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	Time Frame


	1 – 2 Weeks
	2 – 4 Weeks
	5 - 10 Weeks

	Tasks
	· Discuss with Liaison RTLB or other prior to Intake meeting

· Allocated to RTLB

· Contact teacher

· Inform SENCO and Principal

· Clarify communication path


	· Initial meeting with teacher
· Clarify concerns
· Outline RTLB role

· Develop assessment plan

· Assign tasks

· Schedule school visits

	· Meeting with - Parent/ whanau 

· Contact other agencies

· Review school data

· Consider student voice
· Carry out observations and assessments
· Collate pre-data
· Compile data summary


	· Analyse data & determine focus of intervention

· Discuss with colleague/ Practice Leader
· Develop rationale for evidence based strategies 


	· Planning Meeting 

- meet with team to develop Action Plan (CAP/IEP/IBP)

· SMART Goals

· Define roles & responsibilities 

· Determine success criteria
· Relate plan to Key Competencies 


	· Support implementation of plan in first few weeks and adjust/adapt as needed
· Action LSF where needed to support plan

	· Reduce monitoring as appropriate
· Celebrate successes, identify barriers, and adjust 
· Collect post-data

	· Review meeting

· Evaluate pre & post-data and success criteria

· Determine outcomes

· Agree to close & complete closure report or
· Update plan for a second 10 week cycle



	Documentation in Case File 
	· Request form

· RTLB Brochure (if needed)

· Contact details

	· Initial Meeting notes
· Supporting documentation

· Agency reports 

	· Observation & assessment notes

· Time samples

· Questionnaires

· Record of conversations with family and agencies

· Work samples

	· Assessment summary


	Plan includes:

· current situation

· goals

· strategies & interventions

· resources needed

· roles & responsibilities

· success criteria

· review date 


	· Brief update  or feedback notes, resources, professional readings for teacher

· Letters, notes
· Agency &/or Whanau updates.


	· Brief update  or feedback notes, resources, professional readings for teacher

· Letters, notes
· Agency &/or Whanau updates
· Observation & assessment notes
	· New Plan
or

· Summary of service 

	Documents on data base
	· Enter student & case details
	
	
	· Assessment Summary Report
	· Plan
	
	
	· Updated Plan    or 
· Summary of Service
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