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Dear Teachers, 
 
Thank you for agreeing to take part in this summer's Pennsylvania Writing and Literature Project Youth 
Program.  Our parents want the very best for their children and have turned to us for help in further 
developing their literate lives.  The strength and dedication of our staff is what has made our programs 
experience tremendous growth throughout the region. 
 
To that end, we have compiled a handbook to help novice and veteran teachers alike.  This manual is 
intended to reinforce our support of your efforts.  We want you to capitalize on your expertise as 
writing process and reading teachers while maintaining a fun, productive atmosphere in your 
classrooms.  Please take time to read the contents of the handbook thoroughly and begin thinking of 
ways you can provide your students with a rich, joyful experience.  If you have any questions about 
any of the materials contained in this handbook, please call us or contact your site coordinator at the 
number listed in the handbook. 
 
By pledging ourselves - teachers and coordinators alike - to providing students with the best we have 
to give, our programs are sure to continue and grow stronger. 
 
Sincerely, 
 
Mary Buckelew Pauline Schmidt Kathy Garrison 
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The Pennsylvania Writing and  
Literature Project Staff 

 
Director 

Mary Buckelew 
e-mail: mbuckelew@wcupa.edu 

Associate Director 
Pauline Schmidt 

e-mail: pschmidt@wcupa.edu 
Summer Youth Director 

Kathy Garrison 
e-mail: kathygarrison@me.com 

 
 

Mailing Address:  The Pennsylvania Writing and Literature Project 
West Chester University 
West Chester, PA  19383 
Web site:  www.pawlp.org 

 
YOUTH PROGRAMS OFFICE PHONE: 610-436-2202 

Or Cyndy Pilla at cpilla@wcupa.edu 
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 PAWLP Youth Program Teacher Requirements 
 

Dear Youth Program Teacher, 
 
 Thank you for being an integral part of our 34th annual PAWLP Youth Program.  We’re looking 
forward to a great summer watching kids have a wonderful time writing and reading.  We hope this will 
be our finest summer to date.  It will depend on you!  You have been asked to join our staff because of 
your teaching skills, your camp spirit, and your dedication to the excellence represented by the 
Pennsylvania Writing and Literature Project model. 
 Teacher responsibilities are listed below.  Please ask your site coordinator if you have any 
questions about any of this information. 
 

Introduction Letter 
 

All teachers should send home a letter with the children on the second day of the session.  The 
letter should introduce you so parents are aware of who will be working with their child.  It should also 
include an overview of what you will be covering or focusing on in your classroom during the two 
weeks (see sample in the appendix). 
 

Drop-Off and Pick-Up Time Responsibilities 
 

Teachers should arrive at their site 15 minutes before the starting time to receive any paperwork 
or information from site coordinators and to prepare for the arrival of students.  The parents must come 
up to get their children.   
 

Student Attendance 
 

Please keep track of attendance on the sheet that will be given to you (see appendix).  Have this 
list ready for the site coordinator or co-director in case this information is needed. 

 
Teacher Attendance 

 
It is important that every effort is made for teachers to be in attendance every day.  If a teacher 

absolutely must miss a day, the substitute rate is $90/day which is paid directly to the substitute by the 
absent teacher. The regular teacher will absorb the taxes in their paycheck.  All absences must be 
reported to the site coordinator as soon as possible since finding substitutes is a difficult task.  Your co-
director will help assist you in locating a substitute. 
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Introductory Staff Meeting 
 
 The site coordinator will schedule a meeting prior to the beginning of the session.  At this time 
you will receive all necessary paperwork and supplies.  All pertinent information should be reviewed at 
this time.  A folder should be provided with all of the following copies: 
♦ Class list 
♦ Attendance check list 
♦ Copies of student conference form 
♦ Cover contest letters and entry form 
♦ Anthology letter 
♦ Teacher check list 
♦ Session outline 
♦ Student evaluation form of program 
♦ Parent evaluation form of program 
♦ Fire Drill Procedure 
 

Bathroom Policy 
 
 Children are not permitted to attend the restroom without adult or volunteer supervision.  In the 
event the volunteer is a high school student, a buddy system must be used.  We strongly recommend that 
teachers take their classes as a group. 

