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LEA Self-Reflection Tool  

Implementation of Personal Literacy Plans (PLPs)
The Rhode Island Department of Education (RIDE) has developed a tool that may be used by LEA and school staff to reflect on their implementation of Personal Literacy Plans (PLPs). The results may be used to plan refinement of school- or LEA-wide implementation of the PLP process.
Suggested uses for PLP Self-Reflection Tool:
· Complete the LEA Level Self-Reflection.  

· Conduct interviews with the school principals utilizing the Principal Interview.
· Convene a focus group of teachers and interventionists at each school, utilizing the Focus Group Survey/Interview. Alternative: Solicit all or some educators at each school to complete the Focus Group Survey/Interview. 

· Observe intervention lesson(s) for PLP students at each school using the Intervention Lesson Observation form.

· Review several PLP records from each school. Use the PLP Record Review to gather information for analysis. It is recommended that the selection be random and include records from various grades and classrooms.
Procedures for PLP Self-Reflection Tool 
1. LEA Level Self-Reflection 
Complete the LEA Self-Reflection prior to beginning the review process. The PLP Coordinator, Assistant Superintendent and/or Superintendent may find the questions helpful as they examine their entire PLP Process across the LEA. This tool may be utilized after changes to the PLP process, protocols and documents are made in the LEA. 
2. Principal Interview 
When using one interviewer, use Interviewer A column on the Principal Interview Summary Form to record your ratings on each question. If two interviewers are present, independently record your ratings and then use both columns of the Principal Interview Summary Form to record and discuss results before completing Step 3. 
Step 1   Score each question individually on a scale of  0 - 3.  

0    =   Little or no evidence of PLP implementation and/or knowledge

1     =   Partial implementation and/or some knowledge of the PLP process

2    =   Partial implementation and/or very knowledgeable of the PLP process

3     =   Extensive knowledge/implementation of the PLP process.
Step 2   Record scores for each question and the total score on the Principal Interview   

             Summary Form. 

Step 3   Utilize responses to inform overall determination of the level of 

             knowledge/implementation.  
Step 4   If only utilizing this piece of the tool, identify refinement needs of the PLP process for
             schools and/or LEA. If using this information in conjunction with other parts of the 
             tool, save for later analysis. 
3. Focus Group Survey/Interview 

Responses from the Focus Group Survey/Interview should be used to determine overarching strengths, weaknesses, understandings and/or misunderstandings at the school level. Whether it is administered as a survey or interview, the number of questions may be modified to fit the time constraints and focused needs of the LEA. When using it as a survey, it may also be divided into several sittings and given over the course of a few weeks/months. 
4. Intervention Lesson Observation 

Intervention lesson observations provide a first hand account of the match between the laser like focus of the explicit instruction and the measurable goal in the intervention plan of the PLP. The analysis of the observations will yield patterns of strengths, weaknesses, understandings and/or misunderstandings of educators and students at the classroom level. 

Step 1 ~ Record notes and/or script lesson. 
Step 2 ~ Use Intervention Lesson Observation form to organize/summarize the information. 

Please note: The Intervention Lesson Observation form was designed to be universal and lists the essential components of reading instruction.  An intervention lesson should focus on one essential reading component that is directly linked to the PLP goal. Therefore, only a few boxes on this form will be completed during any given lesson.
5. PLP Record Review 

Randomly select several PLP documents at each school which include various grades and classrooms. Complete a PLP Record Review for each PLP document. It might be useful to include some of the PLPs of students who are being observed in the Intervention Lesson(s) to ensure the link between intervention and documentation. Be sure to use the questions below to guide the analysis of the information collected on the PLP Record Review forms.
· Does the LEA PLP form contain all the elements required within the RIDE PLP Guidelines? 
· Are the records completed in their entirety? If no, what is not being completed and why? Does the incompleteness involve only certain schools, grades, etc.?
· Is the use of the PLP form consistent among schools?  Within an individual school?
· Does the focus (goal) noted in the PLP intervention plan reflect what is being taught in the lesson(s) that were observed?   
6. Analyze & summarize the information from the Principal Interview, Focus Group Surveys/Interviews, Classroom Observations and PLP Record Reviews to arrive at a determination regarding the implementation of the intervention process through Personal Literacy Plans at the school level.  Share the monitoring ratings with each school’s staff.  Encourage the school administrators to share the information with their School Improvement Team (SIT). The completed tool may be used as a vehicle for discussion of improvements needed to enhance the implementation of Personal Literacy Plans at the school level.
7. Synthesize the information from the LEA Level Self-Reflection, Principal Interviews, Focus Group Survey/Interviews, Classroom Observations and PLP Record Reviews to draw conclusions about the implementation of the Personal Literacy Plan process at the LEA and/or school levels.  Be sure to share those conclusions with central office, administration team, school committee, schools, etc.  The completed tool may be used as a vehicle for discussion regarding improvements, professional development, and/or technical assistance needed to enhance the implementation of Personal Literacy Plans at all levels within the LEA.
LEA Level Self Reflection
The PLP Coordinator, Assistant Superintendent and/or Superintendent may find the questions below helpful in the examination of the entire PLP Process across the LEA. 

