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WASHINGTON STATE FOUR-STEP ACCREDITATION PROCESS 
 

 
STEP I:  SCHOOL/COMMUNITY (OR STUDENT AND COMMUNITY) PROFILE 

The school/community profile should include important and useful data and information regarding the school 

program that will prove worthwhile in establishing, prioritizing, and implementing the expectations for student 

learning. 

 

STEP II:  BELIEFS AND MISSION STATEMENT 

The school’s beliefs and mission statement should represent the majority thinking of all stakeholders. The 

statements should be a collective vision that gives clear purpose and direction to the school. These elements 

should be consistent with the expectations for student learning. 

 

STEP III:  REVIEW OF THE STANDARDS FOR ACCREDITATION 

The identification of expectations for student learning should contribute to the development of the knowledge, 

skills, and understanding for the students. This part should be consistent with the mission and belief statements, 

expectations for student learning results should be measurable, and every aspect of the school’s program should 

be represented by at least one expectation for student learning. In addition to providing specific expectations for 

student learning, the school Steering Committee should have used either the consensus or narrative self-study 

document to analyze each and every indicator pertaining to the eight (8) Standards for Accreditation as follows: 

STANDARDS FOR ACCREDITATION 

TEACHING AND LEARNING STANDARDS  

1. MISSION, BELIEFS, AND EXPECTATIONS FOR STUDENT LEARNING 

2. CURRICULUM    

3. INSTRUCTION 

4. ASSESSMENT  

 

SUPPORT STANDARDS 

5. LEADERSHIP AND ORGANIZATION 

6. SCHOOL SERVICES 

 Student Support Services 

 Guidance Services  

 Health Services  

 Library Information Services 

 Special Education Services 

 Family and Community Services 

7. FACILITES AND FINANCE 

 

SCHOOL IMPROVEMENT STANDARD 

8. CULTURE OF CONTINUAL IMPROVEMENT 

 

STEP IV:  COMPREHENSIVE SCHOOL IMPROVEMENT PLAN 

 

APPENDICES: 
A iNACOL Standards for Quality Online Programs 

B Supplemental Standards for High Schools that Offer Online Courses 

C Nine Characteristics of High Performing Schools 

D Assess Readiness to Benefit 

E Collect, Sort and Select Data 

F Data Carousel Activity
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WASHINGTON SELF-STUDY ACCREDITATION EVALUATION  

TEACHING AND LEARNING STANDARDS (1-4) – Team 1 
 

 
 

SUPPORT STANDARDS (5-7) – Team 2 
 

 
 

 

 

 

 

 

SCHOOL IMPROVEMENT STANDARD (8) – Team 3 
 

 
 

 

Facilities and Finances 

School Services 
 Student Support, Guidance,  

 Health, Library Information, Special 

 Education, Family and Community  

Leadership and Organization 

Culture of Continual 

Improvement 

Assessment 

School Wide  Annual Report     Course Specific 

Goals              (Likert Indicators)               Goals 

                                                  
Learning Expectations 

Academic 

Civic 

Social 

Curriculum 

Instruction 

 Survey Students,  Self Study               Survey Students, 

Parents, Staff,       (Likert Indicators)              Parents, Staff,  

     and Administration                                            and Administration 

Mission and Learning 

Expectations 

Survey Students,  Self Study               Survey Students, 

Parents, Staff,       (Likert Indicators)              Parents, Staff,  

     and Administration                                            and Administration 

 

Survey Students,  Self Study               Survey Students, 

Parents, Staff,       (Likert Indicators)              Parents, Staff,  

     and Administration                                            and Administration 
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Northwest Association of Accredited Schools – WASHINGTON 

ACCREDITATON CONSULTANT 

SELF-STUDY GUIDELINES 
 

1. Serve as Review Team Chair 

 

2. Review four-step process 

 

3. Set Date 

 

4. Overview to Steering Committee 

(principal/steering committee chairperson to share with school staff) 

 

5. Content Needed for Self-study Document 

(Washington Self-study Manual) 

 

6. Mid-term Check 

 

7. Selection of Review Team 

(finalize date) 

 

8. Correspondence to Review Team 

(6 weeks prior to site visit) 

 

9. Self-study Document Finalized 

(4 weeks prior to site visit) 

 

10. Self-study Document to Review Team 

(2 weeks prior to site visit) 

 

11. Site Visit 

 

12. Report to School 

 

13. Report to Washington State Commission 
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CORE STANDARDS 
Teaching and Learning 

1. Mission, Beliefs, and Expectations 
for Student Learning 

2. Curriculum 
3. Instruction 
4. Assessment 

 Support 
5. Leadership and Organization 
6. School Services 
7. Facilities and Finance 

School Improvement 
8. Culture of Continual Improvement 

High School 

Middle Level 

Elementary 

K-12 

Special Purpose 

Distance Education 

Supplemental 
Education 

Travel Study 

International 

Postsecondary Nondegree Granting 

 

 

 

CORE STANDARDS FOR ACCREDITATION 
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STEP I – SCHOOL, STUDENT AND COMMUNITY PROFILE 

 
School Profile. Because the evidence-based school evaluation process is ongoing, complex, and multifaceted, 

the school profile is the most appropriate and authentic means to chronicle the multidimensionality of school 

improvement and its development over time. Schools that use a school profile benefit immensely from 

ownership and a shared meaning of the improvement process and its results. A school profile, combined with 

assessment criteria, allows for a deep understanding of the elements and process of a school; what needs to be 

improved and why; how the school plans to carry out the improvement efforts; the expected outcomes of the 

approach to improvement; the efforts to implement the plan, and the results of the effort. A school profile 

provides a ―big picture‖ of all the elements and shows how it interrelates to make a whole. With a school profile, 

it is easy to see what needs to be altered to keep all the efforts progressing. 

 

Student and Community Profile. Only meaningful, readily available information and data should be collected 

during Step Two of the evidence-based school evaluation process. Thorough analysis and interpretation of data 

are crucial at this point. Trends should be determined by and reported to the Review Team. It is important to 

have the profile information available throughout the evidence-based school evaluation process. Additional 

information may need to be collected, interpreted, and analyzed at any point in the process. Disaggregation 

should occur in the very beginning of the profiling process and is important later as expectations for student 

learning and assessments are determined. 

 

The Steering Committee might be the most appropriate group to build the student and community profile. 

However, a separate subcommittee may be assigned to produce the student and community profile. A copy of the 

preliminary student and community profile should be sent to the RTC as soon as it becomes available. 

 

A student and community profile is defined as a summary of information about a school—including data on 

expectations for student learning, schooling practices, resources, and contextual factors—that provides a 

comprehensive description of its performance and other characteristics over time. The purpose of the student and 

community profile is to determine trends in several characteristics as the basis for making informed policy, 

management, and operational decisions. These trends will be used later in the development of expectations for 

student learning.  

 

Some Assumptions about Profiles 

1. No single measure provides an adequate picture of educational quality. Multiple indicators of student and 

program performance are necessary to provide information and to make plans.  

2. The information contained in the profile is only one element among many that contributes to sound policy 

and operational decisions. 

3. The collection and reporting of information about a school is intended to act as a catalyst for reasoned 

debate, problem diagnosis, and corrective action leading to school improvement. Understanding schools is a 

prerequisite to improving them. 

4. The best way to derive meaning from profile data is to contrast student performance against explicit 

standards or with itself over time. 

5. The use of data for school improvement is essentially a bottom-up proposition that is local and specific in 

nature. 

6. Schools should develop profiles that are adaptive and sensitive to particular local concerns. Information 

reporting should be timed and presented in ways that mesh with the school’s own program for improvement. 
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WHAT CONTENT IS SUGGESTED IN DEVELOPING A SCHOOL COMMUNITY 

PROFILE? 

 
Student Outcomes 

1. State assessment test results. 

2. Student achievement test results. 

3. Grades awarded by area of study. 

4. Number of credits earned by area of study. 

5. Student participation in extracurricular activities. 

6. High school graduation rate and annual attrition rate. 

7. Student academic aspirations and career plans. 

8. Student expectations and attitudes toward learning. 

9. Student awards, honors, and other forms of recognition. 

10. Student pursuits after high school graduation. 

11. Student success in postsecondary education. 

12. Employer satisfaction with the preparation of graduates. 

 

Contextual Variables 

1. Student mobility. 

2. Racial/ethnic composition of student population. 

3. Percent of students eligible for free or reduced price lunches. 

4. Educational attainment of students’ parents. 

 

School Characteristics 

1. Overall student attendance rate. 

2. Stability of school staff (teacher turnover). 

3. Student attendance rate by instructional program. 

4. Student conduct and disciplinary actions. 

5. Teacher attendance rate. 

6. Amount of writing and homework completed by students.  

7. Staff participation in professional development activities. 

8. Student, teacher, and administrator perceptions of the school environment. 

 

School Resources 

1. Student/teacher ratio. 

2. Student/instructional staff ratio. 

3. Student/counselor ratio. 

4. Experience and training of teachers. 

5. Average class size by grade or department. 

6. Percent of course sections and students taught by teachers outside their area of certification/endorsement. 

7. Variety and quantity of instructional materials and equipment available. 

8. Amount of funds allocated for staff development and program improvement 

 

Too much information and/or too much time spent collecting the profile information will result in diminishing 

returns and frustration. The Steering Committee or subcommittee assigned to the task of developing the student 

and community profile should use common sense and good judgment as the guiding principles for developing an 

appropriate student and community profile. 

