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I:  INTRODUCTION
Regular school evaluation visits are an important part of the SUNY Charter Schools Institute’s ongoing oversight of SUNY authorized charter schools.  Formal evaluation visits are conducted by the Institute, or external evaluators contracted by the Institute, multiple times during each school’s initial charter term and at least once during subsequent charter terms.  The cumulative evidence collected during these site visits, along with renewal year visits, becomes part of the record that informs the Institute’s renewal recommendations to the Board of Trustees of the State University of New York, which makes the final renewal decision either directly or through its Charter Schools Committee.    
Given the close tie between school evaluation and the renewal process, SUNY authorized charter schools are examined through the lens of the State University Charter Renewal Benchmarks during all site visits.  These visits provide evidence to the Institute and feedback to the schools regarding the extent to which schools are meeting the Renewal Benchmarks related to the academic program (benchmarks 1B -1F) and organizational capacity (benchmarks 2C – 2D) at the time of the visit.  The complete set of SUNY Charter Renewal Benchmarks, including performance indicators for each benchmark and the Practices, Policies and Procedures for the Renewal of Charter Schools Authorized by the State University Board of Trustees, are available on the Institute’s website at: http://newyorkcharters.org/schoolsRenewOverview.htm).      
As a product of school evaluation visits, the Institute generates letters and reports that summarize each visit team’s observations and conclusions regarding the school’s performance vis-à-vis the Renewal Benchmarks. Reports will focus on particular benchmarks in greater detail in order to focus schools on the areas of greatest priority. These reports represent an important mechanism for keeping school boards, staff, parents and community members informed about school performance, and the Institute encourages schools to broadly share the observations and conclusions generated by school evaluation visits.  In keeping with the philosophy of autonomy in exchange for accountability, the Institute does not make direct recommendations or prescribe which changes a school should make in response to evaluation results.  Rather, the Institute encourages schools to use the feedback from the visits and the observations noted in the resulting visit reports to inform and refine their own planning and school improvement efforts.  In addition, the body of evidence documented in these visit letters and reports, including actions a school has taken in response to Institute feedback, is used along with other data to inform the Institute’s Renewal Recommendation Reports for the SUNY Trustees.
The Institute understands the many burdens on a school’s schedule and appreciates the cooperation of school leaders and staff throughout the evaluation process.  This guidance is designed to provide practical information about school evaluation visits so stakeholders know what to expect and how to prepare.  Familiarizing yourself with the following procedures and protocols will help to ensure that each visit runs smoothly and ultimately generates an evaluation that provides you with useful feedback.  At the end of this document, you will find a checklist (Attachment A) to assist you in preparing for and participating in the school evaluation visit.
II:  PREPARING FOR THE VISIT
Scheduling Visit Dates
School evaluation visits are typically conducted between October and May.  Prior to a visit, the Institute contacts schools with planned visit dates.  Factors considered in selecting these dates include holidays, testing and professional development schedules of the schools, districts and state as well as the availability of evaluators suited to each individual school’s characteristics.  While the Institute attempts to accommodate schools’ schedules, planned visit days are generally not changed unless a serious conflict exists, namely if a large number of students will not be in attendance or participating in typical instruction.  Once a school leader knows the day(s) of the Institute’s site visit, he/she should share that information with staff and board members and begin preparations for the visit.
The Institute recognizes that instruction may be affected by the time of year and takes that into consideration in drawing conclusions from evidence collected during a visit.  The Institute asks that schools refrain from varying the school’s regular daily routine in anticipation of the visit.  
Point of Contact
The Institute’s Director of School Evaluation, is the initial point of contact for issues related to school evaluation visits and is responsible for establishing the school visit calendar and assigning evaluation teams to individual schools.  As the visit date approaches, a visit team leader will be assigned to your school and will work with you to develop a schedule for the day(s) of the visit.  The schedule will include classroom observations, interviews, and time for document review.  The team leader will be a member of the Institute’s staff.  In the weeks leading up to the visit, the school’s primary contact will be the team leader, though schools should always feel free to contact the Director of School Evaluation with questions or concerns that the Team Leader is unable to address. 
Submission of Documents Prior to Visits
Required Pre-Visit Documents:  Each school that is scheduled for an evaluation visit is asked to submit all of the following documents to the Institute by a designated date, usually on the 1st of the month prior to the visit, (for example, October 1st for any November visits) to assist in the Institute’s planning and preparation.  Please be sure that these documents provide consistent information from one document to the next, such as teacher room numbers and class names, in order to allow for schedule making.  To extent possible, please feel free to submit existing documents.  Again, we recognize that this process takes valuable time, but complete and timely receipt of these documents is essential to ensuring that the visit runs efficiently.   
· Staff Directory: Provide a complete staff directory that includes each person’s room/office number; for teachers, grades and subjects taught should be included as well.  The directory should also list non-instructional staff, including persons in the school who may not be employees, such as special education contractors or cafeteria and security personnel utilized by the school.   
· Teacher Roster and Certification:  Fill out the Institute required Teacher Roster & Certification template, detailing each current teacher’s certification, teaching area and experience, be completed and submitted.  For your convenience, you can find a template in the Attachments section of this document; however, please feel free to provide existing documents should they exist.  The template is also available online at http://newyorkcharters.org/schoolsPubsReports.htm.
· Organizational Chart:  Provide a chart that reflects all staff members and illustrates the school’s reporting structure.  It need not include individual staff members by name, but should reflect all positions in the school and relationships with any management company or charter management organization.
· Teacher Schedules:  Provide schedules that clearly indicate where each teacher will be and what subject and grade he or she will teach throughout the day, as well as non-instructional time, e.g., prep or planning periods, team meetings, lunch, etc.  Again, in order to facilitate scheduling, please be sure to clarify class names and locations.  If a teacher’s schedule contains class names for internal purposes such as “Harvard” or “801B,” please provide an explanatory key. This information is used to schedule teacher interviews with every effort being made to avoid conflicts with classroom instruction, though situations may arise when the visit team may ask that coverage be provided for a teacher in order to accommodate an interview.    
· Self-Assessment:  Fill out and provide the Institute developed Self-Assessment Template that asks school leaders to briefly reflect on the school’s strengths and weaknesses vis-à-vis the SUNY Charter Renewal Benchmarks.   It is important that the school provide a thoughtful and honest appraisal of its performance in the benchmark areas, which will help the visit team to understand the school’s unique context.  The self-assessment will be discussed as part of the conversation with school leaders, staff and the board during the visit. The template can be found at the end of this document in the Attachments section as well as on online at http://newyorkcharters.org/schoolsPubsReports.htm.
· Curriculum Overview:  Fill out the Institute required template providing general information on the school’s curriculum, including programs used and the development process.  The template can be found at the end of this document in the Attachments section as well as online at http://newyorkcharters.org/schoolsPubsReports.htm.
· Curriculum Documents: Provide samples of the pacing calendar, scope and sequence, unit plans, and curriculum maps.  We request samples only; please send us the documents used at your campus if the above are not.  
· Assessment Calendar: Provide a calendar of assessments that includes all diagnostic, formative, and summative assessments administered during the year.    
· Student Report Card: Provide a student report card to demonstrate how results are communicated to students.  A blank copy may be provided.
· Teacher Evaluation Forms:  Provide documents used to evaluate teachers, perform teacher observations or provide observation feedback can be provided.  Blank copies may be provided.
Logistics
The visit team will seek your cooperation with the following:

