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As a district we value teacher leadership. We offer many opportunities for teachers to lead their peers. 

Team leaders and department chairs are one of the most important roles for teachers within our 

district. Keeping this in mind, we realize that these roles can be challenging. As district leaders we want 

to do everything we can to support you in this work. It is our hope that this handbook will assist you in 

your success in this role, whether you are a new leader or an experienced veteran. Research 

demonstrates that high-functioning teams have the ability to improve a school’s effectiveness. As a 

leader, you play a key role in setting the stage for the team’s work. We appreciate the seriousness with 

which you approach this task. The beginning of the year is a critical time for building team cohesiveness 

and setting the tone and direction for the year. To assist you, this handbook is arranged to meet your 

needs from the beginning of the year. It continues with our Professional Learning Community (PLC) 

timeline. We enjoy the opportunity to meet with PLCs so if you have questions or would like to schedule 

a visit, send an email to Sherry (santinis@dy-regional.k12.ma.us) or Leila (maxwelll@dy-

regional.k12.ma.us).  

Best wishes for a productive and rewarding school year! 

 

 

 
Most schools will see some degree of grade level or subject team member change during the 
summer months. As these new teams come together in the fall it is critical that the facilitator 
builds ‘TEAM’ with the group. There are many ingredients needed to develop this team spirit. 
Getting to know each other is important. An ice breaker activity is included in this handbook which 
will assist in getting members more familiar with each other. 
 
 

 

 
 
PLCs foster collaboration and the sharing of best practice. By joining together, teachers have the 

potential to affect great changes in their students and their school. High-performing schools embrace 

collaboration and a shared responsibility for the success of all students; it is a part of their culture. It is 

essential that this professional practice remain an integral part of the way we do business. 
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Confidentiality is key. It is critical that you develop a safe environment for your team members. Most 

people will share if they feel safe in their environment. If you have a team member who leaves the 

meeting and discusses student data, a particular team member, or that member’s data, it may cause 

the team to shut down. As professionals, we share student data all the time for educational purposes. 

FERPA regulations guide our ability to share that information; it is important to maintain professional 

transparency while preserving the privacy of students and teachers. As a team leader, you will need to 

address any breaches in confidentiality or your team may be hampered for the remainder of the year. 

Discuss any confidentiality issues with your administrator.  

 

 

 

 

 
Keeping the meeting on track takes skill and practice but, in time, the meetings will flow smoothly from 

one agenda item to the next. The workplace is filled with distractions that take our attention away from 

what is at hand. They cloud our thoughts, purpose and, ultimately, what we started to do in the first 

place.  The same is true with our collaborative meetings. With limited time to accomplish many tasks it 

is imperative that the focus be maintained. One team member can derail the meeting. One off-topic 

conversation can take several of those too-few minutes and delay the work you intended to accomplish. 

 

Distractions can also come from outside the meeting. Be conscious of what you are being asked to do 

as a facilitator. Your job is to keep the team cycle moving in the right direction. Looking at data, sharing 

strategies, making instructional decisions, etc. is what the team does. Many a well-intended person will 

print out piles of data for your team to evaluate, but is the data related to your SMART goal? If your 

SMART goal is to improve reading, what kind of data should you be looking at? The answer is simple. If 

it does not relate to your goal, it is not relevant at that setting. Choose another time to review and 

evaluate that data. 

 

In her book, The Skillful Team Leader, Elisa MacDonald devotes an entire chapter to the importance of 

rigorous discourse. She defines it as being evidence-based, dialogic, culturally proficient, reflective and 

actionable. There will be many potential hurdles that you will need to find a way to overcome. Some 

individuals may be reluctant to be active participants. Others will not want to move beyond superficial 

talk or may place blame or make excuses. Teachers feeling overwhelmed may withdraw from the team 

discussions. It is your role as teacher leader to guide them through these difficulties so the PLC can 

meet their goals. 
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Part of your professional responsibility as a team leader is to prepare an agenda and maintain the 

meeting minutes. The agenda is a valuable tool for keeping the meeting on task and ensuring that 

accomplish your goals for each meeting.  Meeting minutes allow the team to reflect on the work that 

has been completed and plan for what lies ahead. In this handbook, we have provided you with an 

Agenda and Meeting Minutes template which combines the two documents into one easy-to-use 

format.  We have also included the Group Role descriptors so everyone has the chance to be active 

participants.  

Another way to get the most out of every PLC minute is to come to the meeting prepared. You are the 

role model. You are the standard setter. It is you who will set the bar so please come to each meeting 

READY. Data is an integral part of each PLC meeting so make sure it is ready for sharing and discussion. 

 

At the conclusion of each meeting you will need to share Meeting Minutes with your administrator. If 

you can automate this process via templates and email, you may find it more efficient. (E-form 

template is available on the District webpage under the Office of Instruction tab.) 
 
Remember; keep the main thing the main thing. 
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The purpose of the timeline is to assist your PLC in mapping out the work that needs to be accomplished throughout the school year. Some work has already 
been plotted for your team; it is up to the team to complete the matrix. Blank spaces have been provided so that you can add topics specific to the work of 
your PLC. 

 

PLC TOPICS SEPT. OCT. NOV. DEC. JAN. FEB. MAR. APRIL MAY JUNE 

Build Team- set norms, establish roles, 
determine schedule 

X          

State & Local Data Analysis- State 
Testing, BAS, Common Formative 
Assessment 

X 
(State 

Testing) 

X 
(SRI) 

  X    X  

Create SMART Goals (PLC/Evaluation) X X         

Regular use of formative 
classroom/grade level assessments to 
drive instruction 
(Plan, Do, Check, Act) 

 X X        

Identify 2 CFAs; create schedule X X         

Monitor progress of CFAs and SMART 
Goals 

    X    X  

eDoctrina Curriculum Unit development 
and /or revision 

X X 
On 

Going 
       

Monitor pacing of instructional units 
and assessment calendar 

    
X  

    

           

 
 
 
 

          

https://db.tt/n46ze9S6
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For planning purposes, the evaluation timeline has been mapped out so that your PLC can attend to the necessary timelines when setting goals, planning 
assessments, collecting data, etc.  The specific Teach Point forms required for each step have also been noted. 
 
EVALUATION DEADLINES SEPT. OCT. NOV. DEC. JAN. FEB. MAR. APRIL MAY JUNE 

Notification of Evaluation  X 
(15th) 

         

Submit self-assessment and proposed 
goals 
(Forms 1, 2a) 

 X (1st)         

Meet with Evaluator to establish plan 
  

X 
(15th) 

        

Educator Plan deadline 
(Form 2b)   X (1st)        

Evidence on parent outreach, professional 
growth, progress on goals (year 1) 
(Form 3b) 

    
X 

(15th) 
     

Mid-Cycle Formative Assessments 
(Form 4a)      

X 
(15th) 

    

Evidence on parent outreach, professional 
growth, progress on goals (years 1 &2) 
(Form 3b) 

       
X 

(15th) 
  

Formative (year 1) Form 4B 
Summative (One-Year Plan) 
Summative (year 2) 
(Form 5) 

         
X 

(10th) 
*  

*JUNE (1st for Educators with Needs Improvement or Unsatisfactory ratings and all one-year plan) 
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The purpose of this calendar is to assist you and your team in planning out your school year at-a-glance. 
You can use it to schedule topics for PLC meetings, common assessments, and any other important event or reminders that are essential for planning. 

