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Preface

This 1979 version of The District Master Plan for School Improvement: [nstructions and
Suggestions retlects several important changes in the district master plan development and
submission processes. The most important of these changes is the elimination of the
requirement for districts to submit Part Il of their master plans to the State Department of
E.ducation.

A number of changes have been made in response to recommendations from board
members, superintendents, teachers, and parents who were involved in developing and
implementing district master plans during the past year (see Appendix D).

Numerous editorial changes have also been made to improve the clurity and usability of
the document.

The District Master Plan for School [mprovement: Guide for Development and Review
has also been revised and updated by the Department of Education and is included in this
document as Appendix C; it will not be available as a separate document.

»

DAVIS W. CAMPBELL
Deputy Superintendent
for Programs

(O]
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The School Improvement Program cnacted by
Assembly Bill 65 during the 1977 legislative session
builds upon the expericnces of the state, school
districts, and schools with early childhood educa-
tion {(ECE) and the concepts encompassed in the
Report of the California Commission for Reform
of Intermediate and Secondary Fducation (RISE
Report). By extending these concepts to all grades,
Kindefgarten through grade twelve, AB 65 estab-
lishes)a tramework for districtwide efforts to plan,
implement..and evaluate efforts to improve educa-
tional programs for students. Secondly. the legisla-
tion clarifics the roles and responsibilities of those
initiating school improvement efforts throughout
the district—including classroom. school, district,
and poverning board levels: the legislation also
affirms the key role of the district governing board
and administration in school improvement. The
interrelationship of these roles and responsibilities
form the framework within which each school
plans, implements, and cevaluates its educational
programs and processes. Each district’s Master Plan
for School Improvement is an important tool in
establishing the context tor this interrelationship
of roles and responsibilitics.

The Purpose of the District Master Plan

The purpose of the district master plan is to
provide a framework within which the district and
its schools, in partnership, can initiate and sustain
school improvement cfforts. It is a framework
which clarifies roles and responsibilities, delineates
communication channels  and  decision-making
powers, specifies various criteria and standards for
conducting school improvement and evaluating the
eftectiveness of such efforts, and identifies who is
accountable  for what, It is a framework ior
cncompassing the comprehensive planning process

O

RIC

Aruitoxt provided by Eic:

Introduction

at the school level with a complementary planning
process at the district evel.

The District- Master Plan for School Improve-
ment should. be used as a means of pulling together
into a single docunmient or h..rdbook those policies,
procedures, and criteria which may be necessary to
create or further enhance an effective working
partnership between school and district.

The master plan is useful in many ways:

L. It provides a means whereby the district can
communicate to its schools the district’s
policies, criteria, and procedures for conduct-
ing school tmprovement efforts within the
district.

to

It provides a context for districtwide planning
and ongoing  communication between the
district and its schools so that the leadership,
assistance. and services provided by the dis-
trict to cach school are based on each
school's cupacity to respond to the needs of
its students.

At provides a means of establishing account-
ability at all levels - classroom, school, district,
and governing board.

’JJ

4.1t provides 4 means whereby the school
district governing board can assess the effec-
tiveness of its support and leadership to the
schools in their tusk of meeting the needs of
students,

5.1t provides a means whereby both the govern-

“ing board and cach- school can assess the
effectiveness of each school's total prozram.

O. 1t can be the distriet’s guide for effecting
change.

7. 1t provides @ means for identifying key points
in decision-making and implementation proce-
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dores that can have considerable impact on
¢ftorts by both the district and its schools to
nunprove programs tor students.

The more widely known and better understood
the master plan is throughout the district, the more
usetul it can be. Thus, it is recommended that the
district take steps to ensure that both the overall
intent and specitic elements of the master plan be
thoroughly and accurately understood by all staft.
parents. and, in secondary schools. students. A
working knowledge of the master plan will enable
those schools already  participating in school im-
provement to plan and execute their programs
consistent with the direction and leadership of the
district. By becoming familiar with the master
plan. those schools not yet participating in school
improvement will understand  the district’s plans
for schoob improvement and will be able to prepare
themselves for entering the program accocding to
the district’s phase-in schedule.

The Design of This Document -

O

P kK . .
T'his document was designed not only to provide
instructions for completing a master plan but also
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to explore the opportunities such a planning
process at the district level can provide: in addition
it identities those issues a district may want to
consider in developing cach element of its master
plan. The readers will note thar throughout the
document, boldface italic type has been used to
identify those instructions necessary for complet-
ing each element of a District Master Plan for
School Improvement according to the require-
ments of AB 65 and other pertinent regulations.
Following the instructions for each element of the
master plan is a brief discussion to clarity the
intent of the requirements and to suggest things to
do and to avoid. However. these suggestions are
not_to be vonsidered requirements: they are
offered as resource information to assist those who
participate in the development of their district’s
master plan. These suggestions were developed
with the assistance of parents, teachers. administra-
tors. and governing board members who have
participated in program improvement ctftorts in
their own districts. The names of those who
assisted the Department of Education in the initial
development . and  revision  of  this  publication
appear in the Appendix D,
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Instructions and Suggestions for Completing
the District Master Plan

The intent of developing a District Master Plan
for School Improvement is that it becomes a useful
tool for both the school district and its schools in
the process ot district-level planning and in com-
municating the results ol that planning process to
those involved in the School Improvement Pro-
gram: it is hoped that the development of the
master plan will not be viewed as a state-mandated
task separated from the goal of improving educa-
tional experiences for students, Thus. those in-
volved in developing the various clements of the
master plan should be aware of how the elements
atfect students and how they are interrelated: in
this way the master plan can be developed with a
sense of its wholeness rather than as a list of
policies. procedures. and implementation practices
to be dealt with one by one,

It is also important to note that several of the
clements of the master plan coincide with key
points in decision making and implementation that
can have a significant impact on efforts to improve
programs for students. These points should receive
careful attention during tne development of the
master plan because of their capacity to affect
program improvement etforts in a highly positive

Establishing a Basic Framework

Fhe ten policies, criteria. and procedures which
establish the pasic framework tor school improve-
ment efforts in the district are outlined below. A
discussion ot cach of these ten elements, including
trducation Code and  California - Administrative
Code, Title 5. citations. plus suggestions of things
to do and to avoid tollow on pages 4 through 14,

I. Procedures for providing information about
school improvement

O
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or a very negative manner. Particularly important
are the following:
® Processes of communicaticn linking all groups
at district and school levels
® Staff development, including the informing of
schools and their communities about school
improvement
® Procedures for making decisions
® Criteria and procedures for selecting schools
that ‘are to be phased in to the Schenl
Improvement Program
® Criteria and procedures for evaluaring school
improvement eftorts
® The district's strategies to assist schools

The roles and responsibilities required in AB 65
and reflected in the California Administrative
Code. Title 5, regulations are outlined below.

A REMINDER: All instructions appear in hold-
face italic type: explanatory material and sugges-
tions follow each element to be included in the
district master plan; such material is offered as a
resouice to be used in developing the district
master plan and should not be considered a
requirement.

for School Improvement

2. Policies  about  establishing  school  site
councils
3. Policies regarding responsibilities of scheool

site councils

4. Procedures for participation of school site
councils in developing and updating the
master plan '

5. Plan for phasing in schools

o. Policies for identifying and serving educa-
tionally disadvantaged youth. limited- and



non-tnglish-speaking  students, and  stu-
dents with special needs and abilities

7 Criteria - and procedures  for approving
school plans

N. Policies and  precedures for
school improvement programs
Y. Criterta and procedures for terminating
unsucceesstul programs

1O, Criteria and procedures tor  approving
requests from schools “tor release time tor
advising  students  or Conducting  statt
development .

evaluating

Each district participating in school improve-
ment must adopr policies, criteria, and procedures
regarding each of elements 110 described in the
paragraphs that follow. Please note thar the adop-

tion of these policies and procedures is not
generally an annual activity. Once the polic:es and
procedures are established, there is no requirement
that they be revised annually; they may. however,
be updated at any time if the district so wishes.

Copies of each of the ten elements of the mester
plan must be kept ar the districe office and at every
school in the districe. In addition any revisions or
updates to the district master plan must he
provided to every school participating in the
School Improvement Program and to schools con-
sidering participatios: in the program.

FFor further intformation regarding cach element.
reter to the Educution Code and Califorria Admin-
istrative Codel Title 5, reterences Tollowing cach
item.

1. Procedures for Providing Information

The school district governing hoard must estab-
fish procedures to be utilized to ensure thar the
principal of every school receive information goy-

Terning the provisions of school improvement and
thar the principal provide such inforination to
teachers, other school personnel, parents, and, in
secondary schools. students. Such procedures shall
ensure that (1) copies of the school improvement
law, regulations, district policies, and other appro-
priate information are initially disseminated to all
school sites: and (2) the information is current at
the time participation in school improvemens is
considered.  References: Fducation Code Section
S20t1a); California Administrative Code. Title 3.
Section 4022(¢). -

How well a4 wchool and its community under-
stand  school improvement is a critical element
when initiating school improvement eftforts: ettec-
tive communication is also critical in any eftort to
expand school improvement to include schools and
arade levels that have not previously been involved
in the ECE retorm effort or school improvement.
The procedures for efiveting good communications
shoald describe clearly:

I.How the principal of every school in the
district. including  the principals of  those
schools  not  vet  participating  in - school
improvement. will receive information about
school improvement

> How cach principal provides this information

to the  teachers, other school  personnet,
parents, and, in secondary schools, students ot
his or Ler sehool :

The informarion or school improvement that
minst  be provided st include the following:

Q
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t. Copies of the scitool improvement law and

applicable regulations

2. Policies and procedures established by the dis-

trict relative to school improvement as part of
the District Master Plan for School Improve-
ment

3. Other appropriate informetion \Other appro-

priate information might include documents
regarding school improvement available from
the State Department of Education as well as
district-developed handbooks, guides, and so
forth. Department publications that may be
Ielptul to  districts include  the tollowing:
Plunning Handbook. Guide taor Ongoing Plan-
ning: Hardbook for Assessing an Flementary
Scliool Program,; Handbook for Assessing u
Sccondury  School  Program:  Establishing
School Site Councils: How to Make the Besr
School Site Council in the World: Discussion
Guide for the California School lmprovement
Program; and Technjeal Assistance Guide for
Proficience Aysessment. Information on the
procedures to tollow in ordering Department
publications appeuars on page ii )

When procedures are developed to keep schools
informed about school improvement. linkages to
other implementation steps. such as the following,
should be kept in mind:

® [stablishing two-way communications and a
close working  partnership  between  cuch
schools school site council and the district
governing board ~o

® [stablishing o school site council at cach
school prior to phasing in the program

o [stablishing statt development as an on-going
activity



improvement  are  encouraged to examine the
accompanying  suggestions  to  consider  when
- developing procedures for providing information
“on school improvement.

" Developing and updating the plan to phase
schools into the program

Those who are developing policies and proce-

dures tor providing information - about school

. Suggestions to Consider When Developing Procedures for Providing Information

® Provide comsistent, easy 1o understand, and accurate ® Avuoid giving different or hard to interpret messages trom

intormation to each ot the schools in the district. school to school, which might lead 1o contusion,

Fmphasize that the scope of school umprovement is a
school's total program all students, ol staft, and all

learimg expericnees.

Antwcipate questions schools might have; and provide
amswers - context the school statt, parents, and, in
secondary schools. students can readily understand. For
example, for participating schools, point vut the similar-
ities and ditterences ot ECE and school improvement,

Far nonparticipatung schools, provide a description of

the basic elements of school improvement in langnage
that will be emsily  understood, and  eite  pertinent
sections of the liw. Alo, let schools know how they can

wel more mtornition, y

Fmphasize the rekationship between the intent and goals
ot school mmprovement and  thosesot” the district to
improve the quality of its educational programs.

Include  the step of informing schools about school
miprovement s part of the district's ongoing staff
development.

Use vanous medta and methods of informing people; and
allow sttt parents, and, i secondary schools, students
opportumties to experience what school improvement
cant be at their schools eg., group discussion, visits to
suceesstul school mmiprovement schools within the dis-
tnctand in other districts, and so torth

Buitd m wavs of checking to determine whether or not
the people to be involved have an accurate under-
standieg of school improvement.