· Coordination:  The school should designate someone, typically a school leader, to serve as a liaison for the visit team.  That person should be available throughout the visit to troubleshoot issues with the schedule, help team members locate documents or other evidence and ensure that the evaluation team has the chance to gather as much information as possible about the school’s program and accomplishments.  
· Meeting Space:  The evaluation team will require a private meeting space (e.g., a small conference room, vacant classroom or lounge) for the duration of the evaluation visit.  
The Institute understands that space is often limited in charter schools and recognizes that taking over a space for an entire day may cause disruption to some staff.  That said, a private meeting space is essential to the successful conduct of the evaluation visit.  This space will be used for team discussions, document review and interviews with members of the school community if necessary.  Requested documents for review by the visit team should be placed in this room and clearly labeled.  
Note, too, that many of the evaluation team members utilize laptop computers during the visit. Please ensure that adequate power outlets are available in the team’s meeting room, which may require providing a power strip and/or extension cords.  
· Meals:  Schools are asked to provide the team with the names of, or preferably lunch menus from, nearby restaurants that deliver.  The team may ask school staff to accept delivery of meals; cash will be provided by the team to cover all costs.  Please note that team members are required to pay for their own lunch and that the school should not provide food or beverages for the team members during the school evaluation visit.
III:  DURING THE VISIT
As noted above, team members will observe classrooms, interview teachers and staff, interview school board members and review documents during the visit.  The evidence collected from these sources is then analyzed to generate conclusions about the school’s progress towards meeting select renewal benchmarks related to the school’s academic program and organizational capacity.  
Conclusions are typically shared with school leaders at the end of the visit, but they are subject to change once more intensive analysis is conducted after the visit.  The three primary components of the evaluation are as follows:   
Document Review