 
Snacks 

 
Students will provide their own snack and drink each day.  Your site coordinator will inform you 

of when your snack time is.  Children are not permitted to leave the site for snack time. 
 

Teacher Evaluations 
 

During the session the co-director and/or site coordinator will complete an informal observation.  
This helps PAWLP maintain the quality of our programs (see appendix for sample form). 

 
Discipline Policy 

 
A copy of the discipline policy is included in this handbook (see appendix).  Your site 

coordinator will have copies if needed.  Report all infractions at break/or the end of each day.   Problems 
should be handled by you and reported to the site coordinator.  Providing supervision is paramount.  
Your students are your responsibility from their arrival to their departure time.  Accordingly, keep track 
of their whereabouts and behavior during snack time and any other excursions, including trips to the 
bathroom.  Monitor their safety during walks to and from the pick-up site. 

We have added an Internet section to our discipline policy for computer class participants (see 
appendix). 
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Fire Drills 
 

On the first day of the session, site coordinators will hold a fire drill practice with all students 
and teachers.  The site coordinator will provide you with information at the introductory meeting.  
Teachers are responsible for counting all students and letting the site coordinator know if there are any 
children missing (see sample in appendix). 

 
Medical Concerns 

 
Minor health concerns, such as slight headaches, should be distinguished from serious concerns.  

Serious medical concerns must be reported to the site coordinator.  Information regarding students’ 
medical needs will be on the class list that you receive. Each site coordinator will be provided with a 
first aid kit and an accident log.  Band-Aids and gloves are available for all teachers in the supply boxes. 

 
Anthology Information 

 
Teachers should encourage one page from each student to be published in a class anthology.  The 

pieces should be selected by the child.  Please proof these pages.  They should not include the full 
names of other people, reference to violence, or swear words.  If they do, please suggest 
modifications or have the child submit another piece.  Keep in mind that the audience reading the 
anthology is children and parents.  At the bottom of the page, there should be a small paragraph titled 
“About the Author”.  This should include the child’s full name and school as well as other information 
about the author.  These pages may be typed by the child or parent at home, or typed by an aide or 
volunteer at the site. The teacher must also contribute one page of original work with a similar format.  
All pages should be in alphabetical order with the teacher page at the end.  Please do not number the 
pages.  You should handle situations when children do not hand in a page.  Each class will create an 
anthology for students to take home on the last day.  If a student page is missing, notify the parent to 
verify the missing page.   

 
 Child’s first and last name on the page 
 Child’s page includes “About the author” 
 Class pages are in ABC order 
 Check class list for accuracy – attach to front of your anthology pages 
 If a child does not complete an anthology page, note why on teacher checklist 
 

   Teachers should collect each student’s anthology page and copies. One copy is needed for each 
student in the class and two additional copies for the teacher and an office copy. For example, if there 
are 10 students in the class, each child needs 12 copies of his/her anthology page by Day 8. Each teacher 
should type a table of contents page with students’ names (alphabetically listed), school name and grade 
last completed. In addition, each teacher should write a brief introduction to the anthology (see sample in 
appendix). Teachers can make copies in the PAWLP office. 

 
  On Day 8 or 9 the class will use a three-hole punch and brads (in supply box) to put together the 

class anthology. Card stock (in supply box) will be used to make covers for the anthology. 
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Class List/Information 

 
Your site coordinator will supply you with the student class list.  
 

Anthology Cover (contest optional) 
 

Each class can hold a contest for students to submit covers to be used on the anthology.  A letter 
describing the cover contest and the form on which to submit the entry will be provided to you by the 
site coordinator (see samples in appendix).  They are to be handed out on Day 4.  Any child wishing to 
enter the contest should work on his/her cover entry at home and return it no later than Day 7.  Individual 
classes will vote for the cover contest winner in individual classes on Day 7. If individual classes 
choose not to have a cover contest, each student will design his/her own cover on card stock (in 
supply box). 