Consider trining a4 cadre of staff, beginnmg with the
principal. and parents at cach school who can answer
questions regarding school naproveinent.

Constder niakinyg the contents of the district master plan
and other important mrformation aviilable in the forny of
& handhook(sy.

misunderstanding, and rumors.

Do not present school improvement as just another
program to be implemented in just a few areas by a
selected number of staf? for some of the students.

Avoid the extremes of providing too briet an overview of
school improvement or of providing only a copy of the
entire legistative bill.

Do not present school improvement as a separate
“project’” which is 1o be “added on™ 10 the school's
regulian program.

Avoid one-time presentations with no tollow-up: do not
let unanswered guestions and  misinformation about
school improvement build up,

Avoid just “talking at™ people m farge-group settings
only.

Do not assume that presenting the information oiice. or
even twice, however clearly, will necessarily result in an
accuraic understanding of school improvement and how
to proceed to next steps,

Avoid relying on only one person e.g.. the principal or
resource teacher to el all about 117 1o everyone:
teachers, aides, other classitied and certiticated person-

nel. parents. students, and others.

Do not assume every staft member and parent at
school will be able 1o “add up™ all the preces of
mtormation that have been provided into o meaningtul
tramework on which to hase their tuture actions.

<
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2. Policies for Establishing Schoo! Site Councils

lhe governing board must adopt policies 1o
ensure that prior to scheduled phase-in, a school
site council will Se established a: each school to
consider whether or not it wishes the school to
participate in the school improvement program and
to ensure that ol -interested persons “ave an
opportunity to meet in public (o establish such a
council: the interested persons will include, but nor
he limited 1o, the principal, teacliers, other school
personnel, parents. and. in secondary  schools,
students. (Please note that the final determination

as (o whether a <schiool will participate in school
improvement rests with thie school district govern-
ing hoard ' Reference: FEducation Code Section
S20MHhy

The initial guidance given to schools by the
district in establisking a school site council sets the
tone ot contidence or uncertainty in which the
school begins its school  improvement  eftorts.
Clarity of intormation is essential. Theretore, it is
recommended that the suggestions presented below
be given carctul consideration,

Suggestions to Consider When Developing Policies for Establishing School Site Councils

®  Apaver . early the following questions

What common steps or procediies are to e tiken by
distrrct and school feadens o ensure that “all mter-
ested persons have an opportumty to meet e public
and estabbsie o scliool sire counaill ™

What does Upror toscheduled phase i mean™ What
v the dewdhime tor establninng o counal? Tow carly
nuay g schoob establish a counal 1t it wishes to? Does
the dintnct enconraze the establistiment ot ~school site

coundils whenever g school wishes!

@ Descrrbe how i school may apply to the governimg board
for s platuing arant s not seheduled to be phased
witer the program mmediatehy and wishes 1o be. (Reter
to Fducation Code Section 320130

o Provide cach sehool swtha copy ot the distreet's palicies
et dimyg sclioot site councils and g copy ol Fsvablding
Nehool Sipre Councils, a document prepared by the State
Departonent of Tducation i November, 1977,

® | oncounage sttt parents, and students iram cach school
that plans 1o torm a school stte counctl to visit or mmvite
tor then schieol members of school site councrls which

dre opergtmyg eltectivedy .

3. Policies Regarding Responsibilities of School Site Councils

The governing board must adopt policies regard-
ing the responsibilities of school site councils and
establish communication procedures (o ensure red-
sonable  opportanities  for cach council or its
representatives to meet with the governing board.
References: Education Code Section 32034(¢):
California  Adhministrarive Code, Tide 5. Section
£022(h).

I'he desclopment ot
outhmng the responsibhtios of schoaol site councls
critical and sensitive

pohicies and procedures

reprosents one ob e most

points m o decrston inaking and in the implementa-

O
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o Avord providing information that merely restates the
Linguage of AB 65 about establishing school wite councils
and Je-s not explain “what to do™ and “how 1o do st

o Avord establinhing an mtlexible schiedule that does not
provide for shilts mreadiness or destie to participate in

schootimprovement.

o Avord makmy school staft and prrents spend e
Hgunng out on their own how o estabhsh o council and
swhat the district’s policies ter school site conncls are.

® Do not expect wrtten descriptions of “what u schowl
stte vouncil is7 to provide an experience of how one

mught tanctio.,

tion ot school improvement. The policies and
procedures adopted should:
IS¢t the tone tor openness and cooperation.
2o Fstablish as a common purpose the improving
of programs tor students,

CClearly outline the powers of the school site
council and the responsibilitics tor which it is
to he held accountable )

4. Provide tor direct access te the school district

Py

governitg board as well as specity the chan-
nels of communication to be used through the
Jdistrict administration,

I~
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5. Describe procedures to ensure a close and
eftective working relationship between the
councils and the governing bouard.

Such policies must be consistent with the intent

of AB 65 and should outline any additional

respounsibilities that rhe board wishes the councils
10 perform.

Several suggestions to consider when developing
policies regarding the responsibilities ot the school
site council follow.

Suggestions to Consider When Developing Policies-Regarding Responsibilities
of School Site Councils

® fhgihiet i the policies and procedures those roles and

respionsthilities ot the  schiool site council that are
different trom those ot the school advisory committee

under ECE, Title Tand other advisory groups,

® Cive cJlear ditecuons tur the school site councils in

carrving out  the responsibilities they have for the
processes of
schoal improvement efforts,

planung. unplementing, and c¢valuating

® Be cear that the ulnmate authonty and responsibility
tor the conduct ot school improvement hes with the
governmnyg board,

® Desenibe how the runctois of the school site couneil
relate 1o the traational functions ot distnict adminis-
trators, prneipals, wachers. and so torth,

e (et the opimions and weas of the members of the
vanots school advisory groups and school site counvils.,
hoard members, and districe office personnel bafore

establishing policies.

® Do not ussume school site councils have the same
advisory tunction as school advisory commirtees. Avord
askipy district administrators, board members. school
statf, parents. and students to identity on their own the

ditterences hetween the roles of the two Kinds of groups.

e Avoid the extremes of desceribing the council’s respon-
sibilities so narrowly that "the council cannot respond 1o
the problems at the school or so vaguels that the policies
give little or no guidance.

o Do not torget to descrive how the goverming bourd and
school =ite councils work together in achieving the best
possible decision making at both levels.

® Avoid describing the lines of communication and func-
tons of the school site council to the governing bourd
and ot the principyl to the district administration
without also describing how they inierconnect

® Avoid establishing policies and procedures without o
thoreugh examination of past experiences with schooi
advisory committees, a caretul reading ot AB 63, and
discussion with others ovutside the district who have
“eveloped etie -iive und etticient school councils.

4. Procedures for School Site Councils in Developing

and Updating the District Master Plan

The school district governing board must estabh-
lish  procedures thar provide opportunities  for
school site councils to participate in the develop-
ment and updating of the district master plan and
district strategies to assist schools in order to
ensure that the master plan is keyed to the school
improvement objectives of participating schools.
References: Fducation Code Section 32039(c¢):
California  A:dministrative Code, Title 5, Section
4021,

Eastning that the master plan is keyed to the
school improvement objectives ot schools is essen-
tial to the success of school improvement cttorts
throughout the district and to the development ot
a close school-district partnership. The policies and
the procedures to implement those policies, which
are included in the district master plan, as well as

O

RIC

Aruitoxt provided by Eic:

the strategies to assist schools, snould be developed
with the status of schools m mind. That is not to
sayv that the district should follow the lead of the
schools: quite the contrary. It is to say that once
the busic directions and goals for the district have
been established. the district should consider the
actual situations of its schools their capacity to
plan and implement school improvement as it
suides and supports schools in their efforts to
achieve district goals and their own objectives.
Accordingly, the district should seck input from
school site councils in developing and updating the
clements of the master plan, which are described in
this document. It is also recommended that the
district consider the suggestions that follow regard-
ing the development of procedures for involvine
school site councils in developing and updating the
district master plan.
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Suggestions to Consider When Developing Proc.edures for School Site Councils in Developing
and Updating the District Master Plan

& Meet with representatives of school site councils to
assess what works well and what does not and to discuss
issues pricr to developing policies and-procedures.

e fFollow up and use the school site corncils as sounding
boards tor reviewing dratts of the pahicies and proge-
dures.

® Mceetr with cach school site counail on a school-by-school
basis when establishing strategies to assist each partici-
pating school. :

© Avoid waiting until after the final draft ot the master
plan or its revisions ate written betore involving school
site councils.

® Avoid involving school site conncils only as ratitving

groups.

® Avoid aeveloping strategies for assisting schools under
the assumption that all schodls have the same needs and
priorities.

5. Plan for Phasing In Schools

The school distric: coverniitg board must estab-
lish a plan jor phasing schools into the school
improvement program. The plan must include
policies andfor procedures used to identify schools
with the greatest number or cancentrations of
educationally disadvantaged youth. The procedures
must ensure that at least one-half of the district’s
elementary schools and one-half of the district’s
secondary schools participating in any year are
eligible to receive either ESEA Title 1 or state
compensatory education funding References: Edu-
cation Code sections 52039(bX2HA) end 52781

California Administrative Code, Title 5. Section
4022(h).

The criteria and  procedures  ostablished  tor
phasing in_schools to the program should offer
schools | fcxlti\his to participate and reward them
in their o fforts to\improve programs. The degree of
commifment by ‘the school leaders, staff, and
parentsl is an important ingredient tfor successful
progrant improvenwents. In developing such ceriteria
and proc\cdurcs. $Hstricts may wish to consider the
tollowing .,\'uggc{tions for phasing schools into the
School Improvement Program.

Suggestions to Consider When Phasing “chools into the School Improvement Program

€ Involve statt, parents. and, in secondary schools, stu-
dents an establisling the ¢nteria and  procedures for
phasing schools into the School Tmprovement Program,

® Be aware that the guidelines tor determining ESEA Title
i and state compensatory education  eligibility  are
already  established by federal und state laws and
regulations: apply them unifornmly to all elementuary and
to all seconduary schools in the district.

e Realize that any school amonyg the group of schools that
are celigible tor ESEA Title - and state compensatory
education tunding may be chosen as a school of great
need; schools do o have to be chosen in rank order of
need.

® Consider a wide vanety of factors in determining the
critenia for phasing m schools, such as readiness: enthu-
siusmyy desire and commitment of principal, staft, and
parents, and, in secondary schools, students: leadership

® Avoid postponing opportunitics for people to participate
inschool improvement in their district. Avoid  dis-
appointing schools on the phase-in schedule by making «
last minute chiange in the criteria.

® Do not alter these procedures from school to school,

® Avord creating for the ESEA Title I and state compensa-
tony education schools criteris and procedures which are
radically different from those ued for selecting the
other 50 percent o the  participating schools: do
maximize incentives and enconragements as much as

possible.
o Avoid establishing school phase-in enitena that are based

solely on need and’ that do not provide incentives tor

excellence.

13
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Suggestions to Consider When Phasing Schools into the School
Improvement Program (Continued)

skills of the principsl and key staft: school climate;
understanding of and support for school improvement
goals by all groups at the school and potential for

SUULCESS.

e Allow for a variety of ways to obtain various kinds of
mtormation about the school: e.g.. observation through
on-site visits. panel review, and interviews with selected
staft, parents, and students,

® Consider reassessing frequently the order for phasing
in schools, perhaps anpually. so that data will be current
with the status of each ot the schools.

e Consider research findings which identify characteristics
assoctated with success in imiplementing change.

® Avoid muaking judgments based on one source of
information; c.g.. how well the school can write a plan
or how good its achievement scores are.

® Do not discourage schools from making early efforts to
prepare for being phased into the program,

@ Avoid assuming that the conditions in your schools or
district,are so unique that the experiences summarized in
research will not apply to your situation.

The governing board must define policies allfl/()r
procedures to be used by schools in (1) identifving
educationally disadvantaged youth; limited- and
non-English-speaking students; and students with
special needs and abilities, including the gifted; and
(2) developing instructional and auxiliary services
to meet their special needs as part of the school
improvement plan. Such policies regarding educa-
tionally disadvantaged students shall, to the extent
feasible, be consistent with district policies for the
identification of students eligible for compensatory
education. References: Education Code Section
S2015(b). California Administrative Code, Title 5.
Section 4022(c).

