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R E P R O D U C I B L E

Collaboration Checklist

Collaboration Strategies

General educators receive planning time with their co-teachers and instructional assistants to figure 
out the week’s lessons and how to best deliver the curriculum.

Special educators who implement the strategies receive opportunities for appropriate pre-, inter-, 
and postplanning with their co-teachers, instructional assistants, related staff, and team members.

If face-to-face planning time is limited due to scheduling issues and working with multiple teachers, 
explore digital options (for example, Zoom [https://zoom.us] and Google Docs [https://google.com 
/docs/about]).

Treat instructional assistants and paraprofessionals as integral team members and respect and value 
their input in inclusion classrooms. They receive guidance on how they can help students, such as 
checking notebooks, monitoring time on task, scribing, and offering encouragement.

Administrators and supervisors listen to and collaborate with staff and build time into teachers’ 
schedules to effectively problem solve, plan, and communicate with one another throughout the 
week or for specific units.

Professional development supports co-teachers’ realities (for example, arrange for floating substi-
tutes to cover classes; set up a portion of faculty meetings for collaborative sessions, and abbreviate 
administrivia [or time-consuming administrative tasks]).

Instructional student-support staff or multidisciplinary teams offer ongoing support beyond the 
scheduled IEP meetings or testing dates. For example, they observe and plan with teachers, discuss-
ing teachers’ and students’ efforts, progress, and concerns.

Related staff are inclusion classroom members who offer input. For example, the speech-language 
pathologist helps students gain conversational skills, and the occupational or physical therapist helps 
students improve their handwriting, follow routines, or increase other motor functions.

Regularly inform families on their children’s progress and offer ways they can assist in the 
school’s efforts.

Students are aware of daily, weekly, and monthly lesson objectives and receive realistic and timely 
feedback on their progress.
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