 

The following is a list of instruments available for surveying the school community (staff, administration, 

students, and patrons): 

 Indicators of School Quality, published by the Center for the School of the Future at Utah State University, 

6505 Old Main Hill, Logan, Utah, 84322-6505, telephone: 866-430-0708, web: http://www.csf.usu.edu. 

 Nine Characteristics of High Performing Schools, published by the Office of the Superintendent of Public 

http://www.csf.usu.edu/
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Instruction, http://www.k12.wa.us 

 Center for Educational Effectiveness Surveys, http://www.effectiveness.org 

 National Study of School Evaluation Surveys 

 OSPI Healthy Youth Survey 
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STEP II - BELIEFS AND MISSION 

 

Beliefs. Formulation of belief statements should represent the majority of the school community and should 

focus on the entire school program. Collectively, the beliefs must be comprehensive in terms of the academic, 

social, physical, and developmental needs of the students being served in the school program. Eventually the 

beliefs must correlate and be closely aligned with the mission statement, expectations for student learning, the 

Core Standards for Accreditation, and the evidence-based school evaluation process in general. Each program, 

department, curriculum area, and course offering in the school should be represented by at least one belief 

statement. 

 

The information from the student and community profile should be considered when developing various beliefs. 

An example list of beliefs: 

1. All students can learn. 

2. Each student is valued as an individual with unique intellectual, physical, social, and emotional needs. 

3. Student learning is the chief priority for the school. 

4. Teachers, staff, administrators, parents, students, and community members share in the responsibility for 

providing a supportive environment within the school. 

5. Students learn in different ways and should be provided with a variety of instructional approaches to support 

their learning. 

6. Assessments of student learning should provide students with a variety of opportunities to demonstrate their 

achievement. 

7. The commitment to continual improvement is imperative if the school is going to enable students to become 

confident, self-directed, lifelong learners.  

 

Other belief statements relating to the mission statement, safe environments, multiculturalism, technology, 

vocation, college preparation, independent thinking, healthy lifestyles, etc., are also appropriate. 

 

Mission Statement. The mission statement should be a concise statement that reflects the beliefs of the school. 

The statement should be a collective vision that motivates and inspires while giving a clear purpose and direction 

to the school. It should be consistent with the expectations for student learning and should be easily understood 

by all. It should serve as the school’s ―call to action.‖ Sample school mission statements include: 

1. ―Our mission is to facilitate optimal learning for all students to enable them to lead fulfilling and productive 

lives in a rapidly changing and increasingly complex society.‖ 

2. ―The school is a diverse community committed to the success of all learners as they become knowledgeable, 

responsible, and caring citizens.‖ 

3. ―Our mission is to establish a strong foundation for lifelong learning by nurturing, guiding, and challenging 

all of our students to achieve their maximum potential.‖  
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STEP III - STANDARDS ASSESSMENTS AND JUDGMENTS 

 
Now that the school has created or reviewed and analyzed its school and community profile, its mission, beliefs, 

and student expectations for learning, it is time to take a detailed look at the Core Standards for Accreditation of 

the Northwest Association of Accredited Schools as they pertain uniquely to this school. For many schools this 

will be the actual point of beginning for accreditation maintenance during the six (six) year cycle of 

accreditation.  

 

Accreditation standards are the primary criteria used in making accreditation decisions. Therefore, it is very 

important that the school conduct a survey of its adherence to the standards as early in the self-study and 

planning process as possible. The standards provide the foundation for student performance objectives as well as 

for specific action plan strategies. Therefore, it is essential to know to what degree the standards are met before 

the objectives and action plans are established. 

 

Each standard also has a number of indicators listed. The purpose of the indicators is to amplify the standard and 

show possible ways that a school can demonstrate that the standard is met. The indicators are provided to the 

school and to the Review Team to show best practices for each of the standards areas. The Northwest 

Association has provided a number of suggested indicators for each standard, but individual schools may also 

add other indicators of their own that may be more pertinent or useful in demonstrating that a standard is met.  

 

1. Standards Review Process 

The school should consider what process it will use to involve stakeholders in gathering data and forming 

judgments about each of the standards. Broad involvement of stakeholders is an expected part of the 

standards review process. There are at least three ways that schools have traditionally gathered this 

information.  

 

A. The first way is by forming subcommittees, one for each standard to be analyzed. Each subcommittee 

can meet as many times as needed to complete the analysis; the time required may vary depending upon 

the standard being studied. While most subcommittees will be comprised of mostly staff, certain 

subcommittees can bring in students, parents, or board members as appropriate. Subcommittees 

generally present their reports back to the school steering committee for acceptance.  

 

The advantages to this first approach are that the analyses will likely be thorough, writing work will be 

shared by the subcommittees, and other constituent groups can be involved in appropriate analyses. The 

disadvantages include the amount of time involved to identify committee members, conduct 

subcommittee meetings, the potential for uneven quality of analyses across standards, and the lack of 

opportunity for all staff members to give input on each standard. 

 

B. The second process used by schools to complete the standards analysis is for every faculty member to 

complete one of the surveys. Surveys are often completed at a faculty meeting or during an in-service 

day. These are then synthesized by the school steering committee chair or other staff members. 

 

The advantages of this approach are that all staff members can give input on all standards, the time 

needed is more limited, and the final analysis should be more consistent. This approach can, however, 

provide a more superficial analysis. It also does not lend itself to involving other constituent groups and 

provides a significant writing task for someone on the faculty, such as the school steering committee 

chair. 

C. The third way used to gather information on the standards is to conduct town meetings, community 

forums, or student discussions. These methods are often used in conjunction with the first two processes. 

The open forum process enables the school to get input from a broader array of stakeholders. Responses 

can be probed and explored so that a fuller understanding of the idea can be gained. 
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2. School Review of Standards 

Frequently Asked Questions about the Standards Review… 

 

A. What is the best time during the Validation of Compliance process to conduct the standards 

review? 

Although the standards review is described in this guide after the planning process, many schools find it 

advantageous to conduct the standards review early in the planning process. The information gained 

regarding the school’s strengths and areas of improvement can provide helpful background information 

as the school is identifying student performance objectives and in designing action plans to address these 

objectives. 

 

B. How will these responses be used during the Review Team visit? 

Members of the Review Team will meet with stakeholders and ask about strengths and areas of 

improvement identified in the standards surveys. Part of the team’s responsibility is to confirm through 

the written report that the school has indeed met accreditation standards. Although it is unlikely that the 

Review Team report will include lengthy lists of commendations and recommendations on each 

standard, the Review Team will remark on the school’s current compliance, note areas of concern that 

the school may wish to address in the near future, and attempt to highlight areas of particular strength.  

 

As part of a self-analysis of the standards, it helps both the school’s planning process and the Review 

Team when the additional comments about the standards are rich and plentiful. The Likert scale becomes 

much more meaningful when accompanied by specific concerns or by points of pride. Comments also 

tend to identify different interpretations of the same indicators. 

 

C. What actually should be submitted to the Northwest Association of Accredited Schools  

Consultant? 

The school should submit a page for each standard that clearly indicates the school’s opinion of its rating 

through the selection of a number (2-0) for each indicator. It is permissible to simply photocopy the 

appropriate pages and indicate responses on those copies. 
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STANDARDS FOR ACCREDITATION 

 
 

 

The Northwest Association has prescribed eight standards that apply to schools seeking initial accreditation and 

to member schools seeking reaccreditation. The eight standards are presented here in a format that can easily be 

photocopied for use in a survey or other method of data collection. These forms are also available for download 

from our web page: www.boisestate.edu/Northwest Association of Accredited Schools. 

 

In completing this questionnaire, please indicate the extent to which each indicator is being met on a scale of 3 to 

0 with 3 being ―met,‖ 2 being ―substantially met,‖ 1 being ―partially met,‖ and 0 being ―not presently met.‖ Any 

response that averages below a 3 should be accompanied by a written explanation. The school will want to use 

the comments section to draw attention to a great success, a concern, or an area of interest. 

http://www.boisestate.edu/naas
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TEACHING AND LEARNING STANDARDS 
 
Guiding Principle: The school's mission statement describes the essence of what the school as a community of learners is 
seeking to achieve. The expectations for student learning are based on and drawn from the school's mission statement. 
These expectations are the fundamental goals by which the school continually assesses the effectiveness of the teaching and 
learning process. Every component of the school community must focus on enabling all students to achieve the school's 
expectations for student learning. 
 