Visit team members also examine a broad range of documents during the visit (the full list is below.)  Often, team members who arrive prior to the actual visit will use this time for document review as a means of gaining familiarity with the school.  As staff of the school’s authorizer, the Institute is permitted to inspect student records, including student performance data, Individualized Education Programs (IEPs) and discipline records during an evaluation visit in accordance with the Family Educational Rights and Privacy Act (FERPA).  All external members of the evaluation team have signed and are bound by confidentiality agreements.  
Required Day-of-Visit Documents: In addition to using the required pre-visit documents to prepare for the visit, a number of other documents will be reviewed as part of the evaluation.  It is the Institute’s hope that schools will already have most, if not all, of these documents for their own use, as our purpose is to understand how the school operates.  Few, if any, documents should be created solely for our visit.  Copies of all requested documents should be made available for review on the day(s) of the visit.  Based on previous experience, it is helpful to all parties concerned if these materials are organized and clearly identified, e.g., in labeled binders or folders.  If a school maintains documents electronically that would be unwieldy to print out, e.g., lesson plans maintained on a shared server, access to those documents should be arranged as well.  Please note that during the visit day, the evaluation team may request additional documents in order to pursue a particular line of inquiry.  A list of the specific documents to be provided can be found below, as well as on the checklist provided in the Attachments section.
· Map of School: Provide a basic floor plan that evaluators can use to locate classrooms and offices.  This does not need to be a formal blueprint.
· Core Curriculum Documents: Present documents that demonstrate a comprehensive curriculum aligned to state standards, such as curriculum frameworks or maps, scope and sequences, pacing guides, unit plans and lesson plans.  These documents should include the documents that teachers use in their planning.  If the school uses commercial curriculum materials, e.g., textbooks or prepared labs, provide examples showing their alignment to the school’s curriculum and to state standards.  
· Lesson Plans:  Provide copies of lesson plans from all teachers who will be instructing on the day(s) of the visit.  You do not need to create new lesson plans specifically for the evaluation visit; if your lesson plans are part of larger documents, such as weekly calendars or unit plans, providing the larger documents will be fine.  Please make sure to clarify when and where teachers will be teaching their lessons.
· Assessment Documents: Provide examples of the school’s key assessments, such as interim assessments or unit tests.  In addition, documents, tools and results should be provided that demonstrate the school’s systems for collecting and analyzing data and indicate how the school leader and staff use assessment results.  These documents might include sample data binders, rubrics, item analysis, action plans or report cards.
· Student Work:  Provide for each grade offered at the school, an example of graded student work in English language arts and mathematics—illustrating the skills and knowledge of all students in one representative class.  For each set of student work, an assignment description and the procedures used by the teacher to evaluate it, e.g., answer sheet or rubric, should also be provided. 
· Professional Development:  Provide evidence of your professional development program for the current year to supplement the calendar submitted previously.  Additional evidence might include a schedule of staff or team meetings; sample agendas, minutes or evaluations from professional development activities; needs assessments; or teacher growth plans.
· Evaluations:  Provide all evaluations of teachers, administrators, school leaders, the board (and management company or partner organization if relevant) for review on the day of visit.  Protocols and procedures illuminating the school’s approach to evaluating adult performance should also be provided.  Since summative evaluations for the current year may not have been completed by the time of the visit, evaluations from the previous year may be provided instead.  The Institute understands the confidential nature of these documents, and arrangements can be made to view them elsewhere if the team meeting room is not adequately private.  Documents should be made available from each of the following groups of staff:
· Teachers:  This can include formal evaluation documents, such as observation checklists/narratives, teacher self-assessments, or summative evaluation documents, as well as informal evaluation data and/or feedback, such as instructional leaders’ notes, mini-observation forms or checklists or e-mail notes to teachers about their performance.  
· Administrators: Evaluations of non-teaching staff are generally conducted by their supervisors or school leaders.  Provide all administrator evaluations and the criteria used, e.g., annual goals, job descriptions, bonus requirements.
· School Leaders:  Provide the board’s evaluation of school leaders who report directly to it and the criteria used to asses leadership performance.  This might also include the board’s assessment of school leaders’ eligibility for a bonus or merit pay.
· Board of Trustees:  Any evaluation of the board’s performance and efficacy, e.g., self-evaluation or external evaluation by a consultant.
· Management Company/Organization:  If a school has a management company/organization, any evaluation of the company by the school leaders and/or the board should be provided.  Please include the criteria by which the company or organization is judged.
· Partner Organizations:  If the school has partnered with an organization that provides substantial services, e.g., after-school program, physical education opportunities, provide any evaluation of those organizations.
