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THE REGISTRATION REVIEW PROCESS
Purpose and Legal Basis

The Registration Review process is designed to correct situations that impede quality education. The process does this by identifying schools that are farthest from State standards and helping them develop ways to improve their students' academic performance.  

Section 100.2(p) of the Regulations of the Commissioner is the legal basis for Registration Review.  The regulation requires that every public school in New York State be registered by the Board of Regents.  No school district may operate a public school whose registration has been revoked.  Only registered public and nonpublic high schools may issue diplomas and administer Regents examinations. 

Any school that is identified as being among those that are farthest from meeting the  benchmarks established by the Commissioner or as being a poor learning environment may be identified for Registration Review.  If a School Under Registration Review (SURR) fails to demonstrate adequate improvement within a specified timeframe, usually three full school years, its registration may be revoked by the Board of Regents.  Through Registration Review the lowest-performing schools are identified, warned that their registrations may be revoked, and assisted in their efforts to improve their students' academic performance.  As a last resort, the Commissioner of Education may order the closure or the redesign of schools that fail to demonstrate adequate progress.

School Accountability for Student Performance

Each year the State administers standardized tests in English Language Arts (ELA) and mathematics for students enrolled in public elementary and middle schools.  Students' scores on these assessments fall into one of four performance levels, ranging from Level 1 (basic) to Level 4 (advanced).  The State's eventual goal is that by 2014 all students who take these tests will score at or above Level 3 (i.e., proficiency).  In order to achieve this goal, the State's System of Accountability for Student Success (SASS) stipulates that the Commissioner will establish a school accountability (student performance) standard for these assessments for each school year.  This accountability standard is based on a performance index designed to measure a school's progress toward the above-mentioned goal. 

A school's performance index is a number between 0 and 200, which is calculated by combining the percentage of students who scored at or above Level 2 and the percentage who scored at or above Level 3 and multiplying this sum of 100.  For example, if 90 percent of a school's fourth-grade students scored at or  above Level 2 and 60 percent scored at or above Level 3 on the grade 3-8 ELA assessment, the school's performance index is 150 [(.9 + .6) x 100].

The annual performance benchmarks will be incrementally increased over time.  A school district must prepare a Local Assistance Plan for any school whose aggregate school performance is below the state’s accountability benchmark.  

A High School Performance Index has been established that is similar to the one for elementary and middle schools.  In the case of high schools, students are considered to have scored at Level 2 if within four years of their entry into high school they pass the Regents assessment in English or mathematics with a score of 55 to 64 or scored Level 2 on the New York State Alternate Assessment (NYSAA) administered to students with severe disabilities.  Students are considered to have scored at Level 3 if they scored at or above 65, passed an approved alternative to a Regents examination, or scored Level 3 or 4 on the NYSAA.  Students with disabilities (SWDs) who meet graduation assessment requirements by passing Regents Competency Tests (RCTs) are considered to have scored at Level 2.  The Regents’ goal is that all schools will achieve an index of 200 by 2014.

Identifying Schools That Require Registration Review
The State Education Department (SED) analyzes the test scores and other information for each school to determine the schools that are farthest from meeting the State accountability standards.  Schools that are farthest from State standards and most in need of improvement are identified for Registration Review.  

Any school that is identified as a poor learning environment may also be required to undergo Registration Review.  The Commissioner may identify a school as being a poor learning environment if the school performs below a State benchmark and:

· the school is the subject of persistent parent complaints to the SED: or 

· the school has conditions that threaten the health, safety or educational welfare of its students. These conditions may include (but are not limited to) a high rate of student absenteeism, inordinate levels of violence, an excessive suspension rate or a significant percentage of uncertified teachers.

Review of Additional Information

For each school preliminarily identified, the school district has the opportunity to present reasons why that school should not be placed under Registration Review.  Also, a school district may explain any extenuating or temporary circumstances that resulted in the school's performance being farthest from State standards, or in the school's identification as a poor learning environment. 

When a school is identified and placed under Registration Review, SED warns the local board of education or in NYC, the Chancellor that the school is at risk of having its registration revoked.  The warning includes a specific summary of the educational progress that the school must make before it may be considered no longer at risk of having its registration revoked.

