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PART I: PRINCIPLES OF THE COMPREHENSIVE NEEDS ASSESSMENT PROGRAM

Overview

A Comprehensive Needs Assessment is critical to the development of high quality district
and school programs. A systematic assessment of practices, processes and systems within
a school district assists district and school leadership in determining needs, examining their
nature and causes, and setting priorities for future action. The assessment consequently
guides the development of a meaningful district or school plan and suggests benchmarks to
guide improvement evaluation. Research supports that school districts that undergo a
careful analysis of data and information make better decisions about what to change and
how to institutionalize systemic change. The district/school Comprehensive Needs
Assessment provides a framework for conducting the process.

1.1 Purpose of the District and School Comprehensive Needs Assessment program.

The North Carolina Department of Public Instruction (NCDPI) recognizes that all districts
and schools continually strive to improve. The Comprehensive Needs Assessment is
designed to support those efforts by providing districts and schools with a clear view of their
strengths, areas for development, challenges and successes.

The Notes of Guidance provide:

1 A reference for the district and school Instructional Review Teams, ensuring that
process guidance is clear, consistent and comprehensive.

2. A comprehensive reference for Cambridge Education, NCDPI, and quality
assurance managers, so that all support and guidance consistently reflects the
processes and protocols agreed upon.

3. Transparency for all parties and for all practices and procedures, ensuring that
schools, districts and the state have access to all necessary information regarding
the protocols and processes.

Principals and senior leadership within districts will find it helpful to reflect on the
dimensions, sub-dimensions and rubrics as they prepare for assessments. The
dimensions, sub-dimensions and rubrics reflect important core elements of schools’ and
districts’ work. School and district leadership teams may also find that these assist them in
a process of continuous improvement as part of the self-evaluation process and
completion of the Self-Evaluation Form (SEF).

Good preparation which involves stakeholders and invites their views and contributions is
helpful in building the internal capacity of the school/district. The external assessment then
becomes part of the cycle of improvement which is embedded in the regular internal self-
evaluation and improvement cycle.

1.2. Cambridge Education and the Comprehensive Needs Assessment Process

Cambridge Education (CE) has been chosen by North Carolina Department of Public
Instruction (NCDPI) as a partner in its Comprehensive Needs Assessment program
because of extensive experience as assessment providers, capacity developers and
trainers for schools across the world, including America. All Cambridge Education
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reviewers and coaches involved in the NCDPI assessment process have been through a
rigorous training program. They have worked in schools and districts affording them a
credible history as educators.

CE has worked in partnership with NCDPI to support the implementation of the
Comprehensive Needs Assessment process. In particular, CE has provided training and
facilitation for the capacity-building program which prepares NCDPI personnel to become
lead, team reviewers and trainers.

Cambridge Education consultants will guide the implementation of the process through the
provision of executive coaching and quality assurance. They provide mentorship, guidance
and support to NCDPI reviewers during the assessment process.

1.3 The Role of Self Evaluation

The Comprehensive Needs Assessment is one part of the North Carolina Department of
Public Instruction’s [NCDPI] program for district and school improvement. It is a third
party, evidence based, objective validation of the district/school work and qualities.

When a Comprehensive Needs Assessment is set within a culture of self-reflection,
analysis of results, and action, it becomes a very powerful tool for improvement. The
district/school’s self-evaluation complements external assessment as an on-going process
of identifying priorities for improvement, identifying strengths, monitoring performance and
evaluating outcomes.

After the lead reviewer has given oral feedback, on the last day of the visit, s/fhe will write
the final report. This report, which will be forwarded to the district/school for factual
checking after the review, is an analysis of the district/school's strengths and areas for
development. This information provides the district/school and state with an objective view
of the quality of education provided and an agenda for development.

NCDPI's development of a Comprehensive Needs Assessment process aids all districts
and schools in their development by setting in place a system that:
e Identifies strengths and areas for improvement in key areas of their work.

¢ Models strategies which can be developed. For example, lesson observation and
work analysis, monitoring through discussion with students, parents, school
personnel, and other stake holders and the use of questionnaires to seek a range
of views on the quality of district/school’s work.

» Ensures a quality framework which operates consistently in all districts and
schools.

NCDPI Comprehensive Needs Assessment
September 2010



1.4 Building Capacity

The framework has been designed to offer a rigorous process that combines third party
school evaluation with professional development which will strengthen the capacity within
NCDPI and districts/schools. Key professional staff have taken part in a training program
designed to extend and widen skills of assessment and prepare them to take part in district
and school assessments as lead reviewer and/or as team reviewers. Following from this
initial training, reviewers then utilize, practice and hone their skills on-site, mentored and
supported by an experienced CE coach. During and after the on-site assessment, the
team calibrates its work thoroughly to ensure that the school/district receives a high
quality, consistent and rigorous experience. The CE coach and NCDPI lead reviewer
quality assures the review, constantly guiding and monitoring the process and ensuring
that the team and lead reviewer are faithful to the process, protocols and evaluation
criteria. In this way, the synthesis of skills and experience, coupled with quality assurance,
ensures that districts/schools receive a thorough, consistent quality assessment.

1.5 Comprehensive Needs Assessment Dimensions

The Comprehensive Needs Assessment process requires reviewers to collect evidence to
support judgments about the district/schools’ effectiveness in relation to five dimensions.
These are:;
¢ Instructional Excellence and Alignment

e Partl: Teaching and Learning

e Part ll: Support for Student Achievement
Leadership Capacity
Professional Capacity
Planning and Operational Effectiveness
Families and Communities

These dimensions are common to both district and school assessments and are supported
by sub-dimensions and rubrics. Full frameworks of dimensions and sub-dimensions for
schools and districts are included within the appendices.
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PART 2: Overview of the Common Elements of the Comprehensive Needs
Assessment Process

2.1 The Stages of a Comprehensive Needs Assessment are:
Stage 1: Preparation
Stage 2: Site visit
Stage 3: Final report

Stage 1: Preparation

The foundation of a successful Comprehensive Needs Assessment includes proper
preparation. As a first step, the designated NCDPI personnel will contact the
superintendent/principal to ensure that the district/school is fully aware of the process and
procedures, including all pre-assessment documentary requirements and the start date for
the assessment.

The district/school will be asked to complete a short Self-Evaluation Form (SEF). This
provides useful and relevant contextual background information for the team as they
prepare for the visit. Importantly, it also provides an opportunity for the team to have a
perspective of the organization’s own perception of the quality and impact of its work. This
allows the reviewers an opportunity to see how well the district/school sets out its evidence
to demonstrate how it works towards meeting the criteria within the five dimensions. The
SEF is also used to begin to assess how accurately the district/school knows itself and the
quality of its work.

Prior to the assessment, the school will provide the designated NCDPI personnel with the
documentation listed in Part 3 of these Notes of Guidance. In the case of a district
assessment, the district will confirm that the documentation required for the pre-
assessment day [listed in Part 4] is available. If any of the required preparatory
documentation cannot be provided before the assessment then the district/school must
have the documentation ready when the reviewers arrive on the first day along with any
other relevant documentation, as discussed with the lead reviewer.

The reviewers will be able to use this information alongside the SEF to gain an
understanding of the district/school context, its history and the key actions and activities
which are taking place to support improvement.

Stage 2: District/School Visit

The reviewers will be on-site in a school for two to three days and in a district for three to
four days. While on-site, the reviewers will follow an intensive daily schedule. For schools,
preparatory work is completed off-site. A preparatory day may be held on-site for a district
assessment. This preparatory day allows the assessment team to meet and review
information and data in order to ascertain a clear, contextual overview for the assessment.

In both the school and district site visit, the reviewers will collect evidence through direct
observation as well as by having discussions with appropriate staff and stakeholders. This
evidence will provide the reviewers with a thorough understanding of the organization’s
work and its quality. This leads them to judgments relating to each of the five dimensions
in line with the four judgments — /eading, developing, emerging, and lacking.
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Documentation and Data

In a preparatory telephone call to the district/school, the lead-reviewer will discuss what
documentation is necessary to help the team prepare prior to the on-site assessment visit.
However, once on-site it may be necessary to see additional documentation in order to
ensure a secure evidence base. Performance management documents pertaining to
individuals will not be requested and at no time are individuals named in the final report.

Leadership and Management Team

Meetings with the superintendent/principal and other key personnel will be a key element
of the assessment visits. During these meetings, the reviewers will ask key questions
linked to the focus areas for the CNA. There will also be ongoing discussion about the
SEF which will enable the team to understand the context and how well the district/school
knows itself.

Verbal Feedback

Throughout the visit, the reviewers will meet with the superintendent/principal regularly to
give feedback on the progress of the review, check and clarify understandings and request
any other areas of information necessary. In schools, an overview of the observations
made on teaching will also be given daily. The superintendent/principal can also direct
feedback to the reviewers on any issues that need follow-up. The feedback outlines the
main strengths and areas for improvement that are derived from the judgments made
during the visit. If there has been effective communication, particularly if the school/district
is reflective and self-critical in its approach to the assessment, it is unlikely that the
feedback will contain any surprises.

At the end of the visit, the reviewers will provide initial feedback to the
principal/superintendent in relation to the five dimensions. The superintendent/principal
may opt to have a few key members of the leadership team present based upon how s/he
chooses to disseminate this information. If leadership team members are present, it will
enable the superintendent/principal to listen, direct all his/her attention to the messages
given, ask questions, and seek clarification where necessary without being encumbered
with note taking.

Stage 3: The Final Report

The lead reviewer will use the evidence gathered to make judgments on the quality of the
district/school’s work. These are synthesized into a report which reflects an analysis of the
district/school’s strengths and areas for improvement, along with an evaluation of how well
the organization meets each of the five dimensions in line with judgments. The judgment
descriptors are: leading, developing, emerging and lacking.

A draft report will be sent to the district/school for a factual check, with the final report
being published following the factual check.

The principles of quality assurance support all aspects of the quality assessment
processes and procedures, including the production of the report. These quality
assurance procedures can be found in the appendices of these Notes of Guidance.

The district/school can then use the feedback within the report to guide the development of
a meaningful district or school plan to guide further improvement. The judgments are made
by the team using the evidence presented and therefore these judgments are final.
However, there is a complaints procedure for issues relevant to the CNA process.
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PART 3: Comprehensive Needs Assessment- Specific Detail of the School Process

The provision of a rigorous and valuable assessment experience is supported by a strong
process, where all parties understand their roles and responsibilities, implement these
consistently and adhere to the Code of Conduct and other agreed upon protocols. The
roles and responsibilities of all parties are detailed below while the stages of the school
process, along with critical time-frames, are summarized in the flow chart included in the
appendices.

Connectivity

If a team member is aware of any reason why s/he should not be included as a team
member - such as connectivity with the district/school - s/he should declare this to the
appropriate NCDPI personnel immediately on receipt of deployment notification. Reviewers
should not be members of the team if they have been the principal or assistant principal
within the previous 5 years or if they have a family member at the school. There may be
other reasons why someone should not be a team member in a school or district; therefore,
each individual is responsible for declaring his/her connectivity to the school or district. If a
team member wishes to discuss any other matter related to a planned assessment visit and
connectivity, s/he should immediately contact the appropriate NCDPI personnel for further
discussion.

STAGE 1: Preparation

Administration

A NCDPI representative will contact the school/district by phone before the assessment and
this phone call will be followed by an e-mail. The request for the Self- Evaluation Form
(SEF) will be made at this point and the school is expected to return the completed SEF to
NCDPI prior to the on-site visit. NCDPI will copy the lead reviewer into the confirmatory e-
mails. The NCDPI personnel will send the key data and SEF to the lead reviewer along
with e-mail/phone numbers for team members. These e-mails will also be copied to team
members so that they are fully involved in the preparatory process from the initial stages.

The preparatory data for schools is:
e Completed School Self- Evaluation Form [sent to NCDPI]

Available on-site:

e School Improvement Plan
School report card [provided by NCDPI]
Associated key trend data [provided by NCDPI]
Multiple copies of school map
Multiple copies of master schedule
Organizational chart
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The lead reviewer responsibilities

Before the review, the lead reviewer:

1.

Makes an initial analysis of the data/SEF/Report Card which is condensed into
approximately 10 bullet points of information/ questions/issues used to provide a
focus and context for assessment using the Assessment Preparation Form (APF);

E-mails the form to the team members along with an introductory and welcoming e-
mail;
Prepares her/himself for the review, ensuring that the team members have the

required paperwork for use on-site. These must be in paper copy so that they can
be used to record evidence captured on-site;

Contacts the principal to introduce her/himself (see Initial Phone Call Prompt Sheet)
and begins to build the relationship. S/he will clarify the process as needed, agree
upon the schedule for the two days, explain what will be needed from the school,
and discuss the nature and purpose of lesson observations and focus groups; and

Responds to any questions or other matters of concern and finalizes any
outstanding organizational matters.

On site at the review:
6. Upon arrival at the school on the first morning, the team will be introduced to the

principal. Following this, the lead reviewer will convene the initial team meeting for
approximately 30 minutes. In this meeting, the lead reviewer will clarify and discuss
the schedule, the expected roles and responsibilities and raise any other key issues
for the assessment. S/he will revisit the Code of Conduct and remind the team of
any other protocols required for successful work as a team member during an
assessment. It is important that the reviewers understand that they are accountable
for the principles outlined within the Code of Conduct. They will be expected to
focus on the roles and responsibilities expected of a team member, including turning
off all cell phones and handheld devices during the on-site visit. A Comprehensive
Needs Assessment is an intensive process and will need the full attention of all team
members. All team members should be aware, therefore, that the school will be
the conduit for any phone calls requiring an immediate, emergency response.

