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Change Management Roles in an Aligned System 
 

 
 
Sponsor: 

• A single person who has the vested authority to legitimize the change.  
• Has direct authority over the individuals who will implement the change.  
• Has access to and/or control over necessary resources, i.e. time, money, 

equipment, space, people ...  
• Has a clear vision/goal for the change.  
• Has explicit criteria for the change.  

Implementer: 
• Is responsible for implementing the change.  
• Is responsible for seeking and gaining clarity about what is expected.  
• Provides Sponsors with information about issues that might block or impede 

success.  
• Requests necessary resources that leverage and reinforce success.  

Agent: 
• Is responsible for facilitating the change.  
• Must always be sponsored—has no direct line of authority over Implementers.  
• Acts as a sideline coach to provide education, information, and facilitation to aid 

Sponsors and Implementers in achieving success.  
Advocate: 

• Has a good idea and is in search of a Sponsor.  
• Can occupy any role in the organization.  
Note:  An Advocate who goes too long without a Sponsor becomes a pest. 

 
 
Based on Darryl Conner’s Sponsor-Agent-Target-Advocate model in Managing at the Speed of Change. 
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How to Set Up an Action Plan 
 

Most decisions result in a change that needs to occur.  To implement the change, it is 
necessary to develop an action plan.  However, way too often, a team fails to develop 
that plan.  As a result, they experience the body problem.   
The body problem is: 
A team reaches a decision.  Everyone thinks that someone will implement the decision.  
Anybody could implement the decision, but nobody does.  As a result, everybody is 
frustrated.  This frustration definitely has a negative impact on the team’s progress. 
This failure to implement is not because of anyone’s mal-intent.  Instead it is because 
teams often fail to make action planning a part of the decision and change 
implementation process.  Helping a team learn how to and agree to developing action 
plans can help them make and sustain forward momentum in implementing the changes 
they want to make. 
To develop an action plan a team: 

1. Clarifies the change they are trying to achieve and the decision that has been 
made. 

2. They brainstorm the steps they must take to implement the decision. 
3. They list the steps on the form, one step per row. 
4. They focus on one step at a time.  With each step they: 

a. Determine who will take the lead on that step.  They monitor to be sure that 
the work is equally distributed.   It is not a good idea to have a few people 
take the lead on all the steps. 

b. Schedule when the work should begin.  Again they monitor to be sure that not 
all the steps are starting at the same time. 

c. Designate the date by which the work should be completed.  These 
completion dates can be adjusted as needed, but every effort should be made 
to meet the deadlines.  The leader of the team holds team members 
accountable for the steps they agreed to lead. 

d. Define the materials and support needed for the implementation.  The leader 
of the team makes sure this is provided. 

e. Decide how the results of the step will be evaluated upon completion. 
5. Once the plan is developed, all team members receive a copy.  It is a good idea 

to make one copy on a flip chart page that can be posted at the team’s meeting. 
6. At each meeting the team checks the progress on the steps underway at that 

time. 
7. They celebrate the completion of each step and evaluate the results.  Using a 

highlighter to color in the completed steps provides a good visual of the team’s 
accomplishments. 
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Action Plan 
The following form was created using Microsoft Word. Rows can be easily added or deleted as needed 

 
Decision: 
 

What 
Steps in the 

implementation of 
the decision 

Who 
Person with lead 

responsibility 

When 
Start/Finish 

Materials 
Needed 

Evaluation 
Criteria 

     

     

     

     

     

     

     

 
Judy Ness   
July, 2007 
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Decision Making Record  
 
It is important to keep a running record of key decisions that a team makes.  The record 
can help a team more efficiently maximize the critical resource of time.  
For instance, some decisions need to be re-decided at regular time intervals.  If the 
team has an accurate written history of that decision, they can look at the record and 
repeat the process used the first time.  This is especially important when there is a large 
turnover in team membership.  The plan for making the decision is clear and the team 
does not need to recreate it in order to make the decision. 
Another way the record saves time is it prevents decisions from being undecided by one 
or a few members.  A team member might say, “When did we decide that?  I don’t 
remember ever agreeing to that decision.”  Rather than trying to convince the person(s) 
that, in fact, they all had made the decision, the other team members can go to the 
record and give the date the decision was made, by whom, and all the other important 
relevant information.  
When the implementation of the decision is stalled, reviewing the decision making 
record may help jump-start the decision.  Perhaps the record shows that some key 
stakeholders, maybe the parents, were supposed to be informed about the decision.  
They had not been, and consequently, they are resisting the implementation.  Or maybe 
the record shows they had been listed as a group to be informed and experience shows 
that was a mistake.  The record can be revised to prevent this mistake in the future. 
When a team reaches a decision, and it has been implemented, it is possible that the 
decision could be a bad decision.  If that happens, a review of the Record of Decisions 
could show that a key group who should have been named to give input was not 
included.  The team can use the record to prevent similar ineffective decisions in the 
future. 
Finally, the decision making record can prevent the body problem.  A team made a 
decision.  Everybody thought somebody would implement is.  Anybody could have 
implemented it.  Somebody should have done it, but nobody did and now, everybody is 
angry.  Decisions that are not implemented lead to skepticism, diminished team energy, 
and lost time.  The record contains an implementation plan, noting who will lead the 
implementation, the steps of implementation, the starting and stopping time for each 
step, resources needed and criteria for evaluating the quality of each step.  The more 
complex the decision, the more complex the plan. 
If the decision is complex, the implementation plan may need to be written on a 
separate page.  A format for the implementation plan (an action plan) follows the 
template for the record. 
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Task Force/Committee/Leadership Group:  

Lead Administrator:  
 

Record of Decision 
 
What is the decision? 
 
When was the decision made? 
 
Who made the decision? 
 
How was the decision made: 

 Autocratic*  Consultative*  Group*  Delegated* 
 

Who gave input? 
 Administrators  Certificated Staff  Classified Staff  Parents 
 Students  Public   

 

Who needs to be informed? 
 Administrators  Certificated Staff  Classified Staff  Parents 
 Students  Public   

 

How will they be informed?  By whom?  By when? 

