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LEADERSHIP TEAM ASSESSMENT RUBRIC
	
	FULL IMPLEMENTATION
(4)
	PROGRESSING IMPLEMENTATION
(3)
	BASIC IMPLEMENTATION
(2)
	LIMITED IMPLEMENTATION
(1)

	
	
	
	
	

	MEETING
	Meets at minimum of bi-weekly. Schedule is created at beginning of school year and shared with all building staff and DLT.  Agendas and minutes procedures are established for sharing with staff.
	Meet bi-monthly with dates set at each meeting
	Meet monthly
	No set meeting times.  

	ATTENDANCE
	Principal attends every meeting (100%) and expects BLT members to be prepared.
	Principal attends all meetings but does not ensure BLT members come prepared
	Principal attends some meetings
	Principal does not attend meetings

	TEAM
	Membership on team includes a representative from administration, curriculum, each grade level/department (including ELL, GT, special education, and fine arts), and student input. 
	Membership on team includes a representative from each grade level/department and special education
	Limited team membership
	Limited team membership and/or membership is not stable/reliable

	ROLES/
RESPONSIBILITIES
	Principal is the facilitator who assigns defined roles/responsibilities that rotate among all team members.  Distributive decision making is a common practice.
	Principal facilitates the meeting. Roles/responsibilities are static at each meeting.  Distributive decision making is used at times.
	Principal may facilitate the meeting. Roles/responsibilities are loosely used/defined.   Meeting is used as a reporting or updating session.  Distributive decision making is rarely used.
	Roles/responsibilities are not defined or used during meetings.  No distributive decision making is used.

	NORMS
	Group norms are established, followed,  and monitored for meeting effectiveness at the end of each meeting
	Group norms are established and followed and are randomly checked for effectiveness.
	Group norms are not consistently established or followed.
	Group norms have not been established.

	INFORMATION
DELIVERY
	The Leadership Team delivers information to the teams and keeps their teams (content, grade level, PLC) up-to-date on all information distributed in leadership meetings. 
	The Leadership Team delivers information to some of their team members (content, grade level, PLC) but clarification is needed.
	The Leadership Team delivers partial information to their teams (content, grade level, PLC) and there is no clear understanding.
	The Leadership Team does not deliver information to their teams (content, grade level, PLC) and there is no understanding regarding information.

	DATA
	School performance data and aggregated classroom observation data is used at each meeting to guide decisions about school improvement and professional development needs.
	School performance data and aggregated classroom observation data and uses that data is used occasionally to guide decisions about school improvement and professional development needs.
	School performance data is examined.
	No data is examined when making decisions regarding school improvement.





LEADERSHIP TEAM REFLECTION 
	Criteria
	Where we are now
	Where we will be by the school year’s end
	How we will achieve (next steps)

	Meeting: Team meets a minimum of bi-weekly. Schedule is created at beginning of school year and shared with all building staff and DLT.  Agendas, minutes and procedures are established for sharing with staff.
	




	
	

	Attendance: Principal attends every meeting (100%) and expects BLT members to be prepared.

	




	
	

	Team: Membership on team includes a representative from administration, curriculum, each grade level/department (including ELL, GT, special education, and fine arts), and student input.
	




	
	

	Roles/Responsibilities: Principal is the facilitator who assigns defined roles/responsibilities that rotate among all team members.  Distributive decision making is a common practice
	




	
	

	Norms: Group norms are established, followed, and monitored for meeting effectiveness.


	




	
	

	Information Delivery: The Leadership Team delivers concise information to other building teams (content, grade level, PLC) and provides complete updates on all information disseminated in leadership meetings.
	




	
	

	Data: School performance data and aggregated classroom observation data is used at each meeting to guide decisions about school improvement and professional development needs.
	




	
	




MEETING/ATTENDANCE
	If the team scored a 1 or 2 on the Leadership Team Assessment Rubric in the area of “Meeting and/or Attendance,” the following are a few suggestions to assist in obtaining a level 3 or 4.



Example 1:  Create a calendar to share internally with the leadership team members/staff.  The meeting dates should be protected within the calendar.  Only emergencies should supersede the scheduled dates.  Below is a sample calendar for use.
	[image: Description: http://jerseypremiersoccer.com/files/2012/07/School-Of-Excellence-summer-camps-300x300.jpg]
	               School of Excellence

	August 2014
	Leadership Team Meeting Dates

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	



	



	



	
	1 

	2


	3
	4
Leadership Agenda Due 3pm
	5

	6
Leadership Team Meeting 9-10 am
	7

	8

	9


	10
	11
Leadership Agenda Due 3pm

	12

	13
Leadership Team Meeting 9-10 am
	14

	15

	16


	17
	18
Leadership Agenda Due 3pm
	19

	20
Leadership Team Meeting 9-10 am
	21

	22

	23


	24
	25
Leadership Agenda Due 3pm
	26

	27
Leadership Team Meeting 9-10 am
	28

	29

	30


	31
	
	
	
	
	
	







	Indistar Sample of Meeting Template

School___________________________ District__________________________
		Meeting Date:



	
	
	

	
	
	
		




	
		Title:



	
	
	

	
	
	
		




		Location:



	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

		Team Members in Attendance:



	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
		




	
	
	
	
	
	
	
	
	
	
	
	

		Guests in Attendance:



	
	

	
	
	
	
	
	
	
	
	
	
	
	

		




	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

		Indicators to Assess



	

	
	
	
	
	
	
	
	
	
	
	
	

		Indicators to Create Improvement Plans



	

	
	
	
	
	
	
	
	
	
	
	
	

		Other Business:



	
	

	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

		Action Taken:



