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OUR AGENDA
LEADING A TEAM






Your beliefs about teaming
What  we  mean  by  a  ‘team’
Why we need teams and why they can fail
Characteristics of effective teams
Stages of development of teams

YOU AS A LEADER





What  it  means  to  ‘lead’
Characteristics of effective leaders
Building capacity in other trough understanding change
Building relationships through essential communication skills

YOUR SPECIFIC ROLE IN LEADING WHAT TEAMS DO
 Essential Curriculum leadership skills for leading teams
Plan units; Design and analyze assessments; Analyze learning results
and decide next steps; Model teaching practice for each other;
Make related decisions which may impact learning

LEADING TEAM PROCESSES





Creating  and  monitoring  ‘norms’  
Setting learning goals
Using collaborative time effectively (meetings, agendas, timing, etc.)
Decision-making models

NEXT STEPS
 Planning how to use your new learning
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TO  BE  A  LEADER…
A SCHOOL TEAM LEADER SHOULD:
UNDERSTAND
A leader should understand that:
1. Leadership is measured by the RESULTS it produces.
2. Effective leaders share a core set of characteristics and practices.
3. Relationships are central to effective leadership.
4. Collaboration typically has a positive effect on both learning results and the school
culture in general.
5. There are definite characteristics of effective teams.
6. Some people resist leadership.
7. Change is a process.
8. Each individual and team will have his own way of responding to change and required
practices.
BE LIKE
A leader should:
1. Exhibit the characteristics of an effective leader
2. Establish positive working relationships with each team member
3. Be optimistic and persistent
4. Be proactive
DO
A leader should:
1. Support individual members of the team
2. Establish priorities based on student learning results
3. Lead collaborative sessions effectively
4. Establish and determine how to monitor team norms and protocols for working
together
5. Lead the development, implementation and monitoring of the curriculum in the
assigned areas of responsibility
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WHAT ARE YOU LEADING?

WHAT IS YOUR ROLE?
Part of
my job

1.
2.

Develop a deep,  enduring  understanding  of  your  team’s  specific  
curriculum as well as the wider curriculum in the school.
Guide the development of unit plans or other schemes of work.

3.

Ensure that written unit plans or schemes of work are being taught.

4.

Collaborate on the development of assessment tools.

5.

Guide the process of analyzing the results of assessment to help
determine to what extent learning standards are being achieved.
6. Develop and ensure the implementation of core learning experiences
within the grade level or subject curriculum.
7. Guide the team in using assessment data to modify both teaching and
the written curriculum.
8. Guide  the  reporting  process  within  the  team’s  area  (e.g.  report  
formats, parent conferences, etc.)
9. Be available to team members as a consultant on curriculum issues
within  the  team’s  curricular  areas.
10. Decide on and implement yearly objectives for the team relating to
curriculum.
11. Keep your team abreast of research and other developments in
related approaches to learning in your subject area or developmental
stage.
12. Collaborate with other heads of department and/or grade level
leaders on the alignment of curriculum school-wide.
13. Promote and maintain a positive working environment in the team.
14. Ensure the effective integration of new team members.
15. Maintain open communication with team members.
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NOT
My job

Should
be
my job

16. Support the professional development of team members.
17. Provide criteria for student entry into department/grade level
courses.
18. Advise the administration on the long term growth and development
of  the  team’s  areas  of  responsibility  (subjects)  including  the  
introduction of new courses, time allotted to each, etc.
19. Develop parent material related to department or grade level issues.
20. Promote the values and mission of the school within the team.
21. Select and order textbooks/teaching materials.
22. Develop and manage the team budget.
23. Oversee the allotment and organization of teaching spaces (rooms,
labs, gyms, etc.) used by the team members.
24. Keep an inventory of all items in the team or department.
25. Conduct regular team meetings and develop practical tools and
mechanisms for making them effective.
26. Assist in the preparation of the master schedule or timetable.
27. Ensure school-wide  policies  are  implemented  within  the  team’s  
domain
28. Supervise classroom instruction (e.g. observe in classrooms for the purpose
of helping to improve instruction)
29. Assist with the appointment of new teachers and the reappointment of
current teachers.
30. Work toward the maintenance of positive morale amongst team
members.
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YOUR  THINKING  ABOUT  ‘TEAMING’
Agree

1.

Teams generally make better decisions than individuals on their own.

2.

The primary  role  of  teams  is  to  ensure  that  all  students  in  the  team’s  ‘charge’  have  
equal opportunity to learn.

3.

Team meetings are generally very productive.

4.
5.

A team which has been together for a longer time generally functions better than
one that has lots of member turn-over.
The more diverse opinions, the more difficult it is for the team to do its work.

6.

To be an effective member of a team requires some skills.

7.

To be effective a team needs very clear goals.

8.

A team is more effective when it has a leader.

9.

I could do my job in the school just as well with or without being a member of any
team.

10.

The quality of individual teaching can be enhanced through an effective team,

WHAT IS A TEAM

Teamwork is:
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Disagree

WHY DO WE NEED TEAMS?
What the research tells us





The consultative process produces more than the sum of its parts.
The product or decision is typically a better quality one than one produced by an
individual.
Work is a social activity.

Specifically in schools:

‘THINK  BACK…
Think of a team (collaborative) experience you were involved with that just did not work. Why
was it unsuccessful? Share at your table.

WHY TEAMS SOMETIMES FAIL
Often

1.
2.
3.
4.
5.

Sometimes

Wrong  people  ‘at  the  table’.
Lack of clear goals.
Lack of agreement on priorities.
Interpersonal misunderstandings and miscues.
Unwillingness to face the brutal (learning and other) facts.

6.
7.
8.

Differing opinions about what the problem or issue actually is.
Allowing EVERYTHING to be negotiable.
Lack of skill(s) required within the team to carry out a
particular decision
9. One absolute resister.
10. Culture  of  ‘permission’  to  bad mouth and or undermine the
team.
TTC
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Rarely

WHEN  TEAMS  ARE  SUCCESSFUL…
Present in
my team

1.

There are clear goals.

2. Strong positive, well-informed guidance by the leader
3. Strong level of trust: no interpersonal misunderstandings and miscues.
4. Willingness to face the brutal (learning and other) facts.
5. A clear idea of what is non-negotiable
6. All the skill(s) required to carry out a particular decision are present within

the team
7. All members remain open-minded.
8. There is a clear process for making decisions.
9. The team holds itself accountable for its own work.
10. The team is very clear about what decisions it is empowered and expected

to make.
11. Each member is clear on roles and responsibilities
12. All  members  contribute  (not  just  ‘participate’)  – no passengers!
13. Discussion is open and frank without personal criticisms or attacks.
14. The team does periodic self-examinations.
15. Team members always support team decisions publicly.
16. The success of any planned activity is measured primarily through student

learning.
17. Talk and listen in equal measure, equally among member
18. Engage in frequent informal communication, outside of meetings.
19. Explore for ideas and information outside the group.
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Not
sufficiently
present