How Who When 

Email   

Memo   

Presentation   

Web posting   

Media   

Article to Parents   

Principal Communication   

Other   

What is the implementation plan?  Use the Action Plan format to plan the implementation 
 
* Decision Option: 

Autocratic:  The leader decides and tells.  Made without any input. 
Consultative:  The leader decides with input or with recommendation. 
Group Decision: The group decides. They decide via majority vote or consensus. 
Delegated Decision with Clear Parameters:  A designated individual or small group 
makes the decision.  They make the decision via majority vote or consensus. 

 
 
Judy Ness and Judy Heinrich, PhD 
June 2005 
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Leading Conversations for Change:  Four Phases 
 
As a leader of change (either as executive sponsor or sustaining sponsor) there are four 
phases in the conversation you have with those team members you expect to 
implement the change.  Going through these steps will enhance the possibility that: 

• People will be clear about where you, the leader, are headed. 
• You will receive information about what is missing and what is important to the 

success of the change. 
• People will be ready and committed to follow you. 

Phases one and two promote clarity of the change. 
Phase One 
State your expectations of those who will be implementing the change. 
Your expectations could include: 

• What the change is, 
• Why you think the change is necessary, 
• How you want it done, 
• Accountability for the change (how you will evaluate success). 

Phase Two 
Check for understanding. 
You might do this by asking for a paraphrase of the what, why and how of the change.  
Stay with this conversation until all have the same understanding.  At this point, do not 
get sidetracked by people’s opinions of the change.  Clarity of the change is your first 
goal. 

Phases three and four promote commitment to the change. 
Phase Three 
Solicit reactions to your expectations. 
Don’t take silence as agreement.  Actively inquire about people’s reactions and 
paraphrase when they give their reactions.  Let others know where you are open to 
influence and where you are not.  Listening here is more important than explaining.  Let 
people know if you have been influenced and how. 
Phase Four 
Inquire about people’s level of confidence in implementing the change. 
What do they need in order to be successful?  This might mean helping rearrange 
priorities or providing skill-building opportunities in a particular area. 
Each of the four phases will be accomplished more effectively if the leader takes time 
for reflection.   See Questions for Leadership Reflection During a Change Process in 
this section of the manual. 
 
Judy Ness and Judy Heinrich, PhD 
June 2005 
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Change Conversation 
 

Sponsors and Implementers Responsibilities 
 

Goal of Phases 1 and 2:  Clarity 
Phase 1:  Stating Expectations 

Sponsor: 
• State expectations 

o What 
o Why 
o How 
o Accountability 

Implementer: 
• Active listening 

o Bracket distractions 
o Suspend judgment 

 

Phase 2:  Checking for Understanding 

Sponsor: 
• Check for understanding 
• Ask for paraphrases 

Implementer: 
• State understanding 
• Paraphrase what the leader said 

 

Goal of Phases 3 and 4:  Shared Commitment 
Phase 3:  Soliciting Reactions 

Sponsor: 
• Solicit reactions 
• Listen, paraphrase back 
• Indicate if open to influence 

Implementer: 
• State questions and concerns 
• Advocate for any change you think 

will help reach the goal.  
 

Phase 4:  Determining Readiness 

Sponsor: 
• Inquire about participants’ 

confidence to implement the change 
• Find out what people need in order 

to be successful in meeting the 
target of this change. 

Implementer: 
• Be honest 
• State your needs 

 
 
Judy Ness and Judy Heinrich, PhD 
June 2005 
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What is Consensus? 
 
A. Consensus is a decision that has been reached when 75% (or more) of a team 

agrees upon an option.  The option is a solution to a dilemma a team is facing. 
 This 75% (or more) is reached through a series of probes.  Each probe asks 

individuals to state their opinion on an option or on multiple options.  Gradually, the 
number of options is reduced to one or two, and the probing continues until 75% is 
reached on one of the options.  In a consensus decision, the 25% (or less) of the 
team preferring a different option know they have had the opportunity to influence 
the decisions.   

B. At this point, 100% of the team members must agree to support the implementation 
of the decision.  It is important to know that once the team members reach 
consensus, every team member must give their support.  This support is non-
negotiable.  However, they can choose what level of support to give.  There are 
three levels, minimum, moderate, and maximum.  Each level is equally valid and 
equally valued.  
The leader of the team and one or two members need to determine the specific 
things that team members would agree to do at each of the three levels of support.  
Here is an example of what the levels of support might look like if a staff reached 
consensus to use advisories to help personalize the learning environment at their 
school.  

Decision: We will use advisories to personalize the learning environments for our  

 students, beginning in the fall of the next school year. 

Date of Decision:  

Levels of Support 
Minimum Moderate Maximum 

Learn the advisory group 
curriculum. 
 
Teach the curriculum to the 
students assigned to my 
advisory group. 

Work on a committee to 
develop the advisory group 
curriculum. 

Train staff to use the new 
advisory group curriculum. 

Signatures: Signatures: Signatures: 

Individual staff members choose the level of support they are willing to give and they 
sign their name under the description of that level. 



Idaho Building Capacity:  Planning Process Guide 

132 

C. While the decision is being implemented, two things occur: 
1. A clear plan of action is developed to ensure that all steps in the implementation 

are named, a lead person is identified to guide the completion of each step, a 
date for starting the step and a date for completing the step are noted, needed 
resources are identified, and criteria for evaluating the results of each step are 
named.  In short, the what, who, when, with what, and how well are identified for 
each step in implementing the decision. 

2. A continuous process of problem solving occurs.  Concerns are named and 
problem solving occurs.  This helps address some of the issues the 25% or less 
had with the decision.  It is important to note that if a person was not in favor of 
the decision, i.e., in the 25% or less, they must still work to implement the 
decision while concerns are being discussed. 

 
Judy Ness and Judy Heinrich, PhD 
June 2005 
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Student Engagement 
A compilation of easy-to-use activities to provide thinking time for students of all grades & ages 

 

Objective 
Actively engaged students = increased student participation and embedded learning. 

Teacher Talk 
Plan Activities into the lesson plans - list for individual lesson, unit, or for the week. 