The establishment of  these  policies for all
schools in the school imﬁrovcnwnl program in the
district. regardless of sources of funding available
Title T tunds and Econnmic Impact Aid).

(e.g..

6. Policies for Identifying and Serving Students
with Special Needs and Abilities

allows the district to establish its own policies, not
the policies of an outside agency which some
schools must comply w..h and others do not. The
district may also wish to consider having the
policies apply to all schools. not just those involved
inn school improvement. In fact, the establishment
of these policies is particularly important for those
schools in the district which serve students with
special needs and abilitics but do not receive any
special state or federal monies to do so and,
theretore. may not have policies to provide direc-
tion. In doing so, the district can take the
leadership role and state its commitment to these
students. the priority for resources. and its expec-
tations for schools in scrving students’ needs. In
establishing policies for this clement of the master
plan. districts may wish to consider the following
suggestions for developing policies for identifying
and ‘serving  students  with  special needs and
abilitics.

_. Suggestions to Consiuer When Developing Policies for Identifying
and Serving Students with Sgecial Needs and Abilities

e Describe clearly the policies 1o be used by all schools
to identity students with special needs and abilities and
how their needs should be planned for and met through
the school improvement plan,

O
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e Do not expect each school to interpret the various laws
and regulations in a uniform manner throughouat the
district.

14
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Suggestions to Consider When Developing Policies for Identifying
and Serving Students with Special Needs and Abilities (Continued)

¢ State clearly what the district’s commitment to students
with speciat needs and abilities is and what level of
priority the district has placed on the support services
tor the schools in which these students are enrolled.

¢ Consider including all schools in these policies. not just
those in school improvement.

® Do not assume that schools are aware of the district’s
priority-setting process and what this means in terms ot
tangible services.

® Avoid the possibility of double messages .md conflicting
nmessages from school to school,

7. Criteria and Procedures for Approving School Plans

The governing board must establish criteria and .

procedures which the district uses in approving or
-disapproving school improvement plans in order to
(1} ensure that school implementation pians
comply with the provisions of the school iy .rove-
ment law and regulations: and (2) judge the
potential effectiveness of the plan in responding ro
the needs of students at eath schcol and the goals
of school improvement. References: Education
Code sections 52034(a) and 52035: California
Admmtstranve Code, Title 5. Section 4022(f).

In affirming the key role of the district in school
improvement eftforts, AB 65 places the review and
approval of school plans with the district governing
board., It is important to n-te that this review
includes not only criteria for determining compli-
ance burt also standards for determining quality of
program planning and for judging each plan’s
potential effectiveness.

In developing criteria and procedures for approv-
ing or disapproving school plans, districis are
encouraged to consider the following suggestions.

Suggestions to Consider When Developing Criteria and Procedures
for Approving School Plans

principals,  parents, administrators,
and program specialists in estab-

® [nvolve teachers,
evaluation persornel, -
lishing criteria and  procedures for reviewing school
plans.

® Focus on those aspects ot the planning process and the
plan which reinforce good planning.

® Bear iy mind that the criteria should address two levels:
(1Y compliance  with law  and regulations; and (2)
potential etfectiveness ot the plan in responding (o
student needs.

® Plan tor thorough mservice
evalnation procedures and criteria so that they are
clearly: understood by all those invelved in school
tmproverment at the district and at each participating
school.

® Betore schools begin their planning or updating ettorts,
provide mservice training on progrant planning and
explain clearly  what the established procedures and
critenta for determining legal compliance and potential
effectiveness are.

O
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training on the district’s -

® Avoid imposing criteria and procedires which may not
be usetul to schools,

® Avoid overemphasizing the plan as a written document;
do include criteria which focus on the planning process
and on the potential of the plan as a guide for
implementation. ’

® Do not review for compliance only: don't pass up an
apportunity tor exerting leadership for improving the
quality of programs.

t
® Do not allow schools to plan and implement programs
without a clear understanding ot district. ldoplcd criteriy
and procedures. :

® Do not allow schools to develop or update their plans
without getting assistance in understanding the vanous
options and procedures in the program planning process.
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Suggestions to Consider When Developing Criteria and Procedures
for Approving School Plans (Continued)

® (onsider establishing a process to ensure communica-
ton between cach school's school site ouncil and the
district throughout the process of developing or updat-
-ing the plan,

o Lulisze the following State Department of Education
documents as resources in selecting criteria: (1) Planning
Hundbhook: (2) Guide for Ongoing Planning: (3) Manual
of Requirements for Schools Funded Through the
Consolidated Application: an+” (4) Handbook for Assess:
ing an Flementary Schooi Program and Handbook for
Assessing a Secondary Scl.ool Program,

e Avoid waiting unul the last minute to give the school
feedback on its plan and planning process; to the degree
possible, eliminate surprises.

® Do not fail to use all available resources, particularly
regular on-site visits by persons knowledgeable about
both the process of planning and the options for
planning.

School Improvement Programs

The governing board muss establish policies
and/or procedures for the evaluation of schonls
participating in the schooi improvement program.
Such policies and/or procedures must be consistent
with the requirements for school-level evaluation
contmned in Education Code Section 52015(g),

~which requires assessment of (1) the ‘degree to
which the school is meeting its improvement
objectives as assessed by parents, teacliers, other
school personnel, and pupiis; (2) student acliieve-
ment: (3 improved school environment: and (4)
the degree to which fiscal expenditures meet the
criteria of the school improvement plan. Such
policies andjor procedures shall ensure the ade-
quacy of school procedures in evaluating the

8. Policies and Procedures for Evaluating

effectiveness of the program. References: Educa-
tion Code Section 52034(e). California Adminis-
traiive Code, Title 5, Section 4022(d ).

The policies and procedures for evaluation of
school improvement ettorts should address two
levels: (1) the district’s need for districtwide
evaluation standards:and (2) each school’s need for
flexibility. in designing evaluation approaches
appropriate to its plan. In developing this element
of the master plan, the district may wish to
examine the following suggestions for establishing
policics and procedures tor evaluating school
improvement programs. '

Suggestions to Consider When Establishing Policies and Procedures
for Evaluating School Imbrovement Programs

® Obtain input from teachers, parents, school and district
admimstrators, wnd evaluators in establishing the district
-evaluation criteria and procedures.

® [stablish evaluation procedures which allow for diversity
of programs trom school to school, as appropriate, to
meet the needs of students,

® (Consider a vanety of ongoing evaluation approaches
which assess all aspects ot the school’s program. Such
approaches might include classroom observation. inter-
views, and so forth,

O
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® Avoig imposing evaluation criteria or procedures which
may not be meaningful or useful to the disthict and its
i

schools.

o '

® Avoid establishing cvaluation procedures’ which - are
intflexible or that discourage program diversity when it is
appropriate for students: don’t establis/?l procedures
which will require schools to implement their programs
ditferently trom the way they planned «r which will
require an unreasoniable amount of work to gather data
and so torth in order to complete, the established
procedures,

e Do not limit evaluation only to student achievement
data gathered-at the end of the year.
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Suggestions to Consider When Establishing Policies and Procedures for Evaluating
School Improvement Programs (Continued)

® Build i procedures which are etfective for evaluating
the program’s success inmeeting the needs of students
with diffening needs: e.g.. transient, gifted. and limited-
Enghshespeaking students.

® View evaluation as a positive process for growth, one
which builds on success and s part of the total school
miprovement program; do feed evaluation information
hack mto the ongoing assessment process.

® Lk together, when appropriaie. the criteria for approv-
g or disapproving school plans and the eriteria and
procedures for evaluating school programs.

¢ Do nor design an evaluation procedure which wees not
mchide indicators ol the progress of all students.

e Avoid looking at evaluation as an end in itsell” or as
negative instead, consider it as @ wav (o

strengthen school programs.

process.

® Do not consider the criteria fer approving or disapproving
school plans as separate from and unrelate l to criteria
for assessing the quality of the programs as implemente.d
in accordance with those plans: do emphasize closing the
foop between evaluation of the planned program ard
further plinning.

Foraddionab intormation regarding policies and guidelines, suggested procedures for district and school evaluation. and 4
catalogof resources avanlable  toassist districts and schools in developing effective evaluation approaches. see the

Department’s Hundbook for the Evaluation of Consolidated Programs,
[ u ‘

N

9. Criteria and Procedures for Terminating Unsuccessful Programs

The governing board must establish procedures
for terminating implementation grants to schools
which are unsuccessful over a four-year period in
substantially  meeting the objectives. of their
approved plans. Such criveria and procedures must
reflect academic achievement. program review, and
other indicators of educational improvement estab-
lished by the district governing board. Such proce-
dures must include funding reallocation proce-
dures. References:  Education Code Section

S2034(f): California Administrative Code, Title 5.
Section 4022(g ). ,

The adoption of criteria for identifving unsuc-
cessful programs is a means whereby the districet
can establish minimum levels ot acceptable pertor-
manee on the part of its schools. The eriteria
developed can and should reflect the district’s
priorities and needs of students. In developing such
criteria. the district may wish to consider the
suggestions provided below,

Suggestions to Consider When Establishing Criteria and Procedures
for Terminating Unsuccessfu, Programs

® [nvolve teachers, principals. district office administra-
tors, evaluators, and,in districts with secondary schools,
stridents, me developing ternmmation criteria and proce-

dures.

® Use exnting distnict and school evaluation procediires
where uppropriate.

® [nclude in the assessment many dittferent dimensions of
the school program.

O
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® Avord arbitranly imposing criteria and procedures tor
termination,

3

e Avowd establishing entirelv new evalnation procedures
- selely for this purpose.,

® o not base the judgment solely on achicyvement diiw or
O PrOZRIN ASSeSsNICH s,
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Suggestions to Consider When Establishing Criteria and Procedures
for Terminating Unsuccessful Programs (Continued)

Use longitudinal information whenever possible.

Define clearly and  explicitly

improvemeni as possible.

Build in carly warning procedures
special assistance to a school when it is nceded.

N\

N

the criteria and. proce-
dures developed: do describe Jhem clearly to all partic-
ipating schools as early in their involvement in school

which call  for

® Do not base the criteria on indicators collecied at a

single point in time:e.g.. at the end of four years only.

® Avoid developing vague criteria or procedures that cause

anxiety because they are not understandable or only
segve to threaten.

Do not wait undl the fourth year of unsuccessful pertor-
mances before notifying the school or betore providing
special strategies to assist the school:
schools with the criteria after the fact.

don’t surprise

/

10. Requests'for Release Time to Advise Students
or Conduct Staff Development Programs

cation Code

The governing board must establish criteria and
procedures for approving or disapproving requests
by schools. as part of their school improvement
plan, for the provision of time during the regular
school year to advise students or conduct staff
development programs and receive full average
daily attendance reimbursement, pursuant to Edu-
32022, Such time shall not
exceed eight days each year for each participating
staff member. References: Education Code Section

52022;

Section

California Administrative Code. Title 5,

Section 4022(e).

districts maximum  flexibility in  implementing
required staft development programs and advising
students. In order to make this option a viable

possibility tor schools when they are developing-

The intent of this provision is to give school

their programs. the criteria and procedures must be

clearly

understood in advance.

Lawedse time, be aware that:

O
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® Legistution enacted since the passage of AB

05 permits the use of release time during the
plannimg,grant vear

In planning for

@ Within the district. school improvement plans

may differ among participating schools to
permit the schools to respond to the unique
needs of their students.

A maximum of eight days of release time per
statff member can be applied for. Application
for release time is to be on a staff-member
basis rather than on a schoolwide basis:e.g.. a
school may request six days of release time
for some staff members and only one or two
days (or even none) for other s*aff members.

The amount of time will depend on the staft

development. priorities. objectives. and time-
line established by the school.

Release -time may be used tor only staff
members who are directly involved in the
program for the grade levels pdrtmpdtm;, in
school improve ment

In developing this clement of the master plan.

districts may wish to consider the suggestions that
tollow,

Suggestions to Consider When Developing Criteria for Approving School Requests
for Release Time to Advise Students or to Conduct Staff Development

Clovolve parents and sttt in developing the criteria and
‘pf'l:L'CLller,\.

