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INTRODUCTION
This facilitator guide is the third companion document to the online CIRCLE Progress 
Monitoring Pre-K Assessment Training course available on cliengage.org. The Module 3 
facilitator guide provides guidance for facilitators in introducing participants to the actual 
CPM assessment and administering each of the assessments.

Facilitators should complete the online CIRCLE Progress Monitoring Pre-K 
Assessment Training (Facilitated) course on CLI Engage to be familiar with the 
content and to be prepared to move through the different sections. 

Times allotted for each module are approximate and may vary according to number of 
participants, level of engagement, and experience with assessments. 

Organization & Layout 

Proposed Agenda

This agenda is a one-day training session for introducing and learning how to administer CPM 
assessments. Facilitators may also select additional subtests to train based on subtests that 
teachers will be required to administer.

Sections Session Description Time

Module 3

Assessment 
Resources: Data & 

Reports

Overview of Completion Reports, Growth Reports, Summary 
Reports, and Group Reports and recommended activities for 

further skill development

30 minutes

CIRCLE Activity 
Collection

The CIRCLE Activity Collection is tied to progress monitoring 
results and includes annotated videos of the activities 

performed in real classrooms with heavy scripting to cue the 
teacher to best instructional practices.

45 minutes

Closing Provide participants with a review of available resources and 
an opportunity to ask questions

45 minutes

Note: Breaks and lunch are not included in this agenda because these may vary.

*The Administrator Guidelines course time varies based on the number and type of subtests 
the teachers will be required to administer.
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PLANNING AND MATERIALS FOR FACE TO FACE FACILITATION

Task ✓

Print name tags for participants

Arrange tables to facilitate discussion and use of laptops

Set up screen, audio equipment, and computer with projector

Prepare table supplies (e.g., sticky notes, pens, notepads, highlighters, etc.)

Create grouping strategies if desired to group participants for activities

Print handouts for each participants (See handouts section below)

PLANNING AND MATERIALS FOR VIRTUAL FACILITATION

Task ✓

Email participants the session registration link

Test out internet access, audio equipment, and computer with projector

Create small group breakout room for activities. Organize rooms ahead of time or during the 
training.

Send out web-conferencing link and attach handouts to all participants. (See Handouts section 
below)

HANDOUTS MODULE 3
• CIRCLE Progress Monitoring (CPM) User Guide (clienegage.org)
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FACILITATION GUIDE KEY

Voiceover: Narration voiceovers are included throughout the course. The facilitator can 
mute the audio and read the voiceover notes/information or allow the voiceovers to play. 
Facilitators may include a combination of voiceovers and reading the information.

Say: Additional information or activity to share with participants.

Trainer Tips: Facilitator tips for face-to-face and virtual facilitation.

  Handout: Title of handout to use.

FACILITATION PROCESS
1. Welcome participants and introduce yourself.

2. Explain housekeeping items, such as break times, restroom locations, etc.

3. Use trainer notes to facilitate the course.
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MODULE 3 SLIDE 96

Voiceover: Now let’s take a closer look at reports. 

Say: “Now we are going to take a closer look at reports and see how we 
can use these.”

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 97

Voiceover: 

CIRCLE Progress Monitoring provides you with several different 
Reports.

• We will look at each of these reports in detail. 
• Completion Report: tracks completion of required assessments
• Growth Report: allows districts, communities, and teachers to 

view children’s gains over time
• Summary Report: allows districts and communities view 

children’s performance across all subject areas BY CLASSROOM 
or INDIVIDUAL STUDENT

• Group Report: groups children with scores below age-related 
benchmarks and recommends activities for further skill 
development

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 98

Voiceover: 
Completion reports allow the teacher to see students that completed 
testing in selected measures. NOTE: You can also review the report 
by % of students tested.

Say: 

“This report tells you how many assessments have been completed 
to date.” 

Note: Assessments allow for excluding a student or the entire class 
from a specific measure or sub-task. The completion report considers 
this exclusion when tabulating completion rates. For example, in a 
class of 10 students, if 2 are excluded and the remaining 8 are tested, 
the completion report will indicate 100%. If the students are not 
formally excluded, the report would indicate an 80% completion rate. 

*For TSR participants, completion reports are run multiple times 
during the testing window to ensure that participants complete the 
required assessments.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 99

Voiceover: 

Class growth reports can be created by selecting the measures you 
want to see and the waves to compare. 

Before exporting, you can move your cursor over the bars to view 
percentages. 

You can also manipulate the color bar graph key by deselecting 
proficiency ranges. In this report example, we see only those 
students older than four that need support.

Click the export button to generate a PDF. 