This meeting is then followed by the first formal meeting with the principal as per the
schedule.

Team member responsibilities

1.

On receipt of the data and documents, a confirmatory e-mail should be sent within
24 hours to both NDCPI and the lead reviewer, acknowledging receipt of the
information.

Team members will be required to prepare by meeting with the lead reviewer,
conducting a thorough review of all data received alongside the APF form, and
making notes on the appropriate page of the record book.



3. They should provide the phone number of the school to anyone who may need to
contact them in case of emergency because cell phones and handheld devices must
be switched off while in the school.

School responsibilities
1. The school completes the SEF following the guidance provided and sends it to
NCDPI who will forward this to the lead reviewer.

2. The principal can expect a call from the lead reviewer, preparing for this meeting by
reading through the Notes of Guidance and considering any questions or concerns
s/he may have about the assessment. These can be raised with the lead reviewer
during the phone call.

3. The principal will be expected to prepare staff, students and other members of the
community, informing them of the purpose of the visit and providing them with
relevant information so that they can participate fully and gain from the experience.

4. The school is responsible for providing a suitable private work space for the team so
that they can discuss outcomes confidentially and sensitively. The lead reviewer will
discuss this with the principal in the initial call.

STAGE 2: Site Visit

The on-site element of the assessment lasts 2 to 3 days. The team typically consists of 1
lead reviewer plus 2 to 3 team members. However, in some cases, three team members
may be deployed and, during some assessments, the CE coach and/or NCDPI
representative will act as the lead reviewer.

The day will begin with a 30 minute team meeting which precedes the meeting with the
principal. The schedule is expected to follow the Notes of Guidance. However, schedule
times will need some adjustment to accommodate the particular context and this too will be
negotiated with the principal in the initial phone call. However, the headings [biue italics]
below indicate the activities which, alongside meetings with the principal and administrative
leadership team, must be included during the assessment ensuring that activities observed
provide a balance of evidence relevant to the school and to the purpose of the assessment.

Classroom Visits

One of the most important activities will be observing how well students learn as a result of
the teaching they receive. The reviewers will meet with the principal in order to establish an
appropriate range of lessons and classes to observe during the review. Classroom
observation is a critical component in making the judgment about instructional excellence
and alignment. The purpose of lesson observations in an assessment is to gather evidence
about the overall quality of learning and teaching within the school. Reviewers may talk
with students during the class visits if appropriate but will not otherwise interrupt the flow of
the lesson. Without disrupting the flow of the lesson, reviewers may wish to thank the
teacher, but the priority is to ensure that the class is not unduly disrupted by the observers.

The lead reviewer will accompany team members on at least two class observations the
first day of the first school assessment visit. This is to ensure consistency of judgments
within and among team members. Also to aid consistency, the team members will work
together on calibrating judgments following paired lesson observations.
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The lead reviewer will discuss the observation schedule with the principal both in the
preparatory telephone call and in the introductory meeting on-site. However, the aim is to
provide the team with a valid range of evidence with which they can make a judgment about
the quality of learning and teaching. They will want to visit classes in core subjects, sample
specialist teaching where appropriate, and gain evidence about the leadership’s own
monitoring of the quality of teaching.

The exact number of lesson observations will vary depending on the school size and its
organization or in order to gain additional evidence about the quality of learning and
teaching. Most observations should last about 30 minutes. Lesson plans should be
available in the class so that the reviewers are provided with information about the purpose
of the lesson as well as how the class fits into longer term planning such as scope and
sequence. Without making the preparation an undue burden on the teachers, the school
may wish to consider offering other relevant information for the review team which will help
them have a good understanding of the particular needs of the student group. For example,
how many students are Exceptional Children and which students are Limited English
Proficient. Reviewers are interested in looking at student work and therefore it is suggested
that teachers make available samples of student work to show a range of achievement in
core subjects (in elementary and middle schools) as well as elective subjects (in middle and
high schools).

Meetings with staff, parents and students
All meetings will cover questions arising from the Comprehensive Needs Assessment
framework and rubric and reviewers will follow the Code of Conduct during all meetings.

Engaging students

Reviewers will talk with students in classrooms, when appropriate, around the school and
in a focus meeting, in order to assess their understanding and knowledge of various
aspects of study, their attitudes towards their schoolwork, and their general feelings about
how well the school helps them achieve. The focus meeting with students [6-8 students
approx. — 30 min.] is not normally attended by staff members. Ideally, students should
represent the full age-group and range of the student population.

Meetings with staff and parents

Meetings with staff and parents provide reviewers with a valuable insight into the quality of
education offered at the school. The teachers’ focus group [6-8 teachers — 30 min.] should
represent the breadth of the staff team. The principal or assistant-principal does not
attend this meeting. Schools should try to arrange for a group of up to 8 parents to attend
a focus group meeting [30 min approx.]. The reviewers will understand that not all schools
will be able to engage the assistance of a group of eight; however every attempt should be
made to arrange for a number of parents to be available to attend the meeting.

Coilaborative meesting

The reviewers will observe a collaborative meeting which should be a meeting of a group
of teachers and/or other staff which is part of the school’'s normal pattern of team meetings
or activities. This might be a collaborative planning meeting, grade level meeting, or
similar. This is a valuable part of the review, but every attempt should be made not to
overload or change the school’s normal schedule.
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Sample School Site Visit Schedule

[Exampile: start times will vary with the school’s scheduled times]

Day One Day Two
Assessment Team meeting 8:00 - 8:30 Assessment Team meeting
8:00-8.30
8:30 - 9:00 Meet with principal
8:30-9:30 Meeting with principal 9:00-9:30 Meet with parents
9:30 — 10:00 | Meeting with principal 9:30-10:30 Class visits
10:00 — 11:00 | Class visits 10:30 - 11:00 | Team reflection
11:00 — 12:00 | Class visits 11:00 — 11:30 | Collaborative meeting
12:00 — 12:30 | Team reflection 11:30 = 12:15 | Additional evidence gathering/
Teachers’ focus discussions with staff/ lesson
12:30-1:00 ,
group observations
1-:00 — 1:30 Student focus group 12:15-1:15 Meet with principal
Class visits 1:15-3:00 _
1:30 - 2:00 Assessment Team meeting
2:00-2:30 | Class visits Feedback to principal, with
2:30 - 3:15 Team reflection members of senior leadership /
3:00-4:00 | hanagement team
3:15-4.00 Review of day with principal g

The above should only be seen as indicative of the schedule/range of activities/times that
will take place during the site visit. Prior to the visit, the principal and the reviewer, through
phone and e-mail correspondence, will agree on the details of the schedule to be followed
through the assessment visit.
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Dear [Colleagues or names of Team Members]
Comprehensive Needs Assessment for: [Name of the District/School]

I look forward to working with you during the assessment for the above district/school. The
district pre-assessment day will begin at [start time and date] when we will review
documentation prior to the assessment and complete the Assessment Preparation Form
(APF) [delete if the assessment is in a school] . The assessment will start at [fime] on [date]
and will be [2, 4 days [delete] in length. On the first day we will briefly greet the
superintendent/principal, ensure introductions are made and convene the initial team
meeting.

I attach the Pre-Review Preparation form which I hope will prove useful in providing a
context for the review and will begin the process of ensuring that the school receives a
rigorous and worthwhile Comprehensive Needs Assessment. Please read this alongside the
documentation sent by the NCDPI administrator. Please also confirm receipt of the APF
form and, if you have not already done so, all other relevant documentation, as soon as
possible. [Delete this paragraph if the assessment is in a district]

Ensure that you have hard copies of all paperwork and a Record Book for the assessment -
you will need this to record your evidence as you go along and there will not be time to word
process after you leave the school. During the initial team meeting, we will examine the
schedule and consider any issues arising from the preparation or the organization/conduct of
the review. We will also agree which meetings each team member will lead [and the
arrangements for lesson observations [delete for a district|.

Do contact the NCDPI administrator if you have any questions about the assessment or need
any further assistance. Please remember to think about connectivity, and if you have not
already done so, let us know immediately if there are any reasons why you may not be able
to review this school. Please be assured that my role as Lead Reviewer is to support you
during the review and to enable you to make a full professional contribution to the process.

[ You may want to add a personal line here to welcome the team members]

All best wishes

[Name]

Lead Reviewer
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STAGE 3: Final Report

After the assessment, feedback and reporting

The lead reviewer will have completed a Draft Summary Feedback Form (SFF) which
outlines the strengths and areas for development. This will be left with the principal when
the assessment team leaves the school at the end of the assessment. In most cases, there
will be @ maximum number of 10 strengths, “what the school does well” and 6 “what
the school needs to improve”. The content of the SFF is likely to mirror Section 1 of the
written report, although the lead reviewer will remind the principal and the assessment team
members that the exact wording may change as a result of further reflection, or possibly,
feedback from a Quality Assurance reader.

The lead reviewer is responsible for drafting the report, which is approximately 3,000
(maximum) words long, using the evidence gathered by the team and recorded in their
record books. All reports are subject to NCDPI's quality control and quality assurance
systems and are monitored to ensure that there is consistency of judgment and compliance
to the agreed format and content. The report is sent to the school for a factual accuracy
check.

The lead reviewer will have explained to the principal at final feedback and in other
preliminary conversations that the judgments cannot be changed after final feedback, but
the report does need to be factually correct. The school has 5 working days to correct any
factual errors and then send back to NCDPI who will then send to the lead reviewer, as
necessary, for any changes to be made. The final copy of the report is then sent to the
school.

In the case of complaint, the school should refer to the Complaints Policy in the appendices
of this document.

Roles and Responsibilities during the School Visit

The lead reviewsr
Comprehensive Needs Assessments will be led by a lead reviewer. The lead reviewer has
the following main roles and functions:
¢ S/he is responsible for ensuring that the school has a rigorous and worthwhile
assessment so that outcomes for action are useful and valuable to the school’s
improvement. S/he is also responsible for ensuring the writing of the final report.

¢ While consulting fully with the team, the lead reviewer will make the final judgments.

¢ S/he has a responsibility to lead and manage the work of the review team, ensuring
that due process and the Code of Conduct are observed.

The lead reviewer has a duty to manage the assessment on-site in order to provide the
school with a quality review. S/he must also comply with the Code of Conduct and lead by
example. S/he will be responsible for management of the assessment, key meetings
including team meetings, decisions about the lesson observations, on-going and final
feedback to the principal, and all final decision on the judgments, calibration of judgments
with the team and quality assurance of the team’s work. The lead reviewer will nhormally
lead the initial discussion with the principal and the final feedback, managing team
deployment for other key meetings. The lead reviewer has responsibility for drafting the
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completion of the final report. The final should be no more than 3,000 words in length for a
school report.

1.

In order to calibrate and to quality assure judgments, the lead reviewer will pair with
each team member to co-observe at least two lessons during the first day of the
assessment.

During the review, the lead reviewer should ensure that team members complete all
aspects of the record book in full. Record books completed by team members
should be submitted by the lead reviewer to NCDPI along with their own, having
used the evidence contained in all record books to inform the report.

When the lesson observation schedule is agreed between the lead reviewer and the
principal, they will have each chosen 50 percent of the classes to be visited.
Therefore, the principal selects half and the remaining classes will be chosen by the
lead reviewer to ensure an appropriate range of lessons are seen. The lead
reviewer will co-observe at least one class with the school principal or in her/his
absence, the assistant principal.

Team members

1.

By Day One of the site visit, team members will have received and read the lead
reviewer's assessment preparation [APF] packet and have all pre-assessment
documentation. Each team member prepares thoroughly and acknowledges receipt
of all preparatory documents and informs NCDPI of any connectivity with the school
which could bar their participation in the assessment.

Team members comply with the agreed protocols in the Code of Conduct and other
expectations as communicated by the lead reviewer. Confidentiality and awareness
of role while in school must be a high priority for all team members.

During the assessment, team members attend the initial assessment team meeting
on Day One, follow the schedule and contribute to all team activities and judgments
under the leadership and guidance of the lead reviewer, who, while consulting fully
with the team, will make the final judgments.

Team members complete the relevant sections of the record book in full and hand
this to the lead reviewer before leaving the school.

Team members may attend and participate in all key meetings. These are all
meetings with the principal, leadership team meeting, teachers meeting, students
meeting, parents meeting, collaborative team meeting and the exit conference with
the principal. They can expect the lead reviewer to lead and monitor their
contribution, enabling them to participate in all events, as well as leading the
calibration of their judgments on lessons and whole school issues. Team members
will lead focus meetings as agreed with the lead reviewer and the team; however,
the lead reviewer will usually lead on meetings with the principal, including the final
feedback meeting.

Team members should diligently and accurately record evidence in the Record Book
throughout the visit and complete all relevant sections at the end of the second day.
The record book will be monitored by the lead reviewer during the visit to ensure
that it is being completed accurately and with sufficient detail and evidence to
support the judgments made within the team.
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7. Team members can expect to complete two of their lesson observations with the
lead reviewer or the coach on the first day of the review, making all observation
notes and calibrating judgments with the team afterwards. During subseguent
lesson observations, the team member will be expected to discuss his/her findings
and support his/her judgments with the lead reviewer and the team and to calibrate
judgments with co-observers.

