30 DAILY PLANS
P FIRST 30 DAYS. 14 FORMS
10-TAB SHEET

/ EMAIL
TEMPLATES

MENTOR GUIDE




TAKE MEANINGFUL & REALISTIC STEPS

EACH DAY

Resources needed

DAY 1: Learn the Local System Belfore You Build Your Own

D [ l l
Know where the official information lives, who has authority, and which local a I y go a
procedures cannol be improvised.

~ -

‘ Local Systems Map

-

I'HREE PRIORITIES TODAY'S BUILD

=

.Meet with the special education director,
coordinator, mentor, or building
administrator and ask where the official
caseload list, IEPs, service logs, progress
reports, meeting calendars, and
procedural guidance are stored.

| | [ | |
2.Write down the nomes and roles of the [ |
people who answer questions abo
o compliance, scheduling, related ,
behavior support, and the IEP platforme

3.Ask which records must be kept in the
district system and which working
documents may be maintained
separately.
4.Create one secure digital folder and one
secure physical location for the
o materials used in this guide.

|
DONE WHEN b 144
You can name the official source for e
major piece of coseload information and

know whom to ask when something is
unclear.

CLOSING CAPTURE

Write down the three local procedures you most need to remember tomorrow.

Write directly on Slide

*Slide background is not
editable

Close out each day




BUILD YOUR FULL COMMAND

CENTER PIECE-BY-PIECE

Map MONITORING CALENDAR
led doesn't happen. Overdue rows turn gold — this is Friday reset question 4.
Caseload Dashboard ,
ctions — _|Last Data __|Next Data _
_ _ = (Bl =5 _
Follow-Through st e el
2x/week Tue / Fri 10/3 — 58 wepm  10/7 Current -
. ar = | What's Needed = 2l = |Impact of Delay = | Escalate By = |
Weekly Service Schedule ‘ T , Overdue  ~
(OT) Written 10/16 Blocks annual review draft Nudged =~ 10/20 1

recommendations (email due 10/23 Goal met? -

Service & Disruption Log - A : : :
' C t
July 2026 < > | 1 e
Grouping Planner - ot ow T or s ] Due
-tab sheet wi 5% -
PM Calendar ¢ 7 8 o 1 _ﬁgdmtie:grgmbe Watch v | dal mat?
[ | 2 13 14 15 16 W B | 3 Method mismatch
Communication Tracker eve ryt h 1 ng yOu o0 2@ s | On track 3 ra
o . 2% 27 28 29 30 31 . Wetoh r

Team Responsibility Matrix - hotine oo

Today E
! ! Meeting soon

, 7

‘ -

7/ Accommodation Matrix

Follow the guide to build 1 piece at a time = no overwhelm



FORMS FOR AN EFFECTIVE

CASELOAD

J Monthly Caseload Review page /-

oo | Goal Unpacking Tool v 13 forms in Slides

Student Goal area Date

Student Snapsh

One page. Strengths first. Plain languagell

running is

PPE'MEEﬁng Readiness Cl Goal text pasie o paraphrase the goal as wnllen

Student

Two days out, Anything unchecked becomes loday’s lask list
Strengths & interests Student Meating type

Tﬂl“get aki" one verb phrase — whal is the student learning 1o do?

Primary needs . |

O Current data pulled for every goal

O General education input received (list who's still missingll
Current goals 1

O Related-service input received Baseline where the student is now, per the most recent dafa — or "none: establish by [date]”

[0 Family input requested and received or followed up

Ky accommodations
[ Gurrent performance summarized in plain language

[ Goals reviewed: met, on pace, off pace, or needs di Success looks like observable terms: what you'll see, under what conditions, how consistently u =
[ Accommodalions reviewed against actual -mplamaman]
[0 Services checked against the minute log
‘Communication |
considerations O Unresolved questions named and on the agenda
3 Component skills | steps 3-6 reachable sfeps. in order — highlight the one instruction starts with ] [ |
[0 Documents ready: agenda, drafts, copies, data
Important team members |
Still missing / today's tasks
Current concern

Immediate next step




FAMILY UPDATE TEMPLATES

Every template runs on the same five-part spine: open with partnership =* state the facts (camera language)

= name what you've done or will do —* invite the family in = close with the student. Two rules: never write

while activated, and never put anything in writing you wouldn't want forwarded to your principal. Deposits

before withdrawals — send positive contact weekly. 4

Template 1: Positive Update

Subject: A good moment from [Stu
Dear [Family name],

| wanted to share something that it
did, when, what it showed. "On Tul
asked, helped the student next to h

This kind of [growth/kindness/pers|
hear about it while it's fresh.

