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Code of Conduct for Reviewers
Reviewers are expected to adhere to a Code of Conduct during the review process.  Principals should contact the Quality Review staff if they feel the Code of Conduct has not been followed.

As a reviewer, I agree to:

· prepare thoroughly for site visits 

· communicate clearly with the school ahead of time to set site visit schedules and reduce anxiety in a timely manner

· work with integrity, treating everyone with courtesy and respect

· do all I can to minimize stress, not over-observe staff or demand unreasonable amounts of paperwork or time

· undertake training and development as required

· act with the best interests and well-being of students and staff 

· evaluate objectively and impartially

· consistently share emerging issues with principals and other members of the school during site visits

· report honestly and fairly, ensuring that my assessments and judgments accurately and  reliably reflect what the school does

· accept and comply with the monitoring and quality assurance policy 

· respect the confidentiality of information  

· submit all report drafts in a timely manner taking into account constructive feedback suggested from readers

· communicate clearly, frankly and sensitively in order to improve practice and further development.

____________________________
  ___________________________
  ______

Print Name



  Signature



  Date

Note: If a school believes that this code has not been adhered to during a review, the matter should be discussed with the Senior Director for School Quality or one of the Directors for School Quality. 

Introduction and Purpose of the Quality Review   
In the 2011-2012 school year, the Department of Education continues to focus on building instructional and organizational coherence and strengthening rigor as levers for school improvement.  To that end, the Quality Review evaluates curriculum, pedagogy, assessment and data, professional collaboration, and school structures to ensure that schools look at each of these five areas as a way to improve the instructional core of their school.  The Quality Review remains an opportunity for a school community to reflect on its school improvement planning processes, and self-evaluate how well, and how systematically, its educators collaboratively use data to drive instructional decisions in service of students.  The 2011-12 Quality Review:

· Deepens the work of improving the instructional core across classrooms
· Incorporates language and expectations connected to the Citywide Instructional Expectations of integration of Common Core Learning Tasks and the use of a research-based framework for frequent cycles of teacher feedback. 

· Continues to focus on teacher teams engagement with collaborative inquiry and how teacher teams are using student work to inform tasks and pedagogy 

· Clarifies language and expectations that were problematic in 2010-2011 

The Quality Review is intended as an examination and evaluation of how all school systems and structures work together to improve student learning.  Specifically the focus is on 5 levers of school improvement:
1. What is taught (across classrooms, grades, disciplines)?

2. How is it taught (across classrooms, grades, disciplines)?

3. How does the information feedback loop work (using class-based, periodic, and summative assessment information) for students, teachers, and families?

4. How are teacher teams engaged in collaborative inquiry, looking at student work (e.g. projects, test scores, Periodic Assessment item analysis) in conjunction with teacher work (e.g. curricula, tasks, lessons, unit plans)

5. What structures are in place to regularly monitor and revise school, teacher, and team goals, action plans, and resource use? 
Throughout the process, reviewers engage principals and identified constituents in conversations to ensure that each school gains the maximum benefit from the review and that the reviewer captures the most accurate picture of the school’s practices.  The resulting final report includes:

· School Context – background information about the school

· Overall Evaluation – summary of the school’s overall performance

· Overview – includes ten bullets (with accompanying sub-bullets) covering appropriate ratio of “What the school does well”, and “What the school needs to improve” matched to the overall score; sub-bullets support two of the three sub-indicators for any given indicator from the rubric
· School Quality Criteria Rubric – scores for each indicator as well as the overall score
What are Reviewers Looking for?

The focus of the Quality Review is to assess the quality and performance of a school in relation to New York City Department of Education’s Quality Criteria.  Reviewers evaluate the key aspects of the school's work to determine how well they align with each other and with the five areas of the Quality Review rubric – all in service of improved student outcomes.  Each of the quality statements has three sub-indicators to assist schools and reviewers in evaluating them in more detail.  

Criteria for measuring student progress are objective when they:

· align with key State standards; 

· demonstrate mastery of curriculum objectives;

· break down learning activities into component parts (i.e. skills), and identify strengths and weaknesses on each sub-activity;

· reveal to teachers, parents and students the student’s progress or lack of it throughout the year in mastering each learning expectation, goal, target, and/or activity;

· rely on explicit evaluative standards that can be demonstrated by examples and have a consistent meaning and application to different students and by different school professionals;

· allow the performance and progress of different students and groups of students and in regard to each learning expectation/goal/target/activity to be compared over time;

· identify ways to close the gap between current and expected learning outcomes. 

Scoring Guidelines
The scoring guidelines have changed to a point-based system with cut scores between categories.  A school will earn points on each of the 20 indicators and these points will directly add up to the overall score.  This change solves a pressing concern regarding fairness.  In the past, the scoring policy allowed for two schools to earn the same array of indicators and receive different overall scores depending on the way in which indicator scores were distributed.

The point-based scoring guidelines also offer the opportunity to weight key indicators more than others. The following indicators will be double in scoring weight: 
1.1: Rigorous and engaging curriculum

1.2: Effective instruction
1.3: Aligned resource-use to support instructional goals that meet students’ needs
2.2: Classroom level analysis of assessment practices to inform alignments of          

 
  curricula and instruction
4.1: Support and evaluation of teachers through a research-based framework
Using the following point scale: 
Well Developed 
4 points ( double weight is 8 points
Proficient

3 points ( double weight is 6 points
Developing

2 points ( double weight is 4 points
Underdeveloped
1 point  ( double weight is 2 points
With a total of 20 indicators, five of which are weighted with double value, the highest score possible on a Quality Review is 100 and the lowest possible is a 25.  

The chart below shows the cut scores and scoring ranges.
	Scoring Category
	Score Range

	Well Developed
	92-100

	Proficient
	72-91

	Developing
	47-71

	Underdeveloped
	25-46


The use of the Quality Review APP will provide you with the calculator and matrix features when compiling your scores and calculating the overall rating.
Quality Review School Selection Criteria

Formal Quality Reviews 

Schools that meet at least one of the following criteria will have a formal Quality Review during the 2011-12 school year: 

· 2010-11 Quality Review of Underdeveloped 

· 2010-11 Progress Report of F, D, or third C in a row (08-09, 09-10, and 10-11) 

· Schools in the 10th percentile or below of the Progress Report scores 

· Schools in their 3rd year of existence (that did not have a formal Quality Review in 2010-11) 

· Schools identified as Persistently Lowest Achieving (PLA) by New York State Education Department (NYSED) 

· All schools that have not had a review since 2007-08 (that do not qualify for a peer review) 

· A portion of schools chosen from a lottery, within districts, that have not had a review since 2008-09 (and that do not qualify for a peer review); those schools in the lottery that do not receive a review this year will receive one in 2012-13 

QR-JITs 
Schools identified by the NYSED as PLA and subject to a Joint Intervention Team (JIT) review are required to undergo a collaborative, NYSED/NYCDOE, QR-JIT Review. The QR-JIT will follow both City and State guidelines, and the alignment of these processes will limit the number of days of disruption to the school community. 

Other Notes: 
· Schools that meet one or more of the criteria on the above list and have an Interim Acting (IA) Principal will be reviewed only after the IA Principal has been in place for six (6) months of the school year. 

· Schools that have (or will have) two Progress Reports, and qualify for a QR as a result of one of the Progress Reports, will have a Quality Review for the whole school. 

· Schools that are adding grades (e.g., a growing 6-12 secondary school without grades 11 and 12) will only have a Quality Review if they meet one or more of the criteria on the above list. 

Alternative Quality Reviews 

Developing Quality Reviews (DQR) 
Schools that received a Quality Review score of Developing in 2010-11, and do not meet any of the other above criteria for a formal Quality Review (e.g. F, D, or third C in a row on the Progress Report or JIT/PLA status), will experience a 1-day review from their network team, called a Developing Quality Review (DQR), in 2011-12, and have a formal Quality Review again in 2012-13. 

Peer Quality Reviews (PQR) 

Schools that fit the following criteria will have the option of undergoing a Peer Quality Review (PQR) in lieu of a formal Quality Review. PQRs will be scheduled by clusters and network teams and conducted with principals trained and, whenever possible, from within the same network. The results will be shared internally in a PQR report, but not posted on the DOE website or used for accountability purposes. 

· Schools that opened in 2010-11 have the option of a PQR. If this option is not exercised the school will have a formal Quality Review in 2011-12. 

· Schools that have not had a review since 2008-09, and have shown sustained gains, maintaining three consecutive years of “A” Progress Report Grades in 08-09, 09-10, and 10-11, have the option of a PQR. If this option is not exercised the school will remain in the 4-year cycle for a formal Quality Review, during either 2011-12 or 2012-13. 

New Schools (NSQR) 
Schools opening in the fall of 2011 will have a New School Quality Review (NSQR). As in the past two years, these 1-day reviews will be conducted by the network team. The final report to the school will not be used for school or principal accountability measures and will not be made public, posted on the DOE website, etc. However, it is necessary to have this information available to cluster leaders and on file centrally with the Office of New Schools and the Division of Academics, Performance, and Support for use by future reviewers. 

Length of Reviews

The length of reviews will continue to be differentiated by size and type of school:

· Schools  with 1,499 students and below receive a 2 day review
· Schools with 1,500 students and above receive a 2.5 day review 

· All District 75 schools receive a 2.5 day review

· Schools participating in a Peer Quality Reviews (PQRs) and Developing Quality Reviews (DQR) will be a 1day review for each school
· Schools participating in a New School Quality Review (NSQR) will receive a 1 day (no size designation) to be conducted by cluster/network, and the report not to be published though shared with the Division of Academics, Performance, and Support. 

The Quality Review Process

An Overview

For the majority of schools the review is carried out by one reviewer over a period of 2 days, although in larger schools, additional time or an additional reviewer may be allocated.

The Quality Review commences with the school completing a School Self-Evaluation Form (SSEF), which will be provided to the reviewer prior to the start of the review.  The reviewer uses this information to identify the potential strengths and areas for improvement in the school to provide a contextual background for the school visit.  These observations will be recorded in the appropriate areas in the record book and serve as reference points (review trails) during the review.  In addition, reviewers will have a copy of the previous Quality Review report, the outcomes of the School Survey, a school data set and school demographics as reported in the CEP, Human Resources data and the most recent Progress Report.  Prior to the start of the review, the principal, in consultation with the reviewer, will draft a schedule for the review. The schedule may be adjusted by either the school or the reviewer during the initial meeting on day 1 of the review and can remain flexible as long as all essential components of the review are included and completed.