PART 2 (Continued) - Comprehensive Needs Analysis — Specific Details of the
District Process

As for schools, the provision of a rigorous and valuable district assessment experience is
supported by a strong process, where all parties understand their roles and
responsibilities, implement these consistently, adhere to the Code of Conduct and other
agreed protocols. The roles and responsibilities of all parties are detailed below, while the
stages of the process are summarized in the flow-chart found in the appendices of this
document.

The district may assign a ‘designated representative’ from its staff to act as point of
contact with the lead reviewer and NCDPI personnel about the organizational details of the
assessment.

Connectivity

If a team member is aware of any reason why s/he should not be included as a team
member, such as connectivity with the district, s/he should declare this to the administrator
immediately on receipt of deployment notification. Team members will not assess a district
where they currently have, or have had in the recent past, close personal or professional
connections. In addition, s/he should not be a member of the team if they have been a
principal or assistant principal within the previous 5 years within the district. If a team
member wishes to discuss any other matter related to the district assessment visit and
connectivity, s/fhe should contact the designated NCDPI contact for assessment for further
discussion.

Stage 1: Preparation

Administration

The district will be contacted by phone by NCDPI personnel before the assessment and this
phone call will be followed by an e-mail. The request for the district self-evaluation form
(SEF) will be made at this point. NCDPI personnel will copy the lead reviewer into the
confirmatory e-mails. NCDPI will confirm with the district any data the district needs to
provide.

The district will provide the following data:
e the mostrecent assessment data for the district and its schools.
o the latest version of the district’s improvement plan.
e copies of any internal evaluation(s) completed during the past two years.
e details of any intervention strategies and their outcomes.

e organizational chart(s), which set out roles and responsibilities and highlight any
recent changes.
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details of the staff professional development program.
school board policies.

any other plans

Lead Reviewer
Before the assessment, the lead reviewer:

1.

E-mails the team members an introductory and welcoming e-mail and details/times
of the pre-assessment day.

Telephones the superintendent/named representative to introduce her/himself and
begins to build the relationship. S/he will clarify the process as needed, agree on the
schedule for the assessment, explain what will be needed from the district and
discuss the nature of the schedule. The named representative may be identified at
this point so that details of organization can be arranged and confirmed through this
person.

Responds to other matters of concern to the district and finalizes other
organizational matters.

Introduces the team to the superintendent on arrival at the district office for the pre-
assessment day. Following this, the lead reviewer will convene the pre-assessment
day team meeting. In this initial meeting, the lead reviewer will clarify and discuss
the schedule, the expected roles and responsibilities and raise any other key issues
for the assessment. S/he will revisit the Code of Conduct and remind the team of
any other protocols required for successful work as a team member during an
assessment, including briefing the team on any themes which have emerged from
the assessment of the schools within the district. It is important that reviewers
understand that they are accountable for the principles outlined within the Code of
Conduct. They will be expected to focus on the roles and responsibilities required of
a team member and this includes turning off all cell phones and handheld devices
during an assessment. An assessment is an intensive process and will need the full
attention of all reviewers if the district is to receive a quality assessment. All team
members should be aware therefore, that the named district representative will be
the conduit for any phone calls requiring an immediate, emergency response.

Facilitates review of the agreed preparatory data and documents including the SEF
and any themes which have emerged from the school assessments prior to the
district assessment. This information is gathered together and leads to the
completion of the pre-assessment form which provides a contextual summary as
preparation for the assessment. All team members should be provided with a final
copy before the start of the assessment.

Team members
1. On receipt of the e-mail from the lead reviewer, confirmation should be sent within 24
hours acknowledging receipt of the information.

2. Team members will be required to take full part in the preparing for the assessment day,
by reviewing all preparatory data provided, making notes within the appropriate page of
the record book and ensuring the completed APF form is stapled in the record book.

3. They should also prepare themselves for the assessment, ensuring that they have all
required paperwork/documentation/ instruments for use on-site.
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4. They should provide the phone number of the named district representative to anyone
who may need to contact them in case of emergency. This is because cell phones and
handheld devices must be switched off during the assessment.

The District
1. The district completes the SEF following the guidance provided and sends it to NCDPI
who will forward this to the lead reviewer.

2. The superintendent can expect a call from the lead reviewer to discuss arrangements
for the visit. They should prepare for this by reading through the Notes of Guidance
including the CNA rubric.

3. The superintendent will be expected to prepare the staff, and other appropriate
stakeholders, informing them of the purpose of the visit and providing them with relevant
information so that they can participate fully and gain from the experience.

4. The district is responsible for providing a suitable private work space for the team so
that they can discuss outcomes confidentially and sensitively. The lead reviewer will
discuss this with the superintendent in the initial call.

Stage 2 On-site Assessment Visit

The district assessment team normally consists of 1 lead reviewer plus 3 to 5 team
members. During the three-four days of the on-site assessment which follow the pre-
assessment day, the reviewers will collect evidence through direct observation of
collaborative meetings, examining documentation and holding focus group meetings with
members of the district staff. This evidence, along with evidence drawn from the school
assessments on the quality of the support provided by the district, will provide the
reviewers with a thorough understanding of the nature and quality of the district's work.

The schedule is expected to follow the example in the Notes of Guidance. However,
schedule times will need adjustment to accommodate the particular district context and
this too will be negotiated with the superintendent in the initial phone call. However, the
headings [italics] below indicate the activities which must be included during the
assessment ensuring that activities observed provide a balance of evidence relevant to the
district and to the purpose of the assessment.

Documentation and Data

The reviewers will look at all relevant documentation and data provided by the state and the
district. This documentation should include curriculum documents, records of internal
assessment and results in external tests and examinations, the district budget and copies of
any internal or external audits and professional development records/plans. The district is
also invited to offer other relevant measures or indicators of standards and progress in
order to demonstrate the quality of the services which it provides to schools in order to
promote the achievement of students’ overall, and for all sub-groups. Data which show how
the district’s actions promote, and impact on, the achievement of students overall, and for
all sub-groups, is particularly relevant. The team may also request minutes of board and
other leadership meetings and summary documents to illustrate how the district holds its
own personnel and its schools accountable for student outcomes. Performance
management documents pertaining to individuals will not be requested.
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Leadership and Management Teams and Board Members

Meetings with the Superintendent, District leadership and administration teams and other
key personnel will be a key element of the assessment. During these meetings, reviewers
will ask key questions linked to the Comprehensive Needs Assessment.

Observing the Work of the Central Office

One of the most important activities will be observing the work of central office personnel
and how well they interface with all stakeholders as well as the schools which they serve.
This is a cornerstone activity in making the evaluation of the overall quality and
effectiveness of the district.

Engaging stakeholders

Talking with other stakeholders provides reviewers with a valuable insight into the quality of
the services provided by the District. Talking with students, parents, teachers, other school
and district staff members, as well as, key members of the community and the Board
provide sources of evidence to answer the key questions which support the assessment
process.
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District Assessments
Sample Schedule

Day One Pre-assessment meeting of the review team

Day Two

8:00-8:30 Introductions and Welcome
8:30-9.45 Meeting with the superintendent

10:00-11:30 | Data assessment — presentation of performance data and strategic use

11:30-12:30 | Lunch

12:30-1:45 | Meeting with key stakeholders

1:45-3:30 Curriculum and Instruction over-view and walkthrough of the programs

3.30-5.00 Meeting of Assessment Team

Day Three

8:30—-9:00 Meeting with district leadership team, review schedule, and make
adjustments

9:00-10:00 | Strategic leadership

10:15-11:30 | Meetings with central office staff members

11:30-12:30 | Meetings with central office staff members

12:30-1:30 | Lunch

Meeting with external Stakeholders
1:30-3:00

3:00-4:30 Team Assessment and reflection

Day Four

8:30 — 8:45 | Meeting with Assessment Team

8:45-9:00 Meeting with the superintendent and leadership team

8:45 — 10:00 | Meeting with Board Members

10:15 — 11:30 Human Resources

11:30 — 12:30 Lunch

12:45 — 2:15 | Meeting with internal stakeholders

2:15 - 3:45 | Team Assessment and reflection

3:45-4:30 Meet with superintendent and leadership team to share emerging findings

The above should only be seen as indicative of the schedule/range of activities/times that
will take place during the site visit. Prior to the visit, the superintendent and the reviewer,
through phone and e-mail correspondence, will agree on the details of the schedule to be
followed through the assessment visit.
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Stage 3: The Final Report

After the assessment, feedback and reporting

Verbal feedback is delivered to the superintendent and those key people s/he chooses to
invite. This would normally include members of the leadership team who have been most
closely involved in the assessment. The district may also wish to invite the chair or a
representative from the board. It is not usually helpful to have more than a small group of
six or seven people present at the feedback. However, it can be very helpful for the
superintendent to appoint someone to keep notes so that others can concentrate on the
messages being delivered.

The lead reviewer will complete a Summary Feedback Form (SFF) which outlines the (draft)
strengths and areas for development. This will be left with the superintendent when the
assessment team leaves the district at the end of the week. In most cases, there are a
maximum number of 10 strengths, things that the ‘district does well’ ‘and 6 things that
the “district needs to improve”. The content of the SFF is likely to mirror Section 1 of the
written report, although the lead reviewer will remind the superintendent and the
assessment team members that the exact wording may change as a result of further
reflection, or possibly, feedback from a Quality Assurance reader.

The lead reviewer is responsible for the drafting the report, which is approximately 3500
words long, using the evidence gathered by the team and recorded in their record books. All
reports are subject to NCDPI's quality control and quality assurance systems and are
monitored to ensure that there is consistency of judgment and compliance with the agreed
format and content. The report is sent to the district within after the site visit for a factual
accuracy check.

The lead reviewer will have explained to the superintendent at final feedback and in other
preliminary conversations that the judgments cannot be changed after final feedback, but
the report does need to be factually correct. The district has 5 working days to correct any
factual errors and then send back to NCDPI personnel who will then send to the lead
reviewer, as necessary, for any changes to be made. The final copy of the report is then
sent to the district.

In the case of complaint, the district should refer to the Complaints Policy included with the
appendices of this document.
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Roles and Responsibilities

The lead reviewer
Comprehensive Needs Assessments will be led by a lead reviewer. The lead reviewer has
three main roles and functions:
e S/he is responsible for ensuring that the district has a rigorous and worthwhile
assessment; so that outcomes for action are useful and valuable. S/he is also
responsible for ensuring the writing of the final report.

o While consulting fully with the team, the lead reviewer will make the final judgments.

¢ S/he also has a responsibility to lead and manage the work of the assessment team,
ensuring due process and that the Code of Conduct is observed.

The lead reviewer has a duty to manage the assessment on-site in order to meet the
principles listed above. S/he must also comply with the Code of Conduct and lead by
example. S/he will be responsible for management of the assessment, key meetings
including team meetings, decisions about the lesson observations, on-going and final
feedback to the superintendent, and all final decision on the judgments, calibration of
judgments with the team and quality assurance of the team’s work. The lead reviewer will
normally lead the initial discussion with the superintendent and the final feedback, while
managing team deployment for other key meetings. The lead reviewer has responsibility for
the writing of the final report.

During the assessment, the lead reviewer should ensure that team members complete all
aspects of the record book in full. Record books completed by team members should be
submitted to the lead reviewer who will ensure that the evidence contained is used to inform
the report.

Team members
1. Each team member prepares thoroughly and acknowledges receipt of all e-mails and
informs NCDPI personnel of any connectivity with the district.

2. Team members comply with the agreed protocols in the Code of Conduct and other
expectations as communicated by the lead reviewer. Confidentiality and awareness of
role while in the district office must be a very high priority for all team members.

3. Team members participate in the pre-assessment meeting and contribute to all team
activities and judgments during the assessment under the leadership and guidance of
the lead reviewer, who, while consulting fully with the team, will make the final
judgments.

4. Team members complete the relevant sections of the record book in full and hand
this to the lead reviewer before leaving the district on the final day of the assessment.

5. Team members can expect the lead reviewer to lead and monitor their contribution,
enabling them to participate in all events, as well as leading the calibration of their
judgments. Team members will lead focus meetings as agreed with the lead reviewer
and the team however the lead reviewer will usually lead on meetings with the
superintendent, including the final feedback meeting.
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6. Team members should diligently and accurately record evidence in the Record Book
throughout the visit and complete all relevant sections at the end of the last day. The
Record Book will be monitored by the lead reviewer during the visit to ensure that it is
being completed with sufficient detail and evidence to support team judgments.

PART 2 (Continued} - Comprehensive Needs Analysis — Specific Details of the
District Process

As for schools, the provision of a rigorous and valuable district assessment experience is
supported by a strong process, where all parties understand their roles and
responsibilities, implement these consistently, adhere to the Code of Conduct and other
agreed protocols. The roles and responsibilities of all parties are detailed below, while the
stages of the process, along with critical time-frames, are summarized in the flow-chart
found in the appendices of this document.

The district may assign a ‘designated representative’ from its staff to act as point of
contact with the lead reviewer and NCDPI personnel about the organizational details of the
assessment.

