[bookmark: _GoBack]Required School Documents
 Standard 1 
1. school statement of purpose and direction (or vision and mission) or other formal statements adopted by the school council/advisory council and school leadership describing shared values and beliefs about teaching and learning
2. communication plan to stakeholders regarding the school’s purpose and direction including examples of communication to stakeholders about the purpose, i.e., website, newsletters, annual report, student handbook, etc.
3. school council/advisory council policies, meeting minutes, other artifacts that document the role of the council in improving student performance, learning conditions, school effectiveness
4. written administrative procedures 
5. organizational chart showing all school level positions including position responsibilities and job descriptions
6. TELL Kentucky survey data
7. school public websites 
8. school improvement plan (CSIP) 
Standard 2 
1. governing body (school council/ advisory council)  policies, procedures, practices including: 
a. policies on roles and responsibilities of council members 
b. conflict of interest policy for council members 
c. training for council members
d. procedures/policies for policy review and revision  
2. student handbook
3. staff handbook(s)  
4. professional development offerings and plans 
a. documentation describing the school’s supervision and evaluation processes targeting improved professional practice and improved student success including evaluation templates, i.e., teacher evaluation instrument, walkthrough instrument
5. evidence of community or parent advisory councils, committees, forums including meeting agendas, minutes, membership 
6. examples of collaboration and shared leadership that extends to teachers, parents, students, community members 
7. copies of any school financial, attendance, scholastic, federal, equity audits 
8. current and historical compliance documents i.e., health, fire, board of education, Kentucky Department of Education 
9. complete list of all staff assignments
10. roles and responsibilities of school leadership including all professional staff not assigned to a full teaching schedule 
Standard 3 
1. course or program descriptions
a. curriculum supporting documents such as 
i. curriculum maps/ scope and sequence documents
ii. pacing guides
iii. documentation of ongoing curriculum alignment activities
b. learning expectations for courses and programs  
2. school protocols for examining student work, i.e., “tuning protocols” 
3. policies or practices regarding lesson and unit planning 
4. documentation of expectations regarding the monitoring of curriculum implementation and instructional effectiveness, such as: 
a. lesson/unit plan review
b. expectations for the implementation of school “instructional process”
c. documentation of examination of formative assessment data, common assessments, including process for analyzing and communicating results 
d. walkthrough data collection, use of walkthrough data, summary of walkthrough data
e. findings from supervision and evaluation processes 
5. documentation of process used to develop and revise curriculum, instruction and assessment 
6. teacher mentoring and coaching opportunities or frameworks to support systematic  improvement in instructional practice 
7. documentation of the activities and efforts of the collaborative learning communities/professional learning communities which may include meeting agenda, minutes, logs, objectives, action research projects, etc. 
8. examples of improvement in curriculum or instructional practices resulting from the work of collaborative/professional learning communities
9. examples of opportunities afforded to parents and the community to provide feedback to school leadership, serve in leadership roles, etc. 
10. school communication plan, documentation of processes or systems established to communicate with and meaningfully engage parents in the learning process 
11. documentation of grading and reporting policies and internal monitoring of grading procedures such as written policies,  sample communication to stakeholders about grading and reporting, sample report cards, process for evaluating effectiveness of grading and reporting practices  
12. documentation of implementation of a professional learning program aligned to school purpose and direction, student and school needs
13. professional learning calendar or plan (current and past years) including processes used to evaluate the effectiveness of professional learning programs
14. description of formal adult advocate structure(s) advisor-advisee program,  curriculum identified to support the program including activities, other evidence of an adult advocate structure, master schedule of time allocated for adult advocate structure 
15. list of learning support services (such as second languages)  and student population served by such services 
16. data used to identify unique learning needs of students (such as learning styles, multiple intelligences, etc.)

Standard 4 
1. policies, processes, procedures and other documentation related to the hiring, placement and retention of professional and support staff including documentation of highly qualified staff
2. school budgets for the last three years 
3. document showing alignment of school budget with school purpose and direction/ mission and vision 
4. school calendar and daily schedules 
5. documentation of school maintenance request process 
6. school safety documentation,  plans, evacuation drills, training 
7. documentation of compliance with local and state inspections requirements, i.e., fire and health 
8. evidence of the existence of media and information resources (technology) to support the education program, i.e., inventory of media and technology, technology needs assessment documents, etc. 
9. schedule of staff availability to assist students and school personnel in finding and retrieving information in support of educational programs, i.e., library-media specialist, technology coordinator, etc.  
10. current school technology plan 
11. list of support services available to students, i.e., guidance counselors, school nurses, family resource center, etc. 
12. documentation of process used for identifying student needs  
13. procedures used to evaluate the effectiveness of student support services and documentation of improvement planning process applied to student support services  
14. description of the referral process used for students/families to access counseling, assessment, educational and career planning 

  
Standard 5 

1. brief description of the student assessment system including the range of data produced from standardized and local or school assessments on student learning and school performance 
2. written protocols for data collection, analysis and use in guiding continuous improvement 
3. examples of how data is used to guide continuous improvement planning at the school at the classroom or school levels
4. examples of changes to the school improvement plan or CSIP based on data results
5. 30-60-90 plans for current and previous year 
6. documentation of training and professional learning experiences specific to the evaluation, interpretation and use of data 
7. agendas, minutes of meetings related to the analysis of data 
8. evidence of student growth, student readiness for the next level, student success at the next level 
9. communication plan regarding student learning, systems that support learning, achievement of school improvement goals to stakeholders including sample communications to stakeholders
10. examples of school marketing tools and websites that cite student achievement results or commit to improvement in student achievement  

