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Faculty Handbook 2021 
 
Part I: Why are we doing this? 
 
The world fell apart last spring. As a result, we were unable to offer our normal on-campus programming to 
the 700+ students who typically join us from all over the world. In response to their direct requests, we 
created a small pilot of a virtual learning community, in which students who were motivated to learn via 
online platforms could come together under the tutelage of a practiced instructor.  

Shockingly, it worked.  

We learned from student and family surveys that this approach met the needs of a unique subgroup, one 
who wouldn’t normally be able to join us on campus and for whom this personalized, online alternative was 
immensely successful. Using a mastery-based, personalized approach, these students felt seen and known, 
challenged and supported, and most of all, they felt that they had taken control of their learning. While not 
the right fit for everyone, this approach is one that we seek to continue even when it is safe to return to in-
person programming - as a supplement, not a replacement. 
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Part II: What are we doing? 
 
This summer, using the skills and experience we developed as a faculty last summer, we will offer a set of 
online courses, operating under a personalized, mastery-based philosophy. All faculty in the eSummer 
program are expected to… 

  

Pre-summer: 
r Participate in a mix of synchronous and asynchronous orientation sessions 
r Identify and submit the major learning goals for summer courses.  
r With support, create (or update) a comprehensive Canvas site, to include course materials, assignments, 

assessments, and rubrics to be used over the summer. 
r Customize an OIT-created Orientation module on their Canvas site, to include a video introduction, 

baseline assessment(s), introductory activities, and practice using course technology. 
 

During summer: 
r Utilize Academy-provided platforms for delivery of instruction, housing of assignments, and collection 

of materials. These include: 
o Canvas 
o Microsoft Office Suite (including Microsoft Teams and Outlook) 
o Flipgrid 
o Zoom 

r Plan & lead a weekly optional synchronous course meeting (~1 hour) for the full group. 
r Plan & lead weekly optional “workshop” meetings for small groups, totaling ~2 hours NEW! 
r Schedule, prepare for, and execute weekly 1:1 Learning Conferences with each student to create and 

then track progress against their Personalized Learning Plan. 
r Schedule a weekly “office hour” in which you are available for drop-in support. ADJUSTED! 
r Connect class activities and assignments to course learning goals. 
r Gather data/evidence to document progress toward mastery in each major learning goal for each 

student 
 

Post-summer: 
r Complete end-of-summer reporting in PCR using a mastery-based template. 
r Complete a survey reflecting on the experience and making recommendations for future 

implementation. 
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Part II: Assessment Policy & Grading Language 
Adapted from the CBHS Faculty Grading Guide http://springpointschools.org/media/2018/10/cbhs_faculty_grading_guide.pdf 
 
For many of us, using a mastery-based approach to assessment and grading is new, but the guiding 
principles and philosophy underpinning this approach are already aligned to our own values. Below you will 
see a breakdown of the guiding principles behind our adoption of such an approach, as well as how they will 
manifest this summer in our operations: 
 

Guiding Principle eSummer at Phillips Academy Practice 

Grades should clearly 
communicate what students 
know and are able to do. 

We will report on student mastery of specific skills and content 
knowledge within a course (called, respectively, core competencies 
and learning outcomes); traits like participation, preparation and effort 
will be reported on separately. 

Grades should indicate a 
student’s current level of 
achievement; learning cannot be 
averaged. 

Grades are aligned to levels of mastery. We will determine course 
grades based on trends, and take more recent performance into 
account. 

Students should have multiple 
opportunities to show what they 
know and can do. 

We will ask students to build a body of work to demonstrate their 
mastery of each competency and learning outcome.  

Academic knowledge and work 
habits are both important 
takeaways from the course. 

Students will receive grades on both course content and a personally-
selected Habit of Learning. 

 
Summer faculty will determine the specific set of course competencies and learning outcomes on 
which students will be assessed; these will need to be submitted to the Cooley House team in advance of 
the summer, so that PCR can be set up to allow reporting on mastery of these course-specific outcomes. 
Context and guidance for creating course competencies and learning outcomes can be found on p5-6. 
 
Students will be assigned a mastery rating on each course learning outcome and core competency, 
along with the eSummer Habit of Learning they have chosen to focus on (if applicable –these can be found on p16). 
The Phillips Academy grading scale has been adapted to fit the mastery-based approach, using the scale 
below: 
 

0 1 2 3 4 5 6 

Emerging Progressing Toward 
Mastery 

Demonstrating 
Mastery 

Extending 
Mastery 

Students rarely meet the standard, or 
demonstrate mastery of just a few of the 

standard’s component parts. 

Students may meet the 
standard occasionally, but 

not with reliability. 

Students can 
consistently meet 

the standard 

Students not 
only meet 

the standard 
consistently, 

they go 
above and 

beyond 
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Assessment & Grading: Key Points 
 

r Use the 0-6 mastery scale throughout the summer, on all graded assignments (and may be useful 
even in giving feedback on ungraded practice assignments). Whenever possible, replace numerical 
ratings with the narrative descriptors (i.e. Emerging, Progressing Toward Mastery, Demonstrating 
Mastery, and Extending Mastery) 
 

r Give feedback to students on their level of mastery of both course learning goals and their 
selected Habit(s) of Learning. 

 
r Give students multiple chances to demonstrate mastery, if they don’t on the first try. Varied 

types of assessment should be considered – if a student struggles with one assessment format, 
consider offering a different format in order to assess the same content and skills. 
 

r Retakes or revisions should not result in lower grades. Showing mastery, however long it takes, 
is what matters at the end of the course. 

 
r Grade late or incomplete work on demonstration of mastery of the content and skills, not on 

timeliness/thoroughness. Lateness or lack of attention to detail/instructions can be reflected in your 
feedback on Habits of Learning. 

 
r Students should not receive extra credit, participation “points,” or attendance “points,” and 

faculty should not grade “on a curve”. 
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Part III: Where Should We Start? 

A. Defining Course Competencies and Learning Outcomes 

We have adapted the definitions of Hartel and Foegeding (2004) to create the following working definitions: 

• Competency: A general, skill-based statement that describes the desired skills and 
behaviors of a student completing a course of study. 

 
 
 

 

• Learning outcome: A specific, content-driven statement that describes exactly what a 
student will be able to do or know in some measurable way.  

