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West Hartford Public Schools 
Curriculum and Staff Improvement (CSI) 

 
Purpose and Philosophy 

 
“We cannot reasonably expect our schools to be rich learning environments for children  
if we are not willing to create the same conditions for the adults who work in them.” 

 – Seymour Sarason 
 

The Connecticut State Department of Education requires school districts, which are approved providers, to provide 18 

hours of professional learning annually to help meet the learning needs of teachers.  In many districts, this is a 

responsibility met simply and quickly with three 6-hour in-service dates that address current trends in teaching and 

learning.  Traditionally, these “workshops” are in presentation mode, and teachers passively absorb what they can with 

little time for application.  While teachers appreciate new information, they often view such presentations as 

disconnected from the realities of the classrooms they are anxious to organize and design for students. 

 

In West Hartford, this professional learning requirement is elevated to a level that not only provides current information, 

but also ensures that the learning teachers engage in will impact student achievement in their classrooms.  Our efforts 

are not limited to three days a year, but instead are sustained throughout the year in a detailed and carefully planned CSI 

Calendar.  This blueprint carves out time for all educators in West Hartford to engage in professional learning at the 

classroom, school, department and district levels.  Time is allocated for district, building, and department initiatives, as 

well as self-directed professional learning.  The collaborative inquiry structure sets aside time for ongoing self-directed 

teacher professional learning in a collaborative setting.  Teachers work with supervisors to plan programs of professional 

learning that are centered on individualized learning needs and aligned with the goals of the district, school, and 

departments.  Through collaborative inquiry, learning becomes part of the work of teaching. 

 

Our CSI program, because it is sustained throughout the year, allows us to address and implement initiatives over the 

course of time rather than in a brief experience.  Professional learning becomes a process, rather than an event.  

Teachers are able to learn something one week, try it, and come back and reflect on the effectiveness of the strategy.  

Teachers are more accountable for their learning in this system because they know the topic won’t disappear when the 

in-service is over.  New programs are implemented more effectively and smoothly, as time is built in to address issues 

that arise in the course of implementation.   
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The District Mission and Goals (figure A) 
Providing ALL students with high expectations, a rigorous and relevant curriculum, and dynamic teaching in order 
for them to realize their potential is the central goal of the West Hartford Public Schools’ commitment to 
continuous improvement.  The mission, core values that inform it, and the district goals all serve to drive the 
purpose, focus, and work of the organization.  
 
Figure A 

 
The District Model of Continuous Improvement is driven by these established goals and community expectations 
of the schools.  
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A Continuous Process of Improvement:  The District Model of Continuous Improvement (figure B) 
The District Model of Continuous Improvement is a concrete representation of our district vision and strategy for 
improvement.  This strategic planning process for continuous improvement, applied at all levels of the organization, 
fosters interdependence between and among district, school, and classroom improvement plans, priorities, and 
efforts.  The model requires a collective effort, centered on aligned expectations, and creates focused energy for 
improvement and change.  At the district level the strategic approach to district and school improvement, in its 
recursive nature, must be driven by data—multiple forms of performance measures and indicators that inform the 
cycle of improvement.  The analysis of data must occur at every level of the organization.  Collectively we own the 
data, the results, and the efforts and initiatives to support those results.  This model is then replicated at the school 
level where teams of teachers examine student learning data to shape their instruction and use their results to refine 
and revise instruction.  Moreover, this Model of Continuous Improvement is grounded in the notion that 
“leadership” must be distributed, that is, all members of the school community should have an opportunity to 
contribute to the actions and decisions that most directly affect their work.  In other words, the knowledge base of 
the entire professional staff is valued as a critical variable for improvement.  
 