Public Notification Requirement

Within 30 days from the date that a school district receives such a warning, the district is required to inform the public and directly notify the parents (or persons in parental relation) of the children enrolled at the school that the school is under Registration Review. This notification is usually in the form of a letter, which must be translated into the parents' native languages, if appropriate.  The notification must explain that the school is under Registration Review and is at risk of losing its registration.  In addition, the school district is required to disclose this fact at the next public meeting of the board of education.  During each year that the school remains under Registration Review, the school district is required to provide direct parental notification that the school is still under Registration Review.  This must be done by June 30th or at the time of a student's initial admission or application to the school, whichever occurs earlier.

The Composition of the Registration Review Team

After the school district’s warning has been issued by SED, the latter organizes a team of education experts to conduct a Registration Review (called a resource, planning and program audit in the regulation).  Each review team is led by a Board of Cooperative Educational Services (BOCES) Supervisory District Superintendent (DS) and consists of no more than eight persons.  The DS who will be leading the review team selects teachers, administrators, curriculum specialists, experts in services for students with disabilities and/or English language learners, early childhood education experts and other educators from his or her Supervisory District to participate in the review, according to the school's particular needs.
SED assigns an employee to work closely with each school identified as a SURR.  These employees are called SED SURR liaisons.  Each SED SURR liaison serves as a resource to the team and may also be a member of the review team.

Other team members are supplied through the cooperation of parent organizations, as well as the collective bargaining and professional organizations that represent the school’s teachers and administrators.  Under the coordination of the SED, these groups select parents, teachers' and administrators’ union representatives and professional organization representatives to serve on Registration Review 
teams.  In New York City (NYC) schools, the review team includes a representative from the NYC Department of Education (DOE). For any SURR not located in NYC, the corresponding review team member is selected by the DS of the Supervisory District (BOCES area) in which the school is located.  This reviewer may be either an employee of that BOCES or of a school district located within its assigned territory.  
The Scope and Product of the Registration Review Visit

The timeline for a Registration Review is four days, and is designed to:

· determine if the school is an environment conducive to effective teaching and learning;

· assess the effectiveness of the school's total educational program; and

· identify ineffective classroom, school and district practices and make recommendations for how they can be changed to improve student achievement.
The product of the review is a report to the school and the district that presents the review team's findings and makes specific recommendations for improvement to the following, as appropriate:

· school mission/vision and goals;

· administrative leadership and organization;

· instructional resources , including supplies and materials;

· school climate;

· curriculum, instruction and assessment;

· professional qualifications and professional development of staff;

· services for students with disabilities and/or English language learners;
· student behavior and discipline;

· parent and community involvement;

· school safety and security; and
· the adequacy of the district's support for school improvement and allocation of resources. 

PLANNING FOR IMPROVED EDUCATION RESULTS
The District Corrective Action Plan 
Once a school district receives the review team's report, Commissioner's Regulations require that the school district or, in NYC, the Chancellor's office develop a Corrective Action Plan (CAP) that addresses the report's findings and recommendations.  The CAP must be in a format determined by the SED.  The CAP should be developed by the superintendent of the district and district-level staff (in NYC, the community school district superintendent) in consultation with school staff, parents and community members.
This CAP must be submitted to the SED by July 31st of the school year in which the school is placed under Registration Review, and implemented within one month of SED's approval.  The plan must be revised yearly and submitted to the SED by July 31st for each school year that the school remains under Registration Review.
In developing the CAP, the school district’s leadership and others employed by the district must consider the level of support that the district provides to the school, and decide whether it would be more beneficial to increase that support or make more drastic changes.  The district has three options when deciding how it will act on the review team's report to improve that school's performance:
1) Increase the level and quality of support the district is providing to the school-  In doing so, the district’s leadership should consider such questions as to whether:

· more effective staff development would result in improved student performance; 
· increasing the number of teachers and administrators would help improve the school's academic results; and 
· improving the quality of the teaching staff, including reading and/or mathematics teachers, would have a significant impact on student achievement.
2) Restructure the school - make major staffing changes, add or remove a grade level, change the responsibilities of various staff members, bring in new administrators, revise the curriculum, implement new instructional models, etc.

