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Indiana Student Achivement Institute

Planning Guide 3 – Steering Team

School Name:

	STEERING 
TEAM
	1. When will your Steering Team meet to:

· Select the preliminary data targets

· Assign the targets to your data fields?
	

	
	2. When will the Data Targets be distributed to all teachers and the Community Council for their review?
	

	
	3.
What additional Steering Team meetings are scheduled?
	

	
	4.
When will you have your team conference call with your InSAI School Support Specialist?  Please schedule this time before you leave).
	

	FULL 
FACULTY

PP  
	5.
MEETING:  When will the Full Faculty convene for Meeting 3?
	 

	
	6.
Will each of the following be conducted at home (prior to the meeting) or at the meeting?
	

	
	Webcast – Selecting Data Fields?
	

	
	Achievement Data Analysis (sticky notes)
	

	
	7.
Who is printing copies of the Achievement Data Report for each meeting participant?
	

	
	8.
If participants are doing activities before your meeting, who will send out the a) cover memo, b) the Achievement Data Report and c) a pad of sticky notes to each participant?  When?
	

	
	9.
Who will make the posters for this meeting?


a.
Achievement Data Analysis POSTER (one for every 6 people)


b.
Data Fields INSTAGRAPH
	

	
	10.
Who will provide the materials for this meeting:

a.
Handouts


b.
Achievement Data Report (if not sent before the meeting)


c.
Sticky Notes (if not sent before the meeting)
	

	
	11.
Who will prepare the warm-up for this meeting?
	

	
	12.
Who will facilitate this meeting?
	

	
	13.
Who will take minutes at this meeting, enter the minutes into the InSAI online system, and distribute the minutes to the faculty?
	

	COMMUNITY
COUNCIL

PP  
	14.
MEETING:  When will the Community Council convene for Meeting 3?
	 

	
	15.
Will each of the following be conducted at home (prior to the meeting) or at the meeting?
	

	
	Webcast – Selecting Data Fields?
	

	
	Achievement Data Analysis (sticky notes)
	

	
	16.
Who is printing copies of the Achievement Data Report for each meeting participant?
	

	
	17.
If participants are doing activities before your meeting, who will send out the a) cover memo, b) the Achievement Data Report and c) a pad of sticky notes to each participant?  When?
	

	
	18.
Who will make the posters for this meeting?


a.
Achievement Data Analysis POSTER (one for every 6 people)


b.
Data Fields INSTAGRAPH
	

	
	19.
Who will provide the materials for this meeting:


a.
Handouts


b.
Achievement Data Report (if not sent before the meeting)


c.
Sticky Notes (if not sent before the meeting)
	

	
	20.
Who will prepare the warm-up for this meeting?
	

	
	21.
Who will facilitate this meeting?
	

	
	22.
Who will take minutes at this meeting, enter the minutes into the InSAI online system, and distribute the minutes to the faculty?
	

	ACHIEVEMENT DATA

PP
	23.
Who will make the Achievement Data Analysis Posters and the Achievement Data Instagraph Poster?
	

	
	24.
Who will enter the Data Targets online?
	

	FORCE FIELD DATA

PP
	25.
Will you delegate the Short-Answer questions?  If so, to whom?


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 four or five Short-Answer questions.
	

	
	26.
If you are delegating the Short-Answer Questions?  When will ask people to have the answers to you (or entered online)?
	

	
	27.
Who will enter the Short-Answer Questions online?  By when?  Keep in mind that you need time to enter all the Short Answer question summaries, print the seven Force Field Reports, and make copies for your Steering Team before the fourth InSAI Training Session.
	

	STUDENT 

BODY

PP
	28.
Who will serve as the facilitators for your Whole School Breakouts?
	 

	
	29.
Who will prepare the Student Body Prompt?  By when?
	

	
	30.
MEETING:  
When will you conduct the whole school breakout?


Question: 
Which achievement areas do you think the teachers, students, parents and community member should work to improve next year?  
	

	
	31.
When will a summary of all student comments be prepared?
	

	
	32.
Who will write the summary of this activity, enter the summary into the InSAI online system, and distribute the summary to the students?
	

	
	33.
How will this summary be communicated to the students?


(posters in the hallways, article in newsletter, ongoing morning announcements)
	

	STRATEGY 

CHAIR

PP
	34.
Who will make your third Vision-to-Action Journey poster?  This poster should list two or three data targets that your faculty, students, and community feel the most strongly about.  For each data target, list:

· Student Group

· Benchmark

· Current Data

· Target Data
	

	
	35.
Who will present your Vision-to-Action Journey poster at the next Leadership Training session?
	

	
	36.
Where will the third Vision-to-Action Journey poster be displayed at the school?
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