N
\\

® Avoid bypassing parents or involving them in a cnrsory

way at any step in the development and implementation
of these procedures.

18
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Suggestions to Consider When Developing Criteria for Approving School Requests

4

for Release Time to Advise Students or to Conduct Staff Development (Continued)

® Avoid assuming that pareats are already well enough

® Involve parents in the schoollevel needs assessment
process 1o assess the need for release time and to informed about their clul s school 10 be able to
determine what activities should take place. appreciate the need for release time.

o Provide parents with a full description of what the ® Avoid underestimating the extent 1o which some parents
time is to be used for, what will be done, what will be must change their duily schedule when their children
accomplished: do  provide for advance and repeated stay home trom school,
announcements of the days scheduled.

® View cach school’s request in terms of student and statt ® Avoid imposing inflexible criteria and procedures which
needs. will be uniformly applied regardless of the vary ing

school needs or which provide the sume number of days
for every school \th.ll requests release time,

e Be aware that staft development is 4 most critical ® Avoid underestimating lhc importance of stafl” deve )p-
element in school improvement and has a direct effect ment in planning tor and implementing a program whxdh
on program quality. s priority in the legislation is clear. is responsive to student needs and of providing ““timely \

advice™ to students to assist” them in tuking tull
advantzge of what the school can offer.

® Plan statf development programs by utilizing a variety of ® Avoid basing the staff development program on needs
sources to identify needs: e.g. analysis- of student identitied through self-assessment alone.
achievement data, observation by supervisor or peers as
well as selt-assessment.

® Recognize the value of varying the method and approach ® Do ot limit staff development programs to Jusl ane,
in the staft’ development program to meet more appro- method or approach.
priately the needs of the group addressed.

® Review the criteria tor assessing the quality of staft ® Do not approve requests for release time uiless a
development programs ouilined 1 the Handbook for thorough needs assessment has been conducted. a good
Assessing an Flemenrary: School Program and Handbook plan has been developed for using the tme to accom-
Jor Assessing a Secondary School Program, and tollow plish spetific tasks, aud a clear and workable means of
the steps outlined: evaluating the activities has been developed

Analyzing skilts needed to implement the plan

Analyzing current skills of stat'f

Basing the statt development program on the discrep-

ancy between skills needed and skills available

Building in a means of determining whether skills

have been learned. as demonstrated in change of

be!-avior ;
L

® [nclude procedures tor evaluating the effectiveness ot ® Avoid assuming that each parent and statt member will
release time activities at both the school and district be able. to determine on his or her own the value gained
levels; do involve both statt and parents in developmg from the release time opportunities.
and carryving out such procedures.

= 8 —
3
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Instructions and Suggestions for Completing
Assist Schools

Strategies to

In addition to developing and implementing the:

policies, criteria, and procedures which establish
the basic tramework tor school improvement
cfforts in the district, districts are also responsible
for designing annually strategies to assist schools.
Education Code Section 52034(b)(1) and the
California  Administrative Code, Title 5, Section
3930, require districts to develop strategies to
assist schools receiving planning grants and all
schools impizmenting consolidated application pro-
grams, regardless of the types of funding received.
These strategies, keyed to the improvement objec-
tives of participating schools, must be submitted
annually to the State Board of  Education for
approval. :

The strategies - to assist schools implementing
consolidated application programs may be - de-
scribed und submitted to the State Department of
Education in ‘either of two ways: (1) as part of
cach school's school plan; or (2) under separate
cover at the time that the school plans are
submitted or at the time that Form'A-127D is
submitted. Descriptions of strategies to assist plan-
ning grant schools are to be included in the
planning grant applications.
|. District Strategies to Aisist Schools

Receiving Planning Grants

The district's strategies to assist schools that are
receiving planning grants must be keved to the
irmprovement objectives of participating. schools.
References: I:'ducdtion Code Section 52034(bx 1)
ind (g). \

2. District Strategies to Assist Schools Imple-
menting Consolidated Application Programs

The district’s strategies to assist schools that are
‘mplementing programs under the consolidated

Q _ ,
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application must be keyed to the improvement
objectives of participating schools. References:
Education Code Section 52034(b) (1); California
Administrative Code. Title 5, Section 3930.

The development and implementation of strat-

_egies to assist schools during their planning grant

year and during implementation of their programs
constitute the most important linkage in the
school-district partnership for school improvement.
It is a linking process which -requires a close.
working relationship between ‘school and district
and the development of means whereby the needs
of schools can be matched with appropriate re-
sources and services.

The district’s strategies to assist schools in
planning, implementing, and evaluating their pro-
grams must be keyed to the improvement objec-
tives of participating schools. In so doing. the
district should recognize both the similarities and
differences of objectives, nceds, and priorities
among participating schools. For example, noting
similar needs for articulation between primary,
intermediate/junior high, four-year high schools,
and senior high schools might lead to a districtwide

“approach to the issuce and. thus, similar strategies

to assist schools. In like fashion. a group of schools
may have a common need. such as assistance in
evalwiting program cffectiveness for limited- or
non-English-speaking students, or schools in their
planping grant year may need insepvice training on
how to plan and the options. for planning. Still
other strategies must be designed to match the
objectives, prioritics, and needs of stafl and stu-
dents unique to individua!l schools. '
The strate:ivs developed should encompass all
the resources available ro' the district, not just -

those available to the district as a result of
centralized services from consolidated application

20
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monies. Thus. the district should utilize personnel,
materials. and other resources available from local,
county. state, and federal sources when developing
its strategies 1o assist schools. Please note that
- strategies are” to be developed for each school
funded under the consolidated application. includ-
ing those funded by Title 1/SCE only.

During the year in which the schools receive
their planning grants, particular attention should

be given to statt development needs. During the
implementation years, attention chould be given to
the shifts in necds and to the priorities of schools
from one year to the next as they accomplish some
objectives, state new priorities, or replan to better
meet others, '

In developing strategies to assist its schools, the
district may tind it helptul to consider the tollow-
ing suggestions.

Suggestions to Consider When Developing the District's Strategies to Assist Schools

Tatlor the strategies ' the particular stage ol schoul
improvenent each school s i eeg., planning grant year,
initial year ot implementation, and transition from ECE
to school unprovement,

e Make the allocation of services a school-by-school
consideration so that the strategies will be responsive to
each school’s improvement objectives, needs. and pri-
orities: do allow tor flexibility of people, materials, and
tiscal resources from school to school in accordance with
diftering needs and priorities.

o (Cunsider developing a procedure by which schools
may ave input into assessing the ettectiveness of district
support services in helping schools meet the needs of
their students.

e Look at how personnel could be used more etfec-
tively and how current services could be retocused and
reallocated.

® [dentity talented people at the schools and outside the
district who can serve as resource people to schools in
planming, implementing, and evaiuating the prograns.

@ Thutk about how vou can l)rg;lxli/c. train, and utilize
personnel and about which  strategies and  methods
would be most etfective in assisting schools: do realize
that the answer to these questiony lies in the specific

o objectives, needs. and priorities of each school,

® tlave both .the school site council and the sehool
district otfice do their “homework™ prior to getting,
together to develop strategies 1o assist the School
planning—grapt schools should assess their capacity to
plan and their possible needs for nservice training:
implententing schools should state their objectives and
retine their priortties and needs.

® Focus on wavs cach school site council can communi-
cate clearly o the distiiet administration its school’s

needs.

® Do not ose track of the purpuse of developing strategies
to assist schools to assist each school participating in
school improvement in achieving its school improverment
ubjectives which were outlined in the school's plan and
approved by the governing board

® Do not alloeate resources in a general “across the board™
fashion; don’t base your analysis on generalized state-
ments ot need.

o Lonotneglect to assess the process by wlhich ail available
resources are alloeated to und specitically tzilored for
the unique needs ot students and staft at each school.

® Avoud focusing on “how to get more™ to be delivered in
the saime ways,

® Do notassume that all support staft must come from the
district office.

Y
e Do not assume that last year's answers to these issues
will be appropriate tor this yvear,

e Do not begin discussion before student-stalt needs ure
Cully analyzed and the district has assessed the effective.
ness of the services it has provided.

® Do not assume school site councils know how the
district can assist then or who in the district they shouid
cotmunicate with,
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Suggestions to Consider When Developing the District's Strategies
to Assist Schools (Continued)

¢ Consider muking statt developmient needs one of the
highest priontes.

® Make a continuing assessnient of the effectiveness
and appropriatencss ot the strategies provided through-
out the year: do note any major mowsications which
unplementing schools might muke in thetr priorities as a
result ot their ongoing plinning process or which
pianning grant schools might make when shitting trom
plunning to-prepatation for implementation.

® Do not respond to short-tenn needs at the expense of
long-term strategies.

® Do not wurt until the end of the year to make any
needed moditications in the strategies to assist schools,

Completion Date for the District Master Plan

The adoption of policies. criteriv, and proce-
dures toretements T 10 of the district master plan
s not generally an annual activity, Once these
policies, criteria, and procedures have been estab-
lishied. there is no requirement that they be revised
annually: rather. they should be updated when the
district pereeives a need for modification. In such
instances, the district must provide such modifica-
tions to cach school participating in or considering
participating in school improveraent,

Completion of strategies to- assist schools re-
quires joint school-district planning every year. The
results of that joint planning must be submitted
annuatly to the State Department of Education.
Strategies  to  assist schools implementing con-
solidatedsupplication” programs may be submitted
as part of cach school's plan or under separate
cover afong with the school plans or with Form
A-127D. Strategics to assist planning grant schools
are to be included in the application for planning
grants,

O
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A REMINDER: The elements of the District Master Plan
tor School Improvement which are to be kept at the
district office and at everv school in the district are
clements 110, Note that none of these ten elements is
to be submitted to the Department of Education. There
is no prescribed format for recording clements 1 10 of
the master plan, Districts should select a format which
best fucilitates widespread understanding of the district
master plan: e.g.. a Handbook on School Improvement
or merely a toovseleal collection of excerpts from”
governing board minutes. :

ANOTHER REMINDER: Strategies to assist schools
must be submitted annually. If the strategies are
submitted as a separate document (not as part of each
school’s school plan). two copies should be submitted to
the Departiment of Education.
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Appendix A

Special Frovisions for Small Districts Having
Only One School Serving a Grade Level

Some clernents of the district master plan do not apply
to small districts with only one school serving a grade level
because the requirement has already been addressed in the
school plan or because there are no other schools serving
the same grade level in the district, thereby making the
requirement inapplicable for the district. These elements.
which should be marked N/A (not appli:able), are:

Element 1--Procedures tor Providing School Improve-
ment Information to Schools

Element 2 Policies for Establishing School Site Councils

Element 4--Procedures for School 'Site Councils in
Developing and Updating the District Master
Plan

Element 5 -Plan tor Phasing In Schools

18

Element 6—Policies for Identifying and Serving Students
with Special Needs and Abilities
Element 8-Policies and Procedures for Evaluating
- School Improvement ,
Element 9-Criteria and Procedures for Terminating
Unsuccessful Programs

NOTE. *“*Small districts having only one school serving a
grade level” is defined as those districts whose grade-level
struc.ure is such that all classrooms serving a grade level or

“age span are located at one school (e.g., K-3, 4-6; K and 4-8,

1-3; 9-10, 11-12); and whose units of aver:ge daily
attendance are as follows: fewer than 901 units of a.d.a. if
an- elementary district, fewer than 301 units of a.da. if a
high school district, and fewer than 1,501 units of a.d.a.if a
unified district.
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Appendix B

Special Instructions for Districts
in Cooperatives

For districts that are members of cooperatives, the
instructions for completing the district master plan are the
same as for districts upplying independently. except as
noted here. All policies and procedures to be wdopted by
governing boards are to be adopted by the gove-ning board
of each district in the cooperative. Please note, however,
that only elements 3. 7, and 10 are required of small school
districts which have only one school serving a grade level.*

With respect to strategies to assist schools in planning,
implementing, and evaluating their programs, the instruc-
tions contained in this document and in the revised Manual
of Requirements are applicable, with the following .addi-
tions and exceptions:

1. All resourses available to the local educational agency
and district, not just those made available through
centralized services in the A-127D should be con-
sidered, and the resulting solution procedures or
approaches’ should be developed accordingly. For

*"*Small districts having only one school serving a grade level™ is

lefined as those districts whose grade-level structure is such that all
lassrooms serving a grade level or age span are located at one school
e.g.. K-3, 4-6:K and 4-8, 1-3: 9-10, 1 1-12): and whose units of aver-
ge daily attendance are as follows: fewer than 901 units of a.d.a. if
n elementary district, fewer than 301 units of a.d.a. it a high school
istrict, and fewer than 1,501 units of a.d.a. i = unified district.