3)  Redesign the school - close the school and reopen it as a new school, with a substantial number of different teachers and administrators, as well as a new instructional program.  This would give the district the opportunity to request that SED provisionally register the redesigned school.  SED may grant a provisional registration to a redesigned school if the following conditions are met:

· The official resolution to open the school as a redesigned school has been adopted by the local board of education or, in NYC, the DOE.
· The formal redesign plan has been approved by the school district superintendent (in NYC, the Chancellor) and parents, teachers, administrators and community members were given the opportunity to help develop the redesign plan.
· The Commissioner of Education determines that the redesigned school constitutes a new and satisfactory educational program.

A provisionally registered school remains under Registration Review and is typically given two years to achieve performance targets established by the Commissioner.

If a redesigned school remains under Registration Review, the school is required to meet student performance standards established by SED.  If the school is unable to achieve those performance targets, the Commissioner may recommend to the Board of Regents that the school's registration be revoked.
The School Comprehensive Educational Plan 
The school is required to develop a Comprehensive Educational Plan (CEP), which must address the findings and recommendations of its Registration Review report and be based on, and consistent with the district's CAP.  The CEP is approved by the local board of education (in NYC, the Chancellor and the community school district superintendent).  The plan is then submitted to the SED by July 31st of the school year that the school was placed under Registration Review, and implemented within one month of SED approval.  The CEP is revised annually and submitted to the SED by July 31st of each school year that the school remains under Registration Review.
State Education Department Oversight
SED periodically monitors the progress made by both the district and the school to implement the district's CAP.  SED also monitors the school for improved student performance resulting from the school's implementation of its CEP.  The SURR is allowed up to three full academic years to demonstrate acceptable student results.  A district that operates a school identified as a SURR that meets its performance criteria within that time may formally request that the Commissioner remove the school from Registration Review.  If that request is based on improved assessment results, it must be submitted by December 31st of the calendar year during which the assessments were administered, except that with good cause the Commissioner may accept a petition after that date.  

Removal from Registration Review
A school that is removed from Registration Review by improving the performance of the “all student” group may not yet have made Adequate Yearly Progress (AYP) for two consecutive years, which is the condition necessary for the school to be placed in Good Standing under the federal No Child Left Behind (NCLB) legislation.  If this is the case, the school would still be required to implement the relevant provisions under NCLB and Commissioner’s Regulations resulting from the school’s continued status as a School In Need of Improvement or a School Requiring Academic Progress.  Thus, removal from Registration Review does not change the school’s NCLB accountability status and the school would be required to provide public school choice and, in some cases, supplemental educational services (SES) to students if the school receives Title I funds. 
Revocation of Registration

If after the three year period or any extended time granted by the Commissioner, the school fails to demonstrate the desired progress, the Commissioner will recommend that the Board of Regents revoke the registration of the school and declare the school an unsound educational environment.  Any school that fails to achieve a minimum standard can be recommended for revocation of registration prior to the end of the granted time period.  Upon finding extenuating circumstances, the Commissioner may extend the time period granted the school to demonstrate progress before recommending it for revocation.  In lieu of recommending a school for revocation of registration, the Commissioner may accept a district’s plan to phase-out and/or close a school. If the school makes insufficient progress during the time allotted, and if no extenuating circumstances exist, the Commissioner of Education will recommend to the Board of Regents that the school's registration be revoked. When the Commissioner makes such a recommendation, the board of education for the school district or in NYC the Chancellor is notified and the district is given the opportunity for a hearing.  If the school's registration is revoked, the Commissioner develops a plan to protect the educational welfare of the students attending the affected school. This plan specifies:

· the instructional programs for the students who would have attended the school if it had remained open;

· how these instructional programs will be funded; and

· how these instructional programs will meet the student's educational needs.

The district is required to implement the Commissioner's plan.  However, this requirement does not exempt the district from abiding by the terms of existing collective bargaining agreements.  

