 	INSTRUCTIONS
	FOR PREPARING THE SCHOOL CALENDAR
	FOR THE 2010-11 SCHOOL YEAR

Regular 200-Day Term:

1. Forms:  A copy of the calendar form and some completed sample calendars are posted at the OIEP website with these instructions for use in completing the proposed calendar for the 2010-2011 year.  The sample calendars are just suggestions; the decision for the calendar should be one made by your staff as a whole.
	  
2. Due Date:  All calendars are due to Rhonda Mahan in our office by 4:00 p.m. on April 30, 2010.  This should be submitted via email and in Excel format using the provided form.

3. Changes This Year:  HB4040 was passed during the 2010 legislative session and was signed by the Governor on February 4, 2010.  The bill becomes effective July 1, 2010 and makes the following changes to WVC §18-5-45, beginning with the 2010-11 school year:  

a. The beginning and ending dates of the instructional term have been eliminated, so county boards have the option of starting the school year as early as July 1 or ending the school year as late as June 30.

b. County boards must develop an icy conditions and emergencies plan designed to guarantee an instructional term for students of no less than one hundred eighty separate instructional days.  

4. Scheduled Test Dates:  The following test dates apply to all applicable Institutional Education Programs.  These all need to be considered when developing the calendar:

WESTEST 2 Online Writing: Grades 3-11				April 1-29, 2011
WESTEST 2: Grades 3-11					May 16-27, 2011
APTA 								April 25-May 6, 2011
	Reading Language Arts: 3-8 and 11 
Mathematics: Grades 3-8 and 11
	Science: Grades 4, 6 and 11
WESTELL: Grades K-12						March 28-April 29, 2011
CTE, End of Concentrations Technical Skills Test	(EOCTST)	January 4-15, 2011
									May 3-June 4, 2011

For any specific questions regarding assessments, please contact Tracy Chenoweth at (304) 558-8833 or tchenowe@access.k12.wv.us.  

5. Employment Term:   

	The employment term for all OIEP school employees shall consist of an instructional term for pupils of no less than one hundred eighty (180) separate instructional days and twenty (20) noninstructional days. The 20 noninstructional days shall be comprised of the following:

· Seven legal school holidays; 
· An election day; 
· Six days to be designated as outside the school environment; 
· Three continuing professional development days; 
· Two preparation days, one for the opening of school and one for the closing of school; and, one other noninstructional day, which can be either a curriculum development (CD) day, a teacher parent conference day (TP) or a fourth continuing professional development (CE) day.

The three CE days for the 2010-2011 Regular School term shall be September 15, 16 and 17, 2010.
	
6. Instructional Support and Enhancement Days:  Five instructional support and enhancement days must be scheduled during the instructional term, with one of the days scheduled in each of the following months:  October, December, February, April, and June.  

Note however, that with the flexibility that is now permitted by WVC §18-5-45, school calendars may be constructed in such a manner that the employment term ends prior to June 1.  In this case, schedule the last instructional support and enhancement day of the school year as near the end of the instructional term as practical.   

	ISE days shall be conducted per OIEP Operational Procedure 2.14 - INSTRUCTIONAL SUPPORT AND ENHANCEMENT DAY. That policy is available at the following link:

http://wvde.state.wv.us/institutional/OperationalProcedures.htm.
		
7. Legal School Holidays/ Election Day (H)/(E):

The seven legal school holidays that normally occur within the span of the minimum employment term are: Labor Day, Veteran’s Day, Thanksgiving Day, Christmas Day, New Year’s Day, Martin Luther King Jr.’s Birthday, and Memorial Day.  

Note however, that Independence Day (July 4) and West Virginia Day (June 20) are also identified as legal school holidays, and if the minimum 200 day employment term includes these holidays, employees are entitled to be paid for these days without having to report to work.   

	The dates of observation of the seven legal holidays that generally fall within the minimum employment term and the date of the election for the 2010-11 year are:

			September 6, 2010	-	Labor Day
			November 2, 2010	-	General Election 
			November 11, 2009	-	Veteran’s Day
			November 25, 2010	-	Thanksgiving Day
			December 24, 2010	-	Christmas Day
			December 31, 2011	-	New Year’s Day
			January 17, 2011	-	Martin Luther King Jr.’s Birthday
			May 30, 2011		-	Memorial Day
	 
Also for informational purposes, although Good Friday and Easter are not school or State holidays, this year, Easter falls on Sunday, April 24, 2011.	

8. Outside School Environment Days (OS):  According to WVC §18-5-45, of the twenty noninstructional days, six days are to be designated to be used by the employees outside the school environment.  At least four of the OS days must be scheduled after March 1st.  

9. Symbols:  The following symbols are to be used in completing the school calendar form: 

	Instructional Days - For the 175 instructional days when students are required to be in attendance, list the actual date in the bottom portion of each cell on the school calendar and do not enter a symbol in the top portion of the cell.  

	Instructional Support and Enhancement Days - For the five instructional support and enhancement days, enter the following symbol in the top portion of the cell in the school calendar on which the date is scheduled:

			IS		-		Instructional Support and Enhancement Days

	Noninstructional Days - For the 20 noninstructional days, enter one of the following symbols in the top portion of the cell in the school calendar on which each of the noninstructional days is scheduled: 

		CD		- 	Curriculum Development
		P		- 	Preparation for Opening/Closing Schools
		CE		-	Continuing Professional Development
		TP		-	Teachers-Pupil-Parent Conference
		OS		-	Outside School Environment
		E		-	Primary or General Election
		H		-	Holidays
		

10. Out-of-Calendar Days:  For the days that fall within the employment term but are not used as employment days, enter a double asterisk (**) in the top portion of the cell in the school calendar on which these days are scheduled.  

Summer Term 2011:  

Summer terms will be scheduled as usual with one exception.  You need to schedule CE days on July 18, 19 and 20, 2011.  These days will be scheduled as the annual staff development for the 2011-2012 school year even though it occurs in the 2010-2011 school year.  There will not be a September Conference during the 2011-2012 school year.  If your school awards credits in the summer term, please contact Dewayne Duncan to ensure that you are meeting the required instructional time to award those credits. 

Final Submission:  All calendars shall be submitted electronically using the given Excel file no later than 4:00 p.m. on Monday, April 30, 2010.  Each calendar will be reviewed and approved as quickly as possible.  Please remember that all calendars will go before the West Virginia Board of Education for final approval.  If there are any questions, please do not hesitate to contact Jacob Green at (304) 558-8833 or jgreen@access.k12.wv.us.
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