Quote 
“A good question is never answered.  It is not a bolt to be tightened into place.  But a 
seed to be planted and to bear more seed.  Toward the hope of greening the landscape 
of idea.” 
- John Ciardi, 1972 
 
Note 
This publication was compiled from various resources.  For a full list of resources, 
please see the references section, located at the end of this document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Karen Osman, Capacity Builder 
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Bloom’s Taxonomy:  Possible Questions 
Analysis 

Analyze, appraise, calculate, categorize, compare, contrast, criticize, differentiate, discriminate, 
distinguish, examine, experiment, question, test.  

• How would you compare…?  Contrast…? 
• What are the parts or features of…? 
• How is   related to…? 
• Why do you think…? 
• What is the theme…? 
• What motive is there…? 
• Can you list the parts…? 
• What inference can you make…? 
• What conclusions can you draw…? 
• How would you classify…? 
• How would you categorize…? 
• Can you identify the difference parts…? 
• What evidence can you find…? 
• What is the relationship between…? 
• Can you make a distinction between…? 
• What is the function of…? 
• What ideas justify…? 

 

Application 
Apply, choose, demonstrate, dramatize, employ, illustrate, interpret, operate, practice, schedule, sketch, 
solve, use, write.  

• How would you use…? 
• What examples can you find to…? 
• How would you solve   using what you have learned…? 
• How would you organize   to show…? 
• How would you show your understanding of…? 
• What approach would you use to…? 
• How would you apply what you learned to develop…? 
• What other way would you plan to…? 
• What would result if…? 
• Can you make use of the facts to…? 
• What elements would you choose to change…? 
• What facts would you select to show…? 
• What questions would you ask in an interview with…? 

 

Comprehension 
Classify, describe, discuss, explain, express, identify, indicate, locate, recognize, report, restate, review, 
select, translate,  

• How would you classify the type of…? 
• Will you state or interpret in your own words…? 
• How would you rephrase the meaning…? 
• What facts or ideas show…? 
• What is the main idea of…? 
• Which statements support…? 
• Can you explain what is happening…, what is meant…? 
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• What can you say about…? 
• Which is the best answer…? 
• How would you summarize…? 

 
Evaluation 

Appraise, argue, assess, attach, choose compare, defend estimate, judge, predict, rate, core, select, 
support, value, evaluate.  

• Do you agree with the actions…?  With the outcomes…? 
• What is your opinion of…? 
• How would you prove…?  Disprove…? 
• Can you assess the value or importance of…? 
• Would it be better if…? 
• Why did they (the character) choose…? 
• What would you recommend…? 
• How would you rate the…? 
• What would you cite to defend the actions…? 
• How would you evaluate…? 
• How could you determine…? 
• What choice would you have made…? 
• What would you select…? 
• How would you prioritize…? 
• What judgment would you make about…? 
• Based on what you know, how would you explain…? 
• What information would you use to support the view…? 
• How would you justify…? 
• What data was used to make the conclusion…? 
• Why was it better that…? 
• How would you prioritize the facts…? 
• How would you compare the ideas…?  People…? 

 

Knowledge 
Arrange, define, duplicate, label, list, memorize, name, order, recognize, relate, recall, repeat, reproduce, 
state.  

• What is…? 
• How is…? 
• Where is…? 
• When did   happen? 
• How did   happen? 
• How would you explain…? 
• Why did…? 
• How would you describe…? 
• When did…? 
• Can you recall…? 
• How would you show…? 
• Can you select…? 
• Who were the main…? 
• Can you list…? 
• Which one…? 
• Who was…? 

Metacognition 
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• What was the most important concept/idea you learned today?  Why? 
• What did you have difficulty with today?  Why? 
• What strategy did you or your group use to finish the task? 
• If you had this lesson to do all over again, what would you do differently and why? 
• What did you learn today?  How do you know? 
• How will you use this information in your life? 
• What are you curious about? 
• How well did you or your group perform today? 
• What do you want to learn more about? 
• In what ways can you relate to the character or person from history? 
• How would you teach this concept to your parents? 
• What problems did you have when trying to complete the assignment? 
• Can you learn this a better way?  How? 
• How does this connect or relate to what we already know about…? 
• How can this help us, or how can we use this information/skill in the future? 
• How many ways can you think of to use  ? 
• In what other ways could this be done?  How can you trust this theory? 
• How long will you need to remember your ABCs? (Great kindergarten question!) 
• Have we left out anything important? 

 

Synthesis 
Arrange, assemble, collect, compose, construct, create, design, develop, formulate, manage, organize, 
plan, prepare, propose, set up, write.  

• What changes would you make to solve…? 
• How would you improve…? 
• What would happen if…? 
• Can you elaborate on the reason…? 
• Can you propose an alternative…? 
• Can you invent…? 
• How would you adapt   to create a different…? 
• How could you change (modify) the plot (plan)…? 
• What could be done to minimize (maximize)…? 
• What way would you design…? 
• What could be combined to improve (change)…? 
• Suppose you could   what would you do…? 
• How would you test…? 
• Can you formulate a theory for…? 
• Can you predict the outcome if…? 
• How would you estimate the results for…? 
• What facts can you compile…? 
• Can you construct a model that would change…? 
• Can you think of an original way for the…? 
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Application and Assessment 
The ideas presented here can provide a way for teachers to have students extend their learning into 
relevant context.  These are also ways for students to develop their skills as well as show conceptual 
understanding of the content.  Always consider your audience.  If you are infusing application, make sure 
you have a “real audience” beyond the teacher and the classroom. 

• Another classroom 
• Parents 
• School-wide display 
• Community bulletin board 
• Other adults (beyond-the-classroom teacher) 

Whether used for application or to show a depth of understanding, always keep rigor in mind.  These 
activities could be simple or complex, depending on your learning targets and/or ability level of your 
students.  We want students to perform at the higher levels on Bloom’s Taxonomy - not just at the 
knowledge and comprehension levels. 

