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This document is an optional tool for teachers to use in creating specially designed instruction for students. The text and accompanying resources can guide educators in considering multiple influences that impact individual student learning and thus the development of reasoned and coordinated lessons. Utilizing the proposed  actions and or templates is not meant to suggest that a teacher will be rated highly effective by the school administrator- that depends on how thoughtfully the teacher’s input is connected to the description in Advance’s Highly Effective for DOMAIN 1: Planning and Preparation.
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What is “Planning and Preparation”?
Planning and preparation are part of our multi-faceted profession and prerequisites of effective teaching. They are the behind-the-scenes work teachers do to facilitate, engage and advance students’ learning in functional, vocational, behavioral and academic skills. [footnoteRef:1] Based on their broad and deep knowledge of content and students’ learning profiles, special education teachers, general education teachers and related service providers collaborate to build lessons that incorporate strength-based strategies and supports into the curriculum.  [1:   Charlotte Danielson, Enhancing professional practice: A framework for teaching, (Alexandria, VA, ASCD, 2007).] 

Why should I plan and prepare for teaching students?
Planning and preparing are at the core of successful pedagogy; they structure our professional reflection, affect our classroom environment and drive student learning of accessible content- curricula that challenges students to think, problem solve, inquire and verify.[footnoteRef:2]   [2:  Danielson, Enhancing professional practice: A framework for teaching.] 

How do I use this resource? 
This resource is comprised of two sections.
Section 1:  Planning and preparing for effective teaching is a multi-step process; the first section contains five resources with each leading into the next. The templates and suggested methods can be modified to better suit the needs of the student and or educator.
 “Evidence-Based Curriculum Accessibility” refers to an initial process of gathering information to plan services, supports and instruction for each student. While recommended that the template be completed when first teaching a student, it can be monitored and updated throughout the year.
The next resource, “Student Support Worksheet-Action Plan” focuses on what will be taught to the student and the supports needed by the student to learn. The template is completed and shared with appropriate staff. The columns headed “Learning Objectives”, “Skills to be taught/ IEP goals addressed” and “Level of support needed for student learning” are developed from the evidence in the previous document, “Evidence-Based Curriculum Accessibility”.
The “Student Goals in the General Education Classroom” document is a 3-step method of planning where the SETSS provider will be teaching students’ their IEP goals. (The student goals and content areas to address those goals are embedded within the information on “Evidence-Based Curriculum Accessibility” and are developed in “Student Support Worksheet-Action Plan”.) Step three is based on a template that can be prepared ahead of time and copied for daily use.
The fourth resource, “Lesson Plan Template” is a generic template that structures a lesson for delivery in the classroom. Information from “Evidence-Based Accessibility”, the “Student Support Worksheet-Action Plan” worksheet and “Student Goals in the General Education Classroom” inform the planning for student engagement and learning. Although no specific lesson plan can be required by the DOE, this template may be one you choose to construct your lesson.
The last resource in this section is “Priority Goal Matrix” (“PGM”), a template for monitoring an individual student’s progress in meeting IEP goals. The information collected also allows the teacher and student to compare the student’s success in meeting a goal in various environments.  Like the previous documents in Section 1, the “PGM” contains elements from “Evidence-Based Accessibility”, the “Student Support Worksheet-Daily Planning” worksheet and “Student Goals in the Classroom”.  The “Priority Goal Matrix” can be copied for multiple observations of different students.
Section 2: Section 2 contains 6 documents- four are generic lesson plans and one is a structure for anecdotals from paraprofessionals. Like the documents in Section 1, they can be modified to better meet the needs of students and educators.
If you would like examples of completed lesson plans, please contact the District 75 Office of Inclusive Education.
  





















Section 1









“Evidence-Based Curriculum Accessibility”
This data-collection form is a first step in the planning of individual student strategies, supports and instruction in academics, behavior and or functional skills. Collecting data from multiple sources is key; the order of collection of evidence is unimportant.
1. -The student’s IEP Present Levels of Performance (PLOP)
-The student’s IEP annual goals/ objectives
-Independently completed student work samples representing standards in writing and math
-Informal observations of the student
The above are analyzed by the general and special education teachers to determine the student’s strengths and weaknesses; for example, the student repeats teacher’s verbal directions but then asks, “What do I do?”. This data is collected on the form in the first two columns under number 1.

2. Then, the educators look for broad patterns of strengths and weaknesses (for example, the student demonstrates strength in short term memory and weakness in long-term memory, or strength in verbal expression and weakness in receptive language). Based on these patterns, the SETSS provider and general education teacher(s) collaborate to determine which area(s) of need most immediately and generally impact(s) the student’s functioning, and then establish strength-based strategies they will use to address or bypass that barrier. These are written in column 2.

