Administrative Team Meeting
Wednesday, September 4, 2013

10:30 – 11:40am 

 Conference Room

AGENDA

*Meeting notes are in red
I. Housekeeping

A. Arrival (Students and Staff)

· Coverage  - who and where
Mr. Escamilla will be recording the locations where coverage is needed. We will ensure teachers are aware of their duty positions, days and locations.
For morning arrival, students are allowed to be outside as long as they do not go off of campus. Once on campus, stay on campus. Our new security officer (Officer Brown) will provide coverage.
Non-negotiable – All teachers are to sign in and out. This will be monitored. Faculty and staff are to use it.
· Attendance Clerk position(location)/training
Mr. Johnson will serve in this position part-time.  This will be positioned at the main door. Mobile station would be needed (Action Item: Mr. Pullen). The office will be open from 7:30 – 8:30.  Officer Brown will serve as the clerk for the extended day. Training will take place for the following staff members: Officer Brown, Ms. Gilmore, Mr. Johnson, Mr. Hollar and Mrs. Zappia)
B. Dress Code 
Teachers are to monitor dress code and make smart decisions.  Greater effort needs to taken by teachers in the classroom.  We have noticed an increase in inappropriate shoes and tops. A few have noticed student wearing “green khakis”. 
II. Evaluations

· Review of assignments

· Calendar

· Training Layout
Teacher training for NCEES on the TNL (True North Logic) will take place the week of September 9 – 13. Extended Day teachers will be trained on Thursday from 11-12 in the Media Center.  Regular Day to be trained Wednesday 9/11, all day during PLTs (common planning). The training plan will be shared with staff by end of the week.  Teachers will need to review the “captivates” on the NCEES process prior to the training.
III. Duties

· Locations
· Lunch and Departure
· ED teachers on Friday
Here by 6:55 until 2:25. Administration is looking to create a plan for in-house tutoring for our students on Fridays. Input will be solicited from extended day teachers on how they can better serve students on Friday.  Mr. Pullen will take the lead on this and follow up at our next administration meeting on 9/9.
IV. Meetings

· Date of first faculty?
Faculty meetings will normally be held on the first Fridays. Due to a workday, it has been moved to Friday, Sept. 13 2:30 – 4:00
· Date of first cabinet?
 (Normally 2nd Wednesdays – 9/11 @ 2:30 – 4:30)
· Date of first leadership team?
 (Normally 3rd Fridays; Friday, Sept. 20 2:30 – 4:00)
· Admin upcoming meetings (Google Calendar)
Will add our upcoming meetings and link to the Phillips Weebly.
September 24 – 26, 6 members of the Phillips family will attend a relationship building seminar here in Raleigh. Those attending will bring information back to share and use the train-the-trainer module). Attendees: Mr. Colvin, Mr. Diaz, Mrs. Gaither, Ms. Whitlock, Mr. Harris, Ms. Miller
V. Discipline

· Review of rubric
 Will be updated and attached to Wiki. Make changes as necessary and move forward.
· SIRS training (Harrison – waitlisted for 9/6 8:30 – 12)
VI. Seminar

· Expectations past day 10
Information has been sent via email to teachers earlier today. We continue to monitor seminar and welcome suggestions for improvement. Ms. Harrison will solicit input from senior LIFE coaches for monitoring student progress.
· Recording attendance?
LIFE coaches will record student attendance on a paper form and alert administration if there are issues with attendance.
VII. L.I.F.E

· Communication of expectations past Day 10
Information sent via email to teachers this morning.
VIII. Communication

· Student Assembly
Thursday, Sept. 13 5th period assembly – Agenda to be created in Monday’s administrative meeting. The length of the assembly to be determined at that time. A success video will be part of the presentation.
· Review of Parent Call Log
A draft of an electronic Google doc parent contact log was reviewed. To be share with  Intervention Care team at the meeting on tomorrow 9/5. Form will likely replace the call log book, if there is consensus. The form will be updated and attached to a Wiki (as well as other staff forms/documents) by Ms. Miller.
