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	Guidance for Completion


The reviewer uses the Record Book to document his/her findings and sources of evidence.  The Record Book may also play an important role during the Quality Assurance and/or Appeals process.

The scores for all criteria are:

WD

Well Developed     
P

Proficient  
D

Developing 
UD

Underdeveloped   

Reviewers should refer to the reviewer’s handbook for guidelines to complete their Record Book.  As you analyze the pre-review documentation, please record the key issues and points of interest (relating specifically to the Quality Review criteria) that will determine your main areas of focus for this review.  The following documents will be reviewed and analyzed prior to each visit to help in creating review trails: The previous Quality Review Report, the School Survey, the data set, Progress Report, CEP demographics, the School Self-Evaluation, and any other information (including the initial phone call with the school).

The questions and observations during all activities should be geared toward gathering evidence that supports the quality statement indicators and sub-indicators.  This evidence will then help formulate an overall quality score for each quality indicator and sub-indicator.
All reviewers must submit to the Quality Review team the completed Record Book after completing their second draft report.
Please record:

· Pre-review key questions and observations, including evaluative summary comments about pre-review materials 

· Alignment and/or contradiction of evidence from multiple venues

· Sources of evidence to support conclusions

· Responses from school leadership and/or network support members during feedback meetings

· A summary of evidence to be included in the report 

· Evidence of impact of the practices/decisions implemented on the school community (student, teacher, school leaders, etc.)

· What the school does well, areas for improvement and the completed quality criteria scores (insert a copy of the feedback document delivered to the school)

	Notes:
	Pre- Review Preparation, pg 1 (Optional)

	As you analyze the pre-review documentation, please record the key issues and points of interest (relating specifically to the Quality Review criteria) that will determine your main areas of focus for this review.

	Document

Ex. SSEF


	Review Trail

Ex. Teachers’ use common planning time


	Question(s) Generated

Ex. Can you further describe the structured collaborations you have scheduled for grade teams? What is the intended and real impact of their work on instruction? Student outcomes?
	Who/When

People and/or Evidence Venue

Ex. Principal and leadership (AP, teacher team leaders), teachers;

Teacher team mtgs., Principal mtg.


	Quality Statement(s) or Indicators

Ex. 1.3, 2.2, 3.2 4.2, 5.2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Notes:
	Pre-review Preparation (continued)

	Document
	Review Trail
	Question(s) Generated
	Who/When

People and/or Evidence Venue
	Quality Statement(s) or Indicators

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Notes:
	Pre-review Preparation (continued)

	Document
	Review Trail
	Question(s) Generated
	Who/When

People and/or Evidence Venue
	Quality Statement(s) or Indicators

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Notes:
	First Contact with Principal & Site Schedule


First Contact with Principal (Approx. 30 min exchange)

The reviewer has the option of contacting the principal either through email or telephone. The following should be in some way covered during first and follow up contact.

1. Reviewer introduces self, providing the principal with a brief summary of pedagogical/reviewer experience.

2. Reviewer asks a few clarifying questions regarding the content of the school’s SSEF; reviewer can request additional information such as organizational chart and class/prep schedule.

3. Reviewer requests that a copy of the research-based, common framework or rubric that articulates clear expectations for teacher practice is emailed to them if it was not included in the SSEF
4. Reviewer and principal establish site visit schedule (not inclusive of selection of specific classes or students, etc.), and principal commits to emailing reviewer a final version of the schedule and prep schedule.
5. Reviewer answers principal’s questions regarding process and protocols, and refers the principal to the Quality Review Principal’s Guide.
Site Schedule

Each review is comprised of activities selected from the following meetings, class visitations and other activities. Activities in bold will take place during all reviews; others are scheduled according to what is most appropriate for the given school.  In the preparation stage, through phone and e-mail correspondence and during the initial meeting and discussion of the self-evaluation, the principal and the reviewer will agree on the exact details of the review visit.  

	Meetings

· Meet with principal

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

· Meet with 2-4 students: work group 

· Meet with parents

· Meet with UFT Representative
	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


Record notes from first contact discussion with principal:

	Notes:
	Meeting with the Leadership – Instructional and Organizational Coherence

	QS 1 & 5.1 – Instructional and Organizational Coherence:  The school has a coherent strategy to support student learning that aligns curriculum, instruction and organizational decisions.

	From your pre-review analysis, what are the key questions that you will ask relating to capacity building?