 

Artistic Products & Forms 
Poster 
Editorial Cartoon 
Label or Container 
Computer Graphic 
Diorama 

Mixed Media 
Painting/Mural 
Sculpture/Monument 
Cartoon 
Bulletin Board Display 

Game 
Drawing/Etching/Lithograph 
Collage/Montage 
Mobile 
Photo Essay 

 

Electronic Productions/Computer Programs 
Movie/Radio/TV Production 
Use spreadsheet to… 
Use graphics to… 
Use the Internet to… 
Musical Recording 

Slideshow 
Use specific software to… 
Audiotape an event 
Use a database to… 

Use word processing to… 
Develop a webpage 
Radio or TV ad 
Computerized presentation/slideshow 

 

Graphic Organizers 
Table 
Graph 
Timeline 
Flowchart 
Chart 

Schematic drawing/blueprint 
Analogy map 
List 
Diagram 
Overhead transparency 

Map/Globe 
Technical drawing 
Survey/Poll 
KWL map 

 

Individual & Group Presentations/Performance 
Group presentation 
Sing or Play an Instrument 
Role Playing 
Character/Person Portrayal 
Musical Rap/Jingle 
Panel Discussion 
Information/Interview 
Student-led Conference 

Teach a Lesson 
Fish Bowl 
Multimedia presentations 
Informative or Persuasive Speech 
Oral Interpretation 
Theatricals (Skit, Play, Puppets, etc.)
Fairs (History, Science etc.) 
Marketing/ Political Campaign 

Demonstration/Exhibit 
Job Interview 
Reenactment 
Competitions 
PowerPoint presentations 
Reading each other’s papers aloud 
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Portfolios 
Unit of study portfolio 
Video portfolio 
Writing portfolio 

School portfolio 
Art portfolio 
Electronic portfolio 

Whole-course collection portfolio 
Career portfolio 

 

Technical Writing Forms & Technical Products 
Technical Report/Manual 
Sales Pitch 
Mathematical Model 
Checklist 
Technical Specifications 
Make a Complaint 
Rubric 
Survey/Poll 
Explain Products & Services 

Conclusions from Analysis 
Request Authorization 
Explain a Policy 
Thank an Employee or Customer 
Scale drawing 
Instructions 
Scale or Working Model 
Recipe 
Actual Product/Invention 

Place an Order 
Make a Bid 
Plan/Design 
Explain Solution to Problem 
Laboratory Report 
Request Ideas/Input 
Explain a Procedure 
Propose a Plan 
Explain a Change 

 

Written Forms 
Report/Research Paper 
Editorial 
Letter to the Editor 
Letter 
Magazine Article 
Story/Tale/Fable/Comic 
Guidebook 
Newsletter 
Abstract 
Position Paper 

I-Search paper 
Policy/Law 
Perspective/Points of View 
Math journals 
Journal 
Feature Story 
Analysis/Critique/Review 
Advertisement 
Whole Magazine 
Book 

News Story 
Poetry 
Sales Brochure 
Travel and Other Brochure 
Itinerary/Travelogue 
Character Sketch 
E-mail 
Reflection journals 
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Action Responses 
Response Cards 

Steps to Follow:  
1. Students write responses in each corner of a square piece of paper. (A-B-C-D, 1-2-3-4, Yes/No, 

Agree/Disagree, or use whiteboards.) OR: use prepared response cards. 
2. Teacher asks questions. 
3. Students privately select number/letter/word answer from response card. 
4. On teacher’s signal, students hold up response card with selected corner pointing up. 
5. Teacher monitors responses for student understanding of skill or strategy. Note unsuccessful 

responses. Give constructive feedback. 
Sample teacher talk in the classroom: 

• I am going to read two words out loud. Let me know if you think they have the same middle sound.
• How many syllables do you hear in the word, “enormous” 
• Maria is a very clever character in this story. Would you want her as your friend? Yes or No? 
• Mudge is a loyal dog. Do you agree or disagree? 
• I have written four definitions on the overhead, choose which one you think matches the word, 

“energetic.” 

 

Show Me 
Steps to Follow:  

1. Teacher tells students the appropriate response signal (thumbs up, show the number of fingers, 
stand up, etc.) 

2. Teacher asks a question and gives wait time. 
3. Teacher signals “Show Me” and students respond. 

Sample teacher talk in the classroom: 
• Thumbs up if you think it is true (or if you agree), thumbs down if you think it is false (or if you 

disagree) that Jamie is a good friend to Harriet. 
• Stand if the word I say has the same beginning sound as /mud/. Or: hold up a finger for each 

sound you hear in the word /r/e/d/. 
• Hands on your head if these two words are synonyms (the same). Touch your toes if they are 

antonyms (opposites). 
• Tap each sound you hear on your whiteboard. 

 

4 Corners 
Steps to Follow: 

1. Teacher has labeled each corner with a content relevant number, name, word, or phrase. 
2. Teacher calls “4 Corners” and students are given think time to make a choice. 
3. Each student writes the name/number of a corner on a piece of paper and turns it over without 

talking. 
4. Teacher signals “4 Corners” and students get up and go to their chosen corner. 
5. At the corner, they find a partner and discuss the reason for their choice. 
6. Teacher randomly selects partners to share with whole group. 

Sample teacher talk in the classroom: 
• If you could be a character in this story, who would you be and why? 
• Choose one of the posted four words and use it in three sentences that are at least eight words 

long each. 
• Choose one of these 4 phrases from our story and tell who said it and what clues you used to 

determine your answer.  What are some other things this character might say? 
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Talking Chips 
Steps to Follow:  

1. Students are in groups of 3-4. 
2. Each student is given the same number of chips (or index cards, post-its, etc.) 
3. Each time a student talks, s/he places a chip in the center of the table. 
4. Students listen and take turns talking. 
5. When a student has used up all of their chips, they no longer talk. 
6. The group talk continues until each student in the group has used all of their chips. 
7. Teacher monitors student talk, takes notes and shares individual comments with class by using 

Roving Overhead. 
Sample teacher talk in the classroom: 

• Talk about what you’ve learned about dogsled racing in Alaska after reading our story. 
• What parts of being a cowhand would you most like and dislike? Talk in your group about your 

reasons. 
• Boys and girls, today our Vocabulary-Writing Connection is what you would do if you ever found a 

stray animal. Before you write, talk in your group about the animal and tell what you might do if 
you had to take care of it. 

