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	Guiding Questions – CURRICULUM AND INSTRUCTION 
	Evidence

	CURRICULUM 
Has your school or corporation developed a curriculum?

· Is the curriculum horizontally and vertically aligned?  How do you know?
· Is your curriculum linked to Common Core Standards?

	

	CURRICULUM
Based on a random sampling from one primary (K-2) and one intermediate (3-5) class, are daily reading lessons tied to curriculum?  

	Data collection methods include but are not limited to: a quick review of lesson plans, doing a teacher survey, or a brief classroom observation.

	CURRICULUM
Based on a random sampling from one primary (K-2) and one intermediate (3-5) class, are daily math lessons tied to curriculum?  

	Data collection methods include but are not limited to: a quick review of lesson plans, doing a teacher survey, or a brief classroom observation.

	INSTRUCTION
Does instruction include higher order thinking skills?

	

	INSTRUCTION
Do classrooms have adequate instructional materials?

· Do classrooms have appropriate textbooks?
· Are there supplementary materials for intervention/enrichment?
· Is technology integrated into instruction?

	

	INSTRUCTION/TECHNOLOGY

· What kind of technology is used in classrooms?
· How often is technology used in classrooms?
· What training or support on technology is available to teachers?
· Are there patterns of use among grade levels or subjects?

	

	READING INSTRUCTION
Choose one Reading strategy that all teachers are expected to be using regularly:
· Based on random sampling of classrooms, do all teachers (100%) implement this strategy regularly?

	Data collection methods include but are not limited to: a teacher survey or a brief classroom observation.

	MATH INSTRUCTION
Choose one Math strategy that all teachers are expected to be using regularly:
· Based on random sampling of classrooms, do all teachers (100%) implement this strategy regularly?
	Data collection methods include but are not limited to: teacher survey or a brief classroom observation.
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	Guiding Questions – FAMILY AND COMMUNITY INVOLVEMENT
	Evidence 

	POLCIES, PROCEDURES, & EXPECTATIONS
Does your school have a clearly articulated family involvement policy and compact? 

· How were the policies and compacts developed or revised? 
· How many current teachers, parents, and staff were involved in the development or revision of the parent policy?
	Policy & compacts
Sign in sheets

	POLCIES, PROCEDURES, & EXPECTATIONS
Are the expectations for your students understood by parents?

· Are parents aware of the academic expectations for their student(s)?
· Are parents aware of how to volunteer in or visit their child’s classroom?
· Are expectations for parent involvement explicit?
· Is parent involvement, including communication, training, opportunities for participation, and community partners, important to your school? How do you know?
	Parent Survey
Volunteer Log
Student Handbook
Meeting Agenda


	COMMUNICATION
How does a class, the school, or the district communicate with parents?

· How often and by what method are parents communicated with in one week? (Include all information that comes from the teacher as well as incoming information, such as notes from parents.)
· Is information to parents sent in another language?
· Is information sent to parents in an understandable language (i.e., no jargon)?
	Survey of parent communication
Copies of documents( in a second language)
Readability

	OPPORTUNTIES FOR INVOLVEMENT
What opportunities are available for parents?  Are those opportunities successful?

· What activities were offered during the previous school year?
· How many parents attend each activity?
· How many teachers attended each activity?
· How many activities included specific information related to academic achievement (e.g., showing a new reading series, modeling a lesson or strategies, participating in a reading or math activity with their child)?
· What accommodations are made to make parent school visits more successful (e.g., having a translator available, providing transportation or childcare)?                                             
	Meeting Sign in Sheets
Meeting Agenda


	EDUCATING EDUCATORS
What support is provided to teachers to facilitate more effective parental involvement?

· What activities are offered and available for teachers related to learning how to more effectively work with parents (e.g., formal professional development or professional dialogue during collaboration time)?
· Does your school have a parent liaison?
	Professional Development Calendar

	COMMUNITY
Are outreach services readily available to families in your school?

· Does your school provide support services, such as health care, to parents and families?
· What community partnerships currently exist with the school?  
· What type of support is provided to the school from community partnerships?
	Volunteer Log
Fiscal Records
Parent Survey




















	Guiding Questions – PROFESSIONAL DEVELOPMENT
	Evidence

	HIGHLY QUALIFIED STAFF
Are all teachers and paraprofessionals highly qualified?

