
MEMORANDUM_______________ 

         
To:  “Participants” 

 

From:  Barbara J. Knab 

 

Date:  “Date Collegial Circle Ends” 

  

RE:  Collegial Circles 
 

 

 

I am pleased to provide additional information regarding collegial circles.  

What is a Collegial Circle? 

A Collegial Circle is a group of people who come together on 

a regular basis around a common goal, need, interest, or 

question. A Collegial Circle involves shared decision 

making, voluntary participation, and commitment over time. 

MTRACT’s Collegial Circle Program provides teachers with 

structured time for reflection on classroom practices. The 

program enables teachers to take responsibility for identifying 

a need for professional growth, and establishes a formal support process for sharing 

expertise and for problem solving through a group process.  

How is it conducted? 

Each group (not individual) must submit a Collegial Circle application found on My 

Learning Plan to the Assistant Superintendent for approval. After your plan of action is 

approved, your group will meet for a total of fifteen hours (1 inservice credit) or seven 

and one-half hours (1/2 inservice credit). A facilitator must be selected and it becomes 

that person’s responsibility to maintain focus, keep records and notify group members of 

meeting dates, etc. Groups must plan to meet in sessions ranging from 1 to 2 ½ hours 

each. A log of all sessions will be kept by the facilitator, including dates, times, 

attendance, and brief summaries for each meeting including ideas shared and action 

taken. Active participation is expected and attendance will follow established Teacher 

Center attendance policies. Upon completion of the group meetings, each participant 

must submit a personal evaluation accompanied by examples of the impact 

on the classroom resulting from this program. This is to become part of the 

final project to be submitted. This information, as well as the final project, 

must be sent to M-TRACT and will be forwarded to the proper 

administrators for approval. 

 

 Thank you and let me know if you need any additional information, 



 

 

 

 

 
M-TRACT 
 

 
 

COLLEGIAL CIRCLE 
 

FOR YOUR CONVENIENCE, WE ARE ENCLOSING A  

CHECK LIST OF THE ITEMS REQUIRED IN YOUR FINAL 

REPORT. 

 

 

________ Copy of Application or Statement of Objective 

 

________ LOG SHEETS 

 

________ Brief summary of topics and shared ideas 

 

________ Personal evaluations from each participant 

 

________ Appropriate audience for sharing the project 

 

________ Final project 

 

________ Sign in sheets from each session 

 

 

 

These items are to be sent to M-TRACT for review. 

 

 

 

 

 

 



 

 

 

 

 

 

M-TRACT 

 

 

 

LOG SHEET 
 

DATE ___________________   TIME _________________ 

 

 

BRIEF SUMMARY OF SESSION: 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

__________________________________________________ 

 

 
 

 

 



 

 

 

 

 

Collegial Circle Rubric  

 4 3 2 1 
Presentation Professionally presented and 

indicates a knowledge of word 

processing skills in all areas of the 

unit 

Professionally presented and 

indicates knowledge and use of 

word-processing skills 

Displays a limited 

knowledge and use of 

word-processing skills 

Displays a lack of basic skill 

for a professionally presented 

document 

Objectives Instructional goals and objectives are 

clearly stated, grade appropriate, and 

demonstrate accurate expectations for 

lesson 

Provides clearly stated purpose 

and is grade appropriate 

Displays limited 

knowledge of 

expectations 

Is inappropriate for grade 

level 

Standards Identifies the integration of more than 

one subject area learning standards 

Identifies appropriate learning 

standards for set curriculum and 

grade 

Displays limited 

expectations for meeting 

the standards 

Displays a lack of addressing 

the standards 

Procedure Description is written clearly and 

distinctly so that another teacher 

could understand it and implement it 

without writer present 

Description is sufficiently clear 

to enable another teacher to try 

the lesson 

Description is fairly clear, 

but may be difficult for 

another teacher to 

implement 

Description is unclear and 

difficult to follow 

Differentiated 

Instruction 
Clearly differentiated instruction in 

content, process and/or product. 

Specific attention given to criteria 

used to differentiate. Cites several 

specific strategies used in lesson 

Some evidence of 

differentiation of instruction. 

Attention to criteria used to 

differentiate. Evidence of 

strategies used in lesson 

Differentiation not clearly 

expressed in lesson. Little 

to no attention to criteria 

used to differentiate. 

Strategies not clearly 

articulated 

No evidence of differentiation 

of instruction 

Assessment The assessment tool exactly matches 

the described objective of the lesson 

The assessment tool closely 

resembles the described 

objective of the lesson 

The assessment tool 

somewhat describes the 

objective of the lesson 

The assessment tool in 

inconsistent with the 

described objective of the 

lesson 

Reviewer’s Signature: __________________________________________  ____ Approved ____ Denied 

Lucille Iconis, Assistant Superintendent for Curriculum and Instruction 


