Advisory Council Training

Supporting Materials

June 2012

The Missing Piece of the Proficiency Puzzle: 
http://education.ky.gov/CommOfEd/adv/Documents/PACtheMissingPiecev2.pdf 
Guidelines for Closing the Gaps for All Students: http://www.education.ky.gov/KDE/Administrative+Resources/Commissioner+of+Education/Advisory+Groups/CRACGC+Guidelines+for+Closing+the+Gaps+for+All+Children.htm 

Who Cares? Improving Public Schools through Relationships and Customer Service: http://www.amazon.com/Improving-Schools-Through-Relationships-Customer/dp/1587368005/ref=sr_1_1?ie=UTF8&qid=1339159252&sr=8-1 

KRS 160.345 (SBDM statute): 

http://www.lrc.ky.gov/KRS/160-00/345.PDF 

KRS 160.346 (Persistently Low Achieving Schools statute): 

http://www.lrc.ky.gov/krs/160-00/346.pdf 

Establishing Core Beliefs and Values

A core belief or value is a core group or set of guiding principles that serves as a basis for decision making.

	Question to ask
	Response

	A school should teach……


	

	A good school is one that…..


	

	A successful student is able to…..


	

	An effective classroom is one in which…..


	

	A good school staff member is one who…..


	

	An effective school faculty is one that……


	

	A quality instructional program includes…..


	


Do we need to establish this committee?

	What committee do we think that we need? Why?
	

	What charge/purpose would this committee have?
	

	How would this committee support the Intervention/ Improvement Plan in the school?
	

	How would this committee report back to the advisory council?
	


Sample Committee Policy

Committee Policy

Policy #8

Harry Potter High School shall have three standing committees:

· Budget Committee: The Budget Committee shall recommend an annual budget, monitor budget implementation and recommend budget amendments as needed.

· Curriculum and Instruction Committee: The Curriculum and Instruction Committee shall analyze the curriculum alignment, research instructional practices and monitor implementation of curriculum and instructional policies.

· Culture Committee: The Culture Committee shall review the school’s discipline plan, plan monthly student celebrations and maintain the “Howling Hogwarts” bulletin board.

Each standing committee shall have at least eight members including at least one parent.

During March, the following steps shall be taken to recruit members for each standing committee:

1. The school council chairperson shall invite all parents by placing a notice in the school’s newsletter.

2. The current committee chairs shall describe their committee’s work at a PTO meeting.

3. School council members will individually seek out minority members, including parents, staff, and other concerned adults, and encourage their active participation in all committees.

During April, the school council chair shall place committee sign-up sheets on the SBDM bulletin board, and in the staff workroom. Parents and community members may also sign up by telephone or email.

During May, the school council will appoint committee members, ensuring reasonable representation of minority groups in the community. The school council may need to assign some persons to committees that are not their first choice to give each committee adequate and balanced membership. The school council shall also designate a committee member to convene the first committee meeting. The school council secretary shall notify all committee members of their appointment.

Ad hoc committees shall be established as needed by the school council. The school council shall ensure that ad hoc committees also have reasonable representation of the community.

All school council committees established under this policy are public agencies and are subject to Kentucky’s Open Meetings/Open Records statutes. 

A Checklist for Committee Policy

If your school council has a committee policy in place or are considering a draft policy, it may assist to have a checklist to review.

SECTION 2(c)2-(e)

	(c)  2. If a school council establishes committees, it shall adopt a policy to facilitate the 

               participation of interested persons, including, but not limited to, classified employees 

               and parents. The policy shall include the number of committees, their jurisdiction, 

               composition, and the process for membership selection.

(d) The school council and each of its committees shall determine the frequency of and agenda for their meetings. Matters relating to formation of school councils that are not provided for by this section shall be addressed by local board policy.
(e) The meetings of the school council shall be open to the public and all interested persons may attend. However, the exceptions to open meetings provided in KRS 61.810 shall apply;  


Does your school council committee policy answer YES to each of these questions:

· Does the policy support parent/family and classified staff participation?

· Does the policy support participation of other interested community partners?

· Does the policy address the number of committees?

· Does the policy address each committee’s areas of responsibilities?

· Does the policy address the composition of the committee?

· Does the policy encourage active minority participation

Your school council may also consider these questions:

· Does the policy list steps in chronological order?

· Does the policy determine who is responsible for each step?
· Will this policy assist in making decisions that will enhance student achievement?

Committee Charge

When you charge a committee to work on a particular challenge or task, you may want to use a standard format to organize the information for the committee. 

