. DEPg,
Il N

o
%
3
d

4’% ARIZONA DEPARTMENT OF

N/ EDUCATION

duc

Arizona Professional Learning Series for Creating Systems
Change to Increase Literacy Achievement for All Students

Module 2

Collaboration

A 6(
p\) 4
AZPLS g’ Rooted in Systems Change

Participant Packet




Table of Contents

SlAES ANA NOTES ...t e et e e e e e e e e e e e e e e nnneennees
Handout 1: Arizona Professional Learning Series Module Overview.......................
Handout 2: Arizona English Language Arts Anchor Standards.................cccoeevennnn.
Handout 3A: Beginning Connection to Arizona K-12 ELA Anchor Standards K-3.........
Handout 3B: Beginning Connection to Arizona K-12 ELA Anchor Standards 4-8.........
Handout 4: Creating Meeting Process NOrmS...........oiiiiiiiiiiiii e
Handout 5: Collaboration SKillS............ccoieiii i
Handout 6: Team STrUCIUre. ... ... e
Handout 7: Collaborative Team SUIVEY.........ccoiuiiiiii i,
Handout 8: Inclusive Practices and Collaboration Staff Perception Survey Results......
Handout 9: Staff Perception Survey Data Analysis.............ccoooeiiiiiiiiiiiiiiiees
Handout 10A: Student Perception Survey Results K—=2.............cccooiiiiiiiiiiiiiiinn..
Handout 10B: Student Perception Survey Results 3—8............cccooiiiiiiiiiiiiieee,
Handout 11: Parent Perception Survey Results. ...
Handout 12: Student and Parent Perception Survey Data Analysis.........................
Handout 13: Module 2 ACHION Plan..........ccooiiii e

ACEIVE Learning Strat@gieS ... ..ottt

Collaborative Team Process and Tools Packet Follows Handouts

Page

10
11
12
13
14

17




Slide 1

@ Arizona Department of Education

Arizona Professional Learning Series:
Increasing Literacy Achievement
for All Students

Slide 2

Begin and end on time.
Silence cell phones.

Limit distractions to breaks.
Respect all voices.

Others?

Module 3 Module 4
Formative Literacy
Assessment Strategies

Module 5
Literacy
Strategies

Module 2
Collaboration

Module 1 w é Module 6

Introduction Differentiation

Slide 4

Where
are we
headed?

Three

Questions

How will
we close
the gap?




Slide 5

AZPLS

General Content Special

Education Area Education
Teachers Teachers Teachers

' INTENTIONAL COLLABORATION !

Slide 6

: What

literacy skills
==-" do students need
to have success

in your class?

Slide 7

Collaborate
Connect

Slide 8

Intentional
Collaboration

Data Analysis

Action Plan Priorities




Slide 9

Where
are we
headed?

Professional

Learning
Process

How will
we close
the gap?

Slide 10

Team Norms

Individual Skills

Slide 11

Team Structure

Team Survey

Slide 12

Strategic Instruction

Inclusive Classrooms

High Expectations

Increased Achievement




Slide 13

7 Survey Says...

Slide 15

STAFF

Slide 16

STUDENTS




Slide 17

PARENTS

Slide 18

A0 Sﬁfk

PARENTS

Slide 19

Slide 20

Your

Collaboration
Skills




Slide 21

Student Impact

Implementation

Action Planning

Slide 22

Parent~Student
School~Parent
Teacher~School
Teacher~Teacher
Student~Teacher
Student~Student

Slide 23

Seeds of Collaboration

Are Sprouting! ¥

Slide 24

'\i\ Arizona Department of Education

Oy
\*I/ Exceptional Student Services




Module 2: Handout 1

"JuspnIs AIans 10y
10npoJid pue ‘ssadold ‘usjuod
apn[oul 01 uonanJsul ubisaQ

uolrenuaIalqg
9 9|Npon

quapnls

A1ans apnoul

0] palojie] 1o}

[[e JO uoISSnasIp
pue Buluonsanb
|aAa]-1aybiy yum
S|IiMs Aoeuall| puaix3

solbaens Aoelall
G 9INPON

‘S|on8| apelb

pue ‘seaJe JuUsju09d ‘sasse|d |e
SS042' Juapnis AIaAs 10J S||IMS
uoisuayaidwod pue Arejnqeooa
Buinosduwi 10) salbarens usea

salbalens Aoeuall
¥ SINPON

'SJUBPNIS || 10} suole}oadxa
ybiy 1o a1nnd aAneIoge||09
pue abueyd swalsAs uoddng

uonoNpoIIU|
T 9INPO

‘SjUBaPNIS
pue ‘sjualed
‘slayoea) vale
JUSUOI ‘uoneoNpPd
[eloads ‘uoneonpa
[esauab [je yum
uoneloge||0d areald

uoneloqe||0d
¢ 9INPON

"SJUBPNIS ||k 10} pJemio) buluies)
o9/A\OW 0] mm_mwﬁmbm pue ‘SS90INSs
10} elIB1IID ‘sjeob Bulurea| yum
SuoISUaWIp JUBWISSasse
aATewIo} Ajuap|