ARE WE A TEAM YET? VITAL SIGNS
YES

TTC

NO

Small enough in number
a. Can you convene easily and frequently?
b. Can you communicate with all members easily and frequently?
c. Are your discussions open and interactive for all members?
d.  Does  each  member  understand  the  others’  roles  and  skills?
e. Do you need more people to achieve your ends?
Adequate levels of complementary skills
a. Are all necessary skills either actually or potentially represented across the membership
(functional/technical, problem-solving/decision-making, and interpersonal)?
b. Are any skill areas that are critical to team performance missing or underrepresented?
c. Are the members, individually and collectively, willing to spend the time to help themselves
and others learn and develop skills?
d. Can you introduce new or supplemental skills as needed?
Truly meaningful purpose: Focus on learning
a. Does it constitute a broader, deeper aspiration than just short term goals?
b. Do all members understand and articulate it the same way? And do they do so without
relying on ambiguous abstractions?
c. Do members define it vigorously in discussions with outsiders?
d. Do members frequently refer to it and explore its implications?
e. Do members feel it is important, if not exciting?
Specific goal or goals
a. Are they clear, simple, and measurable? If not measurable, can their achievement be
determined?
b. Are they realistic as well as ambitious? Do they allow small wins along the way?
c. Do they call for a concrete set of team work-products?
d. Is their relative importance and priority clear to all members?
e. Do all members agree with the goals, their relative importance, and the way in which their
achievement will be measured?
f. Do all members articulate the goals in the same way?
Clear working approach
a. Is the approach concrete, clear, and really understood and agreed to by everybody? Will it
result in achievement of the objectives?
b. Will it capitalize on and enhance the skills of all members? Is it consistent with other
demands on the members?
c. Does it require all members to contribute equivalent amounts of real work?
d. Does it provide for open interaction, fact-based problem solving, and results-based
evaluation?
e. Do all members articulate the approach in the same way?
f. Does it provide for modification and improvement over time?
g. Are fresh input and perspectives systematically sought and added?
Sense of mutual accountability
a.  Are  you  individually  and  jointly  accountable  for  the  team’s  purpose,  goals,  approach,  and  
work-products?
b. Can you and do you measure progress against specific goals?
c. Do all members feel responsible for all measure?
d. Are the members clear on what they are individually responsible for and what they are
jointly responsible for?
e. Is there a sense  that  “only  the  team  can  fail”?
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TEAM EFFECTIVENESS SURVEY
Shared Vision and Goals
1

2

3

4

5

6

Little sense of common purpose or
agreement on specific goals to guide
immediate actions.

7

8

9

10

Mutual understanding and full commitment
to team's purpose. Agreement on specific
goals to guide actions.

Efficient Use of Time
1

2

3

4

5

6

Discussions ramble from topic to topic.
Frequent digressions. Agendas either
do not exist or are ignored. Discussions
go on and on without closure.

7

8

9

10

Teams are highly disciplined in use of time in
meetings. While allowing light diversions,
the team polices itself to stay on task, reach
decisions efficiently and complete tasks on
or before schedule.

Use of Talents/Resources
1

2

3

4

5

6

7

Team does not fully appreciate and use
different talents and skills of each team
member.

8

9

10

Team takes special care to identify the
diverse and unique contributions of
each person.

Getting Input/Keeping Others Informed
1

2

3

4

5

6

Team shows little interest in those who
are not on the team. It is assumed the
team knows what others think. Groups
are stereotyped as all feeling or acting
the same way.

7

8

9

10

Team frequently discusses ways to seek
input from teachers, parents, staff, and
community members. Team also plans
concrete steps to keep stakeholders fully
informed

Focus
1

2

3

4

5

6

Team tries to do many different things
at once. It does not sort out high priority
vs. low priority issues.

7

8

9

10

Team identifies and focuses on a "critical
few" of the most important priorities.

Active Listening
1

2

3

4

5

6

Members are more concerned with
getting their own ideas across than
listening to each other's ideas.
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Members take special care to listen to
each other.
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Full Participation
1

2

3

4

5

6

Some dominate, some passive or
uninvolved in team discussions. Only
a few assume responsibility for team
decisions.

7

8

9

10

Everybody's participation is equally
valued. Everyone assumes
responsibility for team decisions and
actions.

Consensus
1

2

3

4

5

6

7

8

Needed decisions are made by
one person or small group.

9

10

Important decisions are made
through consensus and fully
supported by the team.

Openness and Constructive Conflict
1

2

3

4

5

6

Differences of opinion either not
brought out into open or surfaced in a
nonproductive way.

7

8

9

10

Differences of opinion openly and
fully explored without implying
criticisms of others.

Ground Rules (norms)
1

2

3

4

5

6

Team members often break ground
rules. Team seldom reviews ground
rules and often ignores them when
rules are broken.

7

8

9

10

Team members take special care to
follow ground rules. Team
periodically reviews them and gives
supportive feedback.

If you choose to use a  survey,  some  advice…
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TEAM STAGES OF DEVELOPMENT

0

Stage Four

Mature Closeness
Resourceful
Flexible
Open
Effective
Close and Supportive

Getting Organized
Developing Skills
Establishing
Procedures
Giving Feedback
Confronting Issues

AES Delhi Oct. 2012

Orientation
Polite
Impersonal
Watchful
Guarded

Testing/Infighting
Controlling Conflicts
Confronting People
Opting Out
Difficulties
Feeling Stuck

Stage Three

TTC

Stage One

Stage Two
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WHICH STAGE IS YOUR TEAM IN?
This questionnaire contains statements about teamwork. Next to each question, indicate how often
your team displays each behavior by using the following scoring system:
1 = Almost never 2 = Seldom 3 = Occasionally 4 = Frequently 5 = Almost always
1. We try to have set procedures or protocols to ensure that things are orderly and run
smoothly (e.g. minimize interruptions, everyone gets the opportunity to have their say).
2. We are quick to get on with the task at hand and do not spend too much time in the
planning stage.
3. Our  team  feels  that  we  are  all  in  it  together  and  shares  responsibilities  for  the  team’s
success or failure
4. We have thorough procedures for agreeing on our objectives and planning the way we will
perform our tasks.
5. Team members are afraid or do not like to ask others for help.
6. We  take  our  team’s  goals  and  objectives  literally,  and  assume a shared understanding.
7. The team leader tries to keep order and contributes to the task at hand.
8. We do not have fixed procedures; we make them up as the task or project progresses.
9. We generate lots of ideas, but we do not use many because we fail to listen to them and
reject them without fully understanding them.
10. Team members do not fully trust the others members and closely monitor others who are
working on a specific task.
11. The team leader ensures that we follow the procedures, do not argue, do not interrupt, and
keep to the point.
12. We enjoy working together; we have a fun and productive time.
13. We have accepted each other as members of the team.
14. The team leader is democratic and collaborative.
15. We are trying to define the goal and what tasks need to be accomplished.
16. Many of the team members have their own ideas about the process and personal agendas
are rampant.
17. We  fully  accept  each  other’s  strengths  and  weakness.
18. We assign specific roles to team members (team leader, facilitator, time keeper, note taker,
etc.).
19. We try to achieve harmony by avoiding conflict.
20. The tasks are very different from what we imagined and seem very difficult to accomplish.
21. There are many abstract discussions of the concepts and issues, which make some members
impatient with these discussions.
22. We are able to work through group problems.
23. We argue a lot even though we agree on the real issues.
24. The team is often tempted to go above the original scope of the project.
25. We express criticism of others constructively
26. There is a close attachment to the team.
27. It  seems  as  if  little  is  being  accomplished  with  the  project’s  goals.
28. The goals we have established seem unrealistic.
29. Although  we  are  not  fully  sure  of  the  project’s  goals  and  issues,  we are excited and proud to
be on the team.
30. We often share personal problems with each other.
31. There is a lot of resisting of the tasks on hand and quality improvement approaches.
32. We get a lot of work done.
TTC
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PART 2: SCORING
Next to each survey item number below, transfer the score that you give that item on the
questionnaire.
For example, if you scored item one with a 3 (Occasionally), then enter a 3 next to item one
below.
When you have entered all the scores for each question, total each of the four columns.
Item