SEPTEMBER 2018 

S M T W Th F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30       
 

3        Labor Day 

4        1st Student Day                                         

1st  Kindergarten Day   

  10       Daylight Savings Begins     

Spring Ahead        

 

MARCH 2019 

S M T W Th F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31       
 

     

OCTOBER 2018 

S M T W Th F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    
 

5        All Cape Prof. Day No School 
 
8       Columbus Day 
 
23 & 25 Conference days 
 
23     ½ day for students 
 
25     ½ day for students 

 15        Patriots’ Day 

15-19   Spring Vacation Break 

19       Good Friday 

21        Easter Sunday 

APRIL 2019 

S M T W Th F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30     
 

NOVEMBER 2018 

S M T W Th F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30  
 

4        Daylight Saving Fall Back 
6        Election day 
11       Veteran’s Day  
12      Veteran’s Day Observed 
21       Thanksgiving Break 
22      Thanksgiving Day  
23      Thanksgiving Break 

 6         Teacher Appreciation Week 

27       Memorial Day 

MAY 2019 

S M T W Th F S 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30 31  
 

DECEMBER 2018 

S M T W Th F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      
 

2        Hanukkah 

24-1/1/19 Holiday Vacation 

25       Christmas Day 

  JUNE 2019 

S M T W Th F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30       
 

JANUARY 2019 

S M T W Th F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31   

       
 

1     New Year’s Day 

18   Teacher Professional Day 

21    Martin Luther King Day 

 4    Independence Day JULY 2019 

S M T W Th F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

       
 

FEBRUARY 2019 

S M T W Th F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28   
 

18        Presidents’ Day 

18-22  Winter Vacation Break 

  AUGUST 2019 

S M T W Th F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 
 

 

https://db.tt/Ow2ckb6f
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Brief Description 

People write down two facts about themselves and one thing that is not true (nonfact). Then 

introduce the three “facts” to the rest of the group who tries to guess which one is not true. 

                         

Time:                       

15-20 minutes or more        

2 Facts & One Nonfact 

 A different kind of get-to know-you activity which engages and challenges each group member 

in a fun way 

 Particularly useful as an icebreaker, e.g. can be used as an opener for a workshop or 

conference. 

 For large groups (e.g., 30+), it is best to split into smaller group sizes. 

 Hand out cards or paper and pens (or if participants bring their own, that’s fine) 

 Explain that in this activity each person writes two facts and a nonfact about themselves and 

then we will try to guess each other’s nonfact. The goal is to: a) convince others that your 

nonfact is true (and that one of your facts is the nonfact)  

and b) to correctly guess other people’s nonfact. 

 Allow approx. 5+ minutes for writing 2 fact and 1 nonfact-this isn’t easy for a lot of people – 

there will be some scribbling out, etc. Some people will probably need to be urged along to 

“put anything you can think of” down.  Allocate 5-8 minutes, but you will probably need to urge 

people along. 

 Announce that we will now share each other’s facts and nonfact. In a circle, each person 

presents the facts and the nonfact. The goal is to quiz each other about each statement to help 

determine which are the facts and which is the nonfact, while trying to convince other people 

into thinking that your own nonfact is a fact. At the end we will cast our votes and find out the 

fact. 

 Emphasize that people should not reveal their nonfact, even if it seems others might have 

guessed. 

 Start with one person who reads their three statements aloud. Then read the statements again, 

stopping to allow a vote for each one. e.g., “I am Turkish. Who thinks that is not true? [Vote]. 

OK, my nonfact was “I am vegetarian.” 

 The Facilitator will need to help each person out, especially initially until the basic format is 

understood. The facilitator may add drama and reinforcement, etc. for correct guesses, tricky 

statements, etc. 
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1.    Pausing:  
 Pausing before responding or asking a question allows time for thinking and enhances dialogue, 

discussion, and decision-making. 
   
 

2. Paraphrasing:  
 Using a paraphrase starter that is comfortable for you: “So...” or “As you are...” or “You’re 

thinking...” and following the starter with a paraphrase assists members of the group to hear and 
understand one another as they formulate decisions. 

 
 

3. Putting inquiry at the center:  
 Inquiring to explore perceptions, assumptions and interpretations and inviting others to inquire into 

their own thinking. Inquiring into the ideas of others' before advocating for one's own ideas. 

 
 

4. Probing:  
 Using gentle open-ended probes or inquiries such as, “Please say more...” or “I’m curious about...” 

or “I’d like to hear more about...” or “Then, are you saying...?” increases the clarity and precision of 
the group’s thinking. 

 

 

5. Placing ideas on the table: 
  Ideas are the heart of a meaningful dialogue. Label the intention of your comments. For example, 

you might say, “Here is one idea...” or “One thought I have is...” or “Here is a possible approach...”. 

 
 

6. Paying attention to self and others:  
 Meaningful dialogue is facilitated when each group member is conscious of self and  others and is 

aware of not only what she/he is saying, but also how it is said and how others are responding. This 
includes paying attention to learning style when planning, facilitating, and participating in group 
meetings. Responding to others in their own language forms is one manifestation of this norm. 

 
 

7. Presuming positive intentions:  
 Assuming that others’ intentions are positive promotes and facilitates meaningful dialogue and 

eliminates unintentional put-downs. Using positive intentions in your speech is one manifestation of 
this norm. 
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What Are Norms and Why Do We Need Them? 

Norms are the framework from which team members commit to conduct business. Attention to 
their development and adherence to them ensure the success of the group and facilitate the 
members’ ability to deal with critical issues. Norms are comprised of several components that 
clarify team dynamics. 
 

Norm Elements to Address 
 
TIME: When and where will we meet? Will we start on time? 
 
LISTENING: How will we listen to our peers? Are there any bad ideas? How will we discourage 
verbal interruptions when others are speaking? 
 
CONFIDENTIALITY: What content is to be held in confidence? What can be shared after the 
meeting? 
 
DECISION MAKING: How will we arrive at a decision? What if everyone doesn’t agree with the 
group decision? 
 
PARTICIPATION: Is participation optional? Will we have an attendance policy? What will we do if a 
member consistently misses or is late for meetings? 
 
EXPECTATIONS: What do we expect from team members? Do we need a method for ensuring 
each member comes to the meeting prepared with appropriate data or other items? 

 

Examples of Team Norms 
 
We will maintain a positive attitude during each meeting.  
We will stay on topic and follow the agenda. 

 

Tips: 
 
Teams develop their own norms. Less is more. 
Read the norms at each meeting. Norm violations should be addressed. 
 
Give some thought to the development of a means to address how to ensure adherence of the 
NORMS . If a team member consistently breaks the norms, how will the team respond to that? 
 
Team member signatures on the agreed-upon norms document will solidify its meaning and 
importance. 
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1. All team members must be present. 

 

2. Ask members to verbalize things that they have seen, heard or experienced in a 

meeting that they did not like. Examples: People interrupting each other, members 

showing up late, etc. Construct a list of their responses on chart paper. 

 

3. Ask members to verbalize elements of a good meeting.  Examples: People listen to 

each other, all ideas are open for consideration, stakeholders treat each other with 

respect, etc. Construct a list of their responses on chart paper.  

 

4. From these lists, agree on items to put in the appropriate areas of the Norms 

Development Template. 
 

5. Record the team Norms on the Our Team Norms page. 
 

6. Ask team members to sign the completed document. 
 

7. Distribute a copy of the finalized document to each member at your next meeting. 
 

 

 

 

  Ask a team member to read the norms at the beginning of each meeting. 

Post the norms during each meeting. 

Review the norms monthly, or as needed, to ask members if the norms are effective or 
if they need revision. 

Don’t use the norms as a rule book. They are guides. 

