including mainstream and special area teachers, 

information, materials, and study groups, etc., are used to facilitate training, disseminate 

information, and/or for collaboration. An example of embedded staff development is the series 

of workshops presented by the English as a Second Language (ESL) and reading teachers to 

meet new state mandates of English language learners (ELLs) and ELA state tests.  Another 

example is the model of technology staff developers who are assigned for a portion of their 

teaching duties to facilitate technology integration in departments or grade levels. 

 

15.  Faculty Meetings 

 

At faculty meetings, teachers engage in professional learning on local, regional, state, and 

national issues.  Some examples of professional learning during faculty meetings are training in 

NYS Project Safe Schools against Violence in Education (S.A.V.E.), integrating technology, 

and implementing literacy and mathematics initiatives, studying the Common Core Learning 

Standards (CCLS), analyzing data, and learning about bullying prevention as per the Dignity for 

All Students Act.  

 

16.  Departmental Meetings 

 

Departmental meetings provide a venue through which instructional groups are able to come 

together, exchange, modify, and develop successful teaching methods, and provide support to 

one another.  Teachers work together to remain abreast in their field and on developments in the 

field, including implementation of the NYS CCLS. 

 

17.  Grade-level Meetings 

 

Grade-level meetings provide teachers with the opportunity to dialogue with their colleagues 

about topics essential to teaching and learning.  These topics include Learning Standards, 

current curriculum, as well as planning, developing, and reviewing units of study that reflect the 

Standards.  These meetings also allow teachers to discuss results of local assessments and state 

tests, share best practices, and plan curriculum related events, such as interdisciplinary 

activities. 

 

18.  Annual Professional Performance Review (APPR) 

 

Supervision, as professional development, is a core belief in the HWPS and the Professional 

Development Committee is committed to the belief that the APPR is a tool used to deepen 

professional growth.    Through negotiated agreements with units representing professional 

staff, the current APPR Plans will be revised to align with New York State mandates including 

selection of state-approved rubrics that are aligned with the New York State Teaching Standards 

and the ISLLC Leadership Standards.  The Professional Development Team will continue to 

make professional development recommendations that support all professionals’ growth in light 

of  any forthcoming revised APPR Plans to ensure that the goals of continuous professional 

growth and reflection continue.   
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19.  Committee Membership 

 

Committee work is an opportunity for groups of professionals, often including both teachers and 

administrators, to develop a shared vision and to engage in team learning.   Participants utilize 

current research, data, and best-practice models to support decisions, materials, and programs 

that the committee(s) investigate, pilot and/or implement. 

 

20.  Intervisitations, Site Visits, and Instructional Rounds 

 

Intervisitations bring professional staff into contact with a variety of approaches to instruction 

and/or organization.  Intervisitations can occur within a school or in the context of another 

school.  Teachers visit each others' classrooms either to see one of their peers teaching a lesson 

or to observe a consultant teaching a demonstration lesson. Principals also visit other schools 

focusing on specific approaches, curriculum issues, and positive outcomes.  Site visits are used 

by District faculty and staff to learn the ways in which other districts and schools handle a 

myriad of instructional and organizational issues.  Examples of issues that our faculty examined 

in other school communities included the use/implementation of technology, the nature and 

format of school schedules, and the use of special groupings (e.g. the 9th Grade Team) within 

larger student populations.  In the past, the District Intervisitation Group (DIG) has included 

visits to classes in each school, largely focused on the curriculum area next for review by the 

Tri-State Consortium (TSC).  The next level of this work is the implementation of instructional 

rounds, a professional learning process for educators inspired by the medical rounds model.  

Instructional rounds are designed to develop a shared practice of observing, discussing, and 

analysis learning and teaching with the goal of ongoing and active refinement of the 

“instructional core,” shared learning within and beyond the district-wide Instructional Rounds 

Team (IRT) remains the goal.  The focus of Instructional Rounds Team has been on critical and 

creative thinking, and beginning in 2013, this has been narrowed to critical and creative 

thinking in science learning and instruction.  Findings are shared with members of IRT for 

follow-up in buildings. 

 

21. Mentor Program: The New York State Education Department (NYSED) has mandated that 

all new staff certified after February 1, 2004, and in the first year of teaching must be mentored 

by experienced staff. The mentor’s role is one of guidance and support. Mentors receive one day 

of training provided by the district. Mentors are required to attend the training. The pairing of 

mentors and mentees is approved by each building’s Professional Development Committee 

(PDC). Mentors and mentees keep a detailed log of their time together and submit it upon 

completion to the Office of Curriculum and Instruction. The Superintendent verifies the 

mentoring hours and completes the Superintendent Verification of Mentored Experience Form.  

 

22. Partnerships and Higher Education Initiatives  

 

 The District is a member of the TSC and participates in training, networking, regional 

study groups, and on-site visitations to apply the Tri-State Assessment Model.  The 

analysis of performance in Pre-K-12 English Language Arts (ELA) in 2003, 

mathematics in 2006, social studies in 2010, and science in 2014 provided the District 

with multiple learning opportunities for the professional staff.  Committees use TSC 

visit reports to establish short- and long-term goals in curriculum, instructional, and 

professional development.   

 

 The District's multi-year partnership with Teachers College Reading and Writing Project 

(TCRWP) has yielded continuous improvement in literacy in grades K-8.  Teachers 

within each school and across the District are moving in the same direction in the 
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teaching of reading and writing.  Each school works with a TCRWP staff developer who 

meets regularly with the staff to help guide and support the work.  Faculty meeting time 

is dedicated to teachers to meet and share the work in their classrooms and to plan for 

their teaching.  Teacher leaders in Peer Network groups meet on a regular basis and 

focus on instructional issues which may also include visits to classrooms and lesson 

observations.  Woodmere Middle School began its collaboration with TCRWP in 

writing (6-8) in 2009-2010, continued in 2010-2011 and began implementation in both 

writing and reading in 2011-12. 

 

 Professional Development in Mathematics in grades K-5 will focus on pedagogical 

strategies, curriculum, and students as learners. Professional trainers will focus on how 

mathematics is articulated across the grades, and: 

o support teachers' mathematical knowledge and their capacity to use it in 

practice.  

o support teachers' capacity to notice, analyze, and respond to students' 

thinking.  

o support teachers' productive habits of mind.  

o support collegial relationships and structures that support continued 

learning.  

 

 Hewlett High School offers dual-credit college courses through Syracuse University 

Project Advance (SUPA), Long Island University, SUNY Albany, SUNY Farmingdale 

and Molloy College.  Teachers design syllabi and attend initial training and follow-up 

workshops.  All teachers of College Board sponsored Advanced Placement courses do 

likewise. 

 

 The District has partnered with The Society for Organizational Learning (SoL), an 

international learning community composed of organizations, individuals, and local SoL 

communities around the world. SoL is devoted to the interdependent development of 

people and their institutions in service of inspired performance and meaningful results 

through shared learning.  Founded with systems thinking at its center, the organization 

co-sponsors a summer Core Course in systems thinking, organizational learning, 

education for sustainability, and authentic youth engagement. HWPS is a member of the 

National Learning Community that participates in the Core Course annually.    