3. Both teachers agree on what will be explicitly taught through adapting, as appropriate, the content, methodology, or delivery of instruction to address the needs of the student and to ensure access to the general curriculum (specially designed instruction).  All of this information is written on the form in column 3.

4. The locations (examples include separate location, a specific general education class, the cafeteria, etc.) of where the strategies will support student learning and where the student will be taught specific strategies, skills and processes are filled-in column 4 for each area of data collection.
While recommended that data be collected when first teaching a student, the evidence can be monitored and updated throughout the year. An electronic version of the template can be used to adjust to varying amounts of data.



Adapted from the work of District 75 Inclusion Coach S. Berti 2013-2014.
(CONFIDENTIAL) Evidence-Based Curriculum Accessibility
For ___________________________     									 Date __________
	 1
	2
	3
	4

	
	Student’s strengths
	Student’s weaknesses
	Strategies
	Instruction
	Location

	IEP Present levels of performance
	
	
	
	
	






	All IEP Goals/ Objectives
	
	
	
	
	






	Independent ELA work
	
	
	
	
	






	Independent Math work
	
	
	
	
	





	Observation
	
	
	
	
	








Adapted from the work of District 75 Inclusion Coach S. Berti and SETSS provider S. Perez 2013-2014
“Student Support Worksheet-Action Plan”
The “Student Support Worksheet-Action Plan” focuses on what will be taught to the student and the supports needed by the student to learn. This template builds on the “Evidence-based Accessibility” template by having the SETSS provider, general education teacher and related service providers collaborate to identify who will deliver the supports, including specific instructional cues, and how they will be faded. 
















Student Support Worksheet – Action Plan
Purpose:
1. To identify student abilities and needs
2. To insure that IEP goals are implemented in a manner that promotes independence and social competence
3. To assist with planning and adult resource allocation

Directions:  Complete a student support worksheet that can be used as a template for planning your day.  When possible, peers should be included in all facets of the day.  Add in additional rows as needed.
Complete this worksheet for any student with an IEP or in Tier II/III in RTI.
	Activity/
Amount of time (in minutes)
	Learning objective (CCLS, CDOS, Level 1 Voc.)
	Skills to be taught/IEP goals addressed
	Who will teach it?
	Level of support needed for student learning:
	Objective Data collection 
(days and sample)
	How will supports
 be faded to promote movement towards independence? 

	
	Accom-modations 

	Instruc-tional
Cues
	Other Supports
	

	Arrival/
Departure

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile
	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other

	
	

	Transitions

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile


	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other

	
	

	Lunch/
Recess

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile


	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	



	Activity:

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile


	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	

	Activity:

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile

	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	

	Activity:

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile


	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	

	Activity:

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile


	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	

	Activity:

	
	
	
	
	□ Visual
□ Verbal
□ Gestural
□ Partial physical
□ Physical
□ Tactile

	□ Direct Instruction
□ Model
□ Guided Practice
□ Behavior Support
□ Peer Support 
□ Other
	
	



Actions Suggested to promote movement towards independence and social competence:

	Accommodations Suggested:

	Person Responsible:


	Instructional Strategies Suggested:

	Person Responsible:


	Training Suggested  (May include training of student/  paraprofessional  in instructional strategies)

	Person Responsible:


	Supplemental Materials Suggested:

	Person Responsible:


	Other:

	Person Responsible:




Persons Responsible: 		GE= General Educator			SE= Special Educator			 RS= Related Service
P= Peer					SS= Support Staff 

Adapted from MCIE, 2006; Young, 2004; Howard County, MD Public Schools, 2008 Adapted Barthold 2008
“Student Goals in the General Education Classroom”
“Student Goals in the General Education Classroom” is a description of a planning process developed and used by a SETSS provider.
1. The SETSS provider first fills his/her plan book with what students will be doing in the general education classrooms for the week. For some classes, the information is more detailed than for others. This information is obtained from:
a. general education class schedules, 
b. SETSS attending grade level meetings, 
c. SETSS emailing and talking to teachers, 
d. and sometimes from the paraprofessionals. 
         
[image: ]



2. Next, the SETSS schedules the week, indicating what he/ she will be working on with scheduled students (see below photograph); this is for each period. 
a. The topics for direct support/separate location are based primarily on IEP goals, and may be linked to skills needed to access the general education curriculum.
b. Again, the level of detail and accuracy for direct support/ general education is dependent on the information the SETSS gathered.