The reviewer visits the school and collects first-hand evidence, and once s/he has reached conclusions, provides verbal and a very short written feedback listing main strengths and areas for improvement at the final feedback meeting.  Throughout the visit, the reviewer will complete a record book, which contains documentation, notes, analysis and concrete examples of evidence collected and the main findings. As this record book may be audited later for purposes of quality assurance or appeal, it is essential that it is carefully kept and returned to the Office of School Quality after the submission of the second draft of the report.
Following the visit, the reviewer is responsible for producing a written report which includes what the school does well and what the school needs to improve.   Evidence or lack of evidence to support findings will be included for each of the 10 bullet points.  The reviewer will complete the score for each quality statement and overall score against the school quality criteria.  Where there are two reviewers, the lead reviewer is responsible for the written report.  

The Stages of the Review

Quality Reviews consist of four parts:

Stage 1: Pre-Review Work 

Stage 2: School Site Visit

Stage 3: The Quality Review Report
Stage 4: Verification and Appeal Process
Stage 1: Pre-view Work

Pre-review Analysis Preparation
In all cases, the reviewer will need to spend time prior to the visit carefully reviewing all of the provided documentation to be suitably prepared.  This information will provide focus for the time spent in school and simplifies evidence gathering by setting up review trails that drive the direction and level of questioning throughout the review.  It will enable you to take account of the review trails you have identified before making contact with the principal to discuss the review schedule. Because preparation time is limited, it is essential to cover all pre-review documentation in an efficient and effective way.  Significant information must be entered on the early pages of the record book, including relevant review trails and questions.  

To the extent possible you will be sent electronically the following documents approximately one week before the start of the review.  At a minimum, retrieve or analyze each, as follows:

· Previous Quality Review report - Read the overall evaluation, what the school does well and the areas for improvement.  Check the summary score sheet and identify any Quality Statement that is scored lower than the overall evaluation. Identify any indicator scored less than proficient.  Ensure that there is a review trail/key questions for each of the areas for improvement under the relevant Quality Statement.  i.e. AFI linked to 3.2 (2008-09 QR): Ensure that teachers use data analysis to plan work to meet the needs of students working at different levels in the same class, especially high achievers.  Review trail and key questions: How effectively are teachers planning to meet the needs of students working at different levels in the same class? Do teachers challenge high achievers in their class by building on what they know and can do to take them to a high level?

· School Self-Evaluation Form - This is a very useful and important document.  This analysis will enable you to assess how well the school knows itself.  Go through the SSEF noting anything significant to follow up during the review.  It can be useful to make some notes in the relevant sections of the record book with a question mark alongside to indicate that you may need to verify something that could be a real strength or possible area for improvement. Knowing the content of the SSEF is valuable in identifying possible review trails, deciding what questions to ask, and triangulating information later from observations and dialogue.

· The most recent School Survey - The information from the school survey provides reviewers with access to a broad constituency in most schools and complements the discussions that are held with small groups of students, parents and teachers.  The survey provides a very good agenda for those discussions as it gives the reviewer a chance to check out responses that are either significantly above the average response or significantly below and to probe the reasons for these responses.
· Relevant data from DAPS - The school demographics as reported in the CEP will provide you with most of the information needed for the context section and enable you to complete most or all of this section before the review starts. This dataset provides the reviewer with an opportunity to analyze the comparative performance of grades and sub-groups and to track the progress of cohorts and sub-groups as they move from grade to grade.  It also provides prior year attendance figures.
· The most recent Progress Report - The progress report provides A-F grades based on information relating to the school survey and attendance (15%), performance (25%), and progress (60%).  The report shows how the school compares in each of these three elements with schools in the same peer horizon and also with all City schools.

· School and teaching schedules to facilitate setting up the visit – This information is specific to each school being visited and will provide the reviewer with a good overview of the teaching positions, programs, and scheduling.  This reviewer should use this information to tentatively identify classrooms to visit, teacher teams, and students for the large group and small work group meetings.  (If this information is not provided centrally it is encouraged to ask the principal for an electronic version over the initial phone conversation.)

· Human Resources Data – This document from the Talent Office gives data about a range of information, including teacher turnover, teacher tenure, hiring processes, and student/teacher ratios at the school.  The reviewer should use this document to develop questions around use of resources within the school, support for teachers, professional development, and performance management.  Of course, with this document, as with any, it is important to look at it as a source of information, not as a set of answers.
Contacting the School 

As in the past all reviewers should contact the principal 5-7 business days before the review. As long as the same essential information is discussed and requested during the first contact communication, it makes sense that there will be some variability; following first contact, reviewers can continue to connect with the principal through email or phone calls – what works best for them.
· Introduce yourself as ******, the Quality Reviewer from the Department of Education and speak with the principal.

· Ask a few clarifying questions regarding the content of the school’s SSEF and can request additional information such as organizational chart and class/prep schedule.

· Request a copy of the research-based, common framework or rubric that articulates clear expectations for teacher practice is emailed to you if it was not included with the SSEF. Clarify the school visit agenda to assure that you have the appropriate time spans for the required meetings: 

· A large sum of time (approximately 2 hours) to meet with the principal around the various practices in the school as they relate to the quality indicators

· One hour for each of the two teacher team meetings; 

· Thirty minutes each for the large student meeting, small student work meeting and the parent meeting;
· Thirty minutes to meet with parents
· Classroom visitations: Reviewers visit 7-10 classes accompanied by a school leader spending 20-30 minutes in each classroom.  In the case of schools with 1500 students or more, reviewers visit a range of 12-15 classes and the principal schedules the time for these visitations but the reviewer chooses all classrooms on the first day and there is a conversation between the reviewer and principal around the selection of classes for day 2.  The reviewer will inform the principal of the classes to be visited on the day of the review.  Where possible, the reviewer selects a cross section of grades, subjects, English language learners, special education students, strong teachers and possibly an improved teacher as a result of an intervention. The reviewer should be provided with opportunities for conversations to occur with classroom teachers prior to the actual classroom visit.  This will provide context for the visit and empower the teachers to articulate what is expected;
· A brief amount of time to meet with the UFT Chapter Leader (if they were not present at the teacher team meetings);

· Time at the end of day 1 to debrief with the principal
· One hour on the last day for you to reflect before you share your feedback presentation and one hour for the final feedback session;

· Give your own contact information to ensure the principal can reach you prior to the visit if the need arises;

· Refer them to the scoring sheet in their Principals’ Guide to the Quality Review and remind them that you will make judgments on each sub-indicator;

· Answer the principal’s questions regarding process and protocols, and refer the principal to the Quality Review Principal’s Guide. 
SAMPLE School Review Schedule 
Each review is comprised of the following meetings, observations and other activities. The sample schedules below are indicative of one possible way to prepare for the site visit. Prior to the visit, the principal and the reviewer, through phone and email correspondence, will agree on the exact details of the review visit.   

SAMPLE School Review Schedule for Sites with 1499 Students or Less

	Meetings

· Meet with principal

· Meet with teacher teams (2) (with one specifically focused on looking at alignment of student work)
· Meet with students: large group 

· Meet with students: work group

· Meet with parents

· Meet with UFT Chapter Leader (briefly)
	Observations

· Class visits (7-10 classrooms)
· Site Tour (optional)
· Review curriculum plans

· Observe end of school (optional)
· Observe any after school activities (optional)
	Other

· Principal Debrief 

        (end of Day 1)

· Feedback Presentation

        (end of the review)

· Additional evidence gathering

· Collection of additional data

	

	Quality Review - SAMPLE 2-day Schedule 

	Day 1
	Day 2

	Time
	Activity
	Time 
	Activity

	 7:30 – 8:00
	Site Tour with Principal (optional)
	8.00 - 8.30
	Follow-up Meeting with Principal

	 8:00 -10:00
	Meeting with Principal
	8.30 - 9.00
	Meeting with Parents

	10:00 – 12:30
	Classroom Visits (5)
	9.00 – 11:00
	Classroom Visits (4)

	12:30– 1:00
	Flexible Time
	11:00 – 11:30
	Student Work Meeting: Small Group 

	 1:00 – 2:00
	Teacher Team Meeting
	11.30 – 12:30
	Teacher Team Meeting

	 2:00 – 2:30
	Student Group (large)
	12:30 – 1:30
	Final Meeting with Principal

	2:30 – 2:45
	Meet with UFT representative
	1:30 – 2:30
	Reviewer Reflection

	2:45 – 3:30
	Principal Debrief
	2:30 – 3:30
	Feedback Forum


SAMPLE School Review Schedule for Sites with 1500 students or more 

	Meetings

· Meet with principal

· Meet with teacher teams (2) (with one specifically focused on looking at alignment of student work)
· Meet with students: large group 

· Meet with students: work group

· Meet with parents
Meet with UFT Chapter Leader (briefly)
	Observations

· Class visits (12-15 classrooms)

· Site Tour (optional)
· Review curriculum plans

· Observe end of school (optional)
· Observe any after school activities (optional)
	Other

· Principal Debrief 

        (end of Day 1)
· Feedback Presentation

        (end of the review)

· Additional evidence gathering
· Collection of additional data

	

	Quality Review – SAMPLE 2.5 Day Schedule 

	Day 1
	Day 2
	Day 3

	Time
	Activity
	Time 
	Activity
	Time
	Activity

	7:30 – 8:00
	Site Tour with Principal
	8:00 – 8:30
	Follow-up Meeting with Principal
	8:00 – 9:00
	Follow-up Meeting with Principal

	8:00 – 10:00
	Meeting with Principal
	8:30 – 9:00
	Meeting with Parents
	9:00 -10:00
	Classroom Visits (2)

	10:00 – 1:00
	Classroom Visits (6)
	9:00 -10:30
	Classroom Visits (3)
	10:00- 10:30
	Flexible Time

	1:00 – 2:00
	Teacher Team Meeting
	10:30-11:30
	Student Group (small)
	10:30-11:30
	Reviewer Reflection

	2:00 – 3:00
	Student Group (large)
	11:30-12:30
	Teacher Team Meeting
	11:30-12:30
	Feedback Forum

	3:00 – 3:30
	Flexible Time
	12:30 – 2:30
	Classroom Visits (4)
	
	

	3:30 – 4:00
	Principal Debrief
	2:00 – 2:15
	Meet with UFT Representative
	
	

	
	
	2:15 – 3:00
	Principal Debrief
	
	


SAMPLE School Review Schedule for D75 Sites

D75 schools tend to have multiple sites so traveling is required.  Reviewers can begin each day of the review at an alternate site.
	Meetings

· Meet with principal

· Meet with teacher teams (2) (with one specifically focused on looking at alignment of student work)
· Meet with students: large group 

· Meet with students: work group

· Meet with parents

· Meet with UFT Chapter Leader (briefly)
	Observations

· Class visits (12-15 classrooms)

· Site Tour (optional)
· Review curriculum plans

· Observe end of school (optional)
· Observe any after school activities (optional)
	Other

· Principal Debrief 

        (end of Day 1)