O
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local educational agencies that are offices of county
superintendents of schools, this must include services
provided by the county office to direct service
districts from funds made available t. counties to
serve such districts. For all cooperatives, Section
3945(b) of the California Administrative Code. Title
5, reguires each coop to “annually execute a formal
agreement with each participating district regarding
levels and types of services and amounts to be
charged for those services.” Thus, the development of
this formal agreement should be part of the deveiop-
ment of strategies to assist each participating school.
(This includes schools funded by Title 1/SCE only as
well as those which receive school improvement
funds.) : '

For single-school school districts. district strategies to
provide assistance are synonymous with school solu-
tion procedures; therefore, the description of strate-
gies to assist the school need include only those
strategies made possible by resources outside the
district: i.e.. by ‘the coop office through centralized
services” funds from the consolidated application,
direct services from the office of the county superin-
tendent, and through other agreements.
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Appendix C

District Master Plan
for School Improvement:
Guide er Development and Review

The development and use ol the district master plan tor
school mmprovement is a continving process of defining
toles, responsibilities, policies, and procedures necessary to
mitiate eftectively and sustain school improvement efforts
throughout the district. Clearly. a workable framewoik will
not come about overnighy  Trial and error, changing
conditions ot district and schools, and so forth suggest an
evolving process. Thus, the guide in this appendix is
designed so that it can be used over time as a self-
assesstent tool as™districts develop and use their district
master plans. iy important to note, however, that while
the guide is intended to be helptul o districts, the method
and extent of its use are district choices. A district may use
portions ot it throughout the year or may choose not to use

it at all. The guide wiil be used by State Department of

reviewers iy a tool for providing program
for reviewing district master plans for

Lducation
dssistance  and
approval.

The tollowing paragraphs contain descriptions ot the
contents of the guide, how districts might choose to use it,

“and how' it will be ‘used by the State Depariment of

Education in reviewing the district master plan.

T
Contents of the fuide )
This guide vcontains discussions ot each of the ten
elements of the district master plan as outlined earlier in
this document. Each element is discussed separately.

As i means ol assisting districts in their assessment of

where they are in developing and using the district master

plan. the following stages are suggestdd for cach of the .

nlements:

O The school district has not started to develop
procedures.

O The school district 1s in the process ot developing
procedures.

(O The governing board has adopted procedures which
have not heen used vet.

LI The school district is using adopted procedures.

O The school- district is using an ongoing evaluation
process  to determine how  well  the  policies/
procedures/criteria are workingand is moditying them
when necessary Recommended steps at this stage
are to: )

e Pinpoint the problem  with  the policies/
procedures/criteria, and check the perception with
people at different levels within ‘the communica-
tion system.
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Aruitoxt provided by Eic:

® ldentify whether the problem is with the clarity or
content of the procedures or whether it is with rhe
implenentation of the procedures,

® [t you decide that major revisions of the written
procedures are necessary, refer to some of the
suggestions tor the tirst two stages of development.

Consideration of these descriptions is one way among many
that districts can determine where they are in developing
ang using each element.

On the page for cach clement is a discussion of what
steps or actions the district might take relative to its status
for that particular elewent. The ideas which are given for
cach stuge are a combination of procedural and content-
refated suggestions, which are, of course, not exhaustive.
They are offered to assist districts in identifying what the
district might want to do next to develop turther and make
better use of* the district master plan and what assistance or
support might be needed to do so.

The page tor each element also contains an outline of
aspects which should be included in each element of the
district master plan as required by law and regulations. The
purpose ot this section, which appears at the top of the
page. is to assist both districts and State Departiment of
Education reviewers in checking for consistency of district-
adopted policies. procedures, and criteria with program
issues of law and regulation.

Finally, in addition to developing and implementing the
policies, criteria. and procedures which establish the basic
framework for schoel improvement efforts in the district.
districts are also’ responsible for designing strategies 1o assist
schools. Education Code Section 532034(b)(1) and Section
3930 of the California Administrative Code. Title 5. require
districts to develop annually strategies to assist schools
receiving planning grants and schools implementing con-
solidated application programs. These strategies, keyed to
the improvement. objectives of participating schools. must
be submitted annually to the State Board of Education for
approval. As described in Manual of Requirements for
Schools Funded Through the Consolidated Application,
such strategies are to be jointly developed by the schools
and the district and/or cooperative office. Straegies to
assist planning grant schools are to be included in the
planning grant application. Strategies tor schools imple-
menting their programs are to be recorded in euach school’s
school plan or under separate cover und submitted either
with the school plans or with -Form A-127D. Space 15
provided tn this guide to summarize the review of district
strategies and to provide a means tor examining where the
district is in developing and using such strategies to assist ity
schools.
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How a District® Might Use the Guide

Since thdre s such agreat variety i the size, organtza-
ton, and resonrees ot sehool districts, difterent distriets
will want to muke ditterent wses of s pude, Targe
distnets, sl districts, distriets e cooperatives, and
districts wath spectal organtzational structures will have
ditterent needs which the district master plan can help
meet  Thas gwde shonld be used e the way that best
supports the particudar distnict i making the district master
plan @ more nsetud leadership, management, and communi-
ation tool within the distriet. A distnictUmay choose not to
wse the ginde at all except momectmyg with the reviewer s
the taviewer uses 1t to provide feedback to the district. Or a
district may - choose to use 1t throughout the year o
pudance i dexclopmg or moditying elements ot the
distiet master plan Jud as o penodre selfassessment taol,
Or a0 distact iy choase to use ar annmally, either at the
heginmng ar end of the tear or at the time of program
reviews e the distiict. For maximume benetit, the ginde
should be used to denuty

® Where the district s e the development o1 cach
clement of the distzict naaster phan

® [deas about what the distnet amght do o develop
further and ke better use of the district muaster
plan

® What assistunce and or support iy needed i further
developing and usmyg the district master plan

o Wit st be mcluded mocach element o be
consistent with luw and regulations

How a Reviewer Will Use the Guide

Flie State Department ot Education reviewer. when
visthing the distoiet, will wsethis guide tor two purposes: (1)
iy o tramework for assisting the district e developmyg and
nuthing more ettective use ot the district’s nunter plan; and
2V s ananstrument tor reviewing the distiret master plan
tor approval. element by element

In reviewing the didtnet master plan tor approval, the
eviewer will use the statements describing what s 1o be
neluded meeach element to be consistent with law and
ceulattons 11 however, an element isstill being developed
o1y nob consistent with bew or recubations, the reviewer

“Evenvone moadbisinet has animporant role m the development
nd,use of the distnict master plan teachers, parents, adiminis-
sitars other school personnel, students, sovernmg board members,
md comnnty members For this reasen the use ol the word
district™ throughout thas winde s mcant to reter to the district asat
neompeaes schoots, the governme board, schoob site counals,
hoob advisory coummuttees, and other communnity members

O
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wilb use the stages of develapinent to disciss possible next
steps and fatlove-up ideas.

Sice the development and use of the district muaster
plan s continumy process of detimng roles, respons-
brlities. pahcies. procedures, and critenia, the processev ol
assistainee and review for approval will continue, The onsste
program review will include o look at the district master
phin progress made toward  developing and more etrec-
tvely ustng the district master plan and ensurimg con-
ssteney - with law and regulations. Program and techmeal
assistance efforts me district o regional areas at the state
wili abo focus on the district master plan. Such oppor-
“enities for external assistance and review of the ditnct
master plan are designed to support districts in developing
and ettecnvely using an approved district master plan ior
school tmpravement.

Special Provisions for Small Districts Having
Ouily One School Serving a Grade Level
Some elements of the district aster plan do not apphy
tasmalb districts which have only one school serving 4 grade
level because the requirement has been addressed i the
school plan or because there are no other schouols with the
same grades in the district. thereby making the requirement
inapplicahle tor thie district. These elements, which should
be marked N/A (not applicable), are: v
Element I Procedures tor Providing School Improve-
ment Information to Schools
Element 2 Policies for Establishing School Site Councils
Elemment 4 Procedures  for Schiool Site Councily” in
Developing and Updating the District Muster
Plin
Element 5 Plan vor Phaying In Schools
Flement o Policies for identifying and Serving Students
: with Special Needs and Abilities
Flement ¥ Policies  and - Procedures  for
Schocl Tmprovement
Flement v Critena and - Procedures tor - Ternmuating
Uiisuceesstul Prograns

Evaluating .

NOTE: Small districts having only one school serving a
grade level™ is defined as those districts whose grade-level
structure s such that all elassrooms serving a grade fevel or

age span are located at one school (e.g., K-3, 4-6: K and 4-8,

1-30 9-100 T1-12)0 and whose units of average  daily
attendance are as tollows: fewer than 90t units ot a.d.a. it
an elementtary district, fewer than 301 units of a.d.a. if a
high school district, and tewer than {501 units of a.d.a. if a
uniticd district.
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El¢ment 1: Procedures for Providing School Improvement Information to Schools
4

Element | of the district master plan contaius the district’s procedures Tor providing information about school

nnproverent to ity schools, In looking at this etement, tind out where the district is in developing and using such
procedures (see the five stages described in the introduction to this appendix).

It the governing board has adopted procedures for providing information about school improvement to schools,

make sure that these procedures are consistent with law and regulations. To be approvable, the procedures must ensure

that

o [he principal of every school receives information about school improvement.

® Luch principal provides such information to teachers, other school personnel, parents, and, in secondary schools,
students.

® Cupics of the school improvement low, regudations, district policies, and other appropriate information are
initiallv disseminated 1o all school sites.

® The information is currext at the time participation in school improvement is considered,

Given your district’s stage in developing and using this element, see the suggestions below for some ideas about steps

or actions to take. Check the appropriate box below.

(]

If vou have not started to develop procedures:

e Dectde who should be involved and/or represented in the task and how to initiate discussions. Consider school
site coundil members, teachers, other school personnel, parents, school and district administrators. governing
board members, community members, and students. ]

e (ollect and review resources such as the school improvement faw and regulations and ideas about what other
districts do.

e (onsider what communication channels or systems are wive ased or have been used in vour district. and
determine how they have worked tor the difterent groups which will be involved in school improvement
eftorts parents, teachers, oiher school personnel, administrators, students. and community members.

It vou are m the process of developing procedures:

e Decide how to share written dratts of the procedures to get as much feedback as efficiently as possible.

e Consider tryvimg some different ways ol getting information to schools to see how well they work.

e [hunk about how vou'll be able to judge the effectiveness of propostd procedures once you put them into action.

How will vou he able to tell whether they work?

1 procedutes have been adopted. but vou have not started using them:

e Check to see that district oftice personnel. school principuls. tewchers, parents, other school personnel. and
seeondary students understand what the procedures are.

® | vamne vour procedures to see whether it is clear who is responsible for doing what and when.

e Muke sure vou will have a way of knowing how well the information procedures work once you start using them.

e Think ahead to see whether vou can anticipate any problems that might oceur.

[t v ou are using adopted procedures:

& Clieck toosee whether the procedures are being implemented as they are described in the district master plan. [f
they are. use an ongolng evaluation process to determine how well they are working.

o It the procedures are not workmg as described, ask yourselves why they are working ditterently and whether they
are more effective or less effective than those that are described in the district master plan. It vou think you
mught want to mnodify the procedures, see the suggested steps for ongoing evaluaticn described in the

mtroduction to this appendix.

[t vou are using an ongoing evaluation process, determine how well the procedures are working. Your procedures are
probably workmg well if:

e [he methods of spreadirg school improvement information are appropriate to district audiences.

e People know how to get more information or to get questions answered about school timprovement.

e Schools not involved m school improverment have an .ccurate understanding of the program.

e The methods of disseminating information have resulted in a workable knowledge of school improvement

tirroughout the district,

NOTE  This clesient s not required i smell districts that have onlv one school serving a grade level.

