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Section 1: Introduction 
In order to provide support to districts and schools that fall into the in need of 
improvement category, it is critical for states to distinguish among those that are 
engaged in long-term improvement efforts and those that have not begun such a 
process (Elmore, 2003). States must determine the different needs of low-performing 
schools. They also need to include detailed information on the quality of teaching, 
learning, and leadership in identified schools. Furthermore, the National Governors’ 
Center for Best Practices suggests that the State Educational Agency (SEA) might 
maximize the usefulness of this information by developing or adopting fine-tuned 
assessment tools that can provide specific data about classroom instruction. 
Additionally, the use of the information should inform educational practice. 
 
Fullan (2005) advises higher-level educators (e.g., at the SEA level) to partner 
strategically with district and school leaders, outside technical assistance providers, 
researchers, and others who can assist states in creating an aligned, coherent, and 
coordinated education system focused on common goals around improving student 
learning and achievement.  
 
At the request of the Office of the State Superintendent of Education (OSSE) in the 
District of Columbia, the Center on Innovation & Improvement and the Mid-Atlantic 
Comprehensive Center engaged in a process of developing a planning process/protocol 
for conducting annual school reviews. This process uses research-based standards and 
indicators to assess local educational agencies (LEAs) in the areas of academic and 
organizational performance as outlined in the No Child Left Behind Act of 2001 (NCLB) 
and has been named Patterns of Practice School Review .  Idaho State Department of 
Education has taken the foundational work and research of the Patterns of Practice 
School Review and developed a model specific to Idaho’s districts and schools needs.  
This model is called Instructional Core Focus Visit.  
 
The Instructional Core Focus Visit is based on 49 indicators found in Handbook on 
Restructuring and Substantial School Improvement (2007) published by the Center on 
Innovation & Improvement, one of the U.S. Department of Education’s five national 
content centers in the Comprehensive Centers Program, and endorsed by the United 
States Department of Education, to provide action-oriented principles for improving 
schools drawing on the existing research base.   The Idaho adopted version has been 
modified to only include the School Improvement Success Rapid Indicators and District 
Improvement Success Indicators.   Modifications have been made through this 
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document to reflect and update changes based on selected Idaho Rapid Indicators, as 
reflected in the WISE (Ways to Improve School Effectiveness) Tool.  These are 
research/evidence-based indicators associated with substantial school improvement. A 
set of nine standards was adopted to scaffold the indicators.  Modifications have been 
made to these nine standards for the Idaho version.  Indicators have been linked to the 
9 Characteristics of High Performing Schools and realigned to reflect these 
characteristics. 
 
The purpose of the Instructional Core Focus Visit process is to meet the rigorous 
demands set forth in NCLB. The clearly stated purpose of NCLB is to ensure that all 
public school students are proficient in reading/language arts, mathematics, and 
science by 2014. Guidance for meeting NCLB requirements defines the structures that 
are to be in place to meet this goal. An example is the requirement that states must 
establish processes to identify schools/districts where students are not meeting the 
standards as well as a statewide system of support to strengthen the performance of 
schools and ensure that every child receives a quality education. The Instructional Core 
Focus Visit process can provide information to SEA's, LEA's, as well as schools 
themselves, to more effectively design professional development and technical 
assistance focused around improving student learning and achievement. More 
specifically, it is hoped that the results of Instructional Core Focus Visits will: 1) assist 
LEAs in addressing deficiencies and strengthening core academic subjects that may 
have caused the identified problems, and support the design of school improvement 
plans that promote high-quality professional development and 2) address the academic 
needs of the school. 
 
The Focus Visit process looks for evidence of the presence of indicators associated with 
substantial school improvement and to the degree these indicators are observed and 
documented. It includes collecting detailed information on the quality of instruction, 
assessment, curriculum, planning, and parent involvement. Data collection activities 
include classroom observation, perceptional surveys and interviews with staff, and the 
review of documents related to the educational program at all instructional levels. The 
process was designed to be conducted by an outside team with expertise in the area of 
educational administration and pedagogy. 
 
Sections 2-5 lay out the process for conducting a Instructional Core Focus Visit 
organized within four phases: Planning, Preparing, Conducting, Reporting and Follow-
up. Section 6 contains a set of Frequently Asked Questions regarding the Instructional 
Core Focus Visit process. 
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Appendix 1-A: Conversion of Nine Characteristics of High Performing 
Schools to the Nine Standards of the POP manual 
 

# Characteristics of High Performing Schools # POP Standard 

1 Clear & Shared Focus   

2 High Standards & Expectations for All Students 1
3
4
5

Curriculum 
Instruction 
Comp & Effective Planning 
School Culture 

3 Effective School Leadership 5
7

School Culture 
Leadership 

4 High Levels of Collaboration & Communication 4
5
8

Comp & Effective Planning 
School Culture 
Org. Structure & Resources 

5 Curriculum, Instruction & Assessment Aligned 
w/State Standards 

1
2
3

Curriculum 
Assessment & Evaluation 
Instruction 

6 Frequent Monitoring of Learning & Teaching 2
3

Assessment & Evaluation 
Instruction 

7 Focused Professional Development 6 Professional Development 

8 Supportive Learning Environment   

9 High Levels of Family & Community 
Involvement 

5
7
9

School Culture 
Leadership 
Parent & Community 
Involvement 
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Appendix 1-B: District and School WISE Indicator Framework 
The indicators for this framework were adapted in part from the New Jersey 
Collaborative Assessment & Planning for Achievement document and the Handbook on 
Restructuring and Substantial School Improvement from the Center on Innovation & 
Improvement, and has been modified based on the Idaho Rapid School Improvement 
Indicators and Idaho District Improvement Success Indicators as reflected in the WISE 
Tool.  

Clear and Shared Focus: 

Characteristic 1 District Improvement Indicators 

Clear and 
Shared Focus  

District Context and Support for School Improvement 

IA08:  The school board and superintendent present a unified vision 
for school improvement. 

District and the Change Process 

IB08:  The district ensures that school improvement and 
restructuring plans include a clear vision of what the school will look 
like when restructured or substantially improved. 

 

High Standards and Expectations for All Students: 
Characteristic 2 District Improvement Indicators 

High Standards 
and 
Expectations 
for All Students  

District Context and Support for School Improvement 

IA07: The district sets district, school, and student subgroup 
achievement targets. 

IA09: The superintendent and other central office staff are 
accountable for school improvement and student learning outcomes. 

District and the Change Process 

IB06:  For each restructuring school, the district ensures that the 
restructuring plan includes both changes in governance and a 
detailed plan for school improvement. 

IB07: The district ensures that school improvement and restructuring 
plans include research‐based, field proven programs, practices, and 
models. 
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Characteristic 2 Rapid School Improvement Indicators 

High Standards 
and Expectations 
for All Students 

 

Classroom Instruction - Preparation 

IIIA01:  All teachers are guided by a document that aligns standards, 
curriculum, instruction, and assessment. 

IIIA02:  All teachers develop weekly lesson plans based on aligned 
units of instruction. 

IIIA05:  All teachers maintain a record of each student’s mastery of 
specific learning objectives. 

IIIA06:  All teachers test frequently using a variety of evaluation 
methods and maintain a record of the results. 

Classroom Instruction – Teacher Directed - Introduction 

IIIA09:  All teachers clearly state the lesson’s topic, theme, and 
objectives. 

IIIA11:  All teachers use modeling, demonstration, and graphics. 

Classroom Instruction – Teacher Directed - Presentation 

IIIA13: All teachers explain directly and thoroughly. 

IIIA16: All teachers use prompting/cueing. 

Classroom Instruction – Teacher –Student Interaction 

IIIA26: Teachers encourage students to check their own 
comprehension.

Classroom Instruction – Student-Directed  
(Small Group, Independent Work) 

IIIA28: All teachers travel to all areas in which students are working. 

IIIA31:  All teachers interact instructionally with students (explaining, 
checking, giving feedback).

IIIA32:  All teachers interact managerially with students (reinforcing 
rules, procedures).

Classroom Instruction – Computer-Based Instruction 

IIIA35:  Students are engaged and on task. 

IIIA40:  All teachers assess student mastery in ways other than 
those provided by the computer program.

Classroom Instruction – Homework/Parent Communication 
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Characteristic 2 Rapid School Improvement Indicators 

IIIB06:  All teachers systematically report to parents the student’s 
mastery of specific standards-based objectives. 

Classroom Instruction – Classroom Management 

IIIC01:  When waiting for assistance from the teacher, students are 
occupied with curriculum-related activities provided by the teacher. 

IIIC05:  All teachers use a variety of instructional modes. 

IIIC10:  All teachers reinforce classroom rules and procedures by 
positively teaching them.

IIIC12: All teachers engage all students (e.g., encourage silent 
students to participate). 

 

Effective District/School Leadership: 
Characteristic 3 District Improvement Indicators 

Effective 
District 
Leadership – 
Central Office 
Role 
 

District Context and Support for School Improvement 

IA04: The district provides incentives for staff who work effectively in 
hard‐to‐staff and restructured 
schools. 

IA10: The district regularly reallocates resources to support school, 
staff, and instructional efforts.

IA05: The district contracts with external service providers for key 
services in restructured schools.

IA12: The district intervenes early when a school is not making 
adequate progress. 

IA14: The district recruits, trains, supports, and places personnel to 
competently address the problems of schools in need of 
improvement. 

District and the Change Process 

IB02: The district examines existing school improvement strategies 
being implemented across the district and determines their value, 
expanding, modifying, and culling as evidence suggests. 

IB04: For each restructuring school, the district ensures that the 
restructuring options chosen reflect the particular strengths and 
weaknesses of the restructuring school. 
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Characteristic 3 District Improvement Indicators 

IB05: For each restructuring school, the district ensures that the 
restructuring plan reflects the resources available to ensure its 
success. 

IB09: The district ensures that an empowered change agent 
(typically the principal) is appointed to head each restructuring 
school. 

IB11: The district ensures that school improvement and restructuring 
plans include "quick wins," early successes in improvement. 

 IB12: The district is prepared for setbacks, resistance, and obstacles 
on the path to substantial improvement. 

 District-School Expectations 

IC04: District policies and procedures clarify the scope of site‐based 
decision making granted a school and are summarized in a letter of 
understanding. 

 

Characteristic 3 Rapid School Improvement Indicators 

Effective School 
Leadership – 
Principal’s Role 
 

IE06:  The principal keeps a focus on instructional improvement and 
student learning outcomes. 

IE07:  The principal monitors curriculum and classroom instruction 
regularly. 

IE10:  The principal celebrates individual, team, and school 
successes, especially related to student learning outcomes. 

IE13:   The principal offers frequent opportunities for staff and 
parents to voice constructive critique of the school’s progress and 
suggestions for improvement. 

 

High Levels of Collaboration & Communication: 
Characteristic 4 District Improvement Indicators 

High Levels of 
Collaboration & 
Communication 
 

District Context and Support for School Improvement 

IA01: The district includes municipal and civic leaders in district and 
school improvement planning and maintains regular communication 
with them. 

IA02: The district includes community organizations in district and 
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Characteristic 4 District Improvement Indicators 

school improvement planning and maintains regular communication 
with them. 

IA03: The district includes parent organizations in district & school 
improvement planning & maintains regular communication w/ them. 

District and the Change Process 

IB01: The district operates with district‐level and school‐level 
improvement teams. 

IB10: In restructuring schools, the district ensures that the change 
agent (typically the principal) is skilled in motivating staff and the 
community, communicating clear expectations, and focusing on 
improved student learning. 

 District-School Expectations 

 IC02: The district designates a central office contact person for the 
school, and that person maintains close communication with the 
school and an interest in its progress. 

 IC03: District and school decision makers meet at least twice a 
month to discuss the school’s progress. 

 IC04: District policies and procedures clarify the scope of site‐based 
decision making granted a school and are summarized in a letter of 
understanding. 

 

Characteristic 4 Rapid School Improvement Indicators 

High Levels of 
Collaboration & 
Communication 

ID01:  A team structure is officially incorporated into the school 
improvement plan and school governance policy. 

ID07:  A Leadership Team consisting of the principal, teachers who 
lead the Instructional Teams, and other key professional staff meets 
regularly (twice a month or more for an hour each meeting). 

ID08: The Leadership Team serves as a conduit of communication 
to the faculty and staff. 

ID13: Instructional Teams meet for blocks of time (4 to 6 hour 
blocks, once a month; whole days before and after the school year) 
sufficient to develop and refine units of instruction and review 
student learning data. 
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Curriculum, Instruction and Assessments Aligned with State 
Standards: 
Characteristic 5 District Improvement Indicators 

Curriculum, 
Instruction and 
Assessments 
Aligned with 

State Standards 
 

District-School Expectations 

IC05: The district provides a cohesive district curriculum guide 
aligned with state standards or otherwise places curricular 
expectation on the school. 

 
Characteristic 5 Rapid School Improvement Indicators 

Curriculum, 
Instruction and 
Assessments 
Aligned with 

State Standards 
 

IIA01:  Instructional Teams develop standards-aligned units of 
instruction for each subject and grade level. 

IIA02:  Units of instruction include standards-based objectives and 
criteria for mastery.

IC01:  Units of instruction include specific learning activities aligned 
to objectives. 

IC03:  Materials for standards-aligned learning activities are well-
organized, labeled, and stored for convenient use by teachers. 

 

Frequent Monitoring of Learning and Teaching: 
Characteristic 6 District Improvement Indicators 

Frequent 
Monitoring of 
Learning and 

Teaching 
 

District Context and Support for School Improvement 

IA11: The district ensures that key pieces of user‐friendly data are 
available in a timely fashion at the district, school, and classroom levels. 

IA13: The district works with the school to provide early and intensive 
intervention for students not making progress. 

District-School Expectations 

IC01: The school reports and documents its progress monthly to the 
superintendent, and the superintendent reports the school’s progress to the 
school board. 
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Characteristic 6 Rapid School Improvement Indicators 

Frequent 
Monitoring of 
Learning and 

Teaching 
 

Classroom Assessment 

IIB01: Units of instruction include pre-/post-tests to assess student 
mastery of standards-based objectives. 

IIB04: Teachers individualize instruction based on pre-test results to 
provide support for some students and enhanced learning 
opportunities for others. 

IIB05: Teachers re-teach based on post-test results. 

Periodic Assessment 

IID06: Yearly learning goals are set for the school by the Leadership 
Team, utilizing student learning data. 

IID08: Instructional Teams use student learning data to assess 
strengths and weaknesses of the curriculum and instructional 
strategies. 

IID09: Instructional Teams use student learning data to plan 
instruction. 

IID10: Instructional Teams use student learning data to identify 
students in need of instructional support or enhancement. 

IID11: Instructional Teams review the results of unit pre-/post-tests to 
make decisions about the curriculum and instructional plans and to 
"red flag" students in need of intervention (both students in need of 
tutoring or extra help and students needing enhanced learning 
opportunities because of their early mastery of objectives). 

 

Focused Professional Development: 
Characteristic 7 District Improvement Indicators 

Focused 
Professional 
Development  

District Context and Support for School Improvement 

IA06: The district provides schools with technology, training, and 
support for integrated data collection, reporting, and analysis 
systems. 

District-School Expectations 

IC06: The district provides the technology, training, and supports to 
facilitate the school’s data management needs. 

IC07: Professional development is built into the school schedule by 
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Characteristic 7 District Improvement Indicators 

the district, but the school is allowed discretion in selecting training 
and consultation that fit the requirements of its 
improvement/restructuring plan and its evolving needs. 

 IC08: Staff development is built into the schedule for support staff 
(e.g., aides, clerks, custodians, cooks) as well as classroom 
teachers. 

 
Characteristic 

7 
Rapid School Improvement Indicators 

Focused 
Professional 
Development 

IF01:  The principal compiles reports from classroom observations, 
showing aggregate areas of strength and areas that need 
improvement without revealing the identity of individual teachers. 

IF02:  The Leadership Team reviews the principal’s summary reports 
of classroom observations and takes them into account in planning 
professional development. 

IF03:  Professional development for teachers includes observations 
by the principal related to indicators of effective teaching and 
classroom management. 

IF04:  Professional development for teachers includes observations 
by peers related to indicators of effective teaching and classroom 
management. 

IF05:  Professional development for teachers includes self‐
assessment related to indicators of effective teaching and classroom 
management. 

IF06:  Teachers are required to make individual professional 
development plans based on classroom observations. 

IF08:  Professional development for the whole faculty includes 
assessment of strengths and areas in need of improvement from 
classroom observations of indicators of effective teaching. 

IF10:  The principal plans opportunities for teachers to share their 
strengths with other teachers.
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High Level of Family and Community Involvement: 
(Indicators will be monitored through the Parent Involvement Application) 

Characteristic 9 Rapid School Improvement Indicators 

High Level of 
Family and 
Community 
Involvement 

IE 13: The principal offers frequent opportunities for staff and parents 
to voice constructive critique of the school’s progress and 
suggestions for improvement. 

IIIB01: All teachers maintain a file of communication with parents. 

IIIB06: All teachers systematically report to parents the student’s 
mastery of specific standards-based objectives 

Parent Involvement Application Indicators 

PIA: A majority of the members of the School Community Council 
are parents of currently enrolled students and are not also 
employees of the school.

PIA: Parents receive regular communication (absent jargon) about 
learning standards, their children’s progress, and the parents’ role in 
their children’s school success. 

PIA: Parents receive practical guidance to encourage their children’s 
regular reading habits at home. 

PIA: Parents are given opportunities to meet with teachers to 
discuss both their children’s progress in school and their children’s 
home-based study and reading habits. 
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Section 2:  Planning the Focus Visit  
The SDE initiates the Instructional Core Focus Visit activity in a planning phase that 
consists of two (2) parts: (1) selection of the school districts that are to participate in the 
Instructional Core Focus Visit process, and (2) scheduling the Instructional Core Focus 
Visits. The SDE undertakes these two activities in cooperation with the LEAs involved. 
The SDE prefers to precede these activities whenever possible by holding briefings for 
leadership in the LEAs regarding the Instructional Core Focus Visit process to promote 
understanding and cooperation.  

 
Selection Process for Participating Districts:  
 
To identify LEAs that are most in need of support from the State, the Idaho State 
Department of Education (ISDE) applies multiple layers of data analysis to evaluate 
districts and sort them according to a comprehensive view of their needs.  This analysis 
consists of four components: the definition of the academic risk factors and local 
resources, an analysis of achievement data for at-risk populations, the consecutive 
number of years in school improvement status, and district graduation rates. 
 
Population Definition 
The first layer of data analysis involves defining each district’s student population 
according to non-academic factors.  By defining the local population of students, the 
State is able to make comparisons about the academic performance of each district to 
similar districts.  This is done by plotting two factors against each other.  All Title I 
districts in the State are classified into cells that indicate (a) the degree to which their 
students are traditionally considered to be At-Risk and (b) the financial resources made 
up of state and local dollars that are available to spend on the educational needs of their 
students.  The relationship of these two variables forms the Risk Factors & Resources 
Scatterplot.   
 
Academic Risk is defined according to four demographic features.  Students who are 
from families that are economically disadvantaged, students with disabilities, students 
from non-white ethnicity groups, and students with limited English proficiency are 
traditionally considered at risk.  While educational systems can have an impact on all of 
these students, the reason that a child is placed in such a category is external to the 
school or district instructional impact.  Therefore, Idaho defines one aspect of a district’s 
population in relation to this external set of factors.  For each of the four risk categories 
into which any individual student falls, a student receives a point.  Thus, for example, a 
student who falls into none of the above risk factors receives a value of 0; a student who 
is economically disadvantaged and LEP receives a value of 2; a student who is LEP, 
economically disadvantaged, has disabilities, and is a non-white ethnicity1 receives a 

                                                 
1 Non‐white ethnicity is grouped into one category for two reasons.  Idaho is 85% white.  The majority of the 
remaining population is Hispanic.  However, in some school districts, the primary alternate ethnicity is Native 
American.  Because ethnic groups are usually dichotomous in the districts, the criteria uses a dichotomous variable 
or white or non‐white for analysis. 
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include a 10th grade sample due to the possibility of skewing the data in cases where 
some districts have more accurate information on economically disadvantaged high 
school students.  Additionally, 8th grade assessment data correlates quite highly with 
10th grade data in Idaho; therefore, the 10th grade data were not necessary for this 
purpose.  Lastly, the State has sampled from reading and mathematics alone because 
these two assessments are the State’s two primary AYP indicators and are thus a 
common focus for every district and school in Idaho.  While language usage and 
science assessments are extremely important and valued, language usage is replaced 
in upper grades as a 3rd indicator by graduation rate and science is assessed only in 
grades 5, 7, and 10.  Thus, for simplicity and accuracy of sampling, grades 4 and 8 
assessments in reading and mathematics form the basis for the academic achievement 
component of the selection criteria. 
 