	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
		




	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

		Adjourned Time:



	
	
		




		Next Meeting Date:



	
	
		




		Next Meeting Time:



	
	
		




	
	
	
	
	
	
	
	
	
	
	
	

	
	
		Next Meet Title:



	
	
		




	
	
	
	
	
	
	
	
	
	
	
	

		Next Meeting Location:



	
	
		









Tool 1:  Sample Indistar meeting agenda to use at leadership team meetings.
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Tool 2:  Sample leadership team meeting agenda from Illinois State Board of Education that can be used at leadership team meetings.
Illinois State Board of Education Meeting Agenda
	Meeting Agenda
Date:
Time:

	Facilitator:                                               Recorder:                                     Timekeeper:

	Team Members Present:




	What
	Who
	Notes/Accomplishments/Actions Taken
	Time

	Start-Up:
· Group Norms
· Roles
	
	
	

	Outcomes:
· 
· 

	
	
	

	Unfinished Business:
· 

· 
	
	
	

	Agenda Ideas:
· 
· 

	
	
	

	Next Steps:
· 
· 


	
	
	

	Meeting Review + <




	
	
	

	Next Meeting Date:
	Next Facilitator:
Next Recorder:
Next Timekeeper:








Tool 1:  Guidelines on creating an effective agenda.
SAMPLE GUIDELINES FOR DEVELOPING AN AGENDA 

• Create a clearly written agenda for every meeting to ensure the team remains on task and on schedule throughout the meeting. 
• Agendas should be distributed prior to meetings help ensure team members come to each meeting prepared. 
• Facilitators are generally responsible for preparing the agenda so they will need to gather general input from members prior to creating the agenda. Information can be gathered through informal conversations, emails, anonymous drop box. Always request a due date for input. 
• Only put items on the agenda that need to be addressed in a face-to-face format. 
• Ensure that each agenda item has sufficient time for meaningful discussion and problem solving. 
• Agendas ideally focus on similarly related items connected to the meeting’s purpose. Too many different topics prevent a team from going in-depth on the topic and causes confusions about purpose of the meeting. 
• Agenda topic(s) should be broken down into manageable sections for discussion and actions. 
• Strategically order the agenda topics to ensure the meeting runs smoothly. 
• Place agenda items that need creative or energetic thought near the beginning of the agenda, if appropriate. Place ‘hot’ topic items strategically on the agenda. 
• Use a verb associated with each agenda item to help the team understand the purpose for the agenda item (i.e.: make a final decision on…; review and discuss….; brainstorm….; develop…) 
• Include an outcome expectation associated with each agenda item. 
• Use a ‘parking lot poster’ to facilitate with questions or topics that might lead dialogue away from the purpose of the meeting and off the agenda. 
Resources:  Leadership Lesson: Tools for Effective Team Meetings - How I Learned to Stop Worrying and Love my Team  - By Yvette Pigeon, Ed.D., and Omar Khan, M.D., M.H.S.
TEAM
	If the team scored 1 or 2 on the Leadership Team Assessment Rubric in the area of “Team”, the following are a few suggestions to assist in obtaining a level 3 or 4.



Tool 1:  This document can help evaluate the current leadership team members or to help select the best members for the team.
Five Questions to Help Leaders Select Team Members
1.	Does the person have a strong character? Any doubt at this point should disqualify a person. His or her character is foundational to everything else. No matter how qualified a person may seem, if he or she has questionable character, problems will develop in short order.
2.	Does the person have the competency and skills to do the work? This question is so obvious that it may seem silly to engage this issue. Bringing people onto a leadership team without doing due diligence on their competency and skills for the job can be a mistake. Typically, hiring friends and fun people to do a job for which they are not qualified is a recipe for disaster.
3.	Does the chemistry of the person match the team and the leadership? Many have undoubtedly served on teams with highly competent people. Sometimes that person acts like a self-serving jerk. Regardless of how competent and gifted he or she is, that type of toxic behavior can destroy a team.
4.	Will the person align with the vision of the leadership team? If you are on a leadership team and you disagree with the major direction of the leadership, remove yourself from the team. If you are a leader seeking to bring a person on the team, and you sense that he or she does not align with your vision, run from that choice immediately. A team with diverse visions is not a team at all.
5.	Can you trust the person? Clarification of the specific meaning of “trust” in this context is ultimately whether or not the person is looking after their own interests and preferences or the interests of the team, the leader, and the organization. If doubts of the motivation of a prospective team member, moving on to the next choice is the best advice.
Reference:  Thom Rainer at http://www.christianjobs.com/articles/employer/five-questions-to-help-leaders-select-team-members/

Tool 2:  This document can be used to allow current team members to reflect on their roles, responsibilities, and participation on the leadership team.  
Team Member Self-Reflection Skills Rubric

Directions: In order to reflect upon your service to the Leadership Team, circle a number on a scale of 1-3 (3 being a superior performance) above the statement that best describes the level of participation.

	Organization and Coordination

	                        1                                                1.5               2                                   2.5                   3

	I have not contributed to (1) assigning roles or (2) defining goals.
	I have assisted in (1) assigning roles and (2) defining goals.
	I have assumed leadership role in (1) assigning roles and (2) defining goals.

	Example of my contribution:


	Coordination

	                        1                                                1.5               2                                   2.5                   3

	I have not contributed to either (1) prioritizing and coordinating tasks or (2) integrating individual contributions into the final product.
	I have assisted in (1) prioritizing and coordinating tasks to meet deadlines and/or (2) integrating individual contributions into the final product.
	I have assumed a leadership role in (1) prioritizing and coordinating tasks and/or (2) integrating individual contributions into final product.