See Table 1: Overview of the Registration Review Process (pp. 32-33)

PREPARING THE SCHOOL STAFF FOR THE REGISTRATION REVIEW
School Leadership Orientation
Soon after each year's new SURRs are identified, the SED SURR liaison conducts an orientation to the Registration Review process for school and district administrators.
  The orientation provides the leadership of schools newly identified as SURR with an understanding of the expectations of the Registration Review process and the school’s new responsibilities relating to the review.  
Other Arrangements
The cooperation of the principal and other school staff is vital to the review team’s success, as is the review team’s prior knowledge about the school.  Before the review visit, the SED SURR liaison and the team leader should collaborate to ensure that the following arrangements are made:
· Gather School Background Information - The SED SURR liaison should arrange for the principal of the newly identified SURR to gather existing documents that will provide the reviewers with information about the operation of the school (p.7). Once these documents are gathered, the SED SURR liaison should mail them to the team leader at least two weeks in advance of the review.
· Other Available School and District Documents- The SED SURR liaison should work with the principal to ensure that other pertinent school and district documents (pp.7-8) are available at the school for the reviewers. 
· On-site School Staff Orientation - The assigned SED SURR liaison and principal should select a date to meet with the school staff and parents a week or two before the review to discuss the expectations for the review.  This is to ensure that the entire school community knows the purpose of the review and the activities that will take place. Each teacher should expect to be visited at least once by the review team, especially those who teach subject areas related to the school's area(s) of identification.
· Other School Preparations- The SED SURR liaison should work with the principal and the district leadership to ensure that the following arrangements are made before the review:
· Room for Team Use- A room in the school that offers privacy for the reviewers to work, confer, write and store their materials is necessary.  Telephone access is useful.  The space afforded the review team should not be an essential resource to the school or the community (e.g., the library or the cafeteria), as portions of it will be unavailable for student use while the review team is using it.  
· District-level staff member- A district-level staff member who is knowledgeable about the district's data and can readily obtain school performance information should be available during the review. 
· Lunch - The review team members will need lunch for each full day they are at the school.  The school and district are not responsible to provide lunch for the review team; however, the principal may be able to suggest some local options for lunch.  
See Table 2: A TIMELINE OF TASKS FOR THE SED SURR LIAISON TO PREPARE THE SCHOOL AND THE REVIEW TEAM FOR REGISTRATION REVIEW (p.34) 
PREPARING THE REVIEW TEAM FOR THE REGISTRATION REVIEW
School Background Information
The team leader and the SED SURR liaison share responsibility for providing basic information about the school to the other members of the review team before the review.  This school background information should consist solely of documents that already exist and should be selected to help familiarize the reviewers with the school's programs and activities.  These documents should include information about:

· factors that may have contributed to the school's low level of student performance; 

· student and staff successes; 

· existing plans to improve student achievement; and 

· information about the resources required to accomplish this goal.  

The SED SURR liaison should obtain the background information from the principal and send it to the DS at least two weeks before the review team's visit to the school.  At a minimum, the following items should be included:

· the school's State and local assessment information, including recent standardized test scores and other student performance information covering the past three years; 

· latest School Report Card, including information for the various student groups;

· mission/vision and goals statements for the district and the school;

· demographic information about the school, the district and the school community;

· relevant historical information about the school;

· any existing school improvement plans;

· in NYC, relevant portions of the most recent version of the school’s CEP and the school’s New York City School Progress Report, Quality Review, and Learning Environment Survey 
;and
· any other relevant information about the school and the district, such as: recent structural changes at the school, the addition of another grade level; a high rate of administrative or staff turnover within the school or the district; or the school’s dropout rate, etc.

The SED SURR liaison should retain a copy of each item and send the original materials to the review team leader.  The team leader should examine that information and decide what portions of it, in his or her judgment, will best prepare each member of the review team for the review. After selecting the school background information, the DS should have copies distributed to the team members in a timely manner so they receive the materials at least two days before the start of the school review. 
Other School and District Documents for the Review Team’s Reference
The SED SURR liaison should ensure that the principal makes the following documents available to the reviewers at the school.  Items marked with an asterisk (*) may be helpful to the review team in determining whether the district provides the school with adequate support: 
· all district and school curriculum guides used by the teaching staff;

· board of education/NYCDOE policies regarding instruction or instructional practices;
· organization charts for the district and the school;

· copies of textbooks and other instructional materials used at the school;

· teacher certification records;