Academic Achievement Data  
From the assessment data that are sampled, assessment outcomes are combined into 
one variable.  The Idaho accountability assessments (ISAT) are scored along a vertical 
interval scale.  Because of the nature of the scale, a numeric score of 250 can 
reasonably be compared with that of 212.  While the interpretations of each number will 
vary between content areas and proficiency levels will vary between grade levels, the 
values themselves are intervals that have more or less the same type of meaning.  
Therefore, the scores can be averaged within any given assessment and grade level, 
and the mean score of one district can be compared to the mean score of another 
district.  Therefore, the State has calculated the mean scale score for every student in a 
district who is labeled at-risk (in order to maintain continuity with the Risk Factors & 
Resources Scatterplot) for grades 4 and 8 in reading and mathematics.  The mean 
scale score for each grade level and content area is then added to form an overall point 
value from which comparisons about districts can be made.  The Sum of Means is 
therefore sensitive to detect differences in individual districts at an aggregated level of 
overall achievement based on the sample. 
 
(G4At-Risk MeanReading) + (G4At-Risk MeanMath) + (G8At-Risk MeanReading) + (G8At-Risk MeanMath) = Sum 

of Means 

 
 
Once the Sum of Means for at-risk students is determined for each district, the values 
are analyzed for variance and then ranked using a categorical variable: high (4), above 

District Name 

Reading 4 

At-Risk 
Scale 
Mean 

Reading 8 

At-Risk 
Scale 
Mean 

Math 4  

At-Risk 
Scale 
Mean 

Math 8  

At-Risk 
Scale 
Mean 

Sum of Scale 
Score Means 

Sample District 01 202 221 209 228  860 

Sample District 02 202 229 203 239  873 

Sample District 03 208 221 216 232  877 



21 
 

average (3), below average (2), and low (1) achievement.  This categorical variable is 
utilized when comparing achievement with other indicators in the criteria.  
 
School Improvement Status 
Because persistent low performance is of great concern, each district is evaluated on 
the basis of how many years it has been in School Improvement status for AYP.  
Because the achievement data used rely on reading and mathematics, the School 
Improvement status is also based solely on reading and mathematics at the district, 
aggregate level.  Each year of improvement, therefore, is counted such that year 6 is 
equal to 6, year 3 is equal to 3, and so forth.  The only special consideration is that of 
districts who are not in improvement or who are in alert.  In these cases, “Met Goal” 
counts as 0, while Alert counts as 0.5.  In order to describe the magnitude of the 
district’s status, each year of improvement for the two content areas is added together. 
 

(Improvement YearReading) + (Improvement YearMath) = Sum of Years in Improvement 
 
It is hypothesized, for example, that a district in Year 5 for reading and Year 2 for math 
(sum = 7) is in greater need than a district in Year 3 for reading and 2 for math (sum = 
5).  Similar to the process for achievement data, the values thus created by the 
magnitude of a district’s School Improvement status are analyzed and ranked using a 
categorical variable: low (3), medium (2), and high (1) degrees of magnitude of years in 
improvement status.  This categorical variable is also utilized when comparing other 
indicators in the criteria.  
 
Graduation Rate 
Graduation is a key indicator in the performance of a district and its ability to meet the 
needs of all learners.  As such, graduation rates are factored into the selection criteria 
much like the other indicators.  Using the federal definition for graduation (34 CFR 
200.19(b)), each district’s graduation rate is utilized and assigned a categorical variable: 
greater than 97% (3), 90% < 97% (2), and less than 90% (1).  These categories provide 
further weight in the analysis of each district’s performance. 
 
Data Analysis 
Once each of the four indicators is determined for each district, the resulting categorical 
variables are placed into an equation that weights academic achievement while taking 
the other three into significant consideration.   
 
Indicator Categorical Values 
Academic Risks & Resources Layers (ARR) 1, 2, 3 
Academic Achievement (AA) 1, 2, 3, 4 
School Improvement Status (SI) 1, 2, 3 
Graduation Rate (GR) 1, 2, 3 
 
The equation values Academic Risks & Resources Layers, School Improvement Status, 
and Graduation Rate with the same weight.  These three categorical variables are 
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added together.  However, considering that the values associated with Academic 
Achievement portray actual student achievement, it is weighted with more importance.  
The equation is the following. 
 

AA X [(ARR) + (SI) + (GR)] = District Unit of Analysis Value 
 
The District Unit of Analysis Value is used as the last step in the process to rank each 
district according to the outcomes of all the key indicators.  Values have a possible 
range of 3 to 36; the lower the value, the greater the need.   
 
School Level Analysis 
To identify the lowest five percent of schools, Idaho is first identifying the lowest 
performing districts.  Due to the small, rural, and remote nature of many Idaho schools 
and districts3, the Idaho Department of Education has determined that it is more 
effective to identify districts as the unit of analysis and then target schools within the 
district for improving academic achievement.  Often, the small schools’ performance 
does not show up in AYP data sets because they have populations that are less than 
the minimum n-count for accountability.  Therefore, our system of support must 
aggregate the data into a larger unit of analysis in order to identify those who truly are in 
need.  Therefore, the lowest 5% of schools will be identified by serving the lowest 5% of 
districts. 
The SEA determines the number of schools to participate in the Instructional Core 
Focus Visit process based on available resources. The criteria for selecting schools 
include factors such as: (1) type of school (i.e., elementary, middle, high); (2) results on 
state assessments; (3) school status under NCLB accountability provisions; or (4) other 
criteria of interest. Once the list of schools to participate in the Instructional Core Focus 
Visit process is finalized, a review schedule is worked out with the LEAs.  

The review schedule needs to reflect awareness of the academic year calendar, as well 
as specific activities scheduled by individual schools. Reviews should be scheduled 
when regular classes are in session. Therefore, it is important to avoid times when 
special activities (e.g., school holidays, professional development days or parts of days, 
testing, parent conference days, field trips, or assemblies) have been scheduled.  

 

 

 

 

 
 

                                                 
3 More than half of Idaho school districts serve less than 500 students. 
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Scheduling Focus Visits:  
 
Focus Visits are scheduled on (2-3) consecutive days for each school/district. During the 
Focus Visit, teams conduct the following data collection activities: 
 

� Introductory meeting with representation expected from the district/building 
leadership and school board. 

� Exit meeting with representation expected from the district/building leadership 
and school board. 

� Interview with the superintendent. (90 minutes) 

� Interview with each building principal. (90 minutes) 

� Interview with central office administration and personnel. (90 minutes) 

� Focus group with the leadership team at each building. (60 minutes) 

� Focus group with 6-8 members of the instructional staff at each building. (60 
minutes) 

� Focus group with 6-8 members of the classified support staff (e.g., cooks, 
custodians, etc) at each building. (60 minutes) 

� Focus group with 10-20 parents (who are not employed by the LEA) at each 
building representative of the populations. (60 minutes) 

� Focus group with 6-8 students grades 4-12 at each building representative of 
the populations. (60 minutes) 

� Classroom observations of 100% of certified teaching staff. (20 minutes) 

� Interviews with at least 60% of teachers whose classrooms are observed. (15 
minutes) 

� Review a set of documents relevant to the Focus Visit indicators. (on-going) 

� At the option of the SDE, a survey of school staff prior to the on-site visit. (pre-
visit). 

 

 

 

 

 

 



24 
 

Once the SEA has completed the planning tasks, Focus Visit Teams are based on LEA 
size and location and instructed to proceed with the preparation phase.  

(see Section 3). 

ACTIVITY COMPLETION DATE 

SEA determines criteria for LEA selection  July-August 

SEA selects LEAs to have Instructional 
Core Focus Visits  August  

SEA schedules Instructional Core Focus 
Visits August 

SEA contacts LEA regarding the 
Instructional Core Focus Visit August 

SEA provides briefings to LEA 6-8 weeks prior to visit 

SEA forms and assigns Instructional Core 
Focus Visit Teams 6-8 weeks prior to visit 
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Section 3: Preparing for the Focus Visit 
The SDE, the Focus Visit team leader and team, as well as the district and building level 
administration are all involved in preparations leading up to the on-site Focus Visit.  

The SDE makes initial contact with the district superintendent to confirm the 
Instructional Core Focus Visit activity and provide the superintendent with the name and 
contact information of the Instructional Core Focus Visit team leader. At this time, the 
SDE requests that the superintendent send in the information needed for the team 
leader to create the on-site visit schedule (Appendix 3-A). The SDE forwards this 
information to the team leader. The SDE provides the Instructional Core Focus Visit 
team with the supplies and equipment needed to conduct the review, as well as meeting 
space needed prior to and following the on-site visit. 

The responsibility of arranging the Instructional Core Focus Visit falls to the Instructional 
Core Focus Visit team leader. A task checklist is provided in Appendix 3-M. The team 
leader is the point of contact between the team and the superintendent, as well as 
between the team and the SDE. As soon as the team leader receives notification from 
the SDE regarding a specific Instructional Core Focus Visit, he/she contacts the team 
members and arranges for an initial team meeting. The team leader plans the meeting 
agenda and chairs this and all other meetings of the team. The team leader develops a 
preliminary schedule to be confirmed with the principal(s) for the on-site visit activities 
and makes individual team member assignments. A schedule for future meetings, 
including all focus groups, interviews and post-visit follow-up visits should also be set.  

The team leader also makes an initial contact with the district level administration team 
to discuss the upcoming Instructional Core Focus Visit. It is essential to maintain regular 
contact with the superintendent and principal(s) (in person, via Idaho Education Network 
(IEN), via email, or telephone) throughout the preparation phase to ensure that the 
review runs smoothly. The team leader should ensure that the district level 
administration leadership team understands the nature of the Instructional Core Focus 
Visit, and how it takes place, and shares this information with their building level 
leadership teams. The team leader works with the administration leadership team to 
obtain the information needed prior to the on-site visit in order to schedule on-site 
activities (Appendix 3-K contains a list of documents to be provided prior to the on-site 
visit), to arrange for a secure work space in the assigned school for the team, and to 
ensure that documents to be examined during the on-site visit are ready for the team 
upon its arrival at the school. The team leader provides the superintendent with a 
written list of school documents required by the review team, if applicable. Appendix 4-K 
contains a list of documents that may possibly be reviewed during the on-site visit. 
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The principal makes the school staff aware of the CEE perceptual survey and facilitates 
the administration of  it three to four weeks prior to the on-site visit. One week prior to 
the on-site visit, the team leader reports to the principal the number of respondents and 
requests a second notice about participation is sent to school staff. It is important to 
have as high a response rate as possible to ensure the validity of the results. Survey 
responses are anonymous and, if responses are disaggregated, the disaggregation 
does not allow specific individuals to be identified. 

As described in Section 2, the team conducts multiple activities during its 2-3 day visit. 
Therefore, establishing a realistic schedule is critical. A major activity involves 20-
minute classroom observations. Classroom observations concentrate on 
reading/language arts or math lessons, but ensure 100% participation of all certified 
staff members. There must be sampling across grade levels and special programs. 
Observation should include a mixture of the beginnings, middles, and ends of lessons.   

The SDE requests that the principal inform the teachers who are involved in the 
observation/interview process. Teachers will be notified of the times of their 
observations. Teachers will also be notified if they have been selected to participate in 
the interviews.  A minimum of 60% of all certified staff members per building will be 
selected to participate in the interview process.  These teachers are requested to have 
the following materials available for reference at the interview: (1) weekly lesson plan 
(for the week of the visit); (2) related unit plans; (3) related curricular content standards; 
(4) records of student performance; (5) sample of assessments (e.g., formative and 
summative); and (6) written communications to parents. 

The team leader provides team members with a schedule for observation and 
interviews that includes the names of the teachers, the grade level, the subject (for 
secondary schools), the room locations, and the observation and interview times. A map 
of the school is also provided. The observation period should reflect typical classroom 
activity. Sufficient time between observations and interviews should be scheduled to 
allow for reviewing notes, travel between classrooms, and breaks. 

In addition to the schedule for classroom observations and teacher interviews, the team 
leader provides team members and the principal with the schedule for the interviews, 
focus group discussions, and time to review documents. It is expected that all team 
members participate in completing the Document Review Checklist (Appendix 4-L) and 
devote some of their on-site time to this task.  

The team leader schedules times during the on-site visit for the team to meet and 
debrief and discuss areas of concern and points of clarification to maintain a high level 
of reliability and validity in the data collection. The team leader should also meet with 
the principal during the on-site visit to discuss any matters related to conducting the 
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Instructional Core Focus Visit. The district and building level administration teams are 
required to attend a kick-off meeting prior to or at the beginning of Day 1 to review all 
aspects of the focus visits, meet the review team and provide an orientation to the 
school would be very helpful in setting a collegial tone.  Team members also have a 
number of responsibilities during the preparation phase. They are to review background 
information provided by the school, prepare themselves to carry out their assignments 
during the on-site visit, and participate in all team meetings held prior to the on-site visit. 
Once the Instructional Core Focus Visit Team has completed the preparation tasks, it 
proceeds to conduct the Instructional Core Focus Visit (Section 4).  

Refer to the appendices related to this section which include samples of 
correspondence, talking points, checklists, and forms. 

Section 3 Appendices: Preparing for the Instructional Core Focus Visit 
3-A  Preparing for the Review Timeline 

3-B  Sample letter from team leader to district superintendent regarding review 
arrangements (i.e. work space for team, class schedules for purpose of 
scheduling classroom observations, schedule to conduct focus groups, 
information about composition of focus groups) 

3-C  Talking points for team leader’s use in briefing superintendent about 
Instructional Core Focus Visit 

3-D  Sample letter to principal regarding conducting CEE survey 

3-E  Sample message for principal to use requesting staff to complete CEE 
survey 

3-F  Sample message for principal to provide teachers involved in classroom 
observation and individual interviews 

3-G Sample message for principal to use requesting parents to participate in a 
Focus Group 

3-H Sample message for principal to use requesting students and parent 
permission to participate in Focus Group 

3-I  Team Leader Checklist for Arranging Instructional Core Focus Visit 
Schedule 

3-J   Instructional Core Focus Visit Schedule Form 

3-K  List of documents to be requested prior to on-site visit 
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3-L  Agenda for Instructional Core Focus Visit Team Meeting to Prepare for 
Review 

3-M  Team leader Task Checklist  

 
 
Appendix 3-A: Preparing for the Review Timeline 
 

ACTIVITY COMPLETION DATE 

SEA selects Team leader and team 
members 

6-8 weeks before on-site visit 

SEA sends notification letter to school 
(including request for documents to help 
prepare) 

6-8 weeks before on-site visit 

SEA provides requested school documents 
to Team leader 

4 weeks before on-site visit 

Team leader contacts Principal 6 weeks before on-site visit 

Team leader arranges for CEE survey 
access to school staff 

6-8 weeks before on-site visit 

Team leader meets with team 1-2 weeks before on-site visit 

SEA provides review supplies/equipment to 
Team leader 

1 week before on-site visit 
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Appendix 3-B: Sample Letter from Team leader to Superintendent  
Regarding Review Arrangements 
 
Date 
 
 
Superintendent 
District 
Address 
 
 
RE: Instructional Core Focus Visit 
 
Dear Superintendent (Name); 
 
As we discussed last week, your district will receive a Focus Visit (fill in dates) that is 
designed to support the district’s improvement efforts. The team will be comprised of 
approximately (fill in number of staff) members from the Department of Education.   (fill 
in team lead) will be the team lead.    Other possible team members include: 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 (add team members) 
 
I, too, will be attending the Focus Visit.   The creation of Focus Visit support teams for 
districts struggling to meet the needs of all learners is part of our statewide system of 
support.  Data collection activities will guide the process and will include classroom 
observations, teacher interviews, a survey administered to all levels of staff, focus 
groups with identified staff and the review of documents related to instruction.  The 
Department intends to use the information to make recommendations to the district in 
relate to other state sponsored technical assistance that is available, professional 
development that may be needed, and other types of improvement activities.    
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(Insert team lead name) will be in touch prior to the review and will give you samples of 
the observation tool we’ll be using as well access to the survey instruments.    
 
Prior to our arrival we’ll ask you to send us: 

• Map of the schools 
• Master Class Schedules 
• Bell Schedule 
• Lunch Schedule 
• Any special events you might have planned for those days 

 
You can email those documents to (fill in team lead) or you can fax them to her at (208) 
334-2228.    
 
On the first day of the review we’ll need the following documents (if possible) ready for 
the team’s review: 

• Representative course syllabi from middle and high schools  
• Three most recent faculty meeting agendas 
• Collaboration team meeting schedules (three most recent agendas, and any 

minutes) 
• Agendas and minutes from three most recent school board meetings 
• Pacing guides (elementary) 
• Professional Development Plan, Schedule, Sessions 
• Mission and Vision Statement 
• Sample of newsletters sent to parents/community 

 
We will need a dedicated work space for the dates of the review in which the data that 
are collected may be discussed in confidence.   The space should be large enough to 
accommodate all team members and available from 7:30 until 5:00 p.m. And it would 
work best to have the documents listed above ready first thing in the morning; please 
place them in the room prior to our arrival on the first day.   We will be observing each 
teacher in the district for 20 minutes.   If we can not fit classroom observations of all the 
teachers into the schedule we’ll focus on reading, math, science, and English language 
arts.  If there are particular areas of instruction (student engagement, classroom 
management, standards based activities, etc.) that you would like us to focus on please 
let (fill in team lead) know.     
 
We would like to meet with your leadership team the during the kick-off meeting prior to 
the Focus Visit to introduce ourselves and explain each of our roles.   On (fill in dates) 
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afternoon, I’d like to spend about an hour with you to debrief the team’s findings.   After 
that we would like to present recommendations to your leadership team as part of an 
exit interview.  Several districts that have participated in Focus Visits have also found it 
helpful to invite School Board Members to attend the exit interview since it can promote 
further program coherence.    
 
I want to stress that this visit is not for monitoring.  We will be focusing on instruction 
rather than on compliance.  We want to make sure that we match the technical 
assistance we provide with the current needs of your district. 
 
Sincerely, 
 
 
Marybeth Flachbart, Ed.D. 
Deputy Superintendent Student Achievement and School Improvement 
Idaho Department of Education  
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Appendix 3-C: Talking Points for Team Leader’s Use in Briefing 
Superintendent and Principal about Focus Visits 
 

• Self-introduce to principal following initial correspondence 
• Review the request for materials needed to construct the visit schedule 
• Schedule time(s) for principal interview (and other meetings as desired) 
• Review logistical arrangements (space, parking, lunch availability) 
• Emphasize the need to work together to set up and conduct the review 
• Provide principal with contact information 
• Review each element of the review (e.g., online survey, observation/interview, 

focus groups, and document review) and answer all questions  
• Arrange for further conversations leading up to on-site visit 
• Schedule follow-up conversations and visits 

 
The Instructional Core Focus Visit consists of the following data collection activities: 
� On-line CEE survey of school staff – begins one week prior to on-site visit and 

ends just prior to visit. The team leader will review the on-line survey with 
principal and arrange for access to it at least one week before the visit. The 
team leader will provide the principal with material describing the survey and 
how it can be accessed to disseminate to school staff. It is the principal’s 
responsibility to inform staff of the need to complete the survey and inform the 
team leader of any technical problems related to the survey in a timely 
manner. 

� Teacher interview and classroom observations (TICO) – the number of 
observations and interviews conducted during the review will provide a 
representative sample of classrooms at the school. Each team member will 
complete a TICO form for classroom observation, and the observation period 
is to be exactly 20 minutes in length. The interview may be conducted either 
before or after the observation at a time when the teacher is free to meet for 
15 minutes. Teachers should have lesson plans, curriculum content 
standards, records of student performance, sample assessments, sample 
written communications with parents, etc., available for consultant review at 
this time. 