Connectivity

If a team member is aware of any reason why s/he should not be included as a team
member, such as connectivity with the district, s/he should declare this to the administrator
immediately on receipt of deployment notification. Team members will not assess a district
where they currently have, or have had in the recent past, close personal or professional
connections. In addition, s/he should not be a member of the team if they have been a
principal or assistant principal within the previous 5 years within the district. If a team
member wishes to discuss any other matter related to the district assessment visit and
connectivity, s/he should contact the designated NCDPI contact for assessment for further
discussion.
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Stage 1: Preparation

Administration

The district will be contacted by phone by NCDPI personnel before the assessment and this
phone call will be followed by an e-mail. The request for the district self-evaluation form
(SEF) will be made at this point. NCDPI personnel will copy the lead reviewer into the
confirmatory e-mails. NCDPI will confirm with the district any data the district needs to

provide.

The district will provide the following data:

the most recent assessment data for the district and its schools.

the latest version of the district’'s improvement plan.

copies of any internal evaluation(s) completed during the past two years.
details of any intervention strategies and their outcomes.

organizational chart(s), which set out roles and responsibilities and highlight any
recent changes.

details of the staff professional development program.
school board policies.

any other plans

Lead Reviewer
Before the assessment, the lead reviewer:

1.

E-mails the team members an introductory and welcoming e-mail and details/times
of the pre-assessment day.

Telephones the superintendent/named representative to introduce her/himself and
begins to build the relationship. S/he will clarify the process as needed, agree on the
schedule for the assessment, explain what will be needed from the district and
discuss the nature of the schedule. The named representative may be identified at
this point so that details of organization can be arranged and confirmed through this
person.

Responds to other matters of concern to the district and finalizes other
organizational matters.

Introduces the team to the superintendent on arrival at the district office for the pre-
assessment day. Following this, the lead reviewer will convene the pre-assessment
day team meeting. In this initial meeting, the lead reviewer will clarify and discuss

"the schedule, the expected roles and responsibilities and raise any other key issues

for the assessment. S/he will revisit the Code of Conduct and remind the team of
any other protocols required for successful work as a team member during an
assessment, including briefing the team on any themes which have emerged from
the assessment of the schools within the district. It is important that reviewers
understand that they are accountable for the principles outlined within the Code of
Conduct. They will be expected to focus on the roles and responsibilities required of
a team member and this includes turning off all cell phones and handheld devices
during an assessment. An assessment is an intensive process and will need the full
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attention of all reviewers if the district is to receive a quality assessment. All team
members should be aware therefore, that the named district representative will be
the conduit for any phone calls requiring an immediate, emergency response.

5. Facilitates review of the agreed preparatory data and documents including the SEF
and any themes which have emerged from the school assessments prior to the
district assessment. This information is gathered together and leads to the
completion of the pre-assessment form which provides a contextual summary as
preparation for the assessment. All team members should be provided with a final
copy before the start of the assessment.

Team members
1. On receipt of the e-mail from the lead reviewer, confirmation should be sent within 24
hours acknowledging receipt of the information.

2. Team members will be required to take full part in the preparing for the assessment day,
by reviewing all preparatory data provided, making notes within the appropriate page of
the record book and ensuring the completed APF form is stapled in the record book.

3. They should also prepare themselves for the assessment, ensuring that they have all
required paperwork/documentation/ instruments for use on-site.

4. They should provide the phone number of the named district representative to anyone
who may need to contact them in case of emergency. This is because cell phones and
handheld devices must be switched off during the assessment.

The District
1. The district completes the SEF following the guidance provided and sends it to NCDPI
who will forward this to the lead reviewer.

2. The superintendent can expect a call from the lead reviewer to discuss arrangements
for the visit. They should prepare for this by reading through the Notes of Guidance
including the CNA rubric.

3. The superintendent will be expected to prepare the staff, and other appropriate
stakeholders, informing them of the purpose of the visit and providing them with relevant
information so that they can participate fully and gain from the experience.

4. The district is responsible for providing a suitable private work space for the team so
that they can discuss outcomes confidentially and sensitively. The lead reviewer will
discuss this with the superintendent in the initial call.

Stage 2 On-site Assessment Visit

The district assessment team normally consists of 1 lead reviewer plus 3 to 5 team
members. During the three-four days of the on-site assessment which follow the pre-
assessment day, the reviewers will collect evidence through direct observation of
collaborative meetings, examining documentation and holding focus group meetings with
members of the district staff. This evidence, along with evidence drawn from the school
assessments on the quality of the support provided by the district, will provide the
reviewers with a thorough understanding of the nature and quality of the district's work.
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The schedule is expected to follow the example in the Notes of Guidance. However,
schedule times will need adjustment to accommodate the particular district context and
this too will be negotiated with the superintendent in the initial phone call. However, the
headings [blue italics] below indicate the activities which must be included during the
assessment ensuring that activities observed provide a balance of evidence relevant to the
district and to the purpose of the assessment.

Documentation and Data

The reviewers will look at all relevant documentation and data provided by the state and the
district. This documentation should include curriculum documents, records of internal
assessment and results in external tests and examinations, the district budget and copies of
any internal or external audits and professional development records/plans. The district is
also invited to offer other relevant measures or indicators of standards and progress in
order to demonstrate the quality of the services which it provides to schools in order to
promote the achievement of students’ overall, and for all sub-groups. Data which show how
the district's actions promote, and impact on, the achievement of students overall, and for
all sub-groups, are particularly relevant. The team may also request minutes of board and
other leadership meetings and summary documents to illustrate how the district holds its
own personnel and its schools accountable for student outcomes. Performance
management documents pertaining to individuals will not be requested.

Leadership and Management Teams and Board Members

Meetings with the Superintendent, District leadership and administration teams and other
key personnel will be a key element of the assessment. During these meetings, reviewers
will ask key questions linked to the Comprehensive Needs Assessment.

Observing the Work of the Central Office

One of the most important activities will be observing the work of central office personnel
and how well they interface with all stakeholders as well as the schools which they serve.
This is a cornerstone activity in making the evaluation of the overall quality and
effectiveness of the district.

Engaging stakeholders

Talking with other stakeholders provides reviewers with a valuable insight into the quality of
the services provided by the District. Talking with students, parents, teachers, other school
and district staff members, as well as, key members of the community and the Board provide
sources of evidence to answer the key questions which support the assessment process.
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4: QUALITY ASSURANCE

4.1

Quality assurance

Cambridge Education works closely with NCDPI to ensure that school and district
assessments are of consistently high quality. Consistency is maintained through:

Training and development of high quality reviewers.

The deployment of reviewers who have the necessary professional and interpersonal
skills to fulfill the roles to a high standard and who have met quality assurance
standards.

Support for the implementation of effective systems to ensure consistent processes
and practices.

Selected on-site monitoring and evaluation visits from NCDPI consultants in order to
calibrate the quality of work across and between teams.

Implementing procedures to enable feedback on the work of reviewers, lead reviewers
and coaches.

Quality reading, review, and calibration of reports at draft and final stage.
Review and evaluation of the quality of the evidence base submitted by the reviewers.

Requesting feedback from schools and districts on the quality of the assessment;
listening and reflecting on client feedback and where necessary taking action to
improve.

4.2 Code of Conduct
All reviewers sign a Code of Conduct in which they agree to:

Evaluate objectively and impartially.

Report honestly, accurately and fairly, ensuring that their evaluations and judgments
accurately and reliably reflect the district/school’s work.

Work with integrity, treating everyone with courtesy and respect.

Do all they can to minimize stress, not over-observe staff or demand unreasonable
amounts of paperwork.

Act with the best interests and well-being of students and staff.

Communicate clearly, frankly and sensitively in order to ensure understanding
between the assessment team and the school, support the school to improve and
develop practice.

Listen respectfully to the evidence presented by the district/school and within the
team.

Respect the confidentiality of information.
Work to deadlines and time scales.
Complete regular training and development as required.

Accept and comply with monitoring and quality assurance policy.
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COMPLAINTS PROCEDURE

INTRODUCTION

As part of its commitment to quality, NCDP! provides rigorous and continuing training, and
professional development, feedback and support for all staff. This aims to ensure that they can
deliver a high quality service to NCDPI districts and schools. They are bound by the Code of
Conduct, of which they are all signatories. This binds them to complete work of a high standard, in all
aspects of their work.

It is recognized that within this framework there will still be occasions when districts/schools feel that
the process has not served them well. It is important that there is a clear procedure through which
there is redress to make a complaint at an appropriate level of concern.

This document therefore sets out the procedures determined by DPI for resolving any such issues
that arise. This will be done in a timely manner that seeks to assure schools that their concerns have
been listened to, investigated in a thorough manner and resolved in an objective way.

STAGE 1 - INFORMAL COMPLAINTS
1) In the first instance, when a district/school is not satisfied with the conduct or outcomes of
the assessment, as expressed at the exit conference or earlier, they should seek to resolve
the particular issues through discussion with the lead reviewer at any point during the
assessment process and certainly before she/he leaves the school after the final exit
conference.

2) It is anticipated that many issues of concern can be resolved to the district/school’s
satisfaction through such discussion. Reviewers are aware that this forms the initial part of
the complaints procedure and districts/schools need to be aware that this is regarded as the
way in which they first express their concern. The Code of Conduct seeks to ensure that this
will provide an effective way to resolve most issues that arises and manages this in a
professional and positive way that enable both the reviewer and the district/school to express
their views and to resolve any points before the first draft of the report is issued.

3) If the issue is one that arises because of comments made in the draft report sent out for an
accuracy check, superintendents/principals should write back explaining where the
inaccuracy has occurred, giving the page and paragraph number so that it can be tracked
back. They will be told how to do this in the letter that accompanies the draft and will have
five days in which to respond. The point of inaccuracy can be amended, if appropriate after
clarification has been sought from the reviewer or the district/school.

4) If there are issues that remain unresolved after the completion of this informal stage the
procedure then sets out the process by which a formal complaint will be made and the ways
in which this will be investigated and resolved are set out below.

STAGE 2 - FORMAL COMPLAINTS
5) Once the final report has been published and if the informal process outlined above has
failed to resolve issues, the superintendent/principal should, in the first instance, discuss
matters with the complaints officer designated by the NCDPI. If it is agreed that the matter
needs to be taken forward, the NCDPI complaints manager will write a letter that sets out the
nature and exact content of any complaint for formal resolution. This should also be copied
to the designated complaints officer for NCDPI.

6) The letter will be acknowledged within two working days of receipt.
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1)

8)

9)

A formal investigation will be carried out by a senior member of NCDPI team and a response
will be sent to the district/school within 10 working days of the acknowledgement letter being
sent out. This will set out the findings of the investigation and any changes to the CNA report
that would be made, if there are any. Sources of evidence that will be used in the
investigation include the contents of the letter of complaint, the record book completed by the
reviewers and, if appropriate and any necessary discussions/telephone conversations/e-mail
contacts between, the district/school and the reviewers.

The written response of the investigating officer will be sent by post to the schoo! and a copy
will also be sent to the designated contact at the DPI. If changes have been made to the
district/school's Final Report, a copy of the new report will also be sent out alongside the
response.

If the district/school remains dissatisfied with the situation after the completion of the formal
investigation there is a final recourse to the DPI, which will carry out an investigation, the
outcome of which will be binding on all parties.

STAGE 3 - EXECUTIVE INVESTIGATION
10) In the event of it being decided that a final resolution to a formal complaint is needed, all the

documentation from the procedures so far should be submitted by NCDPI's complaints
officer, alongside a letter that details the exact nature of the remaining complaint. S/he will
make arrangements to complete a review of the evidence and complete interviews with any
of the parties involved in the previous phase of the investigation.

11) Having completed this review, s/he will issue his final ruling on the matters being

investigated and send copies of this to the complaints manager for NCDPI.

12) If the outcome has found that changes to the Final Report are required, amendments will be

completed within 2 working days of receipt of this final instruction from the NCDPI and re-
issue the amended document.

The outcome of the investigation is the final and binding stage of the complaints process and will he
accepted by all parties.
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PART &: Appendices
Appendix 1: Quality Descriptors Criteria and Rubric

Consistency

In the complex context of quality assessment it is important that the terminology used is
clearly understood by everyone concerned. It is also imperative that everyone recognizes
that there are many ways in which a district or school can merit a particular evaluation for
dimensions of its work, and that awarding quality descriptors will always be more of a
professional judgment than a technical process. It is important that there are
established rubrics to guide the judgments made and to ensure that there are consistent
and transparent processes and agreed procedures.

The following rubrics provide an overview of the terminology and evaluation criteria to be
used both during the Comprehensive Needs Assessment and feedback process.

It is important to remember that evaluations of the quality achieved within the
district/school will always be more of a professional judgment than a purely
technical process. However the following general guidelines must be consistently
and faithfully applied, evidence weighed and wherever possible evidence cross
referenced or “triangulated”.

Quality Descriptors/Judgments

An evaluation of leading for any dimension is characterized by major strengths which
have a significant impact on student learning. The few weaknesses that may exist do not
diminish the students’ learning experiences. While an evaluation of leading represents a
high standard, it is a standard that should be achievable in all districts/schools. It implies
that a district/school should continue its work without significant adjustment, and continue
to take advantage of opportunities to improve.

