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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Visit	
  octo.quickbase.com	
  
•  Click	
  on	
  the	
  icon	
  for	
  “DCPS	
  Teaching	
  In	
  Ac,on”	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Click	
  the	
  “Select”	
  buEon	
  to	
  view	
  a	
  list	
  of	
  subjects	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Once	
  you’ve	
  selected	
  a	
  subject,	
  click	
  “Find”	
  for	
  a	
  list	
  of	
  consul,ng	
  teachers	
  in	
  that	
  
content	
  area	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Here	
  you	
  can	
  see	
  teachers’	
  schools	
  and	
  grade	
  levels,	
  as	
  well	
  as	
  addi,onal	
  areas	
  of	
  
exper,se	
  

•  Click	
  “View”	
  next	
  to	
  a	
  consul,ng	
  teacher’s	
  name	
  to	
  see	
  more	
  details	
  and	
  view	
  her	
  or	
  his	
  
availability	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Here	
  you	
  can	
  view	
  even	
  more	
  
details	
  about	
  teachers’	
  special,es	
  
as	
  well	
  as	
  informa,on	
  about	
  their	
  
school	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  
	
  

•  Scroll	
  down	
  to	
  see	
  a	
  teacher’s	
  available	
  slots.	
  Reserve	
  an	
  appointment	
  by	
  clicking	
  on	
  the	
  
buEon	
  labeled	
  “Choose	
  Appointment”	
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Teaching	
  In	
  Ac,on:	
  Sign	
  Up	
  Instruc,ons	
  for	
  Visi,ng	
  Teachers	
  

•  Please	
  remember	
  to	
  tell	
  your	
  principal	
  if	
  you	
  make	
  an	
  appointment	
  to	
  observe	
  a	
  
consul,ng	
  teacher	
  through	
  Teaching	
  In	
  Ac,on	
  

•  Once	
  you	
  reserve	
  an	
  appointment	
  with	
  a	
  consul,ng	
  teacher	
  you	
  will	
  be	
  prompted	
  to	
  list	
  
your	
  specific	
  goals	
  for	
  the	
  observa,on	
  	
  

•  You	
  and	
  the	
  consul,ng	
  teacher	
  you	
  choose	
  will	
  receive	
  an	
  immediate	
  email	
  
confirma,on	
  once	
  you	
  complete	
  the	
  reserva,on;	
  you	
  will	
  both	
  also	
  receive	
  a	
  reminder	
  
email	
  one	
  day	
  before	
  the	
  observa,on	
  

•  Please	
  remember	
  to	
  reserve	
  appointments	
  one	
  week	
  in	
  advance	
  to	
  give	
  yourself	
  ,me	
  to	
  
find	
  coverage	
  for	
  your	
  class	
  and	
  the	
  consul,ng	
  teacher	
  an	
  opportunity	
  to	
  plan	
  for	
  the	
  
observa,on	
  and	
  debrief	
  

•  Visit	
  SmartFindExpress	
  (hEps://dcps.eschoolsolu,ons.com/homeAc,on.do)	
  to	
  reserve	
  a	
  
subs,tute	
  teacher	
  for	
  one	
  half	
  day	
  

•  If	
  you	
  need	
  to	
  cancel	
  your	
  visit,	
  please	
  call	
  and	
  email	
  the	
  consul,ng	
  teacher	
  48	
  hours	
  
before	
  your	
  observa,on	
  

Helpful	
  Hints	
  When	
  Reserving	
  Appointments	
  