The growth report also produces an average score report. In this 
report example, you see the average correct scores for all students 
in the class for these select measures. These scores are from two 
different time points. At the top of each bar is the maximum number 
of correct answers.

Say: 

“The growth report allows you to compare the different Waves 
of testing. For example, you can compare the beginning of year- 
Wave 1 with the Wave 2 results, which will allow you to look for 
improvement or a possible decline in the skills in a certain area from 
one wave to another.”

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 100

Voiceover: 

The class summary shows each child in the classroom and their scores on 
each part of the CIRCLE Progress Monitoring. This will give you an overall 
picture of the assessment for your entire class. As soon as the assessment 
measure is completed, the results show on the class view of the student’s 
page. In this class view, you can see the entire class is color coded by 
benchmark. It is a snapshot of the literacy and math skills of your children.

Say: 

“Let’s take a moment to consider what it might mean if the majority 
of the class is coded red in a certain area? What could this tell us 
about the instruction in this area?”

Provide time for participants to think. Possible responses may 
include:

• If majority is red, then it is a priority and we might consider 
providing practice opportunities for everyone with whole group 
lessons, cognitive transitions, etc.

Trainer  
Tip: 

Virtual Training Option: Use the chat box for participant responses. 

Handout: None.
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MODULE 3 SLIDE 101

Voiceover: 
You can view the summary report from the report drop down. This 
creates a report you can print/save. You can select the measures that 
you want to have included in the report.

Say: None.

Trainer  
Tip: 

None.

Handout: None.



© 2020 The University of Texas Health Science Center at Houston. All rights reserved.

CPM Facilitation Guide

Page 11

MODULE 3 SLIDE 102

Voiceover: 

This summary report shows the entire class color coded by 
benchmark. The class summary shows each child in the classroom 
and their scores on each part of the entire assessment. This will give 
you an overall picture of the assessment for your entire class. It is a 
snapshot of the literacy and math skills of your children.

Say: 
Activity: Ask participants to break up into small groups and discuss 
their observations from the Class Summary Report.

Ask groups to share their observations with the whole group.

Trainer  
Tip: 

Virtual Training Option: Place participants into breakout rooms for 
discussion..

Handout: None.
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MODULE 3 SLIDE 103

Voiceover: 

Remember: Each assessment sub measure yields a separate score. 
For most measures that are broken into separate sub measures (for 
example: social and emotional), a composite score is calculated 
from separate sub measure scores. An exception to this rule is the 
Phonological Awareness measure, whose composite score is drawn 
from four core sub measures only; the remaining three sub measures 
are considered optional. Similarly, the two optional math items 
(Patterning and Real World) are not included in the composite score.

Say: 

“This Benchmark report shows a stacked bar chart which is a graph that 
breaks down and shows the parts that make up the whole. The green 
section shows the percentage of students who are on track, the yellow 
section includes the percentage of students who should be monitored, and 
the red section is the percentage with whom you need to provide extra 
support.”

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 104

Voiceover: 

The grouping tool breaks children into groups for you based on their 
assessment results. The groups will contain children that have not 
yet reached the “satisfactory” level for each skill. These children 
need more practice with certain skills and will benefit from small 
group instruction. Suitable small group activities from the CIRCLE 
Online Activities are listed on the View Groups button.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 105

Voiceover: 
If you see more than half of your children in a certain group, what 
does that mean? You need to incorporate that skill into larger group 
instruction.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 106

Voiceover: 
You can also create a customized group that may include children 
from the class who were not in red or sub grouped from the students 
who are needing support. Add a name for the custom group.

Say: 

“You can create your own custom group names with the students 
that you want to add.”

*TSR participants can discuss this option with their coach if they 
would like to implement the feature of customizing groups.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 107

Voiceover: Click on the comment bubble to add a note to the grouping tool 
results.

Say: 

*For TSR participants, you can discuss this option with your coach if 
you would like additional information.

Optional Activity: Model the process of adding notes to the grouping 
tool results.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 108

Voiceover: 

To select children who are in the class who are not in red, first click 
on the plus sign icon. A list of the entire class will appear. Then click 
on any of the children you would like to be in the customized group. 
To drag and drop click on the plus sign to move the learner to the 
customized group.

Say: 
*For TSR participants, you can discuss this option with your coach if 
this is something you feel you need.

Optional Activity: Model the process of creating custom groups.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 109

Voiceover: 
This is the printable version of the group summary report that 
teachers can place with their lesson plans and use to make notes for 
planning or notes on student progress.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 110

Voiceover: 
The CIRCLE Activity Collection is tied to progress monitoring results, 
annotated videos of the activities performed in real classrooms, and 
heavy scripting to cue the teacher to best instructional practices.