 
 
 
 
 
 
 
 
 
 
 
 
We recommend that you identify no more than 6-8 competencies and learning outcomes for your 
course.  
While, as in the example above, you may want to “unpack” your course-level learning outcome into smaller, 
topic-level success indicators for the purpose of effective instruction and scaffolding, it is only the high-level 
course outcomes against which you will be assessing student mastery at mid-term and end-of-summer. 

Checklist for creating learning outcomes: (from http://www.cwsei.ubc.ca/resources/files/LearningGoals_CU-SEI_CWSEI_2-
pg.pdf) 

r Does the learning outcome identify what students will be able to know or do after the topic is 
covered?  

r Is it clear how you would assess achievement of the learning outcome?  
r Do chosen verbs have a clear meaning?  
r Is the verb aligned with the level of cognitive understanding expected of students? Could you expect 

a higher level of understanding?  

Example of a core competency & associated success indicators from a 10th grade Global 
Studies course: 

Course-level competency: Recognize Perspectives: a student can recognize, articulate, and 
apply an understanding of different perspectives (including his/her own). 

Sub-skill-based success indicators: 
o Expresses a clear personal perspective on a situation, event, issue, or phenomenon, identifying an 

influence on that perspective.  
o Explains the perspectives of other people, groups, or individuals as distinct from one’s own 

perspective.  
o Identifies and describes how perspectives affect how people interpret and respond to a situation, 

event, issue, or phenomenon.  
o Explains various perspectives or interpretations of a situation, event, issue, or phenomenon, and 

reflects an understanding of different contexts, such as access to knowledge, technology, or resources.  

Examples of learning outcomes from an introductory genetics course (Univ. of Colorado CU) 
Course-level learning outcome:  Deduce information about genes, alleles, and gene 

functions from analysis of genetic crosses and patterns of inheritance.  
Topic-level success indicators:  
o Draw a pedigree based on information in a story problem. 
o Distinguish between different modes of inheritance. 
o Calculate the probability that an individual in a pedigree has a particular genotype or phenotype. 
o Design genetic crosses to provide information about genes, alleles, and gene functions. 
o Use statistical analysis to determine how well data from a genetic cross or human pedigree analysis 

fits theoretical predictions.  
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r  Is the terminology familiar/common? If not, is knowing the terminology an outcome?  
r Is it possible to write the outcome so it is relevant and useful to students (e.g. connected to their 

everyday life, or does it represent a useful application of the ideas)?  

In addition, we have created a working draft of eSummer Habits of Learning (adapted from Francis Wayland 
Parker Charter School’s Habits of Learning): a set of shared competencies that cut across content areas and 
emphasize academic and life skills we hope that students will cultivate in our program. We encourage you to 
ask students to select a Habit of Learning (HOL) to focus on throughout the summer, on which you can 
give feedback at the end of the program.  

 

 
 
 
  

INQUIRY & 
FLEXIBLE 

THINKING
You show 

intellectual 
curiosity and 

wonder about the 
world. You ask 

thoughtful 
questions, and 
seek out their 

answers. You are 
able to adapt as 

necessary, 
integrate multiple 
perspectives and 
points-of-view, 

and keep an open 
mind. You 

empathize with 
those who don't 
necessarily share 
your perspective.

COLLABORATION & 
COMMUNICATION

You contribute 
meaningfully to the overall 

learning experience of a 
group, even when you are 

working on different 
projects. You work well 

with diverse individuals and 
in a variety of situations. In 
synchronous environments, 

you effectively balance 
speaking and listening, and 

you listen to learn and 
understand. In both 

synchronous and 
asynchronous 

environments, you invest in 
the learning progress of 

your peers and response in 
a timely manner. You 

proactively get to know 
your peers, communicate 

your personality, and 
convey warmth through 

strategies such as curious 
questioning, humor, and 

posting via different 
modalities (video, text, 

images, etc.)

ORGANIZATION & 
TIME MANAGEMENT
You organize your time 

and tasks to 
successfully work 

independently. You sift 
through ideas and data, 
arranging them wisely 
and making sense of 
them. You complete 

work within the 
expected timeframes. 

You set reasonable 
goals, then plan and 

manage your time so as 
to meet them. You use 
available time wisely, 

and plan ahead to 
anticipate and avoid 

challenges. You 
develop and maintain 

an effective work 
environment for 
yourself, which 

includes a dedicated 
study space and 

strategies for limiting 
distractions.

PERSEVERANCE 
& SELF-

ADVOCACY
You self-start and 
stick with a task to 

its completion. 
When you 
encounter 
setbacks or 

obstacles, you try 
again. You seek 

out and use 
resources and 

assistance to make 
progress. You 

leverage digital 
tools effectively to 

complete tasks. 
You proactively 

make small, 
frequent 

contributions to 
the learning 

environment in 
order to maintain 

your own 
engagement and 
motivation and 

contribute to that 
of your peers.

ACHIEVEMENT 
ORIENTATION
You strive for 

excellence and 
hold yourself 

accountable for 
your own learning, 

taking initiative 
and actively 

contributing. You 
analyze, 

synthesize, and 
draw conclusions, 

generating 
solutions to 

problems using 
both creative and 
logical thought. 
You approach 
tasks with an 
emphasis on 
accuracy and 

precision, 
managing your 
impulsivity to 

resist jumping to 
conclusions. You 
work hard, and 

work smart.
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B. Creating a Learning Plan 

Using a backwards planning approach is key to the success of a mastery-based approach to grading and 
assessment. Faculty must first decide what it is that their students must know, understand, and be able to 
do and then create a map towards how they will build mastery. A learning plan is thus not driven by 
activities, but the activities instead are driven by the desired learning and carefully mapped for a logical 
sequence of skill and knowledge-building. A suggested template is provided in the Faculty Orientation 
Canvas space; snapshots and step-by-step instructions are below. 
 

 
 

1. As discussed earlier, start by brainstorming all of the big picture learning outcomes (“Goals” in the 
version above) or “buckets” of content knowledge, understanding, and skills (i.e. core competencies) 
that you expect students to gain in your course. Try to package related ideas together. Give each a 
simple title (column B) and more nuanced description (column C). 
 

r Remember: Keep your list short. 6-8 max. 
r For a set of resources related to Learning Outcomes, click here. 
r For video introductions and online resources, visit the Faculty Orientation Canvas site 
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2. Refine each of these big picture learning outcomes into smaller, more manageable success indicators. 
In order to get to that big picture skill or understanding, what component parts must they master? 