If a new member joins the team, review the norms and offer an opportunity for their input. 
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Elements To Consider Group Proposed Norms 

Time 
When will we meet? 
Where will we meet? 
Will we be on time? 

 

Listening 

How will we listen to our peers? 
Are there any bad ideas? 
How will we discourage verbal    
     interruptions when others are  
    speaking? 

 

Confidentiality 

What content is to be held in  
     confidence? 
What can be shared after the meeting? 

 

Decision Making: 

How will we arrive at a decision? 
What if everyone doesn’t agree  
   with the group’s decision? 

 

Participation 

Is participation optional? 

Will we have an attendance policy? 
What will we do if a member  
   regularly misses meetings? 

 

Expectations 
What do we expect from team  
    members? 
Do we need a method for ensuring  
   each member comes to the meeting  
   prepared with appropriate data or  
   other items? 

 

https://db.tt/ZxkofV1U
https://db.tt/ZxkofV1U
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Team:  Date: 

Our Team Norms 
Time 
 
 
 
 
Listening 
 
 
 
 
Confidentiality 
 
 
 
 
 
Decision Making 
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Participation 
 
 
 
 
 
Expectations 
 
 
 
 
 
Other 
 
 
 
 
 
Team Member Signatures 
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Team: ____________________________________________ Date: _________________________ 

Use the following ratings to honestly reflect on your experience as a member of a collaborative team: 

           Strongly Disagree  Disagree Agree  Strongly Agree 

                  1                            2      3                           4 

1. _____________ I know the norms and protocols established by my team. 

 

 Comments:   

    

              

             

 

2. _____________ Members of my team are living up to the established norms and protocols. 

 Comments:  

 

 

3. ____________ Our team maintains focus on the established team goals. 

 Comments: 

 

 

4. ____________Our team is making progress toward the achievement of our goals. 

 

 Comments:  

 

 

 

 

5. ____________The team is having a positive impact on my classroom practice. 

 Comments: 

 

Collaborating for Success With the Common Core ©2014 Solution Tree Press • solution-tree.com                                                                                                                
Visit go.solution-tree.com/commoncore to down load this page 

 

https://db.tt/bqSxQw6U
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Adapted from Robert Garmston and Bruce Wellman, The Adaptive School: Developing Collaborative Groups Syllabus, revised printing, 2002. El 

Dorado Hills, CA” Four Hats Seminars. Used with permission. 

 

 

 

 Remains neutral, but also fully engages as a participant 

 Keeps PLC on task by being mindful of the process 

 Encourages everyone to participate 

 Protects PLC members from attack 

 Negotiates role with the group 

 Shares meeting minutes with administrator 
 

 

 Supports facilitator 

 Records PLC meeting minutes 

 Asks the PLC for corrections 
 

 

 Gathers material needed for PLC 

 Works with administrator, facilitator or others to make copies of data and information for team 

 Distributes materials as needed during team meeting 

 Keeps Data Wall organized (stores until next meeting if needed) 
 

 

 Reminds PLC of which phase of the Data-Driven Dialogue process the PLC is in (predict, go visual, observe, 
infer) 

 Uses the No Because sign as needed 

 Suggest that the PLC use chart paper labeled “parking Lot” to save inferences for later 

 Identifies and alerts group to equity issues 

 

 

 Works with facilitator before the meeting if possible to establish time allotments for the agenda items 

 Monitors time for each section 

 Gives 1-minute warnings for discussion ending. 

 

• Summarizes the group’s key ideas 
• Articulates ideas clearly and concisely 
• Uses participant language  
• Ensure that all key ideas are shared  
• Confirms accuracy of reports with group 
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See Appendix C 
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Specific 

 According to our analysis of the student data, which group of students will this goal benefit? 

 What content, skills, or knowledge have they mastered? What are they ready to master next? By how 

much? 

 Did we name a teaching strategy or student activity as our goal? If so, what student learning do we 

expect to achieve as a result of this strategy or activity? 

 What additional goals or targets must we set for other groups of students? 

Measurable 

 What information about students do we need as we work toward our goal? How will we get it? By 

when do we need it? 

 What pre- and post- assessment will tell us if students did or did not meet our goal? 

 Do our assessments measure implementation of a teaching strategy? If so, what can we use that will 

instead give us information about our students’ learning and performance as a result of this strategy? 

Attainable 

 What support and resources do we have access to? 

 What strategies are needed to attain this goal? Are these strategies sustainable? 

 If our resources deplete, can we still attain our goal? 

Heartfelt (for consideration purposes) 

 Is each person fully invested in the achievement of this goal? 

 Will this goal interfere with the “real” work of teaching? If yes, what is the “real” need of students that 

we must solve? 

 Does this goal target a high-leverage standard or skill that if accomplished will help students and 

teachers succeed? 

Results Oriented 

 What are our students going to be able to know and do as a result of our goal? 

 If our goal results in a teaching resource, what results do we expect to see in students’ work? 

Time Bound 

 By when do students need to achieve this goal? 

 How much time do we need to teach and assess this goal? 

 What do we need to stop doing in order to utilize our time to achieve our goal? 

(From: The Skillfull Team Leader by Elisa MacDonald, 2013.)  
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SMA(H)RT goals are set with the purpose of increasing student growth and achievement. 

SMA(H)RT goals are specific in that they clarify precisely what students should learn, the level 

of the learning (proficiency level), the assessments that will be used to make the proficiency 

determination and a time frame.  A SMA(H)RT Goal is: 

Specific - Linked to the School Improvement Plan (SIP) goals. It focuses on specific student 

learning and answers WHO and WHAT. 

Measureable - Student success is measured by assessment. It answers the question – HOW. 

Attainable - The goal should be set high but within reason. High goals are not always attained 

but this does not mean it was a failure. 

Heartfelt:-Each team member should be fully invested in the achievement of this goal. The goal 

should target a high-leverage standard or skill that, if accomplished, will help students succeed. 

Results Oriented/Relevant/Rigorous - Supporting the SIP, results tell you who has achieved 

proficiency. These results determine which students need remediation or enrichment. 

Time Bound – All goals are bound by a clearly-defined time frame. 
 

  

 

1.  ___________% of grade 9 math students will increase 

their__________________________ scores by ______ % by the end of the second nine 

weeks as measured on the (assessment) ________________________. 

 

2. Fifty-two percent of my writing students will increase their average writing scores by     

       one point by the end for the first nine weeks as measured by the (assessment)___________. 

 

NOT SMART Goals: 

1. My students will do better on their math tests. 

 

2. The team’s students will increase their understanding of expository writing.                                                                                    

My reading students will complete 80% of their homework. 
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Specific/Student-Centered: 
Targeted subject areas, grade level, and student 
population 

 What is the desired result? 
(who, what, when, why, how) 

 

 

Measurable: Includes baseline & growth targets 

 How can you quantify (numerically or 
descriptively) completion? 

 How can you measure progress? 

 What indicators will you use? 

 

Achievable/Attainable:  % of expected change 

 What skills are needed? 

 What resources are necessary? 

 How does the environment impact goal 
achievement? 

 Does the goal require the right amount of 
effort? 
 

 

Results Based/Relevant 

 Is the goal in alignment with the overall 
mission or strategy?  

 Is the goal addressing an urgent need? 
 

 

Time –Bound 

 What is the deadline? 

 Is the deadline realistic? 

 Do I need to make a different short term 
goal? 