[image: ]

3. After the SETSS has created the weekly plan, more detailed daily plans are developed. 
a. For direct support/separate location, the SETSS can use a standard lesson plan template with topic, IEP goals, standards, steps, etc. 
b. For direct support/general education, one sheet per day for all students may be used, “Student Goals in the Classroom” (see below). 
a. The SETSS provider first lists the IEP goals for each student in a particular class. 
b. Then, the SETSS provider writes what the topic is (“Daily Plans for :___”) for the time he/ she is providing direct support/ general education. 
c. The SETSS provider indicates if relevant goals can be/ are addressed through the lesson.
d. The SETSS provider notes how he/ she plans to work with the student on that topic to address the student’s IEP goal(s). 
[image: ]
Adapted from the work of District 75 SETSS provider E. Weiner, November 2013. 
Student Goals in the General Education Classroom
	


Student and Goals



	


Daily Plans for : _________________
(Content area)
	


Goal Addressed
Yes /No
	


Observations and Comments

	Student A






	
	
	

	Student B






	
	
	

	Student C






	
	
	






Adapted from the work of District 75 SETSS providers E. Weiner and G. Jones-Cintron, 2013.
“Lesson Plan Template”
Although no specific lesson plan can be required by the DOE, this might be one you and your collaborating teacher(s) choose to construct a coherent lesson (if you opt for this tool, save it electronically so that writing-space can be adjusted). The “Lesson Plan Template” is a generic template that structures delivery in the general education environment, incorporating information from “Evidence-Based Accessibility” and the “Student Support Worksheet-Action Plan” worksheets. When planning direct support in a separate location, those same templates, plus “Student Goals in the General Education Classroom”, are embedded in the template and inform planning for students’ engagement and learning.
















Lesson Plan Template
Teacher: 								Date:
	Topic/Subject: 
Aim/Objective: (What will the students be able to do at the end of the lesson?)
Common Core State Standard addressed in the lesson: 

	UDL Practices: (Which principles are addressed, content/ process/ product?)

	Motivation: (How will the students hook into the lesson? How is this connected to other subjects?) 


	Mini Lesson: (What will the educator(s) teach/ model?)

	Guided Practice:  (How will the educator(s) practice with the students? How will this be differentiated for individual students?)	
 

	Independent Practice: (What will the students do to independently practice? How will this be differentiated?) 

	Classroom staffing roles/ grouping: (What are roles of the staff?  What groups are the students in and why?) 

	Name of student: 
	What learning goal is being assessed by this lesson? 

	
	

	
	

	
	

	
	

	Essential Questions: (What are the key questions that students will answer by the end of the lesson?) 

	Share: (How will the students share their work? How is this differentiated?) 

	Evaluation: (How will students demonstrate learning? How is this differentiated?) 

	Homework: 

	Materials for the lesson: 


Adapted from the work of District 75 SETSS providers L. Kmiotek and S. Perez, November 2013.
“Priority Goal Matrix”
The last resource in this section is the “Priority Goal Matrix”, a template for monitoring an individual student’s progress in meeting IEP goals. The information collected also allows for comparison of the student’s success in meeting a goal in one location/situation versus another to insure generalization of skills.
1. First, the SETSS provider, general education teacher, family and student collaborate to determine which goals most immediately and significantly impact the student’s success. 
· Those goals are bulleted on the “Priority Goal Matrix” as Priority Goals. 
· The subject areas/ environments that the student is in throughout the day (ex.: cafeteria, playground, reading, math, etc.) are listed in the boxes at the top of the template.
2. The SETSS provider indicates in which subject areas/locations the specific goal will be addressed.  Then, the SETSS provider teaches the student and paraprofessional(s) what successful completion of the goal looks and/or sounds like. 
3. The SETSS provider, student and paraprofessional(s) next discuss the kind of instructional cue(s) the student will receive for each goal in each location; the student has choice of instructional cue whenever possible, and that choice is the only instructional cue delivered.
· The instructional cue is modeled for the paraprofessional and student by the SETSS provider.
4. The code for the chosen instructional cues are written in the boxes next to the goal (ex.: FP, PP, etc.) and under the subject it will be used, and the template is given to the student, family, and educators working with the student.
5. The SETSS provider observes the student in various settings twice weekly to rate the student’s success at meeting the goal with the given prompts. The student also monitors his/her own success in meeting the goals through his/her chosen prompts.
6. At the end of each month/semester, the SETSS provider averages the Ratings.
· For each goal, growth, regression or constancy can be compared (the first semester this is done, it gives a general idea of             student progress in attaining the goal) through averaging the ratings for each goal.
· For each subject/ location, a determination of generalization can be made by averaging the Ratings for goal(s) addressed in that subject.
· For each student chosen prompt, the success of the prompt is analyzed and continued if the student is progressing; if the student isn’t progressing, another prompt may be suggested and tried. 