1. MISSION,  BELIEFS, AND EXPECTATIONS FOR STUDENT LEARNING 
3210 1.1 The school’s mission statement and expectations for student learning are developed 

by the school community and are approved and supported by the professional staff, 

the school board, and any other school-wide governing organization. 

3210 1.2 The school's mission statement represents the school community's fundamental 
values and beliefs about student learning. 

3210 1.3 The school defines school-wide academic, civic, and social learning expectations 
that are measurable and reflect the school’s mission. 

3210 1.4 For each academic expectation of the mission, the school has a targeted level of 
successful achievement identified in an indicator. 

3210 1.5 The school uses indicators to assess the school's progress in achieving school-wide 
civic and social expectations. 

3210 1.6 The school’s mission statement, beliefs, and the school's expectations for student 
learning guide the procedures, policies, and decisions of the school and is evident 
in the culture of the school. 

3210 1.7 The school regularly reviews its mission statement, beliefs, and expectations for 

student learning using a variety of data to ensure that these reflect student needs, 

community expectations, the district mission, and state and national standards. 

 

COMMENTS: 
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TEACHING AND LEARNING STANDARDS 

Guiding Principle: The curriculum including coursework, co-curricular activities, and other school-approved educational 

experiences, is the school's formal plan to fulfill its mission and expectations for student learning. The curriculum links the 

school's beliefs, its expectations for student learning, and its instructional practices. The strength of that link is dependent 

upon the commitment and involvement of the professional staff to a comprehensive, ongoing review of the curriculum. 

2. CURRICULUM 
3210 2.1 Each curriculum area identifies those school-wide academic expectations for which it is 

responsible. 
3210 2.2 The curriculum is aligned with the school-wide academic expectations and ensures that all 

students have sufficient opportunity to achieve each of those expectations. 

3210 

 3210 

 3210 

 3210 

 3210 

 3210 

2.3 The written curriculum: 

a. prescribes content; 
b. integrates relevant school-wide learning expectations; 
c. includes course-specific learning goals; 
d. suggests instructional strategies; 
e. suggests assessment techniques including the use of school-wide expectations for 

student learning. 

3210 2.4 The curriculum engages all students in inquiry, problem-solving, and higher order thinking 
as well as providing opportunities for the authentic application of knowledge and skills. 

3210 2.5 The curriculum is appropriately integrated and emphasizes depth of understanding over 

breadth of coverage. 

3210 2.6 The school provides opportunities for all students to extend learning beyond the normal 
course offerings and the school campus. 

3210 2.7 There is effective curricular coordination and articulation between and among all academic 
areas within the school as well as with other schools in the district (where applicable). 

3210 2.8 Instructional materials, technology, equipment, supplies, facilities, and staffing levels, are 

sufficient to allow for the implementation of the curriculum. 

3210 2.9 The professional staff is actively involved in the ongoing development, evaluation, and 
revision of the curriculum based on assessments of student performance in achieving the 
school's academic expectations and course-specific learning goals. 

3210 2.10 The school commits sufficient time, financial resources, and personnel to the development, 
evaluation, and revision of curriculum. 

3210 2.11 Professional development activities support the development and implementation of the 

curriculum. 

3210 2.12 The program of studies meets the requirements of the state, ministry, or parent 

organization, as applicable.  

3210 2.13 The school has a written policy statement concerning the selection of educational 

materials. 

  

 

COMMENTS: 
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TEACHING AND LEARNING STANDARDS 
 
Guiding Principle: The quality of instruction in a school is the single most important factor affecting the quality of student 
learning, the achievement of expectations for student learning, the delivery of the curriculum, and the assessment of student 
progress. Instructional practices must be grounded in the school's mission, beliefs, and expectations for student learning, 
supported by research in best practice, and refined and improved based on identified student needs. Teachers are expected 
to be reflective about their instructional strategies and to collaborate with their colleagues about instruction and student 
learning. 
 

3. INSTRUCTION  
3210 3.1 Instructional strategies are consistent with the school's mission statement and 

expectations for student learning. 

3210 3.2 Instructional strategies: 
 3210 
 3210 
 3210 
 3210 
 3210 
 3210 
 3210 
 3210 
 

a. personalize instruction; 
b. make connections across disciplines; 
c. engage students as active learners; 
d. engage students as self-directed learners; 
e. involve students in higher order thinking to promote depth of understanding; 
f. provide opportunities for students to apply knowledge or skills; 
g. promote student self-assessment and self-reflection; 
h. recognize diversity, multiculturalism, individual differences, and other prevalent 

unique characteristics of the student population. 

3210 3.3 Teachers use feedback from a variety of sources including other teachers, students, 
supervisors, and parents as a means of improving instruction. 

3210 3.4 Teachers are proficient in their content area, knowledgeable about current research on 
effective instructional approaches, and reflective about their own practices. 

3210 3.5 Analysis of instructional strategies is a significant part of the professional culture of the 
school. 

3210 3.6 Technology is integrated into and supportive of teaching and learning. 
3210 3.7 The school's professional development program is guided by identified instructional 

needs and provides opportunities for teachers to develop and improve their instructional 
strategies. 

3210 3.8 Teacher supervision and evaluation processes are used to improve instruction in order to 

meet the needs of all students. 

 

COMMENTS: 
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TEACHING AND LEARNING STANDARDS 
 

Guiding Principle: Assessment is an integral part of the teaching and learning process. Its purpose is to inform students 
regarding their learning progress and teachers regarding ways to adjust the curriculum and instruction to respond effectively 
to the learning needs of students. Further, it communicates to the school community the progress of students in achieving 
the school's expectations for student learning as well as course-specific learning goals. Assessment results must be 
continually analyzed to improve curriculum and instruction. 

4. ASSESSMENT 
3210 4.1 The school has a process to assess both school-wide and individual student progress in 

achieving the academic expectations of the mission. 

3210 4.2 The school's professional staff uses data to assess the success of the school in achieving 
its civic and social expectations. 

3210 4.3 For each learning activity, teachers clarify for students the relevant school-wide 
academic expectations and course-specific learning goals that will be assessed. 

3210 4.4 Teachers base classroom assessment of student learning on school-wide and course-

specific indicators. 

3210 4.5 Teachers use varied assessment strategies to determine student knowledge, skills, and 

competencies and to assess student growth over time. 

3210 4.6 Teachers meet collaboratively to discuss and share student work and the results of 
student assessments for the purposes of revising the curriculum and improving 
instructional strategies. 

3210 4.7 The school's professional development program allows for opportunities for teachers to 
collaborate in developing a broad range of student assessment strategies. 

3210 4.8 The school's professional staff communicates individual student progress in achieving 

school-wide academic expectations to students and their families. 

3210 4.9 The school’s professional staff communicates the school's progress achieving all 

school-wide expectations to the school community. 

3210 4.10 Results and analysis of assessment are used to drive curriculum and instruction. 

  

 

COMMENTS: 
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SUPPORT STANDARDS 

 

Guiding Principle: The way that a school organizes learning for students, fosters leadership, and engages its members has a 
profound effect on teaching and learning. The professional culture of the school must be characterized by thoughtful, 
reflective, and constructive discourse about decision-making and practices that supports student learning and well-being. 

 

5. LEADERSHIP AND ORGANIZATION 
3210 5.1 The principal has sufficient autonomy and decision-making authority to lead the school 

in achieving the mission, beliefs, and expectations for student learning. 
3210 5.2 The principal provides leadership in the school community by creating and maintaining 

a shared vision, direction, and focus for student learning. 
3210 5.3 The student to administrator ratio does not exceed 550 students to each qualified 

administrator or prorated fraction thereof.  
3210 5.4 Staff members as well as administrators other than the principal provide leadership 

essential to the improvement of the school. 

3210 5.5 Staff turnover does not impact school effectiveness. 

3210 5.6 The organization of the school and its educational programs allows for the achievement 
of the school's mission, beliefs, and expectations for student learning. 

3210 5.7 Student grouping patterns reflect the diversity of the student body, foster heterogeneity, 
reflect current research and best practices, and support the achievement of the school's 
mission, beliefs, and expectations for student learning. 

3210 5.8 The schedule is driven by the school's mission, beliefs, and expectations for student 
learning and supports the effective implementation of the curriculum, instruction, and 
assessment. 

3210 5.9 Meaningful roles in the decision-making process are accorded to students, parents, and 
all members of the school staff to promote an atmosphere of participation, 
responsibility, and ownership. 

3210 5.10 There is a formal system through which each student has an adult member who knows 
the student well and assists the student in achieving the school-wide expectations for 
student learning. 

3210 5.11 The professional staff members collaborate within and across departments or grade 
levels in support of learning for all students. 

3210 5.12 All school staff is involved in promoting the well-being and learning of students. 

3210 5.13  Student success is regularly acknowledged, celebrated, and displayed. 

3210 5.14 The climate of the school is safe, positive, respectful, and supportive resulting in a sense 

of pride and ownership. 

