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Assignment 15: Planning Document

Note to the instructor: In meeting with my SLMS mentors, they noted that sometimes teachers either have a need to plan collaboratively in a very compact amount of time such as in three days of one week, or teachers tend to collaborate a little bit at a time over several weeks. This document was set up to illustrate how a teacher and SLMS could collaborate a minimum of 3 times and achieve what was needed to create a collaborative unit of lessons. Conversely, there are nine goals which could each constitute a meeting that could culminate in the same end result. 


Also, I assumed that the SLMS would be collaborating with several teachers over this time period, so meticulous notes would be very important. Because teachers often have to see collaboration as not taking away from their already demanding schedules, it would be paramount that the SLMS take meticulous notes to keep the ball rolling on each unit simultaneously.  


Finally, because our district uses a "reverse" planning model, the same was applied to this document. The end result is the first thing that is discussed. The idea is that knowing where the student is to ultimately be at the end of the unit guides the planning process.

Teacher: ________________________ 
Room: ______ Grade: _____Class: _______________

First Meeting

Date and time of first meeting: _______________________________

At the end of the first meeting the teacher and the library media specialist should: 

· Goal 1: Gain an understanding of what the final product is to look like and how to avoid pitfalls of the past.

· Goal 2: Determine an appropriate problem solving model if one is not currently used throughout the school or district. 

· Goal 3: Determine first the interest that the teacher has in using certain technology in the project. Then the availability and proficiency of the teacher and students will be discussed and may require time outside of the meeting to disseminate.   

· Goal 4: Determine what needs to take place before the next meeting. Set a date for the second meeting.  


GOAL 1:  Final Product Forecast

What should the final product look like? ________________________

What errors or lack of quality did you see in students’ work in the past that you would like to try to avoid this time? ________________________________

Has Goal 1 been achieved? 
YES or NO 

If no, what needs to be done to achieve this goal? _______________________


GOAL 2: Problem Solving Model 

Which problem solving model would you like to use? 

Big6, 
  Research Cycle, 
FLIP IT!, 
DIALOGUE, 
    AASL/AECT

Has Goal 2 been achieved? 
YES or NO  

If no, what needs to be done in order to achieve this goal? ____________________________

GOAL 3: Technology Integration

What technology would you like to try to incorporate into the project? 

	Technology
	Availability
	Teacher Proficiency
	Student Proficiency

	Computers (desktop/laptop)
	
	
	

	Internet Connection
	
	
	

	Online Library Catalog
	
	
	

	Online Subscription Databases
	
	
	

	Teacher’s Web Page
	
	
	

	Library’s Web Page
	
	
	

	SMART Board
	
	
	

	Multimedia projector
	
	
	

	Multimedia pres. software
	
	
	

	Animated presentation 
	
	
	

	Vodcast/Podcast 
	
	
	

	Search Quest
	
	
	

	Inspiration /Graphic Organizer Software
	
	
	

	Overhead Projector
	
	
	

	DVD Player/TV
	
	
	

	VCR/TV
	
	
	

	Audio recorder or player
	
	
	


Was Goal 3 achieved? 

YES or NO  

If not, what needs to be done in order to achieve this goal? ___________________________


GOAL 4: Second meeting 

By the second meeting I will ________________________________________

By the second meeting the teacher will _________________________________

Second Meeting Time and Date: ______________________________________

Was Goal 4 achieved? YES or NO If not, what needs to be done in order to achieve this goal? _____________________________________________

Second Meeting 

Meeting Time and Date: ___________________________________________

Goals of this meeting: 

· Goal 5: Identify what curriculum and library standards/objectives are being met in this collaborative unit. 

· Goal 6: Create a timeline of implementation 

· Goal 7: Discuss the roles of each educator 

· Goal 8: Set up a time to summarize the integration and assessment tools before actual implementation


GOAL 5: Standards and Objectives 

What curriculum standard or objective does this unit cover? ___________

What library standard/objective does this unit cover? ________________

Was goal 5 met? 

YES OR NO  

If no, what needs to be done in order to complete this goal? _______________________


GOAL 6: Timeline

When do you want to finish this unit? _________________________

How many days will it take to complete the unit? ________________
Make a list of each day’s task and time required: 

What is the start date of this unit? ____________

Are there any special schedule concerns during this time frame? (i.e. assemblies, book sale, holidays) ___________________________

Was goal 6 met? 


YES OR NO  

If no, what needs to be done in order to complete this goal? ___________________________


GOAL 7:  Instructor roles 


Who will be the lead instructor on this unit? _______________________


Who will assess the unit? _____________________________________


How will grades be assigned? _________________________________

How will instruction take place? (i.e. in the classroom only, library only, or a combination of both)  _______________________________________

List each task of the unit’s lessons and decide who will be responsible for each task. 

Was goal 7 met? 

YES OR NO  

If no, what needs to be done in order to complete this goal? ____________________


GOAL 8: Summary and Integration

After completing the above tasks assigned to each of us, when can we meet in order to put it all together?  ___________________________

Was goal 8 met? YES OR NO  

If no, what needs to be done in order to complete this goal? _______________________

Third Meeting

The goal of this meeting is: 

· Goal 9: Ensure that both parties have assembled or created all the parts of the unit’s lessons as needed and that each member is comfortable with the roles assigned.

Referring to the above list of assigned tasks for each member of the collaborative team, go over each item to ensure that it was created and is ready for delivery. 

· Is there any item that needs to be created or assembled? _____________

· Is there any item that needs to be changed? _______________________

· Is there any item that needs to be deleted or added? ________________

Review the timeline and make sure that the created items still fit that timeline. 

Review that the technology used will be available for that time frame. 
Inter-Collaborative Meeting

In the midst of the series of collaborative lessons, it is a good idea to work in at least one meeting that reflects on the overall pace, quality, and cohesiveness of the unit’s collaborative delivery.  This would allow for changes to occur before the unit is over. 
Post-Collaborative Meeting

If the teacher is agreeable to meet one time after the collaborative unit, this gives great insight on the likelihood if the collaboration will occur again.  This could also be added to a first meeting to begin collaborating for the next unit. 

· What went well? 

· What student comments did you hear? 

· What did collaboration add to the unit? 

· What could be improved upon next time? 

· What other units could we collaborate on?