JUBWISSASSY aAleW 04
€ 9INPO

MBINIBAQ 9|NPOIN Sal11as Buluesa [eU0ISS8)01d BUOZIIY

NOILVONa3/&x

40 LNINW1dVvd3a VNOZIdVv m&é/-.\ﬁ%

Q
Lvgaa 1




: Handout 2

Module 2

;ﬁ;a

NOILVONA3 N*’

40 LNIWLHVd3Ia VNOZIYV |

«ev

‘areudoidde 1o pareaipul
uaym ysijbug fewloy

40 puewwo? Buelisuowsap
‘SySE] SAIIeDIUNWIWOD

pue s}xaluod

Jo Aiauren e 01 yoaads 1depy

971S

‘suoieluasald jo
Buipuelsiapun asueyua pue
uonewlojul ssaidxe o1 erep | gg
jo sAe(dsIp [ensiA pue eipawl
renbip jo asn oibarens axe

ERNETI
pue ‘asodind “sel

01 areudoidde ale ajA1s pue
“quawdojanap ‘uoneziuebiio
ay1 pue Bujuoseal

JO Bul| 8Y} MO||0} ued s
S19Ud3s|| Feyl yons aouapine
Buiuoddns pue ‘sbuipuiy
‘uolyewJolul Jussald

seap| pue
aBpajmouy] Jo uolreluasald

"011018Y4 pue 32U3PIAS JO
asn pue ‘Buiuoseal ‘MaIA Jo €S
juiod s, oxeads e ayenfen]

.ﬁ

930 <

‘'s@oualpne
pue ‘sasodind ‘syse) Jo abuel

e 1o} (omy 1o Aep e Jo Bunus ajbuls €)

*Apuaioloid pue Apuspuadapul
SIXa] [euonewlojul pue Arelay
xa]dwod puayaidwod pue peay

0T'd

Aixaldwo) 1xa] Jo
12Aa7 pue Buipeay Jo abuey

‘aye) sioyine
ay1 sayoeoidde ay) aredwod

0} J0 aBpaMmou| p|ing 03 JapJo Ul
s21do] J0 Saway} Je|iwis Ssalppe
SIXa] 2I0W 10 0OM) MOY 9ZA[euy

6'd

ERNEE
3y} Jo Aoua|aIyNS pue adueAs|al
ay} se [|am se Bujuoseal ay}

Jo Aupiren ayy Buipnjoul ‘1xa1 e
ul swiejd ay1vads pue juawnbire
ay) arenjeAs pue areauljag

8’y

"SpJOM

ul se ||am se ‘ApArnemuenb
pue Ajrensia Buipnjaul ‘srewioy
pue elpaw asIaAIp ul pajuasald
1U81U0I aren[eAs pue areibaiu|