Include in the charge:

· The name of the committee;

· The topic;

· The date of the charge;

· What work is needed;

· The timeline for completion;

· Any special considerations or issues; and

· The contact person on the council.

	Sample Committee Charge

To: The School Culture and Climate Committee

Topic: To draft a policy change to increase physical activity during the school day

Date: June 1, 2012

The Advisory Council at Creation Middle School charges the committee to identify ways to increase physical activity for all students during the school day that will work at the middle school level. Consider a more efficient schedule for physical education course, options before school, during the lunch break, and after school, and quick energizers that can be done during regular core instruction. Look at curriculum, space, schedule, staff, and professional development issues. Draft an amendment to schedule of the day policy to add best practices you found.

Please report on research finding at our October and December Advisory Council meeting with a draft ready by the February meeting. Ensure that you have gathered input from staff, students and families during this time.

For questions, please contact Advisory Council member, John McBride.




Meeting Planning Guide

This guide is a quick tool to use as you prepare the agenda for a meeting.

	Purpose

	Why are we having this meeting? What do we need to achieve?
	

	What topics from the last meeting need to be addressed again? What new topics need to be addressed?
	

	Notifications

	Date:

Location:

Starting and Ending Time:

Media Outlet Notifications:

For a special called meeting:

· Prepare a written notice of date, time, place and agenda.

· Mail, email, fax, or hand-deliver a copy to all members.

· Post a copy in a prominent location.

· Mail, email, fax, or hand-deliver a copy to any media outlet that have requested notices
	

	Agenda

	What items need to be addressed at every meeting (e.g., review and approve previous meeting minutes, committee reports, budget items, new business)?


	

	What new items should be address at this meeting (e.g., improvement planning, data analysis, job classifications)?


	

	When will the agenda and supporting documents need to be provided to the council members?
	


Example of Poor Customer Service in Schools

· Negative people in front office; failure to acknowledge visitors

· Students or automated systems answering incoming calls

· Negative team leaders or teachers starting off parent meetings; parents getting “gang-tackled” by a group of teachers at conferences

· Principals not confronting bad customer practices by staff; failure to recognize staff members in a timely manner for good customer service practices; sending out blanket emails to all staff to confront problem of one or two people

· Staff mistreating or being disrespectful to students; teachers not excited about receiving a student in their class; lack of procedures for welcoming and orienting new students

· Custodial staff not treating customers in a positive manner; cluttered offices, bugs in lights, dirty fish tanks, or negative sayings

· Errors on signs or poster in the school or on school grounds

· Not providing customer service training for all staff

· Not making positive contact with parents before calling them about something negative; not responding to parents within 24 hours; 

· No one in school taking ownership for students and problems; not placing customer concerns over employee concerns (placing teacher interest above student interest)

· Employees being negative to customers in any situation at school or in the community

· Restrooms in poor condition; school is not clean and facilities/grounds not well maintained (interior and exterior)

· Student go through the schools system for 12 years without positive school contact or without a thank-you to parents for sending child to your school district

· Not listening to concerns without becoming defensive

· Not knowing the “customers”

Family-Friendly School Checklist

Mark each statement with a number:

	Already doing this: 4

	Could do this easily: 3

	This would take some time: 2

	This would be really hard: 1


Welcoming Environment

	______
	Friendly signs inside and out welcome families and visitors and explain how to get around the building. Extra Credit: A parent help desk is just inside the main entrance.

	______
	The school has standards of welcoming behavior that apply to all staff, including bus drivers, security guards, custodians and cafeteria workers.

	______
	Front office staff is friendly – recognize visitors right away, provide information easily and answer the phone in a way that makes callers glad they have called.

	______
	A comfortable family resource room where parents can meet is stocked with books, games and educational information that families can borrow.


Total Score _______ (Add one point if the extra credit applies.)

Programs and Activities to Engage Families in Improving Student Achievement

	______
	Current student work is displayed throughout the building. Exhibits clearly explain the purpose of the work and the high standards the work should reflect.

	______
	All programs and activities for families focus on student achievement – they help families understand what their children are learning and promote high standards.

	______
	Special workshops, learning kits and other activities show families how to help their children at home – and respond to what families say they want to know about.

	______
	The school reports to parents about student progress and how teachers, parents and community members can work together to make improvements.


Total Score _______

Strong Relationships Between Teachers and Families

	______
	A “joining process” welcomes families to the school, offers tours and introduces them to staff and other families. Extra Credit: Bilingual speakers are available to help families.