To what extent do school leaders and faculty regularly:

	1.1*   design engaging, rigorous and coherent curricula, including the Arts, for a variety of learning and aligned to key State standards?
Your questions/data trails:

	a.

	b.
	c.

	School response:
a.


	b.
	c.

	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 product?
Your questions/data trails:

	a.

	b.
	c.

	School response:
a.
	b.
	c.




	Notes:
	Meeting with the Leadership – Instructional and Organizational Coherence

	QS 1 & 5.1 – Instructional and Organizational Coherence:  The school has a coherent strategy to support student learning that aligns curriculum, instruction and organizational decisions.

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

by meaningful student work products?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.


	c.

	1.4   maintain a culture of mutual trust and positive attitudes toward learning that support the academic and personal growth of students and adults?

Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with the Leadership – Instructional and Organizational Coherence

	QS 1 & 5.1 – Instructional and Organizational Coherence:  The school has a coherent strategy to support student learning that aligns curriculum, instruction and organizational decisions.

	5.1 evaluate the quality of curricular, instructional and organizational decisions, making adjustments as needed to increase the coherence of policies and practices across the school, with particular attention to the CCLS?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.

	c.


	Notes:
	Meeting with the Leadership – Scoring Pages 

	Use these pages to surface preliminary strengths and development areas, based on the interview with school leadership.

	Summary of all evidence relating to this Q1 &5.1

Strengths/Evidence of Impact                                       Development Areas

	
	


	Notes:
	Meeting with the Leadership – Gather and Analyze Data

	QS 2 & 5.2– Gather and Analyze Data:  School leaders and faculty consistently gather, analyze and share information on student learning outcomes to understand school and student progress over time.

	From your pre-review analysis, what are the key questions that you will ask relating to capacity building?
To what extent do school leaders and faculty regularly:

	2.1   gather and analyze information on student learning outcomes to identify trends, strengths, and areas of need at the school level?
Your questions/data trails:

	a.


	b.
	c.

	School response:

a.

	b.
	c.

	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?
Your questions/data trails:

	a.


	b.
	c.

	School response:

a.

	b.
	c.


	Notes:
	Meeting with the Leadership – Gather and Analyze Data

	QS 2 & 5.2– Gather and Analyze Data:  School leaders and faculty consistently gather, analyze and share information on student learning outcomes to understand school and student progress over time.

	2.3 use grading policies and tools to enable school leaders and teachers to organize, aggregate, and analyze student performance trends?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.


	c.



	2.4 engage families in school decision-making, activities, and an open exchange of information regarding students’ progress toward school and class expectations?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.


	c.




	Notes:
	Meeting with the Leadership – Gather and Analyze Data

	QS 2 & 5.2– Gather and Analyze Data:  School leaders and faculty consistently gather, analyze and share information on student learning outcomes to understand school and student progress over time.

	5.2 evaluate systems for assessing students, organizing data, and sharing information with student and families, making adjustments as needed to increase the coherence of policies and practices across the school?

Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.


	c.




	Notes:
	Meeting with the Leadership – Scoring Pages 

	Use these pages to surface preliminary strengths and development areas, based on the interview with school leadership.

	Summary of all evidence relating to this Q2 &5.2
Strengths/Evidence of Impact                                       Development Areas

	
	


	Notes:
	Meeting with the Leadership – Plan and Set Goals

	QS 3 &5.3 Plan and Set Goals:  School leaders and faculty consistently engage the school community and use data to set and track suitable high goals for accelerating student learning.

	From your pre-review analysis, what are the key questions that you will ask relating to capacity building?
To what extent do school leaders and faculty regularly:

	3.1   establish a coherent vision of future development that is reflected in a short list of focused, data-based goals that are understood and supported by the entire school community?
Your questions/data trails:

	a.

	b.
	c.

	School response:
a.


	b.
	c.

	3.2    use collaborative and data informed processes to set measurable and differentiated learning goals for student subgroups, and students I need of additional support?
Your questions/data trails:

	a.

	b.
	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with the Leadership – Plan and Set Goals

	QS 3 &5.3 Plan and Set Goals:  School leaders and faculty consistently engage the school community and use data to set and track suitable high goals for accelerating student learning.

	3.3   ensure the achievement of learning goals by tracking progress at the school, teacher team and classroom level?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.
	c.