LY

seap| pue abpa|mouy Jo uolrelBalu|

"1xa] e Jo 9|f1s
pue juauo9 ay) sadeys asodind
10 M3IA JO Julod Moy SSassy

9y

asn pue uonisinboy Arejngeson

‘Buiuaisi| Jo Buipea.
uaym Ajjny alow puayaidwod
01 pue ‘ajAis Jo Buiueaw

‘uoneziuehlo ‘yuawdojdaAap ayl ydiym
ul Bunum JUB18Y09 pue Iea|d 89npold

sawiel) awi Ja1oys pue (uoisinal pue | OT'M
‘uonoaial ‘yoseasal Jo) awin) sawely
Bl PAPUBIXS JOAO A[BUNNOI SN
‘uolssaldxa Bunipn jo abuey
1o uoisuayaidwiod o} Juenodul "YyoJeasal pue ‘uoioayel ‘sisAfeue
wia) umouxun ue Bulalunoosua 1oddns 03 Sixa] [euonewloul 6'M
usym abpajmou Are|nqedon 10 AleJa)l] wolj asuspine meld
5 M:_w_%%“wmm ul M\w%wmuwcmﬂwmwwh_ ‘wisueife|d Buipione ajiym uonewioul
! wmw_mu Wc.m_w wm_o__oo mm“ e o ay} arelbaul pue ‘921nos yoea
Buiualsi| pue ‘Buneads ‘Bunum 10 Ageunade pue AjgipaIo ay) ssasse gM
‘Buipeal 1o} JuaIOINS saseiyd '$921n0s [eubip pue jund idnnw
Ip 4 1USIOH) Y W04} UoITewIoyul JUBAS|aL Jay1es
pue splom dlj19ads-urewop : .
pue ojwapede [essuab jo abuel uonebnsanul
e Aja1einaoe asn pue alinboy Japun 198[gns ay) Jo Bulpuelsispun
=5 - Bunessuowsap ‘suonsanb pasnooy LM
S _c_%mmE piom uo paseq s)oaloid yareasal paureisns
ul seouenu pue ‘sdiysuoneal . 2I0W SE [|aM Se HoyS 19Npuod
piom ‘abenbue| aneinbiy g1
10 @C_UCGHWLw_UC—:_ aleJsisuowaq O@—UO_>>OC¥ 1uasald pue pjing 0] ydleasay
‘areudoidde se "SI3YI0 Ylim S1eI0CE||0D pue JoeIsjul
‘S[ella1ew 99uaJaal pazifeloads 0} pue Bupum ysiignd pue sonpoid oy | g'p
pue [essuab Bunnsuod ‘lausdiul ayy Buipnjoul ‘ABojouyos) asn
pue ‘sued piom |nibuiuesw ‘yoeoidde mau e BuiAl 10 ‘Bunumal
BuizAjeue ‘san|o 1xa1u02 Buisn e ‘Bunipa ‘Buisinal ‘Buiuued Ag papasu G'M
Aq saselyd pue spiom Buiueaw se Bunum uayibuans pue dojaaag
-9|diinw pue umousun Jo "2ouslpne pue ‘asodind
Buiueaw ay) Ajure|d Jo auludlag Sise) o) elendoidde are ajfispue | .

"ajoym ay}
pue Jay1o yoea o} alejal (ezuels
1o ‘auads ‘1a1deyd ‘uondas e
6°3) 1xa1 8y} Jo suoiuod Jabie|
pue ‘sydeibered ‘sasusluas
ol19ads moy Buipnjoul

‘S1Xa1 JO 2INIONUIS BY) 8ZAjeuy

Sy

BunlIA JO UoIINQLIISIg pue uoioNpPoId

'saouanbas

‘auo} Jo Buiueaw
adeys saa10yo piom ai1oads
moy azAjeue pue ‘sbuiuesaw

anirelnBiy pue ‘anielouU0d
‘[ealuyoal buiuiwialep

Buipnjoul ‘1xal e ul pasn are Aay}
se saselyd pue spiom 1aidiaiu|

7'y

21N10NNS pue 1jeld

13} © JO 3SIN02
ay1 Jano 1oeIaul pue dojanap
Seap! pue ‘SJuUdAd ‘sfenpiAlpul

Aym pue moy azAeuy

€y

- - 10} S8210Yd 9AII08)48 dxew e JUSAS PaINJINIIS-||OM pue ‘S|ie1ap
Areio mxmmm_%\\,,_mﬂ_wﬁm%cm 01 'SIX@IU0D JUBIBHIP Ul SUOROUNy uasoud-ljam ‘anbiuyoe) aanoeys | .
‘S1eLLIO CF eInawW m.m_w_>_ : ZS abenbue| moy puelsiapun Buisn sluana Jo sasualadxa paulbewl M
¥ 4 pue elp p 0} abenbue| Jo abpajmouy Alddy 1o [eas dojaAap 01 SaAllelIeU SIIM
ul pajuasalid uoiew.ojul : :
arenjens pue ajelbau| abenbue jo abpajmouy "Juslu09 JO SIsAjeue pue ‘uoneziueblio
‘Alanisensiad ‘Bunum uaym Buljjads ‘uoNRdBIAS AANVBYS Byl ybnolyy )
pue >_io_o UMO pue ‘uoireniound ‘uonezifended Alareinaoe pue Ajes|d uofreloul pue M
19y} Buissaldxa pue seapl cw__mcm_ pJepuels JO SUONUAAUOD ¢ seapl xm_QEoo Aanuod pue suliwexa
hw.._m£o uo Buipjing ,m_mctmg. IS By} JO pueWWOI dlelisuowaq 0] s1xa) Alojeue|dxa/anrewiojul SN
9SIaAIP YIM Suoleloge||0d ‘Bunpeads Jo Bunum "90UBPIAS JUBIDIYNS pUR JueA3|al
pue SuoIeSISAUOD uaym abesn pue rewwelb — pue bBuiuoseal pifea Buisn ‘sixa} M