Figure B 

 
The Model of Continuous Improvement is designed to support continuous and ongoing development in areas such 
as curriculum, instruction, and assessment and is driven by data collection, analysis, and reflection.  It is aligned with 
the Board of Education goals and the district mission and core values.  The work of improvement is designed to 
guide students to realize their potential through the teaching, learning, and curriculum. 
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The Process of Continuous Improvement: 

Collaborative Inquiry Teams  
“Collaborative Inquiry Teams” (built on the Professional Learning Communities model) form the 
foundation of our continuous improvement efforts.  These teams begin with student learning data as the 
source for informing their work together.  Their primary purpose is to use student learning information to 
design, redesign, and modify instructional practices together.  The team examines individual student work 
generated from common formative assessments as well as district and state assessments as the starting point. 
The meetings are intended to be collaborative, structured, and scheduled to help focus on improving our 
effectiveness in teaching and learning.  Their “job” is to adhere to a continuous improvement cycle, examine 
patterns and trends, and establish specific timelines, roles, and responsibilities to facilitate analysis that 
results in action; that is, changing teaching to meet identified student learning needs with greater success.  
The CSI calendar provides a structure for monthly touch points on self-determined teams.  More frequent 
opportunities to meet are born out of efforts at the school and department level.  Natural structures for 
meeting as a team include grade level or course level teams.  For example, a principal can transform a faculty 
meeting into team meetings. A department supervisor can create a team meeting during departmental time 
by structuring a conversation around specific assessments and their implication for instruction and 
curriculum.  Teachers meeting as a grade level or course team as part of their shared planning can 
collaboratively score student work.  When the Curriculum Council examines data related to 
curriculum/program, they become a Collaborative Inquiry Team.  When the Leadership team examines data 
together, they too become a Collaborative Inquiry Team.  A year-long calendar is determined and each 
Wednesday afternoon, teachers and principals work together to address key district priorities and strengthen 
their practice as educators.  This dedicated professional development time is vital for fostering the growth of 
teachers and principals. The goal is to make these collegial conversations about teaching and learning part of 
how we regularly “do business.”  It becomes a place where we share and refine our practice, and learn from 
one another. 
 
Examining Data 
The examination and analysis of student data should drive instructional practice and represent a key and 
fundamental step in the Continuous Improvement Model.  Examination of data presupposes the existence 
of both formative and summative assessments that have been thoughtfully designed to measure the content, 
skills, and processes embedded within a body of standards. When we examine data, discussions often focus 
on Priority Standards, that is, identified learning expectations that are considered to be essential.  Teachers 
need to be trained and skilled in the design and use of a variety of assessments, understand their purpose, be 
able to analyze results to identify data trends, be skilled in diagnosis of student errors, and be reflective on 
the connection between instructional and assessment practices and results.  Teachers may utilize a range of 
assessments to screen, inform instruction, monitor progress or measure mastery of learning and teachers are 
careful not to interpret the results of an assessment designed for one specific purpose beyond that intent.  
Formative, interim, and summative assessments are all components of an assessment process that enables 
the examination of student data which will in turn influence instructional practice. 

 
Making Instructional Decisions 
From examining the data, the next step in the process, and often the hardest, is the design of instruction 
based on the identified learning needs.  Here, Effective Teaching Strategies take center stage as we work 
to continuously expand our teaching repertoire and advance the use of a wide range of research-based 
strategies to help students to learn.  At this stage of the work, the processes of Scientific Research-Based 
Interventions (SRBI) are implemented as students may be identified in need of additional interventions to 
meet their unique learning needs.  SRBI is a process of screening students to determine if interventions are 
required, providing those interventions, and then monitoring and documenting student progress.  If a 
student is not successful, additional or more intense interventions may be required.  
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Examining Results 
The next step in continuous improvement is revisiting the results of the teaching/intervention.  Again, the 
data may stem from a variety of different sources to include, but are not limited to, common formative 
assessments, interim assessments, classroom assessments, universal assessments, progress monitoring, and 
summative assessments (e.g., state assessments, AP, final examinations) as evidence of progress toward the 
standards.  This examination should lead to discussions of instructional practice and its effectiveness.  