 

 

Write your SMART goal here: 
 
 
 

Next Steps: Select Specific Strategies to meet the 
goal. Adult actions will impact student achievement. 
Strategies should be: 

 Action-oriented 

 Measureable/Accountable 

 Specific 

 Research-based 
 

 

https://db.tt/POXDFdUq
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Sample Team SMART Goal 

School:_Auburn High School Grade/Content _American Lit. Teacher: Mildred Prince    
School Goal(s) Increase the percentage of students scoring at or above level 3 in FCAT Reading by  
20%      
Team Members: Mildred Prince, Marion Brown, George Markey, Shirley Lewis, Bob Lingner_   
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 Sixty-one % of our currently-enrolled 10th grade students scored an 
achievement level of three or higher on FCAT Reading last year. Source: 
ODMS report DEM0050. Subtests of least growth include: Main Idea -12% and 
Comparisons - 7%. Source: ODMS report CAR0010. 
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Increase the percentage of students scoring proficient in the two FCAT 
subtest categories to 80%. 
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Students will be identified for assistance by using two subtests. Source: 
ODMS report CAR0025 
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We will be administering common formative assessments every two weeks to 
monitor student progress. These assessments will be written by the team 
members. Data will be recorded on a Test Item Analysis spreadsheet and 
graphed. This plan will begin (date). The plan will be amended when the 
proficiency level is reached. 
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 Lists of students who did, and did not, achieve proficiency will be maintained 

and updated twice monthly.  Student in need of remediation will be  (plan)  
   
Students who are being enriched will be (plan) . 

We have 

strategies! 
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Team SMART Goal 

School:_ ________Grade/Content _ Teacher:   
School Goal(s)     
 ____________________________________________________________________ 
Team Members:    
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We have 

strategies! 

https://db.tt/g2GcO6Gd
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PLC Team: _________________________  Meeting Date:  ____________________ 

PLC Agenda: _________________________              Meeting Time:  ____________________ 

Meeting Location:  _____________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Topics of Discussion:   

Members Present: Members Absent: 

Team Norms: 

School Goal: 

 

Team Goal: 

Focus Questions: 

We have 

strategies! 

What do we want students to learn? (‘PLAN’ Section of SMART Goal).   

How is our implementation plan working? (‘DO’ Section of SMART Goal). 

https://db.tt/uPq6hq2K
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Unanswered Questions: 

What is our common assessment data telling us? (‘CHECK’ Section of Smart Goal). 

 

 

How are our strategies working for the students who HAVE NOT attained proficiency?                         

            Data Based. (‘ACT’ Section of SMART Goal) 

 

 

How are our strategies working for the students who HAVE attained proficiency?                         

            Data Based. (‘ACT’ Section of SMART Goal) 

   

 

 

 Best practices that were shared during the meeting: 

We need, our questions, etc. (attention school administration) 

Evidence that our plan is working: (Data is attached).        Yes □           No □ 

 

Next Meeting: 

Agenda Items: 
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Questions: Responses: 

In what areas did our students do well? 
 
 
 

 

What skill deficiencies do we see? 
 
 
 

 

What are the mistake patterns? What do 
they tell us? 
 
 
 

 

At Risk Some Risk Benchmark Enrichment 

 
 
 
 
 
 
 
 
 
 

                  % of students 

 
 
 
 
 
 
 
 
 
 

                 % of Students 

 
 
 
 
 
 
 
 
 
 

                  % of Students 

 
 
 
 
 
 
 
 
 
 

              % of Students 

Learning targets: 

Success Criteria: 

https://db.tt/2j5AT2Ju
https://db.tt/2j5AT2Ju
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   Next step: Interventions and Progress Monitoring 

 

 

 

 

 

 

 

 

At Risk Some Risk Benchmark Enrichment 

    

Questions: Responses: 

What instructional strategies were helpful? 

 

 

 

 

How will we improve this assessment? 
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PLC Meets PLC Meets 

Focus 

 

 

         Strategies 

 

 

 

 

 We have 

strategies! 

Assessment 

 

 

 

Response 

 

 

 

Using Data, 

the team 

creates a 

lesson plan 

and a 

common 

assessment. 

Teacher 

instructs using 

effective 

strategies 

from the 

team’s focus 

meeting. 

The team 

administers a 

common 

assessment 

then meets to 

analyze data 

and discuss 

strategies. 

Teacher 

remediates or 

enriches 

based on the 

pre-

determined 

proficiency 

level. 
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Content:  __________________________________                 Grade level:  _____________________     Teacher:   ___________________________________ 

  

                  Sept- 2018 Oct-2018 Nov-2018 

      1  1 2 3 4 5 6     1 2 3 

2 3 4 5 6 7 8 7 8 9 10 11 12 13 4 5 6 7 8 9 10 

9 0 11 12 13 14 15 14 15 16 17 18 19 20 11 12 13 14 15 16 17 

16 17 18 19 20 21 22 21 22 23 24 25 26 27 18 19 20 21 22 23 24 

23 24 25 26 27 28 29 28 29 30 31    25 26 27 28 29 30  

30                     

 Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

 

         

      

      

      

      

      

      
 Assessments   Assessments   Assessments  

https://db.tt/jKJw5ypz
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Content:  __________________________________                 Grade level:  _____________________     Teacher:   ___________________________________ 
 

Dec. 2018 Jan. 2019 Feb. 2019 Mar. 2019 
      1   1 2 3 4 5      1 2      1 2 

2 3 4 5 6 7 8 6 7 8 9 10 11 12 3 4 5 6 7 8 9 3 4 5 6 7 8 9 

9 10 11 12 13 14 15 13 14 15 16 17 18 19 10 11 12 13 14 15 16 10 11 12 13 14 15 16 

16 17 18 19 20 21 22 20 21 22 23 24 25 26 17 18 19 20 21 22 23 17 18 19 20 21 22 23 

23 24 25 26 27 28 29 27 28 29 30 31   24 25 26 27 28   24 25 26 27 28 29 30 

30 31                    31       

 Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

 

            

        
        

        
        

        
        

 Assessments   Assessments   Assessments   Assessments  

https://db.tt/A9AlpMi4
https://db.tt/A9AlpMi4
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Content:  __________________________________                 Grade level:  _____________________     Teacher:   ___________________________________ 

    
April 2019 May 2019 June 2019 

 1 2 3 4 5 6    1 2 3 4       1 

7 8 9 10 11 12 13 5 6 7 8 9 10 11 2 3 4 5 6 7 8 

14 15 16 17 18 19 20 12 13 14 15 16 17 18 9 10 11 12 13 14 15 

21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22 

28 29 30     26 27 28 29 30 31  23 24 25 26 27 28 29 

              30       

 Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

  Topics 
Knowledge/Skills 

 

         

      
      
      
      
      
      

 Assessments   Assessments   Assessments  

https://db.tt/jKJw5ypz
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Attainable Goals. Goals perceived as achievable by those who set them. Attainable goals are intended 

to document incremental progress and build momentum and self-efficacy through short-term wins. 

Benchmark.  Specific points of reference related to levels of performance or outcomes against which 

students are monitored or measured. They may also be defined as targets that are used to analyze 

output of students, and staff as well, on a continuous basis in order to identify effectiveness and/or 

efficiency. This may also be applied to processes within educational institutions. 

 

Building Shared Knowledge. Learning together. Members of professional learning communities 

always attempt to answer critical questions by first learning together. They engage in collective inquiry 

to build shared knowledge. This collective study of the same information increases the likelihood 

that members will arrive at the same conclusion. Members of a PLC, by definition, will learn together. 

 

Collaboration. A systematic process in which people work together, interdependently, to analyze and 

impact professional practice in order to improve individual and collective results. In a PLC, collaboration 

focuses on the critical questions of learning: What is it we want each student to learn? How will we know 

when each student has learned it? How will we respond when a student experiences difficulty in learning? 

