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How to Organize Your Teaching:
Planning Template for Working With Schools

Planning templates are designed to help technical assistance providers work with educators. This template can help school principals and leadership teams translate the recommendations of the IES Practice Guide Organizing Instruction and Study to Improve Student Learning into actions to promote the identification of school needs and practices that meet the needs of all students and staff.

	Areas of School Responsibility
	Current Status
	Next Steps

	
	Already in Place
	Not Feasible/ Inappropriate
	Potential Areas to Develop
	

	A. School Leadership
	
	
	
	

	1. School principal communicates the importance of using research-based practices.
	
	
	
	

	2. School has access to information and resources.
	
	
	
	

	B. Setting Standards and Expectations for Achievement
	 
	
	
	

	1. School leaders communicate the value of deep understanding and retention of learning.
	
	
	
	

	2. School uses standards and benchmarks that specify review and deepening of key concepts over time.
	
	
	
	

	3. Challenging abstract concepts are identified for in-depth coverage using multiple, concrete examples.
	
	
	
	

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

	1. Teachers use quizzes and review that require recall days, weeks, or even months after initial instruction.
	
	
	
	

	2. Students are taught how to assess their own knowledge and study strategically.
	
	
	
	

	3. Homework sets are designed to alternate worked solutions and practice problems.
	
	
	
	

	4. Teachers use thinkalouds to provide an example before students do an assignment.
	
	
	
	

	5. Teachers use graphic representations with verbal descriptions to illustrate key processes.
	
	
	
	

	6. Teachers connect abstract concepts to concrete representations and discuss features of different representations.
	
	
	
	

	7. Teachers and students ask and answer higher-order questions, and build explanations of concepts and processes.
	
	
	
	

	D. Supporting Instruction in the Classroom 
	
	
	
	

	1. Daily/weekly schedule includes common planning time for teachers to plan instruction and review.
	
	
	
	

	2. School establishes roles for coaches, grade-level team leaders, or the like, to support implementation of practices.
	
	
	
	

	3. School examines curriculum materials and provides access to materials with high-quality concrete and/or visual representations of abstract concepts, including multiple forms of representation (e,g, manipulatives, simulations, hands-on activities, visual aids). 
	
	
	
	

	4. School provides access to technology for creating, administering, and tracking progress on quizzes, and encourages the use of online tutorials.
	
	
	
	

	5. Teachers have access to support for implementing new instructional procedures such as higher-order questions (e.g., help in establishing routines).
	
	
	
	

	E. Recruiting, Retaining, Supporting High-Quality Staff
	
	
	
	

	1. School provides/participates in professional development on these research-based practices:

a. Ways students can assess their own knowledge and study strategically,

b. Connecting abstract concepts to concrete representations,

c. Asking and answering higher-order questions.
	
	
	
	

	2. Principal and coaches provide opportunities for teachers to receive feedback about their implementation of research-based instructional techniques.
	
	
	
	

	F. Supervision and Monitoring of Instruction
	
	
	
	

	1. Principal includes use of recommended practices in teacher feedback and evaluation.
	
	
	
	

	2. Principal and coaches conduct observations of teachers and students, and focus on key components such as establishing connections between abstract and concrete representations, and creating an inquiry-rich environment.
	
	
	
	

	G. Use Data for Planning and Accountability
	
	
	
	

	1. Benchmark/interim assessments include review items to measure retention of essential knowledge.
	
	
	
	

	2. Record-keeping tools allow the tracking of performance over time to assure material is mastered and remembered.
	
	
	
	

	3. Students are taught to assess their own performance, set goals, monitor progress, and direct their own learning.
	
	
	
	

	H. Engaging Families and Community
	
	
	
	

	1. School communicates to parents about the nature and purpose of review built into the curriculum.
	
	
	
	

	2. School shares strategies for review and explains the importance of examples as part of homework.
	
	
	
	

	3. School invites parents and community members to be an audience for students’ presentations and explanations of learning activities.
	
	
	
	

	I. Ensuring Safe and Supportive Learning Environments for All Students 
	
	
	
	

	1. Teachers create a climate in classrooms where all children are encouraged to take academic risks, ask questions, and share ideas.
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