




MASTER SCHEDULE DECISION MATIX 


WHO OR WHAT HAS PRIORITY FOR PREPARATION PERIODS/ COLLABORATION PERIODS 

This is a Decision Matrix used by Hillsdale High School in San Mateo, California  in 2008-2009 to “help prioritize who or what gets first priority on teaching periods/assignments, then second, etc.”   This resource was shared by Cheryl Lawton, former co-principal at Hillsdale High School, current principal at Milpitas High School in Milpitas, California 

Master Schedule Decision Matrix 










Approved Spring 2009
	The first half of this chart contains “Non-negotiable” items that must currently be considered, either because they meet Cornerstones or affect school operation

	Staff Member(s)
	Scheduling Need (Number of Houses with response- if none listed, the response was added by counseling dept)
	Justification
	Effect on Staff
	Effect on Students

	
	
	
	PRO
	CON
	PRO
	CON

	Coaches
	No teaching 7th period 
	No substitute needed for game days
	Coaches do not miss class; No cost for substitutes
	Other teachers need to teach during 7th; 
Possible unbalanced classes for other staff
	During the season, class is taught by teacher, not a substitute
	Possible Indirect

	Core Teams (Advisors)
	Common collaboration period 
	Collaboration about students, curriculum, and instruction

Hillsdale Cornerstones- Equity, Personalization, Rigor
	Effective instruction (everyone on same page); focused time to discuss students
	More non-Advisors are scheduled to teach during those periods
	More effective, individualized instruction; students are known well- immediate follow-up
	All core students have a non-core class during this period

	District Coordinators 
	No teaching 7th period 
	Must attend bi-weekly meetings at District Office which begin promptly at 3:30
	Coordinators can leave school early to arrive on time for required district meetings
	Other teachers are scheduled to teach during that period
	
	Possible Indirect

	House Leaders (i.e. Marrakech, Cusco, etc)  
	Common collaboration period
	Leadership Team meetings possible during school day – at least once per week but on-call to meet more often if needed

Hillsdale Cornerstones- Shared decision-making, Equity
	Focused meeting time for all members to discuss important school issues
	Other teachers are scheduled to teach during that period; Possible unbalanced classes
	
	Possible Indirect

	Part-time Instructors  
	‘Compacted’ periods 
	Required by contract (no more than 1 period in between teaching periods)
	Certificated staff contract is followed
	Other teachers are scheduled to teach during that period
	
	Possible Indirect

	PE Teachers 
	No classes 7th period 
	Locker room use conflicts with sports team use
	No security issue for sports teams (esp guests) and classes using the locker rooms at the same time
	Other teachers are scheduled to teach during that period; House imbalance
	Students do not share the locker room during their class time- no problem with security


	Student athletes who need 7 classes have an academic or elective class 7th period that they frequently miss



	From Staff Survey- Items ranked based on preferred order of consideration. [TBA: At what point do teacher requests stop being considered?]  


	Staff Member(s)

VOTES:
	Scheduling Need
	Justification
	Effect on Staff

PRO
	Effect on Staff

CON
	Effect on Students

PRO
	Effect on Students

CON

	39
	Academic Teams (i.e. Biology, 11th grade English, World Language, etc)
	Common collaboration period (1)
	Collaboration about curriculum, instruction and assessment

Hillsdale Cornerstones- Equity, Rigor
	Effective instruction (everyone on same page); focused time to discuss curriculum
	Other teachers are scheduled to teach during that period
	More effective instruction and assessment
	Indirect

	38
	Electives
	Offered at accessible times for all students- generally 1st and 7th are most “accessible” (1)
	Hillsdale Cornerstones- Personalization; Rigor
	Vertical progression through courses
	Possible unbalanced classes for other staff; Students ‘out-of-house’ for core 
	Students can take classes over several years
	Students ‘out-of-house’ for core classes

	29
	Humanities classes “blocked” in 9th and 10th
	Need for heterogeneity-easy fluidity/regrouping of students between classes/teachers on any given day (2)
	Hillsdale Cornerstones- Equity, Rigor
	Balanced classes for core teams
	
	More effective differentiated instruction for classes
	

	14
	Lab Science Courses
	Same courses offered back-to-back for ease of lab set-up (1)
	Hillsdale Cornerstones- Rigor
	Easier planning for science teachers
	Possible unbalanced classes for teacher and other staff
	More effective labs
	Unbalanced classes

	17
	Part-time Instructors
	Choice of periods to teach
	Offers flexible hours scheduled around teachers’ personal needs
	Offers flexible hours scheduled around personal needs
	Other teachers are scheduled to teach during that period
	
	May limit other course options if class can only be taught at a certain time

	13
	Teacher Leaders (i.e. Equity, Literacy, Advisory, etc)
	Common collaboration period
	Offers the opportunity to meet during the school day if/when necessary
	More effective professional development
	Other teachers are scheduled to teach during that period
	More effective instruction
	

	17
	Teacher needs (child care issues, etc. which affect availability)
	No 1st, 7th or specific requested teaching periods (3 houses said this should NOT  be considered)
	Meets teachers’ personal needs
	Staff retention
	Possible unbalanced classes for teacher and other staff
	Less stressed teachers
	Impacts on schedule

	20
	12th grade Humanities core teams 
	Offered at ‘compact times’ (4)
	Eliminates possible ‘holes’ in student  schedules
	Effective administration of portfolio/senior exhibition
	Possible unbalanced classes
	Eliminates possible ‘holes’ in schedules
	Depends on other classes (esp. many ‘singleton’ AP classes

	34
	AP Courses, ‘Singleton’ classes
	Offered at ‘accessible times’ (4)
	Provides students with the opportunity to take all classes of their choice

Hillsdale Cornerstones- Personalization, Rigor
	
	Possible unbalanced classes for other staff
	Provides more opportunity to take classes of their choice
	


From 2008-2009: More items to consider based on survey/counselor feedback:  

· For 08-09, there are 22 ‘singleton’ classes (AP or electives) offered for 11th and 12th graders, 18 of which are not House specific.  Considerations are made when creating a schedule to reduce conflicts for as many students as possible.  With 7 periods available during the day, it is impossible to guarantee that every student will be able to take every class they want, especially if several are ‘singletons’.  Even with the new House structure for 08-09, less than 10% of 11th and 12th graders are unable to take ‘first choice’ classes due to schedule conflicts in 08-09.  (This problem existed prior to SLCs as well and at about the same rate.)
· 9/10 teachers should be aware of ‘bottleneck’ in 11/12 honors classes; AP/CP class issues- problem with students changing their minds after schedule is set and not enough room in CP classes (2)
· AS/Honors/AP core classes should not be scheduled at the same time as CP core classes because they cause “shadow tracking” in other classes, especially at the 9/10 level.

· “Singleton” AS Humanities classes in the 9/10 usually cause “shadow tracking” for the rest of the day in other core and non-core classes.  There is no way to avoid this except for offering at least 2 AS Humanities classes or “de-tracking”. (20

Other Items for discussion if time permits:

When new students enroll during the school year, what is the protocol for determining which House they enter into?  Options:

1) Add new students into the House with the fewest students      Pro: Student contacts remain equitable in each House   
Con: New students may not be able to take the elective classes they want if it doesn’t fit the House schedule

OR

2) Add new students into the House that fits their class choices, regardless of size Pro: Students get classes they want     
Con: Core classes are unbalanced; House numbers are not equitable