	Discussion/Reflection 
QUESTIONS


	RESPONSES and/or EVIDENCE

	PLP Process:

	 1.  Do we have formally written protocol/guidelines for PLPs within our LEA? 
a. As part of those protocol/guidelines, what has been established regarding parental involvement within the PLP process?
Each school:

· Are PLP forms consistent within/across the LEA? If no, why not? 
· Are screening instruments/procedures consistent throughout the LEA?
· Are diagnostic assessments used consistently throughout the LEA?

· Are intervention programs consistent across the LEA?

	

	Roles & Responsibilities:

	 2.  Who are the key PLP personnel at the LEA level? What are their roles within the PLP process?
3.  Is the PLP process included as part of the LEA Strategic Plan and/or School Improvement Plan to ensure proper budgetary considerations?

	

	Professional Development & Technical Assistance:

	4.  What professional development and technical assistance are provided to our staff to support the literacy needs of students with PLPs? Who provides the Professional Development or Technical Assistance to the staff? 

	


LEA Level Self Reflection (continued)
	Discussion/Reflection
 QUESTIONS
	RESPONSES and/or EVIDENCE

	Resources:

	5.  How do we use the data/information from the PLP process to inform LEA and school improvement and resource allocation (temporal, fiscal, and personnel)?

 6. What is the LEA’s PLP data collection and storage policy? How is the data transferred/stored from year to year? How is technology used to assist the LEA/school in planning for data collection and interventions?

	

	Opinions:

	7.  The goal of the PLP is to accelerate student learning. Does the LEA’s PLP process/protocol help students meet this goal?

	

	8.  What are our overall thoughts about the PLP process?


	Strengths:
Recommendations for improvement:



Principal Interview
Name of Principal:                                                      School:
	INTERVIEW QUESTIONS
	RESPONSES and/or EVIDENCE

	PLP Process:

	 1a. Do you have formally written protocol/guidelines for PLPs within your LEA? 

1b. Do you have formally written protocol/guidelines for PLPs within your school that go beyond LEA guidance?

	

	 2.  How is a student discontinued from a PLP? 
· Which assessments are used? 
· Is there a protocol/procedure for discontinuance? 
· Is follow-up/monitoring provided for discontinued PLP students?  How?  How long?


	

	 3a. Where are the student PLPs housed?
 3b. Who has access to the records?


	


Principal Interview (continued)

	INTERVIEW QUESTIONS
	RESPONSES and/or EVIDENCE

	Roles & Responsibilities:

	 4a. What is your role within the PLP process?
 4b. What role do parents  have within the PLP process?

	

	 5.  Who is responsible for writing and maintaining the PLPs?

	

	 6.  Who is currently providing instructional support/servicing PLP students within this school?

	

	Professional Development & Technical Assistance:

	 7.  What introductory training (the PLP process, forms, protocol, etc.) has been provided for the faculty? How are newly hired faculty trained each year?

 
	

	 8a. What professional development and technical assistance are provided to your staff at the LEA level to support students with PLPs? 

 8b. What professional development and technical assistance are provided to your staff at the school level to support students with PLPs? 


	


Principal Interview (continued)

	INTERVIEW QUESTIONS
	RESPONSES and/or EVIDENCE

	Resources:

	 9.   What programs/interventions are available to support students who require intensive instruction?  How often do students receive services?
Middle/High School level only:

What programs/interventions are available to support students who require targeted instruction?  How often do students receive services?

	

	10.  How do you use the data/information from the PLP process to inform school improvement and resource allocation (temporal, fiscal, and personnel)?


	

	11. How is scheduling/time taken into account when implementing the PLP? Are certain subjects/classes disrupted or replaced due to the PLP scheduling?