 

 In 2008, HWPS became a partnering district with Molloy College in its application for 

funding by the New York State Education Department for its Summer Institutes for 

Teachers of Mathematics and Science in Grades 5-8 Program.  The grant provides 100% 

funding of teachers' tuition and course materials.   

 

 The District collaborates with St. John’s University School of Education and formed its 

first doctoral cohort in instructional leadership which commenced in September 2010.  

Nine members of the Hewlett-Woodmere Public Schools faculty were included in the 

cohort, and six have successfully earned their doctorates as of May 2014.  The second 

HWPS-SJU doctoral cohort began in September 2014.  

 

 The District collaborates with Long Island University/C.W. Post Campus Department of 

Educational Leadership and Administration and formed its first administrative cohort in 

January 2015. The program leads to eligibility for certification in School Building 

Leader and School District Leader.  Five members of the Hewlett-Woodmere Public 

Schools faculty are included in the cohort.  
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 The New York State Universal Pre-Kindergarten (UPK) funding is shared with two local 

agencies that provide a pre-Kindergarten program for students who are residents of the 

District.  Teachers and administrators engage in shared learning and professional 

development in this partnership.  

 

 The Nassau TRACT Teacher Center is a consortium of 12 districts in Nassau County.  

The governing board consists of teachers from all member districts.  The consortium 

facilitates extensive professional development for districts that do not have their own 

teacher center.    

 

 The District's subscription to Nassau BOCES professional development services allows 

teachers to subscribe to in-service courses, conferences, and workshops as appropriate. 

The BOCES Instructional Data Warehouse provides access to an extensive database of 

student performance on New York State mandated tests.   In addition, administrators and 

teachers use the results on NYS 3-8 tests in English Language Arts (ELA), mathematics, 

science, to make instructional decisions in a formative assessment model.  A major 

purpose of the data analysis has been to evaluate strengths and deficiencies of the 

curriculum as related to the tests and the Common Core Learning Standards (CCLS). 

The item analysis provides a window into a child's performance on each of the multiple-

choice and constructed response items and provides the basis for the quality planning of 

activities aimed at instructional improvement.   

 

 Beginning with the 2012-2013 school year, the District returned to in-house scoring of 

New York State Tests in ELA and Math grades 3 through 8.  This decision was made in 

order to provide important professional development, as the new CCLS-aligned tests 

were administered for the first time. 

 

 The web-based Putnam-Westchester BOCES Grades K-5 Integrated Social Studies/ELA 

Curriculum Project provides the framework for content and pedagogy in meeting the 

NYS Social Studies Standards and CCSS.  The partnership is maintained on an annual 

subscription basis.   
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TEACHERS REQUIRED TO COMPLETE 175 HOURS OF 

PROFESSIONAL DEVELOPMENT EVERY FIVE YEARS 

 
After February 2, 2004, a teacher in the District's employ holding the NYSED professional 

certificate is required to maintain such certificate in good standing based upon successfully 

completing 175 hours of professional development, consistent with the District's Professional 

Development Plan, every five years.  The certificate holder is responsible for entering the 

professional development hours for approval on My Learning Plan and for monitoring his/her 

completed hours. Teachers must begin logging hours starting July 1st of the year following their 

professional certification date.  All professional development that is to be counted MUST be 

checked as 175-hour Professional Development.  (NOTE:  Teachers may check more than one 

box) None other will count.   

 

 

TEACHING ASSISTANT LEVEL III CERTIFICATE HOLDERS 

 
The above category teaching assistants must complete 75 hours of professional development 

every five years to maintain the validity of their certificates.   They may avail themselves of the 

professional development opportunities above as they relate to their assignments. 

 

 

  

 

EVALUATION OF PROFESSIONAL DEVELOPMENT ACTIVITIES 

 
Evaluation of professional development activities takes a variety of forms.   

 

 District-sponsored professional development is evaluated by participants upon 

completion of the activity, allowing for both objective and open-ended comments 

(Appendix E).  The feedback is compiled by the Curriculum Office, and results are 

shared with administrators, HWFA officials, the PDT, and participants.  Feedback is 

used to inform follow-up activities and to improve the process of professional learning.  

 

 Building principals and/or directors/chairpersons review summaries of staff learning at 

conferences, workshops, and trainings.  Participants share their learning with colleagues.    

 

 Recommendations for continued learning, curriculum work, and turnkey training are 

evaluated by the Building Professional Development Team.  

 

 Building principals report annually to the Curriculum Office on the effectiveness of their 

building's professional development activities.   

 

 The District Professional Development Team assesses the impact of the District 

Professional Plan.  
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CONCLUSION 
 

The HWPS Professional Development Plan is a blueprint for excellence in teaching and 

learning as a continuously evolving process.  The Professional Development Team recommends 

the following areas for professional development to be explored, refined and/or studied:  
 

 Ongoing development of understanding and expertise in local, formative, and 

summative assessments, including common assessments with an emphasis on 

performance-based assessment, and collaborative review of student achievement  

 

 Professional development regarding revised regulations for teacher and principal 

evaluation, including NYS Teaching Standards, ISLLC Leadership Standards, and 

associated rubrics/frameworks 

 

 Continued participation in the Tri-State Consortium (TSC), with ongoing 

implementation of the Tri-State recommendations for ELA, mathematics, science and 

social studies. 

 

 Professional development in aligning curriculum with the Common Core Learning 

Standards including focused work on grammar and usage as recommended by 

evaluation of elementary literacy approach, Teachers College Reading and Writing 

Project 

 

 Ongoing professional development related to RtI including universal screening tools and 

appropriate instructional interactions at each tier (1-3) 

 

 Training, as appropriate, relative to the elementary science program (FOSS) 

 

 Conversations around student outcomes as per the Educating the Future for the Future 

Steering Committee focused on 21
st
 Century skills and full implementation of District 

Policy and Regulation #0001 

 

 The ongoing review and continued development of a subject-integrated and grade-

articulated instructional technology curriculum  

 

 Research-based interconnectedness among the components of curriculum, instruction, 

assessment, and professional development, with continuous reflection, goal setting, and 

design 

 

 Ongoing training for special education and general education teachers to address more 

challenging learning and behavioral needs of students  

 

 Continued training for integrated co-teaching teams  

 

 Professional development related to the implementation of the AP Capstone Diploma 

Program at George W. Hewlett High School. 
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 Professional development related to English Language Learners per NYSED Part 154 

Regulations. 

 

The Professional Development Team meets quarterly during each school year to review and 

revise the Professional Development Plan, as needed, for recommendation to the Board of 

Education. 

