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Teacher Handbook

	Welcome to the ITV Classroom


To begin, thank you as you begin your experience as a highly technical teacher over the Mineral Area Interactive Network for ITV.  This is a unique experience that will provide students in our area with additional educational opportunities that they would not normally have.
FIRST DAY OF CLASS
Not all schools start on the same day.  The instructor will have to be flexible.  In an effort to get the class started on the best footing, the instructor should:

1. Know how the equipment works, especially how to dial the remote sites and how to reboot the system.

2. Ensure that the remote site students know how to use the equipment at their site.  The sending teacher may have to contact the remote site to have someone at that site review the equipment with the students.
3. Have a syllabus with course goals, mission, and grading policy.

4. Ensure that all students sign the MAIN ITV Student Agreement.  

5. Ensure that each student has a MAIN ITV Student Handbook.

6. Know the contact person(s) at each remote site including the phone and fax numbers.

7. Provide any additional classroom rules.

8. Ensure that students have all the required materials.

MONITORING THE CLASSROOM
While it is the responsibility of the teacher to monitor the behavior of the students in an ITV classroom, it is also within the scope of the building principal and secretary (or the principal’s designee) to observe student behavior and classroom control.  Care must be taken to avoid interrupting a lecture or class activity by this type of monitoring.  If there are concerns in the classroom, whether it is by the students or by the teacher, a private telephone call between the teacher and the in-house monitor is the recommended method for resolving these types of problems. 
SCHOOL ACTIVITIES
ITV teachers should be kept informed of any special school activities that apply specifically to their class.  On days where activities (homecoming, tournaments, lyceums, etc.) cut into class time, the classes should be taped by the remote sites so as not to fall behind.  The taping is the responsibility of the students who are missing the class.  The sending school teacher may tape the class if arrangements are made in advance.  Schools are encouraged to schedule as few activities as possible during school time so as to minimize lost educational time.  If your school publishes a monthly or weekly calendar of events, please fax or send a copy to your ITV teachers as well. (In many cases, schools publish their calendar of events on their web site.) 
TEACHER ABSENCE
There will be times when an ITV instructor will be absent due to illness, leave, or other reasons.  The hiring of a substitute teacher is at the discretion of the sending site principal.  Unless the substitute teacher has had ITV training, it may be advantageous for the principal to notify the other schools that there will be no teacher for that day and that the remote site students will be unsupervised.  Due to liability and cost of the classroom equipment, students should not to be left unsupervised.  Students should be placed in a study hall or other class at remote sites when no supervision is available.
ASSIGNMENTS
Since more than one site may be connected for a given course, students should label all their work with their site, course title and their name.  As with all mail and faxed items, there is always the possibility that the work may be lost.  It is the responsibility of the student to ensure that a back-up copy is retained.  This process may include the assistance of the remote site through logging work that has been received from the students and retaining copies in the office.  If the instructor does not receive the work and there is no written evidence that the work was turned in at the remote site, it will be considered, not turned-in.

Assignments and course materials can be emailed, faxed, or mailed.  Ask your instructor for his/her preferred mode of delivery.  Any tests, worksheets, or other correspondence that need to be sent to remote sites should be done before class starts.  (Preferably at least one day before class starts)  When sending mail to remote sites, please address it to the principal or school secretary and note "ITV material" on the envelope.  E-mail should be the primary means for sending/receiving correspondence.  It is recommended that a fax machine and telephone be located in all remote teaching labs.  The fax machine should not be used in situations where a number of pages need to be sent as it is not cost effective.  Also, last minute faxing should be done only in emergency situations where materials have been misplaced. Please give the receiving school adequate time to make copies of this material.

Expect that graded assignments and tests may take a little longer to get back.  ITV teachers should make every effort to return graded materials as fast as possible, while ensuring that grades are not made public.  Any irregularities during test sessions can result in immediate removal of the student(s) involved from the class.  