An evaluation of developing for any dimension is characterized by a number of
strengths which are embedded throughout the school or district. While there are
weaknesses, they do not adversely impact the students’ learning experiences to a
significant degree. Districts/schools characterized as developing for any dimension
should address weaknesses and continue to take advantage of opportunities to improve.

An evaluation of emerging for any dimension is characterized by some strengths, but
where some important weaknesses have an impact on the quality of students’ learning
experiences. In general, an evaluation of emerging for any dimension will imply the
need for intervention and adjustment on the part of the district/school. Districts/schools
characterized as emerging for any dimension need to address weaknesses and adjust
the district/school improvement plan accordingly to ensure improvement in student
learning.

An evaluation of lacking for any dimension is characterized by weaknesses which
require immediate action by the district/school. There may be some strengths but these
are overshadowed by the impact of the weaknesses. Such districts/schools should revisit
goals and strategies in the school improvement plan.
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School

Self-Evaluation
Form



Name of School &
School Number:

Name of District:

Name of Principal:

Principal’s Email: |

School Phone:

School Address:

Guidance on completing the form:

¢ Pleasc complete with as much detail as you can. Completing this form will help you
prepare for some of the discussions, which will take place both before and during the
assessment. It will also help the assessment team get to know and understand your
district.

e Use the completion for staff development, if appropriate and email the final form to your
lead reviewer prior to on-site Comprehensive Needs Assessment visit.

e Please be evaluative, rather than descriptive, and make your focus the outcome in terms
of school improvement and student achievement.

e Include references to where the evidence of your self-evaluation can be found e.g.

"excellent results in state math tests as shown in annual report to the state”, “parents’
questionnaires from 20077,

e Be brief (for example, use bullet points or note form).

¢ Please place an X beside the descriptor, which most accurately reflects your judgment of
overall quality in response to the questions.

Quality Descriptor
Leading LE
Developing/Embedded | D
Emerging E
Lacking LA

¢ You are advised to complete section A first and section B last. Section B is summative
and draws on your evaluations elsewhere in the self-evaluation.

NCDPI Comprehensive Needs Assessment

September 2010 52



How should evaluations be made?

e You are strongly advised to refer to the Notes of Guidance, the dimensions, sub-
dimensions and rubrics as you complete the form.

What approach should we take?

~ There is no prescribed or expected method. Schools have adopted different approaches.
In some schools the principal and the leadership team have completed the form as a part of
one of their regular meetings. Other schools have devoted part of a faculty meeting as a way
of involving all members of staff; this is highly recommended as a means of engaging the
whole staff, helping them to prepare for the review and gathering evidence which reflects the
work of the whole school.

NCDPI Comprehensive Needs Assessment
September 2010

53



School Profile

School Name

Number Percentage of Student Population

Number of students enrolled

Number of general education
students

Number of Exceptional Children

Number of Gifted students

Number of Limited English
Proficient students

Students eligible for Free or
Reduced-Price Lunch

Attendance Rate

Promotion Rate

Dropout Rate

Suspensions

Ethnic make-up of students:

e Black

White

Asian

Hispanic

American Indian

Multi-racial

Number of Assistant Principals

Number of Classroom Teachers

Number of Teacher Assistants

List any feeder schools. If only portions of feeder schools come to this school, please list
what percentage of your current student population comes from each school. (Ex.
Schools A and B are feeder schools. 25% of the current student population comes from
School A and 75% comes from School B.)
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-A.  Background of your scho_:oi; - o

¢ What are its distinctive features?

e  What are the most significant aids and/or barriers to raising student achievement and
progress across the district?
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-B. How effectwe ;s your sciwoéi avera!l"

e What are its notable strengths?

e What are its main priorities for improvement?

LE| D| E |LA

School Self- Evaluation

e How are high expectations for all staff and students are promoted and how effective is the
school in this capacity?

e THow effectively does the school ensure implementation and delivery of a rigorous, relevant
and aligned curriculum?

e How do you know?

e What is the school doing to bring about further improvement?

LE| D E | LA

School Self- Evaluation
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1b. HaWéffective 'is"tff;é school in ensuring iu‘ﬂ'mctianai excellence and alignment?
[Please refer to the school’s comprehensive needs assessment dimensions — Instrnctmnal
Excellence and A!:gnment sub-dtmenswns 3~ 4}

e How effectively does the school address achievement across all subgroups?
e How effectively does the school address attendance issues?

e How effectively does the school address issues relating to graduation/promotion [as
applicable] and transition?

e How effectively does the school meet the social, emotional and academic advisement needs of
students?

e How do you know?

e What is the school doing to bring about further improvement?

LE Dy E |LA

School Self- Evaluation
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2. How effectlve is the sehnol’s !eadershlp capaclty"

[Please refer to the schuol’s mmprehensxve needs assessment dlmensmns - Leadershlp
Capacliy submdlmmswns 5—~7} . _

e What does the school do to create a culture conducive to learning for staff and students and
how effective are these practices?

e What does the leadership do to monitor, review and develop mission, vision, plans and
improve practice? How effective are these strategies?

e What are the greatest challenges in leading this school and how effective are practices to
support change?

e How do you know?

e What is the school doing to bring about further improvement?

LE D E LA

School Self- Evaluation
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[Please refer to the sehoal’s cum.prei:enswe nwds assessment d:mensmns - Prufessmnal
Capacltv sub-dnmensmns 8-1€l]

e How effective is the school ensuring teacher quality and experience to meet the needs of its
students and its context?

e How effective is the school in providing quality professional development which meets
identified student learning and staff needs?

e How good are the school’s strategies for ensuring effective coaching and support for, and
collaboration between, staft?

¢ How do you know?

e What is the school doing to bring about further improvement?

LE| D E | LA

School Self- Evaluation

NCDPI Comprehensive Needs Assessment

September 2010 59



pmcedures"‘ ; ;
[Piease refer to the scktml’s eamprehenswe needs assessment dmtensmns i Pianmng and"

e How effective are planning and scheduling to ensure best use of teachers and time?

e How does the school ensure that budget allocations and other funding are best used to meet
identified needs?

e How does the school use data analysis to effect continual improvement?

e What does the school do to address issues relating to teacher turnover and retention?

e How effectively does the school use technology to support curriculum, instruction and
assessment?

e How do you know?

e What is the school doing to bring about further improvement?

LE|D| E |LA

School Self- Evaluation
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Haw effec‘twe is the sch(ml’s wesrk mth famxhes and the commumty"

..............

e In relation to the school’s work to engage parents and communities, where and in what ways are
these areas strongest and most need improvement?

e How do you know?

¢ What is the school doing to bring about further improvement?

LE | D E | LA

School Self- Evaluation
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What other information, if any, do you feel would be important for the reviewers to
know prior to the assessment? (For example: principal very recently appointed)

NCDPI Comprehensive Needs Assessment
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Date of completion of this form:

Principal’s Signature:

Main contributors to completion and their positions/titles:

Name

Position/Title

NCDPI Comprehensive Needs Assessment
September 2010
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School

Record
Book



North Carolina
Department of Public Instruction

Ti A b
)

Comprehensive Needs Assessment

School Record Book

District Name:

School Name:

Principal’s Name:

Lead Reviewer :

Team Reviewers:

Dates of Assessment :

NCDPI Comprehensive Needs Assessment
September 2010
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All reviewers sign a Code of Conduct in which they agree to:

. Evaluate objectively and impatrtially.

. Report honestly, accurately and fairly, ensuring that their evaluations and judgments accurately

and reliably reflect the school’'s work.

. Work with integrity, treating everyone with courtesy and respect.

. Do all they can to minimize stress, not over-observe staff or demand unreasonable amounts of
paperwork.

. Act with the best interests and well-being of students and staff.

. Communicate clearly, frankly and sensitively in order to ensure understanding between the

review team and the school and support the school to improve and develop practice.

. Listen respectfully to the evidence presented by the school and within the team.
. Respect the confidentiality of information.

. Work to deadlines and time scales.

. Undertake reqular training and development as required.

. Accept and comply with NCDPI's monitoring and quality assurance policy.

. Uphold the professional standards and quality of the NCDPI.
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Staple Assessment Preparation Form to this page.

NCDPI Comprehensive Needs Assessment
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Table of Contents

Topic Page
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Completing the Record Book
¢ A Record Book must be completed by each a reviewer for each school in ink.

e The reviewer uses it to record his/her findings, as well as sources of evidence.

e The scores for all criteria are:
Leading = LE
Developing/Embedded =D
Emerging =E
Lacking = LA
e Reviewers should refer to the rubrics when completing their Record Book.

e The questions and observations during all activities should be designed to gather evidence that
supports the assessment criteria.

e For classroom observations, bear in mind any particular emphasis outlined by the principal as
well as:

o Components of the lesson - group work, project based, individualized, etc.
o Student engagement activity - What are the students doing during the lesson? How

well are they learning?
o Teacher role/strategies- What is the teacher doing during the lesson? - What impact is

it having?
o On-going review- How does the teacher know if the students learned what was
covered in class?

| e Team reviewers should hand their record books to the lead reviewer at the end of the review.
Please record:

e Sources of evidence to support conclusions and judgments.

e A summary of evidence to be included in the report.

e An overall conclusion, commendations and recommendations.
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- Meeting with the principal and setting the schedule

Each assessment is comprised of activities selected from the following meetings, observations and
other activities. Activities in bold, however, will take place during all assessments. In the preparation
stage, through phone calls, email correspondence, discussion during the initial meeting and discussion

of the self-evaluation, the principal and the lead reviewer will agree on the exact details of the visit and
activities will be chosen according to the most appropriate and as deemed necessary for each school.

The reviewer will then complete the schedule with regard to the guidance below:

Meetings
Meet with principal

Meet with leadership team
Meet with staff

Meet with students

Meet with parents

Observations
Class visits
Observe collaborative activity
Data review
Observe end of school
Site tour
Assessment curriculum
plans
Observe any after school
activities.

Other

Verbal and written feedback to
principal, and 1 or 2 lead faculty

Report writing

Additional evidence gathering

Collect additional data including
student work

[ssues arising from the preparation stage to be followed up during the assessment

NCDPI Comprehensive Needs Assessment
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Schedule

Fill in or staple schedule provided.

DAYONE )

8:00 — 830

8:30-9:00

9:00 —9:30

9:30-10:00

10:00 - 10:30

10:30 -11:00

11:00 - 11:30

11:30-12:00

12:00 — 12:30

12:30 - 1:00

1:00 - 1:30

1:30 -2:00

2:00 —-2:30

2:30-3:00

3:00 —3:30

3:30 - 4:00

NCDPI Comprehensive Needs Assessment
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Notes: Instru&:tmnal Excellence and Alignment Part I- meeting with the principal

‘Dimension A: Instructional Excellence and Alignment: Part | Teaching and Learning ' -

Al. High expectations communicated to all teachers and students

A2. Curriculum and instructional alignment

Sample Questions:

NCDPI Comprehensive Needs Assessment

How does the school administration model high expectations?

How does the school create a culture for both faculty and students in which high expectations can be met?

How does the school consistently maintain and communicate high expectations for students?

How do teachers help students understand the quality of work necessary to meet these high expectations?

How does the school ensure consistency within the school and subject/area departments on what constitutes “high
quality” work?

How does the use of instructional time in the classroom reflect high expectations and curriculum alignment?
What practices ensure all students are taught a rigorous, relevant core curriculum enabling them to compete in the
global community?

What practices are utilized to ensure the curriculum is appropriately implemented in the classroom?

What practices and training ensure the alignment of the written (NC Standard Course of Study), taught, and tested
curriculum?

How is technology integrated into the delivery of instruction?

What programs are available to support continuous learning and career readiness of all students?

71
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| Instructional Excellence and Alignment Part I- meeting with the principal

fﬁétes:

Al. High expectations communicated to all teachers and students

A2. Curriculum and instructional alignment

Summary of key issues:
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Dimension A: Instructional Excellence and Alignment: Part 11 Support for Student Achievement

A3. Data analysis and instructional planning —collection and dissemination/subgroups/attendance/RPG

Ad4. Student support services

Sample Questions:

Collection and Dissemination of Data
+  What practices ensure that teachers receive data in a timely manner?
e  What systems are in place for collecting and using student test data and other formative data for the modification of
instruction to improve student achievement?

Subgroups
e  What are the most effective practices/programs the school has implemented to increase student achievement across
subgroups?

