North East School Division Book Levelling Process
June, 2010

A book levelling system will be established in the North East School Division to initiate a consistent developmental reading level progression for grades 1-3.  The levelled reading will be used for instructional purposes and for data collection.
Goals
1. To provide consistency of reading materials to children across the division

2. To provide a variety of reading materials at an instructional level to children
3. To develop more efficient use of school resources and materials. 
Purpose:

1. To accommodate individual student reading levels by:

· Providing students with reading practice at an instructional level 

· Allowing students to progress at their own rate

· A developmental system of progression in reading.

2. To support teachers in the instruction of reading by:

· Providing system criteria for each level of reading in grades 1 - 3
· Organizing and determining resources according to levels
· Organizing a wide variety of reading materials including fiction, nonfiction, plays, and stories leveled by teachers

· Providing flexibility and choice of materials and use in classrooms to assist instruction.
Structure and Organization 

What Books?

The books to be levelled are the books teachers primarily keep in the classroom to assist children in beginning reading.  Basically any books from a publishing company that tends to have existing letter grade levels.  Some examples are the green Sunshine books or Hello Readers. Library books may be levelled as well. See the Saskatchewan Rivers School Division resource as a beginning example of what is appropriate.
How to Get Started?  
Bring all books from the grades 1 – 3 classroom in a central location.  Use the lists from Central Park as well as the Saskatchewan Rivers School division as a guide as to what level the books are in to begin with.  As you get titles in a certain level, you will gain a “sense” of the level.  Any books not listed can be levelled according to the “Criteria for Levelled Books” by teachers.

Levels Correlated to Grades

The book levels correspond to grade levels by providing students with a developmentally increasing difficulty according to the text, story structure, vocabulary and sentence structure, and illustrations. As the levels increase, so does the complexity of the story.  The “Criteria for Levelled Books” document outlines each level. 
	Grade
	Levels
	Acceptable Grade Level

	1
	1-10
	9

	2
	11-18
	17

	3
	10-22
	22


If there are multiple boxes of a level, assign letter names. For example, if there are multiple levels of level 1, assign boxes as level 1a, 1b, 1c, etc.  

How to Store the Books?

The books can be stored in any appropriate container such as plastic tubs or banker/cardboard boxes.  The container must be easily accessible and durable for children to access the books. 
Organization Guide 
1. Gather all reading materials from classrooms and level in-school materials with entire primary staff.

2. For a classroom of around 20 students approximately 30 books per box is appropriate.

3. Have teacher’s design in-classroom procedures for book usage. 

4. Develop borrowing and returning procedures for classrooms that share the levelled boxes.

5. Order books through main publishing companies.  Also, through a “jobber” company such as National Book Service you can order specific titles.  

6. Create master lists to be put in boxes and kept in binders for your records.
Data Collection

Beginning in September of 2011, teachers will electronically submit the reading level of children at the same time they submit the RAD information.  There will be an extra column at the end of the RAD excel spreadsheet where they will enter the number.  
Optional Assessment Benchmarks

A benchmark book is used as a standard assessment tool for a specified book level.  A text only copy will be included and may be used for a running record.  Comprehension questions including those at higher levels, strategies, and retelling can be included as well to determine if the child can comprehend and read at a particular level.   

Optional Home Reading Program
· Schools can develop a benchmark book and assessment at each level for school data

· Schools may want to develop a home reading program based on levelled books for  students to practice reading at home with parent/caregivers

Management of the levelled Home Reading Program

1. Recommended start date for grade one is in term 2 (November) after all sounds have been taught.  Recommended start date for grade two is second or third week of September. 

2. Ingoing and outgoing boxes must be checked thoroughly against the list in the pocket of the box.  If books are recovered update the corresponding list immediately.
3. Check book titles with the corresponding list from the brown envelop with the books in the box.  Ensure all titles are accounted for.  If not, make a note on the list, initial it, and leave in the pocket of the box. 
4. Ingoing and outgoing boxes must be checked thoroughly against the list in the pocket of the box.  If books are recovered update the corresponding list immediately. 
5. At the June promotion meeting student-reading levels will be shared with the next year’s teacher. 
Volunteer Work Day – Agenda/Jobs

Task #1

· Begin with Level 1

· Check through each book and repair torn pages and/or cover with mending tape. 

· If all pages are loose, re-staple the spine of the book

· If there are only a few loose pages, use mending tape

Task #2

· Check to make sure the level number and level is on the card, card pocket, back cover and last page of the book. 

· Stamp all books on inside front cover with “Leveled Book Home Reading Program” stamp.

Task #3

· Match title and level number and letter on card to the title of the book (make sure the correct card is in each book). 

Task #4

· Check that there is only one card in each book.

· Match the number and letter of each book to the box (A B C D).

· Check that the book is in the correct box.

Task #5

· Check titles of books against the master list. 

· Add new books to the boxes.  The titles should have been written on the list. 

· If a new book has been missed on the list but matches the box letter and number, add it to the list. 

· Remove the names of books from the list that are not in the box (they have probably been lost).

Task #6

· Repair boxes (if possible) with cloth tape or change to a new box
Task #7

· Get most recent master list of leveled books from secretary.  

· Make 20 individual lists of each. Put the list in the correct box in a brown manila envelope.

· Return updated boxes to classrooms.

· Return master lists (binder) to secretary. 