� Principal/Superintendent interview—should be scheduled for a total of 90 
minutes, and can occur in one block or in two 45 minute blocks.  

� Focus groups for instructional staff and leadership team—the principal will 
assist with Focus group activities by ensuring appropriate space for the 
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groups to meet in, that participating school staff arrive promptly, and if a 
group member is unavailable to participate at the time of the focus group, will 
identify a substitute.  

� Review of documents—principal is provided with a list of documents to be 
reviewed on-site in letter from Team leader. Team leader, working with 
principal, ensures that these documents are available for review beginning at 
7:30 on the day of the visit.  
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Appendix 3-D: Sample Letter from Team Leader to Principal Regarding 
CEE Survey 

Date 

Principal 
School  
Address 
Address 
 
Dear Principal (NAME): 
An essential component of the (name of state)’s Focus Visit onsite review is the 
completion of a CEE survey, which is entitled “Instructional Staff Survey.” The purpose 
of this tool is to gather data that will be used to identify resources and strategies to 
enhance and increase the effectiveness of delivering services to students and parents 
in your school.  
While we understand that every staff person in your building plays a vital role in 
educating children, we also recognize that during the Focus Visit site review that we will 
be unable to dialogue with everyone. As a result, the SDE is utilizing a survey, with the 
intent to provide all school staff an opportunity to participate in the site review process. It 
is also important to note that all responses to the survey are anonymous – none will be 
identified or reported individually. All of the data collected will be summarized to provide 
a snapshot of your school. 
In order to ensure that the survey is completed in a timely fashion, the survey will be 
made available to your staff four weeks prior to the review, beginning (DATE) and 
ending (DATE). (TEAM MEMBER) will be the lead on administering this survey and will 
be in contact to find an optimal time to administer the survey to all participating 
stakeholders.  We ask that you make the school staff aware of the survey ahead of the 
beginning date and encourage their full participation.  
I will contact you mid-week to provide you a report on the number of respondents and 
most likely, to request that a second call for participation be made to staff. We’re hoping 
for 100% participation!  
I welcome any questions or concerns that you may have regarding the survey, and 
invite you to contact me at anytime at either (PHONE) or (EMAIL) for further discussion.  
We appreciate your collaboration and cooperation with us as we work together to build 
strong and effective schools for the children of the (name of district). 
Sincerely, 
Team leader
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Appendix 3-E: Sample Letter from Principal to Staff Regarding CEE 
Survey 
 

SCHOOL LETTERHEAD 

Date 
 
To All (SCHOOL NAME) Staff: 
 
The Idaho State Department of Education will be conducting a Focus Visit onsite review 
at our school on (DATE). An essential component of the review is a survey that the site 
review team would like for you to complete. The purpose of this process is to gather 
perceptional data that will be used to identify resources and strategies to enhance and 
increase the effectiveness of delivering services to the students and parents in our 
school. All the responses to the survey are anonymous – no one will be identified or 
reported individually. All of the data collected will be summarized to provide a snapshot 
of our school, and help us to identify areas of need.  
 
In order to ensure that the survey is completed in a timely fashion, the survey will be 
administered to all staff on (DATE) and ending (DATE). I ask that you all take a moment 
and complete the survey before the ending date.  
 
Thank you in advance for your cooperation – let’s go for 100% participation! 
 
Thank you! 
 
 
(Principal’s Name) 
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Appendix 3-F: Sample Letter from Principal to Staff Regarding Classroom 
Observations and Interviews 

SCHOOL LETTERHEAD 

Date 

 

Dear (SCHOOL NAME) Staff 

 

On (DATE), representatives from the Idaho State Department of Education will be 
conducting an onsite school review. Among the many facets of this review, some or all 
of our teachers will be observed and interviewed during the course of the day. I have 
been notified that you will be one of those teachers. 
 
In preparation for the site review, I have provided the site review team with a copy of 
(SCHOOL NAME) master and classroom schedules; which lists the names of all the 
faculty members, when particular subjects will be taught, grade levels and classroom 
locations (numbers), and a list of all staff with room location and job titles. This 
information will permit members of the site review team to create a schedule of visits 
and interviews. Please be advised that teachers will be notified as to the time when this 
observation will take place. 
 
Classroom observations will primarily concentrate on reading/language arts and math 
lessons, but given time, members of the team may elect to visit additional classrooms 
outside of the above stated subject areas. Throughout the day, members of the review 
team will be observing teachers in the classrooms for 20 minutes, as well as conducting 
a 15 minute teacher interview either before or after the observation. Teachers who have 
been selected to participate in the interview will be notified prior to the on-site visit.  As a 
part of the teacher interview process, teachers will be asked to share with the team 
member(s) the following documents: 

a) Lesson plans; 
b) Curriculum content standards; 
c) Records of student performance; 
d) Sample assessments (i.e. pre- and post-test, interim assessments); and 
e) Sample written communication to parents. 
f) Sample criteria of mastery with descriptions 

 
Please be certain that you have these items readily available during the interview. 
Thanking you in advance for your ongoing support and cooperation.  
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Appendix 3-G: Sample Letter from Principal to Parents Regarding 
Instructional Core Focus Visit 
 

SCHOOL LETTERHEAD 

Date 
 
Address 
 
Dear (SCHOOL NAME) Parent; 
 
On (DATE), representatives from the Idaho State Department of Education will be 
conducting an onsite school review. Among the many facets of this review, parents of 
their respective schools will be asked to participate in a SDE facilitated focus group 
meeting.   I have been asked by the SDE to identify 10-20 parents who are not 
employed by our school district to participate in these focus group meetings. 

The group will meet for 60 minutes.   
Timeframes will be strictly honored (starting and ending times). 
The group will contain no more than 20 and no fewer 10 members. 
The group composition should be representative of the student population of the 

school. 
A minimum of two team members conduct the group: one to ask questions, the other 

to record conversation and observations of the group and be a timekeeper. 
I am asking you to represent (SCHOOL NAME) as a participant in this focus group.  The 
meeting will be held at (LOCATION) on (DATE) from (TIME).  The meeting will include 
facilitating questions to the group in the areas of High Standards and Expectations for 
All Students; Curriculum, Instruction and Assessments Aligned with State Standards; 
Frequent Monitoring of Learning and Teaching; High Level of Family and Community 
Involvement; School Communication and School Collaboration; and School Leadership.  
All meetings will be conducted and facilitated by SDE team members. 
Please confirm your participation on this focus group by (DATE). 
Thanking you in advance for your ongoing support and cooperation.  
 
Thank you! 
 
(Principal’s Name)
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Appendix 3-H: Sample Letter from Principal to Students Regarding 
Instructional Core Focus Visit 
 

SCHOOL LETTERHEAD 

Date 

 

Address 

 

Dear (SCHOOL NAME) Parent and Student; 

 

On (DATE), representatives from the Idaho State Department of Education will be 
conducting an onsite school review. Among the many facets of this review, parents of 
their respective schools will be asked to participate in a SDE facilitated focus group 
meeting.   I have been asked by the SDE to identify 6-8 students to participate in these 
focus group meetings. 

The group will meet for 60 minutes.   
Timeframes will be strictly honored (starting and ending times). 
The group will contain no more than 8 and no fewer 6 members. 
The group composition should be representative of the student population of the 

school. 
A minimum of two team members conduct the group: one to ask questions, the other 

to record conversation and observations of the group and be a timekeeper. 
I am asking you to represent (SCHOOL NAME) as a participant in this focus group.  
The meeting will be held at (LOCATION) on (DATE) from (TIME).  The meeting will 
include facilitating questions to the group in the areas of High Standards and 
Expectations for All Students; Curriculum, Instruction and Assessments Aligned with 
State Standards; Frequent Monitoring of Learning and Teaching; High Level of Family 
and Community Involvement; School Communication and School Collaboration; and 
School Leadership.  All meetings will be conducted and facilitated by SDE team 
members. 
Parent notification and permission is required for you to participate in this focus group 
meeting.  Please confirm your participation and return the form by (DATE). 
Thanking you in advance for your ongoing support and cooperation.  
Thank you! 
 

(Principal’s Name) 
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School Name: _______________________               Date: ____________ 
 
Date of Focus Group Meeting: ____________________ 
 
Location of Focus Group Meeting: _________________ 
 
Student Name: _______________________             Grade: __________ 
 
Parent Name: ____________________________________ 
 
 
I, __________________________________, will allow my student 

_______________________ to participate in the student focus group meeting.  The 

meeting will be held at (LOCATION) on (DATE) from (TIME). 
 

I understand the meeting will include facilitating questions to the group in the areas of 

High Standards and Expectations for All Students; Curriculum, Instruction and 

Assessments Aligned with State Standards; Frequent Monitoring of Learning and 

Teaching; High Level of Family and Community Involvement; School Communication 

and School Collaboration; and School Leadership.  All meetings will be conducted and 

facilitated by Idaho State Department of Education team members.  Meetings will be 

limited to 60 minutes and timeframes will be strictly followed. 

 

Please check the appropriate box for participation: 

 

          My student will be participating in the focus group. 

 

          My student will NOT be participating in the focus group. 

 

_______________________________                   ____________ 

(Parent Signature)                                                    (Date) 

 

_______________________________                   ____________ 

(Student Signature)                                                  (Date) 
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Appendix 3-I: Team Leader Checklist for Arranging Instructional Core 
Focus Visit Schedule 

 
Contact Principal by telephone to discuss arrangements 

� Set up a date and time to meet and review arrangements. This may be via 
telephone or in person 

3-4 weeks before the review you need: 
� Map of the school 
� Master class schedule which includes names of faculty, when particular 

subjects will be taught, grade levels and classroom locations (numbers) 
� List of all staff with room location and job titles 
� Bell schedule 
� Lunch schedule 
� List of any special events that may have been planned on the day of the 

review 
3 weeks before the review, schedule Focus Groups, Principal Interview, Classroom 

Observations, and assign team members 
In the three weeks before the review, create Agenda for on-site review 
On day of review, you may need access to (inform Superintendent/Principal in letter 

with list): 
� AYP Data 
� Content and Performance Standards 
� Course Syllabi 
� Individualized Learning Plans 
� Instructional Team Meeting Schedules, Faculty Meeting Agendas, and Notes 
� Instructional Units and Pacing Guides 
� Principal’s Calendar 
� Professional Development Plan, Schedule, and Session Agendas 
� Sample of newsletters & communications to external & internal audiences 
� School Events Calendar 
� School Improvement Plan 
� Teacher Handbook 
� Dedicated work space 
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Appendix 3-J: Instructional Core Focus Visit Schedule Form 
 

Day ___________________ School Name_________________________  

Review Date __________________ Building Principal _____________________ 
 

Time Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

AM    

7:00      

7:30      

8:00      

8:30      

9:00      

9:30      

10:00      

10:30      

11:00      

11:30      

PM    

12:00      

12:30      

1:00      

1:30      

2:00      

2:30      
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Time Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

Reviewer 
Name 

3:00      

3:30      

4:00      

4:30      

5:00      

5:30      

6:00      

6:30      

7:00      

7:30      

 
*Screen shot of Excel Worksheet    

Note: Team leader will schedule the following review activities: classroom visit and 
interview, principal interview, leadership focus group, instructional staff focus group, 
parent focus group, non-instructional staff focus group, document review, team 
meetings (as needed).  

Reminder: A minimum of 2 persons assigned for each focus group as well as Principal 
Interview.  

Reminder: schedule 45-50 minutes for TICO, not necessarily back-to-back but at 
teacher’s convenience (for interview)  

Reminder: build in time for moving around, breaks, don’t forget lunch! 
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Appendix 3-K: List of Documents to be Requested Prior to On-Site Visit 
A major part of preparing for the Instructional Core Focus Visit involves setting up the 
schedule for on-site activities (e.g., classroom observations and accompanying teacher 
interviews, focus groups). Another important preparation component is to orient team 
members to basic facts about the school (e.g., enrollment size, student body 
composition, state assessment results, and content of School Improvement Plan [if 
applicable]). 

At least four (4) weeks prior to the visit, the Team leader should receive the following 
documents from the principal: 

� Map of school 

� Master class schedule (should contain names of faculty, when particular 
subjects are being taught, grade levels, classroom numbers) 

� List of all staff with room locations and job titles  

� Bell schedule 

� Lunch schedule 

� List of any special events planned during period of review (e.g., field trips, 
assemblies, scheduled fire drills, and professional development sessions) 

� School Fact Sheet (note: this information may be obtained through a web link 
or provided by the school district to the Team leader) 

� School Improvement Plan (note: this information may be obtained through a 
web link or provided by the school district to the Team leader) 
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Appendix 3-L: Agenda for Instructional Core Focus Visit Team Meeting 
to Prepare for Review 

 
 (DATE) 

(VIA Telephone/Internet/In Person) 
 
Instructional Core Focus Visit Team Members: 
Team Member 
Team Member  
Team Member 
Team leader 
 

I. Review of Focus Visit process and requirements/Plan Matrix/TICO review 
 
II. Discuss upcoming date(s): on-site review and post-site visit team meeting 
 
III. Assignments 

Teacher observations  
Focus groups – assign interviewers and recorders for each 
Principal interview – Team leader and one recorder 
Document Review – all team members 
Tally sheets 
Data compilation 
Data analysis  
Writing assignments 

 
IV. Due dates for Assignments 
 
V. Contact information exchange 
 
VI. Wrap Up 
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Appendix 3-M: Team Leader Checklist 
 
Contact the principal of the school 

___confirm contact    ___schedule time to meet 
Meeting with school principal 

___ arrange with principal to provide information to teachers about their role and 
responsibilities for the review and the necessary required documentation. 

___ arrange for document review 
___ arrange for scheduling for observation, survey monkey, and focus groups 
___ arrange for workspace 
___ arrange for the principal to welcome the team the first day of the review 
___ arrange for logistics (parking, badges, lunch, etc.) 

Follow-up conference with principal to confirm and obtain copy of the review 
schedule 

Schedule pre-visit meeting with team 
___review online school data 
___review and disseminate schedule 
___make team assignments 

� assign focus group responsibilities and locations 
� assign classrooms to be observed 
� collect CEE data 
� logistics (lunch breaks, badges, parking, etc.) 

Reminder phone call to all team members the day before school visit 
Team meeting the morning of the visit 

___ welcome by the principal 
___ overview of the day 
___ verify the team member assignments 

Team meeting at the end of each day collects all notes and forms 
___ debrief and make sure that all documentation is complete 
___ make adjustments if necessary 

Completion of school visit 
___ team meets for final debrief 

___ team leader meets with principal to close out the process
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Section 4: Conducting the Instructional Core 
Focus Visit 
The Idaho State Department of Education continues to provide support to the 
Instructional Core Focus Visit team as the Instructional Core Focus Visit is conducted, 
with the team leader serving as the point of contact. However, the major participants are 
the team leader and other team members. 

The Instructional Core Focus Visit consists of the following data collection activities: 

• On-line CEE survey of school staff 
• Teacher interview and classroom observation (TICO) 
• Superintendent/Principal interview 
• Focus groups for instructional staff, classified support staff (e.g., cooks, 

custodians, etc), leadership team, and parents 
• Review of documents 

 

CEE Survey of School Staff , Parents and Students 
Data collection for the Instructional Core Focus Visit actually begins four weeks prior to 
the on-site visit through the on-line CEE staff survey. Ideally, this activity ends just prior 
to the on-site visit. 

In preparing for the Instructional Core Focus Visit (see Section 3) the Team Leader (or 
designee) will receive CEE survey results and provide results to Capacity Builders 
assigned to individual schools. The assigned Capacity Builder will review the on-line 
survey with the principal when the data becomes available. The Capacity Builder 
provides the principal with material describing the survey and how it can be accessed to 
disseminate to school staff (Appendices 3-E). 

It is the principal’s responsibility to inform his/her staff of the need to complete the 
survey. The team leader provides updates to the principal regarding the number of 
respondents to date. The principal should inform the team leader of any technical 
problems related to the survey as promptly as possible so these issues can be resolved. 

Teacher Interview and Classroom Observation (TICO) 
The most extensive part of the Instructional Core Focus Visit is Teacher Interview and 
Classroom Observation (TICO). All team members are assigned teachers to observe 
and to interview following the schedule developed by the team leader. 100% of all 
certified staff members will participate in the classroom observations and a minimum of 
60% of all certified staff members will be chosen to participate in the teacher interviews.  
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The number of teachers involved in TICO varies depending on the school’s size and the 
number of team members.  

 

Each team member is responsible for familiarizing him/herself with the TICO items and 
instructions. It is important to apply the indicators consistently among team members. 
The TICO form is reviewed at a team meeting prior to the on-site visit.  Below is a set of 
procedures related to the conduct of the classroom observation and the teacher 
interview. 

Classroom Observation 
Be punctual. When entering the classroom, adopt a friendly manner with both the 
teacher and students. While in the classroom, try to be unobtrusive and remain at 
a distance (in the back of the room or another area away from student focus) so 
both students and teacher will behave “naturally,” without feeling overly self-
conscious about your presence. Noting the times (and duration) when certain 
events in the classroom begin and end are often extremely useful for 
characterizing the classroom and should be noted as appropriate. Be sure to 
complete the identifying information on both the face page and summary sheet of 
the TICO form. When finished, if it can be done with a gesture that doesn’t 
interrupt instruction, thank the teacher and move on. 

Each team member is to complete a TICO form for classroom observation. There 
are a number of indicators related to the observation period. Guidance related to 
responding to each indicator is provided in Section I (Classroom Observation). 
Limited space is provided on the TICO form for notes. Notes must be referenced 
to specific indicators and are only included to provide explanations, if needed. 
Extensive notes are not required. The observation period is to be exactly 20 
minutes in length. 

Teacher Interview  
Show respect for the teacher by beginning and ending the interview according to 
the agreed-upon schedule. The interview should be conducted by a pair (if 
possible), with one conducting the interview and one recording the interview 
using the TICO form. There are a number of indicators related to the interview. A 
script for conducting the interview, as well as guidance related to responding to 
each indicator, is provided in Section II (Teacher Interview). Notes must be 
referenced to specific indicators and are only included to provide explanations, if 
needed. Extensive notes are not required. 

The interview may be conducted before or after the observation, at a time when 
the teacher is free to talk with you for about 15 minutes and has her/his teaching 
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records and plans at hand. Every effort will be given to assure that the teacher is 
not observed and interviewed by the same team member.  Teachers should have 
been provided a list of documents to have ready (see Section 3 Preparing for the 
Instructional Core Focus Visit). To keep the interview within the allotted time, the 
greeting must be brief, but friendly, and the questions asked and answered in a 
quick-paced manner. When finished, thank the teacher and move on.  

Completion of TICO Form 
One TICO form is to be completed and submitted for each observation/interview. 
The final page is a summary sheet; it is very important to fill out the form 
completely and provide it to the team leader by the end of the on-site visit. The 
forms are compiled to provide a school-level impression of classroom practice 
related to each indicator. These data are analyzed along with the other 
information gathered during the review and are used in the preparation of the 
review report. 

Superintendent/Principal Interview and Focus Group Discussions 
All team members are assigned duties related to the conduct of the six interviews 
and/or focus groups. These sessions are held according to the schedule 
prepared by the team leader. It is expected that the principal will assist with these 
activities by ensuring that participating school staff arrive promptly and, in the 
case where a focus group member is unable to participate, identify an 
appropriate substitute.  

Focus groups will be defined by the district being reviewed. For example, 
teachers, parents, classified support staff (e.g., cooks, custodians, etc.), and 
central office personnel (e.g., curriculum director, federal programs director, etc. 
are a few possible focus groups.  

Focus groups and the superintendent and principal interviews are conducted by 
a pair of individuals, with one person conducting the interview or facilitating the 
focus group discussion and one person taking notes. Notes should be as 
complete as possible; include verbatim comments for significant points. These 
notes are used in the process of analysis and report writing. (The review report 
includes no comments attributed to specific focus group participants.) The note 
taker, with assistance from the interviewer/facilitator, transcribes the notes as 
soon as possible after the interview/focus group and codes the notes in terms of 
the 9 standards and, to the extent possible, to specific indicators. Questions in 
the interview/focus group protocols carry coding related to standards and/or 
indicators.  
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Protocols and note-taking forms for the interview/focus groups are located in 
Appendices 4-D through 4-M. Focus group sessions are scheduled for one hour 
each and the time limits must be respected. It is important to manage the allotted 
time so that all questions are addressed. The principal interview may be divided 
into shorter time segments (totaling one hour) to accommodate the principal’s 
schedule.  