· any previous improvement plans, including CEPs in NYC, as well as the school’s Quality Indicators report, if one has been completed by the school;

· copies of the school's budgets for the last three years;

· copies of budgets for the past three years for similar schools operated by the district;

· enrollment information and projections;

· for middle and secondary schools - relevant information about feeder schools, including summaries showing demographics, student performance and student attendance (available from School Report Cards and Public School Statistical Profiles);

· records of any staff development activities, including program types and participant names (or at least the number of staff who attended specific sessions);

· a layout of the school showing the rooms with their uses labeled, e.g., classroom,  library,  cafeteria,  gym, office , etc.;

· teacher schedules;

· information about the rate of staff turnover ;

· samples of student work, particularly in the school's area(s) of identification;

· the student handbook;

· a copy of the school's student behavior policy;

· copies of parent newsletters;

· locally developed indicators of success;

· summarized pupil and staff attendance information;
· any recent (within the past five years) public reports about the school;

· a blank copy of the form(s) used by the district for evaluating the performance of both tenured and non-tenured teachers;

· all memoranda prepared by the principal within the past two school years regarding:
· the use of test scores
· the use of follow-up data regarding certain pupils
· suggestions for improving instruction
· the review or preparation of plan books and/or the need for effective planning
· the sequencing of curriculum

· instructional pacing
· the use of time, and/or

· at the elementary level, adequate coverage of each curriculum area;

· copies of union contracts covering teachers, administrators, custodians, and other non-teaching staff; and

· any other information that might help the reviewers learn about the school.  

SEVEN STEPS THE REVIEW TEAM LEADER CAN TAKE TO HELP ENSURE A SUCCESSFUL REGISTRATION REVIEW AND A HIGH-QUALITY REPORT
1. Find out as much as you can about the school before the review. 
     Consult the following before you select members of your review team:  
· the school's Report Card;
· the school's SED SURR liaison; and
· the school’s principal.
2. Select the right persons for your Registration Review team.
      Some members of the review team are pre-selected, with the cooperation of the        
organizations they represent.  These reviewers include representatives from:
· the union that represents the school’s teachers, e.g., New York State United Teachers (NYSUT) or the National Education Association (NEA) for non-NYC schools, and the United Federation of Teachers (UFT) for schools in NYC;
· the union that represents the school’s administrators, e.g., School Administrators Association of New York State (SAANYS) or the Empire State Supervisors and Administrators Association (ESSAA) for schools outside NYC and the Council of School Supervisors and Administrators (CSA) in  NYC;
· parent organizations;
· the DOE in NYC.  For non-NYC schools, the corresponding review team member is selected by the DS of the Supervisory District (i.e., BOCES) in which the school is located.  This reviewer may be an employee of that BOCES or an employee of one of the school districts within its boundaries; and
· SED - the SURR liaison is assigned as a resource to the team.


You can select other members of the review team based on what you know about the school and its needs, e.g., city schools need members of the team who are experienced in urban education.  Other members may include:
· teachers; 
· administrators; 
· subject-area specialists [particularly reading, English language arts (ELA) and mathematics];
· specialists in early childhood education; 
· experts in services for ELLs; and
· experts in services for SWDs.  
3. Communicate with the school's SED SURR liaison, the superintendent and the school’s principal. 
· Contact the school's SED SURR liaison well before the review to ensure that required 
preparations for the visit are occurring on schedule.   
· Notify the superintendent formally, in writing, to confirm the time, place and details of the review activities.  A copy of this letter should be sent to the principal.
· Contact the principal to follow up on the progress of the preparations for the review, as discussed on pp. 6-8.  Provide the principal with a list of persons the review team expects to interview.  The principal should establish an interview schedule and provide private locations where the interviews can be conducted (see p. 14).
4. Communicate with the review team.
The following information should be sent to the reviewers:

· copies of the school's background information; and  
· the logistics of the review.
5.
Organize and manage the review team.
· During the preliminary meeting with the review team, review the information-gathering techniques and the report structure, so that each member of the review team clearly understands the purpose and the product of the review.
· Bring a laptop, printer, paper, etc., to the SURR visit and select one of the team members to input data.
· Assign specific sections of the report to team members, according to their interests and expertise. 
· Establish clear deadlines for each step in creating the draft report.
· Plan on using time to your advantage, e.g., Sunday evening could be used to meet with available team members or Monday evening could be used to start compiling the report.  Use the SED provider to make arrangements for evening work meetings in the hotel. 