	HQ Verification Forms (Sample)

	OPPORTUNITIES FOR PROFESSIONAL DEVELOPMENT
How do you identify high quality professional development opportunities?

· How do you ensure that professional development opportunities for staff focused on the needs of both students and teachers?
· How many activities included specific information related to academic achievement?

	Collaboration Agendas
Staff Meeting Agendas



	OPPORTUNITIES FOR PROFESSIONAL DEVELOPMENT
What type of professional development is the most successful in your school?

Circle all methods of professional development offered in your school.

*Travel to conferences
*Providing in-house training with an outside consultant (district initiative)
*Providing in-house training with an outside consultant (school initiative)
*Coaching or mentoring in classrooms

	Teacher Survey
Data Collection: (participation and type of training)

	EVALUATION 
How are professional development activities evaluated?

Based on random sampling of classrooms, do all teachers (100%) implement this strategy regularly? (Data collection methods include but are not limited to: a teacher survey or a brief classroom observation.)
· How many teachers attended each activity?
· What were the explicit goals for each activity?  Were goals met? 

If yes, please attach a copy of an evaluation tool.

If no, develop a short evaluation for teachers to use during this school year. 


	

	COLLABORATION/COMMUNICATION
Do teachers have common planning/collaboration time on a regular basis?  


	Collaboration Agendas
Staff Meeting Agendas







	Guiding Questions – SCHOOL CONTEXT AND ORGANIZATION
	Evidence

	VISION
What is your school’s vision?  How was the vision developed or revised?  How many current teachers, parents, and staff were involved?

	Vision Activity (sample)


	LEADERSHIP
What is a typical day for an administrator?

Record one day and identify the following: 
· How much time is spent in classrooms?
· How much time is spent with teachers?
· How much time is spent with students?
· How much time is spent with parents?

	Daily Activity Log (sample)

	CLIMATE AND ATTITUDES
What are the attitudes and climate within your school, among students, parents, and staff? 

· Is the school safe?
· Is communication clear and regular?
· Is instruction challenging?

	Attitude Surveys

	COMMUNICATION
How does the school regularly communicate with students, parents, and stakeholders?

· Is there a preferred method of communication (e.g., phone, notes, internet, face to face?)
· How often and for what purpose do teachers communicate with parents?
· How are teachers accessible to parents?
· Do families have access to internet?
· Does the school participate in any social media (e.g., Facebook, Twitter) to share information with parents?
· Does the school utilize any electronic means of communication with parents (e.g., podcasts, automatic phone messaging systems)?

	

	USE OF TIME (INSTRUCTIONAL) 
What is a typical day in a classroom?

· What instructional time is protected (e.g., 90 minute reading block)?
· How often and for what purpose is instructional time interrupted (e.g., fire drills, convocations, late arrivals, absences)?
· Are transitions minimized (e.g., movement to specials, restroom breaks, lunch/recess breaks)?

	Lesson Plans
Daily Activity Log (sample)
Weekly Activity Log (sample)

	USE OF TIME (PROFESSIONAL)
What is a typical staff meeting like?

· Based on a recent staff meeting:
· How many topics listed were directly related to student achievement?
· How many topics were directly related to curriculum or instruction, professional development, or family involvement?
· How many items could be considered “house-keeping?” 

	Staff Meeting Agenda
Collaboration Agendas

	POLICIES AND PROCEDURES
Are expectations consistent within your school?

· What policies are consistently posted in classrooms?
· How many policies are related to fire and safety, behavior, and classroom procedures?

	Hallway Walk

	POLICIES AND PROCEDURES
What is the experience of a visitor to your building?

· Is the parking lot clearly identified for visitor parking?
· Is the building easily accessible (i.e., the main entrance is clearly identified; procedures for entry are explicit)?
· Is the main office easy to locate?
· Who welcomes a visitor to the school?
· Are there clear procedures for signing in/out, wearing name badges, and moving through the building?

	

	SAFETY
How safe is your school?

