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Teacher-to-Teacher Proposal

Boxford, Middleton, and Topsfield Public Schools

Directions:  Please submit your proposal to your building principal by the second Friday in May. This will ensure adequate time for conversations, recommendations, and possible revisions.  Principals will keep a master list which indicates which projects they can support or not support at this time.  Principals will keep original, signed proposals.  The master list of the projects recommended should be emailed by principals to D. Hale by the last Friday in May. Teachers will be notified by June 13th as to whether or not their proposal can be funded at this time. 

Purpose: THE INTENTION OF TEACHER-TO-TEACHER PROJECTS IS TO SUPPORT COLLABORATION AND IMPLEMENTATION OF BEST PRACTICES.  THE INTENTION OFTHESE DIRECTIONS IS TO SUPPORT THE WRITING OF CLEAR, CONCISE PROPOSALS.
IT IS IMPORTANT TO SUBMIT ALL PAPERWORK AT THE SAME TIME IN ONE PACKET AT THE BEGINNING AND END OF THE PROJECT.  


PROPOSAL

Title of Teacher-to-Teacher Proposal _____________________________________________


School ________________________          Date _____________________________________

Lead Teacher/ Contact Person _______________________ email address: _________________

A. Personnel
Number ___________     and Names of Staff Involved:

Names:

1. ______________________________________________________________________

2. _______________________________________________________________________

3. ________________________________________________________________________

4. ________________________________________________________________________

5. ________________________________________________________________________

6. ________________________________________________________________________

B. Budget (10 points)
1. Stipends for Staff: Please read carefully.  You can either project the total amount due for the total cost of the project OR calculate the cost of the project by multiplying the number of teachers times the number of hours, multiplied by the hourly compensation rate, ($27.50 an hour for professional teachers.)  As a guide, the projected range of Teacher-To-Teachers Projects is generally $275 - $550.


Fill in either a or b:
a. $_________ Amount, based on compensation for project 


__________ # of teachers    to be compensated   $ _________ each  = _________ Total 

OR


b. $_________ Amount, based on hourly wage itemized below:



__________ # of teachers    *   ________ total # of hours    * $27.50  =  _________ Total


2. Material Cost:  Anticipated cost of materials or supplies:     $__________________

List of needed materials or supplies:  (For example, binders, copying, folders, etc.  Generally material request should not exceed $100.)














*Please remember to keep receipts for reimbursement and submit all paperwork at the same time upon project completion.




C. Details of Work:  Dates, Time and Place Activity will be held.  This is a best estimate at this time.  Meeting dates and places are flexible.  The number of hours may not exceed the approved amount without written approval.  (Remember to fill out the necessary timesheets for each meeting.  Please use the timesheet included in this packet.  Copy as needed.  Upon completion a cover timesheet summarizing the total amount spent should be stapled to the top of the packet of individual meeting timesheets.  Please circle the word “cover” on summary timesheet.

Dates/ Time:  _____________________________________________________________

Place: ___________________________________________________________________
 
C. Project Description (40 points) Description of project including the detail on the impact on learning and achievement and how such impact will be assessed.   (100 words or less, attach additional sheet if necessary)








D. Outcome/ Product (20 points): 
1. Description of final document.  The final document should be submitted electronically via disk or email.  If needed “added pages” should be scanned into the Microsoft Word document.  A binder of the paper copy should be submitted to D. Hale at Central Office at the time of completion, along with all other paperwork. A database of the electronic copies of projects will be posted on trtiownschoolunion.com Professional Development web page so they can be shared and retrieved by colleagues.








Anticipated completion date: _________________ (Must be submitted on or before August 31st.) E. Project Dissemination  (30 points)
How will the project be shared with colleagues?


F. Signatures

Lead teacher/ Contact person’s signature: _________________________   Date:  ___________



Principal’s Signature __________________________________________ Date: _____________



For office use only

Received   ______________________________   Date: ________________________


Approved: 
YES

NO  

        Date:  _________________________


Title of Project _________________    Lead Teacher/ Contact Person _______________

Funding Source ___________________________________________________________


TOTAL APPROVED AMOUNT  ____________



NCLB Signature _______________________________________________________
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Principal’s Checklist

Dear Principals,
You have an important role in the approval process for Teacher-to-Teacher Projects and the subsequent impact of funded projects on student learning and achievement.  Foremost is the identification and alignment of goals and priorities.  As such, your signature on each Teacher-to-Teacher Proposal indicates a thorough review of the quality and clarity of the proposal and its merits, which include:


· A.. How it aligns with priorities identified in the Professional Development Plan, School Improvement Plan, or the School Committee’s Strategic Action Plans or District Goals.


· B.. To what extent the goals, outcomes, sharing plans, timelines and expenditures are well articulated, reasonable, and achievable.


(Signed Teacher-to Teacher Projects, across the Tri-town, will be evaluated by Central Office Administration.)


Principals are asked to:

· 1. Sign proposal after review, providing proposal fits criteria listed above.  Signature does not guarantee approval by NCLB or SPED administrators and/ or the ability to fund proposal.


· 2. Maintain a master list of all projects approved and not approved.  (See Excel spreadsheet embedded at the end of this list for use.)


· 3. Submit the master list electronically to Debbie Hale 2 dhale@tritownschoolunion.com on or before May 31st.  List should be rank ordered by principal according to the highest priority (#1.)  In reviewing projects, you may wish to use the points as a guide in determining merit.

Deadline: It is strongly suggested that all staff submit these proposals for principals approval by Wednesday, May 25th as the deadline for submitted the master list of recommended projects is May 27th.  Therefore, administrators are encouraged to share this information in early May during a staff meeting to provide adequate time for possible revisions.  All paperwork will be posted on tritownschoolunion.com Professional Development web page for ease in accessing necessary forms.

Notification:  Teachers will be notified by Monday, June 13th.

Compensation:  Stipends will be paid after October 1st and review by building principal.

Please call or email Debbie Hale with any questions or if you need help.  Thank you for your support.

Debbie Hale, Sharon Lyons, and Bernie Creeden
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