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Figure 1.3: Teacher Playbook for Personalized Learning Plan Templates
1. Make necessary variations. For prewriters, students with special needs, students learning English, or students who 

struggle, modify items in the plan. You may also wish to simplify the language by using more conversational words  
(for instance, “I want to learn how to…”). 

2. Show or share the template. Use the whiteboard or share to students’ digital devices. If multiple students are working 
with one device, each should upload an electronic portfolio online or to your available equivalent. Remember to explain 
the words goal and plan.

3. Ask students to complete, or help them complete, the master or starter personalized learning plan. Fill in the 
information for students who aren’t yet writing. As they need to practice writing, give them pieces of information to copy 
into the blanks. If needed, make paper copies with larger space for young writers to print in. Indicate all start dates, 
interim dates for formative assessments for check-ups, and end dates.

4. Determine a focus skill. Check one. You can adapt the form for students. If a student is working in one skill set, such 
as analyzing (complex cognitive) or listening to others on my team (social-emotional), you may encourage one targeted 
skill. If your students are ready to take on more, you can include two or maybe three skills. However, avoid overload.

5. Fill in the names of those who provide feedback. Leave blanks where appropriate. You will designate who gives 
feedback. Sometimes only you will give feedback, sometimes peers, and sometimes both. Peer feedback is especially 
important when teams are working with a common plan.

6. Students fill in the blanks in the Plans section. Each student completes this section, even if an answer is the same 
as that of others in a team or the class. Each keeps a copy in the portfolio.

7. Share, demonstrate, and guide practice. In addition to modeling and monitoring first personalized learning plans, 
guide practice for sharing the template to an electronic portfolio. Coach and give feedback. Modeling happens when 
you walk the class through the steps for completing a template for a skill, preferably with an example from your 
personal experience. After checking for understanding of what you modeled, watch students as they make their own 
and help as needed. Continue monitoring during this guided time by checking their template entries, asking clarifying 
questions, and giving warm feedback. Later, you will continue coaching to see how each student is following the 
completed plan. 

8. Guide two-way feedback. You can give and get written or verbal feedback by digital exchange, by face-to-face 
conferences, or a combination. Conduct one four-to-five-minute conference per month with each student. Depend 
on the template to frame your conference discussions by directing your probes and warm feedback from the plan. In 
addition, if all are following the same blueprint, you can share feedback to all with specific but nameless feedback 
directed at all or some.

9. Measure progress. If you save the plans and rubrics, you can assess progress made over several plans. You might 
measure data on a single criterion by rubric ratings, number of students who accomplished a goal, and more. 

10. Reflect. At least once per month, do a whole-class reflection on the pluses and minuses of the planning process. Start 
with a short rubric so students can think of ideas for improving the process. The elements of a guiding rubric do not 
change based on the number of students included. Whether you are targeting a whole class, one or more groups, or 
an individual, the format doesn’t change. What will change are methods and procedures you use for the reflection. 
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