Using your school’s  School and Corporation Data Reports (http://www.doe.in.gov/data/reports.html), determine the following: 

· How many students had unexcused absences?
· How many students were suspended?
· How many students were expelled?  


	






	Guiding Questions – STUDENT ACHIEVEMENT
	Evidence

	How did your students perform on the most recent ISTEP+ or ECA assessment?
· Have you reviewed and identified ESEA subgroups?
· Have you reviewed and identified low and high growth students?
· Are there patterns in student performance (e.g., special education students generally are performing below general education students in both E/LA and Math)?
	ISTEP+ Student Performance Reports
Compass

	Does your school have annual measurable goals for student achievement?
· Are parents, teachers and students are made aware of these goals? 
· Are goals articulated in the school’s improvement plan?
· Are goals revised regularly?
· Does your school use benchmarks as a progress monitoring?
	PL 221 &/or School-wide Plan


	How does your school regularly review and discuss data?
· Does your school utilize a data wall or similar method to collect, analyze and make decisions about student achievement?
· Do you talk about data during staff meetings or teacher collaboration time?
· How is teaching impacted by looking at data?
· Is your school using benchmark assessments?

	Staff Meeting Agendas
Collaboration Agendas

	For high schools, what is your current graduation rate compared to the State average?
	Compass

	What is your school’s attendance rate?
· Is your school meeting the state’s attendance goal?
· Are there patterns to student absences (e.g., weather conditions)?
· Is there a clear attendance policy in place?
· How is the attendance policy shared with parents?
· What is the attendance rate for teachers?
· Are there issues with teacher absences?
	Compass

	What kind of growth is being made by your school?
· Visit Indiana’s Growth Model site (www.doe.in.gov/growthmodel/).
· Identify the quadrant in which performance appears.
· What is the pattern of growth over several years?  Is there measurable, consistent growth?
· What subgroups are showing growth?
· To what is growth attributed (e.g., strong, aligned curriculum, effective teaching strategies, etc.)?
· What areas cause concern?
· What might be some causes of low/no growth?

	Growth Model

	What intervention services are available to students?
· How are students selected for participation?
· How many students participate?
· Is there measurable growth from students in participate?
· Are there barriers to participation (e.g., after school or summer transportation, cost, scheduling, etc.)?
	

	What enrichment services are available to students?
· How are students selected for participation?
· How many students participate?
· Is there evidence that enrichment has a positive impact on student achievement?
· Are there barriers to participation (e.g., after school or summer transportation, cost, scheduling)?

	














	DATA ANALYSIS CHART

	Directions:  Use this chart to summarize data statements (from Data Guides).  Then, identify strengths and weaknesses for each focus area.  

	Student Achievement (List data statements based on data guides)
· Example:  55% (137/250) of 3rd, 4th, 5th graders passed both E/LA and math on the spring 2013 ISTEP+.


	STRENGTHS
· Example: Growth from 2013 in special education subgroup (Inclusion for core instruction seems to be working.
	CHALLENGES
· Example: LEP students are not showing growth in E/LA & Math (How do we support these students?)


	Curriculum & Instruction (List data statements based on data guides)




	STRENGTHS




	CHALLENGES


	Professional Development (List data statements based on data guides)




	STRENGTHS




	CHALLENGES



	Family Involvement (List data statements based on data guides)




	STRENGTHS




	CHALLENGES

	School Context & Organization (List data statements based on data guides)




	STRENGTHS



	CHALLENGES


	COMPREHENSIVE NEEDS ASSESSMENT SUMMARY

	How was the needs assessment conducted?
· Data collected from 5 focus areas
· Data collection process/management
· Stakeholder involvement

	Example: “Our School-wide Planning Team looked at data from the five focus areas…” We collected data by looking at student data, using hallway walks, and conducting surveys with parents. Information gathered by the team was shared with school staff, parents and community in the following ways…”









	What were the results of the data collection?
· What strengths were identified?
· What weaknesses were identified?
· Where there any surprises or A-has?

	Example: “Our team identified the following strengths and weaknesses… We were surprised to learn that our Free/Reduced lunch students are showing high growth, although this group is not all passing.”