Adapted from the Wisconsin School Inclusion Project: Teaming Process Packet 7/1995; District 75 Inclusion Coach S. Berti; District 75 SETSS providers A. Roque, P. Sorio, G. Foster, and S Scheffler.
DRAFT: Priority Goal Matrix CONFIDENTIAL
This page is an example of a Priority Goal Matrix that’s ready to go to a paraprofessional and student. The SETSS provider determined the content areas in which goals will be addressed; prompts (Instructional Cues) were chosen by the student. This student is in grade 11 and participates in alternate assessment.
Student’s name: Pat   						Date of IEP: 10-12-13
Data collected by: S. Berti					Date Collected: 
Check if additional information is written on the back or attached: ____________

	Priority Goals 
	ELA
	ELA
	Global
	Alg.
	Alg.
	Lunch
	Art
	Sci

	In social situations, will identify cause & effect

	
	
	
	
	
	G
	
	

	In social situations, will respond to questions without using sexual language

	VP
	VP
	VP
	VP
	VP
	G 
	VP
	VP

	Will construct a paragraph with main idea and supporting details

	M
	M
	M
	
	
	
	
	

	Will connect math terms to expressions

	
	
	
	V
	V
	
	
	

	Will compare and contrast points of view 

	PS
	PS
	V
	
	
	
	
	PS



INSTRUCTIONAL CUES			RATINGS of Student Performance
FP = Full Physical			1. IC given, goal assigned, goal not attempted
PP = Partial Physical			2. IC given, goal assigned, goal attempted, goal unmet
G = Gestural				3. IC given, goal assigned, goal met			
M = Modeling 				4. No IC given, goal assigned, goal attempted, unmet
VP = Visual Prompt 			5. No IC given, goal assigned, goal met
V = Verbal				NA Not addressed
I = Independent
P = Proximity				
PS = Peer Support
O = Other (Please explain)

Signature of data collector:	_________________________________________________________	
	
Adapted from the Wisconsin School Inclusion Project: Teaming Process Packet 7/1995; District 75 Inclusion Coach S. Berti; District 75 SETSS providers A. Roque, P. Sorio, G. Foster, and S Scheffler.
DRAFT: Priority Goal Matrix CONFIDENTIAL
This page is an example of a completed Priority Goal Matrix; it may have been completed by the student or SESS provider. The SETSS provider determined the content areas in which goals were addressed; prompts (Instructional Cues) were chosen by the student. 
Student’s name: Pat   						Date of IEP: 10-12-13
Data collected by: S. Berti					Date Collected: 01-15-14
Check if additional information is written on the back or attached: ____________

	Priority Goals 
	ELA
	ELA
	Global
	Alg.
	Alg.
	Lunch
	Art
	Sci

	In social situations, will identify cause & effect

	
	
	
	
	
	G  2
	
	

	In social situations, will respond to questions without using sexual language

	VP 2
	VP 2
	VP 3
	VP 2
	VP 2 
	G 1
	VP 1
	VP 2

	Will construct a paragraph with main idea and supporting details

	M 3
	M 3
	M 3
	
	
	
	
	

	Will connect math terms to expressions

	
	
	
	V 2
	V 3
	
	
	

	Will compare and contrast points of view 

	PS 3
	PS
	V
	
	
	
	
	PS 3



INSTRUCTIONAL CUES				RATINGS
FP = Full Physical			1. IC given, goal assigned, goal not attempted
PP = Partial Physical			2. IC given, goal assigned, goal attempted, goal unmet
G = Gestural				3. IC given, goal assigned, goal met			
M = Modeling 				4. No IC given, goal assigned, goal attempted, unmet
VP = Visual Prompt 			5. No IC given, goal assigned, goal met
V = Verbal				NA Not addressed
I = Independent
P = Proximity				
PS = Peer Support
O = Other (Please explain)

Signature of data collector:	_________________________________________________________	
	
Adapted from the Wisconsin School Inclusion Project: Teaming Process Packet 7/1995; District 75 Inclusion Coach S. Berti; District 75 SETSS providers A. Roque, P. Sorio, G. Foster, and S Scheffler.
Priority Goal Matrix
CONFIDENTIAL
Student’s name: ___________________________   					Date of IEP: ____________
Data collected by: __________________________ 					Date Collected: __________
Check if additional information is written on the back or attached: ____________