· Feedback Presentation

        (end of the review)

· Additional evidence gathering
· Collection of additional data

	

	Quality Review – SAMPLE 2.5 Day D75 Schedule 

	Day 1 *at main site
	Day 2 *at alternate sites
	Day 3 *at main site

	Time
	Activity
	Time 
	Activity
	Time
	Activity

	8:00-10:00
	IEP Review
	8:00 – 8:30
	Meeting with Principal
	8:00 – 8:30
	Follow-up Meeting with Principal

	10:00-12:00
	Meeting with principal
	8:30 – 9:00
	Meeting with Parents
	8:30 – 9:15
	Small Student Group 

	12:00-1:30
	Classroom Visits (3)
	9.00 – 11:00
	Classroom Visits (4)
	9:15 – 10:30
	Classroom Visits (3)

	1:30 - 2:30
	Teacher Team Meeting
	11:00-12:00
	Teacher Team Meeting
	10:30-11:00
	Flexible Time

	2:30 - 2:45
	Meeting with UFT
	12:00 – 2:00
	Classroom Visits (4) 
	11:00-12:00
	Reviewer Reflection

	2:45 - 3:30
	Meeting with Principal
	2:00 – 3:00
	Large Student Group
	12:00 – 1:00
	Feedback Forum 

	
	
	3:00 – 3:30
	Principal Debrief
	
	


*Note: In preparation for the site visit, it is expected that the reviewer and principal will schedule opportunities for conversations to occur between classroom teachers and the reviewer prior to the actual classroom visits. The pre-visit teacher-reviewer exchange is to provide context for the classroom visits. It is expected that reviewers will visit classrooms with a lead administrator and debrief for a few minutes following each visit.

School Visit

Stage 2: School Site Visit
Overview/Meeting with the Principal

During the school visit, the reviewer will gather evidence that supports a score for each of the indicators.  These indicator scores determine an overall score.  All evidence must be recorded in the record book.  If there is a second reviewer, s/he completes the relevant pages of the record book.  The second reviewer gives the record book to the lead reviewer so that the lead reviewer has a complete record of evidence.  It is the lead reviewer’s responsibility to ensure that the record book is complete.

At the start of the visit, the reviewer holds an initial meeting with the principal and, where appropriate, assistant principal(s) and/or data manager, (at the discretion of the principal).  During this meeting the reviewer will discuss the self-evaluation with the principal, as well as begin to gather evidence on each of the Quality Statements and indicators.  The school, usually the principal, provides the reviewer with a detailed breakdown of the most recent school performance data.  The reviewer and the principal will then review, evaluate and reflect on this data and the school self-evaluation. 

By the end of this initial meeting, the reviewer should have developed preliminary hypotheses, identified any specific areas of focus to assist in making judgments about the criteria, and modify the selection of classroom visits, teacher team meetings, and potential students for the large and small groups as needed.  
Each review comprises of activities selected from the table below, including meetings, observations and other activities.  

	Meetings

· Meet with principal

· Meet with 2 teacher teams (with one specifically focused on looking at alignment of student work with State standards) 

· Meet with students: large group

· Meet with 2-4 students: work group 

· Meet with parents

· Meet with UFT Chapter Leader
	Observations

· Class visits (7-10 or 12-15 depending on school size)
· Site Tour (optional)
· Review curriculum (scope/sequences, maps, units, lessons, etc.) and assessments

· Observe end of school (optional)
· Observe other or after school activities (optional)
	Other

· Principal Debrief  (end of day 1)

· Feedback Presentation (end of the review)

· Additional evidence gathering

· Collection of additional data


Key reminders for school visit:

· At the beginning of day 1, make sure that the principal has a copy of the Quality Review rubric.
· Keep meetings brisk and on task – many colleagues, especially principals will want to talk at length on a wide range of aspects that aren’t covered in the framework.  Make the process a collaborative conversation.
· Try to talk with assistant principals and coaches, either formally in meetings or informally in class visits (if they accompany you) or at other times.  Coaches can be particularly useful for detailed evidence and examples of practice.
· Organize a good range of classes to visit for each day of the review and always be accompanied by the principal or an assistant principal.  

· Use the lunch time try to fit in a meetings with teachers or students.  These meetings allow you to cross-check statements in the SSEF and from the principal.  These meetings could change your perceptions and raise further questions that you may be pushed for time to resolve. 

· At the end of day 1, meet with the principal again to discuss the evidence you have seen that validates your tentative scoring judgments; explore any questions that have arisen and make any specific requests/adaptations for day 2. The reviewer, principal, and 2-3 key cabinet/leadership members can be present at this meeting. It can remain between reviewer and principal at the discretion of the principal.  It is helpful if this group is defined by the principal and communicated to the reviewer prior to the start of the review.  No matter the number of participants, the dialogue is meant to be primarily between the principal and the reviewer.  

End of Day 1: Debrief Protocol

Reviewer begins by providing a brief summary of the 4-step protocol used for this debrief. (~5min)
Step 1: Reviewer shares with school leadership what she/he heard and saw during the day: the specific low-inference data statements of both strengths and areas for improvement. Today I saw/heard… (~7-10min)
Step 2: School leadership asks clarifying questions and/or responds by confirming data statements and/or offering additional data/information. Note: The reviewer may need to ask the school leadership to remain “low on the ladder of inference”, which means keeping the discussion and comments based on evidence as much as possible before making interpretations of what was seen and heard during the day. (~7-10min)

Step 3: Reviewer responds with an evaluative synthesis, based on low-inference statements and the school leadership’s responses and comments.  The synthesis leads to a description of areas in which more evidence is needed. Note: While Quality Statements can be referred to here, no preliminary judgment will be offered overall as there may not be enough evidence from one day.  However, an implicit evaluation of the school’s development may be embedded in the request for more data needed in certain areas of the review (e.g., “I need to see more evidence of consistency of teacher team use of data to set goals.”)  (~7-10min)

Step 4: Reviewer and school leadership discuss the evaluative synthesis to prepare for day 2 of the site visit and revise the schedule as needed, e.g. School leadership to select classes that showcase specific reviewer requests. (~7-10min)
Preparing for Day 2
· During the evening of day 1:

· Collate all your evidence in the record book (e.g. from the pre-visit notes, SSEF and jottings during day 1) 

· Check your evidence base carefully for gaps against every indicator in each quality statement.  This is what you will focus on during day 2.

· Check the evidence gathered around the impact of the practices in place at the school.

· Formulate specific questions to ask on day 2.

· Draft at least 10 potential bullet points for feedback. The ratio of positive points to areas for improvement will depend on the overall evaluation.  Be prepared to adapt these on day 2.  Pay close attention to the five weighted indicators, recognizing that they should take priority if they are highest or lowest scored.  
· Check where more evidence is needed for each individual quality indicator and formulate key questions. 

· Review the evidence for each section and fill in evaluation boxes where possible. 

· Begin to pencil in scores for each indicator so you know what evidence is needed to move to the next level.  However, the principal should never see or get a copy of the “draft” scores.  This is a guide for the reviewer.

At an appropriate time during day 2, go through your provisional judgments (without giving the specific evaluation results) with the principal, exploring any differences in perception. This gives the principal the opportunity to bring up additional evidence and to understand the reasoning for your judgments in a much fuller way than will be possible in the exit meeting. It also shortens the exit meeting itself.
Completing the Record Book and Making it Work for You

Record books will be monitored regularly.  Completing the record book is essential as it:

· identifies review questions/trails at the preparation stage to provide focus and direction;

· enables reviewers to organize evidence in a systematic way to reach scoring judgments;

· indicates gaps at the end of day 1 which have to be covered in day 2;

· provides space to evaluate the evidence at the end of each Quality Statement, each discussion and meeting, and after the series of classroom observations;

· supports report writing; 

· provides the evidence to answer appeals.

The following criteria are necessary for record books to be in compliance: 

· Is the writing legible?

· Is there a pre-review analysis that includes key questions/review trails?

· Are all indicators and evaluation boxes completed in Quality Statements 1-5?

· Has the reviewer logged evidence for all components of the Quality Review?

· Are evaluation boxes completed for all components of the Quality Review, discussions and particularly for the series of lesson observations?

· If an activity did not take place is this noted?

· Is the preliminary score sheet complete?

Refer to Appendix A for a more detailed guidance on record book completion.
Evidence collection during the review

Thorough preparation helps reviewers complete the relevant sections of the record book.  Key questions/review trails should be identified at the preparation stage.  Keeping the record book up-to-date means that time can be used efficiently and effectively at the end of day 1 to:

· Check where more evidence is needed for each individual Quality Statement and indicators and formulate key questions. Is there substantial evidence for each of the strengths and areas for improvement?  Are sources of evidence noted where appropriate? Does the evidence support the overall evaluation?

· Review the evidence for each section and fill in evaluation boxes where possible. 

· Begin to pencil in scores for each indicator so you know what evidence is needed to move to the next level.  However, the principal should never see or get a copy of the “draft” scores.  This is a guide for the reviewer.

· Does the record book contain a few insightful quotes?

Using the record book at reflection time

At the end of the review, particularly when more than one reviewer is involved, it is necessary to complete the preliminary score sheet, referring to the evaluation boxes where necessary.

Once the score sheet is completed, check with the scoring rubric to make sure the evaluation for each Quality Statement and the overall evaluation are accurate.

Use the score sheet to identify the number of bullets making sure to comply with the balance of strengths and areas for improvement depending on the overall evaluation as listed below:

	Overall Score
	Score Range
	Number of Strength and AFI Bullets

	Well Developed
	92 – 100
	7 strength & 3 improvement

	Proficient
	72 – 91
	6 strength & 4 improvement

	Developing
	47 – 71
	5 strength & 5 improvement

	Underdeveloped
	25 – 46
	4 strength & 6 improvement


Bullet Selection
Once you’ve laid out all the individual indicator scores, you can use the Quality Review Calculator or APP to determine the final score (well developed, proficient, developing, underdeveloped). The overall score will decide the number of strength bullets and areas for improvement bullets (noted in the table on the previous page). 