 
Making Instructional Decisions 
The process repeats itself as the new data are used to inform the next instructional intervention—did the 
intervention work?  How do we know? If multiple interventions have been used in the classroom, is it time 
to consider the next tier of interventions through SRBI, moving beyond the classroom?  If a student has 
successfully mastered the content, what will be the next level of challenge?  More importantly, conversations 
should focus on how you achieved these results.  What strategies did you use?  What are the common 
misperceptions and how can we address them?  What other strategies can we use?  This continuous process 
persists as the team constantly reviews the data and revises their instruction.  While described above at the 
classroom level, the process is meant to be part of regular data collection, analysis, action, and reflection, 
and the same processes apply at the department, building, and district levels. 

 
Supporting Professional Learning 
 

At each stage of the process of continuous improvement, continuous learning is central. At the individual 
level of professional growth objectives, to the team level of working on various practices together, to the 
departmental level and school level, professional learning is a central tenet of continuous improvement.  No 
profession can rest alone on what was learned years ago. Research and best practice continue to inform the 
practice of teaching and learning.  Curriculum and Staff Improvement (CSI) provides the opportunities for 
staff to examine data; review, design, or revise curriculum; design and modify instructional practices; 
examine results; and learn about increasingly more effective teaching strategies and approaches.  Moreover, 
the collective knowledge and skills of staff are a key source in helping to provide new learning as staff 
continue to develop their own skills and knowledge base. 
 
 

District Commitment to Teacher Professional Development 
Second only to students, teachers stand as our most valuable resource in the teaching and learning process and 
represent the crucial leverage point to achieving the district mission to inspire and prepare all students to achieve 
their potential and enhance our global community.  In recognition of the pivotal role of teachers, the district 
established an on-going goal (one of only three) to support teachers in the implementation of their craft.  Enabling 
teacher success guarantees student success. 

 

Goal Three:  
Attract, retain and develop high quality staff by providing professional 

development, resources and appropriate learning environments 
Dynamic Teaching 

 
 

District Strategic Initiative: 
Create the conditions that promote collaborative inquiry through shared and distributed leadership. 

 
The intent of this district strategic action is to develop and implement a comprehensive, differentiated, job career 
continuum that provides faculty and administrators with the necessary supports, training, and experiences to ensure 
their success.  Professional development is central to this action.  It is related to the identified priorities, needs to be 
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designed to support the continuous development of teachers and administrators, and is related to key district 
expectations.  This professional development occurs through district, school, grade, course, and individual 
experiences.  The activities vary by context, process, and content: content-based professional development that 
addresses subject knowledge, pedagogy, or both; a train-the-trainer approach; peer coaching; collaborative problem 
solving; workshops and seminars; outside experts; or other school-based professional learning (e.g., collaborative 
inquiry teams, professional learning communities).  These professional development models provide for collective 
learning, the application of that learning, and feedback on that learning to improve practice.   
 
Through differentiating professional development, the progressive nature of teachers’ careers is addressed by 
offering professional learning experiences that respond to individuals’ needs. This continuum of professional 
development approach provides novice educators with the necessary supports and opportunities for other 
educators to take a leadership role in developing and delivering the professional development aligned with identified 
improvement efforts.   
 
Figure C provides a visual for the WHPS professional development model. 
 
Figure C   

 

 WHPS Professional Development Model      
 

 
 

 

 

 

 

 

 
West Hartford’s model for professional development blends grade-level / content area learning with school 

improvement planning as well as teacher self-directed professional learning.  Professional development occurs in 

collaborative horizontal and vertical teams regardless of topic or structure. 

 Once or twice monthly 

 Aligned with district development and 
performance plan 

 Horizontal development of curriculum, 
instruction, and assessment 

 Focus on department priorities and 
content embedded instructional practices 

 6 sessions per school year 

 Self-selected teams of 5-10 teachers with 
specific, common area of inquiry (learning 
progressions, instructional practice, 
assessment) 

 Interdisciplinary opportunities 

 Teacher-led sessions 

 

 Once or twice monthly 

 Aligned with school-based development 
and performance plans  

 Vertical development of instructional and 
assessment strategies 

 Theme-based building work and seasonal 
building topics  
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West Hartford Public Schools 
Professional Learning 

 
Formally known as Continuing Education Units or CEUs 

 