	Priority Goals 
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	



INSTRUCTIONAL CUES			RATINGS OF INSTRUCTIONAL CUES (ICs)
FP = Full Physical			1. IC given, goal assigned, goal not attempted
PP = Partial Physical			2. IC given, goal assigned, goal attempted, goal unmet
G = Gestural				3. IC given, goal assigned, goal met			
M = Modeling 				4. No IC given, goal assigned, goal attempted, unmet
VP = Visual Prompt 			5. No IC given, goal assigned, goal met
V = Verbal				NA Not addressed
I = Independent
P = Proximity				
PS = Peer Support
O = Other (Please explain)

Signature of data collector:	_________________________________________________________		
Adapted from the Wisconsin School Inclusion Project: Teaming Process Packet 7/1995; District 75 Inclusion Coach S. Berti; District 75 SETSS providers A. Roque, P. Sorio, G. Foster, and S Scheffler.
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Collaborative Lesson Plan 
Week of: _______________________________________ Instructional Strategies

                               Notes on Students with IEPS:
Notes on Targeted Groups of Students: 


                                 
	
Day/Date
	Standards for Lesson
	Lesson Activities
	Targeted Goals
	Teaching  Points/ Procedures
	Resources 
and 
Materials 
	Accommodations/Interventions
and 
Targeted Group Support

	Assessment During Instruction
	Observational Notes

	
___________

Class period: _____

Time: ___________

	
	
	
	
	
	Academic
	Personal Behaviors
	
	

	
___________

Class period: _____

Time: ___________

	
	
	
	
	
	
	
	
	

	
___________

Class period: _____

Time: ___________

	
	
	
	
	
	
	
	
	

	
___________

Class period: _____

Time: ___________

	
	
	
	
	
	
	
	
	

	
___________

Class period: _____

Time: ___________

	
	
	
	
	
	
	
	
	



Adapted from lesson plan form on http://www.weteamteach.org/category/samplelessons/ 

Lesson Plan with Rubric
Teacher Name:
Subject: 
Grade Level: 
Aim: 
Targeted CCLS:
IEP Goals Addressed:
Materials: 
Procedure: 
Summary: 
Homework: 
	Rubrics
	3
	2
	1

	
	
	
	




	
	
	
	




	
	
	
	







Adapted from work of D75 SETSS Provider S. Scheffler November 2013
Lesson Plan with Group Work
Teacher Name:
Subject: 
Grade Level: 
Aim: 
Essential Questions: 
CCLS:
IEP Goals Addressed:
Materials: 
Do Now: 
Development: 
Procedure (whole group): 
Activity (small groups): 
Summary (whole group): 
Connection to other subjects:
Homework:



Adapted from the work of D75 SETSS provider S. Scheffler and S. Perez November 2013
Lesson Plan
Title: ________________________________

	Rationale: 

	Common Core Standards Addressed

	Content Area:

	Relevant Grade Level Standard #:
	Relevant Grade Level Standard Text:

	

	
	

	Student Objectives

	Name
	Essential Thinking Skills / Depth of Knowledge
	IEP Goal
	Assessment
Type/ Observations

	All Students
	
	
	

	Student A
	
	
	

	
	
	
	

	Student B
	
	
	

	
	
	
	

	Preparation: Materials – Prior Steps – 

	Procedure

	Task Step/
Lesson Phase

	Students
	Teacher 
	Paraprofessional

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	· Lessons to follow: 


















Adapted from the work of District 75 SETSS provider E. Weiner, November 2013.
“Daily Notes Sheet”
The team of general education teacher, SETSS provider and paraprofessional collaborate to provide an appropriate education to the student. To support this work, the paraprofessional(s) may write a brief summary of what happened in each class the student receives support as per the student’s IEP. This may include;
recording the homework and tracking whether the students completed homework from the previous day,
noting student behavior, 
documenting specific areas/ topics that were challenging for a specific student, 
listing schedule changes
and anything else the paraprofessional thinks that the SETSS should know is written on the back under “additional notes”. 
The “Daily Notes Sheet” is given to the SETSS provider at the end of the day. The SETSS provider reviews the sheets before the next day to insure knowing who needs extra help before a specific class, behavior in the hall, etc. Completed sheets are kept in a binder arranged by class.








Adapted from the work of D75 SETSS provider S. Scheffler November 2013

Daily Notes Sheet
Date:
Class:
	Class Summary
	Homework
	Homework Completion

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	



Additional Notes:




Adapted from the work of D75 SETSS provider S. Scheffler November 2013
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