	What conclusions were made?
· CNA supports current goals
· Identify other focus areas to be addressed

	Example: “Based on our data analysis, we will focus on the following goals in… We discovered a need to address issues of attendance immediately while working on content areas throughout the school year.”
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Sample Daily Activity Log
	Name: 
	Month/Day: 

	Time
	Activity
	Purpose
	Notes

	Example: 9-10 am
	Discipline issues
	Tardies, bus behavior
	Bus: Students are suspended from bus; must notify parents; talk to bus driver

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Sample Weekly Activity Log
	Name: 
	Month/Dates: 

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday/Sunday

	Late busses – reading block delayed
	Convocation – Red Ribbon Week – reading block delayed
	90 Minute Reading Block (9-10:30 am)
	90 Minute Reading Block (9-10:30 am)
	90 Minute Reading Block (9-10:30 am)
	Visit Library – look for non-fiction for next week’s science
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Group Vision
School Vision
SCHOOLVISION
SCHOOLVISION























1. Using another sheet of paper, individually write words or phrases about your ideal school.
2. Through discussion, identify common language within your planning team.
3.  Using Chart, indicate similarities and differences between group ideals and school vision.
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Goal:
Benchmarks:
	STRATEGY #1:




	Monitoring:


	Student Groups: 


	Student Assessment:



	STRATEGY #2:




	Monitoring:


	Student Groups: 


	Student Assessment:



	STRATEGY #3:




	Monitoring:


	Student Groups: 


	Student Assessment:



	STRATEGY #4:




	Monitoring:


	Student Groups: 


	Student Assessment:
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Template for Elementary Schools
Highly Qualified Teachers for School Year ___________
	Teacher Name:
	Teaching Assignment:
	Indicator of HQ status on Verification Form:
1. Bachelor’s Degree earned?
1. Valid Indiana Elementary Education teaching license or Special Education teaching license that includes elementary school settings?
Plus one of the following:
1. Passed Praxis II  “Elementary Education: Curriculum, Instruction and Assessment”?
1. Passed the NTE (National Teacher Exam) “Education in the Elementary School”?
1. Considered HQ in another state?
1. NBPTS Certification?
1. *100 Points on the HOUSSE rubric? (only for veteran teachers hired prior to 2006-2007 and have not changed teaching assignments)
	Location of Verification Form and supporting documentation:
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Template for Secondary Schools
Highly Qualified Teachers for School Year _____________:
	Teacher Name:
	Teaching Assignment:
	Indicator of HQ status on Verification Form:
1. Bachelor’s Degree earned?
1. Valid Indiana Junior High/Middle School or Secondary teaching license or Special Education teaching license that includes Junior High/Middle School/Secondary School settings?
Plus one of the following:
1. Passed Praxis II  in the Core Academic Subject you are assigned to teach?
1. Passed the NTE (National Teacher Exam) specialty exam in the Core Academic Subject you are assigned to teach?
1. Considered HQ in another state?
1. NBPTS Certification in the Core Academic Subject you are assigned to teach?
1. A Bachelor’s Degree or completed 24 college credit hours in the Core Academic Subject you are assigned to teach?
1. Earned a Master’s Degree in the Core Academic Subject you are assigned to teach?
1. *100 Points on the HOUSSE rubric? (only for veteran teachers hired prior to 2006-2007 and have not changed teaching assignments)
	Location of Verification Form and supporting documentation:

	
	
	



	

	
	
	



	

	
	
	



	

	
	 
	



	

	

	
	


	

	

	
	


	

	

	
	


	

	

	
	


	

	

	
	


	



[bookmark: _Toc395607215]HQ Paraprofessionals – Component 3 
Template for Paraprofessional
Highly Qualified Status for School Year ____________:
	Paraprofessional’s Name:
	Assignment:
	Indicator of HQ status:
1. Associate’s Degree
1. Transcripts showing at least two years of college or more
1. Passed the Praxis ParaPro Exam 
	Location of documentation of HQ status:
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	Professional Development Plan Template

	1. Goals
1. Professional Development goals should align with state, district, and school performance goals
1. Short-term and long-term goals identify strategic and measurable targets for schools to achieve
1. Address both individual teacher and school-wide needs

	1. Action Steps
1. What steps will be taken to achieve goals?  (Prioritize learning opportunities based on goals and resources.)
1. Determine the type and delivery style of professional development.
1. Who is responsible for each action step?
1. What is the timeline for each action step?
1. What are the resources and costs?