Score

Item

Score

Item

Score

Item

Score

1. _______

2. _______

4. _______

3. _______

5. _______

7. _______

6. _______

8. _______

10. _______

9. _______

11. _______

12. _______

15. _______

16. _______

13. _______

14. _______

18. _______

20. _______

19. _______

17. _______

21. _______

23. _______

24. _______

22. _______

27. _______

28. _______

25. _______

26. _______

29. _______

31. _______

30. _______

32. _______

TOTAL _____

TOTAL _____

TOTAL _____

TOTAL _____

FORMING
STAGE

STORMING
STAGE

NORMING
STAGE

PERFORMING
STAGE

This questionnaire is to help you assess what stage your team normally operates in. It is
based  on  Tuckman’s  model  of  Forming,  Storming,  Norming,  and  Performing.  The  lowest
score possible for a stage is 8 (Almost never) while the highest score possible for a stage is
40 (Almost always).
The highest of the four scores indicates which stage your team normally operates in. If your
highest score is 32 or more, it is a strong indicator of the stage your team is in. The lowest
of the three scores is an indicator of the stage your team is least like. If your lowest score is
16 or less, it is a strong indicator that your team does not operate this way. If two of the
scores are close to the same, you are probably going through a transition phase, except:
If you score high in Forming and Storming, you are in the Storming stage.
If you score high in Norming and Performing, you are in the Performing stage.
If there is only a small difference between three or four scores, then this indicates that you
have  no  clear  perception  of  the  way  your  team  operates,  the  team’s  performance  is  highly  
variable, or that you are in the Storming stage (this stage can be extremely volatile with high
and low points).

Source: “What  stage  is  your  team  in?”  a  tool  created  by  Don  Clark.  This tool is available for free download at
www.nwlink.com/~donclark/leader/leader.html
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LEADERSHIP COMPASS DESCRIPTIONS
NORTH










APPROACHES TO WORK/ WORK STYLE
Assertive, active, decisive
Likes to determine course of events and be in
control of professional relationship
Enjoys challenges presented by difficult
situations and people
Thinks  in  terms  of  “bottom  line”  
Quick to act or decide; expresses urgency for
others to take action
Perseveres,  not  stopped  by  hearing  “No,”  
probes and presses to get at hidden
resistances
Likes variety, novelty, new projects
Comfortable being in front
Values action-oriented  phrases,  “Do  it  now!”,  
“I’ll  do  it”,  “What’s  the  bottom  line?”  










OVERUSE: STYLE TAKEN TO EXCESS
Can easily overlook process and comprehensive
strategic planning when driven by need to act
and decide
Can  get  defensive,  argue,  try  to  “out  expert”  
others
Can lose patience, pushes for decision before its
time, avoids discussion
Can be autocratic, want things their way, has
difficulty being a team member
Sees things in terms of black and white, not much
tolerance for ambiguity
May go beyond limits, get impulsive, disregard
practical issues
Not  heedful  of  others’  feelings,  may  be  perceived  
as cold
Has trouble relinquishing control - find it hard to
delegate,  “If  you  want  something  done  right,  do  it  
yourself!”

SOUTH
APPROACHES TO WORK/ WORK STYLE
 Understands how people need to receive
information in order to act on it
 Integrates others input in determining direction
of  what’s  happening  
 Value-driven regarding aspects of professional
life
 Uses professional relationships to accomplish
tasks, interaction is a primary way of getting
things done
 Supportive to colleagues and peers
 Willingness  to  trust  others’  statements  at  face  
value
 Feeling-based, trusts own emotions and
intuition,  intuition  regarded  as  “truth”  
 Receptive  to  other’s  ideas,  builds  on  ideas,  
team player, noncompetitive
 Able to focus on the present
 Values  words  like  “right”  and  “fair”  
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OVERUSE: STYLE TAKEN TO EXCESS
 Can lose focus on goals when believes
relationships  or  people’s  needs  are  being  
compromised
 Has  trouble  saying  “No”  to  requests  
 Internalizes difficulty and assumes blame
 Prone to disappointment when relationship is
seen as secondary to task
 Difficulty confronting or handling anger (own or
others’);  may  be  manipulated  by  emotions  
 Can over-compromise in order to avoid conflict
 Immersed in the present or now; loses track of
time; may not take action or see long-range view
 Can become too focused on the process, at the
expense of accomplishing goals
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EAST











APPROACHES TO WORK/ WORK STYLE
Visionary who sees the big picture
Generative and creative thinker, able to think
outside the box
Very idea-oriented; focuses on future thought
Makes decisions by standing in the future
(insight/imagination)
Insight into mission and purpose
Looks for overarching themes, ideas
Adept at and enjoys problem solving
Likes to experiment, explore
Appreciates a lot of information
Values  words  like  “option,”  “possibility,”  
“imagine”  









OVERUSE: STYLE TAKEN TO EXCESS
Can put too much emphasis on vision at the
expense of action or details
Can lose focus on tasks
Poor follow through on projects, can develop a
reputation for lack of dependability and attention
to detail
Not time-bound, may lose track of time
Tends to be highly enthusiastic early on, then burn
out over the long haul
May lose interest in projects that do not have a
comprehensive vision
May find self frustrated and overwhelmed when
outcomes are not in line with vision

WEST











APPROACHES TO WORK/ WORK STYLE
Understands what information is needed to
assist in decision making
Seen as practical, dependable and thorough in
task situations
Provides planning and resources, is helpful to
others in these ways and comes through for
the team
Moves carefully and follows procedures and
guidelines
Uses data analysis and logic to make decisions
Weighs all sides of an issue, balanced
Introspective, self-analytical, critical thinker
Skilled at finding fatal flaws in an idea or
project
Maximizes existing resources - gets the most
out of what has been done in the past
Values  word  like  “objective”  “analysis”  
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OVERUSE: STYLE TAKEN TO EXCESS
Can be bogged down by information, doing
analysis at the expense of moving forward
Can become stubborn and entrenched in position
Can be indecisive, collect unnecessary data,
mired  in  details,  “analysis  paralysis”  
May appear cold, withdrawn, with respect to
others’  working  styles  
Tendency toward remaining on the sidelines,
watchfulness, observation
Can become distanced
May be seen  as  insensitive  to  others’  emotions  or  
resistant to change

Essential Practices for Leaders

LEADING AND WORKING WITH YOUR TEAM MEMBERS
Think  of  a  ‘leader’  you  personally  felt  did  an  excellent  job  of  leading.    What  did  he  or  she  do  or  not  do  to  make  
you feel this way? Share at your table.