How will we enrich and extend the learning for students who are proficient? 

 

Common Assessment. An assessment of student learning that uses the same instrument or a common 

process utilizing the same criteria for determining the quality of student work. State and provincial 

assessments and district benchmark assessments are “common” assessments. However, in a PLC, 

common assessments are also created by a team of teachers with collective responsibility for the learning 

of a group of students who are expected to acquire the same knowledge and skills. Team-developed 

common assessments provide members with the basis of comparison that turns data into information 

and help individuals identify strengths and weaknesses in their instructional strategies. They also help 

identify problem areas in the curriculum that require attention. 

 

Common Formative Assessment. An assessment typically created collaboratively by a team of teachers 

responsible for the same grade level or course. Common formative assessments are used frequently 

throughout the year to identify (1) individual students who need additional time and support for learning, 

(2) the teaching strategies most effective in helping students acquire the intended knowledge and skills, 

(3) curriculum concerns—areas in which students generally are having difficulty achieving the intended 

standard—and (4) improvement goals for individual teachers and the team. 

 

Community. A group linked by common interests. Whereas the term organization tends to emphasize 

structure and efficiency, community suggests shared purpose, mutual cooperation, and supportive 

relationships. 

 

Consensus. Consensus is achieved when (1) all points of view have not only been heard but also solicited, 

and (2) the will of the group is evident even to those who most oppose it. 
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Continuous Improvement Process. The ongoing cycle of planning, doing, checking, and acting designed 

to improve results—constantly. In a PLC, this cycle includes gathering evidence of current levels of 

student learning, developing strategies and ideas to build on strengths and address weaknesses in that 

learning, implementing those strategies and ideas, analyzing the impact of the changes to discover what 

was effective and what was not, and applying the new knowledge in the next cycle of continuous 

improvement. 

 

Criterion-referenced Assessment.  An assessment used to determine if a student or group of students 

have met a specific standard or intended learning outcome (Ainsworth & Viegut, 2006). 

Curriculum Mapping.  A systemic process that can improve student performance by sharpening the 
alignment of all aspects of the curriculum to reduce repetitions and gaps, and strengthen the articulation 
of skills. 

In most cases, curriculum mapping refers to the alignment of learning standards and teaching –i.e., how 

well and to what extend a school or teacher has matched the content that students are actually taught 

with the academic expectations described in learning standards-but it may also refer to the mapping and 

alignment of all the many elements that are entailed in educating students, including assessments, 

textbooks, assignments, lessons, and instructional techniques. 

 

Essential Learning. The critical skills, knowledge, and dispositions each student must acquire as a result 

of each course, grade level, and unit of instruction. Essential learning may also be referred to as essential 

outcomes, power standards (Reeves, 2002), guaranteed and viable curriculum (Marzano, 2003), essential 

academic goals (Lezotte, 1991), learning intentions and success criteria (Hattie, 2009), or learning 

expectations and tangible exemplars of student proficiency (Saphier, 2005). 
 
Formative Assessment. An assessment for learning used to advance and not merely monitor each 
student’s learning; the assessment informs the teacher regarding the effectiveness of instruction and the 
individual student regarding progress in becoming proficient. The checks for understanding that 
individual teachers use in the classroom on a daily basis are examples of formative assessments. In a PLC, 
collaborative teams also use common formative assessments to (1) identify students who are 
experiencing difficulty in their learning, (2) provide those student with additional time and support in a 
way that does not remove them from new direct instruction, and (3) give them additional opportunities 
to demonstrate their learning. 
 
Goals.  Measurable milestones that can be used to assess progress in advancing toward a vision. Goals 
establish targets and timelines to answer the question, what results do we seek, and how will we know 
we are making progress? 
 
Learning Targets. Brief statements that describe what students will be expected to learn by the end of 
school year, course, unit, lesson, project, or class period. 
 
Norm-referenced Assessment.  An assessment designed to compare the performance of an individual or 
group with a larger “norm” group typically representing a national sample with a wide and diverse cross-
section of students (Ainsworth & Viegut, 2006). 
 
Pacing Guides.  In contrast to curriculum maps, pacing guides are like timelines showing what each 
teaching team plans to cover over the course of a year. Each subject area follows a logical sequence 
within a grade level and between grade levels. 
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Progress Monitor.  A scientifically based practice that is used to assess students’ academic performance 
and evaluate the effectiveness of instruction. Progress monitoring can be implemented with individual 
students or an entire class. 
 
Professional Learning Community (PLC).  An ongoing process in which educators work collaboratively in 
recurring cycles of collective inquiry and action research to achieve better results for the students they 
serve. Professional learning communities operate under the assumption that the key to improved 
learning for students is continuous job-embedded learning for educators. 
 
Protocols.  A system of agreed upon rules that explain the correct conduct and procedures to be followed. 
 
Pyramid of Interventions.  A systematic school-wide plan that ensures every student in every course or 
grade level will receive additional time and support for learning as soon as he or she experiences 
difficulty in acquiring essential knowledge and skills. The multi-tiered intervention occurs during the 
school day, and students are required rather than invited to devote the extra    time and secure the extra 
support for learning. 

 

SMART Goals.  Goals that are Strategic & Specific, Measurable, Attainable, Results-oriented, and 
Timebound (O’Neill & Conzemius, 2005). 
 

Success Criteria. Describes what success looks like when the learning target is met. They are specific, 
concrete, and measureable. 

Summative Assessment.  An assessment of learning (Stiggins, 2002) designed to provide a final measure 
to determine if learning goals have been met (Ainsworth & Viegut, 2006). Summative assessments yield a 
dichotomy: pass or fail, proficient or not proficient. Additional timely support is typically not forthcoming. 

Team.   A group of people working interdependently to achieve a common goal for which members are 
held mutually accountable. Collaborative teams are the fundamental building blocks of PLCs. 
 
Team Learning Process.  The cyclical process in which all teams in a PLC engage to stay focused on 
learning. The team learning process includes: clarifying essential student learnings (skills, concepts, and 
dispositions) for each course and content area; agreeing on common pacing of instruction; developing 
multiple common formative assessments aligned to each essential outcome; establishing specific, 
rigorous target scores or benchmarks that will lead to success on high-stakes assessments; analyzing 
common assessment results; and identifying and implementing improvement strategies. Teams address 
each step in the process by first building shared knowledge rather than pooling opinions. 
 
Team Norms.  In PLCs, norms represent collective commitments developed by each team to guide 
members in working together. Norms help team members clarify expectations regarding how they will 
work together to achieve their shared goals. 
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Collaborative Scoring Protocol 
 

In order to ensure that all members of your collaborative team are scoring student work consistently, your team 

 should practice collaborative scoring. This protocol provides a step-by-step process to guide you through that 

 activity. 
 

Materials:  Copies of the rubric, sticky notes, one or more pieces of unscored student work 

 from each teacher’s classroom 

 

Step Procedure Time Allotment 

1 Team reviews the student assignment and the rubric 

 and discusses any scoring procedures that apply to 

 the  task. 

 

the task. 

Five  minutes 

2 Each team member scores one piece of student work 
without discussion and puts the rubric score he or she 
believes is appropriate on a sticky note on the back of the 
work. 

Five minutes, depending on 
the length of the task 

3 The team members pass the pieces of student work to a 
new team member who also scores the work and puts 
another sticky note on the back. This process continues 
until everyone on the team has scored all pieces of student 
work. 

Up to twenty  minutes 

4 The team turns over a piece of student work to reveal the 
teachers’ scores. The team members discuss the differences 
in the scores and explain why they each scored it the way 
they did. This continues until the team has discussed all 
pieces of student work or until the team feels confident 
teachers are applying the rubric in the same way. 

