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Indiana Student Achivement Institute

Planning Guide 1 – Force Field Data Point Person
HOMEWORK SUMMARY

	Task
	Where to Begin
	After the Task is Completed

	
	
	Enter Online
	Place in SIP Binder

	1.
Register online for the InSAI Online System Training
	( www.asainstitute.org
	
	Note:  

Force Field Reports will be printed at a later time after additional information is entered into the online system.

	2.
Attend InSAI Online System Training
	
	
	

	3.
Set up online surveys 
	(
Instructions for Setting Up Online Surveys    (online)
	( Online Survey Setup
	

	4.
Survey at least 95% of the students
	
	( Student surveys

( Teacher surveys

( Parent surveys

( Community surveys
	

	5.
Survey at least 95% of the teachers
	
	
	

	6.
Survey at least 30 parents
	
	
	

	7.
Survey at least 30 community members
	
	
	


GUIDING QUESTIONS FOR TASKS DUE SEPT 15
	1
	Which surveys will you give to your students?
	( Primary     ( Intermediate     ( Middle     ( High

	2
	Which surveys will you give to your teachers?
	( Elementary     ( Middle     ( High

	3
	Which surveys will you give to your parents?
	( Elementary     ( Middle     ( High

	4
	Which surveys will you give to your community?
	( Elementary     ( Middle     ( High

	
	WHO WILL SURVEY
	WHERE
	WHEN

	5
	Who will be responsible for surveying the students?  

Where and when will this happen?
	
	
	

	6
	If you are giving a primary student survey, who will be responsible for administering the survey?  Where and when will the primary survey be given?
	
	
	

	7
	Who will be responsible for surveying the teachers?  

Where and when will this happen?
	
	
	

	8
	Who will be responsible for surveying the parents?  

Where and when will this happen?
	
	
	

	9
	Who will be responsible for surveying the community?  

Where and when will this happen?
	
	
	


DISCUSSION
OVERVIEW:   

Force Field data helps the school and community figure out what is interfering with academic achievement in the areas they have identified as Academic Data Targets.  Force Field Data is collected in seven different areas to help teachers, parents, students, and community members understand all the factors that might be influencing achievement:


1.  Expectations

5.  Extra Help



2.  Curriculum

6.  Guidance



3.  Instruction

7.  Environment (discipline, parent involvement, resources, etc.)



4.  Assessment

Force Field Data will be collected in three different ways online.  The computer will then sort the data and prepare a separate report for each of the seven areas listed above.  The faculty and Community Council will analyze these reports at their fourth meeting.

Your responsibility is to collect and enter the force field data online according to the following timeline.  You are strongly encouraged to delegate tasks:

Sept 15 – Survey Data

October 15 – Inquiry Question Summaries

November 15 – Short Answer Data

If your school is Title I Schoolwide or “in school improvement” because you have not met Annual Yearly Progress (AYP) for No Child Left Behind (NCLB), it is also your responsibility to make sure that evidence is collected to document that your school has met several requirements for Title I Schoolwide and NCLB (see below).  You are strongly encouraged to ask the Title I person in your school to provide you with this documentation.

SURVEYS – Due September 15

Before the 2nd Leadership Training Session you will enable your students, faculty, parents, and community to take a 10-minute online survey.  While tallying the results of this survey used to be a time consuming task, the InSAI computer now tallies automatically providing you with results at the push of a button.  Student and parent results are also disaggregated by NCLB groups, making it possible to see different perspectives between groups.  In depth instructions can be found in your InSAI School Improvement Manual as document D.7.  Several schools have surveyed community members by taking a laptop computer to public places that have internet access (e.g. coffee shop, library) and asking those present to take a quick online survey.
INQUIRY QUESTIONS – Due October 15

Before the 3rd Leadership Training Session, you will be facilitating discussions with your faculty and community regarding Inquiry Questions that are found in your InSAI School Improvement Manual as document D.11.  Below are ways in which InSAI schools have facilitated these discussions in the past.  Please keep in mind that this activity is more beneficial if participants can participate in a discussion about the questions or at least read each other’s responses.
1) At a special faculty / community meeting, post the questions around the room on flip-chart paper and then asked faculty / community members to write their responses on the posters.

