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MINISTRY OF EDUCATION
Te Tahuhu o te Matauranga








Resource Teachers: Learning and Behaviour (RTLB)

2010 annual cluster reporting form
This annual cluster report: 

· supports cluster self-review, needs analysis and reporting

· updates Ministry records about the RTLB service.

Information provided in this annual report should come from aggregated, individual RTLB data and cluster governance and management records.
As an option, this cluster report also seeks individual RTLB case examples. 
Instructions:

There are three sections to this report.  Sections one and two need to be completed and returned separately to your local Ministry office by the due dates outlined below. 
Section one, containing parts A, B, C and D, should be sent to the Student Support Development Officer or Local Office Manager by Friday 11 February 2011. 

Section two, containing part E, should be sent to the Student Support Development Officer or Local Office Manager by Friday 3 June 2011.  
Section three is an optional section. If it is completed it should be sent to the Student Support Development Officer or Local Office Manager by Friday 11 February 2011. 
To assist with the completion of this report see Appendices 1 and 2.
The Cluster Convenor is required to:

· sign off the declaration for each section

· verify the training status of all RTLB with each employing principal. 

The fund-holder is required to sign off the 2010 Grant Usage Declaration (Part E). 
This form can be downloaded at: http://rtlb.tki.org.nz/governance_and_management/reports
If you have any queries about this form please email rtlb.enquires@minedu.govt.nz
The Ministry appreciates the time taken to gather the necessary data and complete this annual reporting form.

	Section one

Please return by Friday 11 February 2011. 


	Part A: Cluster Profile 

This part should be completed by the cluster management committee.

This part requests information about RTLB employed in your cluster in 2010.


Cluster Name:
    ______________________________________
Cluster Number:
    ______________________________________
Local Ministry of Education Office:  ____________________________
1. Please list all the RTLB in your cluster with the details required.
	Name
	Employing School
	RTLB or RTLBM
	Email address
	Training Status  (See key below)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	*  Training Status Key

	Q  =  Attained RTLB Qualification

C  =  Currently training

HE  =  Historic Exemption (by Ministry of Education)

D  =  Deferred*

 I   =  Incomplete Qual  & not in training *

N  =  Not trained *

M  = On Ministry Waiting List

	




Cluster Convenor Declaration
I declare that this section is an accurate reflection of the cluster profile for 2010.
	Convenor’s Name: 
	

	Convenor’s Signature:
	


Part B: Demographic Data

This part should be completed by the cluster management committee.

This part requests demographic information about students supported by RTLB in 2010.

Instruction: Please enter the total numbers for each intervention category for the combined RTLB in your cluster.

	Intervention Category
	Number 

	2a: How many students received individually targeted interventions in 2010?
(Ensure this number correlates with totals in questions 3, 4 and 5).
	

	2b: How many groups of students received interventions in 2010?
(Count each group of students as one.  Do not count group members as individual students as well).
	

	2c: How many whole classes including the teacher/s received interventions in 2010?*
	

	2d: How many cluster-wide, school-wide and syndicate/department interventions were received in 2010?*
	

	TOTAL 
	


*Only count interventions that included:

1. needs analysis and problem definition

2. agreement on key response

3. an implementation plan

4. evaluation of outcomes and implementation

Instruction: Questions 3, 4 and 5 refer to individual students recorded in question 2a. Each total for questions 3, 4, and 5 must be the same as the total in question 2a.
3. What was the gender of individual students supported by RTLB across the cluster?

	Gender of Individual Students
	Number

	Male
	

	Female
	

	TOTAL

(The total entered, should be the same as question 2a, the number of individual students).
	


4. What were the year levels for individual students supported by RTLB across the cluster? 
	Year level of students in individually targeted interventions
	Number of individual students

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	TOTAL (The total entered, should be the same as question 2a, the number of individual students).
	


5. What was the primary ethnicity of individual students, recorded on RTLB caseloads, across the cluster? Each student must be counted in one ethnic group only. (Please see Appendix 1 for further information).
*Although schools’ enrolment forms should allow for students to belong to more than one ethnic group, for the purposes of this return it is requested that students are reported in one ethnic group only. 

	Ethnicity of individual students
	Number

	Māori
	

	Pacific peoples
	

	Asian
	

	Other
	

	NZ European/Pakeha/Other European
	

	TOTAL (The total entered, should be the same as question 2a, the number of individual students).
	


Cluster Convenor Declaration
I declare that this section is an accurate reflection of the demographic data for the cluster for 2010.
	Convenor’s Name: 
	

	Convenor’s Signature:
	


Part C: Professional Learning and Development

This part should be completed by the cluster management committee. 

This part requests clusters to provide information about RTLB professional learning and development needs.  These needs for the cluster and individual RTLB, should emerge from the cluster needs analysis and the cluster annual plan. They should be an integral part of the performance management process for each RTLB.
	6. At the beginning of 2010, what were the most important professional learning and development needs of the RTLB in the cluster overall? Identify up to five. 
Please rank these in order of priority and write below.