	1. Application and Follow-Through
1. After Professional Development is provided, what measures will be taken to help ensure the learned strategies are implemented?

	1. Evaluation and Assessment
1. How and when will progress made toward goals be measured?
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Resources: 
http://www.apaconsulting.net/uploads/reports/13.pdf
http://www.acifund.org/aci-center/journal/article/attracting-and-retaining-teachers-high-need-elementary-schools
http://www.education.com/reference/article/Ref_Attracting/

Action Steps: 
1. Survey Teachers and Staff
0. What brought teachers to your school?
0. Why do teachers stay?
0. Why do teachers leave?
0. What improvements/changes would teachers like to see?
1. Determine measures that may recruit and retain staff:
1. Leadership/Mentor Program in the Building
1. Common Planning Time
1. Technology
1. Teacher Involvement in School Decision Making
1. Built-in PD and Planning Time
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	Checklist:  School – Parent Compact Requirements 

	1
	Describes the school's responsibility to provide high quality curriculum and instruction in a supportive and effective learning environment that enables the children served under this part to meet the State's student academic achievement standards
	

	2
	Describes the ways in which each parent will be responsible for:                                                                                                                                                                                                          a.  Supporting their children's learning, such as monitoring attendance, homework   completion, and television watching                                                                                                                                                                                                                                        b.  Volunteering in their child's classroom; and participating as appropriate                                                                                                                                                                                     c.  Decisions relating to the education of their children and positive use of extracurricular time
	

	3
	Address the importance of communication between teachers and parents on an ongoing basis through, at a minimum:                                                                                                                                                                                                                          a.  Parent-teacher conferences in elementary school, at least annually, during which the compact shall be discussed as the compact relates to the individual child's achievement                                                                                                                                                                                                                                                                                                   b.  Frequent reports to parents on their children’s progress                                                                                                                                                                                                                       c.  Reasonable access to staff, opportunities to volunteer and participate in their child's class, and observation of classroom activities
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	LEA Parent Involvement Policy Requirements – Checklist

	1
	Involve parents in the joint development of the plan and the process of school review and improvement
	

	2
	Provide the coordination, technical assistance, and other support necessary to assist participating schools in planning and implementing effective parent involvement activities to improve student academic achievement and school performance
	

	3
	Build the schools’ and parents’ capacity for strong parental involvement by:
Providing assistance to parents of children served as appropriate, in understanding such topics as the State’s academic content standards and student academic achievement standards, and how to monitor a child’s progress and work with educators to improve the achievement of their children
Providing materials and training to help parents to work with their children to improve their children’s achievement, such as literacy training and using technology, as appropriate to foster parental involvement
Educate educators with the assistance of parents, in the value and utility of contributions of parents, and in how to reach out to, communicate with, and work with parents as equal partners, implement and coordinate parent programs, and build ties between parents and the school
Ensure that information related to school and parent programs, meetings, and other activities, such as parent resource centers, that encourage and support parents in more fully participating in the education of their children, to the extent practicable, is in a language that parents can understand
Other reasonable support for parental involvement activities under section 1118 as parents may request
	

	4
	Coordinate and integrate parental involvement strategies under Title I with strategies under other programs such as Head Start, Reading First, Early Reading First, Even Start, Parents as Teachers, and Home Instruction Program for Preschool Youngsters, and State-run preschool programs
	

	5
	Conduct, with the involvement of parents, an annual evaluation of the content and effectiveness of the parental involvement policy in improving the academic quality of the schools served under this part, including identifying barriers to greater participation by parents in activities (with particular attention to parents who are economically disadvantaged, are disabled, have limited English proficiency, have limited literacy, or are of any racial or ethnic minority background) and use the findings of such evaluation to design strategies for more effective parental involvement, and to revise, if necessary, the parental involvement policies
	

	6
	Involve parents in the activities of the schools served under Title I
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Plans for assisting preschool children in the transition from early childhood programs, such as Head Start, Even Start, Early Reading first, or a State-run preschool program, to local elementary school programs
School-wide status offers the flexibility to upgrade the entire educational program of a school.  However, it is important to remember to provide additional support for struggling students and challenges for high achieving students, including new, incoming students. 
These questions are designed to prompt discussion of how a school will ensure it continues to provide effective, timely, and meaningful assistance to both at-risk and high achieving students.

