Teacher Tools:  Collaborative Planning Checklist
The collaborative teaching model has gained momentum in school systems around the country.  When regular classroom teachers and special education teachers partner together to inclusively teach students who are identified with special needs the gains can be tremendous.  I worked with teachers in a high school in Virginia this year and developed the following checklist to help collaborative teachers plan together.  These “look fors” helped teachers become more intentional about planning instruction for all students in the collab classes and for maximizing the talents of both teachers.

Collaborative Teaching “Look Fors”     Meeting Date: _________ Time: _______

Directions:  Content teachers and partner special education teachers should meet weekly to review the collaborative teaching “look fors.” 

	
	Yes
	No

	Individual Student Progress
	
	

	1. Collaborative teachers discussed progress of students with IEPs, as well as, students who are struggling academically and/or who need acceleration.  
	
	

	2. SPED teachers shared information on specific disabilities and methods that have been successful with the student and/or progress updates.
	
	

	3. Teachers discussed which students can potentially be placed together for partner or small group work.
	
	

	4. Teachers created “alike” (homogenous) and “mixed” (heterogeneous) grouping for potential cooperative learning activities.   
	
	


	Content and Location Decisions
	
	

	5. Content teachers discussed with SPED partner teachers the pacing of curriculum a week prior to delivery of instruction.
	
	

	6. Decisions were made as to grouping students for portions of daily lessons.
	
	

	7. Decisions were made as to the role of the partner teacher for each day’s lesson:  reteaching, co-teacher, enrichment teacher?
	
	

	8. Decisions were made regarding which teacher will move with students and the instructional sites for group work, i.e., in-the-room, library, cafeteria? 
	
	


	Student Engagement
	
	

	9. Teachers discussed instructional strategies that will support the delivery of content and keep students engaged.
	
	

	10. Teachers discussed which one of them will prepare materials for the lesson—and if the materials are for whole group, selected group, or one-on-one instruction.
	
	

	11. Each teacher discussed observations of student engagement during instruction.  Which students were tuned in?  Who seemed bored? Responsive? Confused?
	
	


	Lesson Design
	
	

	12. Teachers reviewed “Brain-Compatible Lesson Design” list and target one or two components for the week’s classes.
	
	

	13. Teachers incorporated questions and tasks involving higher-order thinking
	
	

	14. Teachers decided on closure or exit activity to enhance recall.
	
	

	15. Teachers chunked lessons based on age of the learner plus/minus two minutes.
	
	


	Assessment
	
	

	16. Teachers discussed how students will be assessed to determine if they learned targeted content.
	
	

	17. Teachers will analyzed the prior week’s assessment and ascertain where re-teaching needs to occur.
	
	


	Next Meeting
	
	

	18.  Teachers scheduled the next collaborative team meeting.
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