Mo reply needed — just wanted yol

[Your name]

Subject: Checking in about [Studer
Dear [Family name),

I'm reaching out because | care abg
wait for a report card or a meeting

Here's what I'm seeing: [facts with)
practice scores have stayed at abou
Include the reassurance that's 'lruel:

Here's what I've done so far: [coner
student].

You know [Student] best. Is there &
anything that's worked at home bel
options].

|One specific strength] | want thi
Thank you for partnering with me,

[Your name]

Template 3: Missing Work / Pan

Subject: Checking in about [Studes

Dear [Family name],

EMAIL TEMPLATES

I'd rather connect early than let this bulld, so I'm flagging a small pattern while it's still

[Facts: named assignments with dates, or specific participation observations. *[Studen]
assignments: the [X] due [date], [¥] due [date], and [Z] due [date). Quiz scores are solid

practice work, not understanding.”]
Here's what I've offered at school: [catch-up time, check-in, adjusted format].

Is there anything from your side that would help — or anything you're seeing at homel
too: [two options).

[Clese on the student — a specific strength or a true positive.]

[Your name]

lfemplate 4: Request for a Meeting

Subject: Can we find a time to talk about [Student]?
Dear [Family name],

I'd like to set up a time to talk about [Student] — [one-sentence, non-alarming reasons
new reading support is going and plan next steps together™].

Nothing here is an emergency, and [Student] is [true reassurance]. | just think a conven

than a chain of emails.

Would [option 1) or [option 2] work? Phone, video, or in person — whatever is easiest
time works, send me two that do.

Thank you — I'm glad we're on the same team for [Student).

[Your mame]

Template 5: Service or Scheduling Updats

Subject: Update to [Student]'s [service] schedule
Dear [Family name],
A quick update so you always know what [Student]’s week looks like

Starting [date], [what's changing — plain language: “[Student]'s reading group will meg
Thursday at 10:15 instead of Monday and Wednesday. The amount of suppaort is dkdﬂ!

Service Schedule Confirmation
Subject: Weekly Service Schedule Confirmation — Effective [DATE]
Hello [NAME],

I'm -::c-nﬁrming the special education service schedule that will take effect on [EFFECT“:"E
DATE].

Student/Group: [STUDENT INITIALS OR GROUP NAME]
Day(s) and Time: [DAY(S), START TIME-END TIME]
Service: [SERVICE TYPE]

Location: [LOCATION]

Staff: [STAFF MEMBER, IF APFLICABLE]

Please review these details and reply by [CORRECTION DEADLINE] if anything is inaccurate
or creates a scheduling conflict. In your response, please identify the specific detail that needs
to be corrected and what it conflicts with.

If | do not receive a correction by that date, | will use this as the working schedule beginning
[EFFECTIVE DATE]. If the schedule changes later, | will send an updated confirmation to |
everyone affected.

Thank you for helping ensure that service times, locations, and responsibilities are clear across
the team.

Best,
[YOUR NAME]
[TITLE / CONTACT INFORMATION]

minutes per week — only the days are changing.” If a session was missed and is being maceupysaynan ] F

plainly too.]
The reason: [one honest sentence]
If you have any questions, I'm happy to talk: [contact/options].

[Your name]

lTemplate 6: Follow-Up After a Conversation

Subject: Following up on our conversation about [Student)

Dear [Family name],

6 family emai
templates

Service time
confirmation
template



MENTOR GUIDE

WEEK1—SEEIT

Toolkit focus: Days 1-5: local systems, official caseload, plan review, Student Snapshots, key dates,

missing information, and Weekly Reset #1.

Purpose of the check-in: Help the teacher move from an undifferentiated pile of information to a first

usable picture of the caseload.

15-Minute Check-In

0-2 min Checking in

What feels clearer than it did at the
beginning of the week?

2-5 min Notice progress

What have you learned about the
students or the local system that is
already helping?

5-10 min Study one sticking point

Choose one place where the teacher
still feels unsure. Ask: What exactly is
missing or unclear?

10-14 min Choose the next step

Weekly Check-In Record

Help*mg_teacher name one

L | What is working

— What the teacher is proud of

Current sticking point

What the sticking point may be showing

Next step before the next check-in

Mentor support / revisit date

15 minutes each week

Full plan for each
meeting: questions,
next steps & more

Notes record

Purchase is for 2
licenses. Share folder
with mentor or 1 peer.



PATHWISE
WORKS

My name is Cathy White, Ed.D., and I'm the
creator behind Pathwise Works. I've spent 25+
vears In education, and | build frameworks and
systems to help educators have more time to
actually teach.

Work smarter, not harder!

ﬁd‘ Follow Pathwise Works


https://www.teacherspayteachers.com/store/pathwise-works
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