Connecticut has a three-tier system for certification: the initial educator certificate, provisional educator certificate, 
and the professional educator certificate.  Prior to July 1, 2012, continuation of the professional educator certificate 
required completion of 9 CEUs (90 hours of professional learning) during the five-year period in which the 
certificate was held.  With the passage of PA 12-116, An Act Concerning Education Reform, the existing system of 
tracking professional development hours through continuing education units (CEUs) was revamped to simply 
tracking hours and responsibility was shifted from centralized (state) to local (district) control.  Requirements for 
specific professional learning hours such as technology and (for some teachers) reading were eliminated.  This act 
also outlined specific and substantive changes to the requirements for obtaining a professional educator certificate.  
Requirements that were sustained include the requirement on the part of districts to provide “a program of 
professional development that is not fewer than eighteen hours in length” (PA 12-116 Sec. 39a) as well as at least 
fifteen hours of professional training in the evaluation and support of teachers for administrators (PA 12-116 Sec 
39b).  These changes are not withstanding requirements of the 2011 Connecticut Code Section 10-221a 
requirements for professional development which are essentially repeated under Section 56 of this act.  
 
 
Professional Development Requirements 
Effective 01 July 2013, teacher professional learning programs must adhere to the following criteria: 
 

 districts will provide a minimum of 18 hours annually 

 districts will provide special educators with professional learning on how to better work with students to 

implement IEPs and communicate with parents regarding the IEP and what teachers are doing to meet the 

requirements of the IEP (formally a 10-hour requirement; now undefined) 

 districts will provide a minimum of 15 hours of professional learning on teacher evaluation and support to 

administers over a five-year period (3 hours per year) 

 the preponderance of professional learning will be in a small group or individual setting 

 districts will follow a comprehensive, sustained and intensive approach to improving teacher and 

administrator effectiveness in increasing student knowledge and achievement 

 professional learning will focus on refining and improving various effective teaching methods shared among 

educators 

 professional learning will align with rigorous state student academic achievement standards 

 professional learning will be conducted among educators at the school and facilitated by principals, coaches, 

mentors, distinguished educators, or other appropriate peers 

 professional learning will occur frequently on an individual basis or among groups of teachers in a job-

embedded process of continuous improvement 

 professional learning will include a repository of best practices for teaching methods developed by educators 

within each school that is continuously available to such educators for comment and update 
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Managing and Monitoring Professional Learning Hours 

Professional learning hours are calculated based on successful completion of a prescribed activity offered by an 
approved provider.  Clock hours of participation are used to calculate and document the professional learning.  
Existing state guidelines remain in effect until new guidance is published, namely:  
 

 100% participation is required for activities of five hours or less 

 80% participation is required for activities of more than five hours.   

 If extenuating circumstances (i.e., illness or emergency situations) prevent participant from completing the 
activity, the participant will be allowed to make up the hours necessary to complete the course with the 
approval of their evaluator and consent of the presenter.  All such requests require detailed documentation 
to be submitted to the Office of Curriculum, Instruction & Assessment. 

 
A provider may stipulate prior to the start of an activity that 100% attendance and participation is required to 
receive credit for any activity. 
 
The District uses the ProTraxx on-line management system to manage and monitor professional learning hours (see 
Appendix A for additional information).  It is advisable that you check your transcripts periodically to review your 
professional learning history.  You may view your entire history in West Hartford by logging onto ProTraxx, 
clicking on REPORTS, and then selecting Transcript Report, to view or print.  The Universal Transcript will catalog your 
WHPS professional learning hours plus any hours awarded by outside providers provided they use the ProTraxx 
system.   
 
 
Scheduling and Attendance Guidelines 
Attendance during CSI time is contractual.  All certified staff working at least half-time are expected to participate as 
designated by the CSI Calendar.   
 
One of the ways our school district and community support our professional growth and continuous improvement 
efforts is to provide for early release of students on Wednesday afternoons.  This gift of time for professional 
dialogue, new learning, refinement of instructional strategies, collaboration and development is an essential 
ingredient for a high performing school district.  In our opinion this time is as important as the instruction time we 
spend with students.   
 