3210 5.15 The school has a written code of student conduct that was cooperatively 

designed by members of the school community including students, staff, 

administration, and patrons.  

3210 5.16 The school meets all applicable state requirements and regulations for licensure, 

organization, administration, and control unless state authorities have granted 

official exemption. 

 

 

COMMENTS: 

 

 

 

 

 



17 

SUPPORT STANDARDS 
 
Guiding Principle: Student learning and well-being are dependent upon adequate and appropriate support programs and 
services. The school is responsible for providing an effective range of integrated resources to enhance and improve student 
learning and well-being and to support the school's mission and expectations. 

 

6. SCHOOL SERVICES 

Student Support Services 

3210 

  

6.1 The school's student support services are consistent with the school's mission, beliefs, 

and expectations for student learning. 

3210 6.2 The school allocates resources, programs, and services so that all students have an 
equal opportunity to achieve the school's expectations for student learning. 

3210 6.3 Student support personnel enhance student learning by interacting and working 

cooperatively with professional and other staff and by utilizing community resources to 

address the academic, social, emotional, and physical needs of students. 

3210 6.4 All student support services are regularly evaluated and revised as needed to support 
improved student learning. 

3210 6.5 All professional personnel are in compliance with the certification requirements 

of the state in which the school is located.  

3210 6.6 There is one administrative support staff member for each 350 students or major 

prorated fraction thereof. 

3210 6.7 The total number of students instructed by any one teacher in any one grading 

period does not exceed 160 for a traditional school schedule, 140 for trimester 

school schedules, and 180 for block school schedules. 

3210 6.8 There is a system for effective and ongoing communication with students, 
parents/guardians, and school personnel, designed to keep them informed about the 
types of available student support services and identified student needs. 

3210 6.9 Student records, including health and immunization records, are maintained in a 
confidential and secure manner consistent with federal and state law. 

 

Guidance Services 

3210 

 3210 

 3210 

 3210 

 3210 

 

 3210 

6.10 The school provides a full range of comprehensive guidance services, including: 

a. individual and group meetings with counseling personnel; 
b. personal, career, and college counseling; 
c. student course selection assistance; 
d. collaborative outreach to community and area mental health agencies and social 

service providers; 
e. appropriate support in the delivery of special education services for students. 

3210 6.11 The ratio of students to those who provide guidance and counseling services 

does not exceed 400 students to those respective individuals. 

3210 6.12 The guidance service facilities are large enough to house program personnel, 

equipment, and material. (Counseling spaces should be easily accessible to all 

students, equipped with soundproof offices for each professional school 

counselor, installed telephones, computer connections, etc.) 
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Health Services 

32 10 6.13  The school has a current health service plan providing resources to meet the needs of all 

 the students.  

32 10 6.14 School has a comprehensive safe school plan that is tested and updated annually.  

 

Library Information Services 

3210 6.15 The library media program is directed by a certified library media specialist.  

a. Library staff in schools of fewer than 250 students need not be certified, 

but are under the direction of a qualified library media specialist.  

b. Schools with an enrollment between 250 and 500 students have a full-

time qualified library media specialist.  

c. Schools with more than 500 students have a full-time library media 

specialist and have additional library media personnel.  

d. Personnel are under the direction of a qualified library media specialist. 

3210 6.16 A wide range of materials, technologies, and other library/information services that are 
responsive to the school's student population are available to students and faculty and 
utilized to improve teaching and learning. 

3210 6.17 Students, faculty, and support staff have regular and frequent access to 
library/information services, facilities, and programs as an integral part of their 
educational experience before, during, and after the school day. 

3210 6.18 The library/information services program fosters independent inquiry by enabling 
students and faculty to use various school and community information resources and 
technologies. 

3210 6.19 Policies are in place for the selection and removal of information resources and the use 
of technologies and the Internet. 

 

Special Education Services 

3210 6.20 The school provides special education services related to the identification, monitoring, 
and referral of students in accordance with local, state, and federal laws. 

 

Family and Community Services 

3210 6.21 The school engages parents and families as partners in each student's education and 
encourages their participation in school programs. 

3210 6.22 The school fosters productive business/community/higher education partnerships that 

support student learning. 

 

COMMENTS: 
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SUPPORT STANDARDS 
 

The school plant (consisting of site, buildings, equipment, and services) is an important factor in the 

functioning of the educational program. The school plant serves as a vehicle for the implementation of the 

school mission. The school plant should provide for a variety of instructional activities and programs and for 

the health and safety of ALL persons. The school plant should incorporate aesthetic features that contribute to 

a positive educational atmosphere while providing for needed flexibility. In addition to an appropriate facility, 

sufficient fiscal resources must be available, accounted for and effectively used in order for any school to accomplish its 

mission and expectations for student learning.  

 

7. FACILITIES AND FINANCE 

3210 7.1 The school site and plant support and enhance all aspects of the educational program 
and the support services for student learning. 

3210 7.2 The physical plant and facilities meet all applicable federal and state laws and are in 
compliance with local fire, health, and safety regulations. 

32 1 0 7.3 Equipment is adequate, properly maintained, cataloged, and replaced when 
appropriate. 

32 10 7.4 A planned and adequately funded program of building and site management ensures 
that the appropriate maintenance, repair, and cleanliness of the school plant. 

3210 7.5 There is ongoing planning to address future programs, enrollment changes, staffing, 
facility, and technology needs as well as capital improvements. 

3210 7.6 Faculty and building administrators have active involvement in the budgetary 
process, including its development and implementation, where applicable.  

3210 7.7 The school has financial resources to provide services to students to meet the 

stated purposes of the school and to provide the educational program to the 

student.  

3210 7.8 Proper budgetary procedures and generally accepted accounting principles are 

followed for all school funds. 

3210 7.9 The school’s accounts are independently audited annually. 

3210 7.10 The total cost for a course of instruction, including all textbooks, materials, 

and instructional services, is made known to students at the time of their 

application and/or registration. 

3210 7.11 Terms of tuition and/or fees payment are clearly spelled out in the application, 

where applicable. 

3210 7.12 Any advertising and promotional literature is completely truthful and ethical. 

3210 7.13 Any advertising and promotional literature clearly states the purpose of the 

school’s program of instruction. 

3210 7.14 None of the school’s advertising and promotional literature is offensive or 

negative towards other schools or educational agencies. 

3210 7.15 Tuition collection procedures shall be in keeping with sound and ethical 

business practices and protect the financial interest of the school, where 

applicable. 

3210 7.16 The administration has the authority to administer its discretionary budget, 

where applicable. 

 

COMMENTS: 
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SCHOOL IMPROVEMENT STANDARD 
 

Guiding Principle: A quality school develops and maintains an externally validated process and plan for school 

improvement. Goals resulting from the evaluation process should include targeted levels of achievement and be 

measurable. 

 

8. CULTURE OF CONTINUAL IMPROVEMENT  
3210 8.1 The school has developed and implemented a comprehensive school 

improvement plan that is reviewed and revised on an ongoing basis.  

3210 8.2 Results of school improvement are identified, documented, used, and 

communicated to all stakeholders.  

3210 8.3 The school improvement effort is externally validated on a periodic basis.  

3210 8.4 The school improvement plan is consistent with external accountability 

requirements such as those of the state in which the school is located. These 

could also be ministry or federal accountability requirements.  

3210 

 3210 

 

 3210 

 3210 

 3210 

 3210 

8.5 The school improvement process provides an orderly process for: 

a. Selecting the most appropriate areas upon which to focus improvement 

efforts. 

b. Developing strategies that are designed to improve student performance. 

c. Implementing those strategies.  

d. Monitoring the process.  

e. Evaluating the process to ensure that success has been attained.  

3210 8.6 The school improvement process is the result of a school self-evaluation that 

addresses the major recommendations for improvement as identified in the self-

evaluation. 

3210 8.7 The school and community work together to systematically anticipate and 

appropriately respond to change as the school improvement process is 

implemented. 

3210 8.8 Goal statements for the school improvement process are properly aligned with 

the implementation plan and clearly identify measures of success. 

3210 8.9 A reasonable, specific timeline for the implementation of each area within the 

school improvement process is identified.  

3210 8.10 The school improvement process involves a site-based council or advisory 

committee. 

 

 

COMMENTS: 

 

 

 

 

 

 

 

 



21 

STEP IV - DEVELOPING A PLAN FOR SCHOOL IMPROVEMENT  
 

Developing a Plan for School Improvement. The efforts of the school in relation to Step Four occur 

largely after the Review Team has visited the school and written the Review Team Report. The actual school 

improvement plan is based upon the literal ―commendations‖ and ―recommendations‖ that will be found in the 

team report.  

 

School officials can significantly influence the outcome of the Review Team Report by being very thorough in 

responding to the prompts associated with each standard in this manual. Suggesting strengths, weaknesses, 

barriers, ideals, goals, and perceived and actual deficiencies is a sure way of stimulating useful team responses 

and associated commendations and recommendations. School officials should also be well prepared to verbalize 

ideas regarding the school improvement plan and how the Review Team might address priorities in the team 

report.  

