SPOTS Protocol for Setting up Teaching Schedule with Area Schools
Saint Louis University School of Medicine

Washington University School of Medicine
The Partners in Education (PIE) department of the Rockwood School District will be your contact for scheduling classes in the Rockwood middle schools.  PIE will coordinate your available teaching dates/times with the middle school assistant principals’ and physical education/health teachers’ available class times. 
Cathy Finley is your contact person for Rockwood and one of the facilitators of Partners in Education located at the Administrative Center Annex, 500 North Central, Eureka, MO, 63025.  Phone: (636) 938-2348, FAX (636) 938-2365, email: finleycathy@rockwood.k12.mo.us .
For other St. Louis area schools, there is a main contact person who schedules outside speakers.  See list at end of this document for names and contact information.
SPOTS Scheduling Leader
· Create a list of dates the medical student teachers cannot teach (exams, holidays).
· Create a contact list of the SPOTS teachers (with name, email, phone#, address). 
· Contact the SPOTS Scheduling Leader from the collaborating school (SLU contacts WU, WU contacts SLU).

· Figure out how many classes you can cover based on the number of teachers. Remember we teach SPOTS in pairs.

· Create a combined calendar of available teaching dates for Jan-March.  


○ Download a blank calendar for each month (Jan-Mar), X out dates 


cannot teach, pencil in separate weeks for each of the six Rockwood 


middle schools.



○ Make sure that only one school is being taught on each date and try to   


put some time between school’s schedules to allow for return of SPOTS 


equipment. 


○ Make sure you have the one-day program and two-day program schools 


differentiated so that the SPOTS teachers know what program they are 


teaching.

· Send your contact information (cell phone number and email address) to Cathy Finley (for Rockwood) and set up a meeting date to go over the combined calendar of available teaching dates. 

· Cathy Finley’s office (for Rockwood only) and the PIE facilitators for each of the Rockwood schools will meet with you and select dates and times.  
· Start with your largest schools first (Rockwood).  Fill in the dates they want, and then send out the remaining available dates to the other area schools’ scheduling coordinators.  This way, you won’t have too many classes scheduled on the same day.  We are limited by the number of SAM’s.
· You will then forward the completed list from all the area schools with dates and times to the SPOTS student teachers for sign-ups.  Elective/selective students should be emailed the teaching list and allowed first pick as they are required to teach more classes and are receiving credit.  Volunteer students can then sign up via email or by hanging up the sign-up list in a common area to both SLU and WashU.  
· After you have filled the sign-up list with student teachers, email it to Cathy and the other schools’ contact persons.  

· Email the contact list of SPOTS med student teachers (with name, email, phone#, address) to the main contact person of each participating school. 

· Cathy Finley will give this master list to the PIE facilitators (in Rockwood, each school has its own facilitator).  


○In Rockwood, the student teachers will be emailed a confirmation sheet.  


This confirmation sheet contains all the information (school location and 


phone number, teacher’s name, dates, times, audiovisual needs, and 


program content) that can then be printed out. 


○ In other schools, this is done by the main contact person and should be 


closely followed by the SPOTS Scheduling Leader, so be sure to contact 


them a week before the teaching date(s).
· Create a list of who should check out the SPOTS equipment as there are only 3 SAM’s per school.

· Be aware that snow days can flip the schedule for schools with 90 minute classes. This means that the SPOTS classes scheduled for that day will need to be rescheduled, and the remaining classes may also need to be rescheduled.  Most schools on block scheduling (90 min classes) use an A-B day schedule (half the core classes are on one day, the other half on the remaining day). So, if SPOTS is scheduled on a Tuesday and it is an A day, and school is cancelled, the school will resume classes on an A day schedule when it would have been a B day if school had not been cancelled.  
SPOTS Student Teachers

· Make sure to let the school’s contact person know of your needs – 

○ a table and two chairs for the skin analyzer machine or one of the 5’ high rolling carts [used for overhead projectors] as it is easier for the students to insert their heads in the SAM while standing,

○ a projector and screen for the CD PPT lecture and DVD video or a Smartboard (most Rockwood health classes are set up with Smartboards that accommodate both CD’s and DVD’s, but if you are in the theater or auditorium for large classes or at other St. Louis schools, there may not be a Smartboard and you will need equipment to handle both), 

○  if video doesn’t play on old equipment, it can be directly streamed into 
the classroom from our websites (http://spots.wustl.edu; http://dermatology.slu.edu/spots)

○ a small table to hold your box of demonstration products and a microphone if the class is large or in an auditorium/gym/theater.  If you are in an auditorium, gym, or theater, the teacher should also request that the school’s technology person be there to set up the laptop and projector for you.
· It is a good idea to remind the school the day before that you will be there at such and such a time and restate your equipment needs.  If you will not be able to teach, you should arrange a substitute SPOTS teacher and let the school know that person’s name and contact information.  If you become ill, it is your responsibility to call the school and your SPOTS teaching partner as soon as possible.  
Rockwood Contacts for SPOTS

Contact Cathy Finley, she will contact the rest.