Wednesday afternoons are paid professional time and you should avoid scheduling personal appointments.  If 
circumstances arise where you need to go home ill or have a personal situation that prohibits participation in an 
afternoon professional development activity, you are required to take either a ½ day sick or ½ day personal 
depending on the nature of your absence in accordance with current West Hartford practice.  It is important to 
inform your building administrator and/or direct supervisor should such instances arise. 
 
We recognize that exceptional situations occur and that as a professional community we share a commitment to 
professional learning.  Should questions arise, please speak to your building principal, assistant principal, department 
supervisor, Executive Director of Human Resources or the Assistant Superintendent for Curriculum, Instruction & 
Assessment. 
 

CSI Times 

Elementary 2:30 – 4:30 

Middle School 2:00 – 4:00 

High School 1:15- - 3:15 

Grades 6-12 2:00 – 4:00 

Grades K-12 or K-8 2:30 – 4:30 
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The Collaborative Inquiry CSI Series 
The Connecticut State Department of Education requires each school district to provide 18 hours of professional 
development annually.  To ensure that all certified staff have the opportunity to participate in structured activities 
aligned to guidelines surrounding this requirement, West Hartford Public Schools has adopted a structure of 
reserving Election Day (Oct 11th for the 2016-17 school year) for 6 hours of professional learning and two 6-hour 
CSI series for the remaining 12 hours.  In response to teacher feedback to the Professional Learning & Evaluation 
Committee (PLEC), evaluations of CSI, and NEASC recommendations, West Hartford revamped its series 
structure to enable more self-directed professional learning.  This time is intended to be used for individualized 
professional learning tied to a teacher’s professional learning objective, aligned to department, school and district 
goals and enacted in a collaborative environment.  This year-long series consists of six 2-hour periods spread over 
the course of the year (roughly monthly).  Teachers select professional learning options from a catalog of choices 
that are published within ProTraxx.  The focus of work might include topics such as effective teaching strategies, 
collaborative review student work, formative assessment practices, technology integration, designing 
interdisciplinary lessons, differentiation strategies, inquiry based learning, vertical and horizontal teams, and/or 
common planning for co-teaching.  Planning for collaborative inquiry experiences is team-based, differentiated, and 
monitored by evaluators according to individual needs.  Evaluators work with their teachers to plan for effective use 
of Collaborative Inquiry time, in support of teacher development goals aligned to department and building strategic 
actions 
 
The Collaborative Inquiry CSI series are intended to be an opportunity for individual professional learning and 
growth in a district-wide horizontal/vertical setting featuring conversation, collaboration, and sharing.  Teachers 
and administrators craft professional learning activities that support district, school, or department strategic actions.  
CSI series may take the form of  
 

 workshops or activities 

 study groups 

 professional learning communities focused on a specific problem of practice 
 
In the spring of the previous year, a call for proposals is issued from the Office of Curriculum, Instruction & 
Assessment.  At this time, individuals are encouraged to submit a proposal that targets improving instructional 
practice and aligns with individual needs as well as district, school, or department strategic actions.  Proposals for 
the options listed above must be submitted on ProTraxx (www.protraxx.com), our professional development 
management system (see Appendix A for additional information).  A tiered approval process for all professional 
development begins with the individual’s evaluator or direct supervisor.  The Office of Curriculum, Instruction & 
Assessment provides final approval and manages opening the course for enrollment. 
 
Special Guidelines for the Collaborative CSI Series 

 Building leaders and/or department supervisors must approve collaborative inquiry proposals based on 
alignment to the WHPS Instructional Framework, relevance to individual professional needs, instructional 
practice, and building or department priorities. 

 Teachers who design collaborative inquiry groups should plan for these groups to be open across schools; 
groups will not be limited by location. 

 Collaborative Inquiry time is focused, like all quality professional learning, on student learning outcomes.  
Outcomes of Collaborative Inquiry work are expected to be reviewed, shared and reflected at evaluation 
conferences. 