 

 

District Professional Development Team Meeting Dates (2016-207):   

 Wednesday, October 19, 2016 

 Wednesday, December 14, 2016 

 Wednesday, February 8, 2017 

 Wednesday, April 26, 2017 

 

Respectfully submitted for discussion to the Hewlett-Woodmere Board of Education Work 

Meeting May 11, 2016 and for the purpose of adoption, on the Board of Education Regular 

Meeting on May 18, 2016. 

 

 

PROFESSIONAL DEVELOPMENT TEAM (2015-2016) 
 

 
Dina Anzalone, Ed.D.    Principal, OES 
Al Bauer, Ed.D.    Principal, WMS 
Celina Bialt    Teacher, HES 
Amy Bravo    Teacher, FECC 
Bonnie Epstein    Adjunct Professor, Hofstra University 
Janet Escher    Teacher, WMS 
Toni Fenton    Teacher, FECC 
Theodore Fulton, Ed.D.  Principal, HHS 
Melissa Gildin   Teacher, WMS 
Jennifer Hamilton   Teacher, OES 
Linda Kreisman   PTA Representative 
Chris Uccellini    Principal, HES 
Debra Lo Verde, Ed.D.  Executive Director for Special Education Services 
Michelle Mazzitelli   Teacher, OES 
Michele Hochhauser   P-12 Chairperson, English Language Arts 
Karen Restivo   Teacher, OES 
Beth Santopolo   Teacher, FECC 
Mark Secaur    Assistant Superintendent for Curriculum 

and Instruction 
Lorraine Smyth   Principal, FECC 
Ric Stark    Teacher, HHS, President of HWFA 
Janine Torresson   Teacher, HES 
Jennifer Romeo   Teacher, OES 
Beth Wagner    Teacher, HHS 
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Appendix B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mentoring 
Program 
Guidelines for Implementing 
 
The items contained in this packet will guide schools 
through the mentoring program adopted in Hewlett-
Woodmere Public Schools. 
 

2016

- 

2017 
 

Human Resources Office   
Woodmere Education Center 

One Johnson Place 
Woodmere, NY 11598 
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Mentoring Protocol 
 

 
1. An e-mail with the attached Application for the Teacher Mentoring Program (Appendix 

1) will be sent from the Human Resources Office to all HWFA members by mid-May. 
Potential mentors must submit the Application for the Teacher Mentoring Program to 
their building principal. 

  
2. Principals meet with the building Professional Development Committee (PDC) to 

approve mentors. Names of potential mentors should be submitted to the Human 
Resources Office prior to June 30 for the following school year.  

 
3. The pairing of the mentors/mentees will be approved by the building PDC during the 

beginning of each new school year. The Building Mentor Form (Appendix 2) is signed 
by the principal, PDC, mentors and mentees. This form is returned to the Human 
Resources Office by the end of September. Mentors and mentees are to begin 
immediately. 

 
4. Mentors and mentees receive Mentorship Packet (Appendix 3) with all information, 

instructions, and forms. 
 
5. Mentors and mentees keep a detailed log using the Mentor Program Contact Time Log 

Sheet and/or the Mentor/Mentee Log on My Learning Plan  
(Appendix 4). 

 
6. Upon completion of mentoring assignment the mentor/mentee must: 

a. Complete the Mentor/Mentee Completion Form on My Learning Plan 
b. Submit original Time Contact Log Sheet, signed by both mentor and mentee to 

the Human Resources Office  
c. Mentors only may request in-service credit, payment, or a combination of both 
d. Copies should be maintained in the teacher’s permanent file  
e. These completed forms must be submitted by June 30 of the school year in 

which the mentoring took place 
 

7. Upon verification of the mentoring hours, the mentee will complete the Superintendent 
Verification of Mentored Experience Form (Appendix 5) and return it to the Human 
Resources Office by June 12.  The mentored experience will be reported to the State 
online in the Mentee’s TEACH profile for the NYS Department of Education under the 
Superintendent Verification of Mentored Experience Form. 

 
 

 
 

The Human Resources Office will send Requests for Approval of Additional Assignment for 
Teacher only for those individuals requesting payment. The Human Resources Office will 
forward these forms to the Business Office for approval.  
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HEWLETT – WOODMERE PUBLIC SCHOOLS 
 

APPLICATION FOR TEACHER MENTORING PROGRAM 

 
 
Teacher Name      School 
 
Subject and/or Grade Level 
 
Number of Years of Experience  
 
Are you tenured in Hewlett-Woodmere?  Yes ______        No  _________ 
 
Were you tenured elsewhere?                 Yes _______      No  _________ 
 
Have you ever mentored before? Yes ____ No 
When ______ Where _____      
 
Have you had mentoring training?          Yes ________     No _________  
 
If yes, describe the training: 
       
 
 
 
I am interested in mentoring a teacher in the 2016-2017 school year:  
Please check one:       Yes ___ No___ 
 
What characteristics do you possess that will enable you to guide and support a novice 
teacher?  
 
 
 
 
 
 
 
 
 
 

Signature      Date 
    
 

 
 
 
 
 
 

Appendix B1 
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Building Mentor Form 
PLEASE HAVE ALL BUILDING MENTORS AND MENTEES SIGN THIS FORM! 

 
School: _________________________ 
 
Date:     _________________________ 
 
 

Mentor Mentee Subject/Grade 
Payment or 
Inservice? 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
Principal Signature: _________________________ 
 
Professional Development Committee signature(s):  
 
____________________ ______________________         _______________________ 
 
____________________ ______________________         _______________________ 
 
____________________ ______________________         _______________________ 
  
 
Mentor(s) signature:  ______________________________ 
 
    ______________________________ 

    ______________________________ 

    ______________________________ 

 

Mentee(s) signature:  ______________________________ 

    ______________________________ 

    ______________________________ 

    ______________________________ 

 
Return to Human Resources Office by the end of September 

 
 
 
 

Appendix B2 
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Appendix B3 

 
 
 
 
 
 
 

Memo 
 
 
To:       All Mentors  
From:  Barbara McNiff 
Re:   Mentorship Information 
 

 
Attached please find a copy of the Mentorship Packet. Please make sure that each mentor 

and mentee completes his/her Contact Time Log Sheet and the Mentor/Mentee Log on My 

learning Plan. In addition, at the completion of the mentor/mentee experience, both mentor and 

mentee must fill out the Mentor/Mentee Completion Form on My Learning Plan.  The mentee 

may include hours spent at: 

 faculty meetings 

 departmental meetings 

 grade-level meetings 

 Superintendent conference days 

 team meetings 

 mentor-mentee meetings 

Please look at the Hewlett-Woodmere Professional Development Plan for all acceptable 

activities. 

 

The expectations for mentoring activities include: at least one day of training, two classroom 

visitations, four individual mentor-mentee meetings, and a two-hour evaluation meeting after 

school. 

 

Upon completion of the mentorship assignment all logs must be signed and forwarded to the 

Department of Human Resources to the attention of Mrs. Barbara McNiff, Executive Director of 

Human Resources. 