OO
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Element 2: Policies for Establishing School Site Councils

Blement 2 ot the district master plan s the district’s policies tor the establishment of school site councils. In looking

at_this element, find out where the district is in developing and using such policies (see the five stages described in the

mtroduction to this appendix ).

It the governing board has adopted policies for establishing school site councils. make sure that these policies are

conststent with law and regulations. To be approvable, the policies must ensure that prior to scheduled phase-in:

® Al interested persons (including, but not limited to, principals, teachers, other school personnel, parents, and, in
sccondary schools, studenis) have the opportunity to meet in public to establish a school site council,
® Luch council considers participation in school improvement.

Given your district’s stage in developing and using this element. see the suggestions below for some ideas about steps

or actions to take. Cheek the appropriate box below.

U 1 vou liave not started to develop policies:

]

[

s
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L

® Decide who should be involved and/jor represented in the task and how to initiate discussions.

o Collectand review such resources as the school improvement law. Establishing School Site Councils, How ter Make
the Best School Site Council in the World, and policies adopted by other districts.

® Review how school councils or committees have been formed in the past in terms of what has worked well and
what has not worked well.

I vouw are in the process of developing policies;

¢ Consider how to share written drufts of policies with principals. teachers. parents. other school personnel, district
office statt, board members, and commuuity members.

Think about how you will evaluate policies once you start using them.

Consider the types of guidelines or assistance that can be given to schools considering participation in school

improvement.,

It policies bave been adopted. but vou have not started using them:

Make sure it is clearly understood who is responsible for what and by when in establishing school site councils.
Cheek to see that allschools scheduled for phase-in understand the policies and their implications.

Make sure vou have a way of knowing how well the policies work onee they are implemented.,

Think ahead to see whether you can anticipate any problems that might oceur when vou sturt using vour policies,

[+ vou are using adopted policies:

Review what happened when the opportunity was provided for people to meet to establish school site councils.
How did people know about it? How many people showed up? Who were they? Did everyone understand what
was happening? Were the results ditferent at different schools? if so. why?

Check to see whether the policies are being implemented as they are described in the distrist master plan. If they

are.use an ongoing evaluation process to determine how well they are working.

I the procedures are not working as described, ask yourselves why they are working differently and whether they
are more effective or less eftective than those planned. It vou think you might want to modity the policies. see
the suggested steps for ongoing evaluation described in the introduction to this appendix.

Iy ou are using an ongoing evaluation process, deternune how well the policies are working. Your policies are

probably working well i

® btach school site council. m considering participation in school improvement. understood its role in the Process,
had enough time. had adequate and accurate information tor making a judgment, and had opportunities to
receive assistunce o1 to get questions answered.,

@ Statt. parents. and studerits at schools which are scheduled for school improvement phase-in understand the
policies and what their responsibilities are tor implementing these policies.

NOTE This element is not required in small districes that have anlyv one school serving a erade level
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Element 3: Policiés and Procedures Regarding Responsibilities of School Site Councils
and Procedures for Their Communication with the Governing Board

Blement 3 of the district master plan iy the districts policies for the responsibilities of school site councils and the

procedures for then communication with the local board. In looking at this element, find out where the district is in.

developmg and using such policies and procedures (see the five stages described i the introduction to this appendix).

It the governing board has adopted these policies and procedures for school site councils, make sure that they are

comststent with Taw and regalations. To be approvable, the policies and procedures must:

(8]

f
i

—
{
[

(]

® [dentifyv the responsibilitios of the school site councils, consistent with Educarion Code section s 32002, 52015,
aned 32021,

® Denwmsirate that there will be reasonable opportunitios for cach council, or s representatives, o meet with the
local governing board.

Grven your district’s stage in developing and using this element, see the suggestions below for some ideas about steps
Jctions to take. Cheek the appropriate box below.

H vou have not started to develop policies and procedures:

‘@ Deade who should be involved and/or represented in the task and how to initiate discussions.

® Collect and review resources such as the school improvement law and regulations. Establishing Sclool Site
Councils, How 1o Make the Best School Site Council in the World, and policies and procedures established by
other districts.

® [lunk abont how school councils and committees have tunctioned and communicated with the board in the past
and which aspects ot this have worked well or not worked well.

® Consider also developing policies and procedures for school advisory committees in vour district (e.g., Title

Fstate compensatory education [SCE] | bilingual, preschool) so that thetr relationship to, similarities with, and

difterences from school site councils witl be clear,

[ vou are i the process of developing policies and procedures:

® Constder how the functions ot school site councils identified in law can be made more clear through district
policies amd procedures, particularly the relationships among the functions of school site councils and the
traditional tunctions ot district administrators, principals, teachers, and so on,

o (Constder which aspects of policies and procedures should be consistent throughout the district and which should
he lett tonindividual schooi determination, : .

o ldentity a procedure for sharing written dralts of policies and procedures and getting as much input as possible,

Iopolicies and procedires have been adopted. but you have not started using them:

® [tunk ahead to see whether yvou can anticipate any problems that might occur.

@ Make sure you have identitied some technigues you will use to evaluate how well the policies and procedures
work once you start nsing them.

e Dy particulur attention that the responsibilities given to school site councils do not contlict with those detiped in

law.

Ity ouare using adopted polictes and procedures:

e Review school site council by Laws to see whether they retlect district policies and procedures.

e [dentity how much and what kind of use has been made of opportunities for school site councils to meet with the
govertung board. Have school site councils and the board felt that both the use of and results ot these procedures
have been posiive?

® (heck to see whether the policies and procedures are being implemented as they are described i the district
master plan, Hothey are, use an ongoing evaluation process to determine how well they are working,

e It the policies and procedures are not working as described, ask vourselves why they are working ditterently and
whether they are more effective or less effective than those planned, H vou think vou might want to modify the
pohaes and procedures, see the suggested steps for ongoing evaluation in the introduction to this appendix.

[f vou are using an ongomng eviluation process, determine hos well the policies and procedures are working. Your

polictes and procedures are probably working well it

® The district policies are heiptul and understanduable to school site councils. and they are specitic enough to
provide gudance but not so detailed as to restrict councils from being able to address the variety of issues at the

school,
o [ach school ste council understands its responsibilities and how it can arrange to meet with the governing board.
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Element 4: Procedures for School Site Councils in Developing
and Updating the District Master Plan

v
Element 4 of the district master plan is the district’s procedures to be used by school site councils as they patticipate
i developmyg wid updating the district master plan. Inlooking at thids element, tind out where the district s
developimg and using such procedures {see the five stages described in the introduction to this appendix).
It the govermng board has adopted procedures tor school site councils e developing and updating the district inaster
plan, make sure that these procedures are consistent with law and regulations. T'o be approvable, the procedures must

ersure that

® School site councils huve opportoiitics to participate in the development of the district master plan,
® Siftood site councils have opportunitics to participate in wupdating the district master plan.
® The district master plant is keved to e school improvement objectives of participating schools,

Gaven your district’s stage in developmg and using this element, see the suggestions below for some ideas about steps

or actions to take. Chieck the appropriate box below,

=

It vou have not started to develop procedures:

=

¢ Decide who should be involved and/or represented in the task and how to mitiate discussions.
e Collect and review resources such as the school improvement law and regulations and ideas from other distncts.
© Dearde how to share wrnitten dratts of procedures to get as much feedback as possible as efficiently as possible,

LI I vou are mthe process of developing procedures:
® Consuder how the procedures can encourage and support school site council imvolvement in developing the district
nmiaster plan.
o Tlunk about how the procedures tor ivolvement in developing the district master plan may be difterent trom the
procedures tor invalvement in updating it. '
o .ldcnnl'_v the primary school improvement objectives of participating schools, and discuss how these can be

retlected i and supported through the district master plan.

L3 B procedures have been adopted, but you have not started using them:

e bxannne yvour procedures to see whether it s clear what the responsibilities are of buth school site councils and

district ottice personnel.

® Check to see that all schoot site councils understand what the procedures are.
® \ake sure vou have a method of evaluating how well the procedures work,
e [hunk shead to see whether vou can anticipate any problems thut might oceur.

[ Hovou are using adopted procedures:
e Review whai use has been made of the procedures. How many schoot site councils took advantage ot them” Have
the opportunities been timely ones” Did their participation result in development or revision ot the content of

the distoet master plan?

® Check to wee whether the procedures are beimng iimplemented as they are described in the district master plan. it
they are, use an ongoing evaluation process to determine how well they are working.
® [ the procedures are not working as described, usk vourselves why thev ure working difterently and whether they

are more effective on less effective than planned. I vou think vou might want to modity the procedures. see the

stggested steps tor ongomng evaluation m the introduction to this appendix.

[ vou are using an ongamg evaluation nrocess, determine how well the procedures are working. Your procedires are
nrobabhy workimg well it
e [.ch school site counctl understands the district master plan and how council members can be involved n

developmy and updating it
e School site counctl participation has improved the usefulness and eftectiveness of the district master plan.

NOTE S Huas clemene i not required m small disericts that have only one school senving a grade level,
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Element 5: Plan for Phasing In Schools

Element S on the district master plan iy the plin g will be used by the district to identify the order ol schoals to
be phased imto school timprovement. i looking 4 thyg element. find ot where Jhe district is modeveloping and using
that pl m fsee the five stages described i the I“lwd‘lum“ to this uppendix ).

tthe govermng board has adopted a plans tof Plgsing - school nprovement schools, make sure that this plan s
cotsistent with kiw and regulations. 1o be ‘”)PI()VII)I\‘ thie plun must.

® Include policics amdior procedures 10 1'1/"’111']_’\‘ schiools with the greatest momber or concentrations of
cducationallv disadvantaged vouth,

o Demanstrate that at least one-half of the disggers elomentary schools and one-half of the district's secondary

A Tide Lor SCE funding.

schoals participating in i vear are efigthle 10 oppe cither ES

Given your distriet’s stage in developing and usiig iy element, see the suggestions below for some ideus about steps
of actions to take. Check the appropriate box below.

LAt you have not started to develop a plai:

® Decrde who should be imvolved andsor represeiieed in the task and how to initiate discussions.
® Collect and review resources such ay e school improvernent law and regulations and other districts” plany.

CH e vonare i the process ot developig a plan:

e |[himk about how schaols have been dentiticd iy phase-inan the past and the extent to which these procedures
warked or did not work i cncoungig schoots to parlicipate in \L]l()t)l miprovement eftorts

® Cheoek that vou have procedures tor Hlk‘”“',\m!_ cducationatly disadvantaged youth and that they are used
consistently throughout the district.

® Exanune how schools are ranked to recelve ECoyomic Tmpact Aid and for participation in ESEA Title I, However.
be aware that halt of the schools i the district iy be phased in on the basis of other criteriy, thereby alternating
4 school ehgible Tor compensatory ediication: fupding with a school that is not cligible for compensatory
cducation himdmg. L establishing criteria 10T s chools not ehgible for compensatory education Iundln!_ explore
citena tiat provide incentives for improving.

e Brumstorm different district eriteria that could by ed tor ranking schoals for the phase-in schedule.

® Give as many people as possible within the divgera chance 1o give input about what the phase-in criteria and

procedures will be.

L3 I plan has bea adopted, but vou Trave notstafte g gsing 1t

o Check to see that the entena tor selecting sehoglg ror phase-in are stated clearly enough so that any school could
apply them

® Ltk ahead to e whether you can i (dipate e problems that might oceur,

& Make sure you have a sy 1o cheek ow Well the plan s working. and make chan ges It necessary.

LTy o ar astag an adopted plan

® (heok thiat shere e not contradictons beMWeen the additional criteria used to phase in schools with high
nutare.s or coneentranens ot educationtli; diggvantaged studens and those criteria used Lo phase in other
disroict schoa]s
Chiek oo than the cntena mckade o Vaticty of factons: coal computment preparedness to act, and leadership,
o Cheek toowe whothier the planis being impleMepted as desenbed. 110t s, use an ongoingevaluation process to
determens v wedloar s working, ff he plan o gt working ds described. ask voursebves why it Iy working

differendls wind whedher it more effective of legg errective than planned. I you think you might want to modiry
the plan, see the suggested steps for ongoing eValygion in the introduction to this appendix.