CHARACTERISTICS OF SUCCESSFUL LEADERS
Successful leaders demonstrate the following characteristics:
Write  ‘P’  for  the top 5 you PREDICT your team members would say are strengths for you
Write  ‘N’  for  the  top  3  you  need  to  acquire.

CHARACTERISTIC

TTC

1.

A clear, practical vision

2.

Intelligent

3.

Consuming passion for what I am doing

4.

An ability to inspire others by bouncing back from setbacks

5.

An ability to move forward in the face of obstacles

6.

A commitment to the pursuit of excellence

7.

An ability to view problems as opportunities

8.

Capacity to reflect on and learn from successes as well as failures

9.

Persistence and optimism

10.

Courage

11.

Capacity to be proactive

12.

Humility

13.

A sense of humor and an ability to laugh at themselves

14.

Personal integrity

15.

A genuine desire to serve others

16.

Competent

17.

A willingness to accept responsibility

18.

An ability to listen to and empathize with others

19.

Toughness and resoluteness

20.

An ability to inspire hope and courage in others

21.

An inclination to pay attention to the smallest details as well as the big picture

22.

A capacity to accept temporary messiness and confusion in pursuit of goals

23.

An ability to live with paradox and avoid the tyranny of either/or thinking
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MOST DESIRABLE CHARACTERISTICS
WHAT FOLLOWERS VALUE IN LEADERS

WHAT LEADERS VALUE IN FOLLOWERS

CHARACTERISTIC
Honest
Forward Looking
Inspiring
Competent
Fair-minded
Supportive
Broadminded
Intelligent
Straightforward
Courageous
Dependable
Cooperative
Imaginative
Caring
Mature
Determined
Ambitious
Loyal
Independent

CHARACTERISTIC
Honest
Cooperative
Dependable
Competent
Intelligent
Supportive
Straightforward
Broadminded
Imaginative
Inspiring
Forward-looking
Fair-minded
Ambitious
Caring
Determined
Independent
Loyal
Courageous
Mature

% Selecting
87
71
68
58
49
46
41
38
34
33
32
30
28
27
14
13
10
10
5

% Selecting
84
71
71
70
46
43
37
35
32
31
27
25
20
19
19
19
16
14
13

Survey conducted by James Kouzes for his book Credibility [p.255]

What implications do these findings have for you in your role as a follower/ leader?

TTC
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UNDERSTANDING CHANGE
Motivation for Change
To be an effective change leader, you also have to understand what motivates people to
make change happen. You need to recognize that different people are motivated by
fundamentally different things, and keying in to these different types of motivations will
help to get people working together.
The key motivating factors fit into three main categories:


Dissatisfaction: this can be either positive (e.g., "We could be so much better") or
negative (e.g., "Things are really terrible"), but people are rarely motivated to make
things different when they are perfectly satisfied with things as they are. However,
recognize that it is often more difficult to persuade people to act because of a
brighter future than because of a current crisis. This fact may the result of the
concreteness and visibility of a crisis. Use this knowledge to your advantage, by
making the picture of the possible better future as visible and explicit as possible.



High probability of success: when people perceive that change is unlikely to be
successful, they are rarely motivated to act on their dissatisfaction. This is why small
successes in the early stages of a project can be very important in shifting people's
views. …Remember, the probability of success is really a question of perception.
Moreover, an innovative idea can transform someone's view immediately, by making
plausible what had previously been almost unthinkable.



High value of the change: if the end result is not worth the expected effort, no
amount of dissatisfaction or belief in the probability of success will motivate people
to action. Furthermore, the result has to be worth the effort to each individual
person. If the change will result in a loss of authority for someone or in a pay cut,
that person will certainly not be motivated to make the change happen. As a leader,
you have to be able to see the change from the point of view of those affected by it.
People who see a brighter future - for themselves and for the organization - that is
worth working for will be most likely to join the team
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ADOPTER STYLES: WAYS OF ADOPTING NEW INITIATIVES
ADOPTER STYLE

DESCRIPTION

Approx. %

CHANGE AT YOUR SCHOOL
Think of a substantial change or improvement your school recently went through or is in
the process of going through.
Describe the change

Think of 4-5 teachers or others who were involved in some way in the process. List them
here (no names –initials or something else).
TEACHER OR OTHER

TTC
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INDIVIDUAL STAGES OF CONCERN
Adopter  style  is  the  ‘disposition’  toward  adopting  change.
Stages of concern  are  the  ‘steps  we  pass  through  to  eventually  adopt  the  change.

WHY DO SOME RESIST CHANGE?
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HELPFUL STRATEGIES IN ANY SCENARIO.
1.

Gather the ACTUAL facts. Do NOT put this on a team agenda yet.

2. Determine whether this should be a team decision or one you make on your own.
3. Be  very  clear  about  what  the  ‘change’  looks  like  – what WILL change and what will NOT
4. Pilot with one or two teachers
5. Model it yourself
6. Offer short, workshops on how to
7. Create a pre-assessment o help people identify their skill level
8. Use cognitive coaching one on one

HELPING MEMBERS DEAL WITH CHANGE
ACCEPT THE REALITY OF LOSS
 Identify who is losing what and the importance of the subjective losses.
 Acknowledge losses openly and sympathetically.
 Don’t  be  surprised  at  “over-reaction.”
 Expect and accept the signs of grieving.
 Compensate for the losses where possible.
 Give people information, and do it again and again.
 Define what is over and what is not.
 Mark the endings.
 Treat the past with respect.
 Let people take a piece of the old way with them.
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BUILDING RELATIONSHIPS: TO BE AN EFFECTIVE TEAM MEMBER
Member

Member

An  effective  team  member…
1. is flexible and adapts rapidly to events
2.

encourages and builds the morale of other team members

3.

expresses himself clearly and appropriately to others

4.

has the skills to perform specific tasks needed by the team

5.

has accurate knowledge and a realistic assessment of the
problem to be solved

6.

is knowledgeable about the team's mission, objectives,
norms, and resources

7.

knows his role in exchanging information, handing off tasks,
and other interaction patterns

8.