Know also that it is not the intention of the Institute to create more work for the school in preparing for the evaluation visit.  To the extent possible, please provide existing documents.  Hopefully, the school will rarely need to create new materials.  If you have any questions about the documents requested for the visit, please contact the evaluation team leader or the Institute’s Director of School Evaluation well before the visit date.
Classroom Observations
In order to maximize information gathering and ensure an in-depth understanding of the school’s program, members of the visit team often begin visiting classrooms at the start of the visit.  While they are unlikely to visit all classes, evaluation team members do attempt to observe a representative sample of classrooms, particularly those in the core areas of instruction.  Note that while evaluation team members observe classrooms as indicated on the visit schedule, they may also observe additional classrooms during the day as time allows or to pursue a particular line of inquiry.  
During their time in the classroom, evaluation team members observe instruction and inspect curriculum resources and student work.  Evaluators do not interrupt instruction, but may briefly talk to students or teachers at opportune moments.  
Teachers should have lesson plans, grade books and related documents, as well as artifacts of student work available for inspection.  Also, though you may wish to inform your teachers and students that visitors may be entering and leaving their classes throughout the day, please reassure them that they are not obligated to greet or respond to visitors in any way.  Teachers should refrain from deviating from their typical routine or pedagogical style in an effort to impress the visitors.  Doing so often has undesirable consequences, as the children are neither accustomed to nor prepared for the change.  Furthermore, this practice prevents the evaluation team from accurately assessing the effectiveness of typical and daily instructional practices.  
Interviews  
The school evaluation team will conduct interviews with a number of school stakeholders on the day of the visit.  Interviews typically take 45-60 minutes and may not require all of the time set in the visit schedule.
· Teacher Interviews:  These interviews primarily involve teachers from observed classes, though other teachers may also be scheduled for interviews.  As noted above, every attempt will be made to schedule interviews with teachers when they are not instructing students; however, the Institute may request coverage for a class so that a particular teacher can participate in an interview.  
It is imperative that you provide accurate teacher schedules for the day of the visit in order to avoid, to the extent possible, any conflicts with classroom instruction.  Please let all personnel know that they will be interviewed according to the visit schedule.  It is preferable to conduct the interviews in the teachers’ own classrooms so that they can readily refer to their curriculum and other materials; however, when that is not possible, another private space such as an unused classroom or office should be identified for interviews.  In such cases, teachers may wish to bring documents with them such as curriculum guides, grade books, assessment calendars, etc.  The Institute’s academic benchmarks (in particular Renewal Benchmarks 1B-F) provide a framework for the types of questions teachers should expect to answer during the interviews.  Please ensure that teachers understand that the purpose of the school visit is to evaluate the overall school program, not individual teachers, and that staff names are not included in evaluation reports.  In addition, evaluators do not provide feedback to individual teachers regarding their observed performance in the classroom.
· Administrator Interviews:  The school’s primary leaders for instruction and operations are interviewed, generally at the beginning of the visit.  Evaluators will likely follow up with school leaders later in the visit as questions are raised by team members.  In addition, other key staff members such as the school’s special education coordinator, academic intervention coordinators or curriculum specialists may be scheduled for interviews.  If any staff members have scheduled responsibilities that would conflict with an interview, e.g., lunch duty, tutoring or resource room, their schedules should be provided to the team leader prior to the visit.  
· Management Company/Organization Interviews:  In schools that have a management company or organization that provides direct academic or operational services, the Institute may request to interview the primary providers of support.  The team leader will notify you in advance of the visit if such arrangements need to be made. 
· School Board Interview:  During the visit, or sometimes on an alternate date, an interview of the board of trustees provides evidence of effective school oversight.  The board interview requires approximately one hour of dedicated time.  As oversight is one of the major responsibilities of the board, the Institute anticipates that all board members will attend this interview unless there are extreme factors dictating otherwise.  The board interview primarily focuses on governance issues described in Renewal Benchmarks 2C-2D.  While school leaders are often ex-officio members of their school’s board, they may be asked not to participate in part or all of the board interview.  School leaders will be given other opportunities to provide information to the evaluation team.
Debrief with School Leaders 
At the end of the visit, the evaluation team meets privately and generates preliminary conclusions based on the information collected during the visit.  Afterwards, members of the team will make themselves available to share their preliminary conclusions with school leaders.  Note that these conclusions are tentative and may change once a more detailed analysis of the evidence is conducted after the visit.  The team shares general impressions, but does not go into specific detail at that time, as more substantial analysis is required.  Participation by school stakeholders is left to the discretion of the school leader; typically primary school leaders attend and sometimes board members as well. 
IV:  AFTER THE VISIT
Reports