 
Make sure you know what mastery of each of these outcomes will look like (discussed in more detail below). This is essential 

for developing your rubrics, assessments, and learning activities. 
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3. Once you have identified your big picture learning outcomes and the success indicators that will 
move students towards mastery of these, begin to create learning activities. What might students do 
in order to move towards mastery of both the smaller component parts, as well as the big picture 
outcome? Activities might include having students watch, read, analyze, write, edit, respond, revise, 
create, experiment, video themselves, etc.  
 
Knowing what you are trying to achieve with your students will make creating a 
Personalized Learning Plan for each student much clearer. Will they be watching videos of 
you? Analyzing a model? Reading and responding to a text? Writing an essay? Conducting a lab? 
Completing problem sets? Engaging in a video discussion? Creating a comprehensive set of learning 
activities from which you can later select based on students’ individual needs means a lot of work on 
the front end, but a smoother experience overall. 
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4. For each learning outcome or objective, determine the various ways in which you will assess student 

progress and level of mastery. Will these be required of all, or optional? Are there a number of 
different ways in which students can demonstrate their mastery, or a single way? 
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C. Defining Mastery  

Once you know your course competencies and learning outcomes, as well as the supporting learning 
objectives, it is important to clearly define what mastery will look like. This can be done in a few different 

ways:  
 
Creating Success Indicators 

This was already discussed above, but it feels important to just note it once more. Breaking a large learning 
outcome down into the component parts that will build towards success is essential for effective planning. 
For example, a competency like Time Management may have been broken down into the following success 
indicators, which can be combined to create a working definition of mastery in this area: 

• You create and maintain a summer calendar and schedule that shows all major exams, papers, projects, tests, trips, 
and other academic or personal obligations. 

• You meet all deadlines without the need for external reminders or extensions. 
• You arrive to commitments on time, having left enough transition time in your schedule. 
• You create and follow a weekly schedule that reflects a balance between academic, social, personal, and 

extracurricular activities. 
• You understand the need for flexibility in scheduling, and include blocks of time in your schedule that can be used 

in a variety of ways, responding to needs that arise. 
• You set aside and actively engage in at least 2 hours of study each night for every class you are taking. 
• You analyze your actual use of time versus your planned use of time, and reflect on identified areas for 

improvement. 

Creating Rubrics 

An important tool in any mastery-based system is the rubric: a vehicle for articulating what meets the 
standard. Rubrics come in all sorts of forms, but the one we recommend to start with is a simplified version, 
sometimes called the one-column or single-point rubric. Other rubrics often appear cluttered and can be 
difficult for students to read or for teachers to actually use, but there is certainly a time and place for any of 
the other forms, so feel free to use the one that is the best fit for you. However, consistently using some 
form of a rubric, whether it’s a single-point, holistic, or analytic, is an essential part of mastery-based 
grading. 
 
Single Column Mastery Rubric:  
This type of rubric is used most commonly for larger tasks/projects that assess several outcomes at once. In 
this case, use the middle column for a short list of learning outcomes that are in play for the assessment at 
hand. For a smaller, more focused task, the middle column can be used instead to list indicators/ criteria for 
a single learning outcome or competency. More information, examples, and templates can be found on the 
Faculty Orientation Canvas site. 
 

Areas for Growth 
(not yet demonstrating mastery) 

Learning Outcomes Areas of Strength 
(demonstrating mastery or beyond) 

Open Comment Area: 
Description of how a student could strengthen 
their work relative to this learning outcome 
or specific success indicator. 

Learning outcome name:  
Description of success indicator – what would 
mastery look like on this assignment? 

Open Comment Area: 
Description of what student has done well or 
evidence of mastery relative to this learning 
outcome or specific success indicator. 

Open Comment Area: 
Description of how a student could strengthen 
their work relative to this learning outcome 
or specific success indicator. 

Learning outcome name:  
Description of success indicator – what would 
mastery look like on this assignment? 

Open Comment Area: 
Description of what student has done well or 
evidence of mastery relative to this learning 
outcome or specific success indicator. 

1. Creating success indicators (spoiler…you likely already did this. Hooray for efficiency!) 
2. Creating rubrics 
3. Creating (or finding) models of mastery 
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Creating Models 

Exemplars, or models that demonstrate what achievement of the learning outcomes might look like in 
practice, are extremely helpful in providing students with concrete and actionable guidance and in deepening 
their understanding of how to meet your expectations. In the example of Time Management (above), 
providing a sample of a summer calendar and schedule, as well as the weekly to-do lists, that would meet the 
mastery standard would be both an effective anchoring tool as well as the basis for a great learning activity. 
 
Other exemplars might include a sample paragraph or essay, illustrating a set of specific success indicators in 
action; a video of a presentation that would meet all of the requisite criteria for mastery; a sample problem 
set. It might be any of hundreds of things, depending on your specific course learning outcomes and how 
you plan to assess mastery. The important thing is that a) you have some sort of model of what success will 
look like, and b) that you give students time to review it, dissect it, and deeply understand it. 
 

D. Building Your Assessments 

Having identified the learning outcomes and objectives, then defined what mastery looks like, you’ll then 
need to determine how you will know if students are learning. Within your learning plan, you will likely 
include a variety of both formative and summative assessments which will enable you to track students’ 
progress towards mastery.  
 
As a brief refresher: 

• Formative Assessments: Assessments FOR learning  
Low-stakes learning tasks like quizzes, discussions, journal entries, teacher observations, quick 
checks for understanding, etc. that help faculty and students understand current performance 
and progress towards meeting longer-term learning outcomes and demonstrating mastery of 
competencies. Formative assessments should be accompanied by feedback to help inform next 
steps in learning or revision. 

• Summative Assessments: Assessments OF learning 
Higher-stakes learning tasks like tests, final draft essays or projects, presentations, etc. that are 
designed to measure whether or not students have mastered learning outcomes or have 
demonstrated core course competencies. 
 

Setting these up in Canvas 

Canvas enables you to grade students using your course learning outcomes and success indicators, simply by 
setting these up under “Outcomes” at the start of your course. You can choose to set this up in either a “big 
picture” or “granular” approach; these are outlined below, and more information, examples, and a video 
walk-through can be found on the Faculty Orientation Canvas site. 
 
Big Picture Approach 
Allows you to grade students at the highest level, 
focusing only on the major learning outcome or 
core competencies. 

Granular Approach  
Allows you to grade students on individual success 
indicators within each major learning outcome or 
core competency. 

• Navigate to Outcomes using the list on the left 
• Choose “+Outcome” and title it with your first 

Learning Outcome name. Complete the name and 
friendly name lines and insert the full description of 
this learning outcome (including all of the 
success indicators) in the large open box. 