Tips for facilitating a successful focus group session include: 

• Make sure that everyone is introduced. 

• Emphasize the importance of participation by all group members. 

• Establish norms for comments (e.g., each comment is valid, differences of 
opinion are accepted, and judgments are not made on any comments). 

• Establish a level of comfort by reminding participants that, although notes are 
taken, everything discussed within the focus group is confidential; no 
comments are attributed to individuals. 

• Show respect for participants by adhering to the time schedule. 

• Let participants know that, in order to address each question, there may be 
limits set on the discussion of a particular question. 

Document Review 
A list of the documents to be reviewed on-site is included in Appendix 4-N. The 
purpose of the document review is to ascertain the existence of written 
documentation reflecting the Focus Visit indicators. The team leader should build 
time for document review into the on-site schedule. The team leader makes 
review assignments to team members. The team leader, working with the 
principal, ensures that these documents are available for review beginning the 
first day of the on-site visit.  

Each team member should be provided with a Document Review Checklist 
(Appendix 4-O). The checklist identifies which documents relate to particular 
standards (with embedded indicators). The checklist uses a yes-no format. If 
substantiating evidence of an indicator is found, the name of the document must 
be noted. This is important for the subsequent analysis and report preparation 
activities. 
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Team Meetings  
To manage the on-site visit effectively, the team leader holds daily meetings of 
 the team to review progress and address any logistical issues. The team meets 
with the principal at the beginning of the on-site visit to exchange introductions 
and receive, from the principal, a brief orientation to the school. It is 
recommended that the team leader collect TICO forms and document review 
checklists from team members at the end of each day. Interview and focus groups 
notes are be finalized shortly after the on-site visit. 

 
Exit Conversation with the District and Building Leadership Teams 
At the end of the on-site visit the team leader arranges a meeting in which 
participation is expected from the district, building, and school board leadership. 
The district is responsible for inviting key influential stakeholders to this exit 
meeting.  The team leader is able to discuss highlights of the review process as 
well as identify some strengths of the school’s program based on preliminary 
team discussion and share set of findings and recommendations at this time. The 
meeting is also an opportunity for the team leader to answer questions regarding 
the next step in the Instructional Core Focus Visit process, data analysis, and 
report preparation. A set of suggested talking points for the team leader is 
included in Appendix 4-S.  Once the review team completes the on-site visit, it 
proceeds to the stage of compiling and analyzing the data and preparing the 
review report (Section 5).  

The appendices related to this section include all of the data collection 
instruments, the list of documents the school provides on-site and suggested 
agendas for team meetings held during the on-site visit.  
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Section 4 Appendices: Conducting the Instructional Core Focus 
Visit 
 

4-A  Conducting the Review Timeline 

4-B  TICO Instructions 

4-C (1) Classroom Observation form 

4-C (2) TICO Scoring Rubric 

4-C (3) Teacher Interview form 

4-D (1) Superintendent Interview  

4-D (2)  Superintendent Notes 

4-E (1)  Principal Interview 

4-E (2)  Principal Interview Notes 

4-F (1)  Leadership Team Focus Group 

4-F (2)  Leadership Team Focus Group Notes 

4-G (1)  Instructional Staff Focus Group 

4-G (2)  Instructional Staff Focus Group Notes 

4-H (1)  Non-Certified Staff Focus Group 

4-H (2)  Non-Certified Staff Focus Group Notes 

4-I (1)  Parent Focus Group 

4-I (2)  Parent Focus Group Notes 

4-J (1)  Student Focus Group 

4-J (2)  Student Focus Group Notes 

4-K  List of Requested Documents for Document Review 

4-L   Document Review Checklist 

4-M  Instructional Staff Survey 

School Surveys (Staff, Family Perspectives, Students) 
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Appendix 4-A: Conducting the Review Timeline 

 
ACTIVITY COMPLETION DATE 

Team conducts data collection activities 
including classroom observations, teacher 
interviews, principal and superintendent 
interviews, focus group meetings, etc. 

Daily during on-site 

Team leader collects observation checklists, 
interview notes, etc. 

Daily during on-site 

Team leader meets with principal(s) Daily during on-site 

Team leader collects data points and 
complies final recommendations 

 

Team leader returns school documents to 
principal* 

Day 3 of Review 

 

* Team may retain documents for reference until report is prepared 
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Appendix 4-B: Instructions for Using TICO Prior to School Visit 
 
The team leader will make arrangements for both the classroom observations and the 
associated teacher interviews. Team members will be provided with a schedule for 
observation and interviews that includes the names of the teachers, the grade level, the 
subject (for secondary schools), the room location, and the observation and interview 
times. A map of the school will also be provided. The schedule will provide time for a 
20-minutes classroom observation and a 15-minute interview. The observation period 
should reflect typical classroom activity. 
The team leader will request that the principal inform the teachers who will be involved 
in the TICO process, including the times scheduled for the observation and interview 
periods. These teachers should be asked to have the following materials available for 
reference during the interview: (1) weekly lesson plan (for the week of the visit); (2) 
related unit plans; (3) related curricular content standards; (4) records of student 
performance; (5) sample of assessments (e.g., summative, diagnostic); and (6) written 
communications to parents. 

Classroom Observation 
Be punctual. When entering the classroom, adopt a friendly manner with both the 
teacher and students. While in the classroom, try to be unobtrusive and remain at a 
distance (in the back of the room or another area away from student focus) so both 
students and teacher will behave “naturally,” without feeling overly self-conscious about 
your presence. Noting the times (and duration) when certain events in the classroom 
begin and end are often extremely useful for characterizing the classroom and should 
be noted as appropriate. Be sure to complete the identifying information on the TICO 
cover sheet and summary sheet. 
If you are paired for the observation, consider dividing primary responsibilities for the set 
of indicators, particularly if multiple learning activities (e.g., small groups and 
independent work) are occurring simultaneously. 
Each observer is to complete a TICO form for classroom observation. There are 13 
indicators related to the observation period. Guidance related to responding to each 
indicator is provided in Section 4 of TICO (Classroom Observation) on pages 46-51. 
Limited space has been provided on the TICO form for notes. Notes should be 
referenced to specific indicators and are only needed to provide explanations, if needed. 
Extensive notes are not required. 

Teacher Interview 
Show respect for the teacher by beginning and ending the interview according to the 
agreed-upon schedule. The interview should ideally be conducted by a pair, with one 
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conducting the interview and one recording the interview using the TICO form. If 
necessary, one person may conduct the interview. There are 14 indicators related to the 
interview. A script for conducting the interview as well as guidance related to responding 
to each indicator is provided in Section 4 of TICO (Teacher Interview) on pages 68-70. 
Notes should be reference to specific indicators and are only needed to provide 
explanations, if needed. Extensive notes are not required. 
The interview may be conducted before or after the observation, at a time when the 
teacher is free to talk with you for about 15 minutes and has her/his teaching records 
and plans at hand. To keep the interview within the allotted time, the greeting must be 
brief, but friendly, and the questions asked and answered in a quick-paced manner. 
When finished, thank the teacher and move on. 

Completion of TICO Form 
Partners (if applicable) should get together and complete one TICO form for each 
observation/interview. The form must be completely filled out and provided to the Team 
leader by the end of the on-site visit. The data on the Summary Sheet (pages 140-141) 
will be compiled to provide a school-level impression of classroom practice related to 
each indicator. These data will be analyzed along with the other information gathered 
during the review and will be used in the preparation of the review report. 
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Notes and Comments Regarding Classroom Observation  
Please record any factual, observable, and antidotal information pertaining to each of 
the indicators on the reverse side of the collection tool to add clarity and transparency to 
the observation.  Please be specific and thorough, but brief in your comments.  These 
comments will be reviewed and reported as additional evidence to support each of the 
indicators.  It is necessary that as much of the observation be collected as possible to 
provide the most accurate, objective “snap shot” of the classroom instruction.   
 
Return the completed observation tool to the team leader as soon as possible for data 
entry and analysis.   
 
(Reference the indicator code with each comment. Wrap Up/Check for 
Understanding) 
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II. Teacher Interview  
The Teacher Interview may be conducted before or after the observation, at a time 
when the teacher is free to talk with you for about 15 minutes and has his/her teaching 
records and plans at hand. A different reviewer will be used than the one who 
conducted the classroom observation. To keep the interview within the allotted time, the 
greeting must be brief, but friendly, and the questions asked and answered in a quick-
paced manner. It may be helpful to begin the interview by reminding the teacher of the 
documents he/she was to have available. Use the script found below each of the 
indicator tables. If YES, check box on right hand side of the table. When finished, thank 
the teacher and move on. 
 

Aligned, Objectives-Based Instruction and Assessment 
IIIA01: “Do you plan your lessons with guidance from a document that aligns the 
curriculum to state standards?” If yes, “please show me the document.” If the teacher 
demonstrates that his/her daily lesson plans are aligned to standards, then check YES.  
IIA01: “Do you have standards-aligned instructional units for each subject and grade 
level as a resource for your lesson planning?” If yes, “please show me the document.” If 
available, Check YES. 
IIA02: “Do your instructional units include performance objectives and criteria for 
student mastery?” If yes, “please show me unit descriptions.” If the teacher has 
instructional units that reference specific standards-based objectives and mastery 
criteria, then check YES. (Note: if this is the same document shown for previous item, 
ascertain that it does include performance objectives and then check YES) 
IIIA02: “Are your weekly lesson plans aligned with the units of instruction?” If yes, ask to 
see a plan(s) and the corresponding instructional unit. If it is clear from the documents 
or from the teacher’s explanation that alignment is a regular consideration in weekly 
lesson planning, check YES. 
IIC01: “Are the learning activities in your lesson plan related to standards-based 
performance objectives?” If yes, “please provide some examples from this lesson plan.” 
If the teacher demonstrates in his/her lesson plan alignment of activities to performance 
objectives, then check YES.  
IIBO1: “Do you use a pre-test/post-test to determine each student’s readiness for a new 
unit of instruction and mastery at the completion of a unit of instruction?” If yes, ask the 
teacher to show you or describe one of the pre-test/post-tests used. If the pre-test/post-
test is aligned with objectives, check YES. Note that a test is not necessarily paper-
pencil in early grades, but may be an oral check of each student’s readiness and 
mastery. 
IIB04: If YES to IIB01, ask: “Do you individualize instruction based on pre-test results?” 
If yes, ask the teacher to show an example. If there is evidence that instruction is 
differentiated, check YES. 
IIB05: If YES to IIBO1, ask: “What do you do for students who don’t pass the test?”  If 
the teacher systematically re-teaches, check YES. 
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Appendix 4-D (1): Superintendent Interview Questions 
Guidelines: 

• The interviewer(s) will meet from 60-90 minutes, depending on the time 
allotted. 

• Timelines will be strictly honored (starting and ending times). 

• At least 2 people will conduct the interview. 

• The selected interviewers should have had school experience and/or a 
leadership role. 

• One person should ask questions and the other record conversation and 
observations. 

 
District Context and Support 
 
IA07: The district sets district, school, and student subgroup achievement targets. 
 

“What types of district, school, and student subgroup achievement targets does 
the district set?” 

 
IA08: The school board and superintendent present a unified vision for school 
improvement. 
 

“To what degree is your vision for school improvement unified with that of the 
school board?  How do you and the board articulate that to the stakeholders of 
the district?” 

 
IA09:  The superintendent and other central office staff are accountable for school 
improvement and student learning outcomes. 
 

“Other than through state mechanisms, how are you and others in your central 
office staff held accountable for school improvement and learning outcomes for 
all students?” 

 
IA10: The district regularly reallocates resources to support school, staff, and 
instructional improvement. 
 

“Describe the way in which you reallocate resources to support school, staff, and 
instructional improvement.  What are some specific recent examples of these 
reallocations?” 

 
IA12: The district intervenes early when a school is not making adequate progress. 
 

“Describe the process that your district uses to intervene when a school is not 
making adequate progress.” 
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IA13: The district works with the school to provide early and intensive intervention for 
students not making progress. 
 

“In what ways do you and central office staff work with the struggling schools to 
provide early and intensive intervention for students that are not making 
progress?”  Describe some specific examples. 

 
IA14: The district recruits, trains, supports, and places personnel to competently 
address the problems of schools in need of improvement. 
 

“Describe what practices, procedures and policies are currently used to recruit, 
train, support and place qualified and effective personnel to competently address 
the problems of schools in need of improvement?” 

 
District and Change Process 
 
IB01: The district operates with district-level and school-level improvement teams. 
 

“What district and school-level teams are in place that works to ensure 
improvement is occurring in areas of need?  What is the frequency of meetings 
and structure or format of these meetings?  What is the accountability or 
evaluation process for these improvement teams?” 
 

IB02: The district examines existing school improvement strategies being implemented 
across the district and determines their value, expanding, modifying, and culling as 
evidence suggests. 
 

“How does the district examine existing school improvement strategies that are 
being implemented across the district to determine their value?  What process is 
in place to expand, modify, or set aside these strategies depending on the results 
of this process?” 

 
IB07: The district ensures that the improvement plan includes research-based, field-
proven programs, practices, and models. 
 

“In what ways does the central office ensure that the district’s improvement plan 
includes research-based, proven programs, practices, and models?  How does 
the district ensure implementation of these research-based programs, practices 
and models are done with fidelity?” 

 
 
IB10: The district ensures that the change agent (typically the principal) is skilled in 
motivating staff and the community, communicating clear expectations, and focusing on 
improved student learning. 
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“To what degree are school leaders skilled in motivating both the staff and the 
community, communicating clear expectations, and focusing on improved 
student learning?  What do you do when they are not skilled in one of these 
areas?” 

 
IB12: The district is prepared for setbacks, resistance, and obstacles on the path to 
substantial improvement. 
 

“How do you handle setbacks, resistance, and/or obstacles on the path to the 
improvement process in schools?” 

 
 
District-School Expectations 
 
IC01: The school reports and documents its progress monthly to the superintendent, 
and the superintendent reports the school’s progress to the school board. 
 

“Describe the type and frequency with which schools report and document their 
progress to you.  Similarly, describe the way in which you report schools’ 
progress to the school board.” 

 
IC02: The district designates a central office contact person for the school, and that 
person maintains close communication with the school and an interest in its progress. 
 

“IS there someone from the district  designated as a central office contact person 
for schools in need of improvement, and how does that person maintain close 
communication with the school and an interest in its progress?” 

 
IC05: The district provides a cohesive district curriculum guide/map aligned with state 
standards or otherwise places curricular expectations on the school. 
 

“What are the district’s curricular expectations for schools both in terms of 
alignment to state standards and also from one grade level to the next within the 
district?  In other words, describe the degree to which the district has mapped 
curriculum expectations.” 

 
 
IC07: Professional development is built into the school schedule by the district, but the 
school is allowed discretion in selecting training and consultation that fit the 
requirements of its restructuring plan and its evolving needs. 
 

“Describe the ways in which professional development is built into school 
schedules by the district.  To what degree are the schools allowed discretion in 
selecting training and/or the help of consultants that match identified areas of 
need?” 
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IC08: Staff development is built into the schedule for support staff (e.g., aides, clerks, 
custodians, cooks) as well as classroom teachers. 
 

“Describe how staff development is built into the schedule for all types of support 
staff (e.g., aides, clerks, custodians, cooks)?” 
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Appendix 4-D (2): Superintendent Interview Notes Page 
 
District Context and Support 
 

1. (IA07) - What types of district, school, and student subgroup achievement targets 
does the district set? 

 
 
 
 
 

 
2. (IA08) – To what degree is your vision for school improvement unified with that of 

the school board?  How do you and the board articulate that to the stakeholders 
of the district? 
 
 
 
 
 
 
 

3. (IA09) - Other than through state mechanisms, how are you and others in your 
central office staff held accountable for school improvement and learning 
outcomes for all students? 
 

 
 
 
 
 

4. (IA10) – Describe the way in which you reallocate resources to support school, 
staff, and instructional improvement. 

 
 
 
 
 
 

5. (IA12) – Describe the process that your district uses to intervene when a school 
is not making adequate progress. 
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6. (IA13) – In what ways do you and central office staff work with the struggling 
schools to provide early and intensive intervention for students that are not 
making progress? 

 
 
 
 
 
 

7. (IA14) - Describe what practices, procedures and policies are currently used to 
recruit, train, support and place qualified and effective personnel to competently 
address the problems of schools in need of improvement? 
 

 
 
 
 
 
 
 
District and Change Process 
 

8. (IB01) – What district and school-level teams are in place that works to ensure 
improvement is occurring in areas of need? 

 
 
 
 
 
 
 
 
 

9. (IB02) – How does the district examine existing school improvement strategies 
that are being implemented across the district to determine their value?  What 
process is in place to expand, modify, or set aside these strategies depending on 
the results of this process? 
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10. (IB07) – In what ways does the central office ensure that the district’s 
improvement plan includes research-based, proven programs, practices, and 
models?  How does the district ensure implementation of these research-based 
programs, practices and models are done with fidelity? 
 

 
 
 
 
 
 
 

11. (IB10) – To what degree are school leaders skilled in motivating both the staff 
and the community, communicating clear expectations, and focusing on 
improved student learning?  What do you do when they are not skilled in one of 
these areas? 

 
 
 
 
 
 
 

12. (IB12) – How do you handle setbacks, resistance, and/or obstacles on the path 
to the improvement process in schools? 

 
 
 
 
 
 
 
 
 
District-School Expectations 
 

13. (IC01) – Describe the type and frequency with which schools report and 
document their progress to you.  Similarly, describe the way in which you report 
schools’ progress to the school board. 
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14. (IC02) – Is there someone from the district  designated as a central office contact 
person for schools in need of improvement, and how does that person maintain 
close communication with the school and an interest in its progress? 
 

 
 
 
 
 
 
 
 

15. (IC05) – What are the district’s curricular expectations for schools both in terms 
of alignment to state standards and also from one grade level to the next within 
the district?  In other words, describe the degree to which the district has mapped 
curriculum expectations. 

 
 
 
 
 
 
 
 
 

16. (IC07) – Describe the ways in which professional development is built into school 
schedules by the district.  To what degree are the schools allowed discretion in 
selecting training and/or the help of consultants that match identified areas of 
need? 

 
 
 
 
 
 
 
 
 
 
 

17. (IC08) – Describe how staff development is built into the schedule for all types of 
support staff (e.g., aides, clerks, custodians, cooks)? 
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Appendix 4-E (1): Principal Interview Form 
Guidelines: 

• The interviewer(s) will meet from 60-90 minutes, depending on the time 
allotted. 

• Timelines will be strictly honored (starting and ending times). 

• At least 2 people will conduct the interview. 

• The selected interviewers should have had school experience and/or a 
leadership role. 

• One person should ask questions and the other record conversation and 
observations. 

 
Characteristic #2: High Standards and Expectations for All Students 
 
IIIA01: All teachers are guided by a document that aligns standards, curriculum, 
instruction, and assessment. 
 

“Are teachers guided by a specific document that aligns standards, curriculum 
instruction, and assessment? If not, what is guiding them?” 
 
Probe: IIC0: Units of instruction include specific learning activities aligned to 
objectives. 

 
“How do you support the development of units of instruction that include 
activities aligned to objectives?”  

 
IIIA31: All teachers interact instructionally with students (explaining, checking, giving 
feedback). 
 

“How do teachers interact instructionally with students (explaining, checking for 
understanding, and giving feedback)?” 

 
IIIA32: All teachers interact managerially with students (reinforcing rules, procedures). 
 

“How do teachers interact managerially with students (reinforcing rules, 
procedures)?” 
 

IIIC10: All teachers reinforce classroom rules and procedures by positively teaching 
them. 
 

“How do you help teachers reinforce rules and procedures by positively teaching 
them?” 
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Characteristic #3: Effective School Leadership 
 
IE10: The principal celebrates individual, team, and school successes, especially 
related to student learning outcomes. 
 

“How do you celebrate individual, team, and school successes, especially 
related to student learning outcomes?”  
 

IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 

“Do you offer frequent opportunities for staff and parents to voice constructive 
critique of the school’s progress and suggestions for improvement?  How?”  