	Example of my contribution:


	Participation

	                        1                                                1.5               2                                   2.5                   3

	(1) I frequently miss meetings or I arrive late, (2) I miss deadlines, and (3) I fail to complete my share of responsibilities.

	(1) I seldom miss meetings or arrive late, and (2) I satisfactorily complete assignments in a timely manner.

	(1) I am punctual, attend meetings, and am well prepared for all meetings; (2) All of my assignments are of high quality and meet deadlines. (3) I assist in motivating team members to accomplish goals.

	Example of my contribution:


	Problem Solving

	                        1                                                1.5               2                                   2.5                   3

	I have not (1) contributed information/research, (2) brainstormed solutions, or (3) assisted in evaluating solutions/alternatives.
	(1) I have contributed information/research, (2) brainstormed solutions, and (3) assisted in evaluating solutions/alternatives.
	(1) I contribute information/research, (2) offer insightful or creative solutions, and (3) provide a framework for evaluating solutions/alternatives

	Example of my contribution:


	Group Dynamics

	                        1                                                1.5               2                                   2.5                   3

	(1) I monopolize team’s discussion time, (2) I do not listen to others, (3) I do not encourage participation of others, OR (4) I do not contribute to discussion.
	(1) I participate without monopolizing discussion, and (2) I listen to others.

	(1) I participate without monopolizing discussion, (2) I build upon ideas of others, and (3) I actively encourage the participation of others.

	Example of my contribution:


	Conflict Resolution

	                        1                                                1.5               2                                   2.5                   3

	(1) I have offered no constructive solutions to resolve conflict, or (2) I have undermined conflict resolution by emphasizing personalities rather than issues.
	(1) I have offered solutions to resolve conflict, and (2) emphasized issues rather than personalities.
.
	(1) I have resolved conflict based upon objective criteria, (2) I have encouraged win-win solutions, and (3) I have addressed free-rider problem constructively without creating hostilities.

	Example of my contribution:



Adapted from:  Alghalith, A., Blum, M., Medlock, A., & Weber, S. (2004). Truman State
University, Division of Business and Accountancy.




































Tool 3:  This document can be used to inform current or future team members of the expectations and responsibilities of serving on the leadership team. 
LEADERSHIP TEAM CONTRACT
What to expect as a member of the Leadership Team:
You have been chosen or elected to be a member of the team because you are respected by your colleagues and you are willing to and able to contribute additional time and commitment to the school as a whole.  
By becoming a member of the Leadership Team, I am agreeing to the following responsibilities:
· Assist in assigning roles and responsibilities.
· Contribute to the definition of team goals.
· Assist in prioritizing and coordinating goals.
· Helping to integrate individual contributions into team’s final project.
· Attend meetings consistently and punctually.
· Consistently complete team assignments and tasks on time.
· Carry my share of team’s responsibilities.
· Contribute information and/or research.
· Participate in team brainstorming of solutions/alternatives to problem.
· Assist in constructively evaluating pros and cons of generated solutions.
· Participate in team discussion.
· I will not monopolize team’s discussion time.
· Listen actively by paraphrasing/building upon ideas of others.
· Encourage others to participate.
· Emphasize issues rather than personalities.
· Offer constructive solutions to conflict.
· Constructively address free- riders (members not contributing adequately to team.
· Resolve conflict using objective criteria.
Signature_____________________________________________________________________

References:  Contract developed and adapted from:  Alghalith, A., Blum, M., Medlock, A., & Weber, S. (2004). Truman State University, Division of Business and Accountancy.




Roles and Responsibilities
	If the team scored a 1 or 2 on the Leadership Team Assessment Rubric in the area of “Roles/Responsibilities”, the following are a few suggestions to assist in obtaining a level 3 or 4.



Tool 1:  This document will help the leader/team establish roles and responsibilities based on the team members’ strengths.  

	SAMPLE GUIDELINE FOR ROLES AND RESPONSIBILITIES
(Aligned with members strengths)
Facilitator 
• Ensures other roles are assigned 
• Establishes norms and protocols 
• Creates agenda 
• Distributes the agenda 
• Moves the team through each agenda item 
• Ensures that the team remains task-oriented 
• Keeps team members focused on the team goals 
• Promotes open discussion in order to resolve conflicts and develop consensus 
• Responsible for resources and materials needed for meeting 
• Shares outcome with administration and appropriate leaders 

Recorder 
• Documents minutes for agenda items and all agreed-upon outcomes of the meeting 
• Completes the action plan 
• Asks for clarification to ensure accurate records 
• Summarizes the group discussion at the end of each agenda item to ensure accuracy 
• Shares minutes with team (at the end of the meeting, the beginning of the next meeting, or via email) 

Timekeeper 
• Makes sure the meeting starts and ends on time 
• Monitors time spent on each item according to the allocated time on the agenda 
• Signals the group shortly before the time is up to allow the group to wrap up the discussion 

Taskmaster 
• Keeps everyone focused on the purpose and goal of meeting 
• Keeps members attention and discussion on the agenda items 
• Reminds members of the norms and protocols 
• Calls everyone back from breaks 
• Facilitates celebrations of the accomplishments and outcomes at the end of the meeting 

Other possible roles: 
• Materials and resource procurer Parking lot valet 
• Celebration planner Room set up facilitator 
• Action plan scribe Data dog (leads data analysis) 
• Protocol developer and leader Energizer bunny 
• Chart scribe 



Reference:  Adapted from http://quality.wisc.edu/effective-meetings-best-practices-assign-key-roles.htm
Tool 2:  This document can assist in guiding the leadership team to discovery of specific items which should be addressed at each meeting.
Leadership Team Functions
·  Continuously review and monitor ACSIP/PIP/TIP, AMO’s and IMO’s at each meeting.
· Disaggregate all forms of assessment data.
· Ensure that every student performing below proficient is receiving necessary support.
· Establish and maintain an instructional observation plan.  Determine a protocol for reviewing observation results with staff and preparing PD tailored to teacher needs.
· Provide support and inspect numeracy and literacy across the curriculum.
· Discuss any progress from and provide support to team collaboration and/or various teaming (PLC, Grade Level collaboration, Department, etc.) meetings.
· Plan and implement student incentives for improved performance.