• Navigate to Outcomes using the list on the left 
• Choose “+Group” and title it with the major 

Learning Outcome or Core Competency 
• Choose “+Outcome” and title it with your first 

Success Indicator for that Learning Outcome. 
Complete the name and friendly name lines and 
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• Adjust the Criterion Ratings to match the PA 
Rating Scale (Extending Mastery = 6, 
Demonstrating Mastery = 5, Progressing Toward 
Mastery = 4, Progressing Toward Mastery = 3, 
Emerging = 2, Emerging = 1).  

• Set Mastery at 5 
• Select Highest Score as your calculation method 
• Save 
• Repeat for each Learning Outcome. 
 

insert the full description of this success indicator 
in the large open box. 

• Adjust the Criterion Ratings to match the PA 
Rating Scale (Extending Mastery = 6, 
Demonstrating Mastery = 5, Progressing Toward 
Mastery = 4, Progressing Toward Mastery = 3, 
Emerging = 2, Emerging = 1).  

• Set Mastery at 5 
• Select Highest Score as your calculation method 
• Save 
• Repeat for each Learning Outcome and 

associated Success Indicator. 
 

 
From there, when you develop assignments, you can specific which learning outcomes or competencies will 
be graded, you can provide feedback relative to each, and assign a grade. Students can store work and reflect 
on it right in the system. Becoming proficient in Canvas can go a long way toward streamlining the process 
of mastery-based grading for you.  
 
During Faculty Orientation, you will be provided with much more training in setting up Canvas, 
along with a set of templates you can use to design your course in the system, helping to 
professionalize the look and feel of students’ progression through your course. Creating assignments 
and assessments, creating pages with links to internal and external resources or learning activities, uploading 
videos, etc. all will be part of this process. 
 
For support on any element of Canvas, you can contact the Help Desk at helpdesk@andover.edu or just dig 
into the Canvas@Andover course. Simple templates you can utilize and adapt will be sent to you, and both 
Erin McCloskey and David Mallick are ready and willing to provide support.  
 

 
  

Backwards Design: Key Points 
 

r Start with the end in mind. Begin by identifying the major outcomes of the course for students 
– the content-based learning goals and competencies students should work toward mastering 
over the 5 weeks. 
 

r Submit your learning goals. Once identified, submit your 4-10 course learning goals to the 
Director so these can be input to PCR for reporting purposes. 
 

r Determine what success will look like. Break big goals into smaller success indicators, define 
mastery through rubrics, or create models as exemplars. 

 
r Anticipate multiple ways that students will move towards mastery of a particular learning 

goal. Design a variety of learning activities to enable students some choice and voice in how and 
what they learn, as well as how they demonstrate mastery (i.e. assessments) 
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Part IV: Personalized Learning Plans and the Weekly Learning Conference 

A. Developing the Personalized Learning Plan (also known as: the Learning Tracker) 

A typical Personalized Learning Plan has 3 major components:  

• a Student Profile, completed by the students during Orientation week, which includes their 
reflections on their outcomes for the course, the Habit of Learning they would like to focus on this 
summer, the specific skills they believe they possess that will help them in your course, and the ways 
in which they learn best. This section should used to help you get to know the student and to anchor 
your work with them through the summer. 
 

• A series of Learning Outcomes. In this section, each Learning Outcome you have identified for 
your course is laid out and defined, and a student’s baseline performance is documented (as assessed 
by you, via the baseline assessment completed during Orientation). Each week you will work with 
the student to discuss and assess current performance (they will do a self-assessment, and you will 
do your own assessment), identify areas for improvement, and create a learning plan for the 
upcoming week. This will take place for each course learning outcome they have chosen to work 
on…yet another reason to exercise some restraint in the number of outcomes you develop J 
 

• The student’s selected Habit(s) of Learning. In this section, each Habit of Learning the student 
has identified as a priority is laid out and defined, and a student’s baseline performance (based on 
their own self-assessment) is documented. Each week you will work with the student to discuss and 
assess their current performance (they will do a self-assessment, and you will do your own 
assessment), identify areas for improvement, and create a learning plan for the upcoming week. 

One major focus of the Student Orientation week is to create a Personalized Learning Plan for each student, 
to direct their work, and then to share it via email with both the student and their parent/guardian. During 
Faculty Orientation, you will be provided with more training in how exactly to create and access these, from 
the technology side of things, as well as how to archive each weekly version in order to document progress 
while maintaining records. 
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B. Weekly Learning Conferences 

Each week you will hold a 1:1 videoconference with each student to review their progress, give 
feedback/instruction, and review and update their Personalized Learning Plan (also known as: the 
Learning Tracker). A suggested set of steps to best prepare for, execute, and follow-up on these meetings 
is below, or you could just watch Erin Peterson discuss how she used the 1:1 meeting time most effectively 
with her group in 2020. 

 

 
 

C. Giving Feedback So Students Will Actually Use It 

Feedback happens all the time – when you react to a student’s answer to a question or hunch over their 
desk to offer suggestions on their writing, when you write comments on papers, when you praise students 
for what they do well or correct their incorrect responses. Hattie and Timperley (2007) report that research 
reveals that feedback works to encourage and support student learning when it does the following:  
 

• Focuses on attributes of the student’s work rather than attributes of the student as a learner 
• Is descriptive of that work, revealing to the student how to do better the next time, rather than 

judgmental 
• Is clearly understood by the intended user, leading to specific inferences as to what is needed 
• Is sufficiently detailed to be helpful yet not so comprehensive as to overwhelm 
• Arrives in time to inform the learning, versus too late  

Preparation (suggested order of operations): 
• Review the previous week’s Learning Conference action steps, as well as all submitted work (and 

briefly skim the Student Profile section of the PLP, as a refresher) 
• Fill out “Current Performance” section for each Learning Goal and Habit of Learning 

o Review Student Self-Assessment 
o Fill out Teacher’s Assessment 

• Fill out “Areas for Growth and Extension” 
• Fill out “Suggested Learning Activities” 

 
Learning Conference Meeting Agenda 
• Quick check-in – how are you? What’s new in your life? (~3 min) 
• Review of each Learning Goal & selected Habit of Learning (~20 min) 

o Where you were last week 
o What you submitted this week 
o Where you are showing growth or mastery (What do you feel like you’ve gotten better at?) 
o Where you still need to work (What do you want to focus on this week? Where you would like to be 

by the next time we meet?) 
o What to do this week  

• Action Step review (~7 min) 
o Fill out for each Learning Goal (or review what you filled out together as you discussed, 

above) 
o What are you accountable for doing/submitting this week? 