	3.4    communicate high expectations to staff, students and families, and support students to achieve them?
Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with the Leadership – Plan and Set Goals

	QS 3 &5.3 Plan and Set Goals:  School leaders and faculty consistently engage the school community and use data to set and track suitable high goals for accelerating student learning.

	5.3   establish and sustain a transparent, collaborative system for measuring progress towards interim and long term goals and making adjustments during the year and over time?
Your questions/data trails:

	a.


	b.
	c.

	School response:

a.

	b.
	c.


	Notes:
	Meeting with the Leadership – Scoring Pages 

	Use these pages to surface preliminary strengths and development areas, based on the interview with school leadership.

	Summary of all evidence relating to this Q3 &5.3
Strengths/Evidence of Impact                                       Development Areas

	
	


	Notes:
	Meeting with Leadership - Align Capacity Building

	QS 4 & 5.4 - Align Capacity Building: The school aligns its leadership development and structured professional collaboration around meeting the school’s goals and students learning and emotional needs.

	From your pre-review analysis, what are the key questions that you will ask relating to capacity building?
To what extent do school leaders and faculty regularly:

	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 teachers?
Your questions/data trails:

	a.

	b.
	c.

	School response:
a.


	b.
	c.



	4.2 engage in structured professional collaborations on teams using an inquiry approach that promotes shared leadership and focuses on improved student learning?

Your questions/data trails:

	a.

	b.
	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with Leadership - Align Capacity Building

	QS 4 & 5.4 - Align Capacity Building: The school aligns its leadership development and structured professional collaboration around meeting the school’s goals and students learning and emotional needs.

	4.3 provide professional development that promotes independent and shared refection, opportunities for leadership growth, and enables teachers to continuously evaluate and revise their classroom practices to improve learning outcomes?
Your questions/data trails:

	a.


	b.
	c.

	School response:

a.

	b.
	c.

	4.4 integrate child/youth development, guidance/advisement support services and partnerships with families and outside organizations with the school-wide goals to accelerate the academic and personal growth of students?

Your questions/data trails:

	a.


	b.
	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with Leadership - Align Capacity Building

	QS 4 & 5.4 - Align Capacity Building: The school aligns its leadership development and structured professional collaboration around meeting the school’s goals and students learning and emotional needs.

	5.4   use data to regularly evaluate the effectiveness of structured professional collaboration, capacity building and leadership development strategies?

Your questions/data trails:

	a.

	b.


	c.

	School response:
a.


	b.
	c.


	Notes:
	Meeting with the Leadership – Scoring Pages 

	Use these pages to surface preliminary strengths and development areas, based on the interview with school leadership.

	Summary of all evidence relating to this Q4 &5.4
Strengths/Evidence of Impact                                       Development Areas

	
	

	Notes:
	Meeting with Teacher Team (1)


The reviewer, in collaboration with the principal, selects a team of teachers representing a specific expertise: discipline/subject areas, intervention team, etc.  The reviewer will observe the teacher team engage in a collaborative inquiry process and ask clarifying questions as needed.  The reviewer will focus in on the use of student data in planning and pedagogical decisions, the connection to goals (school, team, and targeted student groups), the connection to professional development initiatives, and other important areas of the review.
	Participants

	Name
	Role

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	


Teacher Team (grade/department/focus): ​​​​​​​​​​________________________________________

How often does the team meet?: ____________________________
Agenda:   Yes / No

Documents Reviewed/Presented:

Was the UFT Chapter Leader Present?   Yes / No
Capture the broad strengths and development areas below at the conclusion of the meeting.

	Strengths


	Development Areas


	Notes:
	Meeting with Teacher Team (1) – continued


Reviewer questions/data trails:

Possible areas for conversation:

· The structure of the meetings (including frequency of scheduling and distributed leadership)
· 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 Notes:
	Notes:
	Meeting with Teacher Team (1) – continued


	Notes:
	Meeting with Teacher Team (2) 


The reviewer, in collaboration with the principal, selects a team of teachers representing a specific expertise: discipline/subject areas, intervention team, etc.  The reviewer will observe the teacher team engage in a collaborative inquiry process and ask clarifying questions as needed.  The reviewer will focus in on the use of student data in planning and pedagogical decisions, the connection to goals (school, team, targeted student groups), the connection to professional development initiatives, and other important areas of the review.
	Participants

	Name
	Role

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	


Teacher Team (grade/department/focus): ​​​​​​​​​​________________________________________

How often does the team meet: _____________________________

Agenda:   Yes / No

Documents Reviewed/Presented:

Was the UFT Chapter Leader Present?   Yes / No
Capture the broad strengths and development areas below at the conclusion of the meeting.

