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Toolkit Readiness Checklist

Purpose

The Toolkit Readiness Checklist is used to assess the resources and structures that are necessary for
toolkit implementation.

Audience

The Toolkit Readiness Checklist is intended for school leaders to complete and use.

Timing

The Toolkit Readiness Checklist should be completed prior to implementing the toolkit.

It may take 30 to 60 minutes to complete; the time needed to complete each step of the checklist will

depend on how many structures already exist and what it will take to establish those that are not yet in
place.

Instructions for completing

Review the items in the Resources NECESSARY for toolkit implementation and ADDITIONAL
Practices or resources which support toolkit implementation sections. For each item, mark
whether the resource is already in place. For each item that is not in place, identify steps necessary to
put it in place along with who is responsible for completing those steps and a targeted timeline.
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Toolkit Readiness

Resources NECESSARY for toolkit implementation

In place Next Steps (if not in place)

Person
responsible

Timeline

1.

School leadership ensures teachers are well
informed about state and district reading
comprehension standards and expectations for
students in primary grades.

School leadership allocates time for teacher
professional development on research-based
comprehension instruction.

School leadership ensures that each teacher has
their own computer with an internet connection to
complete toolkit asynchronous activities.

School leadership encourages and provides time for
teacher collaboration in planning instruction that
builds students’ comprehension across grade levels.

School leadership schedules a regular time for
reading specialists and coaches to work with
teachers on lessons and activities.

School provides access to teachers to a wide range
of reading materials (e.g., narrative and expository
texts), graphic organizers, and other instructional
tools to support student comprehension.

School leadership ensures teachers have the
flexibility to organize daily classroom schedules to
accommodate differentiated small-group instruction
targeting specific skills.

—_
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Person

responsible B

Toolkit Readiness In place Next Steps (if not in place)

8. School leadership communicates reading
comprehension expectations for all students and O
explains the reading program to parents.

9. School leadership and/or reading specialists review
schoolwide reading comprehension progress every
four to six weeks, using observation, assessment,
and progress monitoring data.

Person

responsible Timeline

Toolkit Readiness In place Next Steps (if not in place)

ADDITIONAL practices or resources that support
toolkit implementation

10. School implements consistent core or standards-
based reading instruction across grade levels, with O
special focus on reading comprehension.

11. School leadership establishes a schoolwide
environment that provides consistent messages .
that reading comprehension is the ultimate goal of
reading instruction.

12. School leadership ensures teachers have access to
district- or school-level experts in comprehension O
instruction.

* Adapted from Doing What Works. (n.d.). Comprehension planning template for schools. https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/
pdf/ReadingComprehensionPlanningTemplate.pdf
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Start-Up ChecKklist

Purpose

The Start-Up Checklist is used to identify and track specific action steps, responsible staff, and
timelines to get started with the toolkit.

Audience

The Start-Up Checklist is intended for both school leaders and toolkit facilitators to complete and
use. The tool has two sections, one for school leaders to complete and one for toolkit facilitators to
complete.

Timing

The Start-Up Checklist should be completed prior to implementing the toolkit.

It may take 30 to 60 minutes to complete; the time needed to complete each step of the checklist will
depend on how many structures already exist and what it will take to establish those that are not yet in

place.

The start-up tasks should be completed one to two weeks before teachers begin the Professional
Learning Modules.

Instructions for completing

Review the items in the Toolkit Start-Up Tasks - School Leader and Toolkit Start-Up Tasks -
Toolkit Facilitator sections. For each item, identify steps necessary to put it in place along with who
is responsible for completing those steps and a targeted timeline. Mark when each start-up task has
been completed.
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Start-up Checklist

Toolkit Start-Up Tasks - School Leader

Steps

Person
Responsible

Timeline

Completed

1.

School leader designates self, instructional coach,
or teacher leader to facilitate toolkit professional
development activities.

School leader allocates time for toolkit facilitator to
prepare for and facilitate toolkit implementation.

School leader schedules schoolwide reading
comprehension progress check-ins with toolkit
facilitator after completion of each Professional
Development module, approximately every four to
six weeks.

School leader and/or toolkit facilitator determine
the size and membership of teacher groups for
completing toolkit activities (e.g., grade-level teams,
grade-band teams; all K-3 teachers together).

School leader allocates teacher time (approximately
2 hours individually per module) for completing
asynchronous portions of the toolkit’s professional
development modules.

School leader allocates time (approximately 1 hour
together every 2-3 weeks) for teacher collaboration
in Teacher Study Groups to plan and review lessons
that integrate research-based comprehension
instruction.