 

Reports 
 

Lesson summary-  This is a day to day summary of what happened in your class.  Basically this is an 
activity list that may or may not differ from the weekly lesson plans due each Monday.  Approximate 
length: 1-3 pages. (see samples in appendix) 
 
Student conference summary-  Each family receives a narrative about their child.  This report is divided 
into four sections.  The heading includes the first and last name of the child, site, and teacher.  The top 
half of the page is a section for you to list writing activities presented and shared readings.  This part of 
the report will be used for every child.  The bottom half of the page should be a personalized narrative 
on the child’s strengths and includes a box for the student to tell what he/she has read and their writing 
and reading goals.  This narrative should be specific to each child.  These reports need to be checked 
and rechecked.  We have had cases where inaccurate information was reported to parents, and we must 
avoid that situation.  Please have these reports prepared accurately and turned in to your site 
coordinator by the Tuesday of week 2.  See sample in appendix.  The form is posted on our website at 
www.pawlp.org.  (click on the About Us link, scroll down to “Information for Young Writers Staff).  
You may want to use the conference grid to gather information about your student. 
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Photocopying 
 Your site coordinator will provide you with the forms outlined in this handbook, and they are 
located on the PAWLP Fellows page of our website at www.pawlp.org.  You are responsible for copying 
any other materials you will use during your session.  Some sites do not allow the use of their copy 
machine during the summer.  You may come to the PAWLP office to use our copy machine.  Please call 
ahead – the machine is often busy in the summer.  No reimbursements for copies produced elsewhere. 
 

Open House 
An Open House will be held on the final day of the session for the families of students to visit the 

classrooms.  More information will be provided to you from your site coordinator. 
 
Teachers will be paid after all paperwork has been reviewed by the site coordinator. 
 
Thank you again for working for the Youth Programs of the Pennsylvania Writing and Literature 

Project.  We’re sure that you will find this to be one of the most enjoyable experiences that you have 
ever had.  Please inform your site coordinator of any questions or problems that you might have.  Good 
luck and enjoy yourself. 
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Youth Programs Session Outline For Teachers 
 
Basic Overview: The Writing Workshop/Process 

• Ensure that students participate in at least one peer and teacher conference each week 
• Weave in whole-class sharing time throughout the week 
• Model the writing process – prewriting, brainstorming, pair sharing, and outlining.  Include mini-

lessons on focus, content, organization, style, and conventions 
 
Week 1-Monday-Thursday 
 
Day 1 – Hand out t-shirts  

  Hand out Opening Day letter from site coordinator 
  Verify class list information 
 Give a copy of your Introduction Letter to your site coordinator 
 Hand in revisions to class list to site coordinator 
 
Day 2 – Send home your Introduction Letter 
   
Day 3 – Ordinary day – See following page for typical day bullets 
  
Day 4 – Ordinary day 
  Distribute cover contest/anthology letter 
 Make sure you have conferred with each child at least once 
 
Week 2-Monday-Thursday 
   
Day 5 – Invitation to Open House distributed to students 
 Reminder to students about cover contest 
 Begin to work on parent reports 
 
Day 6 – Cover contest or design individual covers.                         

  Entries to be judged in class.  
  Hand in student conference forms for review by site coordinator 

 
Day 7 – Remind students to wear t-shirts for Open House 
 Organize supply materials to be handed in to site coordinator 
 Use supplies checklist to assist in organizing supplies 
 Prepare for compilation of anthologies to take home tomorrow 
 
Day 8 – Celebrate and enjoy time with parents and students for a job well done 
              Hand in all paperwork to site coordinator 
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A typical day might include: 
• Community building activities 
• Four to five writing activities 
• Writing in a variety of genres of prose and poetry 
• Conferring and sharing with the teacher and fellow students 
• Reading from mentor texts 
• Reading with a purpose such as looking at sentence structure, punctuation, syntax, and word 

choice 
• Read alouds 
• Feedback in the writer’s notebook 
• Reflecting, goal setting 

 
 
 
The goals of the program are: 

• to inspire students to love writing and reading 
• to introduce students to the tools they need to become better writers 
• to encourage students to collect writing ideas in their writer’s notebooks 
• to stretch students capabilities in writing and reading 
• to help students learn to read like writers 

• to help students see themselves as writers with individual voices, unique in their manner of 
expression 
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APPENDIX 
Forms for Youth Programs 

These are samples.   
Your site coordinator will provide the forms to you in a folder. 

