ASSIST Trainer’s Checklist

Before training, familiarize yourself with the resources posted on www.doe.in.gov/advanced, making copies of anything you want your attendees to use or have hard copies of for the training.  The PowerPoint from the regional training is available under the miscellaneous section.

Be sure to go into the training site and practice on each component, so that you feel comfortable and confident with ASSIST.  

Training:
1. Show attendees what the final product will look like in ASSIST, so they can see that the system will pull together into one report all of the components that you will be teaching them to complete.
a. Training URL:  https://cas-training.advanc-ed.org/cas/login
b. Training credentials: e-mail:  student7PRIN@hmail.com    Password:  password 1
c. Additional training accounts are available at: www.doe.in.gov/advanced
d. Note:  Do not use an individual’s actual e-mail and password to get into the training site.  That should be used only to access their school site at www.advanc-ed.org

2. Provide an overview of the five basic components and then walk them through each one in the order they should complete them:
a. Self-Assessment
i. Present what is involved (rating the indicators, listing evidence to support the ratings, and writing a narrative at the end of each standard), introducing them to the Self-Assessment Workbooks at www.doe.in.gov/advanced.
ii. Discuss how to do it and who should be involved.  Reference the Suggested Timelines document from www.doe.in.gov/advanced.
iii. Demonstrate how to enter the information into ASSIST via the Diagnostics and Surveys tabs.
b. Student Performance Diagnostic
i. [bookmark: _GoBack]Present what is involved (creating or revising a data profile or document, rating the evaluative criteria, and answering the diagnostic questions), introducing them to the Guidelines for Completing the Student Performance Diagnostic at www.doe.in.gov/advanced.
ii. Discuss who should be involved.  Reference the Suggested Timelines document from www.doe.in.gov/advanced.
iii. Demonstrate how to upload and enter the information into ASSIST via the Diagnostics and Surveys tabs.
c. Improvement Plan
i. Using the training site, demonstrate how to create goals using the Goal and Plan builder in the Goals and Plan tab.
ii. Slides from the training presentation are available at www.doe.in.gov/advanced.
d. Improvement Plan Stakeholder Involvement
i. Share the offline Improvement Plan Stakeholder Involvement template from www.doe.in.gov/advanced.
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ii. Demonstrate how to enter the information into ASSIST via the Diagnostics and Surveys tab.
e. Executive Summary
i. Share the offline Improvement Plan Stakeholder Involvement template from www.doe.in.gov/advanced
ii. Demonstrate how to enter the information into ASSIST via the Diagnostics and Surveys tab.

3. Review the P.L. 221 and Title I Schoolwide Alignment document at (www.doe.in.gov/advanced).

4. Depending on school status, you may or may not include the following:
a. Title I Schoolwide Plan Requirements 
i. Demonstrate how to answer the questions in ASSIST via the Assurances tab.
b. SAP PAI Root Cause Analysis (Focus and Priority Schools)
i. Demonstrate how to enter the information into ASSIST via the Diagnostics and Surveys tab.
c. SAP Turnaround Principles Rubric
i. Demonstrate how to enter the information into ASSIST via the Diagnostics and Surveys tab.
5. Help participants create an ASSIST Account if needed and login to www.advanc-ed.org.  Provide participants with their school access codes so that they can then go into their school sites and look at these components in ASSIST. 
 
Note:  Additional helpful resources include the School Planning Tool and Suggested Timelines.  Both are available at www.doe.in.gov/advanced.