—_
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Start-up Checklist

Person
Responsible

Start-up Checklist Steps Timeline  Completed

Toolkit Start-Up Tasks - Toolkit Facilitator

7. Facilitator engages with and completes the
Facilitator’s modules prior to the launch of the O
toolkit with teachers.

8. Facilitator communicates the goals and purpose of O
toolkit implementation to participating teachers.

9. Facilitator schedules the toolkit’s Professional
Development activities by setting time frames for O
each module.
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Implementation Checklist

Purpose

The Implementation Checklist is used to identify and track specific action steps, responsible staff, and
timelines for completing the toolkit’s Professional Learning activities with teachers.

Audience

The Implementation Checklist is intended for toolkit facilitators to complete and use, in coordination
with the school leader and teachers, as noted in each item.

Timing

The Implementation Checklist is optional. Complete or update it before each module, either in
advance of or during regular progress meetings between the school leader and the toolkit facilitator.

It may take 10-15 minutes to complete.

Instructions for completing

Review the items in the checklist for the upcoming module. For each item within that module, identify
the steps necessary to put it in place along with who is responsible for completing those steps and a
targeted timeline. Mark when each task has been completed.

Update the checklist in advance of or during progress meetings.
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Implementation Checklist

. . Person . .
Implementation Checklist Steps Responsible Timeline Completed
Toolkit Implementation Tasks
1. Facilitator communicates time frame for O
.i; Introductory Module.
= 2. Teachers complete asynchronous portion of
é Introductory Module, including Teacher Self- O
> Reflection.
g 3. Facilitator schedules and leads Introductory O
13 Module TSG.
-§ 4. Teacher Study Group members create group goals O
o on their Group Action Plans.
= 5. Toolkit facilitator and school leader review
J o . .
schoolwide reading comprehension O
progress together.
1. Facilitator communicates time frame for Module 1. O
2. Teachers complete asynchronous portion of .
Module 1.
3. Facilitator schedules and leads Module 1 O
- Planning TSG.
@ 4. School leader, toolkit facilitator, or teacher peers
_g provide feedback on use of comprehension .
<) instruction practices using the Lesson
= Observation tool.
5. Facilitator schedules and leads Module 1 Refining
TSG. O
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Implementation Checklist

. . Person : .
Implementation Checklist Steps Responsible Timeline Completed
6. Teacher Study Group members update goals on 0O
their Personal and Group Action Plans.
7. Teachers share Family and Caregiver Activities. O
8. Toolkit facilitator and school leader review
schoolwide reading comprehension progress O
together.
1. Facilitator communicates time frame for Module 2. O
2. Teachers complete asynchronous portion of O
Module 2.
3. Facilitator schedules and leads Module 2 O
Planning TSG.
3\ 4. School leader, toolkit facilitator, or teacher peers
= provide feedback on use of comprehension O
..g instruction practices using the lesson
é observation tool.
5. Facilitator schedules and leads Module 2 0O
Refining TSG.
6. Teacher Study Group members update goals on O
their Personal and Group Action Plans.
7. Teachers share Family and Caregiver Activities. O
8. Toolkit facilitator and school leader review
schoolwide reading comprehension progress O
together.
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1. Facilitator communicates time frame for Module 3. O
2. Teachers complete asynchronous portion of O
Module 3.
3. Facilitator schedules and leads Module 3 O
Planning TSG.
4. School leader, toolkit facilitator, or teacher peers
2] provide feedback on use of comprehension O
2 instruction practices using the Lesson
_g Observation tool.
= 5. Facilitator schedules and leads Module 3 .
= Refining TSG.
6. Teacher Study Group members update goals on O
their Personal and Group Action Plans.
7. Teachers share Family and Caregiver Activities. O
8. Toolkit facilitator and school leader review
schoolwide reading comprehension O
progress together.
1. Facilitator communicates time frame for Module 4. O
2. Teachers complete asynchronous portion of .
- Module 4.
2 3. Facilitator schedules and leads Module 4 .
..g Planning TSG.
§ 4. School leader, toolkit facilitator, or teacher peers
provide feedback on use of comprehension O
instruction practices using the Lesson
Observation tool.
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Person
Responsible

5. Facilitator schedules and leads Module 4 0O
Refining TSG.

6. Teacher Study Group members update goals on
their Personal and Group Action Plans.

7. Teachers communicate to parents about when and
how to support their child’s reading comprehension O
at home by sharing Family and Caregiver Activities.

Implementation Checklist Steps Timeline  Completed

O

Module 4

8. Toolkit facilitator and school leader review
schoolwide reading comprehension O
progress together.
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