• Discuss in your groups the Question of the Day. Be prepared to share your responses. 
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Partner Responses 
Buddy Buzz 

Students share what they already know and solidify instruction. 
Steps to Follow: 

1. Students are paired up. (AB partners) 
2. Teacher gives a prompt or asks a question. 
3. A tells B their response. Listening partner either holds up one finger for each correct response or 

paraphrases partner’s response. 
4. Teacher gives signal and B tells A their response. 
5. Teacher monitors the discussion and active listening. 
6. Teacher signals whole group to come together and then randomly calls on partners to share 

responses. (Teacher can use “Roving Overhead” to record responses to share with whole group.) 
Sample teacher talk in the classroom: 

• A, tell your partner why you think Amelia Bedelia acts the way she does. 
• B, tell your partner three things you think Jacob might do next. Begin your sentence with “I 

predict…” 
• B, tell your partner what comes to mind when I say the word “fun.” 
• A, tell your partner three sentences about things which “astonish” you. 

 

Think-Pair-Share 
Best suited for reflection and processing. 
Steps to Follow: 

1. Teacher asks a question 
2. Teacher signals for wait time as students think of their answers. 
3. Teacher signals and pairs share answers with each other. 
4. Pair decides on one response. 
5. Teacher randomly selects several pairs to share their response with whole group. 

Sample teacher talk in the classroom: 
• Think about another word (a synonym) you could use for “big” in this sentence: “Clifford was a 

very big dog.” 
• Explain to your partner how the focus strategy “compare and contrast” helps you to be a better 

reader. 
• Think of a kid-friendly definition for the word “reluctant.” 
• Think of at least 3 words that rhyme with “rent.” Turn to your partner and share. 
• Write the word chunk “ight” on your whiteboard. I’m thinking of a word that rhymes with “ight” and 

means the opposite of daytime. Partners share answer. (Continue with other word clues.) 

 

Pairs Compare 
Steps to Follow:  

1. Group of 4 divides into 2 sets of pairs to do a graphic organizer, worksheet, or writing activity. 
2. One partner completes his/her section or problem, while the other coaches and checks partner’s 

work. 
3. If they agree on the answer, “coach” gives praise. 
4. If partners disagree on the answer, they ask the other pair in the group for their answer. 
5. Partners switch roles. Repeat steps 2-5. 
6. When work is complete, pairs in team compare their work. 
7. If they agree, they do a team handshake. 
8. If they disagree, they talk it through and try to figure it out. If no solution is reached, all 4 hands go 

up and members from another team (or the teacher) can help. 
Sample teacher talk in the classroom: 

• Here is a graphic organizer to help us put the events of our story in order. You and your partner 
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will fill in what happened first, then, next, and finally. When you are done, compare your work with 
the other pair in your team. 

• In Pairs Compare today, each of you will circle pictures that start with the /s/ sound. Draw 2 more. 
Then compare pictures with the other pair on your team. 

• Read the clues. Then find the matching word on our “Words to Remember” Wall. Write it in a 
sentence. 

 

Say Something 
Steps to Follow:  

• Partners read silently 
• When you reach the designated stopping point, “Say Something”, for example: 
• Question 
• Summary paraphrase 
• Key point 
• New Connection…Continue to completion 
• Touch Each Quadrant 
• Review with your table group each quadrant of the domains. 
• Three questions…three sticky notes: 
• Pose three questions/curiosities you have about the information on the placemat. 
• Put each question on a placemat for dialogue throughout the morning. 

 

Paired Verbal Fluency 
Steps to Follow: 

• With an eye-contact partner, have a stand up conversation using a paired verbal fluency strategy. 
• Designate an A and a B partner 
• When the facilitator says “Begin”, A talks about the first 2 sessions and everything remembered. 
• When the facilitator says “Change”, B talks about the same topic without repeating anything that A 

said. 
• Continue the process until time is called. 
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Whole Group and Team 
Canned Questions 

Grade Levels:  2 - 12 
Subject Areas:  All 
Grouping:  Whole Class 
Materials:  Coffee can with hole cut in lid & question strips 
Steps to Follow: 
Write on strips of paper variety of questions related to topic.  Questions related from lower-higher levels of 
thinking.  Students demonstrate (according to Bloom’s Taxonomy) 

• Knowledge:  Defining, locating, underlining, labeling, or identifying 
• Comprehension:  Describing, summarizing, explaining, or paraphrasing 
• Application:  Computing, building, or giving example 
• Analysis:  Categorizing, classifying, comparing, or contrasting 
• Synthesis:  Combining, creating, designing, or predicting 
• Evaluation:  Concluding, defining, justifying, and prioritizing 

Place question strips in can, group students by partners/small groups, and teacher draws out the question 
and students work on them as stated above.

 

Choral Response 
Steps to Follow: 

1. Teacher says a prompt/asks a question. 
2. Teacher signals wait time 
3. Students cue teacher to show they are ready. (“Eyes on me” or “Thumbs Up when you know…”) 
4. All respond together. 
5. Teacher gives constructive feedback. 

Sample teacher talk in the classroom: 
• Our focus strategy for today is sequencing. What are we working on today everybody? 
• Let’s review our high frequency words for this week together on the overhead. 
• I’m thinking of a word that begins with “p” and means an animal you keep in your home. What’s 

the word? 
• Let’s begin with the word “ship” and replace the beginning sound with /r/. What’s the new word? 

Now let’s replace the ending sound in “rip” with the sound /d/. What’s the new word? 

 

Book Bits 
Steps to Follow: 

1. Teacher decides what students need to know after reading story. 
2. Teacher types up story events (one per sheet-large font) or writes facts on sentence strips (one 

fact per strip). 
3. Teacher gives each student a sentence strip (or randomly selects students to read a fact sheet). 
4. Students go to front of room and line up in sequence. 
5. First student reads event/fact slowly. Then the next student reads until all events or facts are 

presented. 
6. Students reread sentence strips/fact sheets, this time with excitement, (or quickly, etc.) 
7. On a third round, all join in. 

Sample teacher talk in the classroom: 
• I wrote a key event/fact from our story on each of these sentence strips. Today we’re going to put 

these events together and read them aloud a few times so that we can better understand what 
happened and why. 
• Think of our story last week and make a connection to this week’s story. Write your answer on 

a sentence strip. I’ll call on groups to come to the front of the room and read their answers. 
• Now that we’ve reread these sentences several times, let’s go on a word hunt for our 
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vocabulary words in the sentences. (or, let’s look for words that have the /ou/ sound.) 
• I see two antonyms in these sentences. Let’s go find them. 