TESTING AND STUDENT ETHICS
Distance learning is like all other educational experiences.  Although a remarkably high percentage of ITV students are honest, there are a few students who will attempt to cheat during test taking.  Unless otherwise stated by the instructor at the time of the test, all notebooks, books, and materials must be put away during testing time.  If at any time a student is observed to have these items accessible during a test, it is sufficient evidence of cheating.  It is the responsibility of the sending teacher to notify the remote site about the use  or non-use of material on any given test.  This should be sent in the instructions for the test.  If a student is believed to be cheating during an ITV class the following procedures will take place:

· The ITV teacher will contact the remote site principal and request a telephone conference with the student, teacher and principal.

· The student will be confronted with the evidence of cheating.

· If in the opinion of both the teacher and the principal that the student was indeed cheating, the student will receive a grade of zero for the assignment or test given.  (In the event of cheating during a dual-enrollment or college class, the student conduct for the accrediting school will be followed.  Most colleges and universities drop the student from the class).
TEXTBOOKS AND CLASSROOM MATERIALS

The receiving school will supply all textbooks and classroom materials necessary for the ITV class.  Students should be held responsible for their textbook and materials. Teachers should keep a record of textbooks and materials supplied to each school.  It is the teacher’s responsibility to inform the receiving school of the textbooks that are required for the class.  Arrangements may be made for the sending school to send textbooks to the receiving school and be reimbursed.  College textbooks may be purchased through the college bookstore.
ATTENDANCE

MAIN teachers must keep daily attendance records for all students.  Quarterly attendance records for report cards will be based on teacher records.  Each teacher is also responsible to report daily absence as required by the remote site principal.  This reporting may be email or fax through the sending school office.  It is the responsibility of the students to ensure that they maintain regular attendance and inform the ITV teacher if they have scheduled absences.
Students who miss class repeatedly for other school events or graduate early are responsible to makeup all work including assignments and tests including a required final.  This is essential for students enrolled in dual enrollment classes.
TECHNICAL DOWNTIME

The teacher must call the principal's office at the remote site school at the beginning of the hour to alert the remote site school to the problem.  The remote site school must be notified if the system is not functioning correctly.  The remote school, after notification by the teacher, will be responsible for student supervision until the problem is corrected.  If the system is partially functional every effort should be made to continue the class.  If remote site students can see and hear the teacher, the class can continue.  If remote site students cannot see and hear the teacher, the teacher should call the students and make the assignment.  It is strongly suggested that teachers have alternative assignments that can be provided to the students.  These alternative assignments could be worksheets, writing and/or reading assignments, practice authentic assessments, or library research.  The receiving school should make arrangements to have the alternative lessons on file and a system for supervision of the students.
The phone number and email for the MAIN Consortium technician, Jim Wagner, is (573) 546-9700 ext 4 (be sure and tell the secretary that it is an ITV issue.  His email is jwagner@mail.av.k12.mo.us

REMOTE SITE TEACHING POLICY

MAIN teachers should plan to teach at least on time per quarter from the remote site schools.  The teacher can also schedule a second visit each quarter.  All visits must be approved in advance by the home site principal so that substitute teacher arrangements can be made. Additional visits may also be approved as necessary.  It is the responsibility of the sending school find and pay for the substitute.  
EVALUATION
The MAIN ITV Consortium is committed to evaluation of the ITV curriculum and its staff.  Principals from the sending sites are responsible for the formal evaluation of their instructors.  Principals are encouraged to communicate (with each other and the director) any deficiencies or expertise that would help in making the ITV instructor and/or class more effective.  Consortium hired teachers fall under the supervision of the MAIN director and feedback from the principals should be provided accordingly.  All MAIN ITV teachers should complete the MAIN Teacher Self Evaluation at the end of each semester and send it to the MAIN director.  The Self Evaluations are confidential and are used to improve the MAIN ITV delivery of services.  The evaluations may only be shared with sending school administrators, receiving school administrators, and MAIN advisory counsel members with notification to the teacher.
Periodically students and teachers may be surveyed about the ITV delivery system in an effort to improve the system.
FIELD TRIP POLICY