Jo abuel e ul AlpAnoaYye
aredionred pue Joj aredaid

ysijBu3 prepuels Jo SUORUSAUOD
3y} Jo pueWWOD drensuowad

1o s21do} @AnuUElISgNS JO SISAfeue ue
ul swie|o yoddns 01 sjuswinBie sl

uawdojanap 11y}
azAeue pue 1xa) e Jo saway}
10 seapl [enuad aulwIsdq

A<

‘11 WO} saoualajul [ealbo] axew
0] pue Apioidxa sAes 1xa} ayl
TeyM aulwiL1ap 0} Ajjnjared peay

Td

uoleloge||0D pue uoisuayaldwo)

ys1|bug prepuels Jo SUOIIUSAUOD

sasodind pue sadA] 1xa]

s|req pue seap| Ao

spJepuels
Buluaisi pue Bupeads

spJlepuels abenbue]

splepuels Bunm

1Xe] |[euollewloju| pue

ainelall Joy spiepuels Buipesy

SpJepuels Joyduy suy abenbue ysijbu3g euoziy




Module 2: Handout 3A

46§ Arizona DEPARTMENT OF Beginning Connection to Arizona
EDUCATION K-12 ELA Anchor Standards

Grades K-3

What Literacy
Skills Do
Students

Need
to Have
Success in My
Class?




Module 2: Handout 3B

46§ Arizona DEPARTMENT OF Beginning Connection to Arizona
EDUCATION K-12 ELA Anchor Standards

Grades 4-8

What Literacy
Skills Do
Students

Need
to Have
Success in My
Class?
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Module 2: Handout 4

” ' 4’3 ARIZONA DEPARTMENT OF

@EDUCATlON

Creating Meeting Process Norms

Effective teams need established ground rules to guide team members’ behavior and work. Norms
are the rules that the team agrees to follow, as it conducts its work. When norms are consistently
followed, there is an increase in trust in team members and their intentions and a decrease is
disagreements.

Team norms should be established and agreed upon by all team members. Everyone should be clear
on the consistent behaviors necessary to move work forward.

Here are some questions to consider when creating your norms:
e How should all team members be treated?
e What are the expectations of team member participation?
e How will we reach decisions?
e What are the guidelines during the meetings?
e How will we not be distracted and stay on task?
e How will we respect everyone’s time?

e How will everyone stay engaged with every voice heard?

Brainstorm ideas for your norms and choose no more than five. This will make the norms easier to
remember and practice. Use consensus to determine the proposed norms that everyone can
support or at least accept.

Our team norms are:

1.

Your norms should be visible and reviewed at every team meeting. As your team develops, you may
need to revise your norms. Remember the norms should always support all team members in being
able to accomplish the work in the most effective way.

11




Module 2: Handout 5

f"% ARIZONA DEPARTMENT OF

@@EDUCATION Collaboration Skills

Strong collaborative teams develop over time and require commitment to the process. That
requires using the schoolwide team meeting procedures of having an agenda, roles, norms, and a
decision-making process. It also requires each team member to identify and practice collaboration
skills. After each collaborative team meeting, use the following list to self-assess your level of
collaboration skills. As each team member improves, your team will grow stronger.

Name: Grade level: Date:

Check the level that reflects your participation within your team collaborative meeting.

Collaboration Skills Never | Sometimes | Always

1. Pausing
| allow time for thinking before adding to discussion
and/or decision-making.

2. Paraphrasing
| contribute to understanding by restating the ideas
presented by others.

3. Probing
| ask questions to clarify information.

4. Putting forward ideas
| share ideas during discussion.

5. Paying attention to self and others
| am aware of what | say, how [ say it, and how others
respond to it.

6. Presuming positive presuppositions
| maintain the idea that my team members act from
positive and constructive intentions.

7. Pursuing a balance between advocacy and inquiry
I inquire for better understanding before advocating for a
position that leads to a decision.

Steps | will take to improve my collaboration skills:

12




Module 2: Handout 6

Team Structure

\\t&EDUCATION

Read the roles and responsibilities. Decide who will take on each of the roles for today’s training.
Set the appropriate role cards in front of each team member.

Roles: Positions Team

Responsibilities: Tasks Team Members Complete
Members Assume P P

The Facilitator ensures discussions stay on topic and are discussed

Facilitator
thoroughly by all team members.
The Recorder documents responses during team activities and
Recorder o . .
maintains a record of team discussions.
Reporter The Reporter shares the team’s information with the larger group.
. The Timekeeper ensures discussion topics are addressed within the
Timekeeper

designated time.

The Engaged Participant listens with an open mind and contributes

Engaged Participant ) : . ,
by sharing knowledge, information, and experience.

At each professional learning, there should be a different Facilitator, Recorder, Reporter,
Timekeeper, and Engaged Participants. Everyone should have a turn at the different roles.