 

Mix-N-Match 
Steps to Follow: 

1. Teacher gives a card to every student. 
2. Teacher calls “Mix” and with card in hand, students get up from seats to mill around the room 

trading cards with others as they pass by. 
3. After students mix a bit, teacher calls “Freeze” and all stop. No more trading. 
4. Teacher then calls “Match” and students find partner that has matching card. 
5. Students with match move to outside of room to allow more room for those still looking for a 

match. 
6. After all students have found their match, teacher calls “Mix” and they start again. 

Sample teacher talk in the classroom: 
• Find the person who has a word card that matches the definition on your card. 
• Find the person who has a picture of something that starts with the letter sound on your card. 
• Find someone who has a synonym/antonym card that matches your word card. 
• Find someone who has a matching answer to the question on your card. 

 

Interaction Activities 
 (Take a Stand:  Students defend their answer) 
Steps to Follow: 

1. Teacher states information (Fact) 
2. Allow think time & then cue “Take a Stand” 
3. Stand if they agree - be willing to defend answer 
4. Stay seated if disagree 

This can be an individual activity or small group with teams.  Teams discuss statement made by teacher & 
come to a consensus to stand or sit as a group.

 

First Word Last Word 
Steps to Follow: 

• Each person read assigned text and highlight important points and key ideas 
• First team member offers one highlighted item, but makes no comments 
• In round robin fashion, each team member comments on the initial person’s selection 
• NO CROSS TALK! 
• Initial person reflects and comments on what’s been said, having the “final word” 
• Repeat pattern until time is called. 

 

Numbered Heads 
Steps to Follow: 

1. Number students from 1 to 4. 
2. Ask a question or give a problem. 
3. Students lean forward (put their heads together) to discuss the answer. They must make sure that 

everyone on the team knows the answer. 
4. Randomly call out a number from 1 to 4 (use a spinner, toss a die, or draw popsicle sticks.) 
5. On each team, the student whose number was called writes an answer on the team’s response 

board and places the board face down. (variation: the student simply stands and verbally shares 
the answer.) 

6. When the signal is given, the designated students stand and hold up their response boards to 
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show their answer. Check each team’s answer for accuracy. 
7. Repeat with additional questions. Give team points for correct responses if desired. 

Sample teacher talk in the classroom: 
• What things in the story let you know the setting, or where and when it takes place? 
• What do you think is the main problem for the characters in this book? 
• What sound do you hear at the beginning of these three words: “quiet, quarter, quit.” 
• Which one of our vocabulary words would you use to finish this sentence: Grandmother was   

to see her sister after so many years. 

 

Go Graphic for Expository Texts 

Grade Levels:  3 and up 
Subject Areas:  All 
Grouping:  Partners, small groups, whole class 
Steps to Follow: 

• Teach students author to write expository text 
• Graphic organizers mirror how text is written and helps to understand 
• Introduce and model different ones and ask them to select more appropriate 
• Once completed organizers write a summary paragraph or sentence about text. 

Choices Available (See sample organizers on the following pages.) 
• Explanation:  Main Idea & Supporting Details 
• Cause & Effect 
• Compare & Contrast 
• Sequence or Chronological 
• Problem/Solution 
• Description 
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Sample Organizer 1 
Explanation:  Main Idea & Supporting Details 
 
This organizer can also be used to help students learn how to write a simple paragraph.  The Main Idea 
becomes the topic sentence and the conclusion becomes the concluding sentence. 
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Sample Organizer 2 
Cause & Effect 
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Sample Organizer 3 
Compare & Contrast 
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Sample Organizer 4 
Sequence or Chronological 
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Sample Organizer 5 
Problem/Solution 
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Sample Organizer 6 
Description 
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Written Responses 
Quick Writes/Quick Draws 

Steps to Follow: 
1. Teacher gives a prompt and students write or draw. 
2. Allow 3 minutes or less for students to quick write/draw. 
3. Teacher gives signal. (“Finish your sentence/picture. Put down your pencil and look up when 

you’re done.”) 
4. Students share work with others. Teacher monitors discussion and asks questions that encourage 

elaboration of thinking. 
Sample teacher talk in the classroom: 

• Write 2 questions about yesterday’s story and be ready to ask them of your partner. 
• Write what you think will happen next in the story. 
• List 2 synonyms for  . 
• Write a sentence for one of our vocabulary words. Leave a blank for the word and switch papers 

with your partner, then fill in the blank. Talk with your partner about the clues in the sentence that 
helped you figure out the missing word. 

• Write three words that use r-controlled vowels. 

 

Think-Write-Pair-Share 
Steps to Follow:  

1. Teacher asks question. 
2. Teacher signals wait time. 
3. Every student writes a response to the question. 
4. Teacher signals for paired students to share their written responses. 
5. Students may add to their initial quick write after talking with partner. 
6. Teacher calls randomly on pairs to share either their individual responses or partner response. 

Sample teacher talk in the classroom: 
• Today we will be working with our Question of the Day in pairs with your whiteboards (or paper 

and pencil.) 
• Write 2 ways in which the wolf was like the hunter. 
• Write any similarities you can find between this story and the one we read last week. 
• Using your own words, write a definition for  . 
• We have been working on the CVCe long vowel pattern this week. Write down as many words as 

you can, using this spelling pattern with the long “a” sound until I say “stop.” 

 

Roundtable 
Steps to Follow:  

1. Teacher asks a question or gives a topic/problem. 
2. In groups of 4, all 4 students simultaneously respond to the question by writing or drawing (or 

using manipulatives.) 
3. Teacher signals when time is up (or students may turn over their papers/put pencils down.) 
4. Students then pass their papers one person clockwise. 
5. Each team member continues to add to what was already on the paper. 

Sample teacher talk in the classroom: 
• Write a conversation between 2 ball players using at least 3 antonyms and 3 compound words. 
• Write a synonym or definition for your vocabulary words. 
• List 4 words (or draw a picture) that start with the /s/ sound. 
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Recall Prior Knowledge & Establish Learning Goals 
KWL 

Purpose:  Enables students to recall prior knowledge and to establish learning goals before studying a 
topic. 
Steps to Follow: 

• K: Introduce the topic to students briefly and in an interesting way, e.g. read a paragraph from a 
newspaper article that connects with the topic. 