During the review, allow some time for the reviewers to:
· report their findings to the whole team; 
· follow up on identified issues that need clarity; and 
· discuss each section of the report to build consensus.

6.
Ensure that the reviewers know for what to look.

· Encourage the reviewers to use the Questions for Inquiry (pp.15-26) that apply to their assigned section of the report.
· Ensure that the reviewers back up their findings with specific examples (evidence).
· Concentrate on the school's area(s) of identification (ELA and/or mathematics), but not to the exclusion of other possible reasons for poor student performance.
· Look at the whole school as a suitable environment for students and whether the school environment fosters teaching and learning.  Examine evidence of the district’s support for the school.
· Consider the signs of effective school management.
Don't overlook:
·    the organization of the school (e.g., houses, minischools, etc.);
·    school mission and goals;
·    services to ELLs; 
·    services to students with disabilities; and
·    any special programs that are unique to the school (e.g., a well-known marching band,  an excellent chorus, a high-quality sports program, etc.).
7.
Keep the draft report confidential.
Do NOT provide anyone outside the review team with a copy of the draft report.  Be sure that each member of the review team clearly understands that information about the review team’s draft findings and recommendations are not to be shared or provided to anyone outside the review team.

Ensure that all members of the team sign the confidentiality agreement in which they agree not to divulge the findings of the draft report. 
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WHAT SHOULD HAPPEN DURING THE REGISTRATION REVIEW 
Day 1-Preliminary Review Team Meeting and Orientation
On the first day of the review, the members of each Registration Review team will meet at their hotel at a time determined by the team leader.  During this preliminary meeting, the team leader will conduct a brief orientation to the Registration Review process, and inform each review team member about:

· specific assignments of each  member of the review team in collecting information and developing the Registration Review report;
· working collaboratively as a team to complete the written draft of the report within the timeframe of the review; and 
· gathering information and supporting evidence to use in preparing a detailed, high-quality Registration Review report.

The review team orientation is also designed to provide reviewers with an opportunity to meet the other members of their review team and to examine and discuss information about the school. The review team leader will also brief the members of the review team about the transportation arrangements to and from the school.
 

Day 1 or Day 2 - Preliminary Meeting of the Reviewers and the School's Administrators
The second portion of the review team's orientation is a meeting between the review team members and the principal of the school.  The superintendent of the district should also attend, as well as other school and district -level staff.  The purpose of this meeting is to allow time for introductions and provide the school administrators an opportunity to present the reviewers with information about the district and the school.  This meeting is conducted at a location agreed upon by the superintendent and the team leader, such as the district 's central office, the school or the review team's hotel.
Days 2 and 3 - Gathering Information and Writing the Preliminary Draft of the Report
The review team members spend two days visiting classrooms and interviewing members of the administration, teachers and other school personnel, parents, school board members, and possibly students.  Day 2 activities will include a brief meeting of the review team with the school's principal and the superintendent, if this meeting was not conducted on the first day.  The team spends the entire day at the school (arrangements will be made for lunch.)  At the end of each day at school, the team leader should meet with the reviewers to develop the report.  In order to complete the draft report by Wednesday night, the review team may need to work after dinner.  By Wednesday evening, the reviewers should finish writing.  Once the draft is finalized, the reviewers should prepare for the exit conference.

Day 4 - Optional Preliminary Management Meeting
Depending on local conditions, the review team may decide to meet with the superintendent, the principal, and other school and district staff to discuss the team's findings and recommendations.  The main purpose of such a meeting would be to preclude the administration's hearing the review team's findings for the first time at the exit conference.  
Day 4- Exit Conference 

After brief introductory remarks, the exit conference commences with the team leader (and possibly other members of the review team) reading the draft Registration Review report to the school's administration and staff.   It is recommended that the review team's oral report be read because the information the school receives at the exit conference must be consistent with the information the school will receive later in the final written report.  In addition, reading the report precludes any possibility of forgetting to include information, as well as the possibility of innocently making an impromptu statement that could be misconstrued.