	______
	Frequent opportunities for teachers and families to meet face-to-face and get to know each other – class meetings, breakfasts, home visits, class observations – are provided.

	______
	Teachers or advisors make personal contact with each family at least once a month.

	______
	A family liaison helps teachers connect to families and bridge barriers of language and culture.


Total Score _______ (Add one point if the extra credit applies.)

Developing Families’ Self-Confidence and Power

	______
	Families are involved in planning how they would like to be involved at the school.

	______
	School committees and the PTA/PTO reflect the diversity of the school community and actively recruit and welcome families from all backgrounds.

	______
	The school is open and accessible – it is easy for parents to meet with the principal, talk to teachers and counselors, and bring up issues and concerns.

	______
	Parents develop school improvement projects and do action research – survey other families, observe in classrooms, review materials and visit other schools and programs.


Total Score _______

Professional Development for Families and Staff

	______
	Families learn how the school system works and how to be an effective advocate for their child. Extra Credit: Each student has a student support team that includes parent(s).

	______
	Teachers learn about effective approaches to working with families of diverse cultural backgrounds.

	______
	Families and staff have opportunities to learn together how to collaborate to improve student achievement.

	______
	The school reaches out to identify and draw in local community resources that can assist staff and families.


Total Score _______ (Add one point if the extra credit applies.)

Total Score for Entire Checklist: ____________________

	A
	70-80
	You’re a Family Friendly School!

	B
	60-69
	With a little more work, you’ll be there.

	C
	50-59
	Focus on the easiest areas, then tackle the harder ones.

	D
	40-49
	You may need outside help. Pull together an action team.


EDUCATIONAL LEADERSHIP OPPORTUNITIES FOR PARENTS

· Family Resource Center/Youth Services Center Advisory Council

· School Improvement Planning Committee

· School Equity Committee

· PTA/PTO/PTSO

· School Council

· Mentoring Programs

· School Volunteer

· After-school Programs

· Community Education Programs

· Coaching

· Faith-based Programs

Where Parents and Community Members Are Located
	· Church

· Retail 

· Grocery 
	· Restaurants

· Ball Games

· Music Venues
	· Malls

· Banks

· Hospitals
	· Local Colleges

· Government and Courts


Key Question

How do we get information about schools to parents and community members?

Volunteers Can:

1. Tutor – reading, math, spelling, writing projects, language development

2. Teach Fine Arts – vocal or instrumental music, visual art, dance

3. Prepare classrooms – bulletin boards, hallway displays, work stations

4. Provide clerical help – inventory, storage, catalog, record keeping, files, games

5. Assist with health issues – vision/hearing/dental screenings, drug/alcohol/tobacco awareness

6. Record books and lessons

7. Help in vocational classrooms/labs, auto mechanics, commercial foods, sewing, industrial arts, construction trades, woodworking

8. Work with staff and students for the school yearbook, newspaper

9. Work athletic events

10. Be an advocate for students with special needs

11. Help develop student career plans, look at colleges/universities/trade schools, other higher educational and training opportunities

12. Work with adult literacy, tutor, GED

Community Resources: Categories

It may be helpful to list resource organizations by type and identify the services, programs, and special resources provided by each one in charts such as those illustrated here:

	Agencies

	Educational
	Governmental
	Services

	
	
	


	Organizations and Individuals

	Business/Industry
	Financial
	Religious/Civil
	Individuals

	
	
	
	


Questions to Ask When Examining Student Work

DESCRIBE

· What knowledge and skills are assessed?

· What kinds of thinking are required (e.g., recall,  interpretation, evaluation)

· Are these the results I (we) expected? Why or Why not?

· In what areas did the student(s) perform best?

· What areas of improvement are evident?

· What misconceptions are revealed?

· Are there any surprises?

· What anomalies exist?

· Is there evidence of improvement or decline? If so, what caused the changes?

EVALUTE

· By what criteria am I (are we) evaluating student work?

· Are these the most important criteria?

· How good is “good enough” (e.g., the performance standard)?

INTERPRET

· What does this work reveal about student learning and performance?

· What patterns are evident?

· What questions doe this work raise?

· Is this work consistent with other achievement data?

· Are there different possible explanations for these results?

IDENTIFY IMPROVEMENT ACTIONS

· What teacher action(s) would improve learning and performance?

· What student action(s) would improve learning and performance?

· What systemic action(s) at the school/district level would improve learning and performance (e.g., changes in curriculum, schedule, grouping)?
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