A field trip is any gathering of MAIN students at a location other than their home site.  This includes a gathering scheduled before school, after school, or during school hours.  All classes will be limited to a maximum of one field trip per semester.  Transportation arrangements must be approved by the high school principal from each site.  The MAIN office will help make arrangements for transportation when given at least 1 week's notice.  Financing will be the responsibility of each school and it is the responsibility of the teacher to make all arrangements and determine if funding is possible.  Field trips are not recommended, but in extraordinary cases they may be arranged.
MIDTERMS

Midterm reports (positive or negative) should be handled by the host districts procedure.  It is important that ITV teachers maintain contact with the parents of all students.   It is required that all students must be notified if they are failing or in danger of failing any grade of D+ or lower).  It is important the send additional progress reports as need to inform parents of failing grades at any time.  Midterm reports should be sent to the remote site principal.  The principal will notify the student and parent.

GRADE REPORTING

Quarterly grades for MAIN classes must be phoned or faxed to the remote schools by 3:00 p.m. on the first (1st) working day after the quarter ends.  Some schools may request grades earlier, but it will be the teacher who determines if grades can be sent earlier than the required date.  

ITV CLASSROOM DISCIPLINE PROCEDURE

The MAIN two-way interactive ITV classes are provided to enhance and enrich the curriculum.  Behavioral and academic expectations of students in ITV classes are high.  These high expectations are mandatory as we attempt to use a unique technology to meet the unique educational needs of students.  The participating schools have adopted the following rules and discipline procedures:

CLASSROOM RULES

1. Insubordination of any kind will not be tolerated.  Insubordination has been defined as anything that interferes with teaching or learning in the classroom.

2. Inappropriate language or gestures will not be tolerated.

3. Classroom procedures must be followed.

a. Students must sit within camera view at all times.

b. Students must not mishandle the equipment in the classroom.

c. No food or drink will be allowed in the classroom (or as determined at the remote site).

d. Students must follow all other rules as specified by the teacher.  (These additional classroom rules should be written and provided to each student and the remote site principal.)
The following procedure will be followed for students who cannot follow the above rules:

· The originating teacher will contact the receiving school principal.

· A student, teacher, principal phone conference will be held.

· For a FIRST MINOR OFFENSE, the student will be given a verbal warning and his/her parents will be notified by letter of the infraction.  The principal will send the letter to the parents.  A copy will also be sent to the classroom teacher.

· For a SECOND AND SUBQUENT MINOR OFFENSE(S), the student may be removed from the class.  The removal of the student will be based on the recommendation of either the teacher or the principal.  

· For SEVRE MISCONDUCT, the student may be removed from the course permanently.
The following are suggestions for teachers using ITV.  They 

If you want to have a successful ITV class, two things must occur—One is extraordinary; the other is an ordinary occurrence in our daily teaching lives.


Although students are enrolled in your ITV class, many will feel they are not a part of the class.  If ITV students feel alienated, they will become “observers” of the class rather than participants.  The following tips may help ITV students feel like “your” students:

· On the first or second day of class, ask each student in your classroom and at the ITV site to introduce him/herself.

· At the beginning of each class period, spend a moment greeting the ITV students specifically.

· Learn students’ names quickly and use them frequently.

· Visit the ITV site early in the semester.  Meet your students and/or teach from the site.  If you have the opportunity, teach from the ITV site on occasion.

· Since your personal contact with ITV students is limited, use paper grading as a way to communicate.  Write quick notes of praise or encouragement on student papers.

· Specifically ask ITV students to share ideas or responses to questions.  Although calling on a specific student to answer a question is not supported by many teaching philosophies, it may be necessary in ITV to “pull” the ITV students into the class.

· Establish an e-mail address (such as hotmail) and encourage ITV students to communicate with you via e-mail.  It’s a great way for them to express needs/concerns, check on make-up work, etc. without every student in both classes “overhearing.”

· Finally, as the semester progresses, taper your efforts to make ITV students feel a part of the class.  At some point students must take ownership for themselves.  You will find that coaxing them along can detract from instructional time.


You are a teacher. You know about flexibility.  As a matter of fact, you are so practiced in being flexible, you are probably qualified to perform as a contortionist in a circus.  When teaching ITV, you will put your skills to good use.