Which subgroups are particular focuses for improvement at this time?
How students are identified who are experiencing difficulty meeting standards, and what is being done to assist
them?
e  What processes are in place to identify underrepresented student groups in advanced classes (e.g., AlG, Honors,
AP)?
¢  What opportunities are available to meet the needs of high-achieving students (e.g., skipping grades, carning
college transfer credits)?
Attendance
e How is student attendance monitored?
e How are attendance patterns identified and how are problems addressed?
Retention/Promotion/Graduation Rates
¢ How are issues that keep students from advancing to the next grade level or graduating identified and addressed?
¢  How does the promotion/graduation/retention rate vary across different student subgroups?
e How is the responsibility for promotion and graduation shared among all core and non-core subject area teachers?
Student Support Services
¢  How does the school meet the social and emotional needs of students?
How is school counselors’ time utilized at the school?
What process does the school have for academic advisement?
How does the school ensure student nutrition and health?
How is character education taught and reinforced?
What strategies exist for helping students make the transition from the preschool setting to the elementary setting,
from grade to grade, and/or from grade span to grade span?
What strategies target instructional staff when transitioning students year to year?
What strategies target parents when transitioning students year to year?
What strategies support students’ transitions to higher education or careers?
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Njoftes: Instructwna! Ex@ééi%i@ence and Alignment- meeting w;ththe prin

cipal

A3. Collection and Dissemination of Data

A3. Subgroups

A3, Attendance

NCDPI Comprehensive Needs Assessment
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Notes: .~ |Instructional Excellence and Alignment-meeting with the principal

A3. Retention/Promotion/Graduation

A4. Student support services

Summary of key issues:
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Notes:  * [Leadership Capacity - meeting with the principal

Dimension B: Leadership Capacity. .~
BS. Strategic planning, mission, and vision
B6. Distributed leadership and collaboration
B7. Monitoring instruction in school

Sample Questions:
s  Who participates in the development of the School Improvement Plan (SIP)?
¢  What structures are in place to meet the diverse needs of students?
¢ How does administrative and departmental/grade level leadership facilitate the collaborative development of annual
school improvement plans to realize strategic goals and objectives?
¢  What processes provide for periodic review and revision of the school’s vision, mission, and strategic goals by all
school stakeholders?
How does the school communicate its vision, goals, and priorities to appropriate stakeholders?
What processes are in place to evaluate the progress toward achieving these goals?
What strategies are in place to create a culture and climate conducive to learning?
What plans support the safety of all students and staff?
How does school leadership specifically address the issues raised by the NC Teacher Working Conditions survey?
How are the different roles and responsibilities of the school staff delineated and maintained?
What processes are implemented that encourage collaboration between the administration and faculty?
In what ways is leadership developed and distributed in the school?
How does school leadership foster an atmosphere of trust and mutual respect within the school?
What strategies are in place to build a sense of efficacy, empowerment, and collaboration among all staff to develop the
ability to meet educational challenges?
e  What strategies ensure that leadership is visible in all classrooms, and how is that informal observation used to foster
student and teacher growth?
¢  What practices are in place to ensure classroom observations are used to support improved instruction?
e  What practices do administrative and departmental leadership use to support change?
s  How does administrative and departmental leadership model the importance of continued adult learning?
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Notes: p Capacity -meeting with the principal -

B5. Strategic planning, mission, and vision

B6. Distributed leadership and collaboration

B7. Monitoring instruction in school

Summary of key issues:
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Notes: Q;L:Zgi_ﬁkk Professional Capacity —meeting with the principal

Dimension C: Professional Capacity -

C8. Teacher quality and experience

C9. Quality of professional development

C10. Talent recruitment and retention

Sample Questions:

NCDPI Comprehensive Needs Assessment

How are appropriately certified teachers selected and placed in every curricular area?
How are teachers selected?
In what areas (grade levels/subject areas) does the school lack effective teachers?
How are teacher weaknesses identified and addressed?
How do teachers demonstrate leadership by:
o Establishing a respectful environment for a diverse population of students?
o Knowing the content they teach?
0 Facilitating learning for their students?
o . Reflecting on their practice?
How are professional development programs and offerings differentiated based on student achievement data and school
needs?
How is professional development for staff aligned to the school improvement plan?
How are professional development offerings aligned, selected, and sustained?
How are teachers supported in taking and implementing high quality professional development?
What professional development offerings prepare staff to support global education?
To what extent does professional development exemplify the NC Standards for Effective Professional Development?
How does the school ensure that the appropriate teachers are attending professional development?
What professional development has the principal participated in during the last 2 years? How was it selected?
What school recruitment strategies are in place to attract highly-qualified staff to the school?
How are high performing teachers recognized and rewarded?
What patterns emerge from teacher exit interviews?
What support is in place for newly hired, Initially Licensed (ILT), and lateral entry teachers?
How are teachers under action plans supported and coached?
What processes and support structures are in place for all teachers to improve performance (e.g. curricular coaching,
study groups)?
What training and supports are in place to ensure effective professional learning communities at the school?
What is the teacher supplement? What other extra-pay structures are in place?
How does teacher turnover impact the school’s instructional program?
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Notes: . | Professional Capacity-meeting with the principal

C8. Teacher quality and experience

C9. Quality of professional development

C10. Talent recruitment and retention

Summary of key issues:
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Notes: Planm ]

and Operatmnai Effectweness - meetmg with the principal

‘Dimension D: Planning and Operational Effectiveness - -

D11. Resource allocation

D12, Facilities and technology

Sample Questions:

NCDPI Comprehensive Needs Assessment
September 2010

How are budgeting decisions made, and who is involved in making those decisions?

What processes have been created to provide for an aligned operational budget for school programs and activities?

In what areas is the school experiencing shortages, and what actions have been taken to address the shortages?

What external sources of funding are available to the school (e.g., through booster clubs, grants, community/corporate
partnerships)?

What processes are in place to determine how teachers are assigned to specific courses/classes?

How does the school ensure maximum instructional time for students?

What systems are in place for developing master schedules based on specific school needs?

How is the physical condition of the school maintained?

How does the school ensure that teachers and students have sufficient access to instructional technology, including
computers, printers, software, and internet access?

To what extent are the reliability and speed of internet connections in this school sufficient to support the integration of
21st century instructional practices?

What activities and training support teachers in fully utilizing and integrating instructional technology?
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¢ and OperatlonaiEffectweﬁess—meetmg with the principal

D11. Resource allocation

D12. Facilities and technology

Summary of key issues:
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fﬁ{dtes:

- Dimension E: Families and Communities " © v v

E13. Family engagement

E14. Community engagement

Sample Questions:

NCDPI Comprehensive Needs Assessment

How does the school create an inviting and welcoming environment when parents visit the campus?

In what ways does the school establish and maintain positive collaborative relationships with parents and invelve them
in shared decision making?

How are clear expectations for school and student achievement communicated to parents? How does the school ensure
that these are received and understood?

What specific strategies have been implemented to increase parental involvement, based on the identified areas of need?
How does the school measure the effectiveness of parent involvement efforts?

In what ways does the school establish and maintain positive relationships with businesses and non-profit
organizations?

How are clear expectations for school and student achievement communicated to the community at large?

How does the school work with community partners to establish supplemental programming such as after-school
programs or tutoring?

How does the school receive and use feedback from the community?

82

September 2010



‘Notes:

E13. Family engagement

E14. Community engagement

Summary of key issues:
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Notes :

| Meeting with Teachers
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Notes: | Meeting with Teachers - continued
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Notes:

ith Teachers — cé}ii?tinixed L

Summary of key issues:
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Nates

| Meeting with Students

NCDPI Comprehensive Needs Assessment

September 2010

Student Demographics (Grade/Gender/Ethnicity)
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? Notes

Summary of key issues:
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Notes: Meetmg thh Parents/ Guard ans

Parent Demographlcs and Grade of student/Gender
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Notes: | M

Summary of key issues:
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Grades/ su.bj'e'cts represehted:
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ﬁbtes: | Meetmg w liead

ers

qup Team - cnntmue:d

Summary of key issues:
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Notes: f;ﬂlaboféiixée Meef

'_ ng
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' N@tes:

Summary of key issues:
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Classroom Observations

*Cause and effect style

*Student impact

*Rigor

*Expectations

*Level of Work

*Student Engagement

NCDPI Comprehensive Needs Assessment
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Notes: 00 ‘i) Classroom Observation — Class 1

Grade and room #:

?I:Q: Subject time or period

" Number of students
; “ Type of class | ( ) Gen Ed. ( ) Exceptional Children (EC)
= - | () Limited English Proficiency (LEP) () Other:

Lesson Objective:

Evidence and observations:

NCDPI Comprehensive Needs Assessment
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Classroom Observation 1 Continued

Key Strengths:

Key Areas for Improvement:

NCDPI Comprehensive Needs Assessment
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Notes:

NCDPI Comprehensive Needs Assessment
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Notes:
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| Notes: 1 Conclusions drawn from summary evidence leading to thé everall evaluation: -

Summary judgment drawn for each dimension to form: overall evaluation.
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Notes T

Please record up to 10 bullet points

NCDPI Comprehensive Needs Assessment
September 2010

101




improve .

Please record up to six bullet points.
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School

Summary -
Draft



NC Department of Public Instruction
Comprehensive Needs Assessment
School Summary Draft

District Name

Schoo! Name

Number, strest
Town
NMorth Carolina
ZiP

Principal: Mame
Dates of Assessment : Month datg; from ic; year
Lead Reviewer: Nams
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20 19 buliet points

& i SRS 3
*Up to 6 bullet points

Judgments on this form are provisional, and may be subject to change during the quality
assurance process.
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School

Sample
Final
Report



NCDPI |

NC Department of Public Instruction
Comprehensive Needs Assessment
School Final Report

District Name

School Name

NMumber, strest
Town
North Carolina
2P

Principal: Name
Dates of Assessment : Month date; from to; year
Lead Reviewer: Name
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Part 1: The School Context

Background information about the school
Part 2: Overview

What the school does well
What the school needs to improve

Part 3: Main findings

NCDPI Comprehensive Needs Assessment
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Include the distinctive features of the school that influence the way it operates.

This would include those in bold and others where relevant:

» the type of school, age range and number enrolled;

o the profile of students, including the main ethnic groups, using only the NC
terminology, main languages spoken, and the proportion of English language
fearners;

e the proportion of special education students;

e how the propertion (percent not %) of stadents with free or reduced lunch
compares with other NC schools (no other reference to socio-economic status);

o attendance figures and how these compare with other NC schools;

e any features of the schoo!’s organization or specializations which influence the way it
functions:

e any significant aids or barriers to learning;

e any significant changes in the school’s circumstances during the recent past;

e any other information relevant to the character of the individual school which has an
impact on the performance of its students.

There should be:
o no reference to the school’s status;
o no reference to attainment on entry;
o no reference to socio-economic circumstances apart from “free or reduced cost
lunch eligibility’.

This section of the report is setting the context for the “story” of the school.
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no more than 10 builets

‘Does well” and ‘needs to improve’ is set out as bullets. Each bullet shouid have no more
than two sentences and max 2-3 lines.

no more than 6 builets

‘Does well” and ‘needs to improve’ is set out as bullets. Each bullet should have no more
than two sentences and max 2-3 lines.

Improvement points should be in priority order using sub bulilets where helpful to explain the
... by". However, no more than 2 sub bullets and used sparingly.
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Length 200-300 words

A summary of the school’s overall performance with reference to each of the 5 main
dimensions. Write 3-5 sentences for each dimension drawing out main points and making
links wherever possible to show key cause and effect. No evaluation grade is included here.
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This area of the school’s work is xxxxxxxxx.

Leading
Developing
Emerging
Lacking

Summarize the school’s overall performance (200-250 words) by reference to:

High expectations for all teachers and students:
Curricelum and instructional alignment

This area of the school’s work is xxxxxxxxx.

Leading
Developing
Emerging
Lacking

Summarize the school’s overall performance (200-256 words) by reference to:

Data analysis and planning
Student Sunport Serviges

This area of the school’s work is xaxxxxxxx.

Leading
Developing
Emerging
Lacking

Strategic Planning, Mission, and Vision
Distributed leadership and collaboration
Monitoring instruction in schoel

NCDPI Comprehensive Needs Assessment
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This area of the school’s work is XXXXXXXXX.

feading
Developing
Emerging

Lacking
Summarize the school’s overall performance by reference to:
Teacher guality and experience

Quality of professicnal development
Talent recruitment ang retention

This area of the school’s worl is xxxxxxxxx.

Leading
Developing
Emerging

Lacking
Summarize the school’s overall performance by reference to:

Resource alloeation
Facilities and technology

This area of the school’s work is xxxxxxxxx.

Leading
Developing
Emerging
Lacking

Sumimnarize the school’s overall performance with reference to:
Family engagement
Community Engagement
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District

Self-Evaluation
Form



Name of Superintendent:

Name of District:

Superintendent’s Email:

Superintendent’s Phone:

Central Office Address:

Guidance on completing the form:

e Please complete with as much detail as you can. Completing this form will help you prepare
for some of the discussions, which will take place both before and during the assessment, It
will also help the assessment team get to know your district and understand its unique
features.

e Use the completion for staff development, if appropriate, and email the final form to your
lead reviewer no later than two weeks before the review.
Please be evaluative, rather than descriptive. The focus should be on the outcomes in
terms of school improvement and student achievement.

o Include references to where the evidence of your self-evaluation can be found e.g. "excellent

? 19

results in state math tests as shown in annual report to the state”, “parents’ questionnaires
from 2007”.

o Be brief (for example, use bullet points or note form).

e Please place an X beside the descriptor, which most accurately reflects your judgment of the
overall quality in response to the questions.

Quality Descriptor
Leading LE
Developing/Embedded | D
Emerging E
Lacking LA

e You are advised to complete section A first and section B last. Section B is summative and
draws on your evaluations elsewhere in the self-evaluation.

NCDPI Comprehensive Needs Assessment

September 2010 135



How should evaluations be made?

e You are strongly advised to refer to the Notes of Guidance, the dimensions, sub-dimensions
and rubrics as you complete the form.