Can be detached from personal ideas and solutions

9.

is positive and supportive about team decisions, regardless
of how he felt during the decision making process

10. uses the 7 norms of collaborative work
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Member

Member

Member

THE SEVEN NORMS OF COLLABORATIVE WORK
Pausing: Pausing before responding or asking a question allows time for thinking and
enhances dialogue, discussion and decision-making.
Paraphrasing: Using a paraphrase starter that is comfortable for you: "As you're saying..." or
"You're suggesting..." and following the starter with a paraphrase assists members of a
group to hear and understand each other as they formulate decisions.
Probing: Using gentle open-ended probes or inquiries such as, "Please say more about
that..." or "I'm curious about..." or "I'd like to hear more about that..." increases the clarity
and precision of the group's thinking.
Putting ideas on the table: Ideas are the heart of a meaningful dialogue. Label the intention
of your comment. For example, you might say, "Here's an idea..." or "One thought I have
is..." or "Another possible approach is..."
Paying attention to self and others: Meaningful dialogue is facilitated when each group
member is conscious of self and of others and is aware of not only what she/he is saying but
also how it is said and how others are responding. This includes paying attention to learning
style when planning for, facilitating and participating in group meetings. Responding to
others in their own language form is one manifestation of this norm.
Presuming positive presuppositions: Assuming that others' intentions are positive
promotes and facilitates meaningful dialogue and eliminates unintentional put-downs.
Using positive presuppositions in your speech is one manifestation of this norm.
Pursuing a balance between advocacy and inquiry: Pursuing and maintaining a balance
between advocating a position and inquiring about one's own and other's positions assist
the group in becoming a learning organization.
*From The Adaptive School: Developing and Facilitating Collaborative Groups, by Robert
Garmston and Bruce Wellman, 1999.
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LEADERSHIP AND COMMUNICATION
Leader- Team Member Communication Exercise
1.

What behaviors inhibited communication?

2.

What behaviors enhanced communication?

3.

What assumptions did the client and consultant operate under?

4.

What are the implications of this in your school?
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COMMUNICATION SKILLS
A MODEL FOR SELECTING COMMUNICATION BEHAVIORS

DIRECTIVE BEHAVIOR
•  Set  goals  and  objectives.
•  Plan  and  organize  work  in  advance.
•  Communicate  priorities.
•  Clarify  the  leader’s  and  follower’s  roles.
•  Set  timelines.
•  Determine  methods of evaluation.
•  Show  or  tell  the  follower  how  to  do  a  specific  task.
•  Check  work.
SUPPORTIVE BEHAVIOR
•  Listen  to  the  follower’s  problems  (job  or  non-job related).
•  Praise  the  follower.
•  Ask  for  suggestions  or  input.
•  Encourage  or  reassure the follower.
•  Communicate  information  about  the total organizational
operations and activities.
•  Disclose  information  about  self  (job-related).
•  Facilitate  follower’s  problem  solving.
In addition to using the right amount of directive and supportive behavior at the
right time, an effective leader also gives timely praise and criticism.
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LISTENING SKILLS
Non-verbal Signals of Encouragement
Using body language in a supportive way.
•  Good  eye  contact
•  Supportive,  interested  facial  expression
•  Nods
Verbal Signals of Encouragement
Using words and voice tone in a supportive way
•  "Uh-Huh"
•  "Can  you  tell  me  more  about  that?"
•  "Then  what?"
Restatement
Paraphrasing; repeating the idea or content.
•  For  understanding  and  accuracy check
•  Lets  talker  know  you  understand  what  is  being  said.
•  Elicits  more  from  speaker
Reflection
Identifying speaker's feelings and verbalizing them tentatively.
•  Checks  for  accuracy
•  Lets  speaker  know  he/she  is  being  understood
•  Recognizes  and accepts feelings
•  Encourages  speaker  to  continue  or  elaborate
Questions
Using different types of questions for different purposes.
•  Open  questions  encourage  speaker  to  talk  about  his  or  her  ideas  or  
feelings; they don't limit speaker's response
•  Probes, used with sensitivity, can elicit more information; they show that
the listener is interested
•  Closed,  or  factual  questions  often  limit  response  and  cut  the  speaks  off;  
not appropriate for active listening
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COMMUNICATION SKILLS PRACTICE
SITUATION #1
At the beginning of the school year your team agreed that every team member would use
two instructional strategies which recent research has proven to be effective. Everyone was
involved in the process and it was clearly understood that they were now to implement
these immediately in their classroom teaching.
It is now March; from lesson planning and observation, it is clear that one teacher is not
following through on the agreements. You have worked with him several times during the
year on this issue, offering suggestions, resources, modeling lessons, etc. His self-analysis
skills are poor although in general, his teaching skills are strong and effective.
PLANNING
1. What directive behaviors will you use?

2. What supportive behaviors will you use?

3. What active listening skills will you use?

4. What questions might you ask?

5. What non-verbal communication skills will you use?
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POSITIVE TEAM ROLES
The Summarizer urges the group to acknowledge consensus and reach a decision. When team
members are wound up like the Energizer Bunny, the Summarizer breaks in with, "It seems like
we're all in agreement with the parts of the program that need to be changes; can we move off that
topic and discuss specific changes to be proposed?" By asking for verbal agreement with the
summary, the Summarizer helps the team get past one decision and onto the next decision point.
The Orienter prevents the team from wandering too far from the topic at hand; he or she brings
them back and focuses them again when they do stray. This redirecting should not be done abruptly
as in, "Hey, we're way off here; let's get back on track," or "David, you just took us off topic again,"
because you don't want to introduce a negative effect into the relationship side of the equation. A
useful and neutral way to intervene is with the question, "Are we off topic right now?"
The Fact Seeker tests reality to make sure the decision the team is about to make is doable. This team
member always wants more information and is quick to point out the difference between a fact and
an opinion. The Fact Seeker is also very helpful in pointing out when a team does not have all the
information it needs to make a good decision. The Fact Seeker will suggest that the team get more
data before proceeding. He or she is also good at checking the decision-making boundaries of the
team, asking "Do we have the authority to make this decision?"
The Initiator gets the team started on the right foot by always beginning discussions with the
question, "How should we approach this task?" Getting agreement on a game plan before starting to
work on the task itself is crucial to team effectiveness and is the distinguishing characteristic of the
Initiator.
The Harmonizer realizes that conflict is inevitable and that if left unresolved, it is the biggest barrier
to a team's achieving health and success. The Harmonizer called the team's attention to a conflict
(especially if team members haven't wanted to acknowledge it), by saying something like, "Let's be
honest: we've got some strong conflicting feelings about this issue. What steps can we take to
resolve our differences?" The Harmonizer is also able to focus discussion on meeting specific needs
as a way of mediating conflict.
The Analyzer watches for changes in the vital signs of the team and brings these changes to the
attention of the team. The Analyzer is the team member most likely to ask, "How is everyone feeling
about how we're working together?" or "It seems we've lost our energy; what is happening?"
The Gatekeeper is concerned primarily with team communication and participation. This member
makes sure all team members are actively listening to each other and understanding each other's
messages. The Gatekeeper paraphrases messages to make sure that everyone is on the same
wavelength and that every idea is understood by the group before being discredited or discarded.
The Gatekeeper invites quieter members to participate and makes sure that more active members
don't dominate.
The Encourager builds and sustains team energy by showing support for people's efforts, ideas, and
achievements. If the Gatekeeper focuses on making sure the content of team members' ideas is
clearly understood by all, the Encourager emphasizes members' participation by giving verbal
approval: "Good point--that's a great idea." This is another role that prevents Whack-a-mos and in
general helps people to feel valued.
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LEADING TEAM PROCESSES





Creating and  monitoring  ‘norms’  
Setting learning goals
Using collaborative time effectively (meetings, agendas, timing, etc.)
Decision-making models

STRATEGY 1: CREATE AND MONITOR NORMS
EXAMPLES OF NORMS
1.