Varies by the amount of 
discussion 

5 The team makes any needed changes to the rubric to reflect 
new understanding. 

Five  minutes 

6 The team discusses implications for future instruction and 
how to respond when students need more time and 
support. 

Ten  minutes 

 
Collaborating for Success With the Common Core © 2014 Solution Tree Press • solution-tree.com                          

Visit go.solution-tree.com/commoncore to download this page. 

R E  P R O D  U C  I  B L E 
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Developed in the field by educators affiliated with NSRF. 

 

          Purpose 
 

To provide a structured way to develop an appreciation for the complexity of a problem in 

order to avoid the inclination to start out by “solving” the problem, before it has been fully 
defined. 

 
Procedure 
As with all protocols, it is important to identify a facilitator who is responsible for keeping the 
group to the allotted time. This allows the group to maintain focus, keep on track, and frees the 
group to do its best thinking. The facilitator reviews the process with the group and then it 
begins. The times for each step can be adjusted to fit the available amount of time and the 
number of people in the group. 

 
Facilitation Tips 
Most of us are eager to solve problems before we truly understand their depth. This 

protocol is designed to help us peel away the layers in order to address the deeper issues 
that lie underneath the surface. If the problem were easy to solve, it would not still be a 

concern to the group. The facilitator should keep to the times strictly and gently remind 

people when they are giving advice too early. 

 
The Protocol 
1. The keepers of the problem describe the problem/dilemma and ask a question to help 

focus the group’s responses. (5 minutes) 

 
2. Clarifying questions from group members to the presenters (these must be purely 

informational). (3 minutes) 

 
3. A round where everyone says: “What I heard [the presenters say] is …” (The presenters are 

silent and take notes.) 

 
4. A round where everyone says: “One assumption that seems to be part of the 

problem/dilemma is…” OR, “One thing I assume to be true about this problem is … “ 

(The presenters are silent and take notes.) 

 
5. Another round where everyone says: “A question this raises for me is…“ (The presenters are silent 

and take notes). 

 
6. [Perhaps] another round where everyone says: “Further questions this raises for me are…” 

(The presenters are silent and take notes.) 

 

 
7. Another round where everyone asks: “What if…?” Or, “Have we thought about…?” Or, 

“I wonder…?” (The presenters are silent and take notes.)                                                                         
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8. Presenters review their notes and say, “Having heard these comments and questions, now I 

think…” (The group members are silent and take notes.) 

 
9. Now what? Together, the presenter and consultants talk about the possibilities and options 

that have surfaced. 

 
10. Debrief the process. How was this like peeling an onion? What about the process was 

useful? Frustrating? 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

 
 

 
 

Protocols are most powerful and effective when used within an ongoing professional learning community such as a Critical Friends 

Group® and facilitated by a skilled coach. To learn more about professional learning communities and seminars for new or experienced 

coaches, please visit the National School Reform Faculty website at www.nsrfharmony.org. 

 

http://www.nsrfharmony.org/
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The Consultancy Protocol was developed by Gene Thompson-Grove, Paula Evans and Faith 
Dunne as part of the Coalition of Essential Schools’ National Re:Learning Faculty Program, 

and further adapted and revised as part of work of NSRF. 
 

A Consultancy is a structured process for helping an individual or a team thinks more 
expansively about a particular, concrete dilemma. 

 
Time 
Approximately 50 minutes 

 
Roles 
Presenter (whose work is being discussed by the group) 

Facilitator (who sometimes participates, depending on the size of the group) 

 
1.  The presenter gives an overview of the dilemma with which s/he is struggling, and 

frames a question for the Consultancy group to consider. The framing of this question, as 
well as the quality of the presenter’s reflection on the dilemma being discussed, are key 
features of this protocol. If the presenter has brought student work, educator work, or 
other “artifacts,” there is a pause here to silently examine the work/ documents. The 
focus of the group’s conversation is on the dilemma. (5-10 minutes) 

 
2.    The Consultancy group asks clarifying questions of the presenter — that is, questions 

that have brief, factual answers. (5 minutes) 
 

3.   The group asks probing questions of the presenter. These questions should be worded so     

   that they help the presenter clarify and expand his/her thinking about the dilemma   
presented to the Consultancy group. The goal here is for the presenter to learn more 

about the question s/he framed or to do some analysis of the dilemma presented. The 
presenter may respond to the group’s questions, but there is no discussion by the 
Consultancy group of the presenter’s responses. At the end of the ten minutes, the 

facilitator asks the presenter to re-state his/her question for the group. (10 minutes) 

 
4.  The group talks with each other about the dilemma presented. (15 minutes) Possible questions 

to frame the discussion: 

  
What did we hear? 

 

 What didn’t we hear that they think might be relevant? What assumptions seem to be operating? 

 
What questions does the dilemma raise for us? What do we think about the dilemma? 

 
What might we do or try if faced with a similar dilemma? What have we done in similar situations? 
 

 
Protocols are most powerful and effective when used within an ongoing professional learning community such as a Critical Friends 

Group® and facilitated by a skilled coach. To learn more about professional learning communities and seminars for new or 

experienced coaches, please visit the National School Reform Faculty website at www.nsrfharmony.org. 

 
 

http://www.nsrfharmony.org/
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       Members of the group sometimes suggest actions the presenter might consider taking. 

Most often, however, they work to define the issues more thoroughly and objectively. The 
presenter doesn’t speak during this discussion, but instead listens and takes notes. 

 
5. The presenter reflects on what s/he heard and on what s/he is now thinking, sharing with 

the group anything that particularly resonated for him or her during any part of the 
Consultancy. (5 minutes) 

 
6. The facilitator leads a brief conversation about the group’s observation of the 

Consultancy process. (5 minutes) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Protocols are most powerful and effective when used within an ongoing professional learning community such as a Critical 

Friends Group® and facilitated by a skilled coach. To learn more about professional learning communities and seminars for new 

or experienced coaches, please visit the National School Reform Faculty website at www.nsrfharmony.org. 

http://www.nsrfharmony.org/
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Step 1 

 

The success of the Consultancy often depends on the quality of the presenter’s reflection in Step 1 as well 
as on the quality and authenticity of the question framed for the Consultancy group. However, it is not 
uncommon for the presenter, at the end of a Consultancy, to say, “Now I know what my real question is.” 
That is fine, too. It is sometimes helpful for the presenter to prepare ahead of time a brief (one-two page) 
written description of the dilemma and the issues related to it for the Consultancy group to read as part of 
Step 1. 
 

Step 2 
 
Clarifying questions are for the person asking them. They ask the presenter “who, what, where, when, 
and how.” These are not “why” questions. They can be answered quickly and succinctly, often with a 
phrase or two. 
 

Step 3 
 
Probing questions are for the person answering them. They ask the presenter “why” (among other 
things), and are open-ended. They take longer to answer, and often require deep thought on the part of 
the presenter before s/he speaks. 
 

Step 4 
 
When the group talks while the presenter listens, it is helpful for the presenter to pull his/her chair back 
slightly away from the group. This protocol asks the Consultancy group to talk about the presenter in the 
third person, almost as if s/he is not there. As awkward as this may feel at first, it often opens up a rich 
conversation, and it gives the presenter an opportunity to listen and take notes, without having to 
respond to the group in any way. Remember that it is the group’s job to offer an analysis of the dilemma 
or question presented. It is not necessary to solve the dilemma or to offer a definitive answer. 
 