	7. To what extent is this still a priority for your cluster?

1 - Still a high priority

2 - Now a lower priority

3 - No longer a priority

Circle appropriate number below.


	Top priority


	1
	2
	3

	2nd priority


	1
	2
	3

	3rd priority


	1
	2
	3

	4th priority


	1
	2
	3

	5th priority


	1
	2
	3


Cluster Convenor Declaration
I declare that this section is an accurate reflection of the professional learning and development for the cluster for 2010.
	Convenor’s Name: 
	

	Convenor’s Signature:
	


Part D: Cluster Governance and Management

This part should be completed by the cluster governance committee.  

Refer to the Memorandum of Agreement 3.2 which shows where responsibility lies and how that can be delegated to the committee. 
This part requests feedback on your cluster’s annual planning and reporting.
8. Did the cluster undertake a self-review process resulting in a cluster needs analysis that informed the annual and strategic plan?

	  (
Yes
	  (
No 


9.  Did the cluster collate individual student data as part of the 2010 needs analysis and planning? 
	  (
Yes
	  (
No (go to Q 12)


	10.  Specifically, what individual student data did the cluster use to inform the 2010 annual plan?

Please indicate all sources in the list below.
	11. How useful was this data in informing the 2010 annual plan?

1 – Very useful

2 – Somewhat useful

3 – Not useful

Please circle the appropriate number below.


	(  Referral (Intake and Review) minutes 
	1
	2
	3

	(  Educational assessment data
	1
	2
	3

	(  Teacher data
	1
	2
	3

	(  RTLB records
	1
	2
	3

	(  Other agency data
	1
	2
	3

	(  Other please specify _________
	1
	2
	3


12. Did the cluster collate evidence to show the outcomes of mutually agreed goals for RTLB working with students or groups of students and their teachers?
	  (
Yes
	  (
No 


13. How did the cluster report achievement outcomes across the four domains (participation, social/behaviour, learning achievement and teacher and school capability) to principals, teachers, parents and whanau, and boards of trustees?
Instruction: Please tick the appropriate boxes to identify below how achievement outcomes are recorded and reported in the cluster. 

	
	Principals
	Teachers
	Parents and Whanau
	Boards of Trustees
	Inclusion in each school’s annual reporting to MoE
	Special Education (GSE)
Joint cases/protocol

	Written reports
	
	
	
	
	
	

	Graphs

	
	
	
	
	
	

	Interviews

	
	
	
	
	
	

	Video/

other media
	
	
	
	
	
	

	Web based

	
	
	
	
	
	

	IEP*/IBP*

	
	
	
	
	
	

	Verbal report
	
	
	
	
	
	


* Individual Education Plan, Individual Behaviour Plan
Cluster Convenor Declaration
I declare that this section is an accurate reflection of the cluster governance and management for the cluster for 2010.
	Convenor’s Name: 
	

	Convenor’s Signature:
	


	Section Two
Please return by Friday 4 June 2011. 


	Part E: 2010 Grant Usage

This part requests information about the use of financial resources in 2010.
Cluster Name: 


Please note: all figures provided are to be GST exclusive.   

14. Administration Grant
	Income

	Administration Grant balance (2009 carried forward)
	

	Administration Grant received 2010
	

	Total income available for 2010
	$

	Expenditure

	Administration Fee to school/s
	

	Actual administration costs (e.g. Telephone, stationery, photocopying, laptops)
	

	RTLB Teaching Resources
	

	RTLB Professional Development
	

	Cleaning
	

	Other please list


	

	Total expenditure in 2010
	$

	Variance

	Variance (Total Income less Total Expenditure)
	$

	Please explain how any positive variance will be used in 2010.



15. Travel Grant

	Income

	Travel Grant balance  (2009 carried forward)
	

	Travel Grant received 2010
	

	Total income available for 2010
	$

	Expenditure

	Reimbursements
	

	Car Lease/s
	

	Professional Development
	

	Other please list

	

	Total expenditure in 2010
	$

	Variance

	Variance (Total Income less Total Expenditure)
	$

	Please explain how any positive variance will be used in 2010.



16. Learning Support Funding (LSF)

	Income

	LSF balance (2009 carried forward)
	

	LSF received in 2010
	

	Total Income available for 2010
	$

	Expenditure

	Total Expenditure in 2010
	$

	Variance

	Variance (Total Income less Total Expenditure)
	$

	Please explain how any positive variance will be used in 2010.


	Does the cluster have a needs-based application process for accessing the LSF?
	Yes / No


17. Year 11-13 Funding

	Income

	Year 11-13 funding balance (2009 carried forward)
	

	Year 11-13 funding received in 2010
	

	Total Income available for 2010
	$

	Expenditure

	Total Expenditure in 2010
	$

	Variance

	Variance (Total Income less Total Expenditure)
	$

	Please explain how any positive variance will be used in 2010.