Collaborative Team meetings outside of professional learning must be structured. You will be doing
important work, and structure ensures efficiency and effectiveness. You may use the following
formats or your own. Your Collaborative Team meetings and process should include:

Structure Description
Meeting time and place Schedule regularly
Norms Review at the beginning of each meeting
Assigned roles Share the duties of the roles

Follows protocol and is results-oriented
Used for notetaking

Collaborative inquiry method Choose method to accomplish work

Formal agenda

Decision-making process Identify method to reach decisions
Conflict resolution Develop process for resolution
Celebrations Recognize accomplishments

Next steps Set specific plans for actions
Collaboration skills Self-assess level of use
Collaborative Team review Team assessment of process

Your cohesive teamwork will lead your team into strategic implementation to increase literacy
achievement for all students. Your coach will support your work and be available to offer technical
assistance, when needed.

13
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Module 2: Handout 8
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Module 2: Handout 9

%’« ARIZONA DEPARTMENT OF

@tj EDUCATION

Staff Perception Survey Data Analysis

A. Staff Survey Number of Respondents:

B. Inclusive Practices

Overall Strengths

Opportunities for Growth

C. Collaboration

Overall Strengths

Opportunities for Growth

D.

Leadership and Support

Overall Strengths

Opportunities for Growth

21




E. Differentiated Instruction

Overall Strengths

Opportunities for Growth

F. Instruction

Overall Strengths

Opportunities for Growth

G. Barriers

Overall Strengths

Opportunities for Growth
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Module 2: Handout 10A

'\ ARIZONA DEPARTMENT OF

\ty EDUCATION

Student Perception Survey Results K-2

Date: Total Number of Respondents:
1. Percentage of Completed Surveys: Grade K Grade 2
No A Little Yes

2. | like my school.

%

%

%

3. My teacher thinks | do good work.

%

%

%

4. Other students think | do good work.

%

%

%

5. My principal thinks | do good work.

%

%

%

6. My teachers work together as a team.

%

%

%

7. 1 learn a lot in my classes.

%

%

%

8. My teacher believes that all students
can do good work.

%

%

%

9. My teacher helps all students learn in my class.

%

%

%

10. All students have a chance to learn at my school.

%

%

%

11. What | need from my teachers to help me learn is...
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Module 2: Handout 11
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Module 2: Handout 12

p>) ARIZONA DEPARTMENT OF Student and Parent Perception

l *\; EDUCATION Survey Data Analysis

Student Survey Number of Respondents:

Overall Strengths Opportunities for Growth

Parent Survey Number of Respondents:

Overall Strengths Opportunities for Growth
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S ..'»@% ARIZONA DEPARTMENT OF

\ : , :
\Q\%‘!'QEDUCATION Active Learning Strategies

Active learning strategies help teachers and students engage in learning. The strategies from each
module in the Arizona Professional Learning Series can be adapted to support teaching and learning
in your classroom.

B
Z
eO

Analysis: Analysis is a process of observing a set of facts and interpreting what they mean.

Assignment of Roles for Group Tasks: Students can add the numbers of their birthdate, address,
or phone numbers. The highest total is assigned the first role. The lowest number is assigned the
next role, and so on. Any grouping of numbers can be used.

Brainstorming: Brainstorming is a process for generating creative ideas and solutions through
spontaneous group discussion. Contributions are noted without criticism, and all group members are
encouraged to suggest as many ideas as possible.

Collaboration Skills: Collaboration skills required for successful group work are listening without
interrupting; summarizing, paraphrasing or adding to others' ideas; and asking questions to clarify
someone else's idea.

Collaborative Learning: Collaborative learning is a process of two or more students working
together to search for understanding, meaning, solutions, or to create an artifact or product of
their learning.

Consensus: Consensus is a process to reach agreement that does not require a unanimous
outcome. All students support and accept a decision and understand the reasons for making it.

Gallery Walk: A gallery walk is a structured discussion in which small groups rotate and respond to
prompts or questions posted around the classroom.

Norms: Norms are ground rules set by a group to ensure everyone works together respectfully and
effectively. Classroom norms can ensure a safe and inviting learning environment for all students.

Round Robin: Round Robin is a brainstorming strategy with equal participation. Students sit around
a table taking turns to share ideas on a specific topic or question.

Self-Reflection: Students are guided to think about what they are learning and how their learning
connects to them.

Survey: A survey is a method of gathering information from a sample of people. Student surveys can
provide information on how students learn, how students feel in the classroom, and what interests
students have.

Table Talk: Students sit in small groups. During learning, they turn to their group and discuss the
information.

Think-Write-Pair-Share: Individual students think about a topic or question, write their ideas, and
share with a classmate. The pairs discuss and combine their ideas to share with the class.