 
Follow-up (suggested order of operations): 
• Send completed, updated PLP to student and family, with “Action Plan” for each PLP 

highlighted 
• Activate any assignments in Canvas 
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The Cult of Pedagogy suggests shifting your thinking from 
“feedback” to “feedforward”. Shifting to focus on not what was 
done wrong, but how to improve, can reduce resistance to 
feedback and help students actually integrate feedback so it can 
have an impact on their growth. Feedback should always 
help students move toward mastery – sharing where the 
learner is now vs. where they need to get, and specifically how 
they should get there. The graphic to the left illustrates the 
cycle students should be constantly experiencing throughout 
the summer – feedback should help students with the step of 
evaluating their strengths and weaknesses, planning their next 

approach, and then applying those strategies. Vague or generalized feedback does nothing to help a student 
improve. Also, the old-school “praise sandwich” is no longer recommended – Joe Hirsch suggests the 
PREP method (make a Point, give the Reason you are saying this, Explain why this is an issue, then 
Prompt the student to respond to the feedback), as well as always starting by asking, “Can I give you some 
feedback?” 

Designing your classroom systems to provide this type of feedback can be challenging, but is worth the 
effort. Using a common, single-point mastery rubric on all assignments is one way to simplify the process, 
but there are myriad other ideas out there for how to incorporate timely, descriptive feedback to students. 
Checklists, goal-tracking, self-reflections, feedback using sentence stems, student surveys, student self-
assessments on rubrics – these are just a few of the feedback-related tools that a quick google-search reveals. 

D. Building in Reassessment 

A constant cycle of learning, practice, application and assessment is intimately linked to mastery-based 
grading. Students who do not demonstrate mastery of a given learning outcome or proficiency with a given 
competency must be given the opportunity to try again. Shifting the mindset from one in which students are 
earning points for a grade to one where they are accountable for knowing certain things and demonstrating 
certain skills is essential, and can only be achieved by providing students with multiple opportunities to learn 
from their mistakes and demonstrate mastery. This does not mean that students should take the same test 
over and over again, but instead, that they should have the opportunity to submit evidence that they have 
met the standard for mastery…perhaps through a re-take, but perhaps through an alternate demonstration 
of mastery. When the goal is the content knowledge and mastery, and not the grade, assessment (and re-
assessment) can take many forms.  
 

 

Personalized Learning Plans: Key Points 
 

r Use baseline assessment and the student’s own self-reflection to co-create a 
Personalized Learning Plan, laying out the student’s strengths and areas for growth, as well 
as the goals for this summer. 
 

r Use weekly Learning Conferences as a check-point against the goals of the PLP. Have 
a discussion with students about where they are demonstrating mastery, where they still need 
to work, and to create a plan of action for the coming week. Revise the PLP accordingly and 
then share with the student and family. 

 
r Give “feed-forward” feedback, focusing on actions to move students to mastery. 

 
r If students haven’t gotten to mastery of a particular skill, let them try again! 
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Part V: Synchronous Learning Activities 
While synchronous activities aren’t the main focus of the summer, they will likely play a big role in 
developing a sense of connection to the course and a mini-community for students. Optional synchronous 
activities can pay real dividends if they are designed to be engaging, interactive and directly supportive of 
students making progress toward mastery of course learning goals.  
 

For risk management purposes, please ensure that you have put appropriate safeguards in place for any 
synchronous meetings, even just your Office Hour. This includes setting a meeting passcode or requiring 
students to ask to enter a meeting from a “waiting room”, ensuring that you record all synchronous 
meetings, and that you keep a record of the chat. Support and training will be available for those who aren’t 
comfortable with this yet. 
 

 

A. Synchronous Course Meeting 

Once each week, you should hold a synchronous course meeting of roughly 60 minutes. This is optional for 
students (given time zone challenges), but should be recorded and uploaded to Canvas for future viewing, 
along with the chat record. This may well be the most important teaching opportunity you have, so make it 
count! Don’t take my word for it, listen to Libby Jancsy and  

• You should set the first synchronous meeting date and time during the Orientation week, and 
communicate with students to let them know when and how you’ll be having your kickoff session, 
as well as how to access it if they aren’t able to attend live. 

• After that first week, you should work with the students to determine the best time for future weekly 
sessions. Try to select a day/time that you then keep consistent over the next month. A tool like 
Doodle poll may be helpful, or you can simply discuss it at your kickoff session.  

• Synchronous meetings should be fun, interactive, and engaging – they should supplement the 
individualized work that students are doing, and allow for an outlet of peer connection. Please, no 
powerpoints and lectures! Remember the 90/10 rule: students should do 90% of the work, talking, 
and thinking whenever possible. 

 

B. Workshops: NEW! 

Based on recommendations from last summer, we have shifted from offering three Office Hours per week 
to just one; instead, those other two hours should now be set aside as “Workshop” times, in which you 
designate small group gathering time for the purpose of any of the following (or another idea of your own): 

• Following up on concepts introduced in the synchronous meeting, ideally maintaining the same 
breakout groups so students can build relationships. 

• Consistent study groups to collaboratively tackle a challenging problem or assignment for the week 
• Peer editing and revision 
• Presenting and critiquing work 
• New small group activities 
• Socializing 

There are many ways we can envision these Workshop times being used. The important element is that you 
designate these as specific times for small groups to gather, that you set a clear purpose for the time, and 
that you structure it so as many students as possible can attend and build relationships with their peers. 
Consistency of grouping, variety of times, and sign-up procedures will all be topics for faculty orientation. 
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C. Office Hour: ADJUSTED! 

You should schedule 1 hour per week to serve as your “Office Hour”, when you are hanging out in a Zoom 
meeting room or Teams meeting, at the ready to support any students who choose to pop in. This is a shift 
from 2020, in response to the reality that very few students took advantage of this time! 

• Put this hour on your calendar to block out the times, and add to your Course’s Canvas page, along 
with access information (link and passcode). 

• While participation in your Office Hour is optional, this may be one of the learning activities you 
and a student decide to put on their Learning Tracker after a 1:1 Learning Conference, if they are 
struggling.  

