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Date Event Description Lisa Leali Zuica Donev
4/3/18

Formal Approval at Board of 
Education Meeting

The employment contracts of Ms. Donev and Dr. Leali 
will be formally approved at the 4/3/18 board meeting.

Lisa Zuica

4/5/18
Announcement of New 
Administrators to the 
Community

Dr. LeRoy will send out an email informing the 
community and staff that the District has hired Ms. 
Donev and Dr. Leali to their respective positions.

Lisa Zuica

4/27/18
Introduction of Dr. Biancalana 
as Transition Contact Point

Dr. Leali will formally meet with Dr. Biancalana who will 
assist her in her transition into her new role.

Lisa

4/27/18
Begin Curriculum Information 
Transition

Dr. Biancalana will provide Dr. Leali with shared 
curriculum documents, a timeline for curriculum work in 
SY17-18, recommendations for curriculum work for 
SY18-19 and information related to District curriculum 
committees.

Lisa

5/3/18

Communication to 
Faculty/Staff About New 
Administrator Welcome 
Breakfast

Dr. LeRoy will send out an email to faculty and staff 
inviting them to participate in the new administrator 
welcome breakfast.

Lisa Zuica

5/9/18
New Administrator Welcome 
Breakfast

All faculty and staff will have an opportunity to meet Dr. 
Leali and Ms. Donev informaly during a welcome 
breakfast in Faculty Hall.

Lisa Zuica

5/9/18
Administrator Welcome and 
Preliminary Orientation

Dr. Leali and Ms. Donev will tour the building and 
receive their District email addresses, computers and 
access to the District website.

Lisa Zuica
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5/9/18 Meeting with Mrs. Gordon

Mrs. Gordon will hold a preliminary meeting with Dr. 
Leali to discuss general differentiation practices, 
professional development at Sears, collaborative practices 
among teachers and the District's Operational Vision of 
Differentiation. 

Lisa

5/16/18
Introduction of Mr. Sabourin as 
Transition Contact Point

Ms. Donev will formally meet with Mr. Sabourin who 
will assist her in her transition into her new role.

Zuica

5/16/18
Lunch Meeting with the 
Student Services Team

Mr. Sabourin and Ms. Donev will have a lunch meeting 
with the Student Services Team Members.

Zuica

5/16/18
Begin Technology and Online 
Systems Transition

Mr. Sabourin will introduce Ms. Donev to the Student 
Services Drive used to house pertinent information 
needed in the position regarding budgets, forms and area 
contacts (New Trier, NSSED and NSSEO)

Zuica

5/16/18 - 
6/30/18

Review of District 
Committee/Grade Level 
Meeting Minutes and Student 
Plans

Mr. Sabourin and Ms. Donev will review past committee 
mintues and student paperwork to prepare Ms. Donev for 
the upcoming school year.

Zuica

5/21/18 - 
5/22/18

Attend MTSS Conference with 
Sears Team

Ms. Donev will attend a two-day MTSS conference in 
Naperville with Sears Faculty and Administration

Zuica

End of May
Review of Special Education 
and State Reporting Processes

Ms. Donev will meet with Mrs. Campanaro and Mr. 
Sabourin to learn about online systems, IDEA Grants and 
student services planning.

Zuica

End of May
Meeting with Mrs. Wallace and 
Mr. Gerdin

Mrs. Wallace and Mr. Gerdin will meet with Dr. Leali to 
discuss current practices related to curriculum, instruction 
and assessment and how they relate to one another at 
Sears.

Lisa
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Early June Meeting with Mrs. Knicker
Ms. Donev and Mrs. Knicker will discuss transition 
recommendations and needs within the Student Services 
Department.

Zuica

Early June
Communication to Parents with 
504s/IEPs

Ms. Donev, with the help of Mr. Sabourin and Mr. 
Erokwu, will send out a communication to parents of 
children that receive support through the Student Services 
Department. The email will highlight Ms. Donev's 
background and our continued committement to 
supporting their children. The communication will 
provide families the opportunity to plan individual 
meetings.

Zuica

6/13/18 Aimsweb Plus Training
Ms. Donev will participate in our district trainings and 
learn about our updated progress monitoring tools.

Zuica

6/14/18 Institute Day Introduction
Dr. Leali and Ms. Donev will have an opportunity to 
formally introduce themselves to all faculty and staff 
during Institute Day.

Lisa Zuica

6/14/18
Institute Day Presentation of 
Administrative Structure

Dr. LeRoy will give a presentation to update the faculty 
and staff on the new administrative structure, including a 
review of administrative roles and responsibilities and 
reporting structure.