Rockwood PIE Facilitators 2007-08

(636) 938-2348
Crestview Middle School

Cathy Stalcup, stalcupcatherine@rockwood.k12.mo.us
LaSalle Springs Middle




Cathy Finley, finleycathy@rockwood.k12.mo.us
Rockwood South Middle



Kim Frauenhoffer, frauenhofferkimberly@rockwood.k12.mo.us
Rockwood Valley Middle School



Hilary Kulik, kulikhilary@rockwood.k12.mo.us
Selvidge Middle School


Joan Pischel, pischeljoan@rockwood.k12.mo.us
Wildwood Middle School



Janet Weiss, weissjanet@rockwood.k12.mo.us
Rockwood 8th Grade PE Teachers 2007-08
Crestview Middle School


Office: (636) 207-2520

Tammy Becker,beckertammy@rockwood.k12.mo.us, 


Greg Pohl, pohlgreg@rockwood.k12.mo.us
LaSalle Springs Middle School


Office: (636) 938-2425


Doug White, whitedouglas@rockwood.k12.mo.us
Rockwood South Middle School


Office: (636) 861-7723


Kally Fischer, fischerkally@rockwood.k12.mo.us
Rockwood Valley Middle School


Office: (636) 458-7324



Sue Tillery, tilleryvicki@rockwood.k12.mo.us
Selvidge Middle School


Office: (636) 207-2622


Kevin Wood, woodkevin@rockwood.k12.mo.us
Wildwood Middle School


Office: (636) 458-7360


Pat Rowden, rowdenpatricia@rockwood.k12.mo.us
Rockwood School District High Schools


Lafayette High – Janet Weiss, PIE facilitator


17050 Clayton Road, Ballwin, MO 63011, www.rockwood.k12.mo.us/lafayette



Becky Lawrence, Career Development teacher



Mandy Regina, FACS, Child Health teacher



Ann Gilman, Anatomy and Physiology teacher

*2007-08: Set up as two-day program

Other St. Louis Area Schools’ Contacts for SPOTS
Cor Jesu

Katie Leonard (SLU SPOTS leader 2007-08) set this up on her own.


Don’t know the contact information; contact Katie at  leonardkb@gmail.com

*2007-08: Set up to teach junior class only (150 students).
Incarnate Word

2788 Normandy Dr., St. Louis, MO 63121, www.iwacademy.org


Dr. Randy Mikolas (Principal): 314-725-5850 X3



RMikolas@iwacademy.org

*2007-08: Set up as one 90 min, four large group sessions (freshmen, sophomores, 
juniors, seniors)

Mary Institute and Saint Louis Country Day School (MICDS)


101 North Warson Road, St. Louis, MO 63124, 314-993-5100 (main office)


Debbie Tuitasi RN, BSN  dtuitasi@micds.org


Director of Health Services



Phone:  (314) 995-7437


*2007-08: Set up as one 90 min session for seniors only plus 13 teachers
Parkway School District


Parkway Central High School 



369 N. Woods Mill, 63017, 314-415-7900



Health and Physical Education (HPE) teachers



Terri O’Leary, toleary@pkwy.k12.mo.us


Aaron Mueller, amueller@pkwy.k12.mo.us






Parkway South High School



801 Hanna Rd, 63021, 314-415-7700 (main office)



Jane Deeker, jdeeker@pkwy.k12.mo.us


Health and Sports Medicine teacher 


314-415-5719 (Jane Deeker)


Parkway North High School



12860 Fee Fee Rd, 63146, 314-415-7600



Amy Price, aprice@pkwy.k12.mo.us


HPE teacher, 314-415-7653 (VM)


Jody Chambers, jChambers@pkwy.k12.mo.us


HPE teacher

St. Joseph’s Academy

2307 S. Lindbergh, St. Louis, MO 63131, www.stjosephacad.org



Sarah Modde, Wellness Counselor/Scheduler, 314-965-7205 ext 222, 


smodde@stjosephacademy.org


Colleen Smith-Yelton (PE teacher, cell 314-691-0295), 




csmith@stjosephacademy.org

*2007-08: Set up as a two-day program, several 50 min sessions, a week apart.  
All freshmen students.
Visitation Academy

3020 N. Ballas Road, Saint Louis, MO 63131, www.visitationacademy.org


Rosalie Henry (Director): rhenry@visitationacademy.org


Jan Hanneke, Head PE Teacher, jhanneke@visitationacademy.org, 


314-625-9148

Class periods are 42 min, 6 PE periods/day

*2007-08: Set up as two consecutive full days, 45 min classes, during a special 
week the end of February.  Did the two day program, but some students who took 
the program were there for only one of the sessions.
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