They are also available on the PAWLP Fellows page of our website at 
www.pawlp.org 



   

 

 
 
 

 
 

 
 

 
 
 
 

West Chester University of Pennsylvania is a member of the State System of Higher Education 
 
 

 

 

The Pennsylvania Writing and Literature Project Youth Programs 
West Chester University 
West Chester, Pennsylvania 19383 

610-436-3089  
fax: 610-436-3212 

www.pawlp.org 

date 

Dear Parents, 

I would like to take this opportunity to introduce myself and provide you with an 
overview of the next two weeks. I have been a Fellow of the Pennsylvania Writing and Literature 
Project (a.k.a. PAWLP) since 1995. I have been a teacher in the Central Bucks School District for 
ten years. Teaching reading and writing to my students during the regular school year is what I 
enjoy most. I am looking forward to immersing your child in wonderful literature and creative 
writing activities for the next two weeks. 

We will be utilizing a Writers Notebook throughout the program where we will be 
"planting seeds" for possible writing topics. You may notice incomplete stories in his/her 
notebook which is all right. Your child will learn that writing is a process that takes time. Some 
ideas can be taken and worked on later in the summer or upon his/her return to school in the fall. 
Other pieces will be taken through the entire writing process and published in our site's 
anthology. 

Many wonderful books will be used to model good writing techniques such as leads, 
settings, character development, and descriptive language. We will even dabble in poetry, rhyme 
and free verse. 

Some of our time will be spent reading quality literature. We will be reading to discuss our 
books in literature circles. Connections to the characters and the story will be shared in these 
circles, as well as in reading response journals. Toward the end of our two weeks; we will do book 
talks to excite our new camp friends about some possible titles they may want to read in the year 
to come. 

The next two weeks will be filled with reading, writing, creating, and sharing. I am looking 
forward to working with your child in the Young Readers Young Writers Summer Program.  

Sincerely, 
Chris Coyne 
 
Chris Coyne 



   

Student Attendance 
 

Site:_____________________ 
 

Teacher's Name: ________________________________  
Please list in ABC order 
                 VF Only 

 
Student's Name 

 
Day 1 

 
Day 2 

 
Day 3 

 
Day 4 

 
Day 5 

 
Day 6 

 
Day 7 

 
Day 8 

  
Day 9 

 
Day 10 

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 
 

           

 



   

 
Teacher Evaluation Form 

 
Name ___________________________     Grade _____________ 
 
Site ___________________________     Time in ___________ 
 
Observed by ____________________     Time out __________ 
 
 

 
On-Site Visit 

 
Satisfactory 

 
Needs Improvement 

Lesson plans available and up-to-date   
Students actively engaged in learning   
Positive classroom  
environment 

  

Student work is visible/displayed 
throughout the classroom 

  

Utilization of PAWLP's philosophy of 
teaching Reading/Writing 

  

Comments: 
 

 
 
 
 

 
Paperwork 

 
Satisfactory 

 
Needs Improvement 

Lesson plans/Day-to-day summary 
completed and handed in 

  

Parent Reports completed: 
   ________ summary 
 
   ________ specific to 
            individual child                        

  

 
 

Comments: 
 

 
 



   

Pennsylvania Writing & Literature Project 
Youth Programs Discipline Policy 

 
This list is not meant to cover every possibility, but shows what kinds of behavior are unacceptable.  
Discipline violations will be handled at the discretion of the Site Coordinator. Behavior that is physically 
or verbally harmful to others will not be tolerated and is cause for dismissal.  Notify your site 
coordinator of all discipline issues. 