Three Questions: The three questions frame information. Students can identify what they are
supposed to learn, what they know now, and what steps will close that gap.
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"&"'1'?‘5 ARIZONA DEPARTMENT OF

;‘*’ EDUCATION Meeting Process Norms

Effective teams need established ground rules to guide team members’ behavior and work.
Norms are the rules that the team agrees to follow as it conducts its work. When norms are
consistently followed, there is an increase in trust in team members and their intentions and
a decrease in disagreements.

Team norms should be established and agreed upon by all team members. Everyone
should be clear on the consistent behaviors necessary to move work forward.

Here are some questions to consider when creating your norms:
e How should all team members be treated?
e What are the expectations of team member participation?
e How will we reach decisions?
e What are the guidelines to follow during meetings?
e How will we not be distracted and stay on task?
e How will we respect everyone’s time?

e How will everyone stay engaged and hear every voice?

Brainstorm ideas for your norms and choose no more than five. This will make the norms
easier to remember and practice. The norms should be supported, or at least accepted, by
everyone.

Our team norms are:

1.

5.

Your norms should be visible and reviewed at every team meeting. As your team develops,
you may need to revise your norms. Remember the norms should always support all team
members in being able to accomplish the work in the most effective way.
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Team Roles and Responsibilities

Read the roles and responsibilities. Decide who will take on each of the roles for today’s
professional development. Set the appropriate role cards in front of each team member.

At each professional learning session and Collaborative Team Meeting, there should be a different
Facilitator, Recorder, Reporter, and Timekeeper with the remaining team members as Engaged
Participants. Everyone should have a turn at each of the different roles.

Note: Print Team Role Cards on cardstock. Appoint a team member to bring the cards to every
team meeting and AZPLS professional learning.

Team Roles Responsibilities
Eacilitat The Facilitator ensures discussions stay on topic and are
aclitator discussed thoroughly by all team members.
R q The Recorder documents responses during team activities and
ecoraer maintains a record of team discussions.
Reporter The Reporter shares the team’s information with the larger group.
_ The Timekeeper ensures discussion topics are addressed within
Timekeeper

the designated time.

The Engaged Participant listens with an open mind and

Engaged Participant contributes by sharing knowledge, information, and experience.

TEAM ROLE



https://www.arizonapls.com/Role_Card-Bundle-508.pdf
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Team Structure

Collaborative team meetings outside of professional learning, must be structured. You will be
doing important work, and structure ensures efficiency and effectiveness. You may use the
AZPLS formats or your own. Collaborative team meetings and process should include:

Structure

Description

Meeting time and place

Schedule regularly.

Norms

Review at the beginning of each meeting.

Assigned roles

Share the duties of the roles.

Formal agenda

Follow protocol.
Create results-oriented items.
Use for note taking.

Collaborative inquiry method

Choose method to accomplish work.

Decision-making process

Identify method to reach decisions.

Conflict resolution

Develop process for resolution.

Celebrations

Recognize accomplishments.

Next steps

Set specific plans for actions.
Identify metrics for successful completion.

Collaboration skills

Self-assess level of use.

Collaborative team review

Assess team process.

How will
we close
the gap?

Note: The same three questions can be
used with your students. Teach them
how to ask and answer the questions
within groups or as individuals.

It is important to understand that your collaborative
inquiry method must be a continuous cycle. You will
always be reviewing the needs of your students and
using data to drive change.

To begin the process, use the three questions to
define your goals:

e Where are we headed?
e \Where are we now?

e How will we close the gap?

This cohesive work will lead your team into strategic
implementation to increase literacy achievement for
all students. Your coach will support your work and
be available to offer technical assistance.
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‘*"EDUCATION Consensus

What Is Consensus Decision Making?

Consensus decision making is a way of reaching agreement between all members of the team.
Instead of simply voting for an item and having the majority of the team getting their way, a team
using consensus is committed to finding solutions that everyone actively supports, or at least can
live with.

The team listens effectively, discusses (not debates) all ideas, and merges thoughts and opinions.
In the end, all team members agree with the proposed decision and are willing to carry it out.
Everyone commits to supporting the decision and implementing it.

Levels of consensus could be:

1. | agree.

2. | can accept the decision.

3. I can live with the decision.

4.1 do not fully agree with the decision, but | will support it.

Guiding Principles of Consensus Decision Making

It is important to ensure all team members understand the principles of consensus decision
making. Here are six guiding principles that all team members must understand.

Guiding Principles of Consensus Decision Making

Inclusiveness All ideas are heard.

Everyone participates and accepts the consensus decision making

Accountability
process.

An impartial team member manages the process, ensures the ground
Facilitation rules are followed, and helps to maintain a productive climate for
communication and problem solving.

