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WHEN TEACHERS TEACH WHAT. Use color to indicate grade levels so you make sure you don’t set up two cohorts to be in three places in the same period. Reserve a common prep period.
WHERE STUDENTS ARE.  This also shows where students are available to take other required classes not in your program.  If you cannot get all teachers into one common prep, this identifies grade level prep options.
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A collaborative meeting between all program, department and pathway leaders to understand the process, the site level FTE constraints, and initial allocations of FTE needs to be informed by data on incoming freshmen, course sign ups, and failure rates for sequential courses. But the more prepared lead teachers are with their proposed program of study, the more they are able to make adjustments while maintaining top priorities, and argue for innovative approaches. They need to start their scheduling work before FTE allocations come from the district office. 

· The first step is noting constraints -- like teachers who can't teach first period, or classes that have to be in specific times (e.g. a capstone class with internships that occur only at certain times) 

· Then determine the schedules of teachers that teach more than one grade level -- which part of the day will be freshmen and sophomores, and which part juniors and seniors? (if you are newer you may have freshmen in the am, sophomores pm.)

· Next identify the common prep period -- what period will NONE of your teachers have classes, so that they can meet on a regular basis? This should be different from the other pathway's common prep periods, and may be determined by the leadership team or assigned in consultation with the master scheduling VP. 

· Once you have a rough proposal, individual conversations with each teacher are required. How many current students will go on to the next level and how many need remediation?  Which teachers will manage your extended math class or your credit recovery class? Does your proposal match up with the courses your teachers will be teaching outside of program? How many preps does your plan involve for each teacher? 

· At this point, data on new students, student failure rates, and course sign-ups are aggregated to make decisions about which courses to run and with what class sizes. This can also be done in an open leadership team meeting. FTE allocations to departments and programs are made by the scheduling VP, with some reserved for contingencies and to support school-wide priorities, which may be determined by the leadership team.

· Leads need to communicate with department chairs to let them know when their teachers will be available for classes outside the pathway program, and to coordinate classes that large numbers of pathway students take outside of the program so that they are offered at times when students are available, and to resolve any conflicts that arise. 

· Finally leads can take a first draft proposal to the administration, additional conflicts can be identified, and a second round of revision begins. 

· Collaborative leadership team meetings can review conflicts and make decisions about priorities. Where to allocate more sections for smaller class sizes, for instance, can be discussed in the context of the school's priorities and strategies for creating more equitable student outcomes.