 Teachers who miss a session of a series due to an excused absence may make up the missed session at the 
discretion of the presenter or facilitator, using the CSI Make-Up form (see Appendix B). 

 
 
 

http://www.protraxx.com/
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Professional Educator Certification Requirements 
Effective July 1, 2012, continuing education units (CEUs) are no longer required for applicants requesting 
continuation of the professional educator certificate.  In accordance with Section 36 of PA 12-116, professional 
educator certificate holders are no longer required to submit documentation of 9.0 CEUs (90 contact hours) over a 
five-year period.  Instead, districts are required to certify that an employee is in good standing which includes 
successful participation in professional learning activities.  As such, the district will review an individual’s 
professional learning transcript as part of the records review and reporting.  In addition, prior to July 1, 2016, 
applicants holding a provisional certificate who seek a professional certificate will work with their district to develop 
a mutually determined and approved individual program of not less than thirty credit hours of course work beyond 
the baccalaureate degree.  It is not necessary that such course work be taken for a master’s degree and such work 
may include graduate or undergraduate courses.  Anyone applying on or after July 1, 2016 for a professional 
educator certificate will need to have completed a master’s degree in an appropriate subject-matter area (as 
determined by the State Board of Education) related to the teacher’s certification endorsement area.  The goal of 
this new requirement is to enhance teachers’ content pedagogy, assessment literacy, and standards-based instruction.  
Additional information detailing endorsement areas affected and the definition of “appropriate subject matter 
areas” for master’s programs is available from the CSDE. 
 
The same statutory time requirements are in effect, namely, for teachers working under a provisional certificate; 
application for a professional educator certificate may be made no sooner than 3 years and no later than 8 years of 
successful service under the provisional certificate.  Educators who currently hold a professional educator certificate 
are “grandfathered” and are not required to seek a(n) (additional) master’s degree within a specific content area.  
The CSDE is currently working on guidelines to potentially amend or waive these requirements for teachers 
currently in a master’s program/enrolled within a master’s program prior to July 1, 2016, however, best advice from 
the CSDE is to attempt to have requirements completed before July 1, 2016 to avoid any additional course work or 
requirements (as described above).   
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ProTraxx 

 

 

ProTraxx is the professional development management system used by West Hartford Public Schools.  At the start 

of each school year, username and passwords necessary for accessing your Protraxx account are distributed via 

email.  Once you receive this information, we encourage you to log on at www.protraxx.com.  With this web-based 

system you will be able to: 

 

 View and enroll in courses offered by West Hartford Public Schools as well as courses offered at 

Connecticut RESCs. 

 Create activity requests (CSI proposals) for professional development activities 

 View your professional data on-line – including certification information and a history of your professional 

learning activity in West Hartford 

 

Included in the subsequent pages are directions for accessing ProTraxx, creating activity requests, enrolling in 

activities and reviewing transcript reports. 

 

For questions on ProTraxx, contact your evaluator or call Esther Cote in the Office of Curriculum, Instruction & 

Assessment at 860.561.6658 or esther_cote@whps.org.  

 

http://www.protraxx.com/
mailto:esther_cote@whps.org
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Getting Started with My EzTraxx 

 

The My EzTraxx site allows staff access to the following: 

 Activity Enrollment 

 Activity Request Forms (to create and submit CSI Proposals) 

 Reports – Transcripts 

 

To get started, login to www.protraxx.com.  The following screen will appear.  Click on LOGIN on the right hand 

side of your screen. 

 

 

Click on 

LOGIN 

http://www.protraxx.com/
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The following screen will appear.  Type in your User Name and Password and then select LOGIN. 

If you do not have a user name or password, contact the Office of Curriculum, Instruction & Assessment at 

860.561.6658 or 860.561.6631. 

 

 

 

For all professional staff other than administrators, the following screen should appear: 
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For administrators, the following screen with additional tabs will open. 

 

 

 

In order to submit an Activity Request, to enroll in an activity, or to review your transcript, click on the My 

EzTraxx tab on the right-hand side of the screen. 