2) At a special faculty / community meeting, give each participant a stack of note cards.  Write each question on the outside of a lunch bag.  Give each person a lunch bag, ask them to write their answer to the question on a note card and place it in the bag.  After 3-4 minutes, ask participants to pass their bag to the next person.

3) Poster Talk:  Every day, write a different question on a flip-chart paper and put it in the teachers’ workroom for their responses.
4) Create a discussion board where teachers and/or community members can respond to the questions.

5) Send a different question out each day by email to members of the community council and/or faculty for their response.

SHORT ANSWER QUESTIONS – Due November 15
Before the third Leadership Training Session,  you will be collecting “Force Field Short Answer” data.  Document D.6 in your School Improvement Manual is the Force Field Short-Answer WORKSHEET.  Simply collect the answers to these questions, and then enter them online.


HINT:
Delegating tasks is very important in the Force Field Point Person’s work.  Many Force Field Point Persons have delegated tasks by asking the Steering Team members – or several teachers at home – to each be responsible for gathering data for one or two of the Short-Answer WORKSHEET pages.  


ENTERING THE DATA ONLINE:

1. Go to www.asainstitute.org

2. Enter your school’s user name and password

3. Click on the “Force Field Analysis” tab at the top of the page

4. Under Enter/Edit Force Field Self Study, click on “Data”

5. Make sure the correct year is indicated, and then simply fill in the boxes.


HINT:
Several of the Force Field Short Answer questions meet requirements of Public Law 221, Title I Schoolwide, and No Child Left Behind.  Please be sure to completely answer all questions

TITLE I SCHOOLWIDE EXHIBITS – Due November 15

If your school is using InSAI to meet the requirements of Title I Schoolwide and/or No Child Left Behind (if your school is “in school improvement), you will also need to present exhibits that show the degree to which your school is meeting various requirements.  We suggest that you ask your school’s Title I person to provide the following documents for you to include in your School Improvement Plan.  The following documents will help with this section:

Document Number
Document Title

4.125

Title I, NCLB Document Tips 
D.13

Highly Qualified Teacher Chart

D.14

How to Determine if a Teacher is Highly Qualified
	School Improvement Plan

BINDER TAB
	DOCUMENT
	TITLE I 

Schoolwide


	NCLB 

for schools “in improvement”

	19 H
	Highly Qualified Teacher List
	X
	

	19 I
	Parent Notice of “School in Improvement” to each student’s parents including responsibilities of the school, LEA, & SEA
	
	X

	19 J
	School-Parental Involvement Policy / Evidence of distribution
	X
	

	19 K
	1.  
Parent “Right-to-Know Letter 1


Parents may request info regarding qualifications of teachers and paraprofessionals
	X
	

	
	2.
Parent “Right-to-Know Letter 2


Notice that the child has been assigned to a non-Highly Qualified teacher for four or more consecutive weeks.
	X
	

	19 L
	School-Parent Compact
	X
	

	19 M
	Annual Parent Meeting Evidence
	X
	

	19 N
	Peer Review
	
	X


THE END RESULT

After all of the above Force Field Data has been collected and entered online, you will be able to generate seven reports – one for each of the several Force Fields listed above.  Each report will contain short-answers, inquiry question summaries, and survey questions related to the force field addressed by the report.  Teachers, students, parents, and community members will work through this data to discover the areas that are interfering with achievement at your school and in your community.

DON’T BE CONFUSED FOR MORE THAN FIVE MINTUES!
Please do not hesitate to call your School Support Specialist.  He or she is waiting by the phone for your calls (except when meeting with another group of schools).  InSAI’s School Support Specialists have all been members of successful InSAI Steering Teams.  They joined the InSAI staff because they believe in the Vision-to-Action process and want to help other schools use it to raise achievement and close achievement gaps.  The School Support Specialists remember what it was like when they came home from a leadership training session feeling overwhelmed and not sure where to begin.  

DON’T KNOW WHO YOUR SUPPORT SPECIALIST IS?  

If you don’t know who your support specialist is, call the InSAI General Office at 812-669-0006.  We will be happy to give you the person’s name and transfer your call.
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