 

In conclusion, the evidence based school evaluation, self study and subsequent on-site Review Team evaluation 

should provide school officials an orderly and thorough method for devising and/or revising the school’s 

mission, beliefs, and expectations for student learning. By using a comprehensive analysis of the Core Standards 

for Accreditation and associated indicators, the result of the entire effort should be a meaningful and practical 

school improvement plan that assists the school and ensures the Northwest Association that this school should be 

continually accredited. 
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APPENDIX A 
 

 
NINE CHARACTERISTICS OF HIGH PERFORMING SCHOOLS 

Taken from OSPI School Improvement Planning Process Guide 

 

Research has shown that there is no silver bullet – no single thing that schools can do to ensure high 

student performance. Rather, high performing schools tend to show evidence of the following nine 

characteristics:  
 

1.  Clear and Shared Focus  

 Everybody knows where they are going and why. The vision is shared—everybody is involved and 

all understand their role in achieving the vision. The vision is developed from common beliefs and 

values, creating a consistent focus.  

2.  High Standards and Expectations  

 Teachers and staff believe that all students can learn and that they can teach all students. There is 

recognition of barriers for some students to overcome, but the barriers are not insurmountable. 

Students become engaged in an ambitious and rigorous course of study. 

3. Effective School Leadership  

 Effective leadership is required to implement change processes within the school. This leadership 

takes many forms. Principals often play this role, but so do teachers and other staff, including those in 

the district office. Effective leaders advocate, nurture, and sustain a school culture and instructional 

program conducive to student learning and staff professional growth.  

4.  High Levels of Collaboration and Communication  

 There is constant collaboration and communication between and among teachers of all grades. 

Everybody is involved and connected, including parents and members of the community, to solve 

problems and create solutions.  

5.  Curriculum, Instruction and Assessment Aligned with Standards  

 Curriculum is aligned with the Essential Academic Learning Requirements (EALRs). Research-

based materials and teaching and learning strategies are implemented. There is a clear understanding 

of the assessment system, what is measured in various assessments and how it is measured.  

6.  Frequent Monitoring of Teaching and Learning  

 Teaching and Learning are continually adjusted based on frequent monitoring of student progress and 

needs.  A variety of assessment procedures are used. The results of the assessment are used to 

improve student performances and also to improve the instructional program.  

7.  Focused Professional Development  

 Professional development for all educators is aligned with the school’s and district’s common focus, 

objectives, and high expectations. It is ongoing and based on high need areas.  

8. Supportive Learning Environment  

 The school has a safe, civil, healthy and intellectually stimulating learning environment. Students 

feel respected and connected with the staff, and are engaged in learning. Instruction is personalized 

and small learning environments increase student contact with teachers.  

9. High Levels of Community and Parent Involvement  

 There is a sense that all educational stakeholders have a responsibility to educate students, not just 

the teachers and staff in schools. Parents, as well as businesses, social service agencies, and 

community colleges/universities all play a vital role in this effort.  
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School Improvement Planning Process Stages

Nine 
Characteristics

Of 
High

Performing
Schools

1. Assess Readiness 
to 

Benefit

7. Monitor
Implementation

of the Plan

6. Craft Action
Plan

3. Build and 
Analyze

the School 
Portfolio

4. Set and Prioritize
Goals

5. Research and
Select 

Effective Practices

8. Evaluate Impact 
on Student

Achievement

2. Collect,  Sort and
Select Data

Continuous Improvement
 

Taken from OSPI School Improvement Planning Process Guide 
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APPENDIX B 

 

ASSESS READINESS TO BENEFIT 

 

Introduction 
Taken from OSPI School Improvement Planning    Process Guide 

 

What is School Improvement anyway, and who needs to do it? 

School Improvement is a continuous process schools use to ensure that all students are achieving at high 

levels.  All schools, in collaboration with families, students, and communities, can create better 

environments so that all students are successful.  Continuous improvement of public schools is essential 

to providing increased student performance and quality results.  Innovative, exemplary, and research-

based programs, coupled with staff development, focused and aligned resources, and public participation 

in planning are critical factors in improving schools.  

 

All schools should engage in school improvement planning.  The Washington State Board of Education in 

WAC 180-16-220 requires that each school district receiving state basic education funds MUST develop a 

school improvement plan or process based on a self-review of the school’s program for the purpose of 

annual building approval by the district.  The self-review required by the state shall include active 

participation and meaningful input by building staff, students, parents, and community members.  The 

school improvement process described in this guide can fulfill this requirement.  

 

Will this process work if we need more than one plan?  

This process is generic and provides a framework that can be adapted to Title I School-wide Planning, 

District School Improvement Planning, Technology plans, Reading Excellence Grants, Comprehensive 

School Reform and other types of school improvement planning the school may be engaged in.  Be sure 

to check Appendix D3 for required components of some federal funding sources.  

 

What are the Nine Characteristics of High Performing Schools and how do they fit?  

High performing schools with varied demographic conditions have shown they share common 

characteristics (see page iv).  These Nine Characteristics are highly correlated to high performing schools. 

As school teams go through the process of school improvement planning, they will look for the presence 

of characteristics such as clear and shared focus, if curriculum and instruction are aligned with state 

standards, and if parent and community involvement supports learning.  See a listing of the nine 

characteristics on page iv and a detailed listing of resources related to the Nine Characteristics in 

Appendix D17.  

 

Will this process help us sustain second order changes?  

In the past, school improvement plans often centered on innovations such as new programs or changes 

in schedules.  These types of changes, called ―first‖ order change, may be positive but do not necessarily 

make sustained change to student outcomes.  ―Second‖ order changes are those that alter the school  

culture or the ways people work together.  See Appendix D15 for a more detailed description of first and 

second order change.  This process encourages second order change through activities that help staff to 

reflect on their beliefs and gain focus and ownership that leads to lasting benefits for students.  

 

How do principals and school improvement teams use this guide?  

A variety of processes, graphic tools and resources are provided in this guide along with specific linkages 

to the Office of Superintendent of Public Instruction (OSPI) web-based School Improvement Planning 
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Tool (SIPT).  Following this guide provides an explanation of the eight stages of school improvement 

planning and recommends activities within each stage.  This is a cyclical, fluid process that may require 

going back and forth between the stages.  

Eight Stages of School Improvement Planning Process:  

1. Assess Readiness to Benefit 

2. Collect, Sort, and Select Data 

3. Build and Analyze the School Portfolio 

4. Set and Prioritize Goals 

5. Research and Select Effective Practices  

6. Craft Action Plan 

7. Monitor Implementation of the Plan 

8. Evaluate Impact on Student Achievement 

 

Linkages to the OSPI School Improvement Planning Tool (SIPT)  

The web-based School Improvement Planning Tool (SIPT) provides educators a way to access 

achievement and demographic data for their school on-line.  It gives easy access to research databases on 

best practices, and provides a way to create an on-line portfolio.  The SIP Tool complements the School 

Improvement Planning Process Guide, which provides a hard-copy version of agendas, surveys, forms, 

and other resources.  The combination of both resources helps schools make data-driven, research-based 

decisions.  The SIPT can be found at: http://www.k12.wa.us/SchoolImprovement/. 

 

Guiding Principles of School Improvement Planning  

The following key principles form the basis for the School Improvement Process Planning Guide.  

 The principal must be at the helm of this process—without support and leadership of the principal, the 

planning process lacks the leverage that is needed for change to occur in a school environment.  

 Students and parents have an important perspective on how schools can improve.  Their meaningful 

participation in the process should be considered from the onset. 

 All members of a school staff should participate and/or be aware of the planning process.  The more 

stakeholders that are ―in the loop,‖ the better the chances the school will achieve 100 percent buy-in 

by staff for change efforts.  A representative group of stakeholders can do the bulk of the work, if 

results and updates are reported back on a regular basis to the full faculty and other stakeholders.  

 Decisions about school improvement goals and solutions must be based on careful consideration of 

multiple sources of data and research.  

 School improvement planning is a journey of continuous improvement that demands ongoing 

monitoring and adjustment of programs and processes at the school.  

 Improvements in student outcomes are directly related to what happens in the classroom.  Teachers 

must be willing to be reflective about their practice and relentless in attempts to meet the needs of 

every student.  

 The written plan document is only as good as the quality of thought, effort, and the degree of ―buy-

in‖ by staff.  

