	Best in Class Change in Staff Form

	BIC Expectation for Long Term Substitutes:

Best in Class requires substitutes to follow all requirements of deliverables. This includes implementing a comprehensive research-based curriculum, attending coaching visits and finalizing checkpoints (by an IRR reliable staff). 

BIC Expectation for Staff Turnover:

Best in Class understands unknown circumstances happen which results in turnover of teachers. The Best in Class team must be notified if there is a change in staff. Once a qualified replacement is hired an orientation meeting will be scheduled with a coach to determine next steps and individualize professional development. All lead teachers must be trained and reliable in Teaching Strategies GOLD® in 90 days. If the lead teacher is working towards her reliability in Gold® when a checkpoint is due, the program is expected to identify a staff reliable in Gold® to observe, document and finalize checkpoint ratings. All three checkpoints are required to be completed to receive payments and to continue participating in Best in Class.

	

	
Staff Name: ________________________________________      

Program/SCHOOL: __________________________________

Expected date of Leave: ____________________      Expected Date of Return: _____________________   
                       Staff Not Returning 


	If Applicable, please provide the following information for the person taking over your role while you are on leave.

Name:______________________________________    Email:__________________________________

Professional Development Plan: The BIC coach will work with the staff and admin/director to create an action plan identifying the expectations while the staff is on leave or the position is vacant. This action plan must be submitted and signed off by Coach, Teacher and Administration prior to the Lead Teacher going on leave. 

Has the Substitute taken Introduction to GOLD? Yes     No     
Is the Substitute currently IRR Certified: Yes     No       

	Please submit form to your Best In Class Coach as soon as you are aware of a change. A follow up meeting will be scheduled with your BIC Coach within 10 Business days of this form being submitted. 













Best in Class Professional Development Plan

**This plan should be completed in partnership with your Best in Class coach to ensure all expectations are met. 
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