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1. Form your Literacy Planning Team.  Include representatives from each building as well as all of the building principals.  Identify who will facilitate the process.

2. Gather the following materials:  

· current School Improvement Plans and the District Improvement Plan

· your Data Profile and any other common assessment data you use

· current building curriculum maps

· copies of the Elementary and MS/HS Comprehensive Literacy Profile/Plans provided by your ISD 

· blank planning chart (provided)
3. Do a thorough examination of your district and building literacy data.  We recommend using the protocols outlined in Got Data? Now What?: Creating and Leading Cultures of Inquiry  by Lipton & Wellman.  You may have already done a good job of this when you did your Data Profile for your School Improvement Plan.  However, we strongly suggest you do all of the steps in order to establish a true picture of your data and to expose any misconceptions up front. (If you need some help with this step, the ISD can help.)
4. Read through the Comprehensive Literacy Profile/Plan for Elementary and the Comprehensive Literacy Profile/Plan for Middle School and High School Students.  Familiarize yourselves with each of the components and clear up any questions representatives have about any of the strategies, terms, or materials listed. 

5. Examine your own district and building literacy data.  Determine where you have strengths and where you have weaknesses.  Make sure you understand the underlying cause of the weakness.  (For example, if you have identified a large group of students reading significantly below grade level, is the underlying cause lack of fluency?  How do you know?)Identify two to three areas of weakness that will become your focus for K-12 strategies.
6. Work your way through the charts, with the entire group starting with the elementary chart and working their way up to high school.  Discuss each Component and make a decision about which pre- and post- test(s) you will use to track this component in your district.  This data will be kept by everyone and will be stored in your data warehouse and will be used at data meetings to make decisions in the future.  The pre- and post-tests listed on the charts are “endorsed” by the ISD Literacy Committee and as such, are researched, vetted, and can be supported by your ISD consultants if you should need more information or training in how to use them.

7. As you begin to fill out the blank Literacy Action Plan, not all components are applicable at all levels.  (For example, the foundational skills are for early elementary.)  Each building should fill out their own plan, but you should do this process as a whole group, one building at a time, so that the final product (the district plan) reflects a continuum and is cohesive.
8. Continue working your way across the Comprehensive Literacy Profile/Plan, filling in the remaining boxes for each component.  You will have to make decisions about how often you will expect the strategies to be done, which strategies you will focus on, what formative assessment (FA) will be gathered, who will be responsible, what data will be gathered, and what the administrators should expect to see in classrooms.  
A couple of notes of clarification:  We added the “Teacher (Actionable) Feedback (FA) and Reflection” box to make sure you were thinking about formative assessment.   We know that students need actionable feedback from the teacher along the way, and need a chance to reflect upon that feedback in order to internalize their learning.  An example of this might be individual reading conferences with students during reader’s workshop to help a student apply a comprehensive strategy.  Secondly, we added the column labeled “Data and Evidence of Student Growth” so that you would be thinking about what evidence a teacher would need to bring to the administrator during an evaluation conference to show that his/her students were making growth.  An example of this for Vocabulary might be several written summaries for each student from the beginning, middle, and end of the year, in order to show how they were able to increase their use of key vocabulary words when summarizing throughout the year.  These same written summaries could also demonstrate growth in any number of the components such as close and critical reading, phonics & spelling, or grammar. 
9. As you are making decisions about each component, you will need to decide which strategies all teachers will utilize, and what that will look like for each.  For example, if you decide Writing Fluency should be a school-wide strategy, make sure to spell out how often and which teachers will make that happen.  The more specific you are in this plan, the less likely you will be to have confusion.  Now is the time to make things crystal clear!

10. Once you have your Planning Charts filled out, go back to your School Improvement Plans to make sure your objectives, strategies, and activities line up with your plan.  Keep in mind that all components need to be addressed somewhere in your curriculum, but everyone shares the responsibility of making sure they get taught.  For example, your content teachers (science, social studies, math) teachers may be primarily responsible for informational writing.  (This means that the days of research projects taking 6-8 weeks are gone; shorter, more frequent informational writing is what is called for in the CCR.)  The art, PE, and music/band teachers may be primarily responsible for the Oral Language component as they help their students give presentations in their classes.  Your school improvement plan should primarily focus on those strategies that ALL teachers will incorporate, demonstrating that literacy is a school-wide and district-wide priority.

11. Go back through the Planning Charts and develop your Professional Development Plan, starting with a district plan and then moving to individual building plans.  Identify the things that everyone will need to understand better in order to implement the plan.  Start with the big things that everyone might need (like reader’s and writer’s workshop) then move to those things that are building specific (such as how to use the DRA).  Identify who will need each professional learning opportunity and who might provide it (a planned COOR pd, ISD consultant provided to your district, building or modeling in classrooms, an outside contracted provider, a workshop or conference in another ISD or put on by an organization, etc.)

12. Send copies of your Comprehensive Literacy Plans and your Professional Development Plans to your ISD.  

13. Provide a complete overview of the plans to your district staff.  Make sure everyone understands each component and all the related terms, materials, and resources.  Ensure that each person knows what they are responsible for and what they will be accountable for.  Review the School Improvement Plan and demonstrate the link between the two documents.

14. Post your plans on your district website. 
