[bookmark: _GoBack]Alaska STEPP Annual Housekeeping Procedures                  
School Name: ______________________  ****NOTE:  This document is a template only with the intent of helping districts and schools create consistent procedures for implementing and maintaining continuous school improvement practices!  Please, edit this document so it meets the needs of the intended audience.

	
	Date
	                              Procedures

	
	
	Log in with your school’s User Name and Password

	
	
	Update School Information: principal, address, email, phone, mission statement, goals  (pg. 31, 43).

	 
	
	Update School Team Information: names and contact information (pg. 31, 42).

	
	
	Decide if any information in plan is outdated and needs to be cleared or archived (pg. 11). Give information to District Rep., AND List indicators here: ___________________________________________________________

	
	
	Complete the School’s Needs Assessment (pgs. 6, 24).

	
	
	Upload the Needs Assessment into Alaska STEPP (pgs. 23, 79).

	
	
	Set up meeting agendas for the year using Team Agendas & Minute sin Alaska STEPP (pgs. 35 & 37)

	Completion dates for updating specific indicators are entered on Pacing Guide

	
	
	Update assessment of at least 17 indicators: 
if information is current, leave as is and enter current date (pg. 77), OR update narrative (pgs. 11, 77, 82).

	 
	
	Update all objectives: 
re-write objective (pg. 58), OR change objective due date (pg. 58), OR mark objective as met (pgs. 63-65).

	 
	
	Update all tasks: mark task complete (pg. 62), OR change task due date (pg. 60), OR 
re-write task (pgs. 59, 60, 78), OR delete task (pgs. 62, 78).

	
Check off each procedure when complete and enter completion date.  

Page numbers from the Alaska STEPP User’s Manual are included as a resource for completing procedures.


School Pacing GuideBasic Meeting in Alaska STEPP
5 min. take role
10/15 min.-monitor tasks/objectives
20/30 min.-assess indicators
30/40 min.-plan for indicators
Total time-60/90 minutes
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Monitor & Prepare Plan for Next Year
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	****NOTE:  This document is a template only with the intent of helping districts and schools create consistent procedures for implementing and maintaining continuous school improvement practices!  Please, enter the indicators of your choice for monthly review.
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Indicator 6.01 is Suggested - Instructional leader uses a team approach to facilitate the implementation of a continuous school improvement planning process that includes assessing, planning and monitoring.

All schools are Title I Schoolwide schools which requires a schoolwide plan for each site. The 16 indicators listed above are required to be addressed by all schools; other indicators are optional and can be assessed if preferred.   Specifically designated schools are required to address the Key Indicators, which are crosswalked with the 7 Turnaround principals, and these indicators are the same indicators required for shcoolwide plans, therefore each plan includes the required components of both a school improvement plan and a schoolwide plan, many of which overlap.

To keep improvement work focused, choose 2-4 Spotlight indicators for intensive monitoring throughout the year.  Spotlight Indicators will be monitored at least monthly, while other indicators will be monitored at a less intense, less frequent rate.  

List of Spotlight Indicators: ____3.02 & 4.03____________________