Reference:  Adapted from Little Rock School District Leadership Team Functions document











NORMS
	If the team scored 1 or 2 on the Leadership Team Assessment Rubric in the area of “Norms”, the following are a few suggestions to assist in obtaining a level 3 or 4.



Team norms are a set of rules developed by group consensus designed to establish a safe, orderly, and productive context for the work. Team norms should be developed during the initial team meeting. Norms can be adapted, if the team sees a need.
Sample 1:  While developing Leadership Team norms, this document can assist with focusing on the important norms of the team.
	
The Building Leadership Team Group Norms
Are about…


	Habits and behaviors all members of the Building Leadership Team 
will commit to practicing so that our collaborative time is 
focused, purposeful, respectful, and productive.


	
1.  Expectations of Self and Others


	To respect other’s ideas and contributions

	
2.  Participation


	To focus on and stay on our task

	
3.  Attitude


	To remain positive

So what?  (What’s important to understand about this?)

Working together collaboratively can be accomplished most effectively when there are agreed upon behaviors all members of the team will commit to practicing and to which all members will hold themselves and each other accountable.


Resource:  Adapted from A Toolkit for High School Leadership Teams by Wisconsin Department of Public Instruction

Sample 2:  The following are examples of norms that can be used to assist in developing norms for the leadership team. 
	Sample Leadership Meeting Norms

	Keep electronic distractions to a minimum
	Issues raised will be discussed by Leadership Team, voted on by thumbs up or thumbs down, majority rule and in case of tie vote the issue will further be discussed at the next meeting
	It is okay to be the messenger with bad news. You can expect a problem solving approach, not recrimination.

	One voice at a time
	Trust each other. Have confidence that issues discussed will be kept in confidence.
	Own the whole implementation of the product, not just your little piece; recognize that you are part of something larger than yourself. Be responsible to own the whole picture.

	Listen attentively
	Don’t be defensive with your colleagues.
	The discussion of issues, ideas, and direction will not become a personal attack or return to haunt you in the future.

	Respect all opinions and ideas
	Avoid territoriality; think instead of the overall good for the staff, the school, and the district.
	It is safe to be wrong. Thoughtful decision making is expected.

	Begin and end on time
	Decision making is by consensus. Consensus hopes for unanimous support. Individual team members may not fully agree with a team decision, but will fully support it.
	Support each other - don't throw each other under the bus.

	Attend all Leadership Team meetings
	Re-state decisions and action steps (done through real time minutes projection)
	Practice being open-minded.

	Approve minutes and agenda, prioritize for time as needed
	Focus on agenda items
	Transparency: avoid hidden agendas.

	Information sharing of all departments and then continue with problem solving
	If an issue is voted down the department chair will inform the staff member(s) and then encourage the staff member(s) with the issue to meet with Principal
	Team members agree to hold themselves and each other accountable for commitments made to one another

	Resources:  Adapted from bbodwell@earthlink.net, info@wisconsinPBISnetwork.org, getthepicture.ca/a-list-of-ground-rules-for-effective-meetings, normessasweb.uark.edu/bestpractices, and www.schoolimprovementcoach.org






INFORMATION DELIVERY
	If the team scored of 1 or 2 on the Leadership Team Assessment Rubric in the area of “Information Delivery, the following are a few suggestions to assist in obtaining a level 3 or 4.



Tool 1:  Create a school newsletter for the delivery of information.
	Excellence School
Newsletter
	From the desk of the Principal
“It takes all of us involved to be involved to create success” – Author Unknown
	August
2014

	Leadership Team Minutes


	· The Leadership Activity was delivered by the team leader.  The activity expressed the importance of working together as a team, communicating, and depending on each other for problem solving.  Reflection was conducted by many members.  
· Reminder to keep all documents in a “binder” for final evaluation at the end of the year.
· We have various Parent Events planned for the year.  Please sign up on the calendar on the T: drive; each teacher must commit to 3 activities per semester.
· Remember to include the following dates on your meeting calendar:  
· Monday – Job Embedded Staff Development
· Tuesday – PLC’s 
· Wednesday – Leadership Meeting
· Thursday – Team Meetings 
· Friday – Data Teams
· Reminder to make sure your content meeting minutes include all contributions made and by whom. Please use the 7th grade SS meeting minutes as the example.
· Reminder that Lesson Plans are due Thursday by 5:30 this week. Beginning next week, plans are due by 4:00 on Thursday
· Please note that the T-Drive has been organized by year. Be sure that you place your items in the appropriate folder.  If there is anything that you want placed on the T-Drive, please notify Academic Coach so that she can add that for you.  Syllabi should be submitted as grader level content

	








IT’S
A
HEART
THING

[image: ]










Tool 2:  Deliver all meeting minutes to staff through a staff email
	To:  All Staff

	Re:  Leadership Meeting Minutes August 12, 2014


	Staff, Please read all minutes, if you have any questions please see a member of the leadership team for clarification.  
Thanks,
Principal

· The Leadership Activity was delivered by the team leader.  The activity expressed the importance of working together as a team, communicating, and depending on each other for problem solving.  Reflection was conducted by many members.  
· Reminder to keep all documents in a “binder” for final evaluation at the end of the year.
· We have various Parent Events planned for the year.  Please sign up on the calendar on the T: drive; each teacher must commit to 3 activities per semester.
· Remember to include the following dates on your meeting calendar:  
· Monday – Job Embedded Staff Development
· Tuesday – PLC’s 
· Wednesday – Leadership Meeting
· Thursday – Team Meetings 
· Friday – Data Teams

Reminder to make sure your content meeting minutes include all contributions made and by whom. Please use the 7th grade SS meeting minutes as the example.