	

	12. How is PLP data collected and stored in your building? 
How is technology used to assist your school in planning for 
data collection and interventions?


	

	Reflections(DO NOT SCORE):

	13a. The goal of the PLP is to accelerate student learning. Do you think that your LEA’s PLP process/protocol helps students meet this goal?

13b. How is this articulated in your school?


	

	14.  What are your overall thoughts about the PLP process?


	Strengths:
Recommendations for improvement:



~ Principal Interview Summary Form ~
When using one interviewer, use Interviewer A column below to record your ratings on each question. If two interviewers are present, independently record your ratings and then use both columns of this form to record and discuss results before completing Step 3. 
Step 1   Score each question individually on a scale of  0 - 3.  

0     =   Little or no evidence of PLP implementation and/or knowledge

1     =   Partial implementation and/or some knowledge of the PLP process

2     =   Partial implementation and/or very knowledgeable of the PLP process

3     =   Extensive knowledge/implementation of the PLP process.

Step 2   Record scores for each question and the total score on the Principal Interview   

             Summary Form. 

Step 3   Utilize responses to inform overall determination of the level of 

             knowledge/implementation.  

Step 4   If only utilizing this piece of the tool, identify refinement needs of the PLP process for

             schools and/or LEA. If using this information in conjunction with other parts of the 

             tool, save for later analysis. 
	SUMMARY SCORING SHEET
	Interviewer A
	Interviewer B

	Question #1
	
	

	Question #2
	
	

	Question #3
	
	

	Question #4
	
	

	Question #5
	
	

	Question #6
	
	

	Question #7
	
	

	Question #8
	
	

	Question #9
	
	

	Question #10
	
	

	Question #11
	
	

	Question #12
	
	

	TOTAL SCORE
	
	

	Total Score

Maximum Score (36)
	
	

	Level of Knowledge/Implementation

	
	


Levels of Knowledge/Implementation

                0-14    =   Little or no evidence of PLP implementation and/or knowledge

              14-29    =   Partial implementation and some knowledge of the PLP Process

              29-36    =   Extensive knowledge and/or implementation of the PLP Process
The purpose of this survey/interview is to determine overarching strengths, weaknesses, understandings and/or misunderstandings of the PLP process at the school level.
Focus Group Survey/Interview
	QUESTIONS

	Please check all that describe your role:
( Elementary Teacher K-2                 ( Special Education Personnel

( Elementary Teacher 3-5                  ( Resource Teacher        

( Middle School Teacher                   ( Inclusion Teacher                                                 

( High School Teacher                      ( Bilingual/Dual Language/ELL Resource

( Other:                                              ( Reading Specialist 



	1.  In your classroom/school who writes the PLPs?



	2.  In your classroom/school who is responsible for implementing students’ PLPs?



	3. Is the practice of screening/review of reading achievement consistent throughout the school? 


	4. What literacy instruments/procedures are used for screening students?



	5. Who administers the screening?  Who scores them?

	6. What instruments/procedures are used for diagnosing students’ needs?



	7. Who administers the diagnostic assessment(s)? Who analyzes the results?



	8. How are decisions made regarding intervention to be used?



	Focus Group Survey/Interview (continued)



	9. What assessments/instruments are used for progress monitoring?



	10. How often does progress monitoring occur? If progress monitoring is not completed by the interventionist, who assumes responsibility for progress monitoring?



	11. Who analyzes the progress monitoring data? How are decisions made to revise/modify the intervention plan?



	12. In your classroom/school how is a student discontinued from a PLP? Is there any protocol/procedure for discontinuance? Is this consistent across the LEA?



	13. Is there follow-up/monitoring provided for discontinued PLP students?  If so, what does it consist of? At the school level? At the LEA level?


	14.  How is data used to help drive students’ PLP instruction?




Focus Group Survey/Interview (continued)

	15. The goal of the PLP is to accelerate student learning.  Does the LEA’s PLP process/protocol help students meet this goal?



	16. How is a student’s PLP goal articulated throughout the school? 



	17. Are PLPs seen as positive or negative supports for students?



	18. How does the school engage parents within the PLP process?



	19.  What additional training and/or materials would help support educators with the instruction of students with PLPs?



	20. What role, if any, does the PLP process play within your school’s RTI process?



Intervention Lesson Observation1
Step 1 ~ Record notes and/or script lesson.