It is important for the presenter to listen in a non-defensive manner. Listen for new ideas, perspectives, 
and approaches. Listen to the group’s analysis of your question/issues. Listen for assumptions — both 
your own and the group’s — implicit in the conversation. Don’t listen for judgment of you by the group. 
This is not supposed to be about you, but about a question you have raised. Remember that you asked 
the group to help you with this dilemma. 
 

Step 5 
 
The point of this time period is not for the presenter to give a “blow by blow” response to the group’s 
conversation, nor is it to defend or further explain. Rather, this is a time for the presenter to talk about 
what were, for him/her, the most significant comments, ideas and questions s/he heard. The presenter 
can also share any new thoughts or questions s/he had while listening to the Consultancy group. 
 

Step 6 
 
Debriefing the process is key. Don’t short-change this step. 
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Developed in the field by educators affiliated with NSRF. 
 

 

Roles 
A timekeeper/facilitator 

 

The facilitator’s role is to help the group to keep focused on how this practice is different from your 

typical. The analysis of what makes this practice so successful is the purpose of the protocol. 

 
“Best Practice” is defined as a process that proved to be highly effective in achieving the 

intended outcome. 

 
1. Reflect on and write a short description of the one ”Best Practice” of your work within 

the last year. Note what it is about the practice that made it so successful. Be sure to 

answer the question, “What made this work different from other experiences?“ (10 

minutes) 

 
2. In mixed groups of 3, the first person shares their “Best Practice” and why it was so 

successful. (10 minutes) 

 
3. The rest of the group asks clarifying questions about the details of the “best practice”.                  (5 

minutes) 

 
4. The group does an analysis of what they heard about the presenter’s success and offers 

additional insights about how this practice is different than other practices. Probing 

questions are appropriate and the presenter’s participation in the conversation is 

encouraged. (10-15 minutes) 

 
5. The presenter responds to the group’s analysis of what made this experience so successful.      (3 

minutes) 

 
6. Take a moment to celebrate the success of the presenter. 

 
7. Each of the other members of the group takes turns sharing their “Best Practice” and what 

made it is so successful, followed by clarifying questions and the group discussion 

analyzing how this practice differs from other practices. (Each round takes about 30 
minutes for groups of 3.) 

 
8. Debrief the protocol as a whole group. Possible questions: What worked well? How 

might we apply what we learned to other work? How might students use this process to 

reflect on their work? What adaptations to this protocol might improve the process? (5 

minutes) 
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Developed by Ruth Mitchell, The Education Trust. 

 
 
Get prepared 
Select a chair, timekeeper, and recorder. Read and discuss the protocol. Make sure there is a batch of student 
work that the group will look at in using the protocol. Review the following ground rules: 

 
1. Behavior is professional throughout — no outbursts, no personal attacks 
2. Everyone listens to everyone else and does not interrupt or talk over others 
3. Praise where possible, but express critical opinions candidly 
4. Accept criticism as if it were intended to help improve student achievement 
5. Be brief, so that everyone gets lots of chances to talk 
 

Do the assignment yourselves 
Every member of the team does the assignment as given to the students. 
 
Make a scoring guide 
The group generates a rough scoring guide from the standards and the assignment. 
 
Score the student work 
The group scores the student papers, using the guide. 
 
See what students know and can do 
The recorder writes the group’s answers to the following questions: 
 

1. What does this student work tell us about student learning? 
2. What do students know, and what are they able to do? 
3. Was the assignment well designed to help students acquire knowledge and exercise skills? 
 

Do something about it 
The recorder writes the group’s answers to the following question: What needs to happen on the 
classroom, school, and district so that all students can do this and similar tasks well? 
 
Develop and carry out an action plan 
The group plans and carries out action to improve student learning. 

 

 

 

 

 

 

 

 
Protocols are most powerful and effective when used within an ongoing professional learning community such as a Critical Friends Group® and 
facilitated by a skilled coach. To learn more about professional learning communities and seminars for new or experienced coaches, please visit 
the National School Reform Faculty website at www.nsrfharmony.org. 
 
 

http://www.nsrfharmony.org/
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Instructional Strategy Seminar Example Ideas for Classroom Applications 

Identifying Similarities and Differences     

Summarizing and Notetaking     

Reinforcing Effort and Providing Recognition     

Homework and Practice     

Nonlinguistic Representations     

Cooperative Learning     

Setting Objectives and Providing Feedback     

Generating and Testing Hypotheses     

Questions, Cues, and Advanced Organizers     

Purposeful Non-Fiction Writing     
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Items to be compared 

Characteristics 

A. B. C. 

  

1 

      

Similarities 

Differences 

2 

      

Similarities 

Differences 

3 

      

Similarities 

Differences 

4 

      

Similarities 

Differences 

5 

      

Similarities 

Differences 

6 

      

Similarities 

Differences 

Conclusions 
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 Baseball Soccer Tennis Basketball Football 

 

# on Team 

     

Equipment 
needed 

     

 
Time for 

game 

     

 Scoring 

System 

     

Season      
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Element 

 

Literal Pattern 
 

 

Abstract 

Relationship 

 

 

Literal Pattern 
 

Element 
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 Is to  

  

     

     

     

             

             

Relationship __________________________________ 

             

 

  

   

  

 

     

     

 Is to  
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Category Sample Analogy 
Synonyms End: terminate as  

Antonyms Artificial: real as 

Worker and Tool Used  Photographer: camera as 

Tool/Object Used on  Scissors: cloth as  

Worker/Objects Created Author: book as 

Cause and Effect Negligence: accident as 

Effect and Cause Tsunami: earthquake as  

Material Used/End Product Lumber: house as 

Function of a Tool Shovel: dig as 

Part to Whole Stem: plant as 

Whole to Part Salad: lettuce as  

Person/What s/he looks for Mineralogist: ore as  

Person/What s/he avoids Student: failure as  

Masculine/Feminine Host: hostess as  

Age Infant; adolescent as  

Person/Characteristic Louis: friendly as  

Symbol/ What it Stands for Rose: love as  

Mathematical Relationship Seven: forth-nice as  

Measurement Mile: distance as  

Classification/Type Dog: Border Collie as 

Degree of Intensity Cold: pneumonia as  

Identify three concepts, vocabulary words, or other content from your curriculum. Create analogies 
that you can use in your classroom.  

Type Content 
 Example of Analogy 
 Mathematical Fractions 
 ___________  _______________ 1: 4 as 1/4 is to_________________________ 

___________  _______________ ___________ ________________________ 

___________  _______________ ___________ ________________________ 

___________  _______________ ___________ ________________________ 

   
   Adapted from www.ocde.k12.ct 
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Figure 3.3 
Summarizing Strategy: Sample Passage  

 

 
Why Does Studying Solar Wind Tell Us About the Origin of Our Solar System? 