DISCIPLINE 
VIOLATION 

 CONSEQUENCES  

1. Classroom disturbances 1st offense teacher discipline 
 2nd offense parental notification 
 3rd offense automatic dismissal from program 
2. Leaving campus/school 
grounds  

1st offense teacher discipline & parental notification  

 2nd offense coordinator notifies parent 
 3rd offense automatic dismissal from program 
3. Profanity/abusive language 1st offense teacher discipline 
 2nd offense parental notification 
 3rd offense automatic dismissal from program 
4. Disrespect to 
adults/students 

1st offense teacher discipline 

 2nd offense coordinator notifies parent 
 3rd offense automatic dismissal from program 
5. Instigating a fight 1st offense parental notification & possible dismissal from program based 

on severity of incident 
6. Fighting 1st offense automatic dismissal from program 
7. Cigarette smoking  1st offense teacher or coordinator discipline & parental notification 
 2nd offense automatic dismissal from program 
8. Vandalism to student, 
school, or University 
property 

1st offense
  

restitution, parental notification & possible dismissal from 
program based on severity of incident 

 2nd offense restitution, coordinator notifies parent &  
automatic dismissal from program 

9. Stealing 
 
 

1st offense automatic dismissal from program 
West Chester University programs:  Incident will be referred to 
the campus Public Safety department for disciplinary action. 
Off-site programs:  Site coordinators have the authority to refer 
incidents to local law enforcement officials. 

10. Internet 
 

 Students are not permitted to access the Internet under any 
circumstances.  All students who have access to computers 
must get the Internet policy form signed. 

  
This policy is a guide for teachers.  It is not to be distributed to parents.  If you have any questions, 
please contact Kathy Garrison at 610-453-5031 



   

 
Pennsylvania Writing and Literature Project 

Internet Access 
Parent Form 

 
The Summer Youth Writing Classes sponsored by the Pennsylvania Writing and Literature Project are 
not Internet based courses.  Students utilize word processing programs to work on their personal writing.  
Internet access will not be allowed, and those students found using the Internet may be dismissed from 
class.  In this light, we ask that parents and students sign the Internet Awareness form below and return it 
to our office as soon as possible. 
 
 
 
I understand that my son/daughter does not need to access the Internet for his or her PAWLP Summer 
Youth Writing Class:  If my child does access the Internet during class time, this may constitute grounds 
for dismissal from the class. 
 
 
________________________                                                       ___________________ 
Parent’s Signature                                                                                             date 
 
 
 
I agree that I will not access the Internet at any time during my PAWLP Summer Youth Writing Class.  
If I should access the Internet during class time, I may be dismissed from the class. 
 
 
 
_________________________                                                       ___________________ 
Student’s Signature                                                      date  

 
 
 
 
 
 
 
 
 



   

Fire Drill Evacuation Report Form 
PAWLP Youth Programs 

 
 

Site: _____________________________________________ 
 
Date of Fire Drill practice: ___________________________ 
 
Time of Fire Drill practice: ___________________________ 
 
Name(s) of students not in attendance on day of Fire Drill: 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
 
Please attach this form to a copy of your Fire Drill Procedures. 
This should be attached to your Site Coordinator's Report. 
Thank you. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 



   

 
 
 
 

 
 
 

 

 



   

Sample Introduction to Class Anthology 
 

Pennsylvania Writing and Literature Project 
Young Writers/Young Readers 

Summer, 2018 
 
 

    For the last two weeks your children have been writing and reading at 
Bethel Springs Elementary School, a designated site of the Youth Writing 
Program at the Pennsylvania Writing and Literature Project. 
 The goals of the program are to inspire children to love writing and 
reading, to introduce them to tools they need to become better writers, to 
continue to collect writing ideas in their writers’ notebooks and to stretch their 
capabilities in both reading and writing. The children grow to see themselves 
as writers with individual voices, unique in their manner of expression and 
view of the world. 
    The children worked on developing the skills necessary to complete the 
writing process including prewriting activities, revising techniques and editing 
skills. Conferring with the teacher also encouraged writers to return to their 
work and look at it with a more critical eye and to take risks with their writing. 
In this anthology you will read the pieces that the children selected as their 
favorite pieces from this session. 