 

  

Synchronous Learning Activities: Key Points 
 

r Schedule and communicate synchronous meetings and office hours to try and be 
accessible to all, as best you can. Share login details (including passwords!) well in advance or 
simply post to Canvas for the duration of the summer, along with the specific meeting times. 
Record and post the sessions for all who couldn’t attend. 
 

r Devote 4 hours per week to synchronous experiences (1 synchronous course meeting, 2 
Workshop hours (perhaps broken into 30-minute sessions) and 1 office hour. 

 
r Make it fun, engaging, and interactive. You want it to be worth kids’ time to show up – you 

have 5 synchronous meetings with the whole group, so make them count! 
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Part V: Reporting 
 
Weekly reporting is built into the course structure through the development of the Personalized Learning 
Plan and the weekly updates you will develop through your 1:1 Learning Conferences with students and 
updating of the Learning Tracker.  
 
At the end of the course, you will provide a mastery rating and narrative feedback to students regarding each 
of the course learning goals, as well as their selected Habit(s) of Learning. This reporting will be done 
through the PCR system, and more information will be provided about the technical details of access and 
reporting. The key to know now is that you should collect enough evidence of a student’s level of 
mastery for each learning goal to write something specific about their strengths in that particular 
learning goal (what, exactly, did they demonstrate this summer), and their areas of growth in that particular 
learning goal (what, if anything, was keeping they from mastery? Where should they focus their work 
moving forward?). 
 

  

Reporting: Key Points 
 

r Use follow-up from weekly Learning Conferences to document progress and next steps, both 
for you and for students (and families). 

r At the end of the summer, be ready to give mastery ratings and justify these with narrative 
evidence. 
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Part VI: What to do when a student is struggling? 
 
The beauty – and the potential challenge – of an enrichment program is that students can make of it what 
they want. They get out what they put in, and that may end up being very little. As a teacher, your role in 
this is to motivate, support, and communicate…but ultimately, students will get out of this what they 
choose. 
 

• Motivate – use the Personalized Learning Plan to your advantage. Make this about their goals and 
desired outcomes. As a non-credit-bearing experience, we aren’t tied to any particular standards, so 
if a student becomes passionate about a particular area, feel free to go with it! You can let students 
choose to focus solely on a few of the course learning goals, if the others aren’t floating their boat 
(though you should try to help them see the value of pursuing those others as best you can). 

• Support – once it becomes clear a student is struggling with some aspect of the course, whether 
that’s content/skill acquisition or something more like motivation and work completion, reach out 
and offer support. Use the 1:1 Learning Conference as the primary opportunity to discuss and 
document this, but feel free to work your teacher magic however you see fit. Redesigning the PLP, 
assigning different types of learning activities, moving from written submissions to videos, utilizing 
Office Hours and synchronous course meetings – all of these might be tried as forms of support. 

• Communicate – use the weekly Learning Conference follow-up emails as the place to share any 
concerns with students and their family members. If struggles continue for multiple weeks, 
immediately communicate with the Director and share details of the student’s struggles, along with 
the documentation from the PLPs. 

 
 

 
  

Struggling Students: Key Points 
 

r Students will get out of this what they put in, and that’s OK. 

r If a student is struggling, do your best to motivate, support, and communicate. 

r If it becomes a trend or more serious issue, contact the Director. 
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Part VII: Other Items of Import 
 

Phillips Academy Statement of Purpose  

Phillips Academy’s Constitution charges the faculty to teach “Youth from every quarter” to aspire equally to 
knowledge and goodness. This obligation challenges students to develop what is finest in themselves and 
others, for others and themselves. Phillips Academy is committed to nurturing an intentionally diverse, 
inclusive community that encourages students and adults to respect, inspire, and learn from one another. 
Guided by the ideal of non sibi, leading lives “not for self,” the Phillips Academy community promotes a 
balance of intellectual curiosity, engagement, leadership, and service in the pursuit of excellence: academic, 
civic, and moral. 

Phillips Academy Statement of Values 

Non Sibi 
We strive to embody the ideal of non sibi, “not for self,” with intentional teaching, learning, and 
engagement guided by a sense of responsibility toward the global community and natural world. 

Youth from Every Quarter 
We are committed to creating an equitable and inclusive school in which students from diverse 
backgrounds, cultures, and experiences—including race, ethnicity, nationality, gender, socioeconomic class, 
sexual orientation, gender identity, religion, and ability—learn and grow together. 

Knowledge and Goodness 
We challenge students in mind, body, and spirit such that they may pursue the knowledge, develop the skills, 
and sustain the integrity needed to lead a responsible, fulfilling life. 
Summer Session Statement of Purpose  

As a complement to Phillips Academy, Summer Session endeavors to bring students from across the 
country and around the world together in an intentionally diverse community to learn more about 
themselves. The program’s dynamic environment enhances the experience of each student, offers the 
opportunity to spend time away from home, encourages independence, builds confidence in the ability to 
handle intense work, broadens relationships, and fosters an appreciation for global similarities among 
people. 

Academic Copyright Policy 

It is the policy of Phillips Academy to respect the copyrights of others. While most employees understand 
the guidelines for “fair use” of print material, the law regarding “fair use” of digital and electronic media is 
evolving. Therefore, the Oliver Wendell Holmes Library has added a section on copyright to its Web page. 
The Academy expects faculty and staff to review this information so they can understand and comply with 
copyright restriction. 

Copyright is the exclusive legal right to reproduce, publicize and sell the matter and form of literary, visual 
or artistic work. The copyright owner, therefore, controls the use of intellectual property. The owner of the 
copyright may be either the creator of the work or the institution, depending on the circumstances of the 
development of the intellectual property.  

When textbooks, software, courseware or other copyrightable materials are developed by Phillips Academy 
faculty, students or staff using significant Academy funds or resources, Phillips Academy shall own the 
copyright for the intellectual property.  

For purposes of this section, Phillips Academy does not consider the provision of office, library or 
traditional desktop computers as constituting significant use of Phillips Academy resources, nor does it 
consider an employee’s salary as constituting significant use of Phillips Academy funds. However, significant 
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use of Academy resources does occur in those situations where the Academy has assigned a specific 
percentage of a faculty member’s FTE for the purpose of developing certain materials.  

Phillips Academy does not claim copyright ownership of a textbook, a scholarly work or a creative work of 
art unless it is a “work for hire,” with Phillips Academy funds provided expressly for its development. A 
“work for hire” is a work product created in the course of the author’s or artist’s employment. Examples 
include work assigned to staff programmers or writers of Academy publications, as well as coursework, 
software or teaching materials created by faculty members who had a specific portion of their time 
designated for that purpose. For instance, if an instructor is assigned to spend .2 FTE, or 20 percent of their 
time, doing website design, that design is considered a “work for hire.” Copyright of the “work for hire” 
product belongs to the Academy. 