 

This guide is written as a planning process that directs the principal and school community through a 

cycle of continuous improvement.  It provides resources and tools to engage all stakeholders in the 

process and to develop deeper, sustainable second order change in each school.  The goal is always to 

support students in higher academic achievement by improving the teaching and learning environment of 

their school. 

http://www.k12.wa.us/SchoolImprovement
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APPENDIX C 

 

COLLECT, SORT AND SELECT DATA 

Taken from OSPI School Improvement Planning Process Guide 

 

Overview of This Stage  

Data can tell a school’s story. Collecting and using information about the school and the school’s 

community moves the message from feelings to facts. What are the school’s strengths? Which programs 

and services have the greatest potential for growth based on current data? Gathering the right data from a 

variety of sources can:  

 Create a baseline on student skills and stakeholders’ attitudes and beliefs  

 Provide an accurate picture of current school processes and programs  

 Guide actions taken to change outcomes  

 Allow school staff to measure progress over time  

 Develop an understanding of the school’s demographic profile, including the racial, ethnic, and 

socio-economic factors 

 

Readiness  

Do leadership team members understand that school improvement is a multiple-step process? Does the 

faculty understand how to read charts and graphs of WASL, ITBS, and other local data? The steps 

highlighted in the previous section help set the tone for this stage. The Collect, Sort, and Select Data 

Readiness Tool, Appendix C15 will help determine staff readiness for this stage.  

 

Outcomes  

By the end of this stage in the school improvement process, the leadership team will gather current data 

on achievement, demographics, staff/student/parent perceptions, and school programs. The sources of 

information that help ―tell the story‖ of the school will be prepared so the full faculty can carefully 

consider the data in the next stage.  

 

Who Should Be Involved?  

The school leadership team first, and then the full faculty. Ideally, the school’s leadership team will 

decide what data is needed for each category of measurement. Then the full faculty will have an 

opportunity to look at a list of what is being gathered—so they can add their thoughts on sources. 

 

How Much Time is Needed for This Stage?  

This varies depending on how readily available the data is, how many people are working on it, and how 

short the timeline is. This stage takes four-to-six weeks.  
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APPENDIX D 

 

DATA CAROUSEL ACTIVITY 
Taken from OSPI School Improvement Planning Process Guide 

 
How much time is needed?  2–3 Hours  

There are many ways to do this! The essence of the activity is that all staff have a chance to see the same 

data and formulate what they believe are strengths and concerns.  

 
How the activity works:  

• Data in four categories is prepared for staff member groups to review at four different stations.  

•  Staff members are divided into groups of no more than eight people. For a faculty of more than about 

32 the data ―stations‖ should be duplicated, i.e., two stations for each of the four types of data.  

• Each group considers the data and writes narrative statements. After approximately 15 minutes, the 

group looks at a new type of data.  

 

Important: Divide staff members up into mixed groups so they have the benefit of various perspectives 

as they consider the data.  

 
How to present the data:  

The packet method—1 packet per data type placed at each table. Direct staff members to review the 

data individually in their small groups. After each person has considered all data, the group discusses 

strengths and concerns and the recorder writes these key points on two different sheets. At the end of 

the rotation, the sheets are collected and the group rotates to the next data station (or the data is 

rotated). This process continues so that each group looks at all types of data.  

 
The large chart method—data displayed on walls and tables  

All data is enlarged so that it is easier to digest and understand. An advantage of this method is that it 

makes it easier to have conversations about the data.  

 
Explaining the Activity:  

1. Each group will consider all the data and information that’s been collected for each area. The group 

gets to look at a different type of data.  

2. Each group should choose a recorder and a facilitator who will keep you on track.  

3. The task is to look at all the data sets at the table.  

4. As a whole group, generate a brief narrative statement about each piece of data on the Narrative Tally 

Sheets, see Appendix C31–34. Narrative statements should: be simple, communicate a single idea 

about student performance, and be non-evaluative. See Three Tips for Writing Powerful Narrative 

Statements, Appendix B18.  

5. After 20 minutes, each group moves on to the next set of data, first reading what the other group 

wrote, then creating new and/or modified statements the group agrees on. Groups will have 15 

minutes at the second, third, and fourth tables.  
 

Very important! The group should not spend time during this exercise generating solutions or having 

conversations about how to fix the concerns—this comes later.  
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APPENDIX E 

 

BUILD AND ANALYZE THE SCHOOL PORTFOLIO 
Taken from OSPI School Improvement Planning Process Guide 

 

Overview of This Stage  

This stage of school improvement planning is about helping all stakeholders understand the school’s 

story. Displaying achievement and other data types in ways that are understandable to all audiences 

stimulates shared responsibility for education among teachers, parents, community members, and the 

students themselves. Readers of the school portfolio should be able to find the answers to these 

questions:  

 What is the demographic makeup of our school? 

 How are the students at our school performing on various measures?  

 What school programs are in place here?  

 How are the parents, community, and students involved in the school? 

 What is important to the staff, students, and parent community? 

 Do we provide equitable education for all students? 

 

Readiness  

The leadership team has:  

 collected data from multiple indicator areas (demographics, perception, achievement, programs).  

 determined the appropriate degree of detail so that the staff will focus on high level themes that later 

become goals, rather than strategies that support goals.  

 created displays of the data that enhance staff understanding.  

The Build and Analyze the School Portfolio Readiness Tool, Appendix C16, will help determine if staff 

and/or leadership team is ready for this stage.  

 

Outcomes  

All staff will analyze data showing the current status of the school. It will become clear where there are 

areas of concern, what the strengths are, and what to celebrate. A prioritized list of challenges will be 

generated and used in the next stages to develop goals and an action plan. Optionally, narrative 

statements may be put into the Build and Analyze the School Portfolio section of the OSPI web-based 

SIP Tool.  

 

Who Should Be Involved?  

The whole faculty, with non-staff members of the leadership team, (e.g., parents, community members, 

and/or students) participates in the Data Carousel activity. The leadership team meets to process the 

information gathered from that meeting.  

 

How Much Time is Needed for This Stage?  

2 1/2 to 3 hours for staff to review data and write narrative statements.  
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Process  
1. Schedule a full staff meeting to do the Data Carousel Activity. See Data Carousel Activity, 

Appendix B16-17 and the Full Staff Meeting: Agenda 5, Appendix A6-A7 for a description of how 

this two-step process works. It can be done all at once or divided into two meetings with staff. This is 

a hands-on opportunity for staff to look at the data and work in small groups to figure out what the 

data contributes to the school’s story. Prepare to be energized!  

2. Craft narrative statements.  

During the Data Carousel Activity, the small groups considering the data will write descriptive non-

evaluative statements about each data source. See Three Tips for Writing Powerful Narrative 

Statements, Appendix B18.  

3. Decide which of the narrative statements are strengths, and which are challenges.  
Some will be both strengths and challenges!  Statements such as ―English Language Learners have 

increased by 25 percent between 1998 and 2001‖ and can be a challenge because instruction must 

accommodate these student’s needs, but it can also be a strength because this population brings a 

broader world view to the school. 

4. Prioritize challenges.  

Using the Prioritize Challenges Worksheet, Appendix B19, compile narrative statements that are 

designated as challenges. The worksheet gives three ways of prioritizing the challenges—by level of 

dissatisfaction, by severity, and by how much control the school has over this particular challenge. 

Each participant prioritizes the challenges and these ratings can be tallied to determine an overall 

ranking.  

5. Create the school portfolio on the OSPI Web-based School Improvement Tool. (Optional) After 

the narrative statements are created in each of the four areas: achievement, demographics, perceptions 

and contextual data (under custom data tab in SIP Tool), they can be entered and connected with the 

data sets you have selected. The narratives will also be entered as strengths, challenges, or both in the 

tool.  See SIP Tool, Portfolio.  

 

6. Find a way to make the portfolio visual and understandable to all stakeholders. The leadership 

team discusses ways to make the information accessible such as wall displays, Power Point 

presentations, brochures, notebooks, or folders.  

 

Cautions  
Some have learned the hard way that raw data can cause confusion and be misinterpreted. Data should 

always be clearly labeled and displayed so that all stakeholders can read and understand it.  

 

Resources  

Å Build and Analyze the School Portfolio Readiness Tool, Appendix C16  

Å Data Carousel Activity, Appendix B16  

Å Full Staff Meeting Agenda 5, Appendix A6-A7  

Å Three Tips for Writing Powerful Narrative Statements, Appendix B18  

Å Prioritize Challenges Worksheet, Appendix B19  

Å Victoria Bernhardt and Edie Holcomb books in Appendix D9-10 and D12-13  
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SET AND PRIORITIZE GOALS 

 

Overview of This Stage  

The team and larger community now have a clearer picture of how the school functions along a 

number of dimensions, from teaching and administration to relationships and other resources. The 

ultimate goal is improving student achievement. Goal-setting involves questions such as:  

 What goals are already required by the state?   

 What are the areas of greatest need?  

 Which of these have the highest potential for impact?  

To prioritize the goals, the team must work back from the end point to consider what has to 

happen first, next, and continuously.  

 

The team will follow a systematic process to develop focused, student-centered, measurable, 

realistic, and time bound goals to improve student achievement.  

 

Readiness  

Staff and other members of the leadership team have worked together to collect data and create 

narrative statements about the data.  Strengths and challenges have been identified prior to this 

stage. The Set and Prioritize Goals Readiness Tool, Appendix C17, will help determine if there is 

readiness to move on to this stage.  