   Inspirational activities included a nature walk for poetry writing and 
meetings with our middle school buddies where students shared their favorite 
stories and read to each other. 
    I thank the parents and guardians who believe that writing and reading 
skills are to be valued and nurtured in our children. We appreciate your 
interest in your child’s literacy development. 
 
Kathy Garrison 
PAWLP writing teacher 
 

 
 



   

 
Pennsylvania Writing and Literature Project Youth Programs 

Teacher Checklist 
 
Teacher’s Name___________________ Site___________ 
 
Enter Student names in ABC order. 
 

 
Student 

 
Anthology 

Page  

 
Student 

Conference 
Form 

 
Student 

Comment 
Form 

 
Cover 

Contest 

 
Comments 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
 
 



   

 
 

Teacher Paperwork Checklist 
 

Teacher Form Site Coordinator 
  

Attendance checklist 
 

  
Copy of Introduction Letter 

 

  
Lesson Plans 

 

  
Teacher checklist page 

 

  
Teacher Anthology page 

 

  
Student conference summary 

 

  
Student Comment Form 

 

  
Parent Comment Form 

 

  
Fire drill form 

 

 
 
 
 
 
 
 
 
 
 
 



   

Pennsylvania Writing and Literature Project Youth Programs 
Parent Comment Form 2018 

 
How did you hear about our Youth Programs? 
 
 
 
Did your child enjoy the program?  (Please explain) 
 
 
 
What benefits did your child receive from the program?  (Please explain) 
 
 
 
Do you have any suggestions on how to improve our program? 
 
 
 
What did you think of your child’s instructor?    
 
 
Instructor’s Name:____________________________________ 
 
Are there specific topics/themes/genres that you would like to see us offer or continue to offer? 
 
 
General comments: 
 
 
 
 
Thank you for taking the time to help us evaluate our program. Please feel free to contact the Youth 
Programs Office at (610) 436-2202 if you would care to share any other concerns or comments.  
 

 
 
 
 

PA Writing and Literature Project Youth Programs 
West Chester University 
West Chester, PA  19383 



   

 
Pennsylvania Writing and Literature Project Youth Programs 

2018 Student Comment Form 
 

Name :_________________________________  Program:______________________________ 
 
Teacher’s name: ___________________________________  Grade: _____________________ 
 
1. What I liked about the program: 
 
 
 
2. What I learned from the program: 
 
 
 
3. What I would change about the program: 
 
 
 
4. The piece I enjoyed writing the most, and why: 
 
 
 
 
 
5. In one sentence, describe the program you attended to a new student. 
 
 
 
6. Are there topics or themes that you would like to spend more time writing/reading about? 
 
 
 
7. How did your parents hear about the Youth Programs? 
 
 
 
 

THANK YOU! ENJOY THE REST OF YOUR SUMMER VACATION! 
REMEMBER---KEEP READING AND WRITING! 



   

YOUTH SUPPLIES 
Site Coordinator’s Box 

 
Packed Returned          
_______ PAWLP Youth stationary                           
_______  Bright paper for Open House Invitations                                                        
_______ Copy Paper 
_______ 1 electric pencil sharpener    _______ 
_______ 1 highlighter       _______ 
_______ 1 stapler (filled)      _______ 
_______ 1 box staples      _______ 
_______ 1 First Aid kit       _______ 
_______ 1 Accident Report Form     _______ 
_______ 1 Roll of Scotch Tape     _______ 
_______ 1 Pen        _______ 
_______ 1 bottle of White Out     _______ 
_______ 1 Permanent Marker     _______ 
_______ Chart paper to share with all teachers   _______  
_______ Construction paper to share with all teachers            _______ 
 
