Step 2: Template of Welcome Letter from Comprehensive Center

 to SEA Self-Assessment Team

Individual Letters to Each Member of the SEA Self-Assessment Team

Appropriate Address Block 

Dear  :

In recognition of additional responsibilities to provide assistance to schools and districts having difficulty in meeting rigorous student performance standards placed on state education agencies (SEAs) under the Elementary and Secondary Education Act, the (name of Regional Center, e.g. New England Comprehensive Center) is pleased to support the efforts of states in our (name of region, e.g., Mid-Atlantic) region to improve their delivery of technical assistance through a statewide system of support (SSOS). In response to our invitation to participate in a structured SSOS self-assessment and planning process developed by the Center on Innovation & Improvement (CII), Commissioner (name of CSSO with appropriate title) accepted on behalf of (name of SEA, e.g., Alabama Department of Education) and selected you to participate on the SEA self-assessment team. Other members from your agency include: (provide names and titles). Joining you in this work will be myself and my colleague, (provide name). 
As mentioned previously, the process for assessing and planning SSOS improvement has been developed by CII in collaboration with several SEAs that participated in discussions with CII researchers about the nature and operations of their statewide systems of support, including how these were developed, as well as their specific strengths and weaknesses. At the same time CII commissioned an extensive review of literature from the field of education as well as outside it regarding the question of how to foster successful change. This review identified a trio of functional categories appearing to underlie the more effective efforts: (1) creating incentives for educators to engage in change, (2) building the capacity of organizations and individuals to effect change, and (3) providing organizations and individuals with opportunities to change. 
CII has now produced a handbook and manual, which you will find enclosed, that combine the results of the review of research with the results of the collaborative work to offer a process for assessing and planning SSOS improvement. The process includes the following twelve steps:

Step 1:  Contact is made between the SEA and the Comprehensive Center and an agreement to engage in the assistance process is reached. 

Step 2:  The SEA forms a self-assessment team consisting of 5 to 9 key personnel with responsibility for major components of the statewide system of support.

In a two-day meeting of the SEA self-assessment team, facilitated by the Comprehensive Center, Steps 3, 4, and 5 are completed: 

Step 3:  The Comprehensive Center orients the SEA self-assessment team to the Framework for an Effective Statewide System of Support and the SSOS Assessment and Planning Process. 
Step 4:  The SEA self-assessment team reviews the Strengthening the Statewide System of Support manual, completes the SSOS Self-Assessment Inventory, and assembles documents requested prior to an on-site interview with the Comprehensive Center assistance team. 

Step 5:  The Comprehensive Center staff interviews the SEA self-assessment team, completing the SSOS Self-Assessment Interview Form.

Step 6: 
 At the SEA’s discretion, the Comprehensive Center staff interviews LEA representatives, selected by the SEA self-assessment team, to obtain a customer perspective related to SSOS services currently provided. 
Step 7:  The Comprehensive Center staff uses the data collected on the SSOS Self-Assessment Inventory, SSOS Self-Assessment Interview Form, and interviews with LEAs to prepare an analysis report (SSOS Self-Assessment Report) intended to inform a plan for strengthening the SSOS. This report contains sufficient descriptive information to illustrate the sections of the framework.  

Step 8:  The SEA convenes a wider group of personnel and partners already involved in the statewide system of support to discuss, comment on, and amend, as necessary, the content of the SSOS Self-Assessment Report. (Note: SEA should plan for this session to last one day.)

Step 9:  The Comprehensive Center staff revises the SSOS Self-Assessment Report based on the feedback from the wider group. 

Step 10:  The Comprehensive Center staff meets with the SEA self-assessment team for a day to identify strengths and weaknesses from the report, as revised, and develop a Plan to Strengthen the Statewide System of Support, including a monitoring plan. (Note: SEA should plan for this session to last 1 day.)

Step 11: The SEA self-assessment team and Comprehensive Center staff submit the final SSOS Self-Assessment Report and Plan to the Chief State School Officer and meet with the CSSO to discuss it and plan next steps authorized by the CSSO.

Step 12: 
The Comprehensive Center staff continues to provide assistance to the SEA related to plan implementation, monitoring progress, and evaluation as specified in the plan.
The process can be completed within three months, barring any unusual scheduling difficulties. 
To summarize your responsibilities as a member of the SEA Self-Assessment Team, you should be prepared to:

· Become familiar with the contents of the handbook and the SEA manual

· Receive the orientation from the Comprehensive Center

· Assist in gathering the key documents referenced in the manual in advance of the on-site discussions with the Comprehensive Center assistance team 

· Participate in the on-site discussions related to the Inventory and Interview 

· Participate in the on-site presentation of the SSOS Self-Assessment Report to the broader group of personnel involved in the SSOS and provide feedback to inform revision of said report

· Participate in the on-site planning session to develop the Plan to Strengthen the Statewide System of Support

· Be available to respond to clarification questions from the Comprehensive Center assistance team during this assessment and planning process

On behalf of the (name) Comprehensive Center, I look forward to this collaborative activity. My office will contact you shortly to establish a time schedule for our work. In the meantime please do not hesitate to contact me if you have questions or seek additional information. I can be reached (provide contact information).

Sincerely,

Comprehensive Center Assistance Team Leader 
Enclosures: Handbook on Statewide Systems of Support and Strengthening the Statewide System of Support  