 

 

 

 

Hewlett-Woodmere Public Schools 

Office of Human Resources 
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Appendix B4 

 
 

 
 
 
 
 
Mentor: ______________________   Signature: __________________ 
Mentee: ______________________   Signature: __________________ 
School: ______________________   
 
Please indicate: 
Grade(s): ____________________  ___ In-service 
Subject: _____________________  ___ Payment 
 

**Mentors/Mentees can print out and attach  Mentor/Mentee Log from MLP instead of 
filling in chart below.  Be sure to insert “SEE ATTACHED” into the chart** 

 

Date Time Indicate Time 
of School Day 

Total Hours Focus of Session 

     

     
 

     
 

     
 

     
 

     
 

     
 

     
 

     
 

     
 

     
 

Grand Total Hours = _______ 

Total Hours for Compensation = ________ 

 

 

 

 

Hewlett-Woodmere UFSD 
Mentor Program 

Contact Time Log Sheet 
 

Key for Time of School Day: 

BS = Before School 

R = Release time 

AF = After School 

L = Lunch 
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SAMPLE 

 
 

 
 
 
 
 
Mentor: John Doe    Signature: John Doe 
Mentee: Susie Q.    Signature: Susie Q. 
School: FECC      Please indicate: 
Grade(s): 1                           ___ In-service 
Subject: _____________________  _X__ Payment 
 

**Mentors/Mentees can print out and attach  Mentor/Mentee Log from MLP instead of 
filling in chart below.  Be sure to insert “SEE ATTACHED” into the chart** 

 

Date Time Indicate Time of 
School Day 

Total Hours Focus of Session 

9/24/07 9:15 – 
10;00 

R .75 Observation 

10/03/07 3:30 – 5:00 AF 1.5 General Support 
 

10/09/07 7:30 – 8:30 BS 1 Curriculum 
 

10/15/07 12:00 – 
1:00 

L 1 Review of lesson 
 

10/30/07 9:00 – 
10:30 

R 1.5 General Support 
 

     
 

     
 

     
 

     
 

     
 

     
 

Grand Total Hours = 5.75 

Total Hours for Compensation = 2.5 

 

 

 

 

 

Hewlett-Woodmere UFSD 
Mentor Program 

Contact Time Log Sheet 
 

Key for Time of School Day: 

BS = Before School 

R = Release time 

AF = After School 

L = Lunch 
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My Learning Plan Directions 

 

1. Log onto www.MyLearningPlan.com 

2. Enter user name and password 

3. On left in My Portfolio, click on Mentor/Mentee Log 

4. Read the instructions carefully 

5. Mentor/Mentee Information must be completed including you (indicate mentor or 

mentee), certification number if available, and name of the staff member with whom you 

are working 

6. Activity/Log Information: Type in ‘Mentoring’ 

7. Dates/Time of Day: 

a. For Start Date, enter first day of mentoring 

b. For End Date, enter last day of mentoring 

c. For Time of Day, enter L (lunch), BS (before school), R (release time), etc. 

8.  Provider click on Hewlett-Woodmere Public Schools 

9. Number of hours enter TOTAL number of hours completed 

10. Goal: Meeting District Professional Development - check box for Compliance 

Training 

11. Purpose(s) - check box for either In-service Hours/Course OR Curriculum Project 

Payment (maximum payment for 18 hours) 

12. Click on save and the click on submit 

13. Print copy for your records 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mylearningplan.com/
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Appendix B5 

Superintendent Verification of Mentored Experience 
 

Instructions 

This form is only to be used for candidates who are submitting an application for a PROFESSIONAL teaching 
certificate. It is to be completed by the superintendent of schools or, if the mentored experience was completed 
while the candidate was employed by a nonpublic school, the principal or person in equivalent position with the 
school. 
The candidate named below is seeking Professional certification. Candidates for Professional certification are 
required, in accordance with Part 80-3.4 of Commissioner's Regulations, to complete a mentored teaching 
experience in their first year of teaching with a New York State Initial classroom teaching certificate. Please 

complete the shaded areas verifying that the candidate received a mentored experience in his/her first year teaching 
while employed by the district/BOCES/nonpublic school or was exempted from this 
requirement. 
__________________________________________________________________________________________  
First Name     Last Name     Middle Initial 
 
___________________________________________________ __________________________ ______________ 

Street Address     City    State   Zip Code 
 

__________________________________________________ _________________________ 
Maiden Name (if applicable)   Date of Birth    Social Security Number 
 
______________________________________________________________________________________ 
Certificate Title Employed Under 

 
Mentored Teaching Experience 

(Check and Complete one of the shaded boxes only and the Attestation) 

The candidate named above served as a classroom teacher and received mentoring in fulfillment of teacher 

certification requirements (CR Part 80-3.4) for the Professional teaching certificate during the _________ school 
year. Such mentoring was in accordance with CR Part 100.2 (dd) (iv). 

The candidate named above was determined to have met conditions for a waiver to the requirement for 

completion of the mentored experience in accordance with CR Part 80-3.4. The candidate had at least 2 years of 
teaching experience at ____________________________school/school district prior to being employed in this 
school district under an Initial certificate. 
 

Attestation of Chief School Officer 
 

I confirm that the above information is correct and documentation to support this information is retained at 
the district for examination by the Commissioner of Education or his/her representative. 

______________________________________________________________________________________ 
Signature of Superintendent/Nonpublic Chief School Officer     Date 
 
Print Name _________________________________________________________________________________ 
 
Superintendent's/Nonpublic Chief School Officer's Phone # ___________________________________________ 
 
Superintendent's/Nonpublic Chief School Officer's E-mail    ___________________________________________ 
 
District/Nonpublic School Name_________________________________________________________________ 
 
District/Nonpublic School Address _______________________________________________________________ 
 
______________________________________________________________________________________ 
 
Agency/Nonpublic School Code (if applicable)  ____________________________________________________ 

 

Please Return Completed Form to: NYSED Office of Teaching Initiatives, 89 Washington Ave EB RM 5N, Albany, 

NY 12234 

 

 

FREQUENTLY ASKED QUESTIONS 
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 Why do we have a mentoring program? 

The New York State Education Department (NYSED) mandated that all new staff certified after February 1, 

2004, and in the first year of teaching must be mentored by experienced staff.  The purpose of the mentoring 

requirement is to provide a new teacher with support in order to gain skillfulness and more easily make the 

transition to one’s first professional teaching experience. Therefore, new Initial certificate holders are to receive 

mentoring from an experienced teacher. 

 

 What is the role of the mentor? 

“The mentor’s role is one of guidance and support…information arising from mentoring activities and the 

mentoring relationship is confidential” (NYSED, OHE, p.1). the relationship between the mentor and mentee is 

confidential and is not reported in any way to the new teacher’s supervisor unless the new teacher is deemed to 

be doing something that would endanger the welfare of students. “The mentor can fulfill a variety of roles for the 

novice teacher: guide, advocate, confidante, subject expert, ‘critical friend’, champion, and reflective partner…” 

(NYSED, OHE, p.4). 

 

 What is the mentor selection procedure? 