 

Outcomes  

Challenges/concerns will be grouped into themes. Goal statements that are student-centered, 

clear, measurable, and time bound are written and prioritized.  

 

Who Should Be Involved?  

The leadership team will be involved in writing the goal statements. Full faculty will have an 

opportunity to read through and comment on goal statements created by the leadership team.  

 

How Much Time is Needed for This Stage?  

2-3 hours.  
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Process  

1. Schedule a leadership team meeting to review narratives and write goals.  

The OSPI SIP Tool has a specific format for inputting narratives, indicating if they are strengths or 

challenges and then for writing goals. As a leadership team, your group can review what was done 

after the Data Carousel activity to decide on strengths and challenges.  See Set and Prioritize Goalsð

Leadership Team Meeting: Agenda 7, Appendix A9.  

2. Challenges are grouped into themes.  

Regarding challenges, what are the themes that emerge repeatedly in the different data categories? 

These might be reading, the process strands of math, thinking skills and behaviors, cultural 

competence or achievement gap issues. The Emerging Themes Worksheet, Appendix B21, may be 

useful for grouping prioritized challenges.  

3. Write goal statements.  

Using the Goal Writing Worksheet, Appendix B23, staff members write SMART goals—those that 

are specific, student-centered, measurable, attainable, related to achievement, and time bound. 

Encourage conversations about the goals. Regarding measurable goals, it’s important to use formative 

(ongoing school or classroom based assessment) and summative measures (WASL) to determine if 

goals are met.  

4. Review goal statements.  

Once the goals are written they should be reviewed by any staff not involved in writing them to gain 

their insight and support.  

5. Prioritize goals.  

Based on the conversations among staff members in leadership and full staff meetings, staff comes to 

consensus on the school’s most pressing needs and priorities, see Working Toward Consensus 

Methods, Appendix B8. It is important for all staff to, in some way, participate in the decision on 

priorities, but how to do this will vary by school.  

 

Cautions  

It has been said that having clear goals is indispensable to accomplishing what is desired and that ―it is 

better to aim high and miss than to aim low and hit.‖ To set appropriate goals, leadership teams must be 

aware of what is possible by looking at high performing schools with similar demographic conditions. 

Also, leadership teams must be careful to make the distinction between goals and strategies. A strategy is 

a way to get to your goal.  

 

Resources  

Å OSPI SIP Tool  

Å Set and Prioritize Goals Readiness Tool, Appendix C17  

Å Set and Prioritize GoalsðLeadership Team Meeting: Agenda 7, Appendix A9  

Å Emerging Themes Worksheet, Appendix B21  

Å Goal Writing Worksheet, Appendix B23  

Å Working Toward Consensus Methods, Appendix B8  

Å Research on Nine Characteristics, Appendix D17-18 
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RESEARCH AND SELECT EFFECTIVE PRACTICES 

 
Overview of This Stage  

Just as we expect doctors to draw on a body of scientific knowledge before making a decision, educators 

are obligated to base instructional practices on reliable research. A significant amount of evidence exists 

to guide schools in creating classrooms where deep learning occurs. This includes lessons from similar 

schools that have achieved these goals.  

 

Readiness  

Make sure there are structures in place to support the research process, such as release time resources, and 

clearly stated support from the principal. The Research and Select Effective Practices Readiness Tool 

Appendix C18, will help determine if staff and/or leadership team is ready for this stage.  

 

Outcomes  

Staff members will conduct research on school practices related to their school improvement goals. They 

will thoroughly investigate what other schools with similar demographics have done to deal with the same 

types of issues the school faces. This will be accomplished by contacting other schools, and by reading 

and discussing scientifically based research and articles related to the school’s improvement goals. School 

teams will look deeper into the data and will select strategies for each of the goals.  

 

Who Should Be Involved?  

The entire school faculty and representative stakeholders should be involved, though the leadership team 

can provide extra assistance in locating, gathering materials, and facilitating study groups. Additionally, 

district staff, and ESD school improvement staff, can provide assistance in this stage (see Appendix D2 

for Statewide School Improvement Contacts).  

 

How Much Time is Needed for This Stage?  

The amount of time varies, but can take 3-to-5 days over the course of 1-2 months. Time spent 

searching for, reading about, and discussing effective practices is a form of professional 

development.  
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Process  

1. Schedule a leadership team meeting.  Decide which method of study you will use; 1) engage full 

staff and representative stakeholders in studying and selecting best practices through study groups or, 

2) use the leadership team to do the majority of the work, involving full staff less extensively, and 

report back to staff on findings. In either case, the leadership team is involved.  See Leadership Team 

Meeting: Agenda 8ðResearch and Select Effective Practices, Appendix A10.  

2. Access various sources for information on your goal areas. The OSPI SIP Tool allows you to type 

in the goal area and search for related articles and research in major databases such as ERIC and the 

Regional Educational Laboratories.  

3. Dig deeper into your data. What does it tell you about content area instruction? Be sure to track 

down information on areas of weakness.  

4. Access information about schools with similar demographics. This can be a great way to see how 

other schools with the same ages and mix of students are performing. If this is a school that has dealt 

with challenges your school is currently facing, you may want to schedule a visit there.  

5. Decide which studies and other resources speak to your school’s goals. For example, if reading 

achievement is a goal area, you may find that larger blocks of time for instruction in reading is a 

research-based strategy for improvement. As you look at the amount of time your schedule allows for 

reading instruction, articles and research on use for time and strategies for reading instruction should 

be addressed in your research. The Resource List: Nine Characteristics of High Performing Schools, 

Appendix D17-18, provides a listing of websites and publications.  

6. After staff has been involved in the study process, the full faculty meets to discuss the best 

practices. Some creative ways to provide staff with hands-on reading and discussion about strategies 

that may be linked to your goals include using a jigsaw approach or rotating staff to several table 

presentations of the research and information on best practices.  

 

Cautions  

Don’t skip this step!  Involve the full faculty as much as possible. Using professional development days 

and budgets for staff research possibilities will be money well spent. Taking enough time for staff to seek 

information, see other schools, and to discuss options builds excitement and buy-in for changes.  

 

Resources  

Å Statewide School Improvement Contacts, Appendix D2 

Å Research and Select Effective Practices Readiness Tool, Appendix C18  

Å Leadership Team Meeting: Agenda 8--Research and Select Effective Practices, Appendix A10  

Å Resources Available Through OSPI SIP Tool, Appendix D8  

Å Study Group Report Form, Appendix B25 

Å Study Group Report Sample Appendix B26  

Å School Visitation Questions Guide, Appendix B27  

Å Study Process Planning Grid, Appendix C37 

Å Just for Kids Website: www.spu.edu/wsrc  

Å Resource List: Nine Characteristics of High Performing Schools, Page  
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CRAFT ACTION PLAN 

 
Overview of This Stage  

The action plan pulls together the team’s findings into a commitment to act. Organized around 

the 3-5 school improvement goals that were identified based on data, the action plan outlines:  

 What the goal is 

 What the activities/steps are for achieving the goal  

 Who is responsible  

 What the timeline is 

 What resources are needed, including professional development  

 What the impact will be  

 How it will be evaluated 

 

Introducing change into the busy, complicated enterprise of a school requires carefully thought-

out and well articulated plans. Time spent in detailed planning at this stage will save time down 

the road making up for plans not carefully thought through!  

 

Readiness  

The major school improvement goals have been identified.  The Craft Action Plan Readiness 

Tool Appendix C19, will help determine if staff and/or the leadership team is ready for this stage. 

 

Outcomes  

Creation of specific action plans, focused on each goal area that describe the specific activities, 

timelines, persons responsible, and outcome measures for each strategy.  

 

Who Should Be Involved?  

The leadership team can create the action plan. The whole faculty and representative stakeholders 

should have an opportunity to provide input.  

 

How Much Time is Needed for This Stage? 

Approximately 3-6 hours.  
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Process  

1. Schedule a leadership team meeting.  See Leadership Team Meeting: Agenda 9 ðCraft Action 

Plan, Appendix A11-12. During this meeting the leadership team should take each of the goals and 

break them into all the possible steps it will take for them to be accomplished. Next the team will 

discuss who is responsible, the timeline, resources, and how the activity will be evaluated. See Action 

Plan Outline, Appendix C38.  

2.   Consider Resources.  Take stock of what resources and other grants are available. You may have 

existing resources that can be restructured or options to obtain additional resources through grants or 

other sources.  

3. Use best thinking about how the action steps will affect the existing program and people. You’ve 

done the hard work coming up with the goals and thinking through what the baby steps are to achieve 

the goals. Now is the time to carefully consider the impact the action step will have on staff and 

programs. Use the Thinking it Through Worksheet, Appendix C40, to address these issues. 

4. Plan to share the action plan and “Thinking It Through Worksheet” with whole faculty. This 

can be done by the leadership team first and then with the full staff. A strategy that can save time is to 

have the leadership team go through the Action Plan Outline, Appendix C38 and the Thinking it 

Through Worksheet, Appendix C40 first and then share the work back with the full staff during a staff 

meeting.  