Bullet Selection takes place in several phases during the review:

· Preliminary bullet selection takes place at the end of day 1, when the reviewer initially scores each indicator in order to create a (large) set of draft bullets that will undergo revision during day 2.  Note: reviewer will create more draft bullets than necessary because ratings often shift as more evidence is collected during day 2 of review

· Final Bullet Selection takes place at the end of day 2, before the reviewer conducts the exit conference with the principal (although these are subject to change as well, as even a score presented at the exit conference is preliminary until the Quality Assurance Process [QAR] is complete). 
·  All reports culminate with 10 of the 20 rubric indicators referenced in bullets.  The ratio of strengths to areas for improvement is determined by the overall score. 
· Well developed ( 7 strength & 3 improvement

· Proficient ( 
6 strength & 4 improvement

· Developing ( 5 strength & 5 improvement

· Under developed ( 4 strength & 6 improvement

· The bullet selection criteria is in the following order:

1. Select highest/lowest rated indicators first

2. Factor in weighted indicators (meaning if 1.1 as a weighted indicator is scored the same as 3.1, which is not, you must select 1.1 first)

3. Factor in distribution of Quality Statements (this is negotiable- it does not always work out that all 5 Quality Statements are represented)

After the review

· Note anything of relevance, on the Final Feedback page (under Response from principal or Evidence proposed by network team member and/or other participants) provided in the record book that was said or done during the Feedback Presentation session
· Check that all sections of the record book have been completed to the required standard
· Submit the record book as soon as the second draft is submitted to the reader, as it may be needed to respond to issues raised by the quality assurance reader or used if the report is appealed by the principal
Classroom Visits and Discussions 

The reviewer selects all the classrooms s/he will observe for the first day and can work more collaboratively with the principal to select classes for the second day if desired.  Typically the reviewer will visit 7-10 lessons collaboratively with the principal/assistant principal and for schools with more than 1500 students or District 75 schools, the reviewer sees 12-15 classes over 2.5 days.  Each classroom is visited for approximately 20-30 minutes. The visits will provide evidence for the Quality Statements and connect with previously stated and documented goals and initiatives. The evidence is to be collected using the Classroom Visitation Tool, should focus around three key areas:
· Instruction and engagement (evident in teaching and student learning)

· Student work

· Assessment for learning (evident in teaching and student learning)

The classroom visitation tool must be completed in its entirety for each classroom. 
Prior to visiting classrooms, reviewers may speak with the classroom teacher to be provided with the context for the visit and to empower the teacher to articulate what is expected.  The purpose of that conversation is to learn the context of the classrooms, the intentions for the lessons, and how well students’ needs are known.  How this is done can be worked out with the principal on the first day. If checking-in with all visited teachers is not possible, reviewer can document the context of and intentions for the lesson through other sources (principal, coach, written lesson plan, etc.).Two guiding prompts for the exchange between reviewer and teacher:
· What do you hope to accomplish at the end of this lesson?
· How will you know you have reached it?
The principal/teacher may want to highlight a particular structure or routines that s/he has been working on.  In some schools, principals may be working on uniformed routines across all classrooms, while others are more focused on pedagogical practices that they want to see in all classrooms.  
Following each visit the reviewer should engage in a brief conversation with the principal about the observation.  There is no expectation that teachers will receive direct feedback.  Reviewers should look for the principal’s vision of what should be happening in the classrooms, and observations should also relate to the following areas:
· Instruction and Engagement – How does the curriculum and instruction engage all the students in meaningful work?

· Student Work – What are the tasks you see students doing?  How does the student work illustrate/document their understanding and achievement?

· Assessment for Learning –How do teachers and students use formative (classroom-based) and periodic assessments to inform their next instructional steps?
Reviewers use the following lens to examine academic rigor:

· Level of rigor of academic tasks (Webb’s DOK and Hess’s Cognitive Rigor Matrix inform this thinking)
· Level of rigor of classroom pedagogy
· Level of rigor evidenced in student habits and student work
Reviewers understand differentiation as:

“…modified instruction that helps students with diverse needs and learning styles master the same challenging academic content…through the use of varied material, varying instructional activities and varied assessments.” 

– from The Center for Comprehensive School Reform and Improvement
Additionally, reviewers will observe that teachers are demonstrating the skill of differentiation when they:

“differentiate the method of instruction by utilizing: flexible, skill-based groupings,  cooperative groups, etc., group investigations,  learning stations/centers, learning contracts and independent studies,  modelling/demonstrating,  think alouds and meta-cognition…  visuals,  varied questions and strategies to promote thinking such as: compare/contrast,  categorize by characteristics,  hypothesize & experiment,  predict,  evaluate using criteria, etc.”

“differentiate the content by: providing supplemental or levelled materials at varying degrees of difficulty, offering multi-option assignments, allowing student to select…, creating simplified and/or extension activities, etc.”

“differentiate products by varying, modifying, and/or offering student choice…”

Three quotes from Analyzing Student Work: Day Two New Teacher Center at UCSC (adapted from C. A. Tomlinson).
Lastly, the collection of evidence during classroom visits should be in the form of “data statements” or “low-inference observations”.  In the book Instructional Rounds, Richard Elmore and his colleagues assert that description must come before analysis, analysis before prediction, and prediction before evaluation.  In order for there to be agreement on the evaluation of a school (whether across reviewers or between reviewer, principal and network leader) there must be an intentional effort to remain low on the ladder of inference when citing the supporting reasons for any judgment.

Meetings with the Students: 

Large Group

*The reviewer selects half of the group of 8-10 students who are representative of the student population.

The group should include eight to ten students representing a cross section of students who are representative of the school student population inclusive of all achievement levels, grade levels, genders, ethnicities and special statuses such as gifted and talented, special education and English language learners.  The group may include, if appropriate, a representative from student government, the honor and archon societies, and members of school athletic teams, clubs and/or arts organizations.  
Reviewers will have a discussion with students in order to assess student understanding and attitude towards schoolwork, and their general feelings about the culture of the school.  A key goal will be to assess if students can speak reflectively about what they are learning and areas they still need to work on. 

Areas to refer to when developing questions:

· Data from the School Survey

· Assessment results

· Evidence gathered from other members of the school community (administration, parents, teachers)
· Quality statements in the Quality Review rubric

Small Work Group

The reviewer will select 2-4 students and have a short discussion with them about their portfolios, notebooks or other student work.  Students will be asked to talk about specific pieces of work, teacher feedback, how rubrics are used, how goals are used, and how they know what their next learning steps are in their classes.  The group of approximately 4 students will be selected based on the data provided for the review, ARIS information, and classroom visits. The finalized selection can occur during day 1 of the site visit and should represent a strategic range of learners.  Students who are frequently absent, or those who have significant developmental delays such that communication is difficult, can certainly be invited but should be considered additional students for the group.
During the selection process, the reviewer will inform the principal that participating students will be asked to respond to, minimally, these three prompts:
· How would you describe what success looks like in this school? 

· How do you know you are learning?

· How do you know if you are doing a good job?

· When have you been able to choose what you want to learn?  Please share an example.
· How are you challenged by the work done in your classes? 

Meeting with the Teacher Team Groups: (two sessions)

The focus of the two teacher team meetings is: the work of teachers engaged in collaborative inquiry.  At least one of those teams should specifically focused on looking at alignment of student work.  The teams are selected by the reviewer in discussion with the principal; the teams should represent specific expertise and/or strategic areas of work for the school: e.g., discipline/subject areas developing curricula, grade levels relevant to goals, intervention team.  

Contingent upon the school’s in-house calendar the reviewer will opt for one of the following choices in order to minimally disrupt student learning:

A. In the case that teacher teams are typically meeting during the site visit, the reviewer will observe each teacher team engage in a collaborative inquiry process and ask questions as needed.  Time can be allotted at the end of this meeting for questions and responses as well. (See sample questions below.)
B. In the case that teacher team meetings are not slated to occur, as per the school’s internal calendar, the reviewer and principal can schedule a large group teacher meeting, or two smaller teacher group meetings, or one of each (there are 2 hours total suggested to meet with teachers).  The purpose will remain capturing evidence regarding the effectiveness of teacher team engaged in collaborative inquiry at the site (again, see questions below). 

The following talking points are appropriate for the teacher team meetings:

· The team’s work in promoting rigor and cognitively engaging students in learning

· The team’s work in supporting the expectations around the integration of CCLS tasks
· The impact of their CCLS work, inquiry cycles, and other data analysis on their professional growth and on student learning
· The team’s work in connection with the school’s and students’ goals, beliefs about how students learn and how progress is measured towards these goals
· The strategies utilized that lead to higher levels of engagement and thinking

· The pedagogical adjustments made, based on the team’s work, that impact on learning 
· The use of common data tools (including rubrics, summative, periodic, and formative assessments) to identify strengths and needs of the school, classes, sub-groups and students and to modify and differentiate instruction and curriculum

· The relation your work has with the school survey results (feedback, discipline, PD, etc.)
· The feedback provided to them to advance their inquiry work and/or pedagogy

· The gaps between their current practice and the future CCLS work
Meeting with Parents

Ideally, this group would include six to eight parents representing parents of students at various grade levels in the school.  A cross section of ethnicities representing parents of general education students, special education students, English language learners and high performing students would be desirable.  Parents new to the school as well as those with a long relationship with the school would add additional balance.  A representative from both the PTA and the SLT must be included.

The Parent Coordinator (PC) should not expect to participate in the Parent Meeting.  If the PC is needed for translation or the parents request the presence of the PC, the PC can join the meeting as support; the focus of the dialogue will remain between reviewer and parents.
Union Representation Meeting

The reviewer will hold a brief meeting (about 15 minutes) with the UFT Representative (if they were not present in one of the Teacher Team meetings) to share, as evidence for the record, the quality of the systems and coherence of the school.  The reviewer does not have a special set of questions for the union representative.

Feedback Presentation/Protocol

At the end of the school visit, the reviewer makes time for reflection and for finalizing the scores on individual indicators, five Quality Statements and overall evaluation.  These scores are based on the review of documentation and analysis of the first-hand evidence gathered during the site-visit.  The reviewer summarizes the strengths of the school and the areas for improvement in the record book.  The ratio of strengths and areas for improvement depends on the overall evaluation.  The areas for improvement should be those which most clearly lead the school towards improving student achievement, and provide the school with a practical basis on which to plan for increasing rates of progress and raising achievement.  As a reviewer, your ongoing conversation with the principal will ensure that the overall score is not a surprise.  Once provisional scores have been determined, the reviewer gives verbal feedback on the findings of the review.

The reviewer, principal, network leader (or other network team representative), and 2-3 other key cabinet/leadership members can be present at this meeting. The meeting can remain between just the reviewer, principal, and network leader at the discretion of the principal.  Note: If the reviewer and/or principal suspect the Final Feedback Meeting will be a difficult conversation, it is suggested that the reviewer, principal, and network leader gather briefly before the Final Feedback Meeting to discuss keeping the meeting between just the three of them.

The reviewer, as facilitator of this meeting, begins the session by thanking the community and leadership and gaining agreement on the norms for this exchange: (~5min)
· Respectful dialogue

· Focus on evidence and avoid assumptions

· Build collaborative understanding

· Avoid aggressive or defensive language

Then the reviewer describes the feedback protocol. Please note that there will be no written script to read aloud. (~5min)

Step 1. Reviewer reads the bullets listed on the Summary Feedback Sheet and provides the QR overall score (not scores for individual Quality Statements or indicators). (~10min)

Step 2. Principal responds to the bullets and overall score. 