After the school evaluation visit, the Institute analyzes the collected evidence, revises conclusions if necessary, and drafts a report or letter outlining the school’s progress towards meeting key Charter Renewal Benchmarks as evidenced at the time of the visit.  Using a subset of the Institute’s Renewal Benchmarks as a guide, the report or letter will focus substantively on the school’s progress in providing students with the academic and organizational program promised in its charter and Accountability Plan.  The purpose of the visit is to evaluate the overall school program, not individual teachers or other staff members; thus, as noted above, the Institute does not use names in its reports.  However, reports may refer to specific positions when warranted, such as discussion of instructional leadership or coordination of the special education program.

The draft report or letter is shared with the school’s board, and the school will have an opportunity to review it and offer factual corrections and/or comments to the Institute.  The Institute will make the factual corrections necessary and take the school’s comments into consideration prior to issuing a final version, which is sent to the school’s board with a copy to the school leader and publicly posted on the Institute’s website.  
Follow-Up

The board, school leaders or other members of the school community are encouraged to contact the Institute if any questions or concerns are raised by an evaluation visit.  The Institute welcomes opportunities to discuss issues identified by its evaluations.  While the Institute does not offer recommendations, our goal is to provide the school with formative feedback for review and consideration in improving the school’s program in anticipation of renewal.

V: ATTACHMENTS

A: School Evaluation Checklist for Leaders of SUNY Authorized Charter Schools
B: Teacher and Certification Roster Template
C: Self-Assessment Document Template

D: Curriculum Overview Template

A: SCHOOL EVALUATION CHECKLIST FOR LEADERS OF SUNY AUTHORIZED CHARTER SCHOOLS
The following checklist is designed to help school leaders adequately prepare for school evaluation visits conducted by the Charter Schools Institute.
AT LEAST FOUR TO SIX WEEKS PRIOR TO THE SCHOOL EVALUATION VISIT (BY INSTITUTE DESIGNATED DATE)
· Share information with the school’s board, staff, students and parents regarding the school evaluation visit.

· Lead the school in preparing the requested materials for the visit as detailed on pages 3-7 of the Institute’s “Charter School Evaluation Guide for School Leaders.”
· Submit the following documents (Outlined on pages 3-5 of the Institute’s “Charter School Evaluation Guide for School Leaders.”) to the Institute by 1st of the month before the visit.
· Staff Directory

· Teacher Roster & Certification (Template Included)

· Organizational Chart

· Teacher Schedules (including subjects, times, locations, and explanatory key if unclear)
· Self-Assessment (Template Included)
· Assessment Calendar and sample assessment documents

· Curriculum Overview (Template Included) and sample curriculum documents

· Once documents are submitted work with Team Leader and School Evaluation Analyst to clarify any uncertainties institute staff have regarding previously submitted Pre-Visit Documents.
The Institute templates noted above can also be viewed and downloaded from the Institute’s website at: http://newyorkcharters.org/schoolsPubsReports.htm.

      Send all of the above documents in electronic format to danielle.keen@suny.edu.
TWO WEEKS BEFORE THE SCHOOL EVALUATION VISIT
· Work with the Visit Team Leader to plan for the school evaluation visit, including the development of a schedule for the visit.  This may take several iterations to complete.