 

My 

EzTraxx 
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Activity Requests 

 

The Create Activity Request form is used to propose activities for documented professional learning.  This form is 

designed to collect the data needed to effectively manage, deliver, and report on professional development 

offerings.  Many of the fields are required for accurate record keeping in compliance with CSDE guidelines.  

Activities you may participate in outside of the district and offered by another provider are not submitted through 

the ProTraxx system. 

 

To access the Activity Request form, select the Create Activity Request tab from the My EzTraxx menu found 

under Forms. 

 

 

 

 

 

Select 

Create Activity 

Request 
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Enrollment in Activities 

To enroll in an activity, select Class Catalog from the drop-down menu found under Enrollments. 

 

 
You can find a course by entering one of the following: the title, a date, a keyword or subject in “Quick Search”.  
Search by one field only.  Or you can scroll through the list of all available courses in the Activity Class Catalog.  If 
space remains in the activity in which you would like to enroll, the Enroll button will appear at the bottom of each 
course listing.  Select Enroll. 
 

 

Select 

Class Catalog 

Select 

Enroll 
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Transcripts 

To review your professional development history for West Hartford Public Schools, select Transcript Report from 

the drop-down menu found under Reports.  

 

 

 

Select 

Transcript 

Report 
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Creating an Activity Request 

Follow steps outlined in Appendix A in order to login to Protraxx , select Forms, and then Create Activity 

Request.   

 

1. Input the Activity Name.  Choose a title 

 that describes the activity to a degree that  

 others will be able to quickly gauge the  

 intended purpose and audience. 

 

2. Choose the appropriate Session Type  

 (either single or multiple) based on the  

 number of meeting periods. 

 Do not select Equivalent or Out of District unless you have coordinated for a special request through the 

Curriculum Office. 

 

3. Input Total Contact Hours or time on task for the session or series.  Do not include hours for lunch or other 

meals.  Example:  4 and ½ hours is entered as 4.5.   

 

4.  Enter the Maximum # of Awards that may be issued for the activity.  PD hours are awarded for completed 

whole hours only.  One hour equals 1 PD hour award.  Example:  The maximum award for a 4.5 hour activity 

would be 4 hours.  

 

5. Enter the Minimum # of Awards that may be issued for this activity.  The State of CT requires any course 5 

hours or less must have 100% participation.  Any course more than 5 hours requires 80% participation.   

Examples:  If the total number of contact hours is 5 you would enter 5 in the Maximum # of Awards, and 

5 for the Minimum # of Awards. 

If the total number of contact hours is 6 you would enter 6 in the Maximum # of Awards, and 5 (80%) for 

the Minimum # of Awards. 

 

6. Online Description should provide sufficient details to describe the audience, intended activities, intended 

purpose, intended outcomes in order that any staff member can understand and potentially choose to participate.   

 

7. Award Description should be a copy of the title of the activity.  Uncheck the box that indicates “use the same 

description as above”.   
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8. Objectives should be detailed for each segment of the activity.  Provide sufficient detail bearing in mind that 

participants will later evaluate the activity based on achievement of the objectives.   

 

9. Identified Needs Addressed is essentially a statement of purpose.  What needs motivated the creation of the 

proposal?  There should be an obvious alignment between the needs, the learning outcomes (strategies to impact 

the needs) and effect on improved student learning (indicators of progress). 

 

 

10. Learning Outcomes are identified for participants. 

What learning outcomes should participants expect as a  

result of this activity? 

 

11. Effect on Improved Student Learning – what 

direct or indirect impact will efforts have on student 

learning? 

 

12. Additional Requirements (specific to CIT 

sessions only).  How does this activity align to the 

WHPS Instructional Framework? 

For all CIT activities, facilitators should review the WHPS 

Instructional Framework and identify the domains and  

indicators this CIT activity will support.  For all other 

activities, enter N/A. 

 

 

13. Describe Evaluation Methodology – generally the Protraxx-generated evaluation form is acceptable.  As an 

alternative, an on-line survey created by the facilitator and based upon stated proposal objectives can also be used.   