 
Characteristic #4: High Levels of Collaboration & Communication 
 
ID01: A team structure is officially incorporated into the school improvement plan and 
school governance policy. 
 

“How does your school improvement plan address the issue of teachers working 
together?” 

 
 
ID07: A Leadership Team consisting of the principal, teachers who lead the Instructional 
Teams, and other key professional staff meets regularly (twice a month or more for an 
hour each meeting). 
 

“What is the make-up of the Leadership Team and how often does the 
Leadership Team meet (i.e. twice a month or more for an hour each meeting).”  

 
ID08: The Leadership Team serves as a conduit of communication to the faculty and 
staff. 
 

“How does the Leadership Team serve as a conduit of communication to the 
faculty and staff?” 

 
ID13: Instructional Teams meet for blocks of time (4 to 6 hour blocks, once a month; 
whole days before and after the school year) sufficient to develop and refine units of 
instruction and review student learning data. 
 

“What impact has the instructional team had on developing and refining units of 
instruction and on reviewing student learning data?” 

 
 Probe: “How is student data utilized in setting goals?” 
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Characteristic #6: Frequent Monitoring of Learning and Teaching 
 
IID08: Instructional Teams use student learning data to assess strengths and 
weaknesses of the curriculum and instructional strategies. 
 

“How have instructional teams used student-learning data to assess the 
strengths and weaknesses of the curriculum and instructional strategies?” 

 
IID06: Yearly learning goals are set for the school by the Leadership Team, utilizing 
student learning data. 
 
 “How are yearly learning goals set for the school by the Leadership Team?” 
 

Probe: “How have assessment data informed the development and/or progress 
of the School Improvement Plan?” 

 
Characteristic #7: Focused Professional Development 
 
IF03: Professional development for teachers includes observations by the principal 
related to indicators of effective teaching and classroom management. AND 
 
IF04: Professional development for teachers includes observations by peers related to 
indicators of effective teaching and classroom management. 
 

“How do you use classroom observations to inform the professional development 
you provide your teachers?” 

 
Probe: “How does your professional development address effective teaching 
and classroom management?” 

 
Characteristic #9: High Level of Family and Community Involvement 
 
IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 

“What opportunities do you offer for staff and parents to voice constructive 
critique of the school’s progress and suggestions for improvement?” 

 
IIIB01: All teachers maintain a file of communication with parents. 
 
 “Do teachers maintain a file of communication with parents?” 
 
IIIB06: All teachers systematically report to parents the student’s mastery of specific 
standards-based objectives. 
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“Do teachers systematically report to parents the student’s mastery of specific 
standards-based objectives? How?”  

 
Probe: “What opportunities are parents given to assist in children’s home-based 
study and their reading/math development and habits?” 
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Appendix 4-E (2): Principal Interview Notes 
 

Characteristic #2: High Standards & Expectations for All Students 

1. IIIA01: Are teachers guided by a specific document that aligns standards, 
curriculum instruction, and assessment? If not, what is guiding them? 
 
 
 
 
 

a. Probe: IIC01 How do you support the development of units of instruction 
that include activities aligned to objectives? 

 

 

 

2. IIIA31: How do teachers interact instructionally with students (explaining, checking 
for understanding, and giving feedback)? 

 

 

 

 

3. IIIA32: How do teachers interact managerially with students (reinforcing rules, 
procedures)? 

 

 

 

 

 

4. IIIC10: How do you help teachers reinforce rules and procedures by positively 
teaching them?  
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Characteristic #3: Effective School Leadership 
5. IE10: How do you celebrate individual, team, and school successes, especially 

related to student learning outcomes?  

 

 

 

 

 

6. IE13: Do you offer frequent opportunities for staff and parents to voice constructive 
critique of the school’s progress and suggestions for improvement?  How? 

 

 

 

 

 

Characteristic #4: High Levels of Collaboration & Communication 

7. ID01: How does your school improvement plan address the issue of teachers 
working together? 

 

 

 

 

 

8. ID07: What is the make-up of the Leadership Team and how often does the 
Leadership Team meet (i.e. twice a month or more for an hour each meeting). 

 

 

 

 

 

9. ID08: How does the Leadership Team serve as a conduit of communication to the 
faculty and staff?   
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10. ID13: What impact has the instructional team had on developing and refining units 
of instruction and on reviewing student learning data? 

 

 

a. Probe: How is student data utilized in setting goals? 

 

 

 

 

Characteristic #6: Frequent Monitoring of Learning and Teaching 

11. IID08: How have instructional teams used student-learning data to assess the 
strengths and weaknesses of the curriculum and instructional strategies? 

 

 

 

 

12. IID06: How are yearly learning goals set for the school by the Leadership Team?  

 

 

 

a. Probe: How have assessment data informed the development and/or 
progress of the School Improvement Plan? 
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Characteristic #7: Focused Professional Development 

13. IF03/IF04: How do you use classroom observations to inform the professional 
development you provide your teachers?  

 

 

a. Probe:  How does your professional development address effective 
teaching and classroom management? 

 

 

 

 

Characteristic #9: High Level of Family and Community Involvement 

14. IE13: What opportunities do you offer for staff and parents to voice constructive 
critique of the school’s progress and suggestions for improvement? 

 

 

 

 

15. IIIB01: Do teachers maintain a file of communication with parents? 

 

 

 

 

16. IIIB06: Do teachers systematically report to parents the student’s mastery of 
specific standards-based objectives? How? 

 

 

 

 

a. Probe:  What opportunities are parents given to assist in children’s home-
based study and their reading/math development and habits? 
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Appendix 4-F (1): Leadership Team Focus Group 
 

Guidelines: 

• The group will meet for 60 minutes. 

• Timeframes will be strictly honored (starting and ending times). 

• The group will contain no more than 8 and no fewer 5 members. 

• Two team members conduct the group: one to ask questions, the other to 
record conversation and observations of the group and be a timekeeper. 

 
Characteristic #4: High Levels of Collaboration & Communication 
 
ID07: A Leadership Team consisting of the principal, teachers who lead the Instructional 
Teams, and other key professional staff meets regularly (twice a month or more for an 
hour each meeting). 
 

“How does the administration develop the leadership capacity of the Leadership 
Team members?”  

 
ID08: The Leadership Team serves as a conduit of communication to the faculty and 
staff. 
 

“How does the Leadership Team function within the school?” 
 
Probe: “How does it communicate with faculty and staff?” 

 

Characteristic #5: Curriculum, Instruction & Assessment Aligned w/State 
Standards 
 
IIA01: Instructional Teams develop standards-aligned units of instruction for each 
subject and grade level. 

“What process does the instructional team follow to develop or implement 
Standards aligned units of instruction?” 

 
Characteristic #6: Frequent Monitoring of Learning and Teaching 
 
IID06: Yearly learning goals are set for the school by the Leadership Team, utilizing 
student learning data. 
 
 “How are yearly learning goals set for the school by the Leadership Team?” 
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Probe: “How have assessment data informed the development and/or progress 
of the School Improvement Plan?” 

 
IID08: Instructional Teams use student learning data to assess strengths and 
weaknesses of the curriculum and instructional strategies. 
 

“How is student learning data used to assess the strengths and weaknesses of 
curriculum and instructional strategies?” 

 
IID09: Instructional Teams use student learning data to plan instruction. AND 
IID10: Instructional Teams use student learning data to identify students in need of 
instructional support or enhancement. AND 
IID11: Instructional Teams review the results of unit pre-/post-tests to make decisions 
about the curriculum and instructional plans and to "red flag" students in need of 
intervention (both students in need of tutoring or extra help and students needing 
enhanced learning opportunities because of early mastery of objectives). 
 
 “What process is used to identify and support students in need of intervention?” 
 
Characteristic #7: Focused Professional Development 
 
IF01: The principal compiles reports from classroom observations, showing aggregate 
areas of strength and areas that need improvement without revealing the identity of 
individual teachers.AND 
IF02: The Leadership Team reviews the principal’s summary reports of classroom 
observations and takes them into account in planning professional development. 
 

“What information/data does the Leadership Team use to plan professional 
development?” 
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Appendix 4-F (2): Leadership Team Focus Group Notes 
 

Characteristic #4: High Levels of Collaboration & Communication 
 

1. ID07: “How does the administration develop the leadership capacity of the 
Leadership Team members?”  

 
 
 
 
 
 
 

2. ID08: “How does the Leadership Team function within the school?” 
 
 
 
 
 
 
 

a. Probe: “How does it communicate with faculty and staff?” 
 

 

 

 

 

 

 

Characteristic #5: Curriculum, Instruction & Assessment Aligned w/State 
Standards 
 

3. IIA01: “What process does the instructional team follow to develop or implement 
Standards aligned units of instruction?” 
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Characteristic #6: Frequent Monitoring of Learning and Teaching 
 

4. IID06: “How are yearly learning goals set for the school by the Leadership 
Team?” 

 
 
 
 
 

a. Probe: “How have assessment data informed the development and/or 
progress of the School Improvement Plan?” 

 
 
 
 
 
 

5.  IID08: “How is student learning data used to assess the strengths and 
weaknesses of curriculum and instructional strategies?” 

 
 
 
 
 
 
 

6. IID09, IID10, IID11: “What process is used to identify and support students in 
need of intervention?” 

 
 
 
 
 
 
Characteristic #7: Focused Professional Development 
 
IF01 and IF02:“What information/data does the Leadership Team use to plan 
professional development?” 
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Appendix 4-G (1): Instructional Staff Focus Group Questions 

Guidelines: 

• The group will meet for 60 minutes. 

• Timeframes will be strictly honored (starting and ending times).   

• Time should be budgeted to allow for answering all questions. 

• The group will contain no more than 8 and no fewer 5 members who have 
instructional responsibilities including paraprofessional staff. 

• The selection of group members (random or intentional) needs to be 
documented in the data analysis. 

• The group composition should be representative of the school. 

• Two team members conduct the group: one to ask questions, the other to 
record the conversation and observations of the group and to act as 
timekeeper.    

 

Characteristic #2: High Standards and Expectations for All Students 
 
IIIA01: All teachers are guided by a document that aligns standards, curriculum, 
instruction, and assessment. AND 
IIIA02: All teachers develop weekly lesson plans based on aligned units of instruction. 
AND 
IIIA05: All teachers maintain a record of each student’s mastery of specific learning 
objectives. 
 

“What documents guide your planning and instruction?  Please identify them and 
describe them. 

 

 

Characteristic #3: Effective School Leadership 
 
IE06: The principal keeps a focus on instructional improvement and student learning 
outcomes. AND 
IE07: The principal monitors curriculum and classroom instruction regularly. AND 
IE10: The principal celebrates individual, team, and school successes, especially 
related to student learning outcomes. AND 
IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. AND 
 

“How does your administration demonstrate support for teaching and learning?” 
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Characteristic #6: Frequent Monitoring of Learning and Teaching 
 
IIB01: Units of instruction include pre-/post-tests to assess student mastery of 
standards-based objectives. AND 
IIB04: Teachers individualize instruction based on pre-test results to provide support for 
some students and enhanced learning opportunities for others. AND 
IID08: Instructional Teams use student learning data to assess strengths and 
weaknesses of the curriculum and instructional strategies. AND 
IID09: Instructional Teams use student learning data to plan instruction. 
 

“What types of evaluation practices are used at this school to assess students 
learning?” 

 
IIB05: Teachers re-teach based on post-test results. AND 
IID10: Instructional Teams use student learning data to identify students in need of 
instructional support or enhancement. AND 
IID11: Instructional Teams review the results of unit pre-/post-tests to make decisions 
about the curriculum and instructional plans and to "red flag" students in need of 
intervention (both students in need of tutoring or extra help and students needing 
enhanced learning opportunities because of early mastery of objectives). 
 
 “How is this information used?” 
 

Probe: “Look at what the administration has put in place to support your 
classroom practice and what affect that has had on your students.” 

 
 
Characteristic #7: Focused Professional Development 
 
IF07: Professional development of individual teachers includes an emphasis on 
indicators of effective teaching. AND 
IF08: Professional development for the whole faculty includes assessment of strengths 
and areas in need of improvement from classroom observations of indicators of 
effective teaching. 
 

“What professional development activities (workshops, coaching, mentoring, 
learning communities, action research, etc.) have you participated in the past 
year?” 
 
“What impact have they had on student learning and how you provide 
instruction?” 
 
Probe: “Give examples of how your principal supports instructional 
improvement.” 
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Characteristic #9: High Level of Family and Community Involvement 
 
IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 

“How does leadership in the school communicate with staff and parents? How 
often?” 
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Appendix 4-G (2): Instructional Staff Focus Group Notes 
 

Characteristic #2: High Standards and Expectations for All Students 
 

1. IIIA01, IIIA02 IIIA05: “What documents guide your planning and instruction?  
Please identify them and describe them. 

 
 
 
 
 
 
 
Characteristic #3: Effective School Leadership 
 

2. IE06, IE07, IE10, IE13: “How does your administration demonstrate support for 
teaching and learning?” 

 
 
 
 
 
 
Characteristic #6: Frequent Monitoring of Learning and Teaching 
 

3. IIB01, IIB04, IID08, IID09: “What types of evaluation practices are used at this 
school to assess students learning?” 

 
 
 
 
 

4. IIB05, IID10, IID11: “How is this information used?” 
 
 
 
 
 

a. Probe: “Look at what the administration has put in place to support your 
classroom practice and what affect that has had on your students.” 
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Characteristic #7: Focused Professional Development 
 

5. IF07, IF08: “What professional development activities (workshops, coaching, 
mentoring, learning communities, action research, etc.) have you participated in 
the past year?” 

 
 
 
 
 
 
 
 
 

6. IF07, IF08: “What impact have they had on student learning and how you provide 
instruction?” 

 
 
 
 
 
 
 
 

a. Probe: “Give examples of how your principal supports instructional 
improvement.” 

 
 
 
 
 
 
 
 
 
Characteristic #9: High Level of Family and Community Involvement 
 

7. IE13: “How does leadership in the school communicate with staff and parents? 
How often?” 
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Appendix 4-H (1): Non-Instructional Staff Focus Group Questions 
Guidelines: 

• The group will meet for 60 minutes. 

• The group can include: dean of students, guidance counselor, school nurse, 
secretaries, security staff, food services staff, building service staff, technical 
support staff, and other non-teaching staff. 

• Timeframes will be strictly honored (starting and ending times).   

• Time should be budgeted to allow for answering all questions. 

• The group will contain no more than 8 and no fewer than 5 members. 

• The selection of group members (random or intentional) needs to be 
documented in the data analysis. 

• The group composition should be representative of non-teaching staff in the 
school (e.g. school nurse, secretaries, building services personnel, parent 
outreach staff). 

• Two team members conduct the group: one to ask questions, the other to 
record the conversation and observations of the group, and to act as 
timekeeper.    

 

Characteristic #3: Effective School Leadership 
 
IE06: The principal keeps a focus on instructional improvement and student learning 
outcomes.  
 

“How does the administration keep a focus on instructional improvement and 
student learning outcomes?” 

 
IE10: The principal celebrates individual, team, and school successes, especially 
related to student learning outcomes. 
 
 “How does the administration celebrate individual, team, and school successes?” 
 
IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement.  
 

“What opportunities are you given to voice constructive comments about the 
school’s progress and offer suggestions for improvement?” 
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Characteristic #4: High Levels of Collaboration & Communication 
 
IID06: Yearly learning goals are set for the school by the Leadership Team, utilizing 
student learning data. AND 
ID08: The Leadership Team serves as a conduit of communication to the faculty and 
staff. 
 
 “How are you made aware of the yearly learning goals set for the school?” 
 

Characteristic #7: Focused Professional Development 
 
IF08: Professional development for the whole faculty includes assessment of strengths 
and areas in need of improvement from classroom observations of indicators of 
effective teaching. 
 
 “How are you involved in professional development for the whole school staff?” 
 
Characteristic #9: High Level of Family and Community Involvement 
 
IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 

“How does the school staff communicate regularly with parents and community?” 
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Appendix 4-H (2): Non-Instructional Staff Focus Group Notes 
 
Characteristic #3: Effective School Leadership 
 

1. IE06: “How does the administration keep a focus on instructional improvement 
and student learning outcomes?” 

 
 
 

2.  IE10: “How does the administration celebrate individual, team, and school 
successes?” 

 
 
 
 

3. IE13: “What opportunities are you given to voice constructive comments about 
the school’s progress and offer suggestions for improvement?” 

 
 
 
 
 
Characteristic #4: High Levels of Collaboration & Communication 
 

4. IID06, ID08: “How are you made aware of the yearly learning goals set for the 
school?” 

 
 
 
 
 
Characteristic #7: Focused Professional Development 
 

5. IF08: “How are you involved in professional development for the whole school 
staff?” 

 
 
 
 
 
Characteristic #9: High Level of Family and Community Involvement 
 

6. IE13: “How does the school staff communicate regularly with parents and 
community?” 
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Appendix 4-I (1): Parent Focus Group 
Guidelines: 

• The group will meet for 60 minutes. 

• Timeframes will be strictly honored (starting and ending times). 

• The group will contain no more than 8 and no fewer 5 members. 

• The selection of group members (random or intentional) needs to be 
documented in the data analysis. 

• The group composition should be representative of the student population of 
the school. 

• Two team members conduct the group: one to ask questions, the other to 
record conversation and observations of the group and be a timekeeper. 

 

Characteristic #3: Effective School Leadership 
 

IE10: The principal celebrates individual, team, and school successes, especially 
related to student learning outcomes. 

 “Does the principal at this school celebrate the school’s successes?  If so, how?”  
 

Parent Involvement Analysis:  

 “How does the principal inform parents about the school’s mission and goals?” 

 

Characteristic #9: High Level of Family and Community Involvement 
 

IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 

“How often does the principal at this school give you opportunities to voice your 
opinion and provide suggestions about the school’s progress?” 

 

IIIB01: All teachers maintain a file of communication with parents. 

“What kinds of communication do you receive from this school about ways to 
help your child succeed in school?” 
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IIIB06:  All teachers systematically report to parents the student’s mastery of specific 
standards-based objectives. 

“What opportunities are you given to meet with your child’s teachers to discuss 
your child’s progress?” 

 

Parent Involvement Analysis:  

“What kinds of practical guidance do you receive from this school to encourage 
your child’s regular reading habits at home?” 
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Appendix 4-I (2): Parent Focus Group Notes 
Characteristic #3: Effective School Leadership 
 

1. IE10: “Does the administration at this school celebrate the school’s successes?  
If so, how?”  

 

 

 

2. PIA: “How does the principal inform parents about the school’s mission and 
goals?” 

 

 

Characteristic #9: High Level of Family and Community Involvement 
 

3. IE13: “How often does the principal at this school give you opportunities to voice 
your opinion and provide suggestions about the school’s progress?” 

 

 

 

4. IIIB01: “What kinds of communication do you receive from this school about 
ways to help your child succeed in school?” 

 

 

 

5. IIIB06: “What opportunities are you given to meet with your child’s teachers to 
discuss your child’s progress?” 

 

 

 

6. PIA: “What kinds of practical guidance do you receive from this school to 
encourage your child’s regular reading habits at home?” 
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Appendix 4-J (1): Student Focus Group 
Guidelines: 

• The group will meet for 60 minutes. 

• Timeframes will be strictly honored (starting and ending times). 

• The group will contain no more than 8 and no fewer 5 members. 

• The selection of group members (random or intentional) needs to be 
documented in the data analysis. 

• The group composition should be representative of the student population of 
the school. 

• Parent notification and permission is required for each of the group members.  
Parent notification and getting parental permission is the responsibility of the 
school/district and necessary documentation must be presented to evaluators 
prior to participating in the Student Focus Group. 

• Two team members conduct the group: one to ask questions, the other to 
record conversation and observations of the group and be a timekeeper. 

 

Characteristic #2: High Standards and Expectations for All Students 
 
IIIA31: All teachers interact instructionally with students (explaining, checking, giving 
feedback). AND 
IIIA33: All teachers interact socially with students (noticing and attending to an ill 
student, asking about the weekend, inquiring about the family). 
 

“Does your teacher believe you can learn?” 
 
IIIA13: All teachers explain directly and thoroughly. AND 
IIIA26: All teachers encourage students to check their own comprehension. 
 

“Does your teacher expect you to work hard?” 
 

