Memo

To:
Bonnie Kozlowski
From:
Paula Boughton
CC:
Estella Copeland, Dawn Breitung and Maxine Smith 
Date:
10/1/2006
Re:
Meeting Summary
The following is a summary of the items discussed at our meeting on September 21, 2006. 

We reviewed procedures for mental health and disabilities referrals and observations and discussed agenda items for Hart Street’s September Education Meeting. We also reviewed the Education Specialist Monthly Report and discussed ways to organize Education Specialist materials and files.

I was informed that ED CORE for all staff and Curriculum/Lesson Plan Training for new staff had been completed. I CARE Training is scheduled for September 28 after the Education Meeting. Writing and Scoring Anecdotes and the remaining New Staff Trainings need to be completed as soon as possible. Copies of agendas, participant lists and certificates should be sent to Maxine Smith at Stone.

Hart Street’s Curriculum event will be held on October 26 from 5:00-6:30. A meeting will be held with staff to determine the theme and activities.

Concerns about Diana Thayer were discussed. She is significantly behind in lesson plans and seems to have difficulty staying organized and retaining information from trainings. A reminder memo about lesson plan due dates was drafted and the consequences of not meeting these deadlines were discussed. Ms. Thayer still needs to receive training on files/forms, COR and all 60 day new staff trainings. Once her trainings are complete, failure to meet expectations can result in counseling.

The following training dates were scheduled:

Admin COR training on September 29 (rescheduled for 10/4 at 2:00)

ECERS on October 10 at Hudson 
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