REFLECTION QUESTIONS
1. Does the school or district offer a preschool program?
1. In what ways does your school reach out to local daycare and preschool programs as well as families of incoming kindergarten students?
1. Are families and children invited to visit your school prior to attending?
1. How easily can local daycares, preschools, and families get information on enrollment and incoming school procedures?
1. Are transition strategies in place for students moving from grade to grade (e.g., collaboration between grade level teachers, folders that follow students from grade to grade, etc.)?
1. In what ways do schools within your district work together to ease the transition between grade span buildings, such as elementary-middle; elementary-middle; middle to high school?
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Measures to Include Teachers in the Use of Academic Assessments
1. Teachers should know, understand, and be able to use multiple forms of assessments on a regular basis to inform instruction.
1. Opportunities and expectations for teachers to be included in the decision making related to the use of the academic assessment results leading to the improvement of student achievement must exist.
Below are some examples of evidence which could assist in ensuring teachers are included in the use of academic assessments:
1. Schedules of teacher meetings related to any of the following:
0. Benchmark planning
0. Assessment trainings
0. PD related to data from assessments
0. Data discussions or meetings 
0. Instructional planning meetings
0. Assessment schedule for school year
1. Benchmark assessments
1. Progress monitoring procedures and timelines
1. Instructional adjustments based on assessment results
1. Communication home regarding assessment progress
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Provide activities to ensure effective, timely, additional assistance to students failing to meet proficient or advanced levels of achievement.
School-wide status offers the flexibility to upgrade the entire educational program of a school.  However, it is important to remember to provide additional support for struggling students and challenges for high achieving students. 
These questions are designed to prompt discussion of how a school will ensure it continues to provide effective, timely, and meaningful assistance to both at-risk and high achieving students.

DISCUSSION QUESTIONS
1. How will you continue to provide services to at-risk and underserved populations?
1. Are interventions based on your comprehensive needs assessment (CNA) results (i.e., needs in reading = instructional focus on reading)?
1. How does your plan clearly explain what support is in place for struggling learners?
1. How does your plan clearly explain what support is in place for high ability learners?
1. How will extended-time programs be built into your plan?
1. Would a new teacher, a parent, or a Title I Specialist be able to “visualize” how the instructional program is structured?
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Provide activities to ensure effective, timely, additional assistance to students failing to meet proficient or advanced levels of achievement.
School-wide status offers the flexibility to upgrade the entire educational program of a school.  However, it is important to remember to provide additional support for struggling students and challenges for high achieving students. 
These questions are designed to prompt discussion of how a school will ensure it continues to provide effective, timely, and meaningful assistance to both at-risk and high achieving students.

DISCUSSION QUESTIONS
1. How will you continue to provide services to at-risk and underserved populations?
1. Are interventions based on your comprehensive needs assessment (CAN) results (i.e., needs in reading = instructional focus on reading)?
1. How does your plan clearly explain what support is in place for struggling learners?
1. How does your plan clearly explain what support is in place for high ability learners?
1. How will extended-time programs be built into your plan?
1. Would a new teacher, a parent, or a Title I Specialist be able to “visualize” how the instructional program is structured?
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Coordinating, Not Consolidating Funds: Language to include for components #10 and 10a.

1. Component #10: State that you understand and are aware of consolidating funds, but do not participate in consolidation of funds. For example:

“While the school has chosen to coordinate the program efforts, it will not consolidate program funds at this time.”
1. Component #10a: List all programs in the school, including Federal, State and local funding. For example:

“Coordinated programs may include the following:
–Title I –Part A
–Title II –Part A (Preparing, Training and Recruiting HQ Staff)
–IDEA –Individuals with Disabilities Act
– Other federal, state, or local funds, as applicable”
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