L v ou are usmg an ongomny evaluation provess. degernine how well the plan s working. Your plan is probably

e

warking well if:

® [he criterta and procedures tor phasing 1 schog)g gjlow for changing conditions at schools and. thus. chainge
the phase-in order. Has the phase-in schedule changed at all from vear o ovear? What kind of support or
constderatien is yiven to a school that is very @50y 10 be phased in earlier than scheduled?

® lhe cntena encourage schools to participte 1N School improvement eftorts and provide for gindanee i prepanng

to partiapate.




Element 6: Policies and/or Procedures for Identifying and Serving
Students with Special Needs and Abilities

Element o of the district master plan is the district’s policies and procedures to be used by schools in identifying and
scrving students with specral needs. In looking at this element. tind out where the district is in developing and using
such policies and/or procedures (see the five stages described in the introduction to this appendix).

It

the governing board has adopted these policies and/or procedures. make sure that they are consistent with law and

regulations. To be approvable, the policies and/or procedures must:

ar

g
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Describe” hosw the following students will be identified: (1) cducationally disadvantaged vouth, (2) limited- and
non-Englis,cspeaking students; and (3) students with spocial ’l('l'([\ and abilities, including, but not limited 1o,
mentally gifted minors

ldentify how instruetional and auxiliary services witl be provided to meet the spec lal uccd; of the three groups of
students listed above.

Be consistent, to the extent feasible, with district policies for identifving studenes eligible for compensatory
cducation,

Given your district’s stage in developing and using this element, see the suggestions below for some ideas about steps

actions to take. Check the appropriate box below. 5

I you have not started to develop policies and/or procedures: i

® Deade who should be involved and/or represented in the task and how to initiate discussions. .

® Collect and review resources such as the school improvement law and regulations and the laws and regulations
pertaining to other programs in your district which address the needs of students with special needs and abilities.

® Consider what procedures schools use now in identifying and serving students with special needs.
Plan for coordination between district policies and/or procedures and individual school planning for serving these
students,

I youare in the process ot developing policies and/or procedures:

e (onsider what the relationship should be between the districtwide pullun for serving students and the more
specitic ways in which each school can implement those policies.

@ Consider developing these policies and/or procedures so that they can be applicd 10 all sglmul\ rather than just to
school improvement schools, <2

® [dentify methods tor circulating drafts of policies end/or procedures to get maximum input and involvernent as
etficiently as possible.

It polictes and/or procedures have been adopted, but you have not started using them:

® bxanune your policies and/or procedures to see whether they are clear enough so that everyone will understand
who 1y responsible for doing what and when in the identification Ut services and provision of services to students
with special needs,

@ Check that your policies and/or procedures are specific enough to provide for consistent application from school
to schiool .

® Make sure vou have planned for evaluating the policies wnd/or procedures as v ou start using them.
Think ahead to see whether you can anticipate any problems that might oceur.

® Check that your pohcies and/or procedures are consistent with the law and regulations (see above).

If vou are using adopted policies and/or procedures:

® Ask school personnel who work with these students how helptul the district policies and/or procedures are. Do
they make sense? Can they be implemented with current rgmuru\’ Is additional training needed? How much
growth are students making?

® Check to see whether the policies and/or procedures are being imiplemented as described in the district master
plan. It they are. use an ongoing evaluation process to determine how well they are working.

® Il the policies and/or procedures are not working as described, ask vourseives why' they are warking differently
and whether they are more effective or less effective than planned. It you think you might want to modify the
policies and/or procédures, see the suggested steps for ongoing evaluation in the introduction to this appendix.

I vou are using an ongoing evaluation process. determine how well the policies and/or procedures ure working. Your

pohcies and/or procedures are probably working well it

o ldentufication criteria are used accurately and consistently from school to school.

® Dustriet poheres and/or procedures are used in the development of school plans and are helptul m planning.

NOTE: This clement is not required in small districes that have onlyv one school serving a grade level,
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Element 7: Criteria and Proc_:edures for Approving School Plans

Blement 7 of the district master plan is the criteria and procedures that will ge used by the district to approve school
plans. In lookmg at this element, find out where the district is in developing and using such criteria and procedures {see
the five stages described in the introduction to this appendix).

I

the govermng board has adopted these criteria and procedures, make sure that they are consistent with luw and

regulations. To be approvable, the criteriz and procedures must identify:

How the district will chsure that school plans comply with the provisions of the \chuu[ [mproversent law and

regulations
How the disteict will judge the potential effectiveness of school plans in meeting the needs of students woud gouals

of school improvement

Grven your district’s stage in developing and using this clement. see the suggestions below tor some ideas about steps

or actions to take. Check the appropriate box below.,

Oir

i,

—
[

Oy

vou have not started to develop eriteria and progedures:

Decide wha should be involved and/or represented in the tusk and how to initiate discussions.

Collect and review resources such as the Manual of Requirements, Planning Handbook, criteria used by the Stute
Department of Education for school plan review. and criteria und procedures used by other districts.

Decide how to share written diafts of criteria to get as much feedback as possible as efficiently as possible.

vou are in the process of developing cri{criu and procedures:

Waork with schools in your district that have been planming over the past few years in order to identify successiul
aspects of those prograins when determining eriteria for potential effectiveness of the planned program.

As you discuss different criteria for potential etfectiveness. think about which ones will be feasible to apply to
school plans. Consider criteria which focus on the usetulness of the plan as a EUI(JL forimplerentation: e.g.. is it
understandable” .

Consider the resources available to your district in developing the procedures for approving plans.

Consider how the process can provide for timely feedback to schools and feedback that is specitic enough to
facititate unprovements in.plans and programs.

Check with people who have been involved in both developing and reviewing plans. and try to solicit creative

UL,

enteni and procedures have been adopted, but you have not started using them:

Examine vour crteria and procedures to see whether they are specific enough and understandable enough to
provide gudance to the school site couneils throughout the development of their plans.

Check vour procedures to see whether it is clear who is responsible to do what and by when in approving school
plans.

Check that you have procedures for evaluating how well the plan approval process works.

Fhink abeud to see whether you can anticipate any problems that might oceur.

“voun ate using adopted criteria and procedures:

Check to see whether all schools get feedbuck about the compliance and potential effectiveness of their plans.
Does the feedback niake sense to people at schoobs? Are schools able to use the feedback te improve their
planning and progranms? Is the teedback received in time to get maximum benetit from it? Are resvurce s avaitable
to assist schools in using the teedback?

Check to see whether the criteria and procedures are. bLlll" implemented as they are described in the district
master plan. I they are, use an ongoing evaluation process to determine how well they are working.

It the critena and procedures are not working as described, ask yourselves why they are working difterently and
whether they are more effective or less eftective than planned, If you think yvou might want to modify the eriteria
and procedures. see the suggested steps tor ongoing evaluation described in the introduction to this appendix.

you are using anongoing evaluation process, deteriine how well the eriteria and procedures are working. Your

criteria and procedures are probably working well it:

Schools have understood the criteria and have been able to apply them in developing plans.
The approval process has resulted in increased planning skills, plans that are easier to implement. and better

progrims for students.
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Elemment 8: Policies and/or Procedures for Evaluating School Improvement Programs

Element s of the distict master plans the policies and/or procedures that will be used by ihe district to evaluate 1ty

schioob tprovement programs. In lookimg at this element. find out where the distret is an developing and using sitch

pohiaies and or procedures (see the trve stages desertbed i thie mtroduction to this appendix ).

Hothe povernmg board has adopted these evaluation pohcies andior procedures, make sure that they are consistent

with law and repulations. Fo be approvable. the policies wid/or procedares must reflect

O

.
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© The followmy school-level requirements for the evahuation: of i1 the degree to which the school is meeting irs
tmprovement objectives; (2) student achicvement; (3) vuproved school environment; and {4) fiscal expenditres
® | stundurd of wdequacy ror school evaluation procedures

Guven your district’s stage in developing and using this element, see the suggestions below for some ideas about steps
actions to take. Check the appropriate box below:,

It vou have not started o develop policies and/or procedures:

e Dectde who should be mnvolved andior represented in the task and how to initiate discussions.

® Cullect and review siuch resources as the school improvement law and regulations. Handbook for Assessing an
Flementary: School Program. Handbook jor Assessing ¢ Secondary School Program, Hand book for the Evaluation
aof Mudttunded  Fducational Programs, ideas about what cinee districts do, and regional or connty oftice
evaliction resontees.

® Decude ow to share dratts of the poliaies andror procedures 1o get naximum inpu® and involvement.

Ity ouare i the process of developing policies andior procedures:

® Consder how the district has 2valuated the etfectiveness of school programs m the past and the wavs in which
this has worked well or not worked well

® lthink about what the relationship between school evaluation procedures and district evajuation procedures
should be and how the evahuation of school improvement programs should relate 1o evaluation procedures for
ather consolidated application progrims, '

® Review your critenia and procedures tor approving plins (Element 73, and think about how district program
evalngtion can he consistent with and linked to the onesite program review and the review of plans.

o ConsiderZdeveloping approaches for gathering information to enable you to get a complete picture of the
program how effective 1018 for students and how well the program is being implemented  so that vou will not be
dependent on one sonrce ot information about the program.,

o Consider distreet evaluation technigues that will give-helptul information back to people in positive way.

i policies andyor procedures have been adopted. but vou have not started using them:
i i s £

® j xamune your pohcies andior procedures to see whether responsibilitics and the timeline tor evaluation are
cleathy identified, '

® Chech with school improvenient schools to see whether they understand how the distriet evaluation policies and
proceduares could be implemented at their schiool and how they relate to other school evaluation procedures the
school right ise.

® Check that vou huve a method of getting feedback on how the evaluation procedures are working.

8 [hink ahead to we whether vou cananticipate any problems that might occur,

I vouare using adopted policies andror procedures:

® Check to e whether the policies and/or procedures are being tmplentented as they are described in the district
nuster phan, 1 they are, determine how well they are working.

® |1 the pohcies and or procedures are not working as described, ask yvounselves why they are working dirterently
and whether they are more etfective or less effective than planned. It vou think you might want to modify the
pohicties andror procedures, see the suggested steps tor ongoig evaluation described in the introduction to this
appendix,

It vouare using an ongomg evaluation process, determine how well the policies and/or procedures are working. Your

policies andsor procedures are probably working well i

o The results of the different evahution procedures are analy zed and interpreted for use by ditfferent audiences.

® Schouls get feedback about the quality of therr programs and of their own evaluation procedires. Such feedback
i anderstood by schools, gives guidance orideas for improving the progrimi comes at appropriate times, and can
be used tomprove the program.

® (Chunges have been made across the district as a result of evaluatnng school improverent.

NOTE: This clement s not required in small districts that hare ondvone school serving a grade level
29
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Element 9: Criteria and Procedures for Terminating Unsuccessful Programs

Elernent 9 of the district master plan s the criteria and procedures that will be used by the district to terminate
unsuceesstul s:hool improvement programs and to rzallocate money within the district. In looking at this element. tind
out where the district is in developing and using such criteria and prmcduns {see the five stages described in the
mtroduction to this appendix). .

It the goverming board has adopted criteria and procedures tor terminating unsuceesstul programs, make:sure they
are consistent with law and regulations. To be approvable, the criteria and procedures must:

® [nclude criteria und pre seedures Jor determining whether a school has heen unsuccessful in suhstantially mecting

its objectives aver a four-vear period.

® [nclude criteriv and procedures wihich reflect acadentic achievement. program review, and, 1" desired, other

district-established indicators of educational improvement.

® [dentify how tinds will he reallocated.

Given your district’s stage in developing and using this element; see the suggestions below for some ideas about steps
or actions to take. Cheek the appropriate box below.

O 1 you have notstarted o develop criteria and procedures:

e Decide who should be involved and/or represented in the task and how to initiate discussions.

® Collect and review resources such ay the school improvement law and regulations, Manual of Reyuiremenis,
Handbook for the Fraluation of Midtifunded Educational Programs, and criteria and procedures being considered
by other districts,

™

I youw are m the preoess of developing criteria and procedures:

e Review district wnd school evaluation procedures (Element 8). and consider how those might sirve as a
toundation for, or at least be consistent with, termination procedures.