Mentors are formally solicited by the District from among tenured teachers. Building Professional Development 

Committees review the applications and select the volunteer mentors. Selections will be based as much as 

possible on the availability of mentors in the new teachers’ subject areas and the buildings in which they teach. 

It may be necessary to split mentoring assignments if a staff member teaches in more than one building. Areas 

of mentor need will change from year to year depending upon the subjects/buildings of new hires. 

 

 How are mentors trained and prepared? 

A minimum of one day of mentor training is provided by the District. Mentors are required to attend the training. 

Mentees join the group for the last hour to begin the mentoring process and to establish schedules and 

objectives. 

 

 What are the defined mentor activities? 

The expectations for mentoring activities include: at least one day of training, two classroom visitations, four 

individual mentor-mentee meetings, and a two-hour evaluation meeting after school. 

 

 How is time allocated for mentoring activities to take place? 

Mentors and mentees are expected to meet on their own time, for which they will be compensated at the 

curriculum rate or in-service credit, and during released time provided by the District. A log must be maintained 

and signed for payment, in-service, and certification purposes. The Mentor/Mentee Completion Form must also 

be filled in on My Learning Plan at the beginning and the end of the mentor/mentee experience. All mentees 

must fill out the Superintendent Verification of Mentored Experience Form and send it to the Human Resources 

Office. The Superintendent’s Statement will be submitted online to the NYS Department of Education for 

verification of the mentored experience. 

 

 Must all teachers holding Initial classroom teaching certificates complete a mentored experience in 

their first year of teaching in a public school?  

No. If a teacher has had at least two years of teaching prior to service in a public school under an Initial 

certificate, the teacher is exempt from the requirement to complete a mentored experience. 

 Does a school district need to provide mentoring experiences for per diem substitute teachers it 

employs who hold Initial certificates?  
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There are two answers depending on the duration of the employment.  

o If the Initial certificate holder is in his or her first year of teaching and is employed in the district for 

more than 40 contiguous days (approximately .22 FTE), the district must provide mentoring to 

such long-term substitute teachers.  

o If the Initial certificate holder is in his or her first year of teaching and is employed in the district 40 

days (approximately .22 FTE) or less, the district is not obliged to provide mentoring to such short-

term substitute teachers. However, section 100.2 dd (district professional development plans) 

calls for the district to plan and provide substantial professional development opportunities for all 

teachers in the district. It is highly recommended that districts provide all instructional staff with 

appropriate and focused professional development, to help students achieve consistent with State 

learning standards 

 Must the mentoring provided to Initial certificate holders be certificate specific—does the mentor 

need to be certified in the same subject area as the first year teacher to whom they are providing 

service?  

No. While it is certainly desirable for the mentor and mentee to be certified in and teach the same subject, it is 

not mandated. The mentoring experience can be effective, even if the mentor is in a different certificate area. 

 

 Must mentors be assigned to provide service on a 1:1 ratio with the new teachers in the district? 

No. A variety of configurations are allowed. It is recommended however, that if a mentor provides services to 

multiple teachers, the ratios not exceed 1:10 and a smaller ratio be maintained if their assigned teachers 

(mentees) are located in different school buildings. 
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Hewlett-Woodmere Public Schools 

Mentor Schedule and Remuneration 

2016-2017 

Activity Time Allotment Compensation 

Mentor Training 1 day or 5 hours  Release time during the school year; 

Curriculum rate or in-service credit for the 

mentor totaling five hours if not during the 

school year. 

Meet with Mentees ½ day: During new teacher orientation prior to 

the beginning of the school year, within the 

first 10 days of school or as needed when 

appointments are made after the school year 

begins 

Curriculum rate or three hours in-service 

credit for mentors 

Classroom 

Visitation 

10 hours: Additional hours may be requested 

in advance from the principal and Asst. Supt. 

for Curriculum and Instruction (funding) 

Release Time: During the mentor’s 

teaching period, duty period, or extra-help 

period (must be requested at least 48 

hours in advance) 

Mentor-Mentee 

Meetings 

17 hours: A log must be maintained and 

signed for payment, in-service, and 

certification purposes 

 10 hours at curriculum rate or in-

service credit for mentor during 

non-instructional time 

 7 hours release time (faculty 

meetings or staff development 

days) 

Mid-Year and Final 

Evaluation 

Meeting 

Two ½ days: Early January and Early May Release time 
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          Appendix C 

  

  

 

Hewlett-Woodmere 
Public Schools 
Curriculum Project Application 
 
This document should be used by participants who are 
interested in working on a curriculum project 
 
2016-2017 
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Hewlett-Woodmere Public Schools 
Curriculum Project 

 
ALL MEETINGS AND WORK WILL OCCUR DURING  
NON-CONTRACTUAL TIME. 
 
What is a Curriculum Project? 

A Curriculum Project provides District educators in the Hewlett-Woodmere Public 
Schools with an opportunity to work individually or collaboratively on the development 
of syllabus, curriculum map, unit of instruction, formative assessments, summative 
assessments, performance-based assessments, common assessments and other 
related instructional supports. The goal of the curriculum project is to produce 
documents that meet District standards for articulation and accessibility to colleagues.  
Curriculum projects are intended to maximize opportunities for student success and 
enrichment and to be of assistance to instructors and supervisors in determining and 
facilitating student learning expectations and the desired student outcomes (Appendix 
A). 

Areas of focus may include:  

 Articulation of a course or subject syllabus 
 Differentiation for multiple learning styles and intelligences  
 Meeting identified learner needs 
 Designing standards-driven understandings and essential questions, both 

discipline-specific and interdisciplinary  
 Constructing formative and summative assessments that ensure that critical 

thinking and creativity are evident in student work  
 Creating engaging, student-centered units of instruction  
 Clearly articulated curriculum for authentic student products and projects  
 Integrating Information and Communication Technology (ICT) into curriculum, 

instruction, and assessment. 

What product(s) should be generated in a Curriculum Project? 
*One or more of these products may be considered.  Others may be proposed.  
 
Types of Curriculum Projects 
 

 Syllabus: A syllabus contains specific information about the course, including 
clear student outcomes, and outline of units is a detailed document with an 
outline and summary of topics to be covered in a course. It is prepared by the 
teacher who teaches the course, and is usually given to each student during the 
first class session. A syllabus contains specific information about the course, 
including an outline of the units that will be covered in the course, texts to be 
read and used as resources; a schedule of assessments and assignments with 
dates; information on how, where and when to contact the teacher; and the 
grading policy for the course. 

 

http://en.wikipedia.org/wiki/Summary
http://en.wikipedia.org/wiki/Education
http://en.wikipedia.org/wiki/Grade_%28education%29
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 Curriculum Map: Electronic curriculum maps are valuable planning tools for 
teachers, helping them to begin with the end in mind and chart a course for its 
duration (semester or year).  Typically, curriculum maps are organized by month 
or by marking period and provide an overview of: 

 Enduring understandings and overarching goals of the course/unit 
 Standards-based essential questions and concepts  
 Unit essential questions, topics, and subtopics 
 Skills to be acquired 
 Methods of assessment that the teacher and students will be working on 

throughout the year (e.g., major writing assignments, projects, 
performance assessments)  

 Major content resources.  