Step 3.  The Reviewer invites the Network Leader (or representative) and other participants to respond if they desire.  The reviewer states that the current evaluation will not change during the course of this feedback forum, though all feedback will be documented in the record book for quality assurance purposes.  (~10min)

Step 4. Reviewer ends this portion of the meeting, potentially with commentary regarding school and network feedback, and then departs. (~5min) 

Step 5. Principal, Network Leader and other school community members can discuss messaging and next steps for the extended school community.  The Principal may ask the Reviewer to stay and be a part of this discussion. 

To encourage the school to listen carefully to what you have to say, do not provide the school with anything on paper until after the oral feedback.  Use your professional judgment as to whether you verbally give them the overall judgment at the beginning or at the end of reading through the bullets. Should there be significant difficulty during the feedback please contact the office, so that your concern can be logged and followed up. In addition, use the section in the record book to write the main points about the feedback. For example - A good, positive feedback, all points agreed with the principal.

Before leaving the school, the reviewer provides the school with a draft copy of the Quality Review Summary Feedback Form which contains the preliminary rating and 10 bullets.  Make sure you as the reviewer maintain a copy.  At no time during the review or feedback does the principal see or receive a copy of the two page rating sheet.  The only thing that you should leave with the school is the official summary feedback sheet, either handwritten or word processed.

Expectations of Reviewers

· All reviewers must phone in to talk through final scores for their first review of the academic year

· New reviewers must phone in for at least their first three reviews to discuss their judgments

· All reviewers must phone in to discuss their final judgment if the school is judged underdeveloped or well-developed.
· All reviewers are encouraged to ring in if they would like advice about how to handle a difficult situation. 

School Report - Framework for Writing High Quality Reports

Stage 3: The Quality Review Report

Compliance

First draft requirements:

· Make the first draft as accurate as possible.  Look carefully at the rubric to ensure that your bullets and sub-bullets align with the indicators and sub-indicators.
· Use the spell check.

· Use the following format for the document title: X333firstdraft
· Submit the first draft within ten calendar days of the last day of your review.  In other words, if your review was Wed-Thurs, submit your draft by the following Thursday.
Second draft requirements:

· Review the edited first draft and incorporate additions, deletions, and make any necessary revisions to bring the report into compliance

· Use the following format for the document title: X333seconddraft

· Submit the second draft within seven days of your receipt of the feedback.
Concision
Strategies that support the evaluative writing style and provide a coherent message about the school:

· Go for big picture material in the overall evaluation with good reference to each strength and area for improvement

· Link cause and effect 
· Align the broad impact of the overarching bullet with more specific, detailed impacts in the sub-bullets

· Focus on the impact of the school’s actions, not the actions themselves
· Avoid contradictions across indicators

· Introduce illustrations and or quotations selectively to support your arguments

· Write in the active voice (“the school does not use the data rigorously enough” rather than the passive “data is not used rigorously enough by the school”) 

· Read and reread your report to ensure it reads well and conveys clearly your judgment.  

Layout and formatting
The use of the APP will alleviate layout and formatting issues, however if the reviewer chooses to not use the APP the following requirements should be adhered to:
· The report correctly formatted, and contains all three required sections 

· The front page and footer are completed in full
· The name of the school, BS and the date(s) of the review are consistent throughout
· The text conforms to the house style guide
· The glossary was used for abbreviations, acronyms, terminology, capitals and hyphens.

· Nothing was cut and pasted from other reports.  
The report template can be accessed on the Quality Review website. (http://schools.nyc.gov/Accountability/tools/review/default.htm)
Bullet Selection Criteria and Writing the Report
Bullet Selection takes place in several phases during the review:

· Preliminary bullet selection takes place at the end of day 1, when the reviewer initially scores each indicator in order to create a (large) set of draft bullets that will undergo revision during day 2.  Note: reviewer will create more draft bullets than necessary because ratings often shift as more evidence is collected during day 2 of review

· Final Bullet Selection takes place at the end of day 2, before the reviewer conducts the exit conference with the principal (although these are subject to change as well, as even a score presented at the exit conference is preliminary until the Quality Assurance Process [QAR] is complete

·  All reports culminate with 10 of the 20 rubric indicators referenced in bullets.  The ratio of strengths to areas for improvement is determined by the overall score. 
· Well developed ( 7 strength & 3 improvement

· Proficient ( 
6 strength & 4 improvement

· Developing ( 5 strength & 5 improvement

· Under developed ( 4 strength & 6 improvement

· The bullet selection criteria is as follows:

· Select highest/lowest rated indicators first

· Factor in weighted indicators (meaning if 1.1 as a weighted indicator is scored the same as 3.1, which is not, you must select 1.1 first)

· Factor in distribution of Quality Statements (this is negotiable- it does not always work out that all 5 Quality Statements are represented)

When crafting bullets, there are a number of considerations to keep in mind.

· Are there no more than 10 strengths and/or areas for improvement in total (WD 7:3; P 6:4; D 5:5, U 4:6)?  Are they written to clearly substantiate cause and effect?

· Do the strengths and areas for improvement relate directly to the quality criteria score sheet?  Are the strengths and areas for improvement bullets backed up by suitable ratings?  Does this correlate to a suitable overall score? Are well-developed judgments fully substantiated with evidence of impact?  

· Are the strengths and areas for improvement succinct and clearly expressed?  Do they avoid contradictory judgments and ambiguity? 

· Have you prioritized and included the most important strengths and areas of development that will help the school based on the selection criteria?
· Have you written about 2 sub-indicators for each indicator being referenced?

· For each “What the School Does Well” you have included at least one or two strong, specific pieces of evidence to support your findings.
· For each “What the school needs to Improve” you have included at least one or two references to the lack of evidence to support your findings.
· The language is evaluative.
· The cause and effect between what the school is doing well or not doing and the impact of this action is clearly linked
The underpinning of all suitable bullets is the element of impact. Using the writing technique of cause and effect, reviewers are expected to craft bullets that go far beyond merely describing a practice – by evaluating the outcome of the practice on continued school improvement.  See Appendix D: Crafting Suitable Bullets for further support.
What the School Does Well
All the bullets here need to align with the highest-scored indicators.  Priority should be given to highest-scored double-weighted indicators.  For example, if you were choosing between 1.2 and 1.4 and both had the same score, you would write to 1.2, since it’s a double-weighted indicator.
What the School Needs to Improve
All the bullets here need to align with the lowest-scored indicators.  Priority should be given to lowest-scored double-weighted indicators.  For example, if you were choosing between 1.2 and 1.4 and both had the same score, you would write to 1.2, since it’s a double-weighted indicator.

Crosscheck
Crosscheck that the bullet points from “What the school does well” relate to indicators that are at or above the relevant quality statement score.  Crosscheck also that the bullet points in “What the school needs to improve” relate to indicators that are at or below the relevant quality statement score.  Ensure that you have the correct number of strengths and/or areas of improvement matched to overall score.  (Rating Strength: Area for improvement, WD 7:3; P 6:4; D 5:5, U 4:6)
Quality Assurance Reading 
All reports go through a rigorous Quality Assurance Process as outlined below.  The process looks specifically to see that the report aligns with the rubric content and rating, along with ample evidence for findings.  In addition, the reader looks for any contradictions within the report.  










All reports will be uploaded to Salesforce (http://login.salesforce.com) by reviewers.  See Appendix E for a step-by-step guide.

Stage 4: Verification and Appeal Process

Prior to the final report being published, the principal has the opportunity to correct any statistical inaccuracies through a report verification process and to contend the rating of specific indicators if they feel they can provide rubric aligned evidence and proof of impact.   In both cases the School Quality Office will work towards resolving these concerns.  If additional information is needed during the verification and/or appeals process, a member of the Quality Review team will reach out to the reviewer.  Since the record book is a vital document in supporting the QR report and plays an important role in the appeal process, it must be submitted to Walter Glass at Tweed, 3M once the second draft is complete.  For those using tablets, the record book can be submitted via email.  Reviewers should keep a copy of the record book for their own record keeping purposes.
Appendix A:  Guidance for Completing Record Books
The Record Book, the Progress Report, School Survey, School Profile and Self-Evaluation Form provide the evidence base for the review.  Therefore, it should contain notes, emerging findings and trails that find reasons and explanations for the final judgments.  At the end of the review, quality assurance procedures should be able to track judgments from preparation through the Record Book to the report.  If it is not in the Record Book, it should not be in the report. 

It is important for handwriting to be legible.  There will not be time to word-process the document afterwards and so it is doubly important that whoever is carrying out the Quality Assurance of the evidence base can read the entries.

After reviewing all of the documents, please identify key questions.  This will act as a reminder, help to track explanations, and sign off and/or identify emerging issues.  Try to add some at the top of classroom observations as well to help focus observations and analysis.  At the end of day 1, reflect on the questions and decide if they have been dealt with effectively or whether further exploration is needed on day 2.  Record the former as a strength or AFI if necessary.  Carry the latter forward for additional focus to day 2, and record that you have shared it with principal during the informal feedback.

Please record low-inference data statements as often as possible to inform evaluations.  A list of examples is useful but it is the impact of these that is more important.  Please add evaluative comments and emerging hypotheses and judgments in the relevant integrated summary and overall evaluation boxes.  It is sometimes useful to add a “This is what it’s looking like” sentence at the top or bottom of the relevant page in the Record Book.  Be prepared to share these comments with the principal and record that you have done so. 

Whenever anything in the SSEF checks out make a note in the relevant section in the Record Book and reference it.  For example, "The school’s evaluation on page 5 that teaching is better in Grade 2 is supported through classroom observations and school site tour".  The Additional Evidence section can be used for this if necessary.

Please make sure all of the boxes have a detailed entry.  If they do not, you will be asked to add some.  It is useful to check boxes at the end of day 1 to identify any gaps for day 2.  There should be more information for schools that are not likely to be proficient to explain why they are better or worse.

When boxes are not provided, such as for the teacher, student, and parent meetings and for classroom observations, it is useful to add the indicator number to which the entry applies.  This again enables you to identify gaps to inform trails and activities on day 2, and/or strengths and areas for improvement.

Include some noteworthy quotes to enliven the report and tell the story of this particular school.

Please remember to use the rubric before, during and at the end of the review to inform and calibrate judgments.  If necessary, refer to the document in your evaluative comments.

It is extremely important to log all questions asked, and positive and negative comments made during the interim and final feedback.  Please note on Day 1 Feedback and on Final Feedback or on a separate page, if necessary.