» There is no prescribed or expected method. Districts have adopted different approaches. In
some, the superintendent and the leadership team have completed the form as a part of one of
their regular meetings. In other districts, parts of various staff meetings have been used to
ensure that all central office staff are involved. Other districts have invited school
administrators to contribute to a District SEF as a way of involving all schools.

Whatever method is used, the outcome should be the District Self Evaluation as a single
document, which reflects as accurately as possible the district’s evaluation of its work.

NCDPI Comprehensive Needs Assessment

September 2010 136



District Profile

District Name :

Number Percentage of Student
Population

Number of students enrolled

Number of general education
students

Number of Exceptional Children

Number of Gifted students

Number of Limited English
Proficient students

Students eligible for Free or
Reduced-Price Lunch

Attendance Rate

Promotion Rate

Dropout Rate

Suspensions

Ethnic make-up of students:

Black

White

Asian

Hispanic

e American Indian

s  Multi-racial

NCDPI Comprehensive Needs Assessment
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A

Background of your district

What are its distinctive features?

What are the most significant aids and/or barriers to raising student achievement and
progress across the district?

NCDPI Comprehensive Needs Assessment
September 2010
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B How effective is your district overall?

(Summarized by reference to the completed sections 1 through 5 of this document)

e What are its notable strengths?

e What are its main priorities for improvement?

LE

LA

District Self- Evaluation

NCDPI Comprehensive Needs Assessment
September 2010
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1. How effective is the district in promoting instructional excellence and alignment?
[Please refer to the comprehensive needs assessment dimensions — Instructional Excellence and

Alignment sub-dimensions 1- 4]

o How are high expectations for all staff and students promoted and how effective is the district
in this capacity?

e How is rigor, relevance, alignment and excellence promoted with reference to curriculum,
assessment and instructional delivery and how effective is the district in this capacity?

e What further systems are in place to support student success and how effective are these?

e How do you know?

»  What is the district doing to bring about further improvement?

LE|D| E |LA

District Self- Evaluation

NCDPI Comprehensive Needs Assessment
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2. How effective is the district in promoting leadership capacity?
[Please refer to the comprehensive needs assessment dimensions — Leadership Capacity —

sub-dimensions 5-7 ]

e What strategic planning procedures are in place which promote the district’s mission and
vision and how effective are these?

e How is distributed leadership and collaboration promoted and how effective is the district in
this capacity?

» How is instruction in schools monitored and collaboration with higher education providers
enabled and how effective are these practices?

e How do you know?

e What is the district doing to bring about further improvement?

LE|Dj E [LA

District Self- Evaluation

NCDPI Comprehensive Needs Assessment
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3. How effective is the district in promoting professional capacity?
[Please refer to the comprehensive needs assessment dimensions — Professional Capacity — sub-
dimensions 8-10]

¢ What does the district do to promote central office capacity, including talent recruitment and
retention, and how effective are these practices?

e What does the district do to promote the consistency and sustainability of district wide
professional development and how effective are these practices?

e How do you know?

e What is the district doing to bring about further improvement?

LE/D| E |LA

District Self- Evaluation

NCDPI Comprehensive Needs Assessment
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4. How effective are the district’s planning and operational procedures?

[Please refer to the comprehensive needs assessment — Planning and Operational Effectiveness
~ sub-dimensionsi1-12]

e How effective are the district’s procedures for determining and addressing the needs of
schools in relation to facilities and technology and in allocating resources?

e How cffective are the district’s student assignment policies and protocols?
¢ How do you know?

e What is the district doing to bring about further improvement?

LE|D| E | LA

District Self- Evaluation

NCDPI Comprehensive Needs Assessment 143
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5. How effective is the distriet’s work with families and communities?
[Please refer to the comprehensive needs assessment dimensions — Families and Community —~
sub-dimensions 13-14]

e In relation to the district’s work to engage parents and communities, where and in what ways
are these areas:

- strongest?
- most need improvement?
e How do you know?

e  What is the district doing to bring about further improvement?

LE | D|E|LA

District Self- Evaluation
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6. What other information, if any, do you feel would be important for the reviewers to know
prior to the assessment? (For example: superintendent very recently appointed)

Date of completion of this form:

Superintendent Signature:

Main contributors to completion and their positions/titles:

Name Position/Title

NCDPI Comprehensive Needs Assessment
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District

Record
Book



North Carolina NCDPI

7 |
2

Comprehensive Needs Assessment
District Record Book

District Name:

Superintendent’s
Name:

Lead Reviewer :

Team Reviewers:

Dates of Assessment :

NCDPI Comprehensive Needs Assessment
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Table of Contents

Topic Page
Completion of the CNA Record Book 3
Meeting with superintendent- Schedule 5

Meeting with superintendent

Instructional Alignment Part [; Teaching and Learning 6

Instructional Alignment Part II: Support for Student Achievement 8

Leadership Capacity 10
Professional Capacity 12
Planning and Operational Effectiveness 14
Families and Communities 16
Meeting with district team members 18
Meeting with human resources department 19
Meeting with finance department 20
Meeting with curriculum department 21
Additional meetings 22
Additional evidence 26
Overall conclusions 28
What the school does well 29
Areas for improvement 30
Judgment Summary 31
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Completing the Record Book

» A Record Book must be completed by each a reviewer for each school. Please complete
in ink.

e The reviewer uses it to record his/her findings, as well as sources of evidence.

¢ The scores for all criteria are:
Leading
Developing/Embedded
Emerging
Lacking

e Reviewers should refer to the CNA and rubrics in the Notes of Guidance when
completing their Record Books.

e The questions and observations during all activities should be designed to gather
evidence that supports the assessment criteria.

o Team reviewers should hand their record books to the lead reviewer at the end of the
review.

Please record:

e Sources of evidence to support conclusions and judgments, attaching the Pre-
Assessment Preparation form inside the front cover.

e A summary of evidence to be included in the report.

e An overall conclusion, commendations and recommendations.

NCDPI Comprehensive Needs Assessment
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| Meeting with the District and setting the schedule

Each assessment is comprised of activities selected from the following meetings, observations and other activities.
Activities in bold, however, will take place during all reviews. In the preparation stage, through phone calls, e-
mail correspondence, discussion during the initial meeting and discussion of the self-evaluation, the superintendent
and the lead reviewer will agree on the exact details of the assessment visit and activities will be chosen according
to the most appropriate and as deemed necessary for each school.

The reviewer will then complete the schedule with regard to the guidance below:

Meetings Observations Other
v Meet with Superintendent/ v" Data assessment v Verbal and written
v Meet with Board Members v" Review curriculum plans feedback to
v" Meet with staff v Review financial plans Superintendent, and 1 or 2
v"  Meet with parents lead staff members

v" Report writing
v" Additional evidence
gathering

Issues arising from the preparation stagem be fol Wed updurmgthef\ssessment

NCDPI Comprehensive Needs Assessment
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Schedule for the district assessment

Day One
8:00 - 8:30 8:30 —9:00
Introductions and welcome
8:30 - 9:45 \ . . 9:00 - 10:00
Meeting with the superintendent
10:00 — 11:30 10:15-11:30
11:30 - 12:30 11:30 - 12:30
12:45 — 1:45 12:30 - 1:30
2:00 - 3:15 1:30 - 3:00
3:15-3:45 3:00-—3:45
Meeting with superintendent and
3:45-4:00 leadership team to assess the day 3:45-4:15

NCDPI Comprehensive Needs Assessment
September 2010
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i : : e j :::j:':; i may Thvee

8:30 — 8:45 Mééting wifh'tﬁa supekiﬁﬁandent:éhd- Ieadeéébi% team g

8:45-10:00

10:15 - 11:30

11:30 - 12:30

12:45 - 2:15

2:15 - 3:15

Meeting with superintend,

3:45-4:00 e S
Iggda_e:ship team toassfgg;sthe day S

*This is a sample schedule ONLY. The Lead Reviewer and Superintendent will collaborate to

develop the schedule to most appropriately fit the individual district.

NCDPI Comprehensive Needs Assessment
September 2010
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: Teaching and Learning

A2, Curriculum and instructional alignment

Sample Questions:

NCDPI Comprehensive Needs Assessment

How are high expectations for all staff and students ensured?

How does the superintendent ensure high expectations for school and central office staff?

How does the central office staff model high expectations?

How does the central office staff build a culture in schools that ensures the belief that high expectations can
be met?

What policies and procedures ensure all students are taught a rigorous, relevant core curriculum enabling
them to compete in the global community?

What district wide practices does the central office staff utilize to ensure the implementation of rigorous
and relevant academic standards?

What district wide practices monitor the alignment of the written, taught, and tested curriculum?

How does the central office staff support the integration of technology into the delivery of instruction?
What programs are available to all schools to support continuous learning and career readiness of all
students?

152
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| Instructional Excellence and Alignmert Part I

Al High expectations for all staff and students

A2 Curriculum and instructional alignment

Summary of key issues:

NCDPI Comprehensive Needs Assessment
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A3 Data analysié and instructional plahning

A4 Student support services

Sample Questions:

NCDPI Comprehensive Needs Assessment

What practices ensure that school administrators and teachers receive data in a timely manner?
What systems are in place for collecting and using student test data and other formative data for the
modification of instruction to improve student achievement?

What processes are in place to monitor and evaluate the effectiveness of school programs and assist
schools in making modifications where needed (e.g., subgroups, attendance, retention, promotion,
graduation)?

What system-wide practices assist schools in monitoring student progress and determining whether
students have achieved high standards?

How does the central office ensure teachers and administrators use assessment results to maximize
teaching and learning?

How does the school board ensure diversity through student assignment?

What system-wide practices ensure that high needs students are equitably distributed throughout the
district schools?

154
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Nates i | insu%u%téonal Excellence and Alignment Part Il

A3 Data analysis and instructional planning

A4 Student support services

Summary of key issues:

NCDPI Comprehensive Needs Assessment
September 2010
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Dimension B: Leadershi

B4. Strategic planning, mission, and vision

B5. Distributed leadership and collaboration

B6. Monitoring instruction in schools

Sample Questions:

Is there a strategic plan in place? Who participates in the development of the strategic plan?

What planning practices ensure that the strategic plan addresses the important issues in the school district?

How do the board, superintendent and central office ensure the plan is owned by all stakeholders?
How is the strategic plan monitored?

What practices allow the central office to develop shared understandings which lead to a climate of

openness, fairness, mutual respect, support, and inquiry among all stakeholders (e.g., principals, central

office staff, superintendent, school board members)?

What processes are in place to evaluate the progress toward achieving these visions?

What plans support the safety of all students and staff?

How does central office leadership specifically address the issues raised by the NC Teacher Working

Conditions (NCTWC) survey?

How is the school board trained to know its roles and responsibilities?

How are the different roles and responsibilities of the school board and superintendent delineated
and maintained?

What processes are implemented that encourage collaboration between the superintendent and the
local board members?

In what ways is leadership developed and distributed at the central office (e.g., collaborative,
hierarchical)?

What practices ensure that the superintendent and central office are regularly and strategically in
classrooms to observe instruction?

What practices are implemented to foster instructional conversation among and within the

following groups: central office to central office, central office to principals, and principals to
principals?

How does central office model the importance of continued adult learning?

NCDPI Comprehensive Needs Assessment 156
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B4 Strategic planning, mission, and vision

BS Distributed leadership and collaboration

B6 Monitoring instruction in schools

Summary of key issues:

NCDPI Comprehensive Needs Assessment
September 2010
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Dimension C; Pr

afessional Capacity

C8. Central office capacity and experience

C9. Quality of professional development

C10. Talent recruitment and retention

Sample Questions:

NCDPI Comprehensive Needs Assessment

< How are central office personnel selected?

+  How do the board and superintendent ensure the effectiveness of central office personnel?
«  How are central office staffs’/principals’ weaknesses identified and addressed?

»  How does central office demonstrate leadership by:

Establishing a respectful environment?

Utilizing and expanding expertise in their specified area?

Facilitating professional growth for district staff?

Reflecting on their practice?

o 0 0O

How are professional development programs and offerings differentiated based on student data and school needs?
How is professional development for central office personnel aligned to the district strategic plan?

How are professional development initiatives aligned, selected, sustained, and funded?

What practices ensure the effective implementation of professional development offerings?

What professional development offerings prepare staff to support global education?

To what extent does professional development exemplify the NC Standards for Effective Professional
Development?

What practices ensure the recruitment and retention of high quality central office personnel, principals, and
teachers?

How are high performing central office personnel, principals, and teachers recognized and rewarded?
What patterns emerge from exit interviews?

What support is in place for newly hired, Initially Licensed (ILT), lateral entry and other teachers?

What programs are in place to support principals?

What training and supports are in place to ensure effective professional learning communities?

What policies and/or practices determine who receives extra-pay?

How is compensation determined (e.g., administrator, teacher, extra-pay)?

How does teacher turnover impact the district’s instructional program?
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C8 Central office capacity and experience

C9 Quality of professional development

C10 Talent recruitment and retention

Summary of key issues:

NCDPI Comprehensive Needs Assessment
September 2010
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' Dimension D:

Planning and Operational Effectiveness

D11 Resource allocation

D12 Facilities and technology

Sample Questions:

NCDPI Comprehensive Needs Assessment

How are budgeting decisions made, and who is involved in making those decisions?

How is federal and state supplemental funding being spent?

What system-wide practices ensure resources are being concentrated on failing schools?