 Unit Curriculum Map: Electronic unit maps include all of the above with the 
following additions:  

 Unit’s theme, enduring understandings and essential question(s), a 
 Detailed  formative and summative assessments to be used throughout 

the unit  
 Strategies and best practices used to teach the standards-based 

essential skills and concepts  
 List of the multi-genre resources that will be used throughout the unit. 

 Unit of Instruction: An in-depth unit of instruction is organized around a single 
theme, topic, or mode with enduring understandings and essential questions. 
The unit plan should provide a detailed overview of the unit, its topics and 
subtopics including information about performance assessments, specific works, 
materials, and special preparations that need to be considered. Other 
assessments like tests and quizzes are included.  

 The unit should be organized to emphasize sequences of learning activities.   
 

 Rubrics: A rubric is a scoring tool that explains the criteria for student work. 
Rubrics, accompanied by exemplars as models, help students to understand the 
components of their work and how their work will be evaluated. Generally, 
rubrics specify the level of performance expected for several gradations of 
quality. These levels of quality may be written as different ratings (e.g., 
Excellent, Good, Needs Improvement) or as numerical scores (e.g., 4, 3, 2, 1) 
which are then added up as a total score to form a grade (e.g., A, B, C, etc). 
Rubrics can help students and teachers define "quality."  Rubrics can also help 
students judge and revise their own work before handing in their assignments. 
Rubrics are helpful in the peer-review process that is formative in nature and 
used for feedback, reflection, and revision. 
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 Teacher-Created Assessments: 
 

 Formative Assessment:  It delivers information during the instructional 
process, before the summative assessment. Both the teacher and the 
student use formative assessment results to make decisions about what 
actions to take to promote further learning. Formative assessment, 
sometimes referred to as "assessment for learning," is an ongoing, 
dynamic process that involves far more than frequent testing.  
Measurement of student learning is just one of its components; feedback 
is essential.  Supporting students as active learners, self-assessment and 
reflection on the learning process are important components of 
responsible learning.  

  
 Summative Assessment:  In general, its results are used to make 

some sort of judgment, such as to determine of what grade a student will 
receive on a classroom assignment, how to measure program 
effectiveness, or whether or not a school is making progress towards a 
specific goal.  Summative assessment, sometimes referred to as 
"assessment learning," typically documents how much learning has 
occurred at a particular point in time (end of unit, mid-year, final).  Its 
purpose is to measure the level of student, school, or program success. 

 
 Performance-Based Assessment:  Performance-based assessment 

(PBA) provides evidence of application of theories and practice.  Students 
are given multiple opportunities to practice in formative-assessment 
modes.  The context of performance assessment is the authentic/real 
world and is based upon mutually understood and, sometimes, mutually 
developed criteria.  PBA always operates on the highest levels of Bloom's 
Taxonomy of Educational Objectives in the affective domain:  responding, 
valuing, organizing, and characterizing and in the cognitive domain:  
application, analysis, synthesis, and evaluation.  Similarly, Wiggins and 
McTighe (1998) describe the six facets of understanding as explanation, 
interpretation, application, perspective, empathy, and self-knowledge.  
Evidence of the above can be demonstrated through a series of criteria-
based performance assessments including, but not limited to, journaling, 
individual and group critiques, outside adjudications, portfolio reviews, 
performances, competitions, and video/audio documentation. 

 
 
 

 Curriculum Calendar:  Curriculum calendars outline the pacing of a course of 
study and the possible ways in which a curriculum area might unfold across a 
year.  There is flexibility in the calendar as applied to the learner needs in each 
classroom. 

 

 Materials for Student Use:  Instructional materials may be essential to a 
course of study (science lab manuals, research paper style sheet) or 
supplementary (workbooks).  Teachers use core curriculum to create or revise 
these instructional materials. 
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 Information and Communication Technology (ICT):  "Information and 
communication technology (ICT) literacy is the ability to use  technology to 
develop 21st century content knowledge and skills, in the context of learning 
core subjects" (Partnership for 21st Century Skills, 2006, p. 13).  Technology is a 
tool for learning and achieving 21st Century skills.  Teachers may revise existing 
curriculum or may create new curriculum by embedding ICT in instruction.    

 
The benefits of Curriculum Projects include providing: 
 
• Ongoing staff development in processes and products related to curriculum, 
instruction, and assessment 
• Increased motivation due to teachers' self-directing the project  
• Collaboration  
  Compensation on non-contractual time, either in-service credit or curriculum 
payment. 
 
What is the time frame for a Curriculum Project? 
A Curriculum Project must be completed in a reasonable amount of time to assure that 
classroom implementation and collegial sharing are maximized.     
 
A Proposal for a Curriculum Project to be completed in the summer must be submitted 
to the principal for building Curriculum Committee review by June 2.  Principals must 
submit a spreadsheet of approved curriculum projects to the Curriculum and 
Instruction Office by the Friday proceeding the last day of school.    Final product 
is due by the first staff day in September.  A request in writing must be addressed to 
the Assistant Superintendent for Curriculum and Instruction for a new date of 
completion for curriculum projects which need additional time.  A new completion date 
will be emailed to the teacher(s) and principal. 
 
Applications for a Curriculum Project to be done during the school year will be 
submitted by the advertised date.  Final product will be due on a date determined by 
need and project complexity.   
 
How many participants can be part of a Curriculum Project? 
The nature of the project will determine the number of participants and the hours 
allocated.  In some cases, an individual teacher may be the sponsor of the project. 
 
Things to do BEFORE Developing a Curriculum Project: 
 

1. A Curriculum Project Proposal Form on My Learning Plan should be completed 
for submission to the teacher’s Department Chair, Director, and/or Principal. 
This form should be saved as a “Draft”; printed so that it can be submitted to 
the Department Chair or Director and Building Principal. 

2. The Building Curriculum Committee or Professional Development Committee will 
review and recommend the project prior as seen in #4 to sending it to the 
Instructional Office.  Date due in Instructional Office for summer proposals, and 
spreadsheet listing all summer projects, is the Friday before the last day of 
school.  
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3. The Instructional Office will notify the building Principal of approval/denial by 
the last full day of school. 

4. Once the teacher is advised of the approval of the curriculum project, each 
teacher submits the draft project on My Learning Plan for approval.  All 
teacher(s) must enter the curriculum project on My Learning Plan prior to doing 
the work.  The project form should be dropped if not approved by the building 
committee. 

5. If the project concept originates at the District level, the Instructional Office will 
post the offering for the Curriculum Project in the building. Steps #2 and #4 
must be followed.  The Curriculum Project will be posted in the District 
Catalogue, and applicants must submit request for approval.  

 
PLEASE NOTE:  Once the initial approval for in-service credit or for 
curriculum pay has been approved on My Learning Plan, no requests for 
change in credit or payment will be considered. 
 