All adhere to the seven /norms of collaborative work.
(page 23)
2. Use unconditional brainstorming to trigger new
strategies.
3. ALWAYS  ask  the  question  ‘will  this  improve  student  
learning’?
4. Clearly state any decisions made before leaving any
team session.
5. Support all decisions publicly.
6. All contribute
7. Read Team's Emails before going to the meeting
8. Keep an open mind and share ideas
9. Be concise
10. Stay on topic

11. Be honest and speak when needed.
12. Vote for group decisions
13. Delegate duties
14. Read and reply e-mails for information.
15. Be positive
16. Use  ‘silent  starts’
17. Use the ‘what  learning  for  what  students’  protocol  at  
every meeting
18. Resolve problems without blaming.
19. Listen to what others are saying.
20. Strive to understand each other's perspectives, rather
than jumping to conclusions.
21. Send an acknowledgement in response to important
email messages.

LEADERSHIP STRATEGY 2: SET LEARNING GOALS
EXAMPLES
By June of 2013 90% of students:
A. in science classes will have achieved the grade level standard for lab write-ups.
B. will grow at least two reading levels

LEADERSHIP STRATEGY 3: FOCUS ON LEARNING
Adopt  the  mantra  ‘What  learning  for  what  kids’  for  EVERY  collaborative  session  and  
meeting. Give at least 2-3 minutes at the start of any session to help focus the team on what
learning  is  at  stake  if  we  don’t  come  together  today.

STRATEGY 4: MAXIMIZE COLLABORATIVE TIME
CORE COLLABORATIVE SESSIONS
Reorganize  your  ‘meeting’  time  around  theses  core  team  activities
1. Developing /Improving Unit Plan or other curriculum plans
2. Writing/Improving Assessments
3. Modeling Instructional Practice
4. Examining Student Work and Results
5. Individual student learning issues ( for teams who teach the same students)
Use a part of the session for decision-making (details later in this packet)
TTC
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DECISIONS
What decisions in your team empowered and required to make?

DECISION-MAKING SESSIONS (MEETINGS)
BEFORE THE SESSION
1.
2.
3.
4.

5.
6.

Check that the session is really necessary. Can the task be achieved some other way?
Build an agenda. The team should decide on a protocol for how things arrive on the agenda.
Prepare and send out an agenda
An effective agenda:
a. Will be in the hands of participants well in advance of the meeting at least 2-3 days before
the meeting (or earlier if more preparation is required, such as when analyzing learning data)
b. State beginning and ending times
c. State which items are for decision and which are only information,
d. State what team members should do to prepare
e. State what they need to bring with them.
Come early and set up the meeting area.
Prepare copies of team norms to be used at all meetings.

AT THE BEGINNING OF THE SESSION
1.
2.
3.
4.
5.

Start on time.
Clearly  define  the  purpose(s)  /  ‘big  picture’  of  the  meeting.
Clearly define roles as needed for the particular goals of this meeting
Review, revise and order the agenda.
Ensure you have an agreed upon process for making any decisions on this agenda (e.g. majority vote,
consensus)
DURING THE SESSION
1.
2.
3.
4.

Pay attention to both the tasks and the process.
Ensure all are clear on whether an item is for DECISION an item we are asked to be offer INPUT on, or
just a brainstorm.
Summarize the outcome of the consultation at the end of each item.
Record minutes as you proceed. Ask the recorder to read out what will appear in the minutes for
each item or project them as you go.

Ensure everyone has an opportunity to participate.

Use appropriate discussion and decision-making tools for each item.

AT THE END OF THE SESSION
1.
2.
3.
4.
5.

Complete the minutes by the end of the session, including establishing action plans from decisions:
who, what, when and how each decision will be communicated to the various audiences it will affect.
Set time and place of next meeting.
Agree to preliminary agenda items for next meeting.
Evaluate the meeting; take 5-6 minutes to consider how you did as a team during this session ( e.g.
sticking to team norms)
Finish on time.

AFTER THE SESSION
 Rapidly circulate the minutes taken and approved during the meeting to all concerned. This should be
a simple list of decisions and any good ideas from brainstorms.
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DECISION SESSION AGENDA
Date and Time
Location
Facilitator
PREPARATION
Please Read
Please Bring

12 October 2:00- 3:15
Conference Room
Sonia
Essential Instructional strategies draft attached
Calendars, final draft of teams goals

DECISIONS
1. Decision:    Finalize  EA’s  based  on  latest  write-up
2. Decision: Approve learning goal
3. Decision: decide on protocol for next data session
RUNNING ITEMS
1. Rubrics for trans-disciplinary skills
2. Data reading sessions
3. Upcoming unit plans
INFORMATION
Clarification questions only (additional information has been attached where necessary)
Fieldwork for all classes in November
Mock exams proctoring
Update on at-risk students

COLLABORATIVE SESSION AGENDA
TEAM COLLABORATION WED 6 NOVEMBER
3-4:30 pm
TO: Science department
DATE: 1 November
Below is the agenda for our upcoming team meeting, along with some information about a few items. See you
there!
Ana (team leader)

Agenda
Preparation: Please view the 15 minute video and related notes on this website.
www.intime.org
Acknowledgement and Recognition (10 minutes)
Time to acknowledge someone who has helped you in your job

Group

Model Learning Activity/Discussion (30 minutes)
Leonor will simulate a learning activity which involves group work, hypothesizing and student
self-assessment.

Leonor

Analysis of Common assessment data (40 minutes)
Please review the data before coming to the meeting. We will be analyzing the data using our
common template.

Bill

Information (Questions only)(all info attached)
 Upcoming events
 Final plan for student led conferences
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MINUTES BASICS
1. Always take and complete the minutes DURING the meeting. Do not wait to have someone

prepare the minutes AFTER the meeting.
2. Use a data projector during the meeting so all members of the tem can see what is being
recorded.
3. Stop after each decision and have the recorder read out exactly what is going into the minutes.
4. Record only:
 Decisions
 Points of discussion that may be important for later discussion and/or for which no
conclusion has been reached
5. Include the agenda as an official part of the minutes.

STRATEGY 5: CLARIFY DECISION-MAKING MODEL
 Levels of consensus
 Stop light cards
 Thumbs up