In shared Academy facilities, such as the Language Learning Center, and the Polk-Lillard Electronic Imaging 
Center, work by students and work by employees on software, courseware, textbooks, scholarly works and 
creative artistic works that, as “work for hire,” will be funded, owned and copyrighted by the Academy, shall 
take precedence over development of similar work developed on the employee’s own time which will be 
owned and copyrighted by the employee. 
For more information on copyright, see the following resources:  

• The United States Copyright Office—The official government copyright website with a "list of 
frequently asked questions, copyright law, and current legislation."  

• Crash Course in Copyright—The University of Texas system crash course with answers to basic 
questions on "using images, words, and videos, etc."  

• The Copyright Website and Wizard —This site illustrates cases of copyright infringement in the 
“audio, digital, and visual world.”  

• Copyright Term and the Public Domain in the U.S.—A reference chart to help you to determine the 
copyright status of a given work.  

• Chilling Effects Clearinghouse —This site monitors “the legal climate for internet activity” and is a 
joint project of Electronic Frontier Foundation and several law schools, including Harvard 
University.  

• Timeline: A History of Copyright in the U.S. from the Association of Research Libraries, covering 
the 18th century to the 21st century.  

• Copyright Myths—“10 big myths about copyright explained” 
• Copyright Primer—An interactive tutorial from the University of Maryland that "overviews the 

underlying principles behind copyright in the United States, outlines the requirements for copyright 
protection as well as describes the parameters of use and access of copyrighted material.” 

• TEACH Act—A paper from Indiana University that "summarizes the new standards and 
requirements established by the TEACH Act."  

 
Fair Use 

The statute covering Fair Use is short and covered in the United States Code, Title 17, Section 107. In 
determining whether the use made of a work in a particular case is a "fair use," four factors are considered:  

• Purpose and character of the use—This is a necessary but not sufficient condition. This factor is 
actually fairly insignificant when all four factors are applied. The first factor favors "transformative" 
uses.  

• Nature of the copyrighted work—Is it published or unpublished? Is it factual or creative? Facts 
cannot be copyrighted. Creative works receive more protection.  

• Amount and substantiality of the portion being used—This is in relation to the work as a whole. 
This is a judgment call, but the portion of a work judged to be substantial may be very small. In one 
landmark case, a 300-word excerpt of former President Ford's 454-page biography was held to be 
substantial because it held the "essence" of the book.  

• The effect of the use on the potential market or value—This is the most important factor. In 
simplest terms, if copying would deprive the author of a sale, it will not be considered fair use. In 
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addition, while a single use would rarely have any impact on the value or market for the work, the 
courts have interpreted this to mean a particular use repeated by multiple individuals.  

 
A Checklist for Fair Use is available from Indiana University. See the following links for more information 
on Fair Use: 

• Copyright and Fair Use at the Stanford University Libraries  
• NOLO Law Center,  NOLO is a major legal publisher.  

 
If the work that a teacher wants to use in class is covered by copyright and goes beyond the uses covered in 
Fair Use, the library may have access through a license. 

Licensing 

The proliferation and importance of digital materials has changed the way libraries acquire, store and access 
information, and make that information available to our patrons. Print materials are purchased. This 
physical ownership includes the permanent rights to archive and to lend the materials to our own patrons 
and to make them available through interlibrary loan. Digital materials are licensed instead of purchased. 
The license conveys rights of access, and temporary rights to archive. The license may restrict the right to 
lend the materials through Interlibrary Loan. 
Licenses may give us the rights to use or access-copyright protected material. The terms of the license will 
specify what may be used, by whom, for what purposes.  Some licenses might state something to the effect 
that copyright remains with the content owner and that the library has the right to use the content (without 
transfer of copyright ownership) under the terms and conditions of the license. We will be licensing the use 
of, or access to, specific digital content, and do not need to own copyright in that content in order to access 
and use it under the terms and conditions of the license. 
Our licenses permit us to: 

• View  
• Search   
• Browse  
• Retrieve   
• Download 
• Cache   
• Print   
• Create electronic links  
• Store  
• Display 
• Email to self or colleague 
• Fax to self or colleague 
• Interlibrary Loan 
• Forward electronically 
• Include content in the Intranet
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Why is this important? Imagine this scenario: I want my students to read an article from an academic journal. Do I 
need permission from the copyright holder? Do I need to make copies? The answer may be no to both questions. 
Click here for an explanation of how the OWHL's licenses can simplify your life. 
 
Our licenses prohibit us from: 

• Substantial or systematic copying.   
• Transmitting content including digital or other reproductions of content other than to authorized users. 
• Removing the publisher's copyright notice on any content.  
• Modifying or altering the content.  
• Undertaking any activity that may harm the content owner's ability to sell its content. 
• Using the licensed content in any commercial manner.  

 
Permissions 

Some works that a teacher may want to use in class are covered by copyright, do not meet the requirements for fair 
use, and are not covered by a library license. In this instance, the teacher may seek permission to use the work. The 
Copyright Clearance Center is the place to obtain permissions. The OWHL initiated a pilot project with the Copyright 
Clearance Center in the summer of 2002.  

Copyright in the News 

The library will provide links to current articles on the evolving nature of copyright, fair use and intellectual property:  
• Data gathered from the Pew Internet & American Life Project Survey in July 2003 shows that 67% of Internet 

users who download music say that they do not care whether the music they download is copyrighted. 
• Common property sense—An American Lawyer’s (March 2004) article in which "Stanford Law School 

professor Lawrence Lessig argues for common sense in limiting the extension of copyright in cyberspace."  
• The tyranny of copyright—A New York Times Magazine report (1-25-04) on the increasing concerns that 

"copyright law is curbing our freedoms and making it harder to create anything new."   
• Internet piracy of copyrighted art—An American Artist (August 2004) report on "how artists can take 

advantage of exposure on the internet and still protect their images"  
• Resources  
• Licensing Resources information from the University of Texas.  Browse this comprehensive site for 

information on all facets of intellectual property.  
• The Association of Research Libraries has a wealth of information about licensing Electronic Resources.  
• Here is a list of some books available in the OWH library: 

o 346.73 G57C—Copyright’s Highway: from Gutenberg to the celestial jukebox 
o 346.73 L71D—Digital Copyright: protecting intellectual property on the Internet 
o 346.73 SA49L—The Illustrated Story of Copyright 
o 346.73 T14C—Commonsense Copyright: a guide for educators and librarians 
o 346.73 V19C—Copyrights and Copywrongs: the rise of intellectual property and how it threatens 

creativity  
• There are also some good websites with information on Copyright and Fair Use: 

o Anti-DMCA.org—“Ask yourself: does the United States Constitution consider the rights of 
corporations to be more important than rights of individuals?” 