Reminder that Lesson Plans are due Thursday by 5:30 this week. Beginning next week, plans are due by 4:00 on Thursday

Please note that the T-Drive has been organized by year. Be sure that you place your items in the appropriate folder.  If there is anything that you want placed on the T-Drive, please notify Academic Coach so that she can add that for you.  Syllabi should be submitted as grader level content












Tool 3:  Have all team leaders/department chairs distribute all information in PLC/Team/Content meeting.
-----------------------------------------------------------------------------------------------------------------------------
Date:  8/ 12/2014			   Collaboration Meeting Notes
Connections					Team Planning
				   	          Excellence School

	Attendance:
	1.                                                                          6.
2.                                                                          7.
3.                                                                          8.
4.                                                                          9.
5.                                                                         10.

	Agenda:
	Facilitator

	Moments of Praise
(Any highlights/glows that have occurred the previous week)




	 


	Leadership Meeting Minutes




	


	Instructional Focus 
(What do we want our students to know?)





	

	Instructional Methods/Strategies/Best Practices 
(What will we do for those who already know it? What will we do for those who don’t know it?)




	

	Behavioral or Academic Interventions Discussed 
(RTI, Behavior Contracts, Progress Monitoring)




	

	Questions/Concerns/Professional Development Needs/Recommendations




	

	Adapted from http://www.osceola.k12.fl.us/depts/ResearchEvalAcct/documents/CelebrationMiddlePLCMinutesTemplate.pdf


DATA
	If the team scored a 1 or 2 on the Leadership Team Assessment Rubric in the area of “Data”, the following are a few suggestions to assist in obtaining a level 3 or 4.



A key element of building instructional leadership teams is creating a data-driven decision-making culture. 

Tool 1:  This questionnaire assesses your perceptions about your principal, staff, and stakeholders based on the dimensions of a professional learning community (PLC) and related attributes. This questionnaire contains a number of statements about practices which occur in some schools. Read each statement and then use the scale below to select the scale point that best reflects your personal degree of agreement with the statement. Shade the appropriate oval provided to the right of each statement. Be certain to select only one response for each statement. 
Professional Learning Communities Assessment Tool

Scale:  Strongly Disagree (SD)    Disagree (D)     Agree (A)      Strongly Agree (SA)
S
	Statements
	Scale

	
	Shared and Supportive Leadership
	SD
	D
	A
	SA

	1.
	Staff members are consistently involved in discussing and making decisions about most school issues.
	
	
	
	

	2.
	The principal incorporates advice from staff members to make decisions.
	
	
	
	

	3.
	Staff members have accessibility to key information.
	
	
	
	

	4.
	The principal is proactive and addresses areas where support is needed.
	
	
	
	

	5.
	Opportunities are provided for staff members to initiate change.
	
	
	
	

	6.
	The principal shares responsibility and rewards for innovative actions.
	
	
	
	

	7.
	Leadership is promoted and nurtured among staff members.
	
	
	
	

	8.
	Leadership is promoted and nurtured among staff members.
	
	
	
	

	9.
	Decision-making takes place through committees and communication across grade and subject areas.
	
	
	
	

	10.
	Stakeholders assume shared responsibility and accountability for student learning without evidence of imposed power and authority.
	
	
	
	

	11.
	Staff members use multiple sources of data to make decisions about teaching and learning. 
	
	
	
	

	Comments


	
	
	
	



Source: Hipp, K. K., & Huffman, J. B. (Eds.) (2010). Demystifying Professional Learning Communities: School Leadership at Its Best. Lanham, MD: Rowman & Littlefield.








Tool 2:  The following tool provides mechanisms for collecting and analyzing data and identifies areas for future focus and development by the leadership team. It provides guidelines for conducting a student learning audit for gathered data.

Audit Tool: Advancing Equity and Excellence in Student Learning
Step 1: Understand the Baseline
◆ What is the distribution of students, recent historical trends, and expected future trends by:
✔ Race/Cultural Background
✔ Poverty
✔ English Language Learners
✔ Students with Identified Special Learning Needs
✔ Student Mobility

Step 2: Examine Disaggregated Outcomes
◆ What are the patterns in student learning, attendance, grades and promotion rates across the 		       demographic groups identified above?
	◆ What are key turning points in student learning outcomes? (e.g., for students who fail to 
                      graduate, what grade level, course, or set of circumstances are key risk factors?)
◆ What areas can the school focus on to address the gap between your vision or preferred state    
      (all students learning to high levels) and the current reality (the vision gap)?

Step 3: Analyze Current Practices
◆ For the areas identified in Step 2, what current practices are in place for students who are not 
     meeting achievement goals? Use the low, middle and high achieving student discussion guide (p. 
     56) to examine current practices, opportunities, and barriers to learning in your school.
◆ What underlying processes affect student access to effective learning opportunities?
		✔ Student assignment to experienced teachers
		✔ Behavior management practices and policies
		✔ Assignment processes and structure of special education programming
		✔ Formative assessment practices
		✔ Ability to move between tracks or trajectories

Step 4: Consider Common Problems in Advancing Equity and Excellence in Student Learning that May Need to be 
addressed.
◆ Is high quality co-teaching occurring between special and regular education teachers?
◆ Does grouping for services result in separation of students by ability level or background?
◆ Do teaching practices address each individual child’s learning needs?
◆ Is there a culture of formative assessment to ensure that each child’s learning is appropriately  
     scaffolded and supported?
◆ What supports are in place to ensure that a child with a history of failure can achieve at the 
     highest levels?
◆ (How) does the school identify and fuel each child’s passion for learning?