CONSENSUS

SENSE OF THE GROUP

VOTING

E.G. Inform, Advocate, Vote

A SAMPLE DECISION-MAKING MODEL

A

B

C

SAMPLE PROTOCOL
PLANNING STRATEGICALLY FOR LEARNING
1.
What  ‘intended  learning’  does  this  concern?
2.
What is our evidence that this learning is at risk (needs attention)?
3.
What  is  our  ‘preferred  future’  with  regard  to  this  issue  and  what  will  be  indicators  of  progress?
(state specifically what it will look like when this is no longer a problem)
4.
What is the full range of potential strategies?
5.
What strategies are actually feasible? And on what timeline, carried out by whom?
6.
What response/resistance do we anticipate and what would be our response?
7.
How  will  we  communicate  our  decisions  and  what  will  be  the  ‘spirit’  of  the  message?
8.
What are our immediate next steps?
9.
Was the goal accomplished?
TTC
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STRATEGIES FOR DISCUSSION/DECISION
Silent Starts. Before starting a major discussion, ask each member to write down the response to a prompt or
the most important question sat hand. Collect and redistribute the responses. Then, ha
Counterpoints. Randomly assign two or three members to make the most powerful arguments against the
recommendation under consideration.
Breakouts. Divide the team into small groups and have each group brainstorm questions, identify key issues,
or propose alternatives to the issue at hand. Then, have each group present its conclusions to the team.
One-Minute Memos
At the conclusion of a major discussion, reserve two to three minutes for members to write, anonymously or
not, what they would have said next had there been time to continue the discussion. Collect the cards for
review by the team leader. .
Future Perfect History
In breakout groups, develop a narrative that explains in the future perfect tense how the team moved from its
current state to an envisioned state. For example, five years from now the team will have achieved…
Role Plays
Ask subsets of the team to assume the perspective of different constituent groups likely to be affected by the
issue at hand. How would these stakeholders frame the issue and define a successful outcome? What would
each group regard as a worst-case scenario?
Adapted from Governance as Leadership: Reframing the Work of Nonprofit Boards by Richard P. Chait, William
P. Ryan, and Barbara E. Taylor. BoardSource and John Wiley & Sons, Inc., 2005.
Additional resource: http://www.nsrfharmony.org/protocol/a_z.html#B

LEADERSHIP STRATEGIES – A SUMMARY
I do
this

1. Regularly provide the team with current, relevant data about agenda issues
(e.g. distribute to your team the most recent understandings about teaching
and learning in your subject area or grade level).
2. Communicate the ‘big  picture’  of  where  the  team’s  work  fits  in  the  overall  
school plan to improve learning.
3. Set  a  few  tasks  immediately  to  achieve  some  ‘early  wins’.
4. Only hold meetings when there is a clear goal; no meetings for information
giving only.
5. Ensure the team is clear about whether it is making a decision,
recommendation or just discussing an issue.
6. Prepare meeting agendas in advance giving explicit preparation strategies.
7. Organize meeting time around core activities, all of which relate to student
learning in your subject area or grade level.
8. Begin  every  collaborative  session  with  ‘what  learning  for  what  students  is  at  
stake during this session'?.
9. Ensure that the team sets annual LEARNING goals.
10. Create  a  short  set  of  ‘norms’  about  how  you  will  work  together.    At  each  
meeting, take five minutes to process how the team did.
11. Use the Seven Norms of Collaborative in both decision-making and mentoring
sessions.
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Will
try it

Not
now

MY THINKING ON CURRICULUM
Agree

1. The written curriculum is an essential feature of an international
school.
2. Teachers should play a central role in the writing of curriculum.
3. Teachers should play a central role in the monitoring and evaluation of
curriculum.
4. It is possible to make curricular decisions which are free of personal or
group values.
5. There are some universal, core learning outcomes that all students
should learn.
6. Accountability is a centerpiece of an effective curriculum.
7. The curriculum should be tailored to the needs of the particular
children in each school.
8. The written curriculum should be strictly adhered to.
9. Deciding what students will learn is primarily the job of the teacher.
10. The curriculum should include some required assessments, NOT
designed by the individual teacher.
11. Each individual teacher should determine how to assess
12. The primary user of the written curriculum is the teacher.
13. The  curriculum  is  the  ‘contract’  between the school and the parents
and children.
14. For teachers to have ownership of the curriculum, they must be
involved in writing it.
15. All intended learning (standards) in the curriculum should have value
beyond school.
16. There are some core learning strategies that all learners should have
the opportunity to experience.
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Disagree

REFRESHER…CURRICULUM  IS...

What is the purpose of a
written curriculum?

Who is the primary user of
the written curriculum?

Of
m

 The curriculum is the contract between the school and
the students/parents.

 Curriculum is designed backward, beginning with the
standards as evidence of learning.

 Curriculum  ‘content’  comes  from  ‘best  examples’  of  the  
standards at each developmental level.

 Teaching and assessment strategies are matched to
the standards.

 Student achievement is compared only to the
standards, not to other students.

A DEFINITION OF LEARNING:

LEADERSHIP ALERT
How do I help build a firm definition of curriculum and learning within my team?

TTC
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A  BRIEF  ‘AUDIT’  OF  YOUR  CURRICULUM  
WRITTEN CURRICULUM
1. Are all unit plans complete?

YES

2.

Are all required assessments complete?

3.

Is there alignment between the assessments and the learning
standards?
Is the format user friendly for teachers? Do THEY think so?

4.
5.

Do the planned intended learnings match the needs of ALL current
students?

6.

Does the curriculum include guidelines on required and preferred
teaching methodologies?
Does the curriculum specify how student learning will be assessed
in sufficient detail?

7.
8.

WORK TO DO

Is the curriculum well-articulated, vertically and horizontally?

CURRICULUM PLANNING
9. Is there a well-defined curriculum development process?
10. Is there a clear, effective plan for who will be involved in curriculum
planning?
11. Is the curriculum based on valid research and acknowledged best
practice?
12. Is there a clear timeline for development of the curriculum?
CURRICULUM IMPLEMENTATION
13. Do teachers routinely use the curriculum?
14. Is it clear to teachers what the curriculum actually looks like in the
classroom?
15. Is the curriculum supported by adequate instructional materials,
time, and staff?
16. Does the department/grade level have the collaborative work
environment necessary to support the curriculum?
17. Are all teachers aware of what is required and what is their own
decision with regard to what and how they teach and how they
assess? AND EVALUATION
MONITORING
18. Is there a well-defined process for knowing if the curriculum is being
implemented?
19. Do teachers have the necessary professional development support?
20. Is there a process for ensuring there is vertical and, horizontal
articulation of the curriculum?
21. Are the results of student learning used to monitor the curriculum
and inform teaching?
22. Is there a systematic way to continuously improve the curriculum?
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THE IMPORTANCE OF ALIGNMENT
What the research revealed

From Fenwick English

What would be the ideal relationship in your school?

1.
2.
3.
4.

TTC

Do I teach everything in the curriculum?
Is it OK to teach things that are NOT in the curriculum?
Do I assess everything in the curriculum?
Is it OK to assess things that are NOT in the curriculum?
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ADDRESSING  ‘PRESCRIPTION’  IN  THE  WRITTEN  CURRICULUM
LEADERSHIP ALERT
The written curriculum should make it possible for all teachers in to have clear answers to
these questions. To what extent is this true in your area?
It does

Not
yet

What are we going to
do about it?

1. What specific learning outcomes am I
responsible for teaching in each subject area
and/or course?
2. Is it OK if I DO NOT TEACH some of the
learning outcomes assigned to my
grade/subject in the curriculum?
3. Are there some learning outcomes which are
more important than others?
4. Is it OK to teach things which are NOT
INCLUDED in the written curriculum?
5. Which learning outcomes must I ASSESS in
each course and/or unit?
6. Is it OK to assess things which are not in the
written curriculum?
7. Are there any requirements regarding the
order in which I teach and assess my assigned
learning outcomes?
8. Are there any required teaching strategies?
9. Are there any required assessment strategies
or practices?
10. Do I have access to the specific standards and
benchmarks students who were here last year
were taught?