• Have students individually brainstorm by writing in their notes everything they already Know about 
the topic. 

• Brainstorm what the class collectively knows and record their points on the board.  Let all ideas 
come out during the brainstorming, and then the teacher can go over them and correct 
misconceptions before proceeding on. 

• W: Then students individually brainstorm all of their questions--what they Want to know-- about 
the topic and write their questions in their notes. 

• The class collectively brainstorms their questions and the teacher lists them on the board. 
• At this point, teachers can add questions that they want their students to answer. 
• L: Then the teacher provides the new information to students through presentation, reading, or 

video. 
• After the input of new information, students recite what they have Learned by answering the 

questions they have generated on the board.   
• The teacher records the answers on the board, and the students record the answers in their notes.
• Any left over questions can be assigned for individual research for extra credit. 

 

Knowledge Rating 

Purpose:  Allows teacher and students to assess the students’ prior knowledge about the topic to be 
studied. 
Steps to Follow: 

• Compile a list of key terms related to the upcoming topic to be studied. 
• Present each student with a copy of the list of words in a survey format that asks the student to 

label the term according to how much they know about it (A lot, A little, or None). 
• Have the students complete the survey.   
• Conduct a follow-up discussion to see what terms the students know or don’t know. 
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Organizing & Grouping 
Constructive Controversy 

Purpose:  To enable students to apply what they have learned, to see both sides of an issue in order to 
understand the issue better, and to arrive at a personal evaluation. 
Steps to Follow: 

• Identify a controversial issue related to the content that has been studied. 
• State a specific stance on the issue, such as "Concerns about the environment should outweigh 

concerns for economic development in a community."  Define terms as needed for clarity. 
• Group students in teams of 4. 
• Assign 1 pair to take a "pro" stance and another pair to take a "con" stance. 
• Give the pairs 5-7 minutes to assemble their points. 
• Have each pair take turns arguing their stance to the other pair in their team. 
• Reverse assignments--have the "pro" team take the "con" stance. 
• Allow 3-5 minutes to assemble main points. 
• Have each pair argue their points as before. 
• Hold a whole class discussion of the issue, recording the pro and con points made in columns on 

the board. 
• Have each student write their personal stance (pro, con, or undecided) on the issue listing reasons 

for their stance. 

 

Cybernetic Session 

Purpose:  This activity allows students to review and discuss what they have learned. 
Steps to Follow: 

• Write thought-provoking, open-ended questions about what has been studied, one each, on five 
poster-sized sheets of paper. 

• Place the posters in different parts of the room.   
• Divide the class into groups of five students, and assign each group a poster and a felt tip marker 

with their own color. 
• The student groups record their answers to the question on their poster.   
• At the teacher’s signal, the groups move to the next poster clockwise and add to the answers they 

find there.   
• The groups proceed in turn to add to the answers on all of the questions.   
• Their time with the first question is limited to 7 minutes and subsequent questions, 5 minutes. 
• Then the groups return to their original question, synthesize the answers, and report their 

synthesis to the whole class, using the newsprint as a visual aid. 

 

Group Semantic Mapping 

Purpose:  Enables the student to consolidate and organize their learning while working in groups. 
Steps to Follow: 

• At the end of a unit of instruction, have students gather in groups of 3 or 4 with magic markers 
around a big sheet of newsprint. 

• Have them brainstorm everything they learned and create a semantic map.  To do this the 
students place a key term in the middle of the paper and then draw lines connecting all the 
brainstormed concepts and showing their relationships. 

• Different groups can be assigned the same content to map or different sections of related content. 
• Students post their maps which are compared and discussed. 
• The maps can be left on the board as a means of review for students. 
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Jigsaw Grouping 
Purpose:  To enable students to teach each other about the content they have learned. 
Steps to Follow: 

• Prepare four sets of reading assignments on different but related topics with purpose-setting 
questions for reading.   

• Assign the class into teaching groups of four students in a group with each person in the group 
given a separate reading.  The groups can choose a group name at this point. 

• Have the members of each group study their reading on their own.  Then have them group up with 
students who have read the same reading as they.  There they should discuss the main ideas and 
significant details of the assignment to make sure that everyone understands the reading.   

• Have the members of each mastery group return to their teaching group. 
• Then have the members of each teaching group teach the important ideas of their assignment to 

the other members of the group in order to prepare them for a quiz.  This is the most important 
part of this activity, because students are depending on their “student teachers” to learn the new 
material. 

• When the teaching teams are ready, the teacher has the students return to their normal seats to 
take a quiz on what they have learned.  At this point the teacher may want to hold a discussion 
with the entire class to solidify their knowledge.   

• Then the teacher administers the quiz.  Everyone is quizzed and graded individually on all of the 
topics, with each team's score averaged.  "Super teams" in which everyone does well on the quiz 
are identified.   

• Use the results of the quiz to award bonus points toward the next class exam for students who do 
well individually and additionally for those whose team does well.  If most of the teams do well, 
then give additional points to all members of the class.  This reinforces a cooperative atmosphere. 

 

List-Group-Label 
Purpose:  Allows the students to organize and group the words and phrases generated during a 
brainstorming activity into logical categories. 
Steps to Follow: 

• Identify a key concept that reflects the main topic to be studied. 
• Arrange the students in groups of 3 or 4. 
• Without the assistance of their books, have the students work together to come up with as many 

words and phrases as they can that are related to the concept identified.  (5 min) 
• Have each group present their list one at a time, recording their ideas on the board.  (10 min) 
• Give the students categories into which the words should be divided or have the students create 

their own. 
• Have the students, in their groups; classify the words from the master list on the board into the 

categories. 
• Go over the list with the class and make sure the words are categorized correctly, explaining why 

each word is in the category it is. 
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Guided Reading 
Directed Reading-Thinking Activity (DR-TA) 

Purpose:  To enable students to begin reading a text together while developing comprehension. 
Steps to Follow: 