Step 5: Answer Summary Questions
◆ How will you work to help students who struggle?
◆ How will you work to help students who are not challenged?
◆ How will you improve access to high quality teaching and learning for all students?

Adapted from Kelley, C. & Shaw, J. (2009). Learning First! A School Leader’s Guide to Closing Achievement Gaps. Thousand Oaks, CA: Corwin Press, pp. 68–69.

RESEARCH
	The following research of this Toolkit include portions of Indistar Indicators that relate directly to leadership teams.



Indicator: All teams prepare agendas for their meetings. 
Indicator: All teams maintain official minutes of their meetings. 
 Evidence Review:
Some decisions concern the general operation of the school and its continuous improvement.
The Mega System places those decisions with a Leadership Team that is headed by the principal and includes teachers and other staff. In order to facilitate communication and coordination among the grade levels and the departments of the school, a typical composition of the Leadership Team is the principal and team leaders from the Instructional Teams. The Leadership Team needs to meet twice each month for an hour each meeting. Less frequent meetings lead to drift and loss of continuity; less time for each meeting creates hurriedness and insufficient attention to the work at hand. Effective teams operate with agendas, keep minutes, stay focused, and follow through with the plans they make.



This portion of the Wise Ways has been taken from Indistar IndicatorID04 (39) and Indistar Indicator ID05 (40) in order to directly support the efforts of the building level Leadership Team. 

Source: Sam Redding, The Mega System. Deciding. Learning. Connecting. A Handbook for
Continuous Improvement Within a Community of the School.
©2010 Academic Development Institute
 





Indicator: The principal maintains a file of the agendas, work products, and minutes of all teams.
Explanation: These days, files are probably electronic and kept on the school server. But in whatever form, it is good practice to keep a central file of the work done by the teams. Along with team documents, a central filing system could contain other documents relevant to school improvement. For example:
· Documents such as the school’s policies and procedures, schedule, programs, curriculum guides;
· Evaluations of the school’s programs;
· Observational data collected from classroom observations (in aggregate form, without teacher names);
· Perceptions data such as surveys of teachers’, parents’, and students’ perceptions about the school.
Questions: Do your school teams assemble their documentation? Is a copy kept by the principal in an organized, central location? Is this an electronic system or paper in file drawers? Who has access to the information?
Of course, such data suggests all sorts of confidentiality requirements. According to a 2011 U.S. Department of Education report on Safeguarding Student Privacy, “The use of data is vital to ensuring the best education for our children. However, the benefits of using student data must always be balanced with the need to protect students’ privacy rights. Students and their parents should expect that their personal information is safe, properly collected and maintained and that it is used only for appropriate purposes and not improperly disclose the report states. It is imperative to protect students’ privacy to avoid discrimination, identity theft or other malicious and damaging criminal acts. All education data holders must act responsibly and be held accountable for safeguarding students’ personally identifiable -- from practitioners of early learning to those developing systems across the education continuum (P–20) and from schools and their contractors.
This portion of the Wise Ways has been taken from Indistar Indicator ID06 (41) in order to directly support the efforts of the building level Leadership Team. 
References and Resources
Danielson, C. (2011). Electronic Forms and Rubrics for Enhancing Professional Practice: A
Framework for Teaching. Alexandria, VA: Association for Supervision and Curriculum
Development.

Griffin, L. (2013). Charlotte Danielson on teacher evaluation and quality. School Administrator,
1(70), 27–31.

U.S. Department of Education. (2011). Safeguarding Student Privacy. Washington, DC: Author.
Retrieved from https://www2.ed.gov/policy/gen/guid/fpco/ferpa/safeguarding-studentprivacy.
Pdf





Indicator: A Leadership Team consisting of the principal, teachers who lead the
Instructional Teams, and other key professional staff meets regularly (twice a month or more for an hour each meeting).

Explanation: Some decisions concern the general operation of the school and its continuous improvement. Schools typically place those decisions with a Leadership Team that is headed by the principal and includes teachers and other staff. In order to facilitate communication and coordination among the grade levels and the departments of the school, a typical composition of the Leadership Team is the principal and team leaders from the Instructional Teams. The Leadership Team needs to meet twice each month for an hour each meeting. Less frequent meetings lead to drift and loss of continuity; less time for each meeting creates hurriedness and insufficient attention to the work at hand. Effective teams operate with agendas, keep minutes, stay focused, and follow through with the plans they make.

For instructional teams, they recommend the teachers who “teach and are responsible for the same students.  This team meets at least twice a week for a minimum of 45 minutes each time” (p. 12).

This portion of the Wise Ways has been taken from Indistar Indicator ID07 and IID06 (42) in order to directly support the efforts of the building level Leadership Team. 
Source: Sam Redding, The Mega System. Deciding. Learning. Connecting. A Handbook for
Continuous Improvement Within a Community of the School. Retrieved from www.adi.org. 

References and Resources
Turning Point. (2001). Transforming middle schools: Guide to collaborative culture and shared
leadership. Boston, MA: National Turning Points Center.

©2013 Academic Development Institute















Indicator: The principal participates actively with the school’s teams. 