Appendix B: Classroom Visitation Tool

	Classroom Visitation Tool

	Grade (Circle)
	P-K    K    1    2    3    4    5    6    7    8    9    10    11    12

	Subject, time/period, # students
	

	Type of class
	(  ) Gen Ed.   (  ) Spec. Ed.  (  ) CTT  (  ) ELL/ESL  (  ) Other:

	Teaching Experience
	This is the teacher’s __________ year of teaching.

	Lesson portion viewed   (Circle)
	Beginning                    Middle                    End     

	Anecdotal Evidence : Low-Inference Observations

	What is the teacher doing?


	What are the students doing?

	Consider Priority Competencies from Danielson’s Framework for Teaching

	Designing Coherent Instruction:

Learning Activities

Materials

Resources

Groups

Lesson/Unit Structure
	Establishing a Culture for Learning:

Importance of  content

Expectations for learning/ achievement 

Student pride in work
	Managing Student Behavior:

Expectations

Monitoring behavior

Response to behavior


	Using Questioning/ Discussion Techniques:

Quality of Questions

Discussion techniques

Student participation
	Engaging Students in Learning:

Activities Assignments

Groupings

Materials

Resources

Structure

Pacing
	Using Assessment 

in Instruction:

Assessment Criteria

Monitoring learning

Feedback to students

Student assessment of progress 


Summary Notes and Questions:


Notes from debrief with administrator:

Highlights and Promising Practices observed (Including the arts and technology)

Relevant Rubric Sub-criteria: __________________

Appendix C: Low Inference Observations

The Ladder of Inference (Senge, 1994)


Appendix D: Crafting Suitable Bullets
The underpinning of all effective bullets is the element of impact. Using the writing technique of cause and effect, reviewers are expected to craft bullets that go far beyond merely describing a practice – by evaluating the outcome of the practice on continued school improvement.
	Poor Bullets
	High Quality Bullets

	Descriptive

Not specific

Not clear; requires explanation

Contradictions

Misaligned with rubric

Anomaly between text and scores

Long sentences

Grammar errors

Use passive voice
	Aligned with rubric

Cause and effect

Succinct

Crisp sentences

Specificity

Evaluative

Support scores

Use active voice

Shows impact


When drafting a bullet around what a school does well, reviewers must:

· limit the overarching bullet to three lines

· ensure that the 1-2 supporting bullets provide solid evidence reference and address two of the three sub-indicators

In writing a bullet that summarizes an area that the school needs to improve, reviewers are expected to:

· limit the overarching bullet to three lines 

· be non-prescriptive

· state the next steps in an objective way, opening with an active verb

· link 1-2 supporting bullets that depict the deficient trends identified during the site visit and address two of the three sub-indicators.

Examples (extracted from Sample Abbreviated Report)
What the school does well

· The school carefully aligns an array of resources to effectively support and meet school goals in ways that result in improved academic outcomes. (1.3)
· After identifying a serious gap in students’ reading skills, the school realigned their schedule to allow teachers to work intensively with small groups of students in a structured reading program.  As a result, the school saw a 20% increase in pass rates in English and in US History January Regents scores.  In addition, they saw gains in the pass rates of students who participated in the small groups.

· In the last year, teacher assignments have been carefully changed so that a group of four teachers work together to support a group of 120 students.  The teachers feel a collective accountability for the outcomes of their students and have begun working together to support each other’s learning around the instructional needs of those students.  For example, when the 10th grade teacher team noticed a gap in student writing skills, the English teacher taught the others some writing strategies that they now all employ.  As a result of this new school structure, the school has seen an increase in pass rates first semester.

What the school needs to improve
· Develop systems to evaluate the successes and gaps in teacher development so that the school is better aware of where teachers need more support.  (5.4)
· Currently the school does not evaluate teacher teams to measure where they are effective.  As a result, the school cannot determine whether the time that teachers meet has been meaningful in furthering student learning.  
· At this time, the school gives regular surveys to measure teachers’ opinion of professional development.  However, they have not put in systems to measure the effectiveness of that professional development in terms of classroom implementation.  Thus, they cannot plan clear next steps for teacher growth in the school.  
Appendix E: House Style Guide
Abbreviations and acronyms

When using an abbreviation, spell out the words in full the first time followed by the abbreviation in parentheses.  Avoid overloading sentences with abbreviations.  Terms that are used infrequently in the document, or are not be familiar to the audience, should not be abbreviated.

It is acceptable to refer to ARIS and Acuity.

Always write English language arts, never ELA and English language learners, not ELL. 

Write math not mathematics. 

Do not use the abbreviations “eg”, “ie” or “etc”.

When expressing percentages use %, except at the beginning of a sentence, for example “Six percent of students are English language learners, while special education students account for 10%.

Active voice

Use the active voice, rather than the passive.  It is clearer and carries more authority.  For example, “The principal gives a clear lead to faculty,” has a lot more impact than “The faculty is given a clear lead by the principal”.  That is because it puts the emphasis where it belongs: with the principal, as the subject of the sentence.  

Adjectival nouns
In most cases, it is preferable to write “student achievement”, “student attendance” or “student behavior”, rather than “students’ achievement”, “students’ attendance” and “students’ behavior”.  

Adjectives

Make sure that the adjectives are matched to the correct noun.  For example,



 “an organic box of vegetables” should really be “a box of organic vegetables”.

Apostrophes

  Use to indicate possession (the student’s book, the school’s plans, the parents’ meeting”.)

Possessive pronouns (its, his, hers, ours, yours, theirs) do not take apostrophes.  

Note the difference between “its” and “it’s”.  The former is the possessive pronoun and does not take an apostrophe.  The latter is a contraction of the words “it is” or “it has” and has no apostrophe.  For example:


“The school has completed its self-evaluation form”.  (possessive pronoun)


“It’s been one year since the school’s last review”.  (contraction of “it has”)

Avoid contractions in written communication.

If a plural noun ends in “s”, indicate possession by placing the apostrophe after the “s”, for example: “the students’ work”.  If you are not sure where to place the apostrophe, ask yourself, “Who is doing the owning or using?” and put the apostrophe immediately after the owner, for example:


“The students’ books” (The students own the books)


“The ladies’ restroom (The ladies use the restroom)


“The men’s tournament (The tournament is played by men)


For names that end in “s”, the rule still applies, for example James’s birthday

Apostrophes are used in descriptions of duration, depending on whether the time is singular or plural (for example, one day’s time, in three years’ time, four months’ experience).

Avoiding the use of “appropriate”

The word is overused and can often be deleted without changing the meaning.  It also avoids being explicit.  For example, 


“Teachers do not use an appropriate marking system” fails to tell the reader what is 
wrong with the marking, and therefore fails to show what needs to be done to improve it.

Capitals

Minimize the use of capital letters as they slow down the reader.  In general, capital initials should be used only for proper nouns: the names of individual people, places or organizations.  

Do not use capital letters in blocks of text, either in headings or paragraphs.  They are harder to read which is why they are rarely used for road signs.

Generic titles, such as principal, cabinet, coach, dean, guidance counselor, network leader or senior achievement facilitator, take lower case.

Use capitals for State and City when referring to New York State or New York City.

Use capitals for Comprehensive Educational Plan and never abbreviate.

Use capital initial for languages, but not for other subjects.  For example, English language arts, Mandarin, Spanish, math, science, and social studies.  Use the lower case for grade 6, pre-kindergarten, kindergarten, Level 3, special education students but upper case “e” in English language learners.

Use capitals for Levels 1 to 4.

Use capitals for the names of programs and assessments, for example Wilson and Acuity.

Use capital initials for all ethnic groups.  For example, Black, Hispanic, White, Asian.

Use the lower case initial for “church” except when it is part of a title, such as the “Roman Catholic Church”.  Use upper case initials for different faiths: “Buddhism”, Christianity”, “Judaism” “Islam”, and so on.

Use capitals to describe recognized geographical places.  Use “North” and “South” if they are part of the title of an area or political division, for example, “North America”, “South Bronx”, North Carolina, the “West”, but not when they are descriptions in general terms, for example “the west coast of the US”.

Colons

Use a colon to separate a clause that introduces a list, quotation or summary. Use a colon if the second half of the sentence explains the first half, as if it were standing for the words “in the following way”, for example:


“This house style guide aims to help all reviewers and readers: it sets out guidance and 
provides advice on tricky areas of writing.”

Commas

Use commas at the end of an embedded clause if the clause could be removed leaving the sentence complete.  For example: “The monthly newsletter, issued in July, sets out a timetable for all staff.”  These commas are called parenthetical commas as they could be replaced by (…).

Use before and after connectives (however, therefore, consequently) when they are embedded in a sentence, and after connectives where the connective starts a sentence, for example, “The school has not, however, disaggregated the data to look at the performance of girls and boys”.

Use a comma before “and” in a list if the meaning would be unclear without it.  For example: “Student achievement has improved in science, and reading and writing”.

Days and dates

The correct order is month, day, year, for example: September 24, 2011.  

When expressing a period of years use words rather than symbols, for example from 2007 to 2009.
Ellipsis

An ellipsis consists of three dots (…) and is used to mark an omission of one or more words from a sentence (most likely with a quote).  

Formatting 

All reports should be written using the latest 2011-2012 template which has been set up so the font and size of text is all ready programmed and is accessible through the APP.

All standard text should be Arial 11.

The footer should be Arial 8.  To change the footer just double-click and edit. The footer needs to be written as BS number full school name: start date of review. E.g. X123 New Horizons High School: September 14, 2009.

The page number should be Arial 10.

There should be two spaces after each period.

The crosses at the back of the report should be Arial 10, bold, uppercase.

The following heading levels should be used:

Heading 1 (16pt bold Arial): use for section headings    Part 1
Heading 2 (14pt bold Arial): use for content page headings) Part 1 Overview
Heading 3      (12pt bold Arial): use for all other headings   Introduction
Foreign words

Avoid using obviously foreign words and phrases if there is a good English equivalent.  Italicize words that have not been incorporated fully into the English language.

Hyphens and dashes

If in doubt when to use one, use www.dictionary.com to check.  Words such as subcriteria, intervisitation and paraprofessional were all checked out there, even though the computer takes exception to one of them.
Where an adjectival phrase (high quality, high achieving, well developed, well planned, well established) is used before a noun it takes a hyphen.  When it is free standing, there is no need for a hyphen.  For example:


 “This is a well-developed school”; “This area of the school’s work is well developed”

Use hyphens to avoid ambiguity.  For example:


four year-old children


four-year-old children


Never hyphenate adverbs that end in “-ly”.  For example,


 “newly qualified teacher”.

Floating hyphens take the following form: For example,


 “three- and four-part lesson”.

Inclusive language

Use inclusive language to avoid inadvertent bias.  In English the convention has been to use “he”, “him” and “his” for both sexes.  If possible, redraft the sentence to use “they”, “them” or “their”.  “A student learns better from the books he likes” becomes “Students learn better from the books they like”.  