  
_______ 1 Sketch Pad for Cover Contest Winner 
_______ 1 new box of Colored Pencils for Cover Contest Winner 
 
_______ Expanding folder for paperwork    _______ 
 
_______ Sample Anthologies 
 
 
 

  



   

YOUTH SUPPLIES  
Teacher’s box 

         Returned 
______ 15 envelopes for student conf. forms    _______ 
______ 15 notebooks       _______ 
______ 1 tablet of white lined paper     _______ 
______ 1 bottle of white out      _______ 
______ 15 youth program pencils     _______ 
______ 15 extra pencils       _______ 
______ 1 scotch tape       _______ 
______ 1 stapler (filled)       _______ 
______ 1 roll masking tape      _______ 
______ 1 pair of shears       _______ 
______ 4 black pens       _______ 
______ 4 black flair pens      _______ 
______ 2 boxes of broad tip markers      _______ 
______ 2 boxes of fine tip markers     _______ 
______ 2 boxes of colored pencils     _______ 
______ 2 boxes of crayons      _______ 
______ 3 glue sticks       _______ 
______ 1 plastic pencil sharpener     _______ 
______ 1 box paper clips      _______ 
______ 1 small post-it notes (1-1/2"x2")     _______ 
______ 1 medium post-it notes (3"x3")     _______ 
______ 5 pairs of small scissors      _______ 
______ 1 ruler        _______ 
______ 15 pocket folders      _______ 
______ 1 box chalk + 1 blackboard eraser    _______ 
______ 2 dry erase markers      _______ 
______ 1 dictionary       _______ 
______ 1 thesaurus       _______ 
______ 1 highlighter       _______ 
______ 1 box of tissues       _______ 
______ 1 bag of gloves and band aids     _______  
______ Staple remover       _______ 
______ Thumb tacks       _______ 
______  1 hand sanitizer      _______ 
   
Returned by: _____________________________________________ 
 
 Your site coordinator has pads of large chart paper and construction paper for all teachers to use as 
needed. 

Please be sure the pencil sharpener, stapler, scotch tape dispenser, scissors, blackboard eraser, 
dictionary, and thesaurus are returned to us, along with the left over supplies.   

We realize many of the other items will be consumed and/or returned partially used, but we can use them 
as our office supplies throughout the year and many items (such as the markers, colored pencils, crayons, etc.) 
can be used again next summer.   

Any items that cannot be reused such as dried out markers and glue sticks and broken crayons 
may be discarded. 

         THANKS! 



   

 PAYROLL GUIDELINES 
 
We make every effort to pay Summer Youth Staff in a timely fashion.  Due to the size of the staff 
involved in our youth programs, the following payroll forms must be completed before the season 
starts.  We cannot guarantee prompt payment for those who do not comply with this request. 

Teacher Pay 
$1,000 per two week session 

 
NEW TEACHERS and SITE COORDINATORS 

(even those without a definite assignment) 
Must return to the PAWLP office the entire payroll packet: 

• Criminal Record Check – must be within one year of start date of camp 
• Child Abuse Clearance – must be within one year of start date of camp 
• FBI fingerprint clearance – must be within one year of start date of camp 
• WCU Application for Employment 
• Worker’s Compensation Notification 
• Employment Eligibility Verification Form & Proof of Identification 
• Mandatory Reporting 
• Summer Program Staff Demographic Form 
• Local Earned Income Tax Residence Certification form 
• Emergency Contact Information form 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

It is imperative that we receive any demographic changes.  All paychecks and W-2 forms are 
generated from the Chancellor’s Office in Harrisburg, so any changes have to be documented in 
the PAWLP Office in order for us to contact Harrisburg. 
Coverage for any missed days is the responsibility of the teacher. 



   

Student Conference Form 
 

 
 
 
Writing activities presented: Shared Readings: 

Strengths: I have read: 
 
 
 
 
 
My writing and reading goals are: 



   

 
 
 
 
 
 
 
 

Sample Lesson Plans 
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