Team members decide on the process that will provide the best way to

Flexibilit . . .
4 discuss each topic and reach a decision.

Team members share in the responsibility for setting and maintaining the

Ground Rules . .
ground rules for reaching a decision.

Commitment All team members commit to carrying out their agreement.
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Collaborative Team Example

Site Overview

AAA is a medium-sized, middle school (grades 4-8) in Arizona. Several years ago, after a thorough
examination of their data, the staff concluded that one of their priority focus areas would be
improving the outcomes for their students with specific learning disabilities.

Their initial step was exploring the most effective methods to achieve this goal. Work groups
reviewed literature and conducted book studies to build a collective understanding of the types of
practices that support improved results for students with specific learning disabilities. The staff made
the decision to increase access to general education through developing more inclusive practices
throughout the grades.

The district provided professional learning opportunities to build the understanding of the best
methods to approach this change. It was determined that one of the most effective ways to build
inclusive practices was through teacher collaboration. Teachers needed the opportunity to work
together to design and create instructional environments within general education classes that
support diverse learners.

The next step was creating collaborative meeting times. They soon discovered that building
collaborative meeting times into their schedules required adjustments. Staff worked with site and
district leadership to create collaborative meeting time schedules that allowed for special education
staff to participate on an ongoing basis.

The site leadership team worked with the district and school community to adapt their bell schedule
to allow for an early student dismissal giving staff 90 minutes per week of collaborative meeting time.
Special education staff schedules were modified, as much as possible, to allow for teachers to be
onsite to participate in the collaborative meetings.

Since there were two special education teachers who support students with mild to moderate
disabilities across the campus, it was decided that these teachers would be scheduled to support
grade bands 4-6 and 7-8. This presented an additional challenge as to how the special education
staff could support all classes in each grade band since the meetings for all grades occur at the
same time.

After trying several options, the staff decided to have teams within each grade band meet in a large
room allowing specialists the ability to move quickly between the teams. They also staggered their
discussions on literacy instruction (the site focus area) allowing the specialists to participate in each
discussion for at least 30 minutes.

Once the collaborative meeting time was in place, the site leadership worked with all teams to
develop their working team products and processes. Each team developed:

¢ A team vision aligned to the school’s culture of inclusiveness.

Norms, roles, agendas, meeting schedule, and method for making group decisions.
Procedures for how the team works before, during, and after meetings.

A process of setting clear goals driven by data with built-in accountability and follow up.




One Team’s Example

The fifth-grade team, consisting of two fifth grade teachers, the special education resource
teacher, and the speech therapist have been early adopters of the collaborative process. Their
team collaboration began about a year prior to the site focus on collaboration, as they were
piloting co-teaching as a model for increasing inclusive practices. The team met informally during
lunch and after school, so they had already developed a relationship as a team. They had a great
deal of enthusiasm to make this new process work, but they were frustrated that they often ran out
of planning time. Important decisions and next steps were frequently not finalized. Many of their
discussions and decisions had not been written down, so they often had to review their
discussions to recall their decisions.

They worked with the site principal and district coach to develop a vision for their collaborative
time which included their belief in high expectations and inclusive practices. Then, they worked on
team norms and roles.

Their norms included:

1. Actively participate by sharing ideas and opinions.

2. Actively listen with an open mind to others’ ideas and techniques.
3. Stay on topic and focus on solutions/productive comments.

4. Be respectful.

5. Honor time limits.

The group decided that the team roles of Facilitator, Recorder/Reporter, Timekeeper, and
Engaged Participants would rotate from meeting to meeting. They also agreed on their
responsibilities as team members.

General education teachers provide: content knowledge and instructional expertise for core
instruction, overall lesson objectives aligned to state standards, a deep understanding of long-
range plans for core instruction and assessment expectations, and monitoring progress on core
content.

Special education teachers provide: specialized instruction aligned to state standards to match
student needs, documentation of progress with IEP goals, and development of any specialized
adaptations or materials.

Both provide: Lesson planning, design, and delivery based on meeting the needs of every student.

After working with the agenda for a few months, the team shared their process and its
effectiveness and recommended some adjustments to the working group who developed this
form. The team’s final agenda and other example documents were presented to the whole staff for
a decision on choosing the schoolwide form. The final agenda format was put into a Google Doc
for all to use.

After two years of use, the staff found that the process resulted in efficient meetings where all are
heard, and clear decisions with next steps are documented. The agenda format is on page 7.
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Collaborative Team Meeting Agenda

Date:

Location:

Start Time: End Time:

Facilitator:
Recorder:
Reporter:
Timekeeper:

Engaged Participants:

Norms:

Consensus Rule:

Where are we headed?

Where are we now?