IIIA09: All teachers clearly state the lesson’s topic, theme, and objectives. 
 

“Does your teacher make clear what you are supposed to learn?” 
 

IIB04: Teachers individualize instruction based on pre-test results to provide support for 
some students and enhanced learning opportunities for others. AND 
IIIA11: All teachers use modeling, demonstration, and graphics. AND 
IIIC05: IIIC05 All teachers use a variety of instructional modes. 
 
 “Does your teacher use different ways to help you learn?” 



105 
 

Characteristic #3: Effective School Leadership 
 
IE10: The principal celebrates individual, team, and school successes, especially 
related to student learning outcomes. 
 

“Does your school celebrate the school’s success?  How?” 
 

IE13: The principal offers frequent opportunities for staff and parents to voice 
constructive critique of the school’s progress and suggestions for improvement. 
 
 “Does your teacher listen to your ideas and opinions?” 
 
 
Characteristic #9: High Level of Family and Community Involvement 
 
IIIB01: All teachers maintain a file of communication with parents. 
 
 “Does your teacher tell your family when you are going a good job in school?” 
 
IIIB06: All teachers systematically report to parents the student’s mastery of specific 
standards-based objectives. 
 

“If you are having problems learning, does your teacher talk with your family?” 
 

 



106 
 

Appendix 4-Q: Student Focus Group Notes 
 

Characteristic #2: High Standards and Expectations for All Students 
 

1. IIIA31, IIIA33: “Does your teacher believe you can learn?” 
 
 
 
 
 
 
 
 
 

2. IIIA13, IIIA26: “Does your teacher expect you to work hard?” 
 
 
 
 
 
 
 
 
 

3. IIIA09: “Does your teacher make clear what you are supposed to learn?” 
 
 
 
 
 
 
 
 
 
 

4. IIB04, IIIA11, IIIC05: “Does your teacher use different ways to help you learn?” 
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Characteristic #3: Effective School Leadership 
 

5. IE10: “Does your school celebrate the school’s success?  How?” 
 
 
 
 
 
 
 
 

6. IE13: “Does your teacher listen to your ideas and opinions?” 
 
 
 
 
 
 
 
 
 
Characteristic #9: High Level of Family and Community Involvement 
 

7. IIIB01 “Does your teacher tell your family when you are going a good job in 
school?” 

 
 
 
 
 
 
 
 

8. IIIB06: “If you are having problems learning, does your teacher talk with your 
family?” 
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Appendix 4-K: List of Requested Documents for Document Review 
 

Note:  Schools and teachers should be provided this list in advance and asked to have 
these documents available on-site, if requested, during the review.  Interview questions 
will relate to the processes and procedures staff use in relation to the instructional core.  
The SDE recommends that the following be readily available as artifacts during the 
interview process in order to support the conversation. 

 

AYP Data 

Content and Performance Standards 

Course Syllabi 

Faculty Meeting Agendas 

Individualized Learning Plans 

Instructional Team Meeting Schedules, Agendas, and Notes 

Instructional Units 

Pacing Guides 

Principal’s Calendar 

Professional Development Plan, Schedule, and Session Agendas 

Sample of newsletters and other communications to external and internal audiences 

School Community Council Mission Statement and Membership List 

School Events Calendar 

School Improvement Plan 

Teacher Handbook 

 
 
 
 
 
 
 
 



109 
 

 
 
Appendix 4-L: Document Review Checklist 
 

Note:  The set of documents in Column 1 listed under each of the Nine Characteristics 
of High Performing Schools is to be examined in order to complete the checklist for 
each indicator under that characteristic.  If evidence is noted, check the “Yes” box and 
also indicate the document(s) containing the evidence to assist in report preparation.  
Twenty nine (29) indicators will be evaluated, in part, on the basis of document review. 

 
Characteristic 2 – High Standards and Expectations for All Students 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

 Classroom Instruction - Preparation 

School Improvement 
Plan, Instructional units, 
content and 
performance standards, 
pacing guides,  
Instructional Team 
meeting notes 

IIIA01: All teachers are 
guided by a document 
that aligns standards, 
curriculum, instruction, 
and assessment  

  

Instructional Team 
meeting schedules and 
notes, AYP data 
 

IIIA02:  All teachers 
develop weekly lesson 
plans based on aligned 
units of instruction. 

  

 IIIA05:  All teachers 
maintain a record of 
each student’s mastery 
of specific learning 
objectives. 

  

 IIIA06:  All teachers test 
frequently using a 
variety of evaluation 
methods and maintain a 
record of the results. 

  

 
Characteristic 3 – Effective School Leadership 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

Newsletters and other 
communications to 
external and internal 

IE07:  The principal 
monitors curriculum and 
classroom instruction 
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Characteristic 3 – Effective School Leadership 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

audiences, School 
events calendar 

regularly. 

Principal’s calendar, 
Faculty Meeting 
agendas 

IE10:  The principal 
celebrates individual, 
team, and school 
successes, especially 
related to student 
learning outcomes. 

  

School Improvement 
Plan, Instructional units, 
content and 
performance standards, 
pacing guides 

IE13:   The principal 
offers frequent 
opportunities for staff 
and parents to voice 
constructive critique of 
the school’s progress 
and suggestions for 
improvement. 

  

 
Characteristic 4 – High Levels of Collaboration & Communication 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

School Improvement 
Plan, Instructional Team 
meeting schedules and 
notes, AYP data 
 

ID01:  A team structure 
is officially incorporated 
into the school 
improvement plan and 
school governance 
policy. 

  

Instructional units, 
content and 
performance standards, 
pacing guides,  
Instructional Team 
meeting notes 

ID08: The Leadership 
Team serves as a 
conduit of 
communication to the 
faculty and staff 

  

Newsletters and other 
communications to 
external and internal 
audiences, School 
events calendar 

ID13: Instructional 
Teams meet for blocks 
of time (4 to 6 hour 
blocks, once a month; 
whole days before and 
after the school year) 
sufficient to develop and 
refine units of instruction 
and review student 
learning data. 
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Characteristic 5 - Curriculum, Instruction & Assessments Aligned w/ State Standards 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

School Improvement 
Plan, Instructional units, 
content and 
performance standards, 
pacing guides,  
Instructional Team 
meeting notes 

IIA01: Instructional 
teams develop 
standards-aligned units 
of instruction for each 
subject & grade level 

  

 IIA02 Units of instruction 
include standards-based 
objectives and criteria 
for mastery 

  

 IIC01 Units of instruction 
include specific learning 
activities aligned to 
objectives 

  

 IIC01 Materials for 
standards-aligned 
learning activities are 
well-organized, labeled, 
and stored for 
convenient use by 
teachers. 

  

 
Characteristic 6 – Frequent Monitoring of Learning and Teaching 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

 Classroom Assessment

 IIB01: Units of 
instruction include pre-
/post-tests to assess 
student mastery of 
standards-based 
objectives. 

  

 Periodic Assessment 

Course syllabi, 
Instructional Team 
meeting agendas and 
notes, School 
Improvement Plan, 
individualized learning 

IID06: Yearly learning 
goals are set for the 
school by the 
Leadership Team, 
utilizing student learning 
data. 
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Characteristic 6 – Frequent Monitoring of Learning and Teaching 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

plans 

Instructional units, 
content and 
performance standards, 
pacing guides,  
Instructional Team 
meeting notes 

IID08: Instructional 
Teams use student 
learning data to assess 
strengths and 
weaknesses of the 
curriculum and 
instructional strategies.

  

Instructional Team 
meeting agendas and 
notes, School 
Improvement Plan, AYP 
data 

IID09: Instructional 
Teams use student 
learning data to plan 
instruction. 

  

 IID10: Instructional 
Teams use student 
learning data to identify 
students in need of 
instructional support or 
enhancement. 

  

 IID11: Instructional 
Teams review the 
results of unit pre-/post-
tests to make decisions 
about the curriculum and 
instructional plans and to 
"red flag" students in 
need of intervention 
(both students in need of 
tutoring or extra help 
and students needing 
enhanced learning 
opportunities because of 
their early mastery of 
objectives). 

  

 
Characteristic 7 – Focused Professional Development 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

Professional 
Development Plan (for 
school), Professional 
Development session 
agendas 
 

IF05:  Professional 
development for 
teachers includes self‐
assessment related to 
indicators of effective 
teaching and classroom 
management. 
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Characteristic 7 – Focused Professional Development 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

 IF08:  Professional 
development for the 
whole faculty includes 
assessment of strengths 
and areas in need of 
improvement from 
classroom observations 
of indicators of effective 
teaching. 

  

 IF10:  The principal 
plans opportunities for 
teachers to share their 
strengths with other 
teachers. 

  

 
Characteristic 9 – High Level of Family and Community Involvement 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

School Community 
Council mission 
statement and 
membership list, 
Teacher Handbook, 
Parent Newsletters 

IE 13: The principal 
offers frequent 
opportunities for staff 
and parents to voice 
constructive critique of 
the school’s progress 
and suggestions for 
improvement. 

  

 IIIB01: All teachers 
maintain a file of 
communication with 
parents. 

  

Newsletters and other 
communications to 
external and internal 
audiences, School 
events calendar 

IIIB06: All teachers 
systematically report to 
parents the student’s 
mastery of specific 
standards-based 
objectives 

  

Principal’s calendar, 
Faculty Meeting 
agendas, Newsletters 
and other 
communications to 
external and internal 
audiences, School 
events calendar 

PIA: Parents receive 
regular communication 
(absent jargon) about 
learning standards, their 
children’s progress, and 
the parents’ role in their 
children’s school 
success. 
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Characteristic 9 – High Level of Family and Community Involvement 

Document Set Relevant Indicators Yes (evidence of 
indicator noted) 

No (evidence of 
indicator not noted) 

 PIA: Parents receive 
practical guidance to 
encourage their 
children’s regular 
reading habits at home. 

  

 PIA: Parents are given 
opportunities to meet 
with teachers to discuss 
both their children’s 
progress in school and 
their children’s home-
based study and reading 
habits. 
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  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

3.
 L

ea
de

rs
hi

p 

a. Many staff provide leadership in some way. 0 1 2 3 4 5 

b. Leaders advocate for effective instruction for 
all students. 0 1 2 3 4 5 

c. People in leadership roles act with integrity. 0 1 2 3 4 5 

d. School administrators consider various 
viewpoints when making decisions. 0 1 2 3 4 5 

e. Leaders hold staff accountable for improving 
student learning. 0 1 2 3 4 5 

f. I feel like the school leadership cares about 
me. 0 1 2 3 4 5 

      

  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

4.
 C

ol
la

bo
ra

tio
n/

C
om

m
un

ic
at

io
ns

 a. The school uses a system to obtain a variety 
of perspectives when making decisions. 0 1 2 3 4 5 

b. Teachers discuss teaching issues on a regular 
basis. 0 1 2 3 4 5 

c. Staff members work together to solve 
problems related to school issues. 0 1 2 3 4 5 

d. The staff works in teams across grade levels 
to help increase student learning. 0 1 2 3 4 5 

e. Staff routinely work together to plan what will 
be taught. 0 1 2 3 4 5 

f. Teachers have frequent communication with 
the families of their students. 0 1 2 3 4 5 

g. Staff members trust one another. 0 1 2 3 4 5 
 
 

 
  

Continue to next page 
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  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

5.
 A

lig
nm

en
t t

o 
St

an
da

rd
s 

a. The school’s curriculum is aligned with state 
standards. 0 1 2 3 4 5 

b. Instructional staff have a good understanding of
the state standards in the areas they teach. 0 1 2 3 4 5 

c. Instructional materials that are aligned with the 
standards are available to staff. 0 1 2 3 4 5 

d. Instruction builds on what students already 
know. 0 1 2 3 4 5 

e. Schoolwork is meaningful to students. 0 1 2 3 4 5 

f. Teachers use a variety of approaches and 
activities to help students learn. 0 1 2 3 4 5 

g. Classroom activities are intellectually 
stimulating. 0 1 2 3 4 5 

h. I know the research basis for the instructional 
strategies being used. 0 1 2 3 4 5 

i. The staff uses ISAT results to help plan 
instructional activities. 0 1 2 3 4 5 

      

  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

6.
 M

on
ito

rin
g 

of
 T

ea
ch

in
g 

an
d 

Le
ar

ni
ng

 

a. Students receive regular feedback about what 
they need to do to improve. 0 1 2 3 4 5 

b. Students receive extra help when they need it. 0 1 2 3 4 5 

c. Teachers modify their instructional practices 
based on classroom assessment information. 0 1 2 3 4 5 

d. Teachers receive regular feedback on how 
they are doing. 0 1 2 3 4 5 

e. Teaching and learning are the focus of staff 
observations and evaluations. 0 1 2 3 4 5 

f. Teachers provide feedback to each other to hel
improve instructional practices. 0 1 2 3 4 5 

g. High quality work is expected of all the adults 
who work at the school. 0 1 2 3 4 5 

  Continue to next page 
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  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

7.
 P

ro
fe

ss
io

na
l D

ev
el

op
m

en
t 

a. Assessment results are used to determine 
professional learning activities. 0 1 2 3 4 5 

b. Staff members get help in areas they need to 
improve. 0 1 2 3 4 5 

c. Professional development activities are 
consistent with school goals. 0 1 2 3 4 5 

d. I have enough opportunities to grow 
professionally. 0 1 2 3 4 5 

e. Different staff members periodically lead 
professional development activities for other 
staff. 

0 1 2 3 4 5 

f. Instructional staff view themselves as learners 
as well as teachers. 0 1 2 3 4 5 

      

  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

8.
 L

ea
rn

in
g 

En
vi

ro
nm

en
t 

a. Students feel safe on school property during 
school hours. 0 1 2 3 4 5 

b. The school environment is conducive to 
learning. 0 1 2 3 4 5 

c. Teachers show they care about all of their 
students. 0 1 2 3 4 5 

d. The staff respects the cultural heritage of 
students. 0 1 2 3 4 5 

e. Students respect those who are different from 
them. 0 1 2 3 4 5 

f. Instruction is adjusted to meet individual studen
needs. 0 1 2 3 4 5 

g. Student discipline problems are managed 
well. 0 1 2 3 4 5 

h. The staff feels free to express their ideas and 
opinions with one another.       

  Continue to the last page 
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  No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

9.
 F

am
ily

 &
 C

om
m

un
ity

 In
vo

lv
em

en
t a. The staff believes students learn more through 

effective family support. 0 1 2 3 4 5 

b. The school works with many community 
organizations to support its students. 0 1 2 3 4 5 

c. The school makes a special effort to contact 
the families of students who are struggling 
academically. 

0 1 2 3 4 5 

d. Teachers have frequent contact with their 
student’s parents. 0 1 2 3 4 5 

e. The school provides ample information to 
families about how to help students succeed 
in school. 

0 1 2 3 4 5 

f. Many parents are involved as volunteers at 
the school. 0 1 2 3 4 5 

 
Comments or Response to Optional Question(s): 
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Appendix 4-M (2): Family Perspectives Survey  

 
Nine Characteristics of High Performing Schools 

Perception Surveys  
 

Family Perspectives Survey 
 
Certain characteristics of a school can affect student learning. This survey asks for your views 
about our school so we can improve and provide the best possible education for your child. 
It will take you about 5-10 minutes to respond to the 30 statements about the school. The survey 
uses a 5-point scale, with 1 meaning you “don’t agree at all” with the statement, and 5 meaning 
you “agree completely”. (Mark the 0 when you don’t know or the statement does not apply.) Mark 
one number for each statement. 
Please respond honestly to each statement. All responses will be anonymous and remain 
confidential. Participation is voluntary, and not responding to the survey will not affect your 
child in any way. If you do not want to take the survey, please check the box below and return 
the blank survey to the school. 
 
� I choose not to respond to this survey 
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Please provide some background information about yourself.  This information will be used for 
analysis purposes only, and results will not be reported for categories that have fewer than five (5) 
responses.  (Mark one box for each question) 

 

1. Gender: � Male � Female     

 

2. Your race/ethnicity: � American Indian/Native Amer. � African American/Black 

 � Asian/Pacific Islander � Hispanic/Latino 

 � White/Caucasian � Multi-racial 

 � Other  

 

3. Number of children in this school: � 0 � 1 � 2 � 3 � 4 or more

 

4. Number of children under 18 living in your home: 

� 0 � 1 � 2 � 3 � 4 � 5 or more 

 

5. Relationship to children in the school: � Parent � Guardian 

 � Relative � Other 

 

6. Main language spoken at home: � English � Spanish 

 � Cambodian � Chinese 

 � Korean � Russian 

 � Ukranian � Tagalog 

 � Vietnamese � Other 

 

7. Frequency of visits to the school: 

� Never � Rarely � Sometimes � Often � Very Often 

 

8. Provide any comments below or attach them to this survey. 
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 No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

14. Grades are given in a fair manner. 0 1 2 3 4 5 

15. Students respect those who are different from 
them. 0 1 2 3 4 5 

16. The adults in the school show respect for all 
students. 0 1 2 3 4 5 

17. Discipline problems are handled fairly. 0 1 2 3 4 5 

18. School leaders act fairly and with integrity. 0 1 2 3 4 5 

19. My child feels safe at school. 0 1 2 3 4 5 

20. The school environment helps the learning 
process. 0 1 2 3 4 5 

21. School staff listens carefully when I express 
my opinions and concerns. 0 1 2 3 4 5 

22. Teachers are constantly trying to become 
better teachers. 0 1 2 3 4 5 

23. The teachers and other adults in my school 
show respect for each other. 0 1 2 3 4 5 

24. School leaders show they care about all 
students. 0 1 2 3 4 5 

25. The adults in the school work well together. 0 1 2 3 4 5 

26. The school contacts the families of students 
who are struggling academically. 0 1 2 3 4 5 

27. There is frequent, two-way communication 
between school staff and families. 0 1 2 3 4 5 

28. I feel welcome when I visit the school. 0 1 2 3 4 5 

29. The school works with many community 
organizations to support its students. 0 1 2 3 4 5 

30. Many parents and adults from the community 
come and help at the school. 0 1 2 3 4 5 

 

 

Thank you for sharing your views with us! 
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 No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

15. Students are given many chances to show what 
we have learned. 0 1 2 3 4 5 

16. Tests and quizzes are related to the material 
and ideas we are supposed to learn. 0 1 2 3 4 5 

17. Grades are given in a fair manner. 0 1 2 3 4 5 

18. Discipline problems are handled fairly. 0 1 2 3 4 5 

19. The adults in my school work well together. 0 1 2 3 4 5 

20. My teachers care about me as a person. 0 1 2 3 4 5 

21. The adults in my school show respect for me. 0 1 2 3 4 5 

22. Students respect those who are different from 
them. 0 1 2 3 4 5 

23. The teachers and other adults in my school 
show respect for each other. 0 1 2 3 4 5 

24. I feel safe when I am at school. 0 1 2 3 4 5 

25. Students can participate in many different school 
activities (sports, clubs, etc). 0 1 2 3 4 5 

26. The school environment makes it easy to learn. 0 1 2 3 4 5 

27. I know how to get help from an adult at school if 
I need it. 0 1 2 3 4 5 

28. The adults who work at my school care about all 
students, not just a few. 0 1 2 3 4 5 

29. My teachers contact my family if I am having 
problems learning. 0 1 2 3 4 5 

30. Many parents and adults from the community 
come and help at the school. 0 1 2 3 4 5 

 

 

Thank you for sharing your views with us! 
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 No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

15. Students are given many chances to show what 
we have learned. 0 1 2 3 4 5 

16. Tests and quizzes are related to the material and 
ideas we are supposed to learn. 0 1 2 3 4 5 

17. Grades are given in a fair manner. 0 1 2 3 4 5 

18. Discipline problems are handled fairly. 0 1 2 3 4 5 

19. The adults in my school work well together. 0 1 2 3 4 5 

20. My teachers care about me as a person. 0 1 2 3 4 5 

21. The adults in my school show respect for me. 0 1 2 3 4 5 

22. Students respect those who are different from 
them. 0 1 2 3 4 5 

23. The teachers and other adults in my school 
show respect for each other. 0 1 2 3 4 5 

24. I feel safe when I am at school. 0 1 2 3 4 5 

25. Students can participate in many different school 
activities (sports, clubs, etc). 0 1 2 3 4 5 

26. The school environment makes it easy to learn. 0 1 2 3 4 5 

27. I know how to get help from an adult at school if I 
need it. 0 1 2 3 4 5 

28. The adults who work at my school care about all 
students, not just a few. 0 1 2 3 4 5 

29. My teachers contact my family if I am having 
problems learning. 0 1 2 3 4 5 

30. Many parents and adults from the community 
come and help at the school. 0 1 2 3 4 5 

 

 

Thank you for sharing your views with us! 
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 No Basis 
to Judge 

Don’t Agree 
At All 

Agree 
Moderately 

Agree 
Completely 

19. I have fun learning at school. X // / . ☺ ☺☺ 

20. Sometimes students work together in class. X // / . ☺ ☺☺ 

21. The school has fair rules. X // / . ☺ ☺☺ 

22. Students are treated fairly if they get in trouble. X // / . ☺ ☺☺ 

23. The school is clean. X // / . ☺ ☺☺ 

24. I like the food the school serves. X // / . ☺ ☺☺ 

25. My teacher talks to my family if I am having 
problems learning. X // / . ☺ ☺☺ 

26. If I am doing a good job in school, my teacher 
tells my family. X // / . ☺ ☺☺ 

27. Parents and adults often come and help at 
school. X // / . ☺ ☺☺ 

28. I get help on my school work at home. X // / . ☺ ☺☺ 

29. I like my teacher. X // / . ☺ ☺☺ 

30. I like this school. X // / . ☺ ☺☺ 
 

 

Thank you for sharing your views with us! 
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Section 5.  Preparing and Transmitting the 
Instructional Core Focus Visit Report 
The Instructional Core Focus Visit team leader and team are all involved in preparing the 
Instructional Core Focus Visit Report.  To assist the team in preparing the report, the LEA 
arranges for workspace and equipment.  The LEA also provides editorial and other support 
services needed for report  
preparation.   

