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Aligning Instruction: Student Information Forms

Purpose
School teachers and program instructors are encouraged to adapt and use the forms included in this tool to plan for data and information exchange between school-day staff and out-of-school program providers. Making information-sharing forms available online might be one way to streamline the work of alignment between the school day and the out-of-school program.

Materials
None

Media
None
Topic
Increased Learning Time: Beyond the Regular School Day
Practice
Align Instruction  

Student Information Forms

Successful  out-of-school programs depend on monitoring and communicating baseline scores and student progress. This tool provides several forms to support information exchange between school-day teachers and program instructors. District and school administrators should encourage teachers and program providers to share information about student needs and progress on a regular basis. Moreover, administrators can set up procedures to facilitate information exchange between teachers and out-of-school program instructors.  

The four forms comprising this tool are designed to clarify and ease information sharing between teachers and out-of-school program instructors. 

· The first form serves as a goal-setting and procedure-clarifying tool. 

· The second form is best-suited for large programs, since it allows input of information for multiple participants across multiple subjects. 

· The third form is best-suited for documenting information on individual students. 

· The last form is explicitly focused on collaborating and communicating about homework assignments. 
Setting Goals for Information Exchange

Name: ____________________________________ Date: _____________________

District or School: __________________________________________________

Brief description of target students (grade level, demographics, academic needs)

Brief description of the the  out-of-school program (purpose, components, methods of instruction, etc.)

Information Exchange Plan (How will teachers and program providers communicate with each other? What infrastructure is in place? Can students carry the form from day classes to their program? Is there a website that teachers and program instructors can use? What are the challenges of each approach?)
Multiple Student Information Sharing Form
School Teacher Name(s): _______________________________________________________

Program Instructor Name(s): ___________________________________________________

Date(s):_______________________________________________________

Directions: Teachers and out-of-school program instructors can use this form to share information about the goals, needs, and progress of their students. Sharing student-level information can help both the teacher and the program instructor address students’ needs and individualize their instructional practices. Modify this form to suit your needs. 
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Individual Student Information Exchange Form

Student Name _________________________ Date ______________________________

Teacher Name ________________________  School _____________________________

Program Instructor Name ________________  Program____________________________

Directions: Teachers can use this form to communicate to program instructors the educational goals, needs, strengths, and areas of improvement for their students. Please feel free to modify this form to suit your needs. 
Reading/Writing

Math

Science

Study Skills

Homework Information Exchange Form

Student Name________________________________ Date____________________________
Teacher Name ____________________ Program Instructor Name ______________________

Directions: This form is to be used by the teacher and the out-of-school program instructor to share information about an individual student’s homework assignments and study habits. For each homework assignment, the school-day teacher fills out the information in the left column and gives the form to the  program instructor. After assisting the student, the program instructor fills out the information in the right column and returns the form to the school-day teacher.
	To be completed by: 

_______________ (Teacher)




	To be completed by: 

________________ (Program Instructor)

	The homework for today:
	The student’s ability, focus, and understanding of the homework:



	Please pay special attention to:
	How much help did this task require?

	Projected time needed for this task:


	How long did the student take to complete this task?

	Comments:


	Comments:
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