TTC
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CURRICULUM LEADERSHIP TOOL BOX
DEVELOPING THE CURRICULUM
How do I best lead the development of the curriculum in my team?
CAN I:

Yes

Not
yet

Yes

Not
Yet

1. Lead the process of writing or confirming what learning outcomes will form the
curriculum in my department/grade level?
2. Provide guidance and advice on how to write each part of a unit plan or scheme of
work?
3. Lead and advise on the process of aligning assessments with curricular intended
learnings?

IMPLEMENTING CURRICULUM
How do I best lead the process of implementing the curriculum?
CAN I:
1.

2.
3.
4.
5.
6.

Lead the process of helping team members establish a shared understanding of what
‘meeting  standards’  looks  like?
Provide team members guidance on differentiating instruction so all can achieve the
intended learning outcomes?
Lead the process of defining and monitoring essential instructional strategies for our
department or grade level?
Lead the process of creating common assessments across our department or grade
level?
Ensure the team always has access to the latest research on teaching and learning in
our subject/grade level?
Model teaching strategies relevant to the curricular areas our team is responsible
for?

MONITORING THE CURRICULUM
How do I best lead the process of ensuring that students are achieving curricular
standards?
Can I:

Yes

1. Lead the process of adopting and using protocols for regularly looking at student work
within our department/grade level?
2. Lead and advise on the process of analyzing learning results, including classroom and
common assessments and making decisions about what to do with the data, including
how to modify the curriculum?
3. Provide meaningful feedback to team members on specific teaching and assessment
strategies?

TTC
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Not
yet

UNIT PLAN EVALUATION TOOL
1 = needs work

2 = Meets the standard

RATIONALE
1. The unit is organized around one or two enduring understandings.
2. The content of the unit is an excellent example of the enduring understandings, with some relevance beyond
school.
3. The understanding and topic are both developmentally appropriate (accessible by the intended age
group).

INTENDED LEARNING
4. The number of specific learning outcomes ( benchmarks) to be assessed is feasible.
5. The learning outcomes (benchmarks) are complementary ( e.g. content outcomes ‘live  well’  with  skill  
outcomes)
6. Some trans-disciplinary skills and/or dispositions are included.
7. It is clear precisely what learning (which standards and benchmarks) are to be assessed and which are
just some suggestions.

ESSENTIAL QUESTIONS
8. Address the essence of the unit.
9. Are aligned with the intended learning outcomes (standards and benchmarks).
10. Suggest powerful, open-ended inquiries.
11. Open  to  multiple  “content”  examples.

ASSESSMENTS
12. Aligned with learning benchmarks; a good match between the assessment tools and what each is
designed to collect evidence of.
13. Assessments are age appropriate.
14. All essential learning is assessed more than once.
15. There is at least one comprehensive form of assessment (such as a performance or contextual task).
16. Rubrics/checklists written appropriately for both teacher and student use.
17. Reflect the type of thinking and knowledge required by the essential questions.
18. It is clear which assessments are required and which are suggestions.

LEARNING STRATEGIES
19.
20.
21.
22.
23.
24.
25.
26.

Engage learners actively
Engage a diverse range of learners
Address any agreed upon strategies ( at department or grade level)
Address a variety of learning styles
More active than passive
Are appropriately matched to the stated standards and benchmarks.
Reflect current research on effective learning strategies
It is clear which learning strategies are required and which are suggestions.

RESOURCES AND MATERIALS
27.
28.
29.
30.

TTC

Variety and sufficient number of resources and materials
Resources address varied modalities and learning styles, appropriate to age level
Resources address multicultural perspectives
Resources include AV, technology
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CURRICULUM IMPLEMENTATION: ANALYZING ASSESSMENTS
Process 1: Review an assessment tool against the set of standards it was designed to assess.
 Does the assessment provide evidence of at least several of the unit outcomes?
 Is the type of assessment in harmony with the standards being assessed?
 Will  this  assessment  provide  ‘best’ evidence of the desired standards?
Process #2: Review an assessment WITHOUT standards.
 What standards does this assessment APPEAR to be assessing?
 Compare to original standards
 Make adjustments
The  M&M’s  Shipping  Container  
BACKGROUND: Many companies these days are looking to find ways to become more efficient and save
production costs. The M&M Company (which makes M&Ms) is no exception. The company is looking to
minimize the cost of production of their packaging, and maximize the amount of what is safely and efficiently
packaged and shipped.
TASK: Your  team  is  one  of  many  in  the  packing  department  for  M  &  M’s.        The  manager  of  the  shipping  
department has found that the cheapest material for shipping comes as a flat piece of rectangular paperboard
(the piece of poster board you will be given). She is asking each work team in the packing department to help
solve the problem:
Your task is to figure out what completely-closed container, built out of the given material, will hold the
largest  volume  of  M&M’s  for  safe  and  economical  shipping.    You  will  then  write  up  your  findings  in  a  short  
report to the shipping manager.
AUDIENCE: Your report, with any supporting materials, is for the shipping manager.

CRITERIA FOR EXCELLENCE
Poor
1
1.

The container you design is, in fact, the most efficient packaging
possible.

2.

The report tells about your research methods.

3.

Your research methods are good ones for the task

4.

You offer more than one solution.

5.

Computations are correct.

6.

The report contains graphs, visuals or other materials to support the
design of the container.

7.

There is evidence in the report that all members of your team made
effective contributions (generic group work rubric will be applied)

TTC
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4

ESTABLISHING ESSENTIAL LEARNING STRATEGIES
Are there any teaching strategies in your subject/grade level which are effective for nearly all learners?

CRITERIA FOR ESSENTIAL INSTRUCTIONAL STRATEGIES
Yes

No

1. Is it a teaching strategy, meaning something observable we can see
teachers doing in the classroom or getting learners to do?
2. Is  it  a  direct  reflection  of  the  school’s  beliefs  about  learning?
3. Is it important for learning  (e.g.  not  someone’s  ‘pet  peeve’  about  
teaching)?
4. Does it describe how frequently it should take place?
5. Is it based in reasonable research about how learning happens?

1. Students will write during math class at least once every two weeks.
2. At least six different cultures will be studied during 5th grade social studies each year.
3. Middle school teachers will communicate with elementary and high school science
departments at least once per quarter.
4. Each science unit must include some instruction via technology.
5. Each student will have a balance curriculum of earth, life, and physical sciences in
integrated units during the elementary school years.
6. Each new concept in mathematics will be introduced in the context of a meaningful
real world application.
7. Venn Diagrams, flowcharts, and other graphic organizers will be used during each
social studies unit.
8. Students will be encouraged to use the writing process.
9. All assessments and projects will include an element of student self-assessment.
10. Students will engage in at least two periods per week of practical work in the science
lab.
11. Students will be exposed to the concept of empathy in history classes.
12. At least twice per week students will engage in an individual speaking activity.

TTC
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Non
Example

Example

EXAMPLES AND NON-EXAMPLES

RESOURCES
Find web and print resources on the TTC website

http://www.theptc.org/tools-resource/

NEXT STEPS
1. What are 2-3 practices you will START doing as a result of our session?

2. What are 2-3 practices you will STOP doing?

3. What are some questions you still have and will need to research?

4. What do you believe will be the biggest challenges to improving your leadership
practices?

TTC
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