What evidence of learning or data is needed?

Meeting Notes: How will we close the gap?

Allotted
Time

Agenda Item/
Lead Person

Agenda Item Notes Who Will
Discussion: What needs to be done? By when? Do It?

Next Meeting Information and Agenda

Team Reflection

Date:

Location:

Start Time:

End Time:

Allotted Time

Agenda Item/Lead Person

On a scale of 1 - 5, how well did we
follow our Norms?

1 2 3 4 5
What area needs improvement?
What did we do well?

Complete Self-Reflection:
Collaboration Skills
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Strong collaborative teams develop over time and require commitment to the process. That
requires using the schoolwide team meeting procedures of having an agenda, roles, norms, and a
decision-making process. It also requires each team member to identify and practice collaboration
skills. After each collaborative team meeting, use the following list to self-assess your level of
collaboration skills. As each team member improves, your team will grow stronger.

Name: Grade level: Date:
Collaboration Skills Never | Sometimes | Always
1. Pausing

| allow time for thinking before adding to discussion
and/or decision-making.

2. Paraphrasing
| contribute to understanding by restating the ideas
presented by others.

3. Probing
| ask questions to clarify information.

4. Putting forward ideas
| share ideas during discussion.

5. Paying attention to self and others
| am aware of what | say, how [ say it, and how others
respond to it.

6. Presuming positive presuppositions
| maintain the idea that my team members act from
positive and constructive intentions.

7. Pursuing a balance between advocacy and inquiry
I inquire for better understanding before advocating for a
position that leads to a decision.

Steps | will take to improve my collaboration skills:
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Directions: Rate your site on your current level of collaboration with an emphasis on a team’s ability
to support students with specific learning disabilities to improve their outcomes in literacy.

A. Infrastructure for Collaboration

Structures, or essential elements, for establishing proper foundations for Collaborative Teams to
exist and effectively function are in place.

ltem Indicators Evidence for Rating

Not Started
Beginning
Progressing
Implementing

1. | Common planning time is
provided for collaborative
teams.

o
=
N
w

2. | Availability of special
education staff is considered
when developing the 0O112]3
schedules for common
planning time.

3. | Clear expectations exist for
the use of the common
planning time for collaborative
planning team meetings.

4. | A process for addressing the
needs of students with

specific learning disabilities 0112]3
during collaborative planning
team meetings is established.

5. | Roles of staff (general and
special educators) in the
collaborative planning team oO|l1]12]3
meetings are defined and
clear.

6. | Collaborative Team meetings
are given priority over other 011123
meetings/activities.

Column Totals: Section Average Score:

Notes:

0 Not Started

1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.

2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.

3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.




Focused time and specific evidenced-based practices to increase a meeting’s effectiveness are in
place.

B. Structure of Collaborative Team Meetings

Iltem

Indicators

Not Started

Beginning

Progressing

Implementing

Evidence for Rating

The structure of Collaborative
Team meetings includes a
shared vision and mission.

o

=

N

w

The structure of Collaborative
Team meetings includes
norms for how the meetings
are conducted.

The structure of Collaborative
Team meetings includes
clearly defined meeting
logistics (who, when, where,
etc.).

The structure of Collaborative
Team meetings includes an
agenda with goals, outcomes
based on the use of data,
decisions, and next steps.

The structure of Collaborative
Team meetings includes a
process for distributing
minutes to all members and
leadership.

The structure of Collaborative
Team meetings includes
facilitative tools, such as
discussion protocols.

Column Totals:

Section Average Score:

Notes:

0 Not Started
1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.

2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.

3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.
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3. Collaborative Team Meeting Processes
Collaborative Teams utilize intentional procedures that make planning time effective and center on
students’ needs.

o| 2
2| ol £ b=
) 1l ] 2| © . .
Item Indicators [ - @ | €| Evidence for Rating
nl gl 5| 9
| o g =1
(@) (] - E
Zl ol | £
1. Collaborative Teams listen to ol 11 2 3
the views of all participants.
2. Collaborative Teams reach
decisions through an ol 1121 3
identified decision-making
process.
3. Collaborative Teams use a
problem-solving technique ol 1121 3
to assess the root cause of
a problem.
4. Collaborative Teams assess
and reflect on their own
progress within the ol 1121 3
collaborative process to
continuously strengthen and
improve their collaboration.
5. Collaborative Teams have a
mechanism to resolve conflict ol 11 2 3
within their collaborative
process.
6. Collaborative Teams
implement decisions and of 12| 3
actions steps with fidelity.
7. Collaborative Teams use
data to assess the impactof | O] 1| 2 | 3
their activities.
Column Totals: Section Average Score:
Notes:

0 Not Started

1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.

2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.

3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.
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