® Discuss possible “other indicators™ of educational improvement which your district might want to adopt.

® Lonsider criteria that will provide feedback to schools over time: for instance. criteria that would Iet 1 school
know where it stands each year, not just after four years. L

e Consider estublishing several criteria. rather than just one or two. which capture the full range of school
tmprovemient eftorts: e.g., planning, implementation of the planned program. and improvenents in achievement
and environment.

® Consider how yvour reallocation procedures might relate to vour phase-in plan,

U I entteria and procedures have been adopted. but vou have not started using them:

e |-xamune the procedures to see whether it is clear who is responsible to do what aniid by when.

® Check to see that ecach school understands the criteria and how they will be applied.

® [lunk ahead to see whether yveu can anticipate any problems that might occur.

o Check that you have established a method of evaluating how well your criteria and procedures are working.

LI I you are asing ud‘)plcd criteria and procedures:
® Check to see whether the criteria and proseduares are being implemented as they are described in the district
master plan. [1 they are, use an ongoing evaluation process to determine how well they sre working.
e It the mend and procedures are not working as described. ask vourselves why they are working differently and
whether they are more effective or less effective than plunned. It vou think vou might wint to modity the criteria
and procedures, see the suggested steps for ongoing evaluation desenibed in the introduction to this appendix.

L vou are using an ongomyg evaluation process, determine how well the criteria and procedures are working. Your
critertt and procedures are probably working well it

‘@ The criteria and procedures are undernstood by each school,
® Schools are receiving feedback annually at a time that helps them “close the loop™ between evaluation and

plannmg.
® Resources are available to assist schools that are not meeting the criteria.

NOTE: This clement is not required in small disericts that Iave only one schodl serving a grade level.
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Element 10: Criteria and Procedures for Approving Requests for Release Time

Element 10 of the districi master plan is the criteria and procedures that the district uses to approve schools’
requests for release time for sttt development or to advise students. In looking at this element, find out where the
district 15 in developing and using such criteria and procedures (see the tive stages described in the introduction to this -
appendix).

It the governing board has adopted these criteria and procedures. make sure that they are consistent with law and
regulations. To be approvable, this element must identify:

Criteria and procedures for approving or disapproving schools’ requests for release time duving the regular school
vedr to advise students or conduct staff development

Given your district’s stage in developing and using this clement, see the suggestions below for some ideas about steps
actions to take, Check the appropriate box below, ’

=

Q

LI you have not started to develop criteria and procedures:
® Decide who should be involved and/or represented in the task and how to initiate discussions.
® Collect und review resources such as the school improvement law and regulations. staff development regulations
under AB 551 (Chapter 966, Statutes of 1977), and criteria and procedures used by other districts.
@ Consider what criteria and procedures, it any, have already been used in approving release time and how well they

worked or did not work.

(1 you are m the process of d2veloping criteria and procedures:

® Muke sure that teachers, administrators, other staff, and parents are involved in discussing these criteria and
procedures.

® Consider criteria that will be flexible or broad enough to use for schools with different types of staft development
and counseling needs.

® ldentify the specific kinds ot things that you feel should be included in a school's request for release time (e.g.
how parents and community, as well as staft, will be involved in planning release time activities. how parents Jll.j
community will be informed about release time days, and how the planned release time activities would be

cvaluated ).
® [dentity resources th.ll can be used to help schools plan tor Jnd utilize release time.

L B enitera and prmcdurc\ }IJVL bu.ll adopted, but you have not started using them:

© (heck to see that each schm)l understands the criteria and how they will be applied.

® kxamine the procedures to see whether it is clear who is responsible to do what and by when.

® Check tosee that you have a method to evaluate your criteria and procedures as you begin using them.
® Think ahead to see whether you can anticipate any problems that might oc. ur.

(1t vou are using adopted criteria and procedures:

® Review how schools ave used the criteria and procedures. Are they witien clearly enough for schoals te use
accurately? Have they been used by schools? Have they given guidance to schools in planning for release time?
Haves release time activities been succeessful?
Review how those persons applying the criteria and procedures have used lhun Have they been manageable?
Have they produced understandable and adequate requests? Have they been aceessible to all school improvement
schools? Have they allowed for reasonably fust action on requests”? ‘
® Check to see whether the eriteria and procedures are being implemented as they are described in the district
master plan. I they are. use an ongoing evaluation procéss to determine how well they are working.
It the criteria and procedures are not working as described. ask vourselves why: they are working differently and
whether they are'more effective or Jess effective than planned. I you think you mthl want to modity the criteria

and procedures, see the suggested steps for ongoing evalustion described in the introduction to this appendix,

(I you are using an ongoing evaluation process, determine how well the criteria and procedures are working. Your
criteria und procedures are probably working weil it

® The criteria and procedures are understood by the \dlonh and have provided guidance to schools in planning,
conducting, and evaluating their release time activities.

® Those involved (statt, parents, and, in secondary schools, students) generally agree: that the release time activities
were well managed and that their stated purpose(s) was achieved. :
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A. District Strategies to Assist Schools Receiving Planning Grants

I looking at the district’s strategies to assist schools receiving planning grants, find out where the district is 1

developing and using such strategies (see the five stages described in the introduction to this appendix).

It the governing board has adopted these strategies to assist planning grant schools. make sure that they are

corsistent with law and reguiations. To be approvable, the district master plan must include:

[B]

0

-

-0

0]

Strategies to assist planning grant schools Such sirategios may be described (1) within caclt school's school plun, or
(2) under separate cover and submitted swith Form A-127D by October 1, 1979, or with the school plans by
Julv 1, 1979, ‘

Given your distriet’s stage in developing and using this clement, see the suggestions below for some ideas about steps

actions to take, Check the appropriate box below.

It yon are startmg to develop these strategies.

® Deuade who should be involved and/or represented in the task. and identity ways of initiating discussions with the
school site councils and other key statt and parents at cach plunning grant school.

e Consider how the district has supported schools as they planned in the past: and think about which aspects of
those strategies worked well and which did not work well,

Ity ouare in the process of developing strategies:

© bind out what kinds of skills, strengths, needs, and priorities each planning grant school has.

® Consider both short-term and long-tern strategics. 5

® Work with cach school receiving planning grants to determine the support needs of these schools.

® Consider developing strategies schoul-by-school 1o respond to unique needs as well as common needs.

® [ schools have needs that cannot be met by the district, explore community . county, regional, state, and federal
resources which can be nude availabie to meet these needy.

® Cunsider ways of assessing the effectiveness of current services to schools and how the services might be

reorgantzed or strengthened to provide better support to schools.

® Think about how 1o build tlexibility into the strategies so that they can change as schools change.

® [t you are u direct service district or in a cooperative, ask the office of the county superintend it or cooperative
ottice to work closely with you in developing strategies.

I strategrs have been adopted, but you have not sturted using thepn yet:

® Lxamine your strategies to see whether it is elear who is responfible to do what and by when.

® Check to see whether the strategies are specitic enough to rdlate clearly e the improvement priorities of each
planning grant schoul. /

e Check with cach planning grant school to determine whether they understand the district support they should
expect. .

® Make sure s on have g procedure to evaluate how well the strategies are working and = procedure for changing the
strategies at nudyear iy ou determing they sare not werking well.

¢ Think ahead o see whether vou can anticipaie any problems that might oceur.

1 yvou are using odopted strategies:

e Visit planining grant schools to discuss the strategies. Do those at the school know what the strategies are? Have
the strategies had an effect on school activities? Have the strategies been viewed as appropriate to the school’s
needs? Has the use of the strategies heen viewed as helptul? ]

Check to see whether the strategies are being implementzad as they are described in the district master plan, It

they are. use an ongoing evaluation process to determine how well they are working.

® It the strategics are not working as descrit d, ask yourselves why they are working difterently and whether thes
are more effective or less etfective than those planned. It you think you might want to modify the procedures.
see the suggested steps for ongoing evaluation described in the introduction to this appendix.

It vou are using an ongeing evaluation process, determine how well the striategies are working. Your strategies ire

probably working well ir:

® tach planning grant school understands what district support it 1s 1o receive and when,

® School planning and programs have changed in a positive way as a result of using the strategies.

® The ongoing evaluation process has worked well in assessing how well strategies are working: straiegies have
changed as schools have changed or as new planning grant schools have been phased in,

® The strategies have been viewed by cach planning grant school as appropriate to their needs and helptul in
assisting themin their planning process.

NOTE: Strategies to assist schiools are (o be recorded in the planning grant application,
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¥ S
B. District Strategies to Assist Schools Implementing Consolidated Application Programs

I looking at the description of the district’s strategies to assist each school implementing a consolidated application
pregram, find out where the district is in developing and using such strategies (see the five stages described in the
imtroduction to this appendix) as well as in submitting them to the State Departinent of Education,

It

the governing board has adopted these strategies to assist schools implementing consolidated application programs,

make sure that the strategies are consistent with law and regulations. To be approvable, the strategies must be

consistent with the mtent of law and regulations and must:

Be keved to the improvement objectives of all consolidated application schools.
Encompass avatluble district resources.

Given your district’s stage in developing and using this element see the suggestions below for some ideas about steps

or actions to take. Check the appropriate box below.

UJ It vou have not started to develop strategies:

2

Decide who should be involved and/or represented in the task, and identity ways of iniilating discussions.
Consider how the district has supported consolidated application schools in the past and which aspects ot those
strategies worked well and which did not work well.

vou are in the process of developing strategies.

Find ovut what kinds ot skills, strengths, needs, and objectives cach school has: assist each school in retining its
anafysis and interpretation ot its evaluation data e.g.. on-site program review and assessment ot the school
plan and mn closing the loop between evatuation and further planning.

Consider both short-term and long-term strategies.

Work with consolidated application schools to determine the support needs of these schools.

Consider developing strategies school-by-school to respond to unique needs as well as commonly shared needs.

It schools have needs that cannot be met by the district, explore community, county, regional. state. and federal
resources which can be made available to meet these needs.

Consider ways of assessing the effectiveness of current services to schools and how they might be reorganized or
strengthened to provide better support to schools.

Think about how to build flexibility into the strategies so that they can change as schools change.

It you are a direct service district or in a cooperative, ask the office ot the county superintendent or cooperative
ottice to work closely with you in developing strategies.

[f strategies have been adopted, but you have not started using them yet:

Examine your strategies to see whether it is clear who is responsible to do what and by when.

Review each school’s plan to check that the strategies are consistent with and support the school’s improvement
objectives and that they have been incorporated into the school’s plan. '
Check to see whether the strategies are specific enough to relate clearly to the improvement objectives of cuch
consolidated application school (including those with Title 1 or SCE funds only).

Check with consolidated application schools to determine whether they understand the district support they
should expect.

Make sure vou have procedures to evaluate how well the strategies are working.

Think ahead to see whether you can antivipate any problems that might oceur.

“youare ising adopted strategies:

Visit implementation schools to discuss the strategies. Do those at the school know what the strutegies are? Have
the strategies had an effect on school activities? Have the strategies been viewed as appropriate to the schools’
needs? Has the use of the strategies been viewed as helptul?

Check to see whether the strategies are being implemented as they are described in the district master plan. If
thev are, use an ongoing evaluation process to determine how well they are working.

It the strategies are not working as described, ask yourselves why they are working ditferently and whether they
are more eftective or less ettective than planned. It you think you might want to modity the procedure-., see the
suggested steps for ongoing evaluation described in the introduction to this appendix.
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O I you are using an ongomyg evaluation process. determine how well the strategies are working, Your strategies are
probably working well it
® tach school understands what disinet support 1t 1s to recerve and when and is able to use such assistance
clttectively.
® bach school's program and ongoing planning have changed in a positive way as a result of using the strategics
® The ongoing evaluation process has worked well in assessing how well strategies are working; strategies have
changed as school programs have changed or new implementation schools have been phased in.

NOTE: Strategies to assisi schools are to be developed for every school receiving consolidated application funding
nincluding schools receiving only Title Tandjor EIA funds). The strategies may be described and submitted to the State
Deparrment of Education as part of cach school's school plan or under separate cover at the time that the school plans
dre submitted orat the time that Form A-127D is submitted.
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