For CIT sessions, a reflection document will be shared with facilitators for group completion at the end of the CIT 

series in lieu of a Protraxx-generated evaluation form or online survey.  All professional development activities are 

required to conduct and report some form of an evaluation and submit it to the Office of Curriculum, Instruction 

and Assessment along with completed attendance sheets. 

 

 



Appendix D: Independent Study Report Form 

21 

 

 

 

 

14. Choose the most appropriate Activity Topic from the drop-down menu. 

 

15. Year Code should correspond to the current school year. 

 

16. Input a Maximum Attendance number.  Do not impose arbitrary limits on your activity that would exclude 

participants from other buildings. 

 

17. Select Area of Focus.  A drop-down menu lists choices. 

 

18. Target Audience(s) and Subject Area(s) help other participants find your activity so be as inclusive as 

possible. 

 

19. Activity Type is Face to Face unless pre-arranged through the Curriculum Office. 

 

20. Align Standards and Goals – it is not necessary to align standards or goals. 
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21. Schedule –To create your session date(s) select Add New Schedule.  

 

22.  Input the Start Date, Start Time, End Time, and Location from the drop down menu’s. Type in a  

Room Number.  Be aware, it is the responsibility of the facilitator to coordinate directly with schools to ensure 

room availability. 

 

23. Select the Instructor (primary facilitator) from the drop-down menu. A WHPS employee must always be 

identified under the instructor box.   

 

24. If your activity comprises multiple sessions (dates), continue to enter the additional session dates by selecting 

Add New Schedule as needed.  All sessions must be included in your proposal request (CIT proposals require 6 

sessions/dates). 

 

25.  If your schedule is complete and includes all session dates, select Save and View Draft Activity. 

 

26.  The screen that now appears will prompt you to select a reviewer for first tier approval.  If you are a PreK-5 

staff member, choose your building principal for first tier approval.  If you are a PreK-12 department 

member or a grade 6-12 teacher, choose your department supervisor for first tier approval. 

 

 

 

 

 

 

27.  Before selecting Submit this Form for Approval, scroll down to review your drafted proposal for any edits or 

revisions you may wish to make.   Select Update/Edit Activity Class at the bottom of the screen to make your 

edits or revisions, and then select Save and View Class to get back to the previous screen where you can then 

select Submit this Form for Approval. 
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West Hartford Public Schools 

Professional Learning Management 

 

Report Form for CSI Series Make-Up 

 

Directions: submit the following form with all required information, attachments, and signatures to the Office of 

Curriculum, Instruction & Assessment within two weeks of the final session of the CSI series. 

 

Staff Member Requesting Make Up:  

Activity Title:  

Presenter:  

Activity code:  

Date missed:  

Topics or objectives of missed session:  

Date and time of make up:  

Evidence of work completed: In 1-2 paragraphs, summarize what work you did including materials used, how and 
where you completed the work, and what you learned and will apply as a result. 

 

Signature of Presenter:  Date:  

Signature of Evaluator:  Date:  
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West Hartford Public Schools 

Professional Learning Management 

 

Independent Study Report From 

 

Directions: submit the following form with all required information, attachments, and signatures to the Office of 

Curriculum, Instruction & Assessment. within two weeks of the final session of the CSI series.  Note: requests for 

independent study will follow the Activity Request procedures outlined in Appendix A. 

 

Staff Member:  

School:  

CSI Series:  Total Hours:  

Solution Design: Describe the solution to your key question or problem.  What did you accomplish?  What was 
created as part of your independent study? 

 

Application: How will what you have designed further the success of your students? 
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Significance: In what ways does your Independent Study have significance for other teachers or schools?  Be 
specific. 

 

Documentation: Provide evidence of your outcomes.  This may take the form of a project, a video presentation, or 
perhaps classroom observation that may be observed. 
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I have reviewed this Independent Study Report and feel that the staff member has fulfilled the requirements for 
professional learning. 
 

Signature of Evaluator:  Date:  

 

 
I have reviewed this independent study report. 
 

Assistant Superintendent:  Date:  

 