Things to do AFTER the Curriculum Project is completed: 
 

1. All projects must be placed in the appropriate folder on I:\Curriculum Projects.  
2. Each participant must complete the Curriculum Project Evaluation on My 

Learning Plan and mark the Curriculum Project "complete.” 
3. Immediate supervisors, after reviewing the submitted curriculum 

project, (Building principals, chairs/directors) MUST also mark the project 
“final” on My Learning Plan.  Administrators should mark “final” on My 
Learning Plan at the same time the “Claim for Payment” form is 
submitted for their signature. 

4. The Curriculum Office cannot pay for curriculum work if the My Learning Plan 
forms are not completed by the teacher(s), chairs/directors, and principals. 

5. If this process is followed, the only required paperwork to submit is the “Claim 
for Payment” form and the “Attendance” Sheet.  

6. No curriculum project will be left unfinished or unpaid into the next school year. 
Only after all of the above steps have been taken will payment or in-service 
credit be granted. 
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Hewlett-Woodmere Public Schools 

 
 
 

Curriculum Project Forms 
o Attendance Sheet 
o Claim for Payment Form 

 
Note: All other forms are on My Learning Plan 
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ATTENDANCE SHEET 
 

Please Note: An attendance/work sheet must be completed for each project. 
Duplicate as necessary. 
 
Date: _________________________ 
 
Title of Curriculum Project: ____________________________________________ 
 
Type of Project:  ___________________________________________________ 
 
Meeting Place: _________________________ Meeting Time: _______________ 

 
Total # of Hours for Project: _________________ 
 

Name (please print) # of 
Hours 

Curriculum Pay or 
In-Service 

Signature 
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HEWLETT-WOODMERE PUBLIC SCHOOLS 
OFFICE OF CURRICULUM AND INSTRUCTION  

 
 

Completed Curriculum Project Cover Sheet and Claim for Payment 
 
 
 

Each teacher who worked on the curriculum project and who is making a claim for 
payment should complete a copy of this form.  Attach all forms to one copy of your 
project and submit them to your chairperson (where applicable) and/or to your 
principal.  They should sign below and send all material to the Office of Curriculum 
and Instruction. 
 
 
 
I have completed the assignment of developing curriculum in ____________________________. 
 
The work was done on (dates and hours worked must be inserted) _____________________  
 
and reflects _______ full 5-hour day(s) or _________hours of curriculum work.   
 
_____ Initial here if the project contains copyrighted material.  Please attach a copy of the release letter 
from the author or publishers. 
 
 
       _______________________________ 
 
       Teacher’s Name (Please Print)     Date 
        
If you wish to have this project duplicated by the Print Shop, indicate the number of copies being 
requested ______ and the person to whom the copies should be sent _____________________. 
 
 
 
I have examined the completed curriculum and am satisfied that it meets the requirements as outlined in 
the original proposal. 
 
 
 
________________________  _______________________          ___________________________________ 
Chairperson (where applicable) Principal/Supervisor                    Assistant Superintendent for Curriculum 

and Instruction 

 
 
 
Code No. ______ 
Gp/3/21/yellow 
 

 
 

(It is suggested that you keep a copy of this completed form for your files.) 
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HEWLETT-
WOODMERE 

PUBLIC SCHOOLS 
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Hewlett-Woodmere Public Schools 
Collegial Circles 

 
ALL MEETINGS AND WORK WILL OCCUR DURING NON-CONTRACTUAL TIME. 
 
What is a Collegial Circle? 
 
A Collegial Circle is a group of professionals who come together on a regular basis 
around a common goal, need, interest, or question. There is a shared commitment to 
the purpose of the group. It involves shared decision making, voluntary participation, 
and commitment over time. 
 
Benefits of Collegial Circles 
 
• Ongoing staff development on teacher-selected topics 
• Increased motivation due to teacher directing the sessions rather than an outside 
staff developer 
• Collaboration of varying teaching styles and ideas, leading to more sharing outside 
the Circle during the remainder of the work week 
• Non-threatening environment for teachers to seek assistance with topics such as 
assessment, class management, meeting the needs of special students, lesson plan 
development, content, etc. 

  Compensation on non-contractual time will be in-service credit or curriculum pay 
  Maximum number of hours – 15 
 
*Groups may purchase educational books, binders for their materials, etc. Expenses not allowed include 
food, unrelated material, and equipment. The facilitator may call the building principal, chairperson, or 

director if they are unsure of expense items. A purchase order for the materials will be created prior to 

ordering any materials.  The costs will be paid with original itemized receipts only. 
 

What is the Facilitator’s Role? 
 
*The group must select a facilitator to facilitate group meetings. Chair people can be 
members of a Collegial Circle, but CANNOT act as facilitators. 

• To help the Circle select a focus of study relevant to the entire group, and a time and 
location for meetings 
• To begin sessions promptly and professionally, setting the tone for each session in 
order to keep the Circle focused 
• To maintain attendance and necessary paperwork to document course of study; and 
submission of paperwork to the Curriculum Office. 
• To serve as a mediator during group discussions 
• To provide necessary materials for the groups’ work, such as duplicated articles, 
audiovisual equipment, etc. 
• To close each session with some group reflection on what was accomplished, and 
reminders of what is expected of the group for the next session 

  The facilitator will be paid an additional hour’s compensation for every three hours of 
Collegial Circle meeting time. 
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What outcome should be produced as part of a Collegial Circle? 
 
*One or more of these products can be considered depending on the format of the Circle. 
THESE ARE ONLY SUGGESTIONS AND OTHER OPTIONS ARE WELCOME! 
 Reflection logs in response to group time, readings, classroom practice, etc. (These 
logs should be maintained during every Collegial Circle meeting to document 
addressed areas) 
 Lesson plans 
 Book lists 

 Rubrics 
 Teacher-created assessments 
 Any tangible outcome that was part of Collegial Circle time 
 
What is the time frame for a Circle? 
If the Circle will be conducted in a single semester, the following schedule should be 
adhered to in order to allow sufficient time for implementation. 
 
Fall Semester: Applications should be submitted no later than the end of September. 
 
Winter/Spring Semester: Applications should be submitted no later than the mid-
February. 
 
The Circle may also span the course of the year, meeting monthly rather than weekly. 
 
How many participants can be part of a Collegial Circle? 
Between four and eight teachers provide the multiple perspectives and interaction 
needed. 
 
Things to do BEFORE you send in your Collegial Circle Application 
• The Department Chair, Building Principal, or Director must approve the Collegial 
Circle Application on My Learning Plan. 
 
THEN 
• The facilitator will email the Assistant Superintendent for Curriculum and Instruction 
that an application for a Collegial Circle has been submitted for final prior approval.   If 
the Circle is approved… 
 
THEN 
• The Collegial Circle will appear on My Learning Plan as a course offering in the 
District Catalog. The facilitator will receive written confirmation on the proposal’s status 
as soon as possible. Participants must then register. Their requests will follow the 
standard approval routing. 
 