o Copyrightlaws.com—Lesley Ellen Harris is a copyright lawyer and consultant.  
o The Recording Industry Association of America represents record companies “representing 90% of all 

legitimate sound recordings produced and sold in the United States.” 
o http://www.lib.ncsu.edu/scc/tutorial/ A copyright tutorial: Using Copyright Material: A step-by-step 

tutorial on U.S. copyright law, focusing on the doctrine of “fair use.” 
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Suggested Academic Integrity Language 2021 

Each content area has a suggested set of paragraphs detailing academic integrity expectations, to be incorporated into 
your syllabi. Faculty members should select the appropriate policy from the options below (also included in the 
syllabus template sent out upon acceptance of the contract) to include in the summer 2020 course syllabus. 
 
English/Humanities: 

We will talk together about the importance of academic integrity, but from the start you should internalize and observe 
the following: 

• Honesty is the basic value on which this community rests. Academic honesty is demanded by the very nature 
of a school community. Honesty in the academic area means claiming as one’s own only that work which is 
one’s own. All scholarship and artistic production builds upon the ideas and information of others; the honest 
person makes clear in written work exactly what the source of any borrowed information or idea is, whether it 
be library materials, a museum exhibition, the Internet, classmates, or family members. 

• You are guilty of plagiarism when you present others’ ideas as your own. This includes intentional and 
unintentional gaps in attribution; omission of footnotes to provide sources for data, concepts or facts that are 
not very general knowledge or the result of your own original research; and not making crystal-clear the 
assistance that a friend or relative has provided you. Any form of omission or outright deceit amounts to 
academic dishonesty. 

In COURSE NAME, you will not be in danger of dishonesty as long as you closely follow these guidelines:  
• Aspire to the highest standards of rigorous, honorable scholarship. Decide now that that’s the sort of student 

you want to be. Commit yourself. You can do it. 
• Do not use any online, print, or other secondary source for any reading or writing assignments unless I have 

specifically instructed you otherwise.  
• Make good use of the online primer, located on PAnet under “Academic Resources.” 
• Understand your responsibility not to plagiarize. When in doubt, cite a source. 

 
Work must be current and accomplished specifically for credit in this course. It may not be used to secure credit in 
another course as it is unacceptable to submit one piece of work (e.g. photograph, video, note, paper, etc.) to more 
than one course without prior consultation with and written permission from all instructors involved. 
--Adapted from The Blue Book written policy and selected Phillips Academy course syllabi, with permission from Therese Zemlin, Jeff 
Domina, Emma Frey, Chris Jones 
 
Math: 

We will talk together about the importance of academic integrity, but from the start you should internalize and observe 
the following: 

• Honesty is the basic value on which this community rests. Academic honesty is demanded by the very nature 
of a school community. Honesty in the academic area means claiming as one’s own only that work which is 
one’s own. All scholarship and artistic production builds upon the ideas and information of others; the honest 
person makes clear in written work exactly what the source of any borrowed information or idea is, whether 
that be a solutions manual, the Internet, classmates, or family members. 

• You are guilty of plagiarism when you present others’ ideas as your own. This includes intentional and 
unintentional gaps in attribution; omission of footnotes to provide sources for data, concepts or facts that are 
not very general knowledge or the result of your own original research; and not making crystal-clear the 
assistance that a friend or relative has provided you. Any form of omission or outright deceit amounts to 
academic dishonesty. 

 
In COURSE NAME, you will not be in danger of dishonesty as long as you closely follow these guidelines:  

• Collaborate with others regularly on assignments and projects that are not labeled as individual assignments, 
and clearly cite the assistance you have received.  
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• On any submitted assignments, include a note indicating any help that you received, including the names of 
others with whom you collaborated.  

• Cite all solutions that have been influenced by others. Whether you have received support from a peer, a 
solutions manual or a website - if you are influenced by someone else’s ideas, provide written citations;  

• Complete all independent assignments and assessments independently. All tests and ‘individual’ quizzes must 
be the work of you and you alone.  

• If you are ever in doubt, consult with your instructor. 
--Adapted from The Blue Book written policy and selected Phillips Academy course syllabi, with permission from Therese Zemlin, Jeff 
Domina, Emma Frey, Chris Jones, Anny Candelario-Escobar, and Sue Buckwalter 
 

Personnel Issues  

Employment Eligibility  
All documentation for your employment at Phillips Academy must be submitted approved within 72 hours of the start 
of your employment. Failure to comply (via documents such as passport, visa, Social Security ID, etc.) will result in not 
being able to participate in the program. For most eSummer teachers, such paperwork is not necessary, as what we 
have on file from previous years may be sufficient. Jolene Croteau will be in touch directly if new fingerprinting or I9 
forms are required. 
 
Salary 
Summer Session and (MS)2 employees who are not full-time Phillips Academy faculty during the regular year are paid 
in two equal payments: the first is two weeks into the session (July 15, 2021), and the second is two weeks after the end 
of the summer (August 13, 2021). This last check will include any stipends earned during the summer. Employees who 
work at Phillips Academy year-round will be compensated in a single payment on their regular pay schedule (July 20, 
2021). 
 
Tax Obligation 
You submitted a W-4 (federal) form and possibly an M-4 (Massachusetts) form when you were hired.  Information on 
those forms impacts the amount of withholding from your paychecks and is submitted to the state and federal revenue 
services. Also based on those forms, by January 31, 2022, a W-2 form will be mailed to you in order to file your 2020 
taxes.  The W-2 form will be mailed to the address you provide at the end of the summer.  
 
Change of Address 
If you move between June of 2021 and January of 2022, please let us know no later than December 31, 2021. We’ll 
need your current address to send you your W-2 in January of 2022.  
  
Letters of Recommendation 
We are happy to write recommendations for you. Please realize, however, that the recommendation will be based on 
your evaluations on file here. They will take approximately two to three weeks to complete; longer at certain times of 
year. Advance notice is essential and appreciated.  