No race, class, sex or age group should be stereotyped or arbitrarily given a leading or subordinate role.

Italics

Use italics for the titles of books, except for holy books such as the Bible, the Qur’an and the Torah.

Use italics for plays, films, long poems, operas, paintings, periodicals and sculptures.

Jargon and clichés
Remember that the everyday terms of the educational community can be impossible jargon to others.  Try also to avoid clichés.  These overused phrases take the freshness out of the writing.  There are many phrases that can be too common in reports.  For example, “limited in scope” (why not just say “limited” with a precise indication of the problem?), “over time” (is any event not over time?) or “satisfactory overall” (what is added by “overall”?).

Money

For round figures, omit decimal places.  Use numerals for monetary values, but use numerals and words to express large round numbers, for example $5 million.

Numbers

Write numbers from one to nine in words; use numbers for 10 and above.  If the sentence begins with a number, always write it as a word.  Exceptions are listed below.  

Numbers are used for mathematical and statistical data, and for grades and levels, and expressed to one decimal point when providing statistics in the introduction.  

Use numbers with abbreviations, for example “5kg”, “6%”; except at the beginning of a sentence when both the number and the measuring unit are written as words.  Remember that abbreviated units of measurement have no periods and do not take “s” in the plural.  There is no space between the number and the measuring unit.

Express decimals in numbers and fractions as words, for example: 0.75; three quarters.  Only hyphenate fractions used adjectivally, for example: “two thirds”; “a two-thirds majority”.

Avoid mixing numbers, fractions, decimals and percentages in the same sentence.

Use first, second and third (not firstly, secondly, thirdly).

Use a comma to separate thousands in numbers: 1,000; 10,000; 100,000.

Percentages

Generally round up or down when expressing a percentage, except for the context where they should be expressed to one decimal point for attendance.  Use % except when following a number written as a word at the beginning of a sentence; “Twenty percent”.

Periods 

Use two spaces after a period.

Periods are not necessary in abbreviations and acronyms (AIS, CTT), but do use them with contractions (Mr. Ms., Dr.) or after initials in names.

Position of “neither” and “both”

Do not write, “which neither helped the students nor the staff”, but “which helped neither the students nor the staff”.  In the same way write, “which helped both the students and the staff”, although “both” is usually superfluous.
Present tense

The report should be mainly in the present tense.  It is about what is happening now.  When you are illustrating a point, for example from a lesson that was seen, use the past tense, as you would do when writing about something that happened in the past.
Proportions

When using words to express proportions, use the following as a rule of thumb:



majority 51​​–64%; large majority 65​​–79%: very large majority 80–96%;



vast/overwhelming majority or almost all 97–100%



minority 35​​​–49%; small minority 20​​–34%; very small minority/few 4​​–19%;



almost no/very few 0​​–3%.
Quotations

Use double quotation marks, except for quotations within quotations when single quotation marks should be used.  Use double quotation marks (“xxx”) to mark the beginning and end of reported speech.  Use single quotation marks (‘xxx’) when a quotation appears within a quotation.  For example: The assistant principal said, “The ‘loyalty factor’ might have influenced responses to the questionnaire.”

If the quoted material is a single word or phrase, put the punctuation outside the closing quotation mark.  For example: Our main aim is described as “better education through effective quality reviews”.
If the quoted material is a complete sentence or question, punctuation should fall inside the closing quotation mark. For example: The students said, “This was the best school they had attended.”
It is often simpler to use reported speech.  For example: The students all agree that this is the best school that they have attended.

Semicolons

Semicolons separate strings of clauses or phrases, especially when the clauses and phrases are long or when they contain commas.  They are also used for breaking up lists after a colon in a paragraph (but not in a bulleted list).  As the aim is to keep sentences short, these should be used rarely in reports.

Sentence structure

Keep sentence structures as simple as you can.  Try to keep to single clauses or at most to a main clause and a single subordinate one.  It makes writing much easier to read.  Also, avoid using semi-colons and colons, as these will usually make sentences longer.  Do not use them in the bullets in Part 2.
Singular or plural verb

This is one of the most common grammatical errors found in reports.  

Consistently treat group (corporate) nouns (for example, “government”, “team”, “district”) as singular, for example “The principal has built a strong team of administrators that is injecting a sense of urgency into school improvement.” 

 “Staff” is the exception, as in “The senior staffs were pleased to receive positive feedback from the reviewer.”  If a plural sense is required, redraft the sentence.  For example, “Members of the administrative team have been responsible for …”.

Use the singular verb (“is”, not “are”) for the following: “none of them is...”, “neither of them is...”.  Use the plural verb (“are”, not “is”) for the following “leadership and management are…”; a number are…”; “criteria are…”.

Do not use the singular verb in sentences such as “A majority of students are happy at school”. In these sentence “majority”is an adjective modifying or describing” students; the students are the subject of the verb, therefore the verb should be plural.  Even if the word “students” is omitted, the sense of the sentence still suggests that they are the subject.  If in doubt, try substituting other adjectives: “The younger students are happy…” “Almost all students complete their homework.”

Spelling

Check that the language is set to English US as default.  Tools>>Language>>Set language>> English US>>Default>>OK.  The most common spellings are listed in the glossary. 

“That and “which”

 “That” is used for a defining clause, whereas “which” can be used for a defining and a non-defining clause.  Defining clauses have no punctuation, but non-defining clauses must be between commas or introduced by a comma.  For example: The classes which were repetitive and unchallenging were poorly attended.

Although most computer programs don’t understand the subtleties, there is a reason for the difference.  The punctuation changes the meaning of the sentence.  In the first sentence “repetitive and unchallenging” defines which particular classes were poorly attended; it also suggests which other classes were not poorly attended.  In the second sentence, the “which clause” between the commas is considered non-defining as it simply adds extra information about the classes, all of which were poorly attended.  

Verbs 

 Take care in the use of some verbs.

Use “gain access to…”, rather than “access”.


Use “have an impact on…”, rather than “impact”.


Use “deal with an issue”, rather than “address” one.



Use “remedy a weakness”, rather than “improve” one
Checking for Compliance

You may wish to check your report (or section) to see if it complies before you make any changes.  If the stats are within the bounds, you may not need to make any adjustment.

To do this, as you go through you can tell the grammar checker to ignore all changes.  When the section is completed, click ‘no’ and the stats will come on screen.

However, if you do need to make any changes, when you re-check the section or report, it will not re-check as you have told it to ignore the suggestions!

To overcome this, go to tools, options, spelling and grammar and click on ‘recheck document’.  Now, you can start again should you need to.


Using Auto Correct

Auto correct can be used as a tool to speed up writing by utilizing the built in spelling corrections.  For example, it is possible to type your own shorthand (ela) and the computer will write ‘English language arts’ for you.  
· To open auto correct:  tools, auto correct options

· In replace type your code word (eg. ela)

· In with type in the replacement word (English language arts)

· Press return or click OK. Press space bar for the word to arrive with a space

Over time, your new wordbank will grow and it will speed up your writing enormously.

	Possible entries

	

	usd
	understood

	usg
	understanding

	St
	student

	Sts
	students

	ma
	math

	mas
	maths

	tri
	triskaidekaphobia.

	sc
	school

	scs
	schools

	kw
	Kath Wood

	eli
	eligible for Title 1 funding

	jan
	January

	fri
	Friday

	mm
	many, many, many more!


In addition, if you always misspell a particular word, you can teach the computer to correct it for you!  For example, I almost always type ‘also’ as ‘alos’.

If you find a word that you are typing frequently and wish to add it to the auto correct quickly, highlight the word, open auto correct and add it in.  This applies equally to your own abbreviations. 

Glossary of abbreviations, acronyms, terminology, and use of capitals and hyphens

	A

	academy
	lower case initial unless part of title

	acting principal/acting assistant principal
	lower case (This is the title used until the assignment has been confirmed.)

	AIS
	academic intervention services – in full

	AP
	advanced placement  – in full (course that counts towards college entrance)

	AP
	assistant principal – in full

	APE
	adaptive physical education – in full

	Alaskan Native and American Indian
	always upper case and used in the introduction if the percentage is significant

	ARIS
	Achievement reporting and innovation system

Use acronym

	Asian
	Always upper case when referring to ethnic group

	AUSSIE consultants
	Consultants working for the Australian and United States Services in Education 

	B

	benefited
	not benefitted

	Bilingual


	one word

	BS number
	each school is identified by a Borough  designation: B(Brooklyn); M(Manhattan); Q(Queens); R(Staten Island) and X(The Bronx) followed by the school number

	Black
	Always upper case when referring to Black Americans 

	Black Caribbean/Black African
	Use these terms to differentiate if the school disaggregates its data in this way. (In the introduction always give the percentage of Black students before identifying specific ethnicity)

	bussed
	Students may be bussed as part of No Child Left Behind (NCLB). 

	C

	CBO
	Community-based organizations

	CEP
	Comprehensive Educational Plan – in full

	CCLS/CCSS
	Common Core Learning Standards – in full

Common Core State Standards – in full

	CP/CPT
	common planning – in full

common planning time – in full 

	CS
	Community School – upper case for title only

	CSE
	Committee of Special Education

	CIT
	collaborative team teaching – in full (60% general education students/40% special education students)

	cabinet
	lower case (often used to refer to senior management team, but schools vary) 

	chapter leader
	member of the UFT who represents the teachers and sits on the SLT

	checklist
	one word

	City
	Capital when referring to New York City

	code of practice 
	lower case

	cooperate
	one word, no hyphen

	cost-effective
	hyphen

	criterion/criteria
	criterion is singular; criteria is plural

	D

	DIBELS
	dynamic inventory of basic elementary literacy skills



	DRA-2
	developmental reading assessments

	data
	although data is the plural of the now defunct datum, it is found with both a singular and plural verb;  for consistency the decision has been made by NYC

DoE to use a singular verb in all reports.

	database
	one word

	dates
	May 22, 2011, not May 22nd, 22 May or 22nd May

April 2–3, not April 2nd and 3rd

	decimals
	express to one decimal point when giving percentages for attendance in the context section, otherwise round up or down. 

	decision making
	one word if a noun; hyphenated if an adjective, for example ”decision-making skills”

	dean
	senior member of staff responsible for behavior

	differentiation
	“…modified instruction that helps students with diverse needs and learning styles master the same challenging academic content…through the use of varied material, varying instructional activities and varied assessment.”  (from The Center for Comprehensive School Reform and Improvement)  

	E

	ELA
	English language arts (grades 3-8) - in full

	ECLAS
	Early childhood literacy assessment system – in full

	ELL
	English language learners – in full

	EPAL
	Early performance assessment in language arts – in full

	ESL
	English as a second language – in full

	east
	No capital unless part of a place or area

	e-mail
	hyphen

	extracurricular
	one word; no hyphen

	F

	fieldwork
	one word

	focused
	not focused

	fractions
	do not hyphenate unless used as an adjective, for example, “two thirds” but a two-thirds majority”

	G

	goal setting
	no hyphen unless used as an adjective, for example “goal-setting process”

	Grade meetings
	Grade level meetings

	H

	HS
	High School – for title only

	HSST
	High School Scheduling and Tracking Report

	Hispanic
	upper case for all ethnic groups

	hyphens
	refer to dictionary.com if you don’t find the word in the glossary

	I

	IEP
	individual education plan – in full

	IS
	Intermediate School

	ISO
	Integrated service organization – in full

	impact
	avoid using as a verb

	Indicator
	formerly known as subcriteria

	Inquiry team
	No capitals

	Internet
	capital initial

	Intervisitations
	One word

	K

	kindergarten
	lower case

	L

	LAB
	language assessment battery

	LES
	Learning Environment Survey, now referred to as School Survey

	Level 1;2;3;4
	Use capital unless writing about moving from one level to another.

