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Teaching Elementary School Students to Be Effective Writers: 
Comprehensive Planning Template for Schools

This planning template is designed to facilitate the work of school-level personnel in reviewing the status of each area of school responsibility and determining next steps. Technical assistance providers can be helpful in supporting this review. This template can help school-level personnel translate the recommendations of the Institute of Education Sciences (IES) Practice Guide Teaching Elementary School Students to Be Effective Writers into actions and policy options, encourage systematic identification of existing strategies or gaps, and establish a coordinated and coherent schoolwide support system. This template provides guidelines that users might want to adapt for their particular context.

	Area of School Responsibility
	In Place/Needs to Be Developed
	Evidence
	Potential Next Steps

	Example
	
	
	

	The principal ensures that all teachers have the opportunity to meet within and across grade levels to plan writing instruction and to share writing instructional strategies that have contributed to developing students to be effective writers.


	Needs to Be Developed
	Grade-level teachers and horizontal teacher teams have a meeting schedule, but the meeting time needs more structure to increase effectiveness and give teachers more time to examine student writing and create common rubrics for assessment.
	Principal and other instructional leaders need to participate in team meetings.

Team leaders need to develop a standard format for the agenda.

	A. School Leadership
	
	
	

	1. The school staff includes personnel with expertise in writing instruction or the school has access to such expertise.
	
	
	

	2. The principal and/or other school instructional leaders communicate the importance of research-based writing instruction.
	
	
	

	3. The principal and instructional leaders prioritize writing and writing instruction and communicate this to staff.
	
	
	

	4. The principal ensures all teachers have the opportunity to meet at and across grade levels to plan writing instruction and share instructional strategies that have contributed to developing students’ effectiveness as writers.
	
	
	

	5. The principal and/or other instructional leaders in the school support teachers by conducting student writing assessments and classroom observations to strengthen writing instruction.
	
	
	

	B. Providing Research-Based and Effective Instruction in Support of State and District Standards
	
	. 


	

	1. The school has adopted district and/or state writing standards and grade-level expectations, communicating these to all staff.
	
	
	

	2. The school writing curriculum has a focused, coherent approach to teaching the writing process.
	
	
	

	3. The principal and/or other instructional leaders help teachers select materials and resources that support effective writing instruction.
	
	
	

	C. Supporting Instruction in the Classroom 
	
	
	

	1. Teachers are trained in instruction of foundational skills (handwriting, spelling, sentence construction, grammar, typing, and word processing), the writing process, and the components of effective writing.
	
	
	

	2. Teachers receive professional development and in-class support in working with students who need additional coaching to become effective writers.
	
	
	

	3. Teachers administer progress monitoring assessments to gauge student writing development and to identify needs for interventions. 
	
	
	

	4. The principal supports flexible scheduling to allow daily writing time.
	
	
	

	5. Teachers use a variety of instructional strategies (e.g., peer sharing, self-monitoring) to support students’ understanding of the writing process.
	
	
	

	D. Recruiting, Retaining, and Supporting High-Quality Staff  
	
	
	

	1. The principal ensures teachers have sufficient content and pedagogy  knowledge to teach writing. 
	
	
	

	2. The principal ensures all teachers and appropriate staff are included in professional development on teaching writing.
	
	
	

	3. The principal promotes teachers’ opportunities to receive support in teaching writing, including coaching, demonstration lessons, lesson study or collaborative lesson planning, and participation in focused professional learning communities. 
	
	4. 
	5. 

	E. Supervision and Monitoring of Instruction 
	
	
	

	1. The principal and/or other instructional leaders meet with teachers to discuss the importance of helping students to become effective writers.
	
	
	

	2. The principal and/or other instructional leaders provide teachers with feedback on their writing instruction.
	
	
	

	3. The principal’s evaluations of and feedback to teachers address their use of research-based writing practices.
	
	
	

	4. Individual staff growth plans address needs related to pedagogical content knowledge of research-based writing instruction. 
	
	
	

	F. Using Data for Planning and Accountability
	
	
	

	1. Teachers use appropriately spaced benchmark and progress monitoring assessments to gauge students’ writing development.
	
	
	

	2. Teachers use formative assessment results to differentiate writing instruction.
	
	
	

	3. Teachers meet at and across grade levels to review data, discuss curriculum, and share instructional strategies and assessments related to writing instruction in all content areas.
	
	
	

	4. The principal and/or other instructional leaders use writing assessment data to identify learning gaps and needs for supplemental teaching materials and professional development.
	
	
	

	G. Engaging Families and Community
	
	
	

	1. The school communicates with parents regarding writing instruction, including information on how families can support writing development. 
	
	
	

	2. The school offers parents, families, and community members information regarding writing intervention programs available to students.
	
	
	

	H. Ensuring Safe and Supportive Learning Environments for All Students 
	
	
	

	1. Teachers create classroom climates in which students feel safe sharing their ideas in writing.  
	
	
	

	2. Teachers develop and participate in a community of writers that extends to sharing writing outside the classroom. 
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