	Strengths


	Development Areas


	Notes:
	Meeting with Teacher Team (2) – continued


Reviewer questions/data trails:

Possible areas for conversation:

· The structure of the meetings (including frequency of scheduling and distributed leadership)
· 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 Notes:
	Notes:
	Meeting with Teacher Team (2) – continued


	Notes:
	Meeting with Students: Large Group


	Number of Students:
	Number of new students:

	Grade Levels:


The reviewer selects at least half of the 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 society, and members of school athletic teams, clubs and/or arts organizations.
Reviewers will have a discussion with students 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. 

Possible areas for conversation are:
· The specific data trends gathered from the school survey (reviewers should personal these questions according to each school’s survey results)
· The rigor and challenge of academic tasks in preparation for higher education
· The identification of students’ needs (academic, social-emotional, behavioral) and how they are addressed
· The participation in activities and making school level decisions

· The understanding of data, grading policies and self-reflection

· The goal setting and progress monitoring practices
· The communication of expectations and guidance/advisement support
· The understanding of academic, behavioral, social emotional progress 

Reviewer’s questions/data trails:
Meeting Notes:
	Notes:
	Meeting with Students: Large Group – continued


Capture the broad strengths and development areas below at the conclusion of the meeting.

	Strengths


	Development Areas

	Notes:
	Meeting with Students: Small Group, Student Work


The reviewer selects 4 students based on the data provided for the review and in ARIS, students in classes they have visited 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 selection should represent a strategic range of learners.  

Reviewer’s questions/data trails:
Questions for Students: 

· 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? 

Student 1:
Student 2:

	Notes:
	Meeting with Students: Small Group – continued


Student 3:

Student 4:

Capture the broad strengths and development areas below at the conclusion of the meeting.

	Strengths


	Development Areas


	Notes:
	Meeting with Parents


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.

	Participants

	Parent’s name
	Grade(s) of their child/children

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	


Is the PA/PTA President in attendance?   Yes / No

Are any parents members of the SLT?  Yes / No

Is the Parent Coordinator in attendance?  Yes / No

Capture the broad strengths and development areas below at the conclusion of the Parent meeting.

	Strengths


	Development Areas


	Notes:
	Meeting with Parents – continued


Reviewer’s questions/data trails:

Possible areas for conversation are:
· The specific data trends gathered from the school survey (reviewers should personal these questions according to each school’s survey results)
· The level of challenge from the curriculum and academic tasks 
· The level of support provided by the school to help families address and support the academic, behavioral, social emotional needs of their children

· The extent of support provided to families to understand the grading policies, expectations, and tracking of student progress 

· The vision of the school and what role families play towards attaining the school’s goals
Meeting Notes:
	Notes:
	Pre-Classroom Visits: Discussion with Teachers


The purpose of the reviewer speaking briefly with teachers before visiting their classrooms is to learn the context of the classrooms, the intentions for the lessons, and the evidence of achievement.  

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, it is incumbent on the reviewer to 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?
	Classroom #1

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	

	Classroom #2

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	

	Classroom #3

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	


	Classroom #4

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	

	Classroom #5

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	

	Classroom #6

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	

	Classroom #7

	What do you hope to accomplish at the end of this lesson?
	

	How will you know you have reached it?
	


	Guidance:
	Classroom Visits


As a general guideline, the reviewer will visit 7-10 classrooms collaboratively with the principal/assistant principal/instructional leader.  Each classroom is visited for approximately 20 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, which has a framework of three parts:

· Instruction and engagement (evident in teaching and student learning)

· Student work

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

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).

	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 The Following:

1. How do the instructional practices align to the school’s beliefs about how students learn best and to the teaching framework adopted by the school to provide feedback and improve instruction? (1.2, 4.1)

2. How is each student being engaged and challenged? (1.1 and 1.2)

3. How are teachers checking for understanding and adjusting instruction accordingly? (2.2 and 1.2)


Summary Notes and Questions:


Notes from debrief with administrator:

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

   
Relevant Rubric Sub-criteria: _______________________________________________

	Notes:
	Additional Evidence – continued


	Notes:
	End of Day 1


End of Day 1: Debrief Protocol (30-45min)

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.  