• Select the text to be read in class or for homework. 
• Ask students to predict what will be in the text based on the title. 
• Have students read the first paragraph or section silently and to look up when they are done. 
• Ask them not to read ahead.  To provide a game-like atmosphere, have them cover the rest of the 

text with a 4X5 card or thick paper. 
• When most students have looked up, have them verify whether their predictions were correct. 
• Use questioning to check their understanding of the section. 
• Then have students predict the content of the next section and proceed as before. 
• After you have gotten students involved in the reading, ask them to make a final prediction about 

what is to follow and have them finish the rest of the reading as homework or in class and verify 
their predictions 

 

Guided Reading Procedure (GRP) 
Purpose:  To develop student understanding about a brief section of the text.  This can be used when you 
realize that students have not understood an important section of the reading assigned for homework. 
Steps to Follow: 

• Select an important section of the text to emphasize. 
• Assign students to read the passage slowly and critically to remember as much information as 

possible.  Students can take notes if they wish. 
• Have students close their books when they are done and tell you everything they can remember 

about what they just read.  Record their answers on the board. 
• Have the students reopen their books and review the section they read to look for inconsistencies 

and information that was left out.  
• Record the corrected and updated information on the board.   
• Organize the information on the board into an outline 
• Lead a discussion with the class to analyze and elaborate on the topic.   

 

Dyadic Strategy (Paired Reading)) 
Purpose:  Allows students to get started studying a section of text with comprehension. 
Steps to Follow: 

• Assign a section of the textbook for homework or in-class reading. 
• Have students pair up and sit side-by-side. 
• The students read the first page of the text silently. 
• Then one student acts as recaller and the other acts as facilitator. 
• The recaller closes his or her book and recalls as much as possible about the reading. 
• The facilitator keeps his or her book open and supplies missing information and explanation as 

needed. 
• Both the recaller and the facilitator can use drawings and diagrams as appropriate. 
• After the first page has been discussed, then the students switch roles and read and process the 

next page together. 
• After four pages or so, students are asked to continue reading on their own silently, conferring with 

their partner only as needed for comprehension. 
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Guided Practice 
ReQuest 

Purpose:  Allows the students to ask questions about the text without feeling embarrassed. 
Steps to Follow: 

• Select a section of the text and both you and the students read the selection at the same time.   
• Close your book and have students ask you questions about the reading. (Here you can model the 

thought process aloud.  It’s ok if you show that you don’t know all of the answers.) 
• You then ask students a series of questions in ascending levels of difficulty and higher level 

thinking. 

 

Take a Stand or Continuum Activity 
Purpose:  Enables students to demonstrate where they stand on controversial issues. 
Steps to Follow: 

• Identify a controversial issue that the class has been studying. 
• Demonstrate that the room is a “continuum” with polar opposites - agree/disagree on opposite 

sides of the room 
• Tell students you will be reading statements and you want the students to take a stand on them 
• Call out the first statement, have students demonstrate their level of agreement by moving toward 

either the “agree” or “disagree” side of the room 
• If they strongly agree/disagree they will move closer to the edges [if they are unsure or neutral 

they will remain more in the middle]. 
• Ask students to raise their hands to indicate their willingness to share their opinion.  
• Enforce the rule that students give feedback only in “I think…” or “I am standing here…” 

statements since these are personal opinions and the continuum is a situation w/ no right/wrong 
answers. 

• Seek to have a variety of opinions expressed from across the continuum.  

 
Review 

Admit Slip/Exit Slip 

Purpose:  Admit and exit slips are great ways to get anonymous feedback, comments, or comprehension 
checks.  They often function as a student’s way to enter or to leave class. 
Steps to Follow: 

• Create an open-ended question for students to answer, and assign this for homework. This could 
include a question about what was studied or about students understanding, e.g. an important 
thing I learned or what I am confused about. 

• Collect the admit slips as students enter the classroom or when the bell rings, and put them in a 
bowl. Draw, read, and discuss a few of the slips to open class.  Keep the authors anonymous. 

• To use as an exit slip, create similarly open-ended questions that students hand in as they leave 
the room.  A teacher could also create a question that should be easy to answer from the lesson 
or have students summarize what was learned in class.  In order to leave class, the student must 
hand in the exit slip. 
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Focusing/Problem Solving 
Problem Situations 

Purpose:  This activity introduces students to a problem and allows the students to discuss the problem 
and offer possible solutions.  Additionally, the activity is intended to arouse the student’s curiosity in the 
topic by getting them involved. 
Steps to Follow: 

• Choose a topic that is controversial or poses a problem with no clear and decisive answer. 
• Create a scenario that sets up the problem and asks students to give their response. 
• Divide the class into groups of 3 or 4.  Give each group a copy of the scenario and have them 

discuss in their group the best possible solution to the problem.   
• Have each group present their solution to the class and record all possible solutions on the board.  
• Lead a class discussion and try to come to a consensus among the group as to what the best 

solution would be.   
• As the class studies the section, keep you solution in mind and compare it and the possible 

consequences with what really happened. 
 

Imagery-Background Knowledge 
 

Guided Imagery 
Purpose:  Allows the students to build background knowledge on a topic by experiencing concepts 
through visualization.   
Steps to Follow: 

• Identify a selection of literature, rich in literary content and vivid in description and clarity  that 
parallels the concept to be introduced. 
-OR- 

• Write a visual description of a relevant scene or an event with vivid images and sensory 
information. 

• Have the students close their eyes and relax and listen carefully, and try to imagine and visualize 
the scene or event you are narrating. 

• Read the guided imagery slowly and clearly. 
• Lead a discussion with the class to find out what they saw and felt as the piece was being read 

aloud. 
 

Anticipation Guides - New Information 
Anticipation Guides 

Purpose:  Introduces students to a new topic and arouses the students’ awareness and expectations of a 
topic before it is formally introduced.  It also gives the teacher a good evaluation of the student’s 
knowledge and comprehension of a subject. 
Steps to Follow: 

• Analyze the text to be read and identify the most important information. 
• Compile a brief questionnaire made up of a list of declarative statements or short answer 

questions that will require the students to demonstrate background knowledge or make 
 inferences about the content. 

• Present the class with the questionnaire and ask the students to do their best in answering. 
• Lead a discussion examining the student’s predictions and answers.  Find out why it is that the 

students came up with the predictions and answers they did.  Do not give the “right” answers at 
this time. 

• After the students read the text or listen to your presentation, have them reanswer the questions. 
Discuss with the students their answers and any changes they made. 
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