Step 2 ~ Use this form to organize/summarize information. 

Please note: This form was designed to be universal and lists the essential components of reading instruction.  An intervention lesson should focus on one essential reading component that is directly linked to the PLP goal. Therefore, only a few boxes on this form will be completed during any given lesson.
Teacher:                                                                                             Grade:

	Essential Reading 

Component2:
	Strategy Addressed or 

Technique/Practice Used:
	Materials Used:
	Approximate  # of Minutes
	Explicit Instruction3
	Assessment

	Phonemic Awareness
	
	
	
	Check (() if observed

	
	
	
	
	
	

	Phonics


	
	
	
	
	

	Fluency


	
	
	
	
	

	Vocabulary

	
	
	
	
	

	Comprehension 


	
	
	
	
	


	Grouping option used (circle all that apply) 
	whole group instruction
	small group instruction
	individual instruction

	
	same grade
	across grades
	


Was the lesson taught within a continuous block of time (uninterrupted)?    YES          NO

Overall Comments:

1Adapted from: Getting Excited About Data: Combining Passion and Proof to Maximize Student Achievement, 2nd edited Corwin Press, 2004

2For more information on the essential components of reading, please refer to the Rhode Island Department of Education Comprehensive Literacy Plan 2012 document.
3Explicit instruction sequence:

1. Setting a purpose for learning

2. Providing a clear explanation of what to do

3. Modeling the process of how to do it

4. Providing multiple opportunities for practice 

                                                PLP RECORD REVIEW*

Reviewer:_______________________________                        Today’s Date:___________

School:_________________________________                        Grade_______               

Basic/Current Information (Section I)

          Yes        No        Unknown

	Student Name, Student ID #
	
	
	

	Grade, School, Teacher
	
	
	

	ELL language-proficiency level (if applicable)
	
	
	

	Attendance/tardiness 
	
	
	

	PLP history (initial PLP or continuation/update)
	
	
	

	Record of home contact(s) (If information is found in the intervention plan, place an N/A here.)
	
	
	


Documenting Needs (Section II)










Yes       No      Unknown

	Differentiated instruction (If applicable)
	
	
	

	Results (minimally) of current screening 
	
	
	

	Results of current diagnostic assessment
	
	
	


· Name of Screening Assessment: ___________________ 

· Date of Screening: ______________________

· Name of Diagnostic Assessment: ___________________

· Date of Diagnostic: ______________________

Was there a team (PLP, RTI, TST, etc.) determination of eligibility?  ​____   Date ______________ 

Intervention Plan (Section III)

· Date of intervention plan: _______________

Yes        No      Unknown

	One focused goal 
	
	
	

	Anticipated length of time needed to reach goal (demonstrates short term goal- not semester long/year long goal)
	
	
	

	Description of instructional intervention including procedures and materials
	
	
	

	Frequency: how many days a week, how many minutes each session
	
	
	

	Identification of who is responsible for implementation/progress monitoring
	
	
	

	Record of dates: start, review/revision, and/or conclusion of intervention 
	
	
	

	Family component (attempt to acquire home contact and involvement)
	
	
	


Comments:
Progress Monitoring (Section IV)










Yes      No       Unknown

	Progress monitoring assessment specific to intervention goal (if needed explain below) 
	
	
	

	Data summarized/analyzed including information commenting on sufficient rate to achieve 
	
	
	

	Revision/Modification of intervention plan recorded
	
	
	


· Frequency of progress monitoring (list dates):_____________________________________
· List progress monitoring assessment used (if previous intervention plan information is included, list various progress monitoring assessments used): ______________________________________________
__________________________________________________________________________________________________________________________________________________________________________
Comments:

 Intervention Outcomes (Section IV)

                          






Yes         No
Unknown

	Record of results from outcome assessment
	
	
	

	Record of new intervention plan (one focused goal, anticipated length of time, description of program and materials, frequency, etc.)
	
	
	

	Justification for discontinuance from PLP  
	
	
	

	Signatures of participants making the decision
	
	
	


Comments:

GENERAL COMMENTS/NOTES (RELEVANT ISSUES/PATTERNS):
*One form per record review. If possible, attach a copy of the PLP document to each completed PLP Record Review; remembering to remove student names/identification numbers please.
� NI = Little or no evidence of implementation and/or knowledge (≤40%); PI = Partial implementation and some knowledge (41-79%); FI = Extensive knowledge/implementation ≥80%)
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