
Teacher Responsibilities and Activity Schedule 

Daily Activities: 

• Communication: 
o Check messages on Microsoft Teams and Outlook regularly throughout the day 

and respond within one school day or sooner. 
o Maintain timely communication with students, parents, and colleagues to ensure 

effective collaboration and support. 
• Grading and Feedback: 

o Grade assignments within two school days of submission, ensuring that no 
assignment remains ungraded for longer than three school days. Provide 
constructive and detailed feedback to support student progress. 

• Internal Collaboration: 
o Respond promptly to internal messages from staff and administration to address 

queries or updates. 
o Answer ART (Academic Response Team) questions to provide guidance and 

resolve student or system issues. 

Weekly Activities: 

• Staff Engagement: 
o Attend the weekly staff meeting, actively contributing to discussions and 

initiatives. 
o Participate in live DBAs (Discussion-Based Assessments) and Teacher 

Conferences on Microsoft Teams. Ensure all sessions are recorded to provide a 
record for administrative purposes and so that students can revisit the content 
at their convenience. 

• Course Maintenance: 
o Review assigned courses to ensure that all links are functioning correctly, 

materials are up to date, and assignments are accurate. 
o Make necessary updates, correct typos, and improve content clarity to enhance 

the learning experience. 

Monthly Activities: 

• Professional Development: 
o Schedule and attend a one-on-one session with the Lead Teacher to review 

performance, discuss challenges, and plan instructional strategies. 
o Participate in professional development sessions to stay informed about best 

practices, new tools, and innovative teaching methods. 
o Lead a professional development session for colleagues during the regular staff 

meeting, sharing expertise or innovative strategies to contribute to team growth. 



By adhering to these structured activities and timelines, teachers ensure a high-quality learning 
environment, foster effective communication, and support continuous improvement in their 
instructional practices. 
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