· Make preparations for all logistical components of the visit outline on page 5 above.

ONE WEEK BEFORE THE SCHOOL EVALUATION VISIT
· Speak with the Visit Team Leader by telephone to review and finalize the visit schedule and discuss school materials and documents. 


· Secure a room that is both private and secure where the visit team may meet for discussions and leave materials without interruption during the course of the school evaluation visit. 
THE DAY BEFORE THE SCHOOL EVALUATION VISIT

· Ensure that the requested material is available, organized and clearly labeled in the team’s private meeting space. As noted above, additional detail on each of the items below is provided on pages 6 and 7 above. 
· Core Curriculum Documents(supporting documents, e.g., curriculum maps, scope and sequences)

· Copies of Lesson Plans (for day(s) of the visit)

· Assessment Documents (e.g., sample assessments, data collection and analysis systems)

· Student Work (whole class sets for at least English language arts and mathematics)

· Professional Development (sample program evidence)

· Evaluations (teachers, administrators, school leaders, board, management company/organization, partner organizations)

Please be prepared to provide additional documents based upon the inspection team’s review of materials.  
· Inform teachers that they should have lesson plans, grade books and related documents, as well as artifacts of student work available for inspection.  In addition, inform all teachers that the team may also visit their classes unannounced and request to speak to them.  
· Make teachers aware that, because of the limited amount of time for the visit, the team may not be able to spend time in each class
· Finally, please ensure that teachers understand that the inspection team is not there to evaluate or provide feedback to each individual teacher and that staff names are not included in the school evaluation report. 

· If necessary, inform custodians, security and other relevant personnel about the arrival and/or departure of the evaluation team before or after regular school hours.

DURING THE SCHOOL EVALUATION VISIT
· Provide names of, or preferably menus from, nearby restaurants that deliver.  Please note that members of the inspection team will pay for lunch; the school should not provide food or beverages for team members during the school evaluation visit.


· Make sure that teachers who are to be interviewed and/or observed are aware of the visit schedule, including the time and location of interviews.   

· Ensure that the team’s meeting room remains private and all requested documents are available and clearly labeled.  As needed, provide a power strip and/or extension cords to power laptop computers.

· Make yourself available to the team leader and other members of the team throughout the visit to ensure the inspection team has the chance to gather as much information about the school’s program and accomplishments as possible.  Assist the team in securing data, information and documents as needs develop during the visit.

· Bring concerns and questions to the attention of the Team Leader as they arise.

· Attend an end-of-visit meeting to listen to the team’s preliminary visit conclusions and discuss next steps in the evaluation process.  It is left to the discretion of the school leader to decide which school stakeholders attend this meeting.
AFTER THE VISIT 
· Work with the school’s board to review and provide factual edits and comments on the Institute’s draft of the evaluation report. 


· Share the final school evaluation letter or report with staff, parents and the school community.

· Work with the school’s board of trustees to address concerns raised within the subsequent letter or report to the school. 
	TEACHER CERTIFICATION AND EXPERIENCE

	Directions: Please enter the name of each teacher in the school and provide the requested information in each column.  You may add additional rows if needed.  Then enter the number of non-certified teachers at the bottom.  

	Teacher’s Name
	Teaching Assignment (Grades/Subjects)
	Type of Certification
(e.g., early childhood, subject, special education)
	Certification Status
(e.g., initial, professional, provisional, permanent, transitional B)
	Certification Issue Date
	Certification Expiration Date
	Years Teaching Experience Prior to This School Year
	Years Teaching Experience at This School Prior to This School Year

	 
	 

 
	 
	 
	 
	 
	 
	 

	
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	 
	 

 
	 
	 
	 
	 
	 
	 

	Number of Uncertified Teachers:
	 