Explanation: Active participation doesn’t mean that the principal attends every team meeting, but the principal certainly attends some team meetings. And for teams on which the principal is a member—on the Leadership Team—the principal is a regular attendee. Beyond attendance, the principal ensures that teams have ample and regular time to meet and stresses the importance of the work of the teams. The principal provides guidance for the work products to be produced by the team and reviews the work to offer feedback.

According to Marzano (2003), “one of the common misconceptions about leadership at the school level is that it should reside with one individual--namely the principal” (p. 174). While the principal should be the one to keep everyone focused on improving student learning, leadership should be shared among teachers, support staff, parents, and, in some cases, the students themselves in order to achieve that objective.

This portion of the Wise Ways has been taken from Indistar Indicator IE05 (56) in order to directly support the efforts of the building level Leadership Team. 

References and Resources

Marzano, R. (2003). What works in school: Translating research into action. Alexandria, VA:
Association for Supervision and Curriculum Development.




























Indicator: All teams have written statements of purpose and by-laws for their operation.

The literature on school change (e.g., Hassel et al., 2006; ADI, n.d.; Reinventing Education,
2002) suggests that the following are necessary for needed changes to be successful:
· A clear vision. What will the school look like when the restructuring process is completed?     
· An empowered leader, a change agent, who can maintain a focus on the vision, motivate     members of the school community, plan, communicate, and persist in keeping the change process on track. Getting the right leader in each school and the right oversight by the district are critical.
· Improvement teams, generally at both the district and school level. These teams, which should have no more than seven or eight members, work with the team leader to create improvement plans and obtain input from and communicate with all members of the school community. District teams’ decisions can be informed by input from the school teams.

Source: Carole Perlman, Handbook on Restructuring and Substantial School Improvement

This portion of the Wise Ways has been taken from Indistar Indicator ID02 (37) in order to directly support the efforts of the building level Leadership Team 

Wise Ways® / Center on Innovation & Improvement

References and other resources:
Academic Development Institute. (n.d.) Managing change. Lincoln, IL: Author.

Hassel, E. A., Hassel, B. C., Arkin, M. D., Kowal, J. M., & Steiner, L. M. (2006). School restructuring under No Child LeftBehind: What works when? A guide for education leaders. Washington, DC: Learning Point Associates. RetrievedFall 2006 from http://www.centerforcsri.org/files/RestructuringGuide.pdf




















Indicator: All teams operate with work plans for the year and specific work products to produce. 

Explanation: Teams provide a structure to share and build leadership, make decisions, learn together, and produce work more efficiently than is possible with individuals acting alone. Teams are called by many names, but a typical structure includes a Leadership Team, teacher Instructional Teams and a School Community Council that includes parents. Of course, a school may have other teams, but these three teams are a basic structure for school improvement.
Teams need regular and sufficient time in the schedule. As this indicator makes clear, teams also need a stated purpose and a work plan that outlines the team’s responsibilities and work products.

Question: 
· Do all of your teams operate with work plans and clear expectations for the work products they are to produce? 
· Where are these plans and expectations recorded? How are they communicated? 
· How are work products reviewed?

Finding regular dedicated time in a busy school schedule for people to come together and meet as a team is not easy. Teachers need time to meet together as instructional teams to plan instruction and review student progress. The principal and other key leaders in the building need time to meet together as a leadership team to review the overall health and direction of the school. Redding (2006), writes that “decision-making groups must be organized and given time to plan and monitor the parts of the system for which they are responsible” (p. 45) It is imperative for these teams to feel as if what they are doing in that carved out time is important. That it is productive. That there is a well-thought out plan and direction for what they are doing in their time together.

When team resources are focused and members are all working to accomplish the same
purpose, teamwork can be very rewarding and productive. This is best accomplished when team members use a proactive approach rather than a reactive approach to accomplish their purpose (Adams, 1987).

This portion of the Wise Ways has been taken from Indistar Indicator ID03 (38) in order to directly support the efforts of the building level Leadership Team. 
References and Resources

Redding, S. (2006). The mega system. Deciding. Learning. Connecting. A handbook for continuous improvement within a community of the school. Lincoln, IL: Academic Development Institute.

Turning Point. (2001). Transforming middle schools: Guide to collaborative culture and shared
leadership. Boston, MA: National Turning Points Center.



Indicator: The Leadership Team serves as a conduit of communication to the faculty and staff. 

Explanation: A typical Leadership Team includes the principal, key administrators, and teacher leaders of Instructional Teams. The team serves as a means of communication among school personnel, especially in regards to school improvement efforts and everyone’s role in them.

Questions: 
· Is your Leadership Team constituted in a way that enables it to receive input from faculty and staff and to convey information to them? 
· How is this communication handled? 
· Are Leadership Team agendas and minutes made available? 
· Is the evolving school improvement plan accessible?


In order to facilitate communication and coordination among the grade levels and the departments of the school, a typical composition of the Leadership Team is the principal and team leaders from the Instructional Teams.

Team members are expected to “attend meetings regularly, represent the interests of constituent group (not just their own), determine how to engage stakeholders in meaningful ways in school affairs; commit to working collaboratively with team; bring issues and concerns of constituent group to team meetings and communicates the activities and decisions made by the School Leadership Team; and communicate information from the School Leadership Team to their constituent group” (p. 4).

This portion of the Wise Ways has been taken from Indistar Indicator ID08 (43) in order to directly support the efforts of the building level Leadership Team. 

References and Resources
Charlotte-Mecklenburg Schools. (2013). School Leadership Team Handbook. Charlotte, NC:  Author.

Redding, S. (2006). The Mega System: Deciding, learning, connecting. Lincoln, IL: Academic Development Institute. . Retrieved from www.adi.org. See Download ADI Publications.