The team leader is responsible for managing the activities related to data analysis and report 
preparation, and serves as liaison to the LEA regarding this work.   It is the team leader’s 
responsibility to schedule and monitor a timeline to complete this phase of the Instructional 
Core Focus Visit; to this end the team leader schedules and conducts team meetings to review 
on-site data and determine the nature of findings and recommendations to be included in the 
report.  The team leader makes appropriate assignments to team members.  Finally, the team 
leader, personally or through delegation, assures that the Instructional Core Focus Visit report 
reflects high standards for analysis and writing. 

The team members are responsible for participating in all team meetings, completing all 
assigned tasks, and providing feedback on the Instructional Core Focus Visit report if 
requested.      

Compiling and analyzing data 
The first task is to compile the TICO summary data.  Data from the TICO summary sheet for 
each teacher is entered into the TICO Data Compiler (Appendix 5-B) and totaled.  These data 
provide information, based on the observations and interviews conducted, on the extent to 
which teachers’ preparation and instruction reflect Instructional Core Focus Visit indicators. If 
there are sufficient numbers of teachers involved (i.e., at least three) the team may consider 
disaggregating the TICO data by grade level (or cluster i.e., grades 1-3) and/or by subject area 
(i.e., reading). TICO data will be compiled by individual school and by district.  TICO data are 
to be reported by the percentage of teachers whose practices reflect indicators. Appendix 5-C 
displays examples of how TICO data may be reported for selected individual indicators. 

The analysis task brings together all data sources aligned with the indicators (note: there will 
be instances where the nature of the data sources requires alignment at the characteristic level 
instead).  A data analysis matrix tool is included in Appendix 5-D.   This tool is an adaptation of 
the Patterns of Practice Matrix that lays out the set of review indicators organized within the 
nine characteristics.  The analysis tool is structured to permit the team to attribute on-site 
review data, by source, to individual indicators.  Working through this tool provides an 
opportunity for the team to capture what was heard and seen on-site.    

Quantitative data includes the TICO information (reported as the percentage of teachers 
whose practices reflect the indicators).  Results of the CEE survey (reported as the number or 
percentage of respondents agreeing with an item) may also be considered but optional.  
Qualitative data includes the results of the document reviews as well as the interview and 
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focus group notes.  TICO data and document review results need to be weighted more heavily 
in the team’s analysis process than school personnel’s perceptions and/or opinions.       

By completing the data analysis tool the team can determine the extent to which the school’s 
practices reflect the indicators.  The team is encouraged to reach consensus on each indicator 
based on the available evidence.  This process requires the team to consider the weight of 
evidence.  It may be helpful for the team to ask itself, in ambiguous cases, whether there is 
enough evidence to discern that “it is raining” (with regard to an indicator).  This means that 
there is a strong enough data-based case supporting the presence of the indicator in the 
school.     

How do we tell if it is raining?  If we are indoors and see dark clouds, this might be a clue.  
Observing people walking with raised umbrellas or cars passing with windshield wipers in 
motion would increase our belief that it is raining.  Seeing puddles might provide stronger 
evidence.  But we’d have the most confidence if we personally could actually feel the rain.  
This is the standard teams must try to apply in the analysis activity. 

Preparing for exit meeting  
An exit meeting will be scheduled at the conclusion of the Instructional Core Focus Visit to 
share a summarized report with the district leadership team.  All aspects of the Instructional 
Core Focus Visit will be reflective within this meeting emphasizing areas of strengths, areas of 
weaknesses, and recommendations based upon the evidence collected during the Focus Visit.  
The exit meeting will be facilitated by the team lead and will not exceed 60 minutes.  All Focus 
Team members will be present to be available for questions or clarifications.  Team members 
will also be assigned different agenda items to review and present at the request of the team 
lead.  The LEA is given the latitude to include any and all members from their LEA.  The local 
school board must have representation during the exit meeting. 

Agenda topics for this exit meeting will include: 

• Introductions of team members and explanation of history, goals and 
expectations from the Instructional Core Focus Visit 

• Review of individual Focus Group meetings  
• Review of school/district TICO data collection 
• Review of CEE survey data 
• Review of Instructional Core Focus Visit Report 

A suggested outline for the Instructional Core Focus Visit report is included in Appendix 5-E 
(2).  The team leader oversees the writing of the report and, after reviewing its content, shares 
the report with the LEA during the exit meeting.  The report is drafted from both qualitative and 
quantitative data collected throughout the Instructional Core Focus Visit and summarized 
under the Nine Characteristics of High Performing Schools and categorized by areas of 
strengths, areas of concerns and recommendations based on evidence.   

The report’s Introduction would briefly describe the purpose of the review, how it was 
conducted, and who participated. It should also acknowledge the cooperation of the school 
staff. Finally, it should indicate the scope of the review (e.g., number of CEE survey 
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respondents, number of teachers observed and interviewed, number of persons involved in 
focus group conversations, and identification of documents reviewed). The Highlights section 
is an opportunity to emphasize a small number of important findings (and recommendations) 
and/or strengths identified within the course of the Instructional Core Focus Visit.  

For each standard, the report will reflect the results of the team’s analysis of the data. Although 
the recommendations are written for the school’s consideration, they are also designed to 
inform LEA and SEA assistance services. A copy of the Indicator Framework (Appendix 1-A) 
should be included in the report. 
The LEA will review all the information presented during the exit meeting and prioritize how to 
address the recommendations.  The team lead will be in contact with the LEA leadership team 
within two weeks following the Instructional Core Focus Visit to provide additional technical 
assistance or guidance and clarification to the review team’s recommendations.  The team 
leader will continue to offer technical assistance every two weeks for the duration of the school 
year.  A concerted effort of technical assistance will be provided by Capacity Builders, if 
applicable.  If the LEA is not part of the Idaho Capacity Building Project a temporary Capacity 
Builder will be provided.  Within the first month following the Instructional Core Focus Visit the 
LEA will submit a prioritized list of Focus Items to the team leader identifying a plan of action of 
addressing and implementing necessary practice to these Focus Items. 
 

Holding a debriefing meeting for Focus Visit team members (optional) 
Within one month following the on-site visit, the SDE may hold a one day meeting to examine 
all Instructional Core Focus Visit data and determine the report content.  This meeting may be 
scheduled during the planning process (Section 2).  Prior to the meeting, note takers for 
interview/focus group activities should complete their transcription and coding activities 
(Section 4).  The team leader will have all of the copies of TICO forms and Document Review 
checklists, as well as summary data resulting from the CEE survey.   The main objective of this 
meeting will be to review the procedures of the Instructional Core Focus Visit, identify areas of 
strengths and concerns, and to evaluate the overall success of the process.   
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APPENDICES 

Section 5.  Preparing and Transmitting the Review Report 
5-A:  Instructional Core Focus Visit Report Timeline 

5-B:  TICO Data Compiler 

5-C:  Reporting TICO Data 

5-D:  Instructional Core Focus Visit Analysis Matrix Tool  

5-E (1):  Instructions for constructing analysis worksheet on which to compile data from all 
sources by indicator 

5-E (2):   Instructional Core Focus Visit Report Outline 

5-E (3):  Sample Instructional Core Focus Visit Report 

5-F (1):  Instruction/Curriculum Alignment Resources 

5-F (2):  Communication Resources 

5-F (3):  Comprehensive Assessment Planning Resources 

5-F (4):  Collaboration Resources 

5-G:     Potential Artifact Collection for Follow-up Accountability 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix 5-A: Preparing the Review Report Timeline 
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ACTIVITY COMPLETION DATE 

Team meets to review data    on-site 

Team prepares report  on-site 

Team leader shares report to the LEA During exit meeting 

Team leader follow-up with LEA 

Presentation to School Board (optional) 

2-3 weeks following review 

LEA Focus Items identified 1 month following review 

Team Leader Technical Assistance Every 2 weeks following review 

Education Northwest Interview 1 month following review 

Debriefing for review team Within 1 month following review 

Team leader follow-up with LEA 

School Board report (optional) 

3 months following review 

6 months following review 

Re-evaluate: 

• Student Achievement Data 
• CEE Survey Data 
• Education Northwest Follow-Up 

1 year following review with collection of 
potential artifacts 
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Appendix 5-B: TICO Data Compiler 
 

TICO 
Data 
Sheet 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Observation 

IIIA28         

IIIA32          

IIIC01         

IIIC10          

IIIA09         

IIIA11         

IIIA13         

IIIA16         

IIIA21          

IIIA26          

IIIA31          

IIIC05         

IIIC12         

Interview 

IIIA01          

IIA01          

IIA02          

IIIA02          

IIC01          
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TICO 
Data 
Sheet 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

Teacher 
Name 

IIB04 

IIB04 

        

IIB05         

IIIA05         

IIIA06         

IIIC01         

IIIB06         

IIIA40         

Note: Enter rubric score for the observation part. Enter 1 for yes and 0 for no for interview part.  The 
last column provides average for each row. Complete column for each teacher.  

Note: Excel worksheet may be prepared for all teachers or for groups of teachers (e.g., by grade level 
or subject area)  
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Appendix 5-C : Reporting TICO Data 
 

Teacher Interview and Classroom Observation Instrument (TICO) 

Tally Sheet 

Data are reported as the percentage of teachers whose practice reflects an indicator. Data 
may be disaggregated by grade level and/or subject area. Here are examples of tabulation and 
statement of finding. This would be done for each indicator as part of Focus Visit data analysis 
task. 
School:         Date of Review:  
TICO Observation 
Indicator:   IIIC01  
When waiting for teacher assistance or finished with assignment, students are occupied with 
curriculum-related activities.(exclude in # of Teachers Observed any teacher marked as no 
occasion for the observation) 
 
Grade Level               # of Teachers       # of Indicators      % of Indicators  
                                      Observed             Observed                Observed 
                                       (Column A)        (Column B)           (B / A) 
     Whole School                                   8                       4                       4/8 = 50% 
Fifty percent of observed teachers’ classrooms exhibited behavior reflecting this indicator. 
 
Indicator:  IIIA35  
Students are engaged and on task. 
Grade 4 Classes               # of Teachers       # of Indicators      % of Indicators  
                                      Observed             Observed                Observed 
                                       (Column A)        (Column B)           (B / A) 
    3  3   3/3 = 100% 
All of the Grade 4 Classes observed had evidence of this indicator. 
 
Indicator:  IIIC05  
Teacher uses a variety of instructional modes. 
Math Classes               # of Teachers       # of Indicators      % of Indicators  
                                      Observed             Observed                Observed 
                                       (Column A)        (Column B)           (B / A) 
    4  1   1/4 = 25% 
This indicator was observed in 25% of the math classes observed 
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TICO Interview  
 
Indicator:  IIA02  
Uses a unit of instruction that includes standards-based objectives and criteria for mastery. 
Whole School               # of Teachers       # of Indicators      % of Indicators  
                                       (Column A)        (Column B)           (B / A) 
    10  7   7/10 = 70% 
Seventy percent of teachers interviewed had evidence of this indicator. 
 
________________________________________________________________ 
Indicator:  IIIA03/04 
 Teacher uses objective-based pre-tests and post-tests. 
Reading                      # of Teachers       # of Indicators      % of Indicators  
                                       (Column A)        (Column B)           (B / A) 
    8  7  7/8 = 87.5% 
87.5% of the teachers interviewed regarding reading instruction documented the use of pre-
tests and post-tests. 
 
_________________________________________________________________ 
 
Indicator:  IIIC01  
Provides curriculum-related activities for students when they have completed other work or are 
waiting for assistance. 
 Grade 3              # of Teachers       # of Indicators      % of Indicators  
                                     (Column A)        (Column B)           (B / A) 
    4  1     1/4 = 25% 
Twenty-five percent of Grade 3 teachers interviewed indicated they provided such activities. 
 
 _________________________________________________________________ 
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Appendix 5-D: Focus Visit Analysis Matrix Tool 
This table arrays specific items appearing on the data collection tools (by item number or other designation depending on the tool) used 
in the reviews against the set of indicators that will be reported upon.  For triangulation purposes there are multiple data sources per 
indicator. 

Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

Characteristic 2 High Standards & Expectations for All Students Instructional 
Team meeting 
schedules and 
notes, AYP 
data, School 
Improvement 
Plan, 
Instructional 
units, content & 
performance 
standards, 
pacing guides, 
Newsletters and 
other 
communications 
to external and 
internal 
audiences, 
School events 
calendar, 
Course syllabi, 
individualized 
learning plans 

IIIA01: All teachers 
are guided by a 
document that aligns 
standards, 
curriculum, 
instruction, and 
assessment. 

X  X  X   

 

 

IIIA02:  All teachers 
develop weekly 
lesson plans based 
on aligned units of 
instruction. 

X    X   
 

 

IIIA05:  All teachers 
maintain a record of 
each student’s 
mastery of specific 
learning objectives. 

X    X   
 

 

IIIA06:  All teachers 
test frequently using 
a variety of 
evaluation methods 
& maintain a record 

X       
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

of the results. 

IIIA09:  All teachers 
clearly state the 
lesson’s topic, 
theme, & objectives. 

 X      
 

X  

IIIA11:  All teachers 
use modeling, 
demonstration &  
graphics. 

 X      
 

X  

IIIA13: All teachers 
explain directly and 
thoroughly. 

 X      
 

X  

IIIA16: All teachers 
use 
prompting/cueing. 

 X      
 

 

IIIA21: All teachers 
re-teach following 
questions. 

 X      
 

 

IIIA26: Teachers 
encourage students 
to check their own 
comprehension. 

 X      
 

X  

IIIA28 All teachers 
travel to all areas in 
which students are 
working. 

 X      
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

IIIA31:  All teachers 
interact 
instructionally with 
students (explaining, 
checking, giving 
feedback). 

 X X     

 
 

X  

IIIA32:  All teachers 
interact managerially 
with students 
(reinforcing rules, 
procedures). 

 X X     
 

 

IIIA35:  Students are 
engaged and on 
task. 

  X     
 

 

IIIA40:  All teachers 
assess student 
mastery in ways 
other than those 
provided by the 
computer program. 

X       

 

 

IIIB06:  All teachers 
systematically report 
to parents the 
student’s mastery of 
specific standards-
based objectives. 

X       

 
 

X  

IIIC01:  When 
waiting for X X        
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

assistance from the 
teacher, students are 
occupied with 
curriculum-related 
activities provided by 
the teacher. 

IIIC05:  All teachers 
use a variety of 
instructional modes. 

 X      
 

X  

IIIC10:  All teachers 
reinforce classroom 
rules and procedures 
by positively 
teaching them. 

 X X     
 

 

IIIC12 All teachers 
engage all students 
(e.g., encourage 
silent students to 
participate). 

 X      
 

 

 

           

Characteristic 3 Effective School Leadership 

 
 
Newsletters and 
other 
communications 
to external and 
internal 

IE06:  The principal 
keeps a focus on 
instructional 
improvement and 

    X X  
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

student learning 
outcomes. 

audiences, 
Principal’s 
calendar, 
Faculty Meeting 
agendas,  
School events 
calendar, 
School 
Improvement 
Plan 

IE07:  The principal 
monitors curriculum 
and classroom 
instruction regularly. 

    X   
 

 

IE10:  The principal 
celebrates individual, 
team, and school 
successes, 
especially related to 
student learning 
outcomes. 

  X  X X  

 
 

X X 

IE13:   The principal 
offers frequent 
opportunities for staff 
and parents to voice 
constructive critique 
of the school’s 
progress and 
suggestions for 
improvement. 

  X  X X  

 
 
 

X  

           

Characteristic 4 High Levels of Collaboration & Communication 

 
 
School 
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

ID01:  A team 
structure is officially 
incorporated into the 
school improvement 
plan and school 
governance policy. 

  X  X   

 

 

Improvement 
Plan, 
Instructional 
Team meeting 
schedules and 
notes, AYP 
data, 
Newsletters and 
other 
communications 
to external and 
internal 
audiences, 
School events 
calendar 

ID07:  A Leadership 
Team consisting of 
the principal, 
teachers who lead 
the Instructional 
Teams, and other 
key professional staff 
meets regularly 
(twice a month or 
more for an hour 
each meeting). 

  X  X  X 

 

 

ID08: The 
Leadership Team 
serves as a conduit 
of communication to 
the faculty and staff. 

  X  X X X 
 

 

ID13: Instructional 
Teams meet for 
blocks of time (4 to 6 
hour blocks, once a 
month; whole days 
before and after the 
school year) 

  X  X   

 

 



151 
 

Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

sufficient to develop 
and refine units of 
instruction and 
review student 
learning data. 

           

Characteristic 5  Curriculum, Instruction and Assessments Aligned with State Standards 

 
 
School 
Improvement 
Plan, 
Instructional 
units, content 
and 
performance 
standards, 
pacing guides 
Individualized 
learning plans, 
AYP data 

IIA01:  Instructional 
Teams develop 
standards-aligned 
units of instruction 
for each subject and 
grade level. 

X      X 

 

 

IIA02:  Units of 
instruction include 
standards-based 
objectives and 
criteria for mastery. 

X       
 

 

IC01:  Units of 
instruction include 
specific learning 
activities aligned to 
objectives. 

X  X     
 

 

IC03:  Materials for 
standards-aligned          
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

learning activities are 
well-organized, 
labeled, and stored 
for convenient use 
by teachers. 

           

Characteristic 6 Frequent Monitoring of Learning and Teaching 

 
 
Instructional 
Team meeting 
agendas and 
notes, School 
Improvement 
Plan, AYP data 
Course syllabi, 
Instructional 
Team meeting 
agendas and 
notes, 
individualized 
learning plans 

IIB01: Units of 
instruction include 
pre-/post-tests to 
assess student 
mastery of 
standards-based 
objectives. 

X    X   

 

 

IIB04: Teachers 
individualize 
instruction based on 
pre-test results to 
provide support for 
some students and 
enhanced learning 
opportunities for 
others. 

 
 

X 
   

 
 

X 
  

 
 

X 
 

IIB05: Teachers re-
teach based on post-
test results. 

X    X   
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

IID06: Yearly 
learning goals are 
set for the school by 
the Leadership 
Team, utilizing 
student learning 
data. 

  X  X X X 

 

 

IID08: Instructional 
Teams use student 
learning data to 
assess strengths 
and weaknesses of 
the curriculum and 
instructional 
strategies. 

  X  X  X 

 

 

IID09: Instructional 
Teams use student 
learning data to plan 
instruction. 

    X  X 
 

 

IID10: Instructional 
Teams use student 
learning data to 
identify students in 
need of instructional 
support or 
enhancement. 