· Be prepared for equipment failure.  IT WILL HAPPEN.  To avoid losing too much instructional time, contact the ITV site by phone or fax to give instructions, homework assignments, etc. 

· Here are a few tips to try when the equipment fails:

1)  Reboot your system as well as the system at the receiving site.

2)  If the problem is visual (no picture), make sure the TV is turned on.

3)  If the problem is audio (no sound), make sure the volume on the TV is turned up.

· Know who to contact (and how) when equipment fails.  Your contact person may be the district technician or the audio/visual department at Mineral Area College, for instance. 

· Be prepared to accommodate interruptions in instructional time.  Not only will students at your school have field trips, academic competitions, class meetings, etc., so will your ITV students.  Also, holiday breaks are sometimes scheduled differently.

· ITV = less instructional time.  You may find that you cannot teach as much in an ITV class as you can in the same non-ITV class.  There seems to be a 10-minute discrepancy.


· If you are really lucky, you will have a monitor/aid in the ITV classroom to assist you.  If you do not, pray—and have the site appoint a reliable person to help you with the paper shuffle.

· In the event that there is not a monitor/aid at the receiving site, do not feel you should tolerate inappropriate behavior from an ITV student.  A consistently disruptive student does not have the right to remain in an ITV class.

· Any worksheets, tests, etc. that need to be copied for the ITV students should be sent at least one day in advance.

· Control the ITV equipment yourself rather than allowing students to 

control it. 

· The microphones are EXTREMELY sensitive.  If students in your classroom are visiting while you are teaching, the microphones will pick up the background noise and interfere with the transmittal of your voice.  Also, if placed on a student table or a desk, a microphone will pick up and magnify sounds such as a tapping pencil or turning pages.

· The camera really will make you look 10 pounds heavier!

MAIN ITV
Projecting a Positive Image on Television 

Self-Assessment of Your Teaching 

5 = Very Acceptable 

4 = Acceptable

3 = Somewhat Acceptable

2 = Unacceptable

1 = Inadequate Data

	
	5
	4
	3
	2
	1

	A. How do you create a teleclassroom climate that is conducive to learning? 

	1. Enthusiastic about your subject 
	
	
	
	
	

	2. Positive attitude towards teaching 
	
	
	
	
	

	3. Motivate students 
	
	
	
	
	

	4. Achieve a positive rapport with students 
	
	
	
	
	

	5. Project a sense of confidence 
	
	
	
	
	

	B. Do you attempt to project a constructive sense of humor? 

	6. Use humorous examples to enhance presentations 
	
	
	
	
	

	7. Use humor directed towards yourself rather than at the student 
	
	
	
	
	

	8. Remove any offensive cultural references 
	
	
	
	
	

	C. Do you make an effective presentation of your subject? 

	9. Select appropriate supplementary materials to aid the student in learning 
	
	
	
	
	

	10. Provide adequate examples of major concepts or principles 
	
	
	
	
	

	11. Use of well-prepared visuals easily readable on the TV screen 
	
	
	
	
	

	12. Provide adequate and appropriate handouts that are properly correlated to the telelecture 
	
	
	
	
	

	D. Do you create a classroom environment which elicits and tolerates differing viewpoints? 

	13. Recognize opposing viewpoints 
	
	
	
	
	

	14. Present your personal biases without imposing them 
	
	
	
	
	

	15. Present contrasting data bases and observations to challenge intellectual curiosity 
	
	
	
	
	

	16. Recognize different problem solving strategies 
	
	
	
	
	

	E. Do you communicate the telecourse content in such a way that your students can understand it? 

	17. Introduce new vocabulary at the beginning of your telelecture 
	
	
	
	
	

	18. Define all new terms and provide examples 
	
	
	
	
	

	19. Attempt to relate new content to the experimental level of the student 
	
	
	
	
	

	F. Do you demonstrate a variety of teaching approaches? 

	20. Experiment with new teaching techniques 
	
	
	
	
	

	21. Utilize audiovisual materials 
	
	
	
	
	

	22. Pass out lecture outlines or Interactive Study Guides to your students 
	
	
	
	
	