What external sources of funding are available to the school district (e.g., through booster clubs, grants,
community/corporate partnerships)?

How are principals and teachers assigned to schools?

What processes are in place to determine and address the physical conditions and needs of schools from
year to year?

How does the central office ensure that all schools have adequate space and physical resources based on
changes in student enrollment?

How does the central office ensure that reliability and speed of internet connections are sufficient to
support instructional practices?
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D11 Resource allocation

D12 Facilities and technology

Summary of Key Issues:

NCDPI Comprehensive Needs Assessment
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Dimension E: Families an

E13 Family engagement

E14 Community engagement

Sample Questions:

NCDPI Comprehensive Needs Assessment

In what ways does the central office establish, model, and maintain positive relationships with parents?
What practices are utilized to establish consistent communication to all parents regarding the clear
expectations for the school district, school, and student achievement?

In what ways does the central office include parents as decision-makers in a broad spectrum of decisions?
What specific strategies have been implemented to increase parental involvement, based on the identified
areas of need?

How does the central office measure the effectiveness of parent involvement efforts for all schools?

In what ways does the central office establish and maintain positive relationships with businesses and non-
profit organizations?

How are clear expectations and performance updates for district, school, and student achievement
communicated to the community?

How does the school work with community partners to establish supplemental programming such as after-
school programs or tutoring?

How does the central office receive and use feedback from the community?

September 2010
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E13 Family engagement

E14 Community engagement

Summary of key issues:

NCDPI Comprehensive Needs Assessment
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Summary of key issues:
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Summary of key issues:
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Summary of key issues:
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Team

Summary of key issues:
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 Notes:

Meeting with

Summary of key issues:

NCDPI Comprehensive Needs Assessment

September 2010

168



Summary of key issues:
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Summary of key issues:
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[Notes:

Summary of key issues:
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Summary of key issues:
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" TAdditio

al evidence

Summary of key issues:
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to the overall evaluation. |

| Notes:

Summary judgment drawn for each criterion to form: overall evaluation.

NCDPI Comprehensive Needs Assessment
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Please record up to 10 bullet points

NCDPI Comprehensive Needs Assessment
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Please record up to six bullet points.
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District

Summary
Draft



NC Department of Public Instruction
Comprehensive Needs Assessment
District Summary Draft

District Name

Number, street
Town
North Carcling
ZIP

Superintendent: Namse
Dates of Assessment : ¥ionth date; from to; year
Lead Reviewer: Name

NCDPI Comprehensive Needs Assessment
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*Up to 10 bullet points

Judgments on this form are provisional, and may be subject to change during the quality
assurance process.
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District

Sample
Final
Report



-‘!

NC Department of Public Instruction

7 |
i

Comprehensive Needs Assessment
District Final Report

District Mame

Wumber street
Town
NMorth Carcling

Superintendent: [Name
Dates of Assessment: Month date; from fo; year
Lead Reviewer: Mame
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Part 1: The District Context

Background information about the district
Part 2: Overview

What the district does well
What the district needs to improve

Part 3: Main findings

NCDPI Comprehensive Needs Assessment
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(250 — 300 words)

Include the distinctive features of the district that infiuence the way it operates.
This would include those in bold and others where relevant:

e the type of and number of schools, the age range and number of students enrolled;

¢ the profile of students, including the main ethnic groups, using only the NC
terminology, main languages spoken, and the proportion of English language
learners:

» the proportion of special education students;

o how the proportion (percent not %) of students with free er reduced lunch
compares with other NC districts (no other reference te socio-economic siatus);

s aitendance figures and how these compare with other NC districts;

® any features of the district’s organization or specializations which influence the way it
functicns;

e any significant aids or barriers to learning;

¢ any significant changes in the district’s circumstances during the recent past;

¢ any other information relevant 1o the character of the individual district which has an
impact on the performance of its students.

There should be:
o no reference to the district’s status;
o no reference to attainment on entry;
o no reference to socio-economic circumstances apart from ‘free or reduced cost
funch eligibility’.

1

This section of the report is setting the context for the “story’ of the district.

NCDPI Comprehensive Needs Assessment
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no more than 10 bullets

h dis

Fach bullet should have no more than two sentences and max 2-3 lines.

Improvement points should be in priority order using sub bullets where helpful to explain the
..."by". However, no more than 2 sub bullets and used sparingly.

NCDPI Comprehensive Needs Assessment
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Length 200-300

A summary of the disirict’s overall performance with reference to each of the 5 main
dimensions. Write 3-5 sentences for each dimension drawing out main points and making links
wherever possible to show key cause and effect. No evaluation grade should go in.

NCDPI Comprehensive Needs Assessment
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This area of the district’s work is Xxxxxxxxx.

Leading
Developing
Hmerging
Lacking

Summarize the district’s overall performance {260-250 words) by reference to:

High expectations for all stalf and students
Curriculum and instructional alignment

Summarize the district’s overall performance (200-250 words) by reierence to

Data analysis and planning
Student Support Services

This area of the district’s work is XXxxxxxxx,

Leading
Developing
Emerging
Lacking

Summarize the district’s overall performance by reference to:

Strategic Plancing, Mission, and Vision
Distribuied leadership and collaboration
Monitering Instruction in Schools

NCDPI Comprehensive Needs Assessment
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This area of the district’s work is xxxxxxxxx.

Leading
Developing
Emerging
Lacking

Summarize the district’s overali performance by reference to:
Central office guality and experience

Quality of professionzl development
Talent recruitment and retention

This area of the district’s work is xxxxxxxxx.

Leading
Developing
Emerging
iLacking

Summarize the district’s overall performance by reference to:

Resonrce allocation
Facilities and technology

This area of the district’s work is XXxxxxxxx.

Leading
Developing
Emerging

Lacking
Summarize the district’s overall performance with reference to:

Family engagement
Community Engagement
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Miscellaneous/Forms Etc.



INCDPI Comprehensive Needs Assessment

All reviewers sign a Code of Conduct in which they agree to:
. Evaluate objectively and impartially.

. Report honestly, accurately and fairly, ensuring that their evaluations and judgments accurately and

refiably reflect the school’s work.
. Work with integrity, treating everyone with courtesy and respect.

. Do all they can to minimize stress, not over-observe staff or demand unreasonable amounts of

paperwork.
. Act with the best interests and well-being of students and staff.

. Communicate clearly, frankly and sensitively in order to ensure understanding between the review team

and the school and support the school to improve and develop practice.
J Listen respectfully to the evidence presented by the school and within the team.
) Respect the confidentiality of information.
. Work to deadlines and time scales.
. Undertake regular training and development as required.
. Accept and comply with NCDPI’s monitoring and quality assurance policy.

. Uphold the professional standards and quality of NCDPI.

Print Name:

T [
A

Pbiic 5n20ts of Syrh Coroina
‘ate Saard of Eccation
Duipra Pt aanin
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Comprehensive Needs Assessment

T Lead Reviewer : Reader:

Date of CNA: Date of first reading:
Purpose: This form is used by the QAR to:

* Ensure the report is fit for purpose. ‘
e Provide additional information to authors of reports where necessary.
» Explain changes suggested by the QAR using the track change facility.

REPORT
Key evaluations YIN Comment as appropriate

The report is CONSISTENT.:

> The ratings given in Record Book
match those in the report

» Judgments made in different
parts of the report are consistent-
they do not conflict

» Strengths can be easily traced
throughout the report

¥ The recommendations for
improvement can be easily
traced throughout the report

The report is CONVINCING:

¥ The report reads well and gives a
convincing picture of the school

> Impact is clearly explained and
well evidenced

The report is CLEAR:

» The overall rating for each
criterion is effectively supported
and explained by the text

» Cause and effect are explained
well

> Lively and interesting words are
used without resort to
inappropriately casual language
or jargon

» There are no contradictions or
inconsistencies

The report is CONCISE:
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» The overall length of the report is
in line with agreed length.

» There is no unnecessary
repetition

» Words are used economically
and the Ilanguage is fit for
purpose.

The report is COMPLIANT:

(please see the latest report template)

The report is CORRECT:

» Spelling is accurate (US)
» Grammar is correct

» Punctuation is correct

» Jargon is absent

There is sufficient attention to the sub-
criteria for each section.

OVERALL COMMENT

Overall comment:

NCDPI Comprehensive Needs Assessment
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Feedback form on Lead Reviewer by Team Members

Please complete this form on the performance of the lead reviewer for the Comprehensive Needs Assessment of
the district/school given below. The information given will help build up a profile and enable us to monitor
quality in order to maintain and improve on the standards set by the DPI and to provide information about
needed further training and professional development. This information is confidential and will be used to
recognize trends in strengths and areas for improvement. Please return 24 hours of the assessment to
Dr. Shayne Goodrum at sqocdrum@dpi.state.nc.us. Thank you,

Name of district/school: Assessment start date:

. Name of team reviewer completing form:
Name of lead reviewer:

4-Very Strong 3-Strong 2-Average 1-Needs Improvement

Please rate the Lead Reviewer and comment on the following:

Provided useful information and guidance relevant to the district/school context which helped
you to prepare for the assessment.

Supported and guided you well at all stages of the process by following the protocols and
guidance as set out in the Notes of Guidance.

Modeled the process well by communicating clearly, convincingly and succinctly, both orally
and in writing.

Made judgments that were objective, fair and based securely on evidence.

Formed effective working relationships with the school/district.

Formed effective working relationships with me and other team members.

Gave constructive feedback which helped me to develop my skills.

Utilized my time effectively.

OVERALL PERFORMANCE

ANY OTHER COMMENTS

D=1 (= s H OO
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Team reviewer: Lead reviewer:
Name of School: Dates of Review:

Please complete one form for each reviewer who served on your team. Return
this form to Anne Barnes at abarnes@dpi.state.nc.us by the Monday following
the review.

Please rate each statement and add a brief comment (optional).
Key: 4=Strongly Agree 3=Agree 2=Disagree 1=Strongly Disagree

Overall comment including any key strengths and areas for development:

¢ Good attendance/punctuality

o  Well prepared for assessment

e [Establishes effective relationships with the
district/school

o [Lffectively participates as a member of the
team, contributing fully to the rigor of the
assessment process, including compliance
with protocols, guidance and code of
conduct.

e Demonstrates good understanding of the
assessment process and principles

e Demonstrates good knowledge of the
dimensions and rubrics

e Understands and records appropriate,
pertinent evidence and its sources

o Leads meetings well

e Has effective questioning skills

¢  Asks for and uses support and guidance as
needed

e Demonstrates good ability to form
appropriate judgments during lesson
observations and to record well- informed
evidence

e Makes diligent and effective use of the
record book
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NCDPI Comprehensive Needs Assessment
Assessment Preparation Form

District/School:
Start date and time: End date:
Lead reviewer:

Summary of key issues arising from the district/school data, Self-Evaluation Form and
School Report Card:

[Please summarize the key issues arising from the analysis of the data and documentation received and identify matters for exploration
during the review. Please keep this concise and use bullet points. It is expected that this summary will be no longer than one page in
length].

For district assessments, the team will develop the summary during the pre-assessment day. The lead reviewer
should ensure that all team members are provided with a copy of this summary which should be attached to
record books.

For school assessments, the lead reviewer is responsible for writing this summary and should e-mail to team
members as early as possible before the assessment, and at the latest by 12.00 noon the last working day

NCDPI Comprehensive Needs Assessment
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NCDPI Comprehensive Needs Assessment

Initial Phone-Call Prompt Sheet

This prompt sheet is not a substitute for the lead reviewer’s professional experience in
establishing the relationship with the principal and the district/school — but is a
‘prompt sheet’ provides points which will prove useful in conducting this important
part of the preparation stage.
e Introduce yourself and give some brief background, introduce the team and begin to build
the working relationship.

o Confirm the dates for the assessment and the arrival time, including the arrangements for the
district pre-assessment day.

e Check whether the superintendent/principal has read the Notes of Guidance and has an
overview of the assessment process and its purpose.

« Answer any questions about the assessment.
o Confirm that a private work space has been arranged for the team.

e Talk the superintendent/principal through the main elements of the schedule including
arrangements for the focus groups and meetings. If appropriate, suggest that the
superintendent/principal e-mails a draft schedule to you for assessment prior to the visit —
explain that this is entirely optional. Note: When arranging parent focus groups, school
faculty should be avoided.

¢ Ensure the superintendent is briefed about the purpose of the district pre-assessment day and
that all required documentation will be available for the day.

+ Tor schools, ensure that the principal knows that the team will meet for a short period prior
to the first formal meeting.

e For principal’s, talk through the arrangements for lesson observations and explain that the
agreement about which classes will be observed will be discussed at the beginning of the
review. Explain the opportunity for the principal to complete at least one lesson observation
with the lead reviewer.

e Talk through any other documentation you may request to see and, for schools, arrangements
to see lesson plans and work samples.

e Ensure that the principal/superintendent understands the need for ongoing dialogue and is
ready to be available to the team during the course of the assessment.

e Talk through the exit interview arrangements.

¢ Leave the superintendent/principal with a clear view of the professional relationship they
will experience with the team and the expectation of an assessment process that will be
valuable to the district/school.

*School/District Provide: Private meeting space for the team, building maps for the team,
organizational chart, staff listing with names/grade/room numbers, SIP Plan, master schedule,
copies of team schedule, other to be determined by Lead Reviewer.
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