      X 

 

 

IID11: Instructional 
Teams review the     X  X   
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

results of unit pre-
/post-tests to make 
decisions about the 
curriculum and 
instructional plans 
and to "red flag" 
students in need of 
intervention (both 
students in need of 
tutoring or extra help 
and students 
needing enhanced 
learning 
opportunities 
because of their 
early mastery of 
objectives). 

           

Characteristic 7 Focused Professional Development 

 
 
 
 
Professional 
Development 
Plan (for 
school), 
Professional 
Development 
session 

IF01:  The principal 
compiles reports 
from classroom 
observations, 
showing aggregate 
areas of strength 
and areas that need 
improvement without 

      X 
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

revealing the identity 
of individual 
teachers. 

agendas 
School 
Improvement 
Plan, 
Instructional 
Team meeting 
schedules and 
notes, AYP data 
 

IF02:  The 
Leadership Team 
reviews the 
principal’s summary 
reports of classroom 
observations and 
takes them into 
account in planning 
professional 
development. 

      X 

 

 

IF03:  Professional 
development for 
teachers includes 
observations by the 
principal related to 
indicators of effective 
teaching and 
classroom 
management. 

X  X     

 

 

IF04:  Professional 
development for 
teachers includes 
observations by 
peers related to 
indicators of effective 
teaching and 

X  X     
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

classroom 
management. 

IF05:  Professional 
development for 
teachers includes 
self�assessment 
related to indicators 
of effective teaching 
and classroom 
management. 

X  X     

 

 

IF06:  Teachers are 
required to make 
individual 
professional 
development plans 
based on classroom 
observations. 

X  X     

 

 

IF08:  Professional 
development for the 
whole faculty 
includes assessment 
of strengths and 
areas in need of 
improvement from 
classroom 
observations of 
indicators of effective 
teaching. 

     X  
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

IF10:  The principal 
plans opportunities 
for teachers to share 
their strengths with 
other teachers. 

       
 

 

           

Characteristic 9 High Level of Family and Community Involvement 

 
 
School 
Community 
Council mission 
statement and 
membership list, 
Teacher 
Handbook, 
Parent 
Newsletters 
Principal’s 
calendar, 
Faculty Meeting 
agendas, 
School events 
calendar 
Newsletters and 
other 
communications 
to external and 
internal 
audiences,  

IE 13: The principal 
offers frequent 
opportunities for staff 
and parents to voice 
constructive critique 
of the school’s 
progress and 
suggestions for 
improvement. 

  X  X X  

 

X 

IIIB01: All teachers 
maintain a file of 
communication with 
parents. 

  X     
 

X X 

IIIB06: All teachers 
systematically report 
to parents the 
student’s mastery of 
specific standards-
based objectives  

X  X  X   

 
X X 



158 
 

Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

PIA: A majority of 
the members of the 
School Community 
Council are parents 
of currently enrolled 
students and are not 
also employees of 
the school. 

  X  X   

 

X 

PIA: Parents receive 
regular 
communication 
(absent jargon) 
about learning 
standards, their 
children’s progress, 
and the parents’ role 
in their children’s 
school success. 

  X  X   

 

X 

PIA: Parents receive 
practical guidance to 
encourage their 
children’s regular 
reading habits at 
home. 

  X  X   

 

X 

PIA: Parents are 
given opportunities 
to meet with 
teachers to discuss 
both their children’s 

  X  X   
 

X 
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Indicator TICO 
Interview 

TICO 
Observe 

Principal 
Interview 

CEE 
Survey 

Instructional 
Staff Focus 

Group 

Non-
Instructional 
Staff Focus 

Group 

Leadership 
Instructional  
Team Focus 

Group 

Student
Focus 
Group 

Parent 
Focus 
Group 

 

Documents 
Evidence 
Tangibles 

progress in school 
and their children’s 
home-based study 
and reading habits. 
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Appendix 5-E (1): Instructions for Compiling Data from All Sources by Indicator 
 

Items Needed 

• Patterns of Practice (Focus Visit) Analysis Tool Matrix 

• Instructional Staff Online Survey Results 

• Teacher Interview and Classroom Observation (TICO) Tally Sheet 

• Document Review Checklist 

• Principal Interview Notes 

• Instructional Staff Focus Group Notes 

• Non-Instructional Staff Focus Group Notes 

• Leadership Team Focus Group Notes 

• Parent Focus Group Notes 

Process Steps 

1. Team leader ascertains that all of the items listed above have been completed 
(e.g., all team members have entered their TICO summary data onto a single tally 
sheet; all documents available at the school have been examined with results 
recorded on the Document Review Checklist) 

2. Using the Patterns of Practice Analysis Tool Matrix as a framework, the team 
records data (by source) for each indicator.  It may be possible (and advisable) for 
the Team leader to begin the recording process by entering the data from the 
Instructional Staff Online Survey, the TICO Tally Sheet (if completed by the 
team), and the Document Review Checklist prior to the team meeting.  Data from 
the principal interview and the various focus groups is recorded at the team 
meeting.  The note takers for the interview/focus groups discuss the content of 
their notes, and the team agrees on the salient points to be recorded in the 
Matrix.   

3. Instructional Core Focus Visit findings (and resulting recommendations) are 
based on various types of data.  While all data need to be considered, stronger 
weight should be given to the evidence from Instructional Core Focus Visiters’ 
observations and from written documents.    

4. The TICO Tally Sheet provides the number of teachers rated by reviewers as 
exhibiting individual indicators.  These data are based either on  

• actual observation of a particular behavior in the classroom or  
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• what the teacher says and/or documents as shown to the reviewer during the 
teacher interview. 

5. The Document Review Checklist data indicate, in the judgment of reviewers, 
whether indicators are addressed within one or more of the documents the school 
provides. 

6. The results of the CEE Perceptional Survey are quantitative (i.e., number of 
respondents selecting particular response category).  As a rule of thumb consider 
grouping responses from the “to a great extent” and “to a moderate extent” as 
those agreeing with the statement.  Either percentages or numbers responding 
may be used in the Instructional Core Focus Visit Report.  These data reflect the 
opinions of those responding to the survey.   

7. Notes from the five interview/focus groups reflecting the opinions of those 
participating. 

8. Because the notes from the five interview/focus groups may be extensive, it is 
important to identify the most salient points with regard to the indicators. 

9. Once the Focus Visit Analysis Tool Matrix has been filled out to reflect all data 
sources, the team will be able to identify findings as well as reach conclusions 
upon which recommendations and statements of strengths will be based.   

10. The next step will be writing the Instructional Core Focus Visit Final Report. 
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Appendix 5-E (2): Review Report Outline 
 

Introduction:  

 

 

Highlights: 

 

 

Characteristic 2 – High Standards and Expectations for All Students 
Strengths: 

 
Concerns: 
 
Evidence: 
 
Recommendations to school: 

 
Characteristic 3 – Effective School Leadership 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 

 
Characteristic 4 – High Levels of Collaboration & Communication 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 
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Characteristic 5 - Curriculum, Instruction and Assessments Aligned with State 
Standards 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 

 
 
Characteristic 6 – Frequent Monitoring of Learning and Teaching 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 
 

 
Characteristic 7 – Focused Professional Development 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 

 
Characteristic 9 – High Level of Family and Community Involvement 

Strengths: 
 

Concerns: 
 
Evidence: 
 
Recommendations to school: 



164 
 

Appendix 5-E (3): Sample Review Report Outline 
 

Introduction:  

Clear that the district leadership is open and ready to benefit from a variety of 
opportunities. 

Highlights: 

Focus Group participation 

Approachable Leadership 

Sense of Community 

Characteristic 2 – High Standards and Expectations for All Students 
Strengths: Deep commitment to students/ Know their students 

 
Concerns: Disparity in terms of expectations (ELL) 
 
Evidence: Interviews/ Assessment Data 
 
Recommendations to school: Standards-based report card?  
Horizontal agreement on standards taught/ grading policy 

Characteristic 3 – Effective School Leadership 

Strengths: Approachable, emphasis on standards, TIA project 
 

Concerns: Certain amount of resistance for horizontal alignment.  
 
Evidence: Teacher Focus groups   
 
Recommendations to school: Consider mandating a certain % of agreement. 

Characteristic 4 – High Levels of Collaboration & Communication 

Strengths: Sense of teaming – support each other 
 

Concerns: Media/ Communication, Time to collaborate (time on task a good 
start) 
 
Evidence: Parent focus groups/ teach interviews 
 
Recommendations to school: Shared collaboration time (PLCs)/ Strategy  
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Characteristic 5 - Curriculum, Instruction and Assessments Aligned with State 
Standards 

Strengths: Leadership clearly wants to see instruction aligned to standards 
 

Concerns: EOCs and course curriculum vary by teacher 
 
Evidence: Teacher observations, instructional focus groups, teacher interviews 
 
Recommendations to school: move forward on TIA  

Characteristic 6 – Frequent Monitoring of Learning and Teaching 

Strengths: Elementary does a lot of progress monitoring – Comprehensive 
Assessment Plan 

 
Concerns: Need for formative assessments at the secondary level. Overreliance 
on ISAT data. 
 
Evidence: Few teachers could answer questions on interview. 
 
Recommendations to school: Implement a Comprehensive Assessment Plan 
K-12 

Characteristic 7 – Focused Professional Development 

Strengths: Professional Development Committee focus - district wide 
 

Concerns: Teachers’ desire for differentiated opportunities  
 
Evidence: Interviews/ Focus Groups 
 
Recommendations to school: IDLA Online Professional Development 

Characteristic 9 – High Level of Family and Community Involvement 

Strengths: Total commitment of community 
 

Concerns: More communication wanted by secondary parents. 
 
Evidence: Parent Focus Groups 
 
Recommendations to school: Progress Reports – mailed 
Email system 
Parent Advisory Committee 



 

Appendix 5-F (1): Instructionn/Curriculum Alignmeent Resourrces 
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Appendix 5-F (2): CCommuniccation Resoources 
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Appendix 5-F (3): CComprehennsive Asseessment Planning Reesources 
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Appendix 5-F (4): CCollaboratiion Resourrces 

169 
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Appendix 5-G: Potential Artifact Collection for Follow-up Accountability  

Curriculum/Instruction Comprehensive Assessment 

Curriculum 

• Pacing Calendars 
• Curriculum Map linking State 

Standards 
• Lesson Plans 
• Team Unit Plans 
• Instructional Focus Process for 

Intervention Decisions (small 
grouping) 

• Protocols for RTI-like behaviors 
• Decisions behind curriculum and 

material choices – scientific based 
research 

• 3-Tier Curriculum Design Chart 

Instruction 

• Walk-Through Forms 
• Professional Development Calendar

General Information: 

• List of Services at each of the Tiers 
of Instruction 

• Mastery Scale with Descriptors for 
ISAT sub-categories 

• Criteria of Differentiated Instruction 
• Grading Scale 
• Report Card Format 
• Promotion/Retention Policy 

Yearly Assessment Data: 

• Current ISAT Scores for all sub 
populations and gap analysis 

• 3 year Longitudinal Cohort ISAT 
scores for all sub populations and 
gap analysis 

• 3 year Curriculum Analysis by 
Grade Level by ISAT scores for all 
sub populations and gap analysis 

• K-3 IRI Proficiency Scores with 
achievement gap analysis and trend 
analysis by all sub populations 

• K-12 Diagnostic Formative 
Assessment and Summative 
Assessment Data 

• 7-12 End of Course Assessment 
with achievement gap analysis and 
trend analysis by all sub 
populations 

• 9-12 GPA/Grade Distribution 
• Graduation/Drop Out Rates 
• Discipline Referrals 
• Attendance/ADA Percentages 

 

Communication 

General Information: 

• Meeting agendas with minutes 
• Staff Bulletins 
• School Newsletters 
• School and District Websites 
• Newspaper Articles 
• Staff and Student Handbook(s) 
• List of Professional Learning 

Communities with roles and 
responsibilities 

• Copies of presentations to staff of 
student achievement data and 
progress monitoring 

• Evidence of CEE survey data 
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Section 6 - Frequently Asked Questions 
What is the Instructional Core Focus Visit?  
The Instructional Core Focus Visit is an examination of a school’s activities in relation to 
a set of research-based indicators associated with schools demonstrating proficient 
levels of academic achievement.  The Instructional Core Focus Visit considers a set of 
51 indicators (district and school) related to the following nine characteristics of high 
performing schools:  

 
� Clear and Shared Focus 
� High Standards and Expectations for all students 
� Effective School Leadership 
� High Levels of Collaboration and Communication 
� Curriculum, Instruction and Assessment aligned with State Standards 
� Frequent Monitoring of Learning and Teaching 
� Focused Professional Development 
� Supportive Learning Environment 
� High Levels of Family and Community Involvement 
 

The Instructional Core Focus Visit process looks for evidence of the presence of 
indicators associated with substantial school improvement.  It includes collecting 
detailed information on the quality of instruction, assessment, curriculum, planning, and 
parent involvement.  Data collection activities include classroom observation, surveys 
and interviews with staff, and the review of documents related to the educational 
program.  Review teams will be composed of consultants selected for their expertise in 
the area of educational administration and pedagogy. 

What is the source of the indicators upon which the Instructional Core 
Focus Visit is based?  
The Instructional Core Focus Visit is based on indicators included in Handbook on 
Restructuring and Substantial School Improvement created by the Center on Innovation 
& Improvement (CII) and published by Information Age Publishing, Inc. (2007), and 
adapted to Idaho’s Rapid School Improvement Indicators and the Nine Characteristics 
of Highly Effective Schools.  CII is one of five national content centers under the federal 
Comprehensive Centers Program.  This handbook has received the approval of the 
U.S. Department of Education; in addition, it received the honor of being designated 
Best Publication of the Year by Division H of the American Educational Research 
Association (AERA) in 2008. 
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Nine states and the Bureau of Indian Education (BIE) are now using the handbook as 
the backbone of a major effort to provide training and technical assistance to districts 
and schools identified as in need of improvement under both state and No Child Left 
Behind accountability provisions.  Virginia’s effort began in 2007 with an assistance 
program for divisions designated as in probation status and continues this year at both 
division and school levels.  This year Virginia has begun to coordinate various activities 
conducted by elements of its statewide system of support within this indicators-based 
framework.    

Why are Instructional Core Focus Visits being conducted?  
Under provisions in the federal Title 1 program (Section 1117 of P.L. 107-110 No Child 
Left Behind Act of 2001), the SEA is required to provide a Statewide System of Support 
to assist Title I districts and schools that are in need of improvement, corrective action, 
or restructuring.  The Statewide System of Support extends beyond the SEA’s own 
resources, including organizational partners, distinguished educators, support teams, 
and other consultants to assist districts and schools with expertise appropriate to the 
needs of the district or school. 

The results of Instructional Core Focus Visits will help the SEA deliver appropriate 
service through its statewide system of support.  It is expected that the results of these 
reviews will also inform LEA’s technical assistance efforts.  Finally, schools that undergo 
Instructional Core Focus Visits will receive valuable feedback about the extent to which 
their operations related to the nine standards reflect a set of processes and practices 
identified with successful schools.  Schools will be able to use this information in their 
school improvement planning. 

How many LEAs will have Instructional Core Focus Visits each year? 
Currently, there are plans to conduct Focus Reviews of approximately five school 
districts each year.  During the 2009-2010 school year the SDE conducted five 
Instructional Core Focus Visits.   

How have these LEAs been selected? 
The SEA selected the LEAs in which Instructional Core Focus Visits will take place 
based upon an analysis of their accountability status, graduation rate, academic 
achievement and demographic risk factors.   

When will the Instructional Core Focus Visits be conducted? 
Instructional Core Focus Visits during the (school year) school year will take place 
between (fill in period). 

Who will conduct the Instructional Core Focus Visits? 
The SDE, as part of its statewide system of support, will to conduct the Instructional 
Core Focus Visits in schools during the 2010-2011 school year.  The SDE will partner 
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with the Regional School Improvement Centers to provide additional consultants as 
needed to participate on the Instructional Core Focus Visit team.  All consultants have 
strong backgrounds in education.  They include former principals, teachers, and district-
level administrators.  Most have had experience in conducting Instructional Core Focus 
Visits in schools.  They have participated in a series of training events related to the 
process and procedures of a Instructional Core Focus Visit. 

How are Instructional Core Focus Visits conducted? 
In general, Instructional Core Focus Visits are on-site visits to schools and include a 
variety of data collection activities.  The only data collection activity outside the period of 
the on-site visit is conducting an on-line survey to which all staff within the school are 
encouraged to respond.  Responses to the survey will be collected in the week leading 
up to the on-site visit.   

During the on-site visit the Instructional Core Focus Visit team will gather data from 
multiple sources including: 

• classroom observation in a sample of classrooms 

• interviews with teachers and school leadership 

• focus groups with instructional and non-instructional personnel as well as with 
parents 

• review of key documents requested from the principal prior to the on-site visit  

The Instructional Core Focus Visit team leader will work with the principal prior to the 
on-site visit to establish a schedule for the data collection activities.  Using a staff roster, 
the team leader will select the teachers whose classrooms will be visited; this sample is 
intended to represent the grade levels within the school.  To ensure the integrity of the 
review process which seeks to obtain a profile of the school during its normal 
operations, teachers whose classrooms will be visited will not notified in advance.  Staff 
invited to participate in focus groups will be notified in advance to facilitate scheduling.  
Key documents will be examined during the on-site visit; principals will not be burdened 
with photocopying or mailing requirements.   

How many days does the Instructional Core Focus Visit team spend on-
site in schools for a Instructional Core Focus Visit? 
The Instructional Core Focus Visit team will spend 2-3 days in each district.  The 
number of classroom observations, interviews and focus groups will be determined by 
factors including school enrollment and/or presence of special programs.  

How are the results of the Instructional Core Focus Visit reported? 
Following the on-site visit, the Instructional Core Focus Visit team will synthesize the 
information it collected.  The team will structure its analysis using the set of nine 
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characteristics and 51 indicators that constitute the Instructional Core Focus Visit 
framework.  The Instructional Core Focus Visit team will come to consensus regarding 
the nature of the findings and recommendations to include in the report.  A written 
Instructional Core Focus Visit report will be prepared by the team and shared to the LEA 
during an exit meeting.  

Do the Instructional Core Focus Visit reports contain the names of the 
schools, school staff, and other persons involved in the review? 
No. while the SDE reserves the right to make aggregate data and the final report public, 
Instructional Core Focus Visit reports will not include the names of individual teachers 
who have been observed nor will there be any kind of summative ‘grade’ for schools in 
the sample.  The review team will simply report what they observed and what data they 
gathered for each of the standards and associated indicators in the framework.   

Do the Instructional Core Focus Visit reports contain any student names 
or academic data regarding individual students? 
No.  Instructional Core Focus Visit reports will NEVER contain the names of students or 
academic data regarding individual students.   

It is important to point out that, in the conducting of interviews with teachers whose 
classrooms have been observed, the Instructional Core Focus Visiter will be asking how 
the teacher differentiates instruction and maintains records of student mastery, but the 
teacher will not be asked to provide information identifying individual students.   

Who will get to see and use the Instructional Core Focus Visit reports? 
The main purpose of the review is to provide input to the LEA related to its systemic 
improvement efforts. However, participating schools should find the reports valuable to 
inform their own internal discussions about professional development and school 
improvement at the building level.  School districts involved in Instructional Core Focus 
Visits may also find that the reports provide useful information about professional 
development and other technical assistance needs. 

How do Instructional Core Focus Visits differ from other examinations 
of schools and/or classrooms?   
There are differences in purpose and design.  The Instructional Core Focus Visit’s main 
purpose is to inform the LEA’s decision-making efforts related to improving the 
instructional core and attaining substantially improved student outcomes. To do this the 
LEA will be most interested in identifying themes and critical needs that emerge in the 
Instructional Core Focus Visit findings across multiple schools settings.  The 
Instructional Core Focus Visit is NOT for the purpose of evaluating the quality of 
individual schools or individual school staff.    
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The Instructional Core Focus Visit’s design reflects two major principles:   

• using multiple data sources to triangulate the determination of areas that may 
need to be addressed, and  

• maximizing the review’s objectivity by having external reviewers observe 
classrooms and review documents used by the school. 

 