 

 

 
Most scientists believe our solar system was  
formed 4.6 billion years ago with the gravitational  
collapse of the solar nebula, a cloud of interstellar 
gas, dust, and ice created from previous generations of stars. As 
time went on the grains of ice and dust bumped into and stuck to 
one another, eventually forming the planets, moons, comets, and 
asteroids as we know them today.  
    How this transition from the solar nebula to planets took place 
has both fascinated and mystified scientist. Why did some planets, 
like Venus, develop thick, poisonous atmospheres, while others, 
like Earth, became hospitable to life? Partial answers are available 
from the  

 

 
chemical composition of the solar system bodies, which scientist find are 
significantly different from one another. This information helps them 
model various processes for planet formation, but they are still hampered 
by one major question:   
What was the original solar nebula made of?  
     Our sun may contain the answer. It contains over 99 percent of all the 
material in the solar system and, while its interior has been modified by 
nuclear reactions, its outer layers are believed to be composed of the 
same material as the original solar nebula. By collecting and studying solar 
wind, the material flung from the sun, scientist may find more answers to 
this mysterious puzzle. 
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FIGURE 7.4  

Effort and Achievement Chart 

Student:  Gabriela Azabo Assignment Effort Achievement 

Fri,. Oct. 20 

Homework Practice solving 

linear functions 2 1 

Wed., Oct. 25 Quiz: Graphs of linear functions 4 2 

Thurs., Oct. 26 

In-class practice: solving linear 

equations 4 3 

Tues,. Oct. 31 Quiz: Solving linear equations 4 4 

Wed., Nov. 1 

Homework Properties of linear 

equations 3 2 

Fri., Nov. 3 

In-Class assignment: Properties 

of linear equations  2 2 

Tues., Nov 7  

Homework Solving linear 

equations 2 2 
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Getting Acquainted With the Essential Nine 

Laura Varlas 

Researchers at Mid-continent Research for Education and Learning (McREL) have identified nine instructional 

strategies that are most likely to improve student achievement across all content areas and across all grade levels. 

These strategies are explained in the book Classroom Instruction That Works by Robert Marzano, Debra Pickering, 

and Jane Pollock. 

 

1. Identifying similarities and differences 

2. Summarizing and note taking 

3. Reinforcing effort and providing recognition 

4. Homework and practice 

5. Nonlinguistic representations 

6. Cooperative learning 

7. Setting objectives and providing feedback 

8. Generating and testing hypotheses 

9. Cues, questions, and advance organizers 

The following is an overview of the research behind these strategies as well as some practical applications for the 

classroom. 

 

1. Identifying Similarities and Differences 

The ability to break a concept into its similar and dissimilar characteristics allows students to understand (and often 

solve) complex problems by analyzing them in a more simple way. Teachers can either directly present similarities and 

differences, accompanied by deep discussion and inquiry, or simply ask students to identify similarities and differences 

on their own. While teacher-directed activities focus on identifying specific items, student-directed activities encourage 

variation and broaden understanding, research shows. Research also notes that graphic forms are a good way to 

represent similarities and differences. 

Applications: 

 Use Venn diagrams or charts to compare and classify items. 

 Engage students in comparing, classifying, and creating metaphors and analogies. 

 

2. Summarizing and Note Taking 

These skills promote greater comprehension by asking students to analyze a subject to expose what's essential and 

then put it in their own words. According to research, this requires substituting, deleting, and keeping some things and 

having an awareness of the basic structure of the information presented. 
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Applications: 

 Provide a set of rules for creating a summary. 

 When summarizing, ask students to question what is unclear, clarify those questions, and then predict what will 

happen next in the text. 

Research shows that taking more notes is better than fewer notes, though verbatim note taking is ineffective because it 

does not allow time to process the information. Teachers should encourage and give time for review and revision of 

notes; notes can be the best study guides for tests. 

Applications: 

 Use teacher-prepared notes. 

 Stick to a consistent format for notes, although students can refine the notes as necessary. 

 

3. Reinforcing Effort and Providing Recognition 

Effort and recognition speak to the attitudes and beliefs of students, and teachers must show the connection between 

effort and achievement. Research shows that although not all students realize the importance of effort, they can learn 

to change their beliefs to emphasize effort. 

Applications: 

 Share stories about people who succeeded by not giving up. 

 Have students keep a log of their weekly efforts and achievements, reflect on it periodically, and even mathematically 

analyze the data. 

According to research, recognition is most effective if it is contingent on the achievement of a certain standard. Also, 

symbolic recognition works better than tangible rewards. 

Applications: 

 Find ways to personalize recognition. Give awards for individual accomplishments. 

 “Pause, Prompt, Praise.” If a student is struggling, pause to discuss the problem, then prompt with specific suggestions 

to help her improve. If the student's performance improves as a result, offer praise. 

 

4. Homework and Practice 

Homework provides students with the opportunity to extend their learning outside the classroom. However, research 

shows that the amount of homework assigned should vary by grade level and that parent involvement should be 

minimal. Teachers should explain the purpose of homework to both the student and the parent or guardian, and 

teachers should try to give feedback on all homework assigned. 

Applications: 

 Establish a homework policy with advice—such as keeping a consistent schedule, setting, and time limit—that parents 

and students may not have considered. 

 Tell students if homework is for practice or preparation for upcoming units. 
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 Maximize the effectiveness of feedback by varying the way it is delivered. 

Research shows that students should adapt skills while they're learning them. Speed and accuracy are key indicators 

of the effectiveness of practice. 

Applications: 

 Assign timed quizzes for homework and have students report on their speed and accuracy. 

 Focus practice on difficult concepts and set aside time to accommodate practice periods. 

5. Nonlinguistic Representations 

According to research, knowledge is stored in two forms: linguistic and visual. The more students use both forms in the 

classroom, the more opportunity they have to achieve. Recently, use of nonlinguistic representation has proven to not 

only stimulate but also increase brain activity. 

Applications: 

 Incorporate words and images using symbols to represent relationships. 

 Use physical models and physical movement to represent information. 

 

6. Cooperative Learning 

Research shows that organizing students into cooperative groups yields a positive effect on overall learning. When 

applying cooperative learning strategies, keep groups small and don't overuse this strategy—be systematic and 

consistent in your approach. 

Applications: 

 When grouping students, consider a variety of criteria, such as common experiences or interests. 

 Vary group sizes and objectives. 

 Design group work around the core components of cooperative learning—positive interdependence, group processing, 

appropriate use of social skills, face-to-face interaction, and individual and group accountability. 

 

7. Setting Objectives and Providing Feedback 

Setting objectives can provide students with a direction for their learning. Goals should not be too specific; they should 

be easily adaptable to students' own objectives. 

Applications: 

 Set a core goal for a unit, and then encourage students to personalize that goal by identifying areas of interest to them. 

Questions like “I want to know” and “I want to know more about . . .” get students thinking about their interests and 

actively involved in the goal-setting process. 

 Use contracts to outline the specific goals that students must attain and the grade they will receive if they meet those 

goals. 
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Research shows that feedback generally produces positive results. Teachers can never give too much; however, they 

should manage the form that feedback takes. 

Applications: 

 Make sure feedback is corrective in nature; tell students how they did in relation to specific levels of knowledge. 

Rubrics are a great way to do this. 

 Keep feedback timely and specific. 

 Encourage students to lead feedback sessions. 

 

8. Generating and Testing Hypotheses 

Research shows that a deductive approach (using a general rule to make a prediction) to this strategy works best. 

Whether a hypothesis is induced or deduced, students should clearly explain their hypotheses and conclusions. 

Applications: 

 Ask students to predict what would happen if an aspect of a familiar system, such as the government or transportation, 

were changed. 

 Ask students to build something using limited resources. This task generates questions and hypotheses about what 

may or may not work. 

 

9. Cues, Questions, and Advance Organizers 

Cues, questions, and advance organizers help students use what they already know about a topic to enhance further 

learning. Research shows that these tools should be highly analytical, should focus on what is important, and are most 

effective when presented before a learning experience. 

Applications: 

 Pause briefly after asking a question. Doing so will increase the depth of your students' answers. 

 Vary the style of advance organizer used: Tell a story, skim a text, or create a graphic image. There are many ways to 

expose students to information before they “learn” it. 

Source: Adapted from Classroom Instruction That Works by R. J. Marzano, D. J. Pickering, and J. E. Pollock, 2001, 

Alexandria, VA: ASCD. 
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