	23. Inform the students before the lecture what the expected learning outcomes are 
	
	
	
	
	

	G. How comprehensively do you organize your telecourse? 

	24. Provide your students with a detailed course outline 
	
	
	
	
	

	25. Establish realistic goals and objectives 
	
	
	
	
	

	26. Coordinate your course with lower and upper-division courses 
	
	
	
	
	

	27. Require your students to make a reasonable purchases of courses texts and materials 
	
	
	
	
	

	28. Test what you teach 
	
	
	
	
	

	29. Coordinate your exam questions with your stated course performance objectives 
	
	
	
	
	

	30. Provide adequate review for your students 
	
	
	
	
	

	31. Revise your lectures frequently 
	
	
	
	
	

	32. Uses a systematic approach to lecture development 
	
	
	
	
	

	H. Do you present your distance learning class in a logical sequence? 

	33. Stay on the subject during a telelecture or demonstration 
	
	
	
	
	

	34. Provide the telelecture objectives at the beginning of the telelecture 
	
	
	
	
	

	35. Summarize and synthesize content periodically 
	
	
	
	
	

	36. Provide enough examples and non-examples 
	
	
	
	
	

	37. Assist the students to distinguish between critical/non-critical materials 
	
	
	
	
	

	I. Do you use effective teleclassroom time management strategies? 

	38. Begin and end your class on time 
	
	
	
	
	

	39. Prepare a detailed presentation plan 
	
	
	
	
	

	40. Communicate expected readings and assignments 
	
	
	
	
	

	41. Provide adequate time for questions and discussions 
	
	
	
	
	

	J. Do you utilize effective classroom questioning techniques? 

	42. Encourage student questions 
	
	
	
	
	

	43. Respond positively to student questions 
	
	
	
	
	

	44. Ask probing questions 
	
	
	
	
	

	45. Allow adequate time for a student to respond 
	
	
	
	
	

	46. Assist with follow-up questions by providing additional information 
	
	
	
	
	

	47. Relate key classroom questions to stated learning outcomes 
	
	
	
	
	

	48. Questions progress from simple to complex 
	
	
	
	
	

	49. Introduce questions that allow students to explain their own values 
	
	
	
	
	

	50. Ask questions that require responses higher than recall only 
	
	
	
	
	

	51. Address questions to field students 
	
	
	
	
	

	K. Do you exhibit effective communication skills? 

	52. Project voice so that all students can easily hear 
	
	
	
	
	

	53. Use good voice intonation 
	
	
	
	
	

	54. Enunciate clearly 
	
	
	
	
	

	55. Speak in complete sentences 
	
	
	
	
	

	56. Avoid distracting mannerisms 
	
	
	
	
	

	57. Seek training in any of these skills 
	
	
	
	
	

	58. Maintain eye contact through the TV camera with field students 
	
	
	
	
	

	59. Present a relaxed posture 
	
	
	
	
	

	60. Project positive body language 
	
	
	
	
	

	L. Do you describe and adhere to specified grading procedures? 

	61. Explain your grading procedures in writing at the beginning of the course 
	
	
	
	
	

	62. Provide all criteria that you use for grading, assigning grades, weighing assignments and/or labs and testing 
	
	
	
	
	

	63. Make provisions for a student to challenge a grade 
	
	
	
	
	

	M. Do you use student evaluation as a learning and motivational technique? 

	64. Relate all stated course objectives to tests and examinations 
	
	
	
	
	

	65. Apply consistently fair and objective standards to test and exam items 
	
	
	
	
	

	66. State clear grading procedures 
	
	
	
	
	

	67. Announce the type and time of tests and exams in advance 
	
	
	
	
	

	68. Minimize opportunities for cheating 
	
	
	
	
	

	69. Provide prompt and constructive feedback on all tests and exams 
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So, You Want to Teach ITV . . .


Tips from an experienced (but not an expert) ITV Teacher





THE EXTRAORDINARY:


ITV STUDENTS MUST TAKE OWNERSHIP OF THE CLASS





THE ORDINARY:


ITV TEACHERS MUST BE FLEXIBLE





OTHER NOTES








1

