Reading First Implementation Checklist for District Staff--Cohort A Schools--2005-06 School Year

	
	Meetings/Agendas
	Deliverables
	Visible Support; Communications
	School-Wide Model Elements
	Administrative

Functions

	
	
	
	
	
	

	September
	Attend District RF Team meeting 

Attendees:  principals, coaches, district RF team, others

Agenda
· Budget

· Continuation Grants

· DIBELS data

· PD needs

· Action Plans

· Reviewing the calendar

· Scheduling the other meetings 
	9/16:  School Profiles due to Oregon Reading First Center (ORFC)
	Issue “charge”, acknowledgment to RF staff
	Support extended learning time for lowest students 
	Supervision--Provide supervision, support for RF principals which is aligned with RF guidelines

	
	
	
	
	
	

	October
	District Team, Principal, and Mentor Coach attend October 21st Cohort A Leadership training
	10/7: Action Plan Drafts due to ORFC

10/14: Fall CSI maps due to ORFC

10/31: School Action Plans due; Teacher Need Summary due


	Make informal visit to RF schools & classrooms: Provide positive feedback/support to staff
	Review fall DIBELS reports
	

	
	
	
	
	
	

	November
	Attend District RF Team meeting 

Attendees:  principals, coaches, district RF team, others
Agenda:

· How’s it going?

· “How Are We Doing?” reports

· Updates to CSI maps

· Changes

· Action Plan review

· Bringing in the district’s non-RF school leadership
	
	Contact with Principals
	
	

	December
	
	12/6 Fall Fidelity Observations and 5 Minute Observation Summary due

12/16: Winter Fidelity Observation Plan due


	Make informal visit to RF schools


	Review compliance with terms of grant
	

	
	
	
	
	
	

	January
	
	
	Contact with Principals
	
	Budget--Consider support needed by all schools to meet reading needs of students

	
	
	
	
	
	

	February
	Attend district RF Team meeting
Attendees:  principals, coaches, district RF team, others
Agenda:

· Reviewing January DIBELS

· Reading Action Plan review

· PD needs

· Budget
	2/17: Winter CSI Maps due

2/28 “How Are We Doing?” reports due; Winter Fidelity Observation due; Spring Observation Plan due
	Make informal visit to RF schools
	Review Winter DIBELS reports
	

	
	
	
	
	
	

	March
	Principal, coach and district team members attend March 3rd Cohort A leadership training session.
	
	Contact with Principals
	
	Hiring--Support use of RF related criteria for hiring & assigning principals, teachers for RF schools

	
	
	
	
	
	

	April
	
	4/28: Spring Fidelity Observations due


	Informal visit to RF schools
	Support planning for summer reading instruction with lowest students


	

	
	
	
	
	
	

	May
	Attend IBR VIII(preferably with each building) - a one day session per building scheduled between 5/30-6/9
	
	
	Support summer training for RF staff as needed

Review Spring DIBELS reports
	

	
	
	
	
	
	

	June/ summer
	Attend district RF Team meeting

Attendees:  principals, coaches, district RF team, others
Agenda:

· Spring, “How Are We Doing? report

· Reviewing allocation of funds and looking at deadlines for expenditures

· Data sharing across schools

· Planning for next year (staffing, schedules, etc.)

· Discuss Reading Action Plans for 06-07 

· PD needs for next year - sharing resources
	6/16: Turn all products from IBR VIII deliverables to Oregon Reading First Center--Grade Level RAPs; PD Needs

6/30: Spring “How are we doing?” reports due


	Acknowledge RF staff for efforts during the year

Attend any end-of-year reading celebrations being held
	Support and assure any available summer instructional time for students who need additional reading support

Support any summer training that is needed for new or existing staff

Review compliance with terms of grant
	Share school progress with stakeholders via spring “How are we doing?” reports from district and principals

Consider how RF elements can be incorporated into non-RF schools

	
	
	
	
	
	

	On-going
	Maintain contact as needed with those connected to the Reading First program (principal, coach, regional coordinator, superintendent, school board, training and technical assistance providers)

Visit RF schools and classrooms periodically; attend a grade level or literacy team meeting to express support and to demonstrate commitment to the success of the program.

Inquire about progress and challenges in the RF program and offer support.

Review RF program data at the district, school, grade and classroom levels and respond as appropriate.
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