Lisa Zuica

6/18/18 - 
6/19/18 

(Tentative)

Attend Project Based Learning 
Conference with Sears Team

Dr. Leali will attend a PBL conference at the Buck 
Institute for Education with Sears Faculty

Zuica

6/18/18
Summer Extended School Year 
Planning Meeting

Ms. Donev will meet with Mr. Sabourin to discuss the 
District's Extended School Year Program. 

Zuica
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6/20/18 District Summer Social Event
Dr. Leali and Ms. Donev will attend the Cubs game with 
faculty and staff at the District summer social outing.

Lisa Zuica

6/21/18 - 
6/22/18

Administrative Strategic 
Planning Retreat

Dr. Leali and Ms. Donev will join the rest of the 
administrative team to discuss long-term strategic 
planning, strategic objectives and indicators for the 2018-
2019 school year.

Lisa Zuica

6/21/18 - 
6/22/18

Administrative Goal Setting
Dr. Leali and Ms. Donev will begin the process of 
drafting their respective goals for the year based on the 
established District strategic objectives and indicators.

Lisa Zuica

7/1/18 Official Start Date
Dr. Leali and Ms. Donev will officially start employment 
within the District.

Lisa Zuica

7/2/18 Move In Date
Dr. Leali and Ms. Donev will move into their respective 
offices.

Lisa Zuica

7/2/18 First Day Orientation

Dr. Leali and Ms. Donev will have submitted their human 
resources paperwork by this date. They will receive their 
copies of the administrative procedures manual, key cards 
and Sears polo/spirit wear. They will learn expectations 
for writing memos and presenting information to the 
Board.

Lisa Zuica

7/9/18
Guidance Meetings with Dr. 
LeRoy

Dr. LeRoy will meet individually with Ms. Donev and Dr. 
Leali to discuss personnel, school climate and a common 
vision for education at Sears.

Lisa Zuica
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Mid- July
Budgeting and Financial 
Planning Meeting

Dr. LeRoy will meet individually with Ms. Donev and Dr. 
Leali to review student servies, curriculum and 
professional development budgeting and expenditures 
goals. 

Lisa Zuica

Mid- July
Establish a Township Area 
Mentor for Each of the 
Administrators

Dr. LeRoy will reach out to the New Trier Township 
Superintendents to establish a township mentor for Ms. 
Donev and Dr. Leali.

Lisa Zuica

Mid-July

Connect Administators with 
their Respective Township 
Groups (i.e. Special Education 
Directors and Curriclum 
Directors)

Dr. LeRoy will reach out to each of the New Trier 
Township groups to ensure Ms. Donev and Dr. Leali are 
included on future group communications/meetings.

Lisa Zuica

7/10/18 
(Tentative)

Tentative Board Retreat 
(second date)

Dr. Leali and Ms. Donev will participate in a Board 
retreat that includes all board members and administrators 
(topics and structure TBD.)

Lisa Zuica

Mid-July Support Staff Retreat
Dr. Leali and Ms. Donev will participate in a team 
building retreat with the 12-month support staff.

Lisa Zuica

Early August 
(tentative)

Student Services Team Retreat
Ms. Donev will hold an offsite team building retreat with 
the Student Services Department.

Zuica

Early August
Review of Master Schedule, 
Assessment Schedule, and 
Report Cards

Dr. Leali will meet with the Principal and Mr. Gerdin to 
discuss assessments and related schedules for the 2018-
2019 school year.

Lisa
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Mid August Meeting With Data Consultant
Dr. Leali will meet independently with Ms. Valsamis and 
the District's Data consultant to review student growth 
and standardized testing data and collection practices.

Lisa

8/20/18
Announcement of New Faculty 
and Staff to Community

Dr. LeRoy will send out an email to Sears parents and 
faculty providing them with background information 
about the experiences of new faculty, staff and 
administrators for the 2018-2019 school year.

Lisa Zuica

8/23/18
New Teacher/Administrator 
District Orientation

Dr. LeRoy and Mrs. Wallace will conduct the annual New 
Teacher/Administrator District Orientation.

Lisa Zuica

8/27/18 Teacher Institute Welcome Day
Dr. Leali and Ms. Donev will be introduced to faculty 
with other new District employees through a fun video or 
activity as part of Teacher Institute Day.

Lisa Zuica

Late August
Community Meet and Greet for 
New Administrators

Dr. LeRoy will host a Meet and Greet for the New 
Administrators. A postcard will be mailed to the 
community several weeks in advance of the Meet and 
Greet.

Lisa Zuica

Late 
August/Early 

September
Faculty Support Meetings

Dr. Leali and Ms. Donev will meet individually with 
teacher teams and employee groups to discuss how they 
can assist the groups based on their roles as 
administrators.

Lisa Zuica