FINALLY 

  Facilitator will forward the signed attendance sheets for each meeting date 
and a “Collegial Circle Assessment Form” (completed by each participant) to 
Assistant Superintendent for Curriculum and Instruction for final credit. 
Additionally, each participant will need to “mark complete” on My Learning Plan. 
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Collegial Circle Forms 

o Application 
o Attendance Sheet 
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COLLEGIAL CIRCLE APPLICATION 

 
Date: __________________________ 
 
Instructions: The group’s facilitator should complete one application for the 

whole group. 
 

Title: ___________________________________________________ 
Facilitator’s Name:_________________________________________ 
 
 

Name of Participants School Grade 

   

   

   

   

   

   

   

 
Goals and Outcomes: 
 
Areas of Curriculum/Instruction, etc. to be examined: 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
Desired Outcome(s): Upon completion of the group meetings, we will be able to: 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
Identify the group’s criteria for success (list specific indicators): 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
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Please supply the following information concerning the Collegial Circle: 
 
Start Date: ____________________ 
End Date: _____________________ 
 
Proposed Meeting Dates/Times: 
____________________   ____________________ 
____________________    ____________________ 
____________________    ____________________ 
____________________   ____________________ 
____________________    ____________________ 
____________________    ____________________ 
 
Total Hours: __________ 
 
 
Building Principal’s Signature: _______________________ Date: _________ 
 
Asst. Supt. for Curriculum/Instruction Signature: ___________________________ 
 
Date:____________________________ 
 
Building Budget Code: _________________________________ 
 

IMPORTANT: 

 
The Department Chair, Building Principal, or Director must approve this Collegial Circle 

form prior to sending to the Instructional Office. 

 

The facilitator will submit completed application to the Assistant Superintendent for Curriculum 

and Instruction, for final prior approval. 

 

The Collegial Circle will then appear on My Learning Plan as a course offering in the District 

Catalog and participants must then register. Their request will follow the standard approval 

routing. 

 

FINAL DOCUMENTS AT CONCLUSION: 

Facilitator will forward signed attendance sheets for each meeting date and a “Collegial Circle 

Assessment Form” (completed by each participant) to the Assistant Superintendent for 

Curriculum and Instruction for final credit. 
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ATTENDANCE SHEET 

 
Please Note: An attendance sheet must be filled out for each session. Duplicate as 
necessary. 
 
Date: _________________________ 
 
Title of Collegial Circle: ______________________________________________ 
 
Facilitator Name: ___________________________________________________ 
 
Meeting Place: _________________________ Meeting Time: _______________ 

 
Total # of Hours: _________________ 
 

Name (please print) Signature 
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        Appendix E 

 

HEWLETT WOODMERE PUBLIC SCHOOLS  
             

PROFESSIONAL DEVELOPMENT ACTIVITY FEEDBACK FORM    

Workshop Title:   

Date:  
 

Staff Development Feedback:   Please rate each of the following by circling a number (4 

being the highest) 

 

1. Was the staff development session relevant?     

1 2 3 4 No response 

     
           

2.  How well did this staff development session help to develop and/or refine your 

instructional skills? 

1 2 3 4 No response 

     
 

3. Was there adequate time for the sharing of ideas and/or group inter-action?  

1 2 3 4 No response 

     
 

4. How useful were the ideas, activities and/or materials presented? 

1 2 3 4 No response 

     
 

5. Did this staff development session cover everything you felt it should? 

1 2 3 4 No response 

     
 

6. Did this staff development session offer information which you can transfer into your 

classroom? 

1 2 3 4 No response 

     
     

7. Your overall reaction to this staff development session? 

1 2 3 4 No response 

     
 

Comments:  

 

 

 

RESULTS 
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Appendix F 

 

District Goals and Administrative Objectives  

2015 – 2016  

District Goal   Administrative Objective 

Goal 1.  To align instructional 

designs with the District’s Shared 

Vision, Mission and Student 

Outcomes   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Strategically implement HWPS 

Student Outcomes  

 Focus on making critical and 

creative thinking visible in 

student work 

 Continue to build challenging 

and meaningful P-12 authentic 

assessment systems 

 Prioritize and address 

recommendations of the Tri-

State Consortium Assessment 

of P-12 Science  

 Explore the relevance of 

pathways in STEAM (Science, 

Technology, 

Engineering/Entrepreneur-

ship, Art, Mathematics) 

 Continue to examine 

alternative learning options 

including distance learning and 

multi-district shared  courses 

for HHS learners (2015 – 2016) 

 Examine the current state of 

Talented and Gifted (TAG) and 

Discovery programs and 

curricula 

 Design programmatic 

initiatives that advance student 

achievement 
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Goal 2.  To examine student 

achievement in its multiple 

dimensions and to explore ways to 

increase both equity of 

opportunity and excellence 

 

 

 

 

 

 Continue to align the 

curriculum to NYS Common 

Core Learning Standards   

 Identify and address gaps in 

student achievement based on 

data from multiple sources of 

assessment  

 Examine HHS student 

achievement data in order to 

continuously increase 

participation and achievement 

rates for college- and career-

readiness 

Goal 3.  To improve 

communication with all 

constituent groups through a 

variety of media 

 

 

 

 

 

 

 

 

 

 

 

 Build upon existing community 

connections to enhance 

relations with the public and 

with public officials 

 Further explore  community 

opportunities to expand 

pathways of  communication 

 Implement and promote the 

HWPS mobile app as an 

additional communication 

vehicle 

 Maximize District Facebook 

presence and encourage 

additional “likes” 

 Foster relationships and 

reciprocal communication with 

non-public school parents and 

families 
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Goal 4.  To continue the shift to 

multi-year budgetary perspective 

and planning 

 

 

 

 

 

 

 

 

 

 

 Establish a multi-year plan to 

reflect revenue sources, use of 

reserves, and maximum 

expenditures  

 Initiate long-term planning for 

programs, staffing, and 

organizational structures 

 Consistent with long-range 

planning for sustainability, 

negotiate successor  contracts 

for those expired in UPSEU 

Custodial/ 

Grounds/Maintenance/ Food 

Service unit and in UPSEU 

Computer Tech unit; begin 

discussions on contracts that 

will expire on June 30, 2015 

with Hewlett-Woodmere 

Administrators and Supervisors 

Association (HWSA) and with 

UPSEU Secretarial unit 

Goal 6.  To insure that District 

facilities continue to serve the 

needs of the schools and 

community safely and efficiently  

 To examine the need for 

capital improvements across 

the District and develop 

funding priorities  
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HEWLETT - WOODMERE 

PUBLIC SCHOOLS 

 

 

 
 

 

PROFESSIONAL DEVELOPMENT 

PLAN 

 

2016-2017 
 
 

 
 
Approved by the Board of Education May 18, 2016 
 
 
 
 
____________________________    ________________ 
Mr. Scott McInnes, President      Date 

 
 