	Do secondary schools report to the cluster on the use of the Year 11–13 Funding?
	Yes / No

	Does the cluster have a needs-based application process for accessing Year 11-13 funding?
	Yes / No


Fundholder Declaration

I declare that the above record is an accurate reflection of the financial operation of the _____________________ Cluster for 2010.  

Fundholder’s Name: 

______________________________
Fundholder’s Signature:

______________________________
Fundholder’s School:

______________________________
Fundholder’s School Number: 
______________________________
Cluster Convenor Declaration
I declare that this report is an accurate reflection of the operation of the _____________________   Cluster for 2010.  I have verified the data about RTLB with their employing principals.

	Convenor’s Name: 
	

	Convenor’s Signature:
	

	Convenor’s School:
	

	Convenor’s School Number:
	


Thank you for the time taken to complete and return this form.

This part of the report should reach your local Ministry office no later than 4 June 2011.


Case Examples

Instruction: Please use the format below. Do not use actual names or other identifying factors.

Appendix 2 provides detailed information to assist with the completion of the case examples.

Case example template

	18. Intervention Category   (please select one only)
(
Individual student

(
Groups of students
(
Whole classes
(
School/system
	19. Outcome domain (please tick domain/s targeted)
(
Participation

(
Social/behaviours
(
Learning achievement
(
Teacher/school capability

	Background/context information

 

	Student baseline information

 
	Evidence 



	Teacher/school baseline information


	Evidence



	Impact of home/community baseline information (if relevant)


	Evidence 

	Analysis



	Implementation of Intervention



	Post intervention information



	Discussion



	Declaration

This case example was prepared by [name of RTLB], [email and phone number of RTLB].  This case example was selected, reviewed and endorsed through a collective cluster review and decision-making process.

Convenor’s name:
Convenor’s signature:
Convenor’s school:
Convenor’s school number:



Please note:

The Ministry may publish case examples on the TKI website for the purpose of sharing effective practice with RTLB across the country. No identifying information will be shared on TKI for any of those involved in the case example, this includes the school, cluster, RTLB, class teacher/s and child/ren.

The Ministry may also wish to promote examples of outstanding practice in other forms of media. In these cases the Ministry will contact you directly to discuss your case example and what may be published in more detail.
Thank you for the time taken to complete and return this form.

This part of the report should reach your local Ministry office no later than 11 February 2011.

For the purposes of the annual report, students must be reported in one ethnic group only. The ministry uses the same system of priority reporting that has been used by Statistics New Zealand.  This table is adapted from the 2010 Roll Return Guidelines for Primary and Intermediate Schools prepared by the Ministry of Education Data Management Unit. 

To determine which ethnic group to report for a particular student, start at the top of the ethnicity list below and use the first ethnicity that applies to this student, then look to the right-hand column for the ethnic group for question 5. 

	Ethnicity list
	Ethnic group 



	Māori
	Māori

	Tokelauan
	Pacific Peoples

	Fijian
	

	Niuean
	

	Tongan
	

	Cook Island Maori
	

	Samoan
	

	Other Pacific Peoples
	

	Filipino
	Asian

	Cambodian
	

	Vietnamese
	

	Other Southeast Asian
	

	Indian 
	

	Chinese
	

	Sri Lankan
	

	Japanese
	

	Korean
	

	Other Asian
	

	Middle Eastern
	Other

	Latin American
	

	African
	

	Other ethnicity
	

	Not stated
	

	
	

	Australian
	NZ European/Pākehā/ Other European



	British /Irish
	

	German
	

	Dutch
	

	Greek
	

	Polish
	

	South Slav 
	

	Italian
	

	Other European
	

	NZ European/Pākehā
	


 Appendix 2 – Case Examples

The template has been designed to promote rich and reflective discussion of case examples. 

The case examples provide an opportunity for clusters to showcase examples which demonstrate:

· the achievement of student outcomes

· the contribution of RTLB work to the achievement of student outcomes

· evidence based and innovative practice

In each section of the case example template, prompts are provided to assist completion.  In selecting cases, please ensure that there is sufficient information in all areas to complete the case example template.  

The discussion section of the case example template asks clusters to provide information about the rationale for the selection of cases and to identify the key ‘learnings’ that the cluster feels the case examples demonstrated.  
The Cluster Convenor will ensure that the case examples have been selected and agreed to through reflective discussion of case examples by the cluster.  
Please note:

The Ministry may publish case examples on the TKI website for the purpose of sharing effective practice with RTLB across the country. No identifying information will be shared on TKI for any of those involved in the case example; this includes the school, cluster, RTLB, class teacher/s and child/ren.

The Ministry may also wish to promote examples of outstanding practice in other forms of media. In these cases the Ministry will contact clusters directly to obtain permission about publication.           
* For any RTLB with the status not trained, incomplete or deferred – please give reasons below: 








Appendix 1 – Ethnicity





Section Three


Optional section. 


Please return by Friday 11 February 2011.





Part F: Case Examples


The purpose of this part is for clusters to provide examples of RTLB practice demonstrating student achievement of outcomes.  





Name of RTLB:


Cluster:
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