	M

	MS
	middle school – upper case for title only

	Manhattan
	If a school is located in the borough of Manhattan, it is designated as New York on the front page, followed by New York as the City (as in “New York, New York, so good they named it twice”!)

	meantime
	one word

	misspell
	not mis-spell

	multicultural
	one word

	multilingual
	one word

	N

	NCLB
	No Child Left Behind is a nationwide initiative to raise standards for all

	NYSAA
	New York State Alternate Assessment for special education students - in full

	NYSESLAT
	New York State English as a second language assessment test for English language learners - in full

	network leader
	Supports schools with curriculum development, teaching and learning, and budgeting

	none
	takes a singular verb

	north
	no capital unless part of a name of a place or area, for example use a capital in North Carolina but lower case in north Brooklyn

	number
	write numbers from one to nine as words and numbers 10 and above as figures, unless at the start of a sentence. See detailed guidance in Part 1

	O

	OT
	occupational therapy – in full

	outperform
	one word

	P

	PA/PTA
	Parent Association – in full with capitals

Parent Teacher Association - in full with capitals

	PD
	professional development – in  fill

	PEP
	personal education plan – in full

	PPC/PPT
	pupil personnel committee/team – in full

	PPR
	principal’s performance review – in full

	PT
	physical therapy - in full

	percent
	use % unless following a number written as a word

	practice
	US usage for both the noun and the verb

	pre-kindergarten
	grade below kindergarten – lower case

	principal
	use lower case

	program
	US usage for educational programs and computer programs

	Progress Report
	Capitalize first letters

	Q

	Quality Review
	Capitalize first letters

	R

	Regents examinations (Regents)
	State exams for high school graduation leading to a Regents diploma

	Regents competency examinations
	State exams for high school graduation in lieu of Regents which are less rigorous

	Regents with advanced designation
	State exams for higher achieving students for high school graduation

	S

	SAPIS
	Substance abuse prevention and intervention services.  Some schools have SAPIS counselors. 

	SAF
	senior achievement facilitator (works with a group of schools to provide challenge in raising achievement)

	School levels
	K-2 Early Childhood School

K-6 Elementary  School

K-8 Elementary-Middle School

K-12 Elementary-High School

6-8 Middle School

6-12 Middle School-High School

9-12 High School

	SETSS
	special education teacher support service – in full

	SLT
	school leadership team – in full (This team is composed of administrators, staff, parents and the UFT chapter leader.)

	SSO
	school safety officer – in full

	students
	use for everyone from pre-kindergarten through grade 12

	self-assessment
	hyphen

	self-evaluation
	hyphen

	SMARTboard
	Interactive while board

	south
	no capital unless part of a name of a place or area, for example use a capital in South Bronx which is a defined area but lower case in south Queens

	Special education students
	Refer to special education students, not students with special educational needs

	spring/summer
	lower case

	Staff
	Treat as a plural noun

	State tests
	Initial capital as it refers to New York State tests and not the tests of any or all states

	subgroup
	No hyphen

	Sub-indicator
	Hyphen – formerly was each bullet point

	T

	teacher assessment
	never teachers’ assessment

	teamwork
	one word

	team building
	two words

	timescale
	one word

	Title 1 eligible
	capital initial; refers to socio-economic indictor related to free school lunches

	To ( as in years 1 to 6)
	Through (as in grades 1 through 6)

	Transfer schools
	Are small high schools structured to support students who are behind in high school or have dropped out

	U

	UFT
	United Federation of Teachers – in full

	underachieve
	one word

	V

	value-added
	use “added value”

	W

	Web
	upper case initial when used to refer to the World Wide Web

	website
	one word, lower case

	well-being
	hyphen

	west
	no capital unless part of a name of a place or area

	White
	Capital when referring to ethnic group

	whole-school
	hyphenate when used as an adjective, for example “whole-school issues”, but not otherwise: “The whole school was involved.”

	working party
	lower case


Appendix F: Quality Review Scoring Guidelines            

Quality Reviews will be scored using a numeric system earning points for each indicator that sum up to a final score. 
Indicator Scores

Each of the twenty individual Quality Review indicators will receive a score of Well Developed (WD), Proficient (P), Developing (D), or Underdeveloped (UD). Each of these scores corresponds to the following point values:

	Well Developed 
	= 4 points

	Proficient
	= 3 points

	Developing
	= 2 points

	Underdeveloped
	= 1 point


(i) Overall Scores

The overall score is calculated by summing the twenty indicator scores. Additionally, the following five indicators have double the weight in the overall score (i.e., a WD for 1.1 = 8 points; a P for 1.1 = 6 points):

1.1 Design engaging, rigorous and coherent curricula, including the Arts, for a variety of learners and aligned to key State standards 

1.2 Develop teacher pedagogy from a coherent set of beliefs about how students learn best, and ensure that it is: aligned to the curriculum, engaging, and differentiated to enable all students to produce meaningful work products 

1.3 Make strategic organizational decisions to support the school’s instructional goals and meet student learning needs 

2.2 Align assessments to curriculum, use on-going assessment practices,  and analyze information on student learning outcomes to adjust instructional decisions at the team and classroom level 

4.1 Use the observation of classroom teaching and the analysis of learning outcomes to elevate school-wide instructional practices and implement strategies that promote professional growth and reflection, with a special focus on new teacher
The final numeric score will determine the school’s overall score using the following ranges:

	Overall Score
	Score Range

	Well Developed 
	92 – 100

	Proficient
	72 – 91

	Developing
	47 – 71

	Underdeveloped
	25 – 46


(ii) Example

Let’s say a school earned the following scores for each indicator:

	
	.1
	.2
	.3
	.4

	QS 1
	D
	D
	P
	P

	QS 2
	P
	D
	P
	P

	QS 3
	P
	D
	D
	P

	QS 4
	D
	D
	P
	P

	QS 5
	D
	D
	D
	D


Using the point system above, each of these scores corresponds with the following points:

	
	.1
	.2
	.3
	.4

	QS 1
	4
	4
	6
	3

	QS 2
	3
	4
	3
	3

	QS 3
	3
	2
	2
	3

	QS 4
	4
	2
	3
	3

	QS 5
	2
	2
	2
	2


Appendix G: Salesforce Guide
Salesforce Guide: Submitting a New Draft

1. Once you have logged in, from the home page scroll down to “Report Drafts.” Under “Report Drafts,” click on the DBN for the report you would like to submit. 
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2. On the Report Draft page, click the “Start First Draft” button at the top. [image: image2.png]12
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3. Scroll down and answer the three Common Core Learning Standards questions. [image: image3.png]Home  Ideas Dashboards Chatter Files
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4. Once you have answered the Common Core questions, scroll to the top of the page and click the “Save” button. If you skip this step, you will lose your Common Core answers![image: image4.png]s
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5. Once you have saved, scroll to the bottom of the page and click the “Attach File” button. [image: image5.png]Appeal Birector
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6. Browse for your file, click “Attach File,” and click “Done” once the file is done uploading. [image: image6.png]Quality Review v

Walter Glass v Help & Training

sales;

Reports  +

Home Chatter Files
el for ths Page @

St # Attach File to Report Draft W999

Type the path of the fle o

the Browse buttor

(Browse. ]

2. Clck the "Attach Fil” buton,
@ Recycieain
Repeat steps 1 and 210 atach multpe les
henthe upo plet he fle information i appear

Attach File|

Copyright © 2000-2011 salesforce.com, inc. Al rights reserved. | Privacy Statement | Security Statement | Terms of Use | 508 Compliance





7. You will automatically be redirected to the Report Draft page. Click the “Submit to Reader” button at the top of the page. You have successfully submitted your First Draft![image: image7.png]O
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Quality Review: Reviewer Handbook


Division of Academics, Performance, and Support�2011-2012





Within 7 days of the review, the reviewer uploads 1st draft of the QR report and it’s sent to their Reader.





Within seven days of receipt of the report, reader uploads 1st draft with comments along with Writer Feedback Form to return to reviewer.  Most comments will focus on the alignment of bullets to the rubric, the detail of evidence of student impact, and the addressing of two sub-indicators for any bullet.





The reviewer reads comments carefully and addresses each comment in the second draft.  If there are comments the reviewer doesn’t agree with or doesn’t understand, that can be communicated back to the reader (via email or by placing a comment on the second draft).  Any requests for more evidence are addressed by either adding evidence or by lowering a score to appropriately align with the rubric.  The reviewer uploads a second draft within seven days.





Reader reads second draft for final round of quality assurance.  Reader signs off on second draft if it has addressed all issues and now aligns with requirements.  If there are still areas of misalignment, the reader contacts the reviewer to resolve those issues.








Record Book is sent back the QR office, either electronically or via mail.





Reader uploads school draft, which is sent on to the school for fact-checking.  Once that is complete, the review is finalized and published online.  





I take 


Actions 


based on my beliefs








I make


Assumptions


based on the


meanings I added








I add 


Meanings


(cultural and personal)








I select 


“Data” 


from what I observe








Observable “data” and experiences (as a videotape recorder might capture it); data statements











I draw


Conclusions





I adopt


Beliefs


about the world





Alternatively, you may prefer to save your work in some sort of temporary file and check the stats on that before altering your own report, toggling between the files.





To calculate the final score, reviewers sum the points for each indicator and double the value of indicators 1.1, 1.2, 1.3, 2.2, and 4.1 (green color). For example, indicator 1.1 is a D. Because 1.1 is a weighted indicator, this earns 4 points rather than 2.





This school has a total score of a 60 which is Developing.





An excel file “Quality Review Score Calculator” has been created to aid score tallying; it is available for download on the Quality Review page of the DOE website.
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