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 schedule as needed, e.g. School leadership to select classes that showcase specific reviewer requests. (~7-10min)
	Notes:
	End of Day 1 – continued


Evaluation of evidence and feedback to the principal at end of day 1.

Response from the principal and key points for follow-up on day 2:

	Reflection:
	Reviewer Worksheet – Preliminary Rating


If the reviewer is not using the Quality Review APP, the grid below must be used to draft your ratings and choose tentative bullets after day one.  Revise this draft at the end of day two as you prepare for the final feedback session. 
	
	.1
	.2
	.3
	.4

	QS1
	
	 
	
	

	QS 2
	
	 
	
	

	QS 3
	
	 
	
	

	QS 4
	
	 
	
	

	QS 5
	
	 
	
	


Rating
          Point value (double score)*
Well Developed  
= 4 points (8 points)
Proficient

= 3 points (6 points)
Developing

= 2 points (4 points)

Underdeveloped
= 1 point (2 points)

* Weighted indicators have double the weight of the overall score.  The weighted indicators are noted by the shaded boxes.
Total numerical score: ___________

Please look across the chart to look for contradictions and resolve those contradictions (or be ready to explain them in your report) before you choose bullets.  Examples of contradictions:
· If you’ve rated 5.1 higher than QS 1( How is it that the school’s process for evaluation are stronger than the systems they evaluate?
· If you’ve rated 5.2 higher than QS 2( How is it that the school’s process for evaluation are stronger than the systems they evaluate?
· If you’ve rated 5.3 higher than QS 3( How is it that the school’s process for evaluation are stronger than the systems they evaluate?
· If you’ve rated 5.4 higher than QS 4( How is it that the school’s process for evaluation are stronger than the systems they evaluate?
· If you’ve rated 4.3 higher than 1.2( How is it that the school’s professional development is stronger than its pedagogy?

(Note that this list is not exhaustive and these rules are not inflexible.  It is possible that something that appears to be a contradiction is actually accurate, but there must be an explanation for it in your report.  For example, it might be that a new principal has come in and set up a system to monitor and evaluate QS1 and you see some progress as a result, but that progress hasn’t wholly rectified the problem.  In that way, QS 1 might still be lower than 5.1, though you see growth.)

	Overall Rating
	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


The final numeric score will determine the school’s overall rating using the following ranges:

School’s overall rating: __________________

	Reflection:
	Reviewer Worksheet – Bullet Selection


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

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 rates 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 rating 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 rating. 
· 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 first

· Factor in weighted indicators (meaning if 1.1 as a weighted indicator is rated 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)

Once you’ve selected your ten indicators (strengths plus improvements), lay them out in the chart below.  It is typical for these bullets to be drafted at the end of day 1 and revised at the end of day 2, just before the final feedback session, based on additional evidence gathered.     
	Bullet

S or AFI
	Indicator & Rating

WD, P, D, UD
	Indicator(s)/

Sub-indicator(s)
	Evidence –

	#1 (S)

SAMPLE

BULLET
	1.1  P
	1.1 a, b
	Students benefit from a rigorous, standards-aligned curriculum, including a wide array of elective courses and internship opportunities, which drives student achievement.  

	#2 (AFI)

SAMPLE BULLET
	3.2  D
	3.2 b, c
	Ensure that classroom teachers and teams are utilizing data to set long and short-term learning goals that are measurable, time-based, and are shared with students and parents in order to promote ownership.


	Reflection:
	Reviewer Worksheet – Drafting of Preliminary Bullets

	Bullet:
S or AFI
	Indicator & Rating

WD,P D,UD
	Indicator(s)/

Sub-indicator(s)
	Evidence –

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Notes:
	Final Feedback Meeting


End of Day 2: Final Feedback Meeting (45min)

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 along with brief snippets of evidence to support the strengths and areas for improvement being referenced and provides the QR overall rating (not scores for individual Quality Statements or indicators). (~10min)
Step 2: Principal responds to the bullets and overall rating. The principal may invite the network leader to respond. (~10min)

Step 3: Reviewer invites network leader (or representative) and other participants to offer evidence they believe not taken into consideration in the provisional rating; the reviewer states that (a) the expectation is that the current evaluation will stand, and (b) 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.

	Notes:
	Final Feedback Meeting – continued


Response from the principal:
Evidence proposed by network team member and/or other participants:
Quality Review: Record Book
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