SCHOOL SELF-ASSESSMENT TEMPLATE
Instructions:  In order to reduce the burden on you and to enable us to focus on the most critical activity, you are asked here to rate your school’s progress on each benchmark and then provide one strength and one area for improvement under that benchmark.  Please answer honestly, as the Institute values reflective thinking and will be looking to corroborate your answers on our upcoming visit.  Please keep your responses brief and only highlight key programmatic elements.  Additionally, if there are areas you would like the visit team to pay particular attention to please note this as well.  Please rate yourself on a 1-3 scale (detailed below) in the box next to each appropriate benchmark statement.   In the left-hand column briefly describe your school’s major areas of strength and areas for improvement vis-à-vis select Renewal Benchmarks.  In the right-hand column provide evidence that demonstrates those areas of strength and areas for improvement.  You may use bullet lists or narrative paragraphs.  It may be helpful to review the Institute’s renewal benchmarks and performance indicators; they are available on the Institute website at: http://newyorkcharters.org/documents/renewalBenchmarks.doc 
	PLEASE RATE YOUR PROGRESS FOR EACH BENCHMARK ON A 1-3 SCALE, WHERE:

	1=Underdeveloped; this signifies a benchmark area where your school has not yet implemented many of the proposed systems and is still working to be effective.

	2=Developing; this signifies a benchmark area where some systems are implemented but your school is still working to refine these systems to better serve your needs.

	3=Developed; this signifies a benchmark area where systems have been implemented and refined and are working well to suit the needs of all stakeholders.


	School:   FORMTEXT 

	Purpose: 


	1.A. MEETING ACCOUNTABILITY PLAN GOALS: Over the Accountability Period, the school has met or come close to meeting its academic Accountability Plan goals.  

	Areas of Strength
	Evidence

	
	

	Areas for Improvement
	Evidence

	 
	 

	
	


	1.B. USE OF ASSESSMENT DATA:   The school has an assessment system that improves instructional effectiveness and student learning.   

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	

	
	

	1.C. CURRICULUM: The school has a comprehensive and organized curriculum framework.



	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	

	1.D. PEDAGOGY:  Quality instruction is evident throughout the school.

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	


	1.E. INSTRUCTIONAL LEADERSHIP: The school has strong instructional leadership. 

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	

	1.F. AT-RISK STUDENTS: The helps all at-risk students meet state performance standards.

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	

	1.G. STUDENT ORDER & DISCIPLINE: The school promotes a culture of learning and scholarship.

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	


	1.H. PROFESSIONAL DEVELOPMENT: The school’s professional development program assists teachers in meeting student academic needs and school goals by addressing identified shortcomings in teachers’ pedagogical skills and content knowledge.

	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	

	2.C. ORGANIZATIONAL CAPACITY: The school organization effectively supports the delivery of the educational program. 



	Areas of Strength
	Evidence

	 
	 

	Areas for Improvement
	Evidence

	 
	 

	
	


CURRICULUM OVERVIEW: Please provide information about the curriculum documents used in your school in the core subject areas.  Terms that the Institute uses are provided below, but please provide the name most commonly used in your school, based on the provided definition, so that we may share a common language on the visit.  Please note that the Institute appreciates that each school has its own unique approach to curriculum and knows that schools may not use all of the documents presented in this template; therefore it is only necessary to address areas that are relevant to your school design.  Please be as specific as possible and provide additional details that we may need to understand the examples of curriculum.
	ENGLISH LANGUAGE ARTS

	Curriculum

From  the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this? 

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	MATH

	Curriculum

From  the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this? 

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	SCIENCE

	Curriculum

From the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	SOCIAL STUDIES

	Curriculum

From the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	ENGLISH LANGUAGE LEARNERS (ELL)

	Curriculum

From the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	INTERVENTION

	Curriculum

From the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:


	OTHER

	Curriculum

From the Institute’s perspective, the curriculum framework is the connection between New York State’s curricular requirements, and the basic tenants of a school’s academic program.  
	Who creates this? Is it commercial?  If created internally, what is the process for creation?



	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:

	Pacing Calendar

The Institute defines a pacing calendar as a year- long calendar that outlines the major topics (i.e., units) that are to be covered.)
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?

	
	How is this used?  Are users free to modify it?  Does someone oversee this process?

	
	Who updates? When/how often?

	
	Notes/Other:

	Scope and Sequence

 The institute defines scope and sequences as documents that provide teachers with a sense of the breadth and depth with which to address topics and performance indicators that make up the school’s academic program; they often include objectives, assessments, and suggested resources and serve as the link between the framework and what’s used by teachers to plan units and lessons.
	Who creates this? Is it commercial?  If created internally, what is the process for creation?

	
	Who uses this?  

	
	How is the curriculum used?  Are users able to modify  it?  Does someone oversee this process?

	
	Who updates?  When/how often?



	
	Notes/Other:
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