5. Keep the action plan public and alive. One way to do this is to create a large chart in the staff 

lounge, the office, or some place staff are likely to see it. A large red arrow can be put next to the 

activities as they are implemented.  The reason for this is that we pay attention to what we see. In 

addition, plan to communicate plan to parents, community, and students on a regular basis. 

 

Caution  

Action planning gives your team and full staff a chance to really think through how to bring the research-

based strategies you have selected to life. New plans will displace what is currently in place and may 

alter the workload or type of work some staff members do. Now is a good time to acknowledge that this 

is an ―ending‖ and to check in with staff that will be affected.  

 

Resources  

Å Craft Action Plans Readiness Tool, Appendix C19  

Å Leadership Team Meeting: Agenda 9ðCraft Action Plan, Appendix A11ïA12  

Å Action Plan Outline, Appendix C38 

Å Action Plan Outline Sample, Appendix C39 

Å Thinking it Through Worksheet, Appendix C40  

Å Annotated Bibliography, Appendix D9  

Å Transitions, a book by William Bridges, can be helpful in assisting staff members to move on to new 

programs and processes. See Annotated Bibliography, Appendix D10 
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MONITOR IMPLEMENTATION OF THE PLAN 

 

Overview of This Stage  

During this stage of your plan, your leadership team should monitor the progression of the action 

plan and its impact on student achievement and make sure the activities and tasks in each goal 

are moving forward under the identified timelines. Attention to the adopted schedule and ―Start - 

Completion‖ dates will help your school continuously move forward to accomplish the overall 

learning improvement goals which shall systemically increase student achievement in your 

school.  

 

Readiness  

Before you get started, make sure that...  

 Resources are secured for implementation (money, people, etc.)  

 Realistic timelines are established  

 Staff development plan developed  

 School Improvement Plan published and approved  

 Stakeholders review and refine the plan  

The Monitor Implementation of the Plan Readiness Tool Appendix C20, will help determine if 

staff and/or leadership team is ready for this stage.  

 

Outcomes  

Formative measures such as classroom based assessments and analysis of student work will be 

used to see if progress has occurred in each of the goal areas. The key outcomes of this stage are 

to:  

1. Demonstrate progress  

2. Focus attention on the plan 

3. Provide basis for making necessary changes  

4. Give reasons to celebrate efforts of staff, students, and parents  

 

Who Should Be Involved?  

The leadership team can be responsible for actual monitoring of progress. The entire school 

community should remain informed about implementation progress.  

 

How Much Time is Needed for This Stage?  

Monitoring the plan should continue until the activities outlined are completed AND they 

become part of the school’s culture. Embedding the activities and plan into the natural practices 

of the school may take several years.  
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Process  

1.  Use formative measures to check on implementation. The Action Plan Outline, Appendix C38, will 

indicate which measures will be used to determine if efforts are on track. Your team should not wait 

until WASL scores return to see if what you are implementing is working! The Monitoring the 

Activity Timeline, Appendix C42, is a useful tool for checking on implementation and making 

adjustments for unanticipated events or barriers.  

 

 It is critical that staff understand that interim assessments are used as formative measures to monitor 

student progress toward meeting each goal. Some formative techniques that are used to monitor 

implementation include:  

 Classroom assessments and pre- post- achievement measures  

 Surveys of Staff  

 Observations of students 

 Student work analysis 

 Oral/written work 

 Checklists of student behavior 

 Student interviews 

 External review teams  

2.  Schedule a regular check-in time at leadership and/or staff meetings. Schools are such busy places 

that it is easy to make assumptions that things are in place because we planned them to be!  

3.  Designate staff members, and representative stakeholders to monitor what’s happening and be 

cheerleaders for progress. These may be people who were on the original leadership planning team. 

Their task is to check on progress on a regular basis throughout the school year. They must also be 

charged with keeping up communication on progress and planning any celebrations (how about treats 

at a meeting or a sparkling cider toast to the efforts of folks most affected by changes?).  

 

Caution  

This stage is very important to the continuous progress at your school. It must be kept up throughout the 

school year—this is not an end of the year event, it’s a constant gentle process of paying attention and 

making adjustments when necessary.  

 

Resources  

Å Monitor Implementation of the Plan Readiness Tool, Appendix C20  

Å Action Plan Outline, Appendix C38 

Å Monitoring the Activity Timeline, Appendix C42  

Å Rubric for Implementing the Schoolôs Action Plan, Appendix C43  

Å OSPI SIP Tool, Monitoring the Plan  
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EVALUATE IMPACT ON STUDENT ACHIEVEMENT 

 

Overview of This Stage  

Evaluating the impact of the action plan brings the process full circle. This is not the end of 

school improvement planning, it’s a chance to measure effectiveness, determine if practices are 

institutionalized, and to start the process again. The team collects and analyzes data from the state 

assessments and other measures to determine if school improvement goals were met and if the 

action plans were successful in improving student achievement.  

 

The leadership team’s role shifts from driving the process to helping staff assimilate key 

strategies and actions into the school culture—including the improvement process itself. 

Celebrating successes reinforces valued performance and reminds the community that however 

challenging, school improvement means students are successful.  

 

Readiness  

Methods for determining if school improvement efforts had any impact were identified in the 

action plan, so the designated evaluative measures must be administered and compiled. The 

Evaluate Impact on Student Achievement Readiness Tool, Appendix C21, will help determine if 

staff and/or leadership team is ready for this stage.  

 

Outcomes  

The WASL, ITBS, and other summative measures specified in the action plans will be analyzed. 

By doing this, stakeholders will determine how much progress has been made toward improving 

student achievement.  

 

Who Should Be Involved?  

Leadership team members and the full faculty.  

 

How Much Time is Needed for This Stage?  

2.5 to 3 hours.  This is an annual event that will lead to a new process of self-reflection and 

action.  
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Process  

1. Review action plan. What measures were designated to measure effectiveness? Have these measures 

been administered?  

2. Determine if additional measures are needed. This may be a great time to conduct focus groups or 

to re-administer the survey(s) to staff, parents, and students. 

3. Measure progress on achievement measures. Look at the goals and what was to be used to measure 

effectiveness—most often school-based assessments using pre- and post- benchmarking and 

standardized and criterion referenced assessments (ITBS, ITED, WASL) are used.  How close did the 

school come to the targets that were set?  Is student achievement improving? How did your students 

do on disaggregated measures?  

4. Determine how effective the implementation of the school improvement plan has been. Look 

through the action planning sheets. Did people follow through? Perception data from focus groups, 

conversations with staff, and additional surveys will also give important information about 

implementation and its high and low points.  

5. Celebrate successes and acknowledge the need to redouble efforts. Even the best plans meet with 

unpredictable obstacles and distractions. If everything didn’t get implemented or measured ask why 

and determine if this is something that should be started in the next year/period of implementation. 

There are bound to be successes and things to be proud of—exploit these successes! 

6. Begin again. Continuous improvement means there are always new ways to improve. The team can 

move on to new goals when original goals are achieved, regroup, revise the action plan, and start the 

cycle over again.  

 

Caution  

The school’s improvement plan should be reviewed and updated on an annual basis. The ultimate goal 

is to have your school learning improvement strategies become part of the school culture.  Sometimes 

changes become internalized and it may not be readily apparent just how different things are, be sure 

not to miss these things.  

Celebrate your successes and set new goals!  

 

Resources  

Å Evaluate Impact on Student Achievement Readiness Tool, Appendix C21 

Å Evaluation Worksheet, Appendix C45 

Å The OSPI SIP Tool, Assessing and Evaluating the Plan 

Å Moving Toward Second Order Change, Appendix D15 
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Appendix F 

 

 

IS IT A STRATEGY OR IS IT A GOAL? 

 

It’s easy to confuse goals and strategies! Goals should be SMART: 

 S Specific and clearly stated 

 M Measurable and based on data 

 A Attainable and realistic 

 R Related to student achievement and performance 

 T Time bound 

 

In other words, they are written in terms of student outcomes and should tell what you want to 

accomplish, by when and how progr4ess will be measured. 

 

Here are some examples of goal statements that are SMART: 

 ―Fifth grade students will increase math scores on the WASL by 25% by spring 2005.‖ 

 

―To increase by 10% the number of the students who score 6 or above on the COS strand 

of the WASL 7
th

 grade writing assessment by 2003.‖ 

 

―To increase reading fluency by 15% each quarter as measured by the 2
nd

 grade fluency 

assessment.‖ 

 

Strategies are action statements and say what you will do to achieve the goal. Strategies identify 

how you will get to the goal. 

 

―Purchase full sets of math manipulatives and provide professional development for staff 

on their use.‖ 

 

―All teachers will have training on the administration of the fluency assessment.‖ 

 

―Have writer’s workshop on a weekly basis in all language arts classrooms.‖ 
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