Say: 

“The results of your assessment will take you to very specific 
activities based on the needs of your children. These videos will have 
activities performed in real classrooms, and the lesson written out so 
the teacher knows exactly what to say and how to follow the lesson 
cycle.”

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 111

Voiceover: 

This slide shows a preview of the CIRCLE Activity Collection. It 
includes the setting, materials, objectives, including scripting for a 
modeled lesson with guided practice, scaffolding and variations or 
extension activities. There are also alignments with both the Texas 
Pre-K Guidelines, Head Start Early Learning Outcomes Framework 
(ELOF) and the Texas Essential Knowledge and Skills (TEKS) for 
Kindergarten.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 112

Voiceover: Show Slide Let’s View an Activity

Say: 

“In this activity, the teacher is prepared to provide an alphabet 
knowledge activity with a letter recognition objective for the children 
in a small group to name letters and sort them based on whether the 
letters are in their names or not in their names.”

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 113

Voiceover: 

Whole group language instruction can be used to increase the skills 
of the entire class when needed. 

Whole group instruction should focus on:

• Engaging children in extended conversations
• Asking questions to encourage critical thinking
• Reading aloud daily
• Encouraging children to retell stories
• Modeling use of new and unusual words
• Using language building strategies (label, describe, compare, 

explain, link)
• Discussing word meanings
• Using themes (discussing topics & concepts in context)
• Extending themes into centers

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 114

Voiceover: 

Assessment allows us to know who is identified as needing more instruction from 
Tier 1 to Tier 2 to Tier 3.

Progress monitoring results generate Tier 2 small groups for more targeted 
strategies Tier 3 is generally not indicated from an initial screening like CIRCLE 
assessment, but from lack of progress in tier 2.

Children identified as at-risk receive more frequent, more intensive, and/
or different types of instruction, often in small groups such as Tier 2 in RTI 
framework). Continued assessment may further inform instruction, such as the 
need for individualized attention (Tier 1).

Scores are color-coded. Four-year old children will have “green” and “red” scores, 
which correspond to “satisfactory” and “emerging” skills. Three-year olds will have 
“green” and “yellow” scores. If more than half of your class has a “red” or “yellow” 
score, then you should focus on that skill in your whole group instruction.

Activity: If half your class shows a “red” or “yellow” score in Letter Knowledge, 
how would you address that in large group instruction? (Read alphabet books, play 
letter wall games, do letter knowledge transitions, etc.)

Let’s look at some ways to improve your whole group instruction in language and 
phonological awareness.

Say: 
“Consider the ideas for improving whole group instruction in language and 
phonological awareness. Please take a sticky note and jot down one idea that you 
are willing to take back and implement this next week?”

Trainer  
Tip: 

Virtual training option: Use the chat box for your participants to add their 
responses.

Handout: None.
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MODULE 3 SLIDE 115

Voiceover: 

Small group instruction is so beneficial for young children. Through 
small group instruction, you can:

• Give children more opportunities to use language with the 
teacher and peers

• Observe children individually
• Scaffold children’s development
• Meet children’s individual needs
• Reduce wait time for children
• Allow for more individual participation from each child.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 116

Voiceover: 

Whole group phonological awareness instruction can be used to 
increase the skills of the entire class when needed. 

Whole group PA instruction should focus on: 

• Engaging children in daily PA instruction
• Providing a variety of PA activities based on the continuum
• Increasing level of difficulty as knowledge increases
• Connecting PA activities to themes
• Including PA activities in children’s play
• Using books that include PA elements 
• Providing hands-on PA activities in centers

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 117

Voiceover: 

There are many ways to use the component resources to plan for 
targeted skill intervention: 

• Use the small grouping tool, 
• Utilize CLI Engage on- line Professional Development for 

Teachers, 
• CLI Engage CIRCLE Activity Collection

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 118

Voiceover: 

Now let’s practice. You will use the assessment practice area for this 
assignment. 

You will find the assessment practice area under the red banner 
screening, progress monitoring, and observation on your main 
dashboard of CLI Engage. 

• With your demo students complete Letter Knowledge, 
Vocabulary, and Phonological Awareness assessments with at 
least ½ of the class below benchmarks.

• Create a class summary and a group report on these 3 areas.
• Review the summary and determine 3 interventions.

Say: None.

Trainer  
Tip: 

None.

Handout: None.
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MODULE 3 SLIDE 119

Voiceover: Submit a “Help Ticket” through the CLI Engage Dashboard. Questions 
will be addressed by trained CLI staff members.

Say: 

“We have now provided an overview and practice time for 
conducting CPM assessments.

Before wrapping up, does anyone have any questions?”

Stop and answer questions..

Trainer  
Tip: 

None.

Handout: None.