Indicator: The school’s Leadership Team regularly looks at school performance data and aggregate classroom observation data and uses that data to make decisions about school improvement and professional development needs. 

Explanation: Student performance data is typically disaggregated by sub-groups; for example race, ethnicity, gender, income, special education, bilingual/ELL, Section 504 plans,
Homeless/McKinney Vento Act, migrant. Classroom observation data may be aggregated to show patterns of professional practice across the faculty. Both of these data sources are important for planning professional development, and the Leadership Team is the ideal decision making body for planning professional development.

Questions: 
· Does your Leadership Team consider both disaggregated student outcome data and data on patterns of professional practice to determine professional development needs and plan appropriate professional development?

Finding time for school leaders to meet is not easy, but essential. The Leadership Team is positioned to take a broad view of the data available to them and to make decisions on the focus and direction of the school. They can assess where there are strengths to be celebrated and weaknesses that need shoring up. Professional development can be a huge drain on resources (time and money) if it is not well thought out and implemented. The Leadership team must use all available information in order to make wise decisions on where best to use those resources.

Simply sharing the data with instructional staff does not necessarily mean that change is imminent. Levin (2012) writes, “A further important caution is that assessment and data do not tell people what to do next. The latter requires work to review the research, share and test new practices, and help teachers integrate better practice into their classrooms in a sustainable way.  Elmore (2000) states that “if the purpose of leadership is the improvement of teaching practice and performance, then the skills and knowledge that matter are those that bear on the creation of settings for learning focused on clear expectations for instruction” (p. 20)

This portion of the Wise Ways has been taken from Indistar Indicator ID10 (45) in order to directly support the efforts of the building level Leadership Team. 

References and Resources

Elmore, R. F. (2000). Building a new structure for school leadership. Washington, DC: The Albert Shanker Institute.








Indicator: The Leadership Team reviews the principal’s summary reports of classroom observations and takes them into account in planning professional development. 

Explanation: Summary accounts of classroom observations are called “patterns of practice” and aggregate the observations from several or all teachers without revealing teachers’ names. When the principal (or peer observers) conduct classroom observations, they determine if specific indictors of effective practice are demonstrated. The patterns of practice analysis then shows the percent of teachers demonstrating each indicator for a grade level, subject area, grade-level cluster, or across the faculty. The analysis is useful in planning professional development.

Questions: 
· Does your principal record indicators of effective practice during classroom observations? 
· Do you also use peer observations, teacher to teacher? 
· Does the principal aggregate the observations to show patterns or practice? 
· Does the Leadership Team review this analysis in planning professional development?

The Leadership Team can then use the data gathered from observations and determine what professional development is needed for individual teachers, or building-wide. They can also determine how best to address the needs and concerns of teachers in the building (Redding 2006).  If principals note strengths in one teacher that would assist another teacher struggling with the same skill, the first teacher could be assigned as a mentor. According to Coskeran (2013), teacher-to-teacher mentoring can be a powerful tool for school improvement—if it is done properly.

This portion of the Wise Ways has been taken from Indistar Indicator IF02 (66) in order to directly support the efforts of the building level Leadership Team. 

References and Resources

Coskeran, S. (2013). Effective teacher-to-teacher mentoring. Headteacher Update. Retrieved from: http://www.headteacherupdate.com/cgibin/go.pl/article/article.html?uid=101460;type_uid=79

Redding, S. (2006). The mega system. Deciding. Learning. Connecting. A handbook for continuous improvement within a community of the school. Lincoln, IL: Academic Development Institute. Retrieved ©2013 Academic Development Institute










Indicator: The Leadership Team monitors school-level student learning data. 

Explanation: Instructional Teams and individual teachers monitor student learning data for their grade levels and subject areas, and for individual students in order to make adjustments in instructional plans and to identify students in need of greater differentiation and support. The
Leadership Team looks at school-level data, including appropriate disaggregation, to adjust the evolving improvement plan and recommend changes in curriculum and student support services.

Questions: 
· Does your Leadership Team monitor various sources of student learning data to make decisions and recommendations regarding the evolving improvement plan, curriculum, and student support services? 
· Are these data sources reviewed alongside data on prevailing professional practices that impact the outcomes?

The school improvement plan is a good beginning point to establish coherent streams of data to facilitate decision-making. For example, the school improvement plan might include an objective to improve reading achievement by adopting a strategy of reading across the curriculum. Professional development will be provided for teachers to improve their skills in teaching reading across the curriculum. Was the training provided? Who attended? How did the participants evaluate the effectiveness of the training? Do minutes of Instructional Team meetings show that teams carried the training into their discussions and plans? How does the school assess the degree to which teachers changed practices as a result of the training? How does the school determine the effectiveness of the changed practices? Putting all these pieces together depends upon first instituting standard practices and procedures that: (1) link the improvement plan to subsequent activities, such as professional development; (2) maintain records of participation in trainings; (3) gather participant evaluations of trainings; (4) require minutes of team meetings; (5) gather information from individual teachers on changed practices; (6) gather information about short-term effectiveness of changed practices, such as teacher ratings; and (7) determine improvements in student learning that might result from particular changes in practice.

This portion of the Wise Ways has been taken from Indistar Indicator IF02 (66) in order to directly support the efforts of the building level Leadership Team. 

Danielson, C. (2013). Framework for Teaching – 2013 Revision. Princeton, NJ: Danielson Group.
Florida Department of Education. (2012). School Leader Evaluation System’s Observation and
Evaluation Forms and Procedures for Leadership Practice, effective July 1, 2012.  Tallahassee, FL: Author.
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