In delivering the oral report of the team’s findings at this exit conference, the team leader should be aware that anything he or she says may be quoted or paraphrased to the local media by a school employee.  Therefore, the team leader is reminded to speak cautiously as if he or she is talking directly to a reporter.
See Table 3:  A TIMELINE OF TASKS AND RESPONSIBILITIES FOR REGISTRATION REVIEW WEEK AND THE FINALIZATION OF THE REPORT (pp. 35-36)
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INFORMATION-GATHERING TECHNIQUES
Interviews

Review team members can obtain first-hand information about the school they are reviewing through interviews and direct observation.  Before the review, the team leader should provide the principal with a list of persons that members of the team will interview. The principal will then establish an interview schedule and provide private locations where these confidential interviews can be conducted.  If conditions allow, several interviews may be conducted simultaneously in different locations.  There is no specific timeframe for interviews; they should last only as long as they are productive.  The team leader may want to consider having reviewers speak with the following members of the school community:

· principal

· assistant principal(s) and other administrators

· school district superintendent (in NYC, the district superintendent; the Network Leader and the School Support Organization (SSO) representative)

· teachers' union building representative(s)

· teachers 

· department chairperson

· students, including, student council members and others in student government and   members of other student organizations
· parents, including, Parent Teacher Association (PTA) or Parent Association members; members of other parent organizations; and any parent volunteers working at the school

· school librarian and library aides

· teacher aides and paraprofessionals

· school nurse

· guidance counselor(s)

· school psychiatrist or psychologist

· custodians

· office aides and secretaries 

· school safety officer(s)

During the review, as the team conducts classroom observations and interviews, the team leader (with other reviewers, as necessary) may find it useful to conduct a group interview with the school district superintendent and other district officials, such as the director of funded programs; the director of curriculum and instruction; the director of personnel; the district person directly responsible for improving the district 's SURR schools/director of school improvement; and other district staff, as appropriate.  This group interview should be planned and scheduled in advance by the team leader, working in collaboration with the SED SURR liaison.  The team leader should design the questions to help determine whether the district adequately supports the school.
Direct Observation 
Direct observation of instruction in the classrooms is the most powerful information-gathering technique available to the review team.  Consequently, the classroom is where the review team's efforts will be concentrated.  
Questions for Inquiry

The Questions for Inquiry suggested below follow the recommended format for the Registration Review report, (I Introduction; II School Strengths; III Findings and Recommendations; IV District Support for School Improvement and Allocation of Resources; and V Conclusion) to help the review team produce a report that is complete, descriptive and detailed.  These Questions for Inquiry are designed to be a reviewer's guide for what to look for at the school and to help focus the reviewers on the fact that findings must always be supported by citing specific evidence that  lends credibility and objectivity to the report.  When the findings in a report are supported by detailed and descriptive evidence, the report cannot be easily refuted or disregarded.  
I.  INTRODUCTION

A.
Community and School Background 
· According to school records, how many students attend the school?
· What grades does the school contain?
· Where is the school located? Does the neighborhood have a name, e.g., Harlem; Bedford-Stuyvesant; Arbor Hill; Pine Hills; Mount Pleasant, etc.?
· Do most of the students enrolled in the school live near the school?
· What does the neighborhood look like?  Is it mainly residential?  If yes, are the dwellings one or two-family houses or high-rise units located in a project?  Is there visible evidence of poverty? 
· What do the exterior of the school and the grounds look like?  Are they inviting?  Do they appear well-maintained?  
· Does the school and/or the district have a history of administrative turnover?  Does the school have a high rate of teacher turnover?  
B. Conduct of the Review 
This section is a brief summary (one page only) of the Registration Review team's information-gathering efforts, including the types of documents the reviewers analyzed and the number of interviews and classroom observations that the review team conducted.  An illustrative rather than exhaustive list of documents reviewed is sufficient in this section.
II.  SCHOOL STRENGTHS
Any positive findings about the school should be listed.
· What evidence did the review team find to indicate that some good things are happening in the school?  
· What evidence was there of positive characteristics about the school? 
III.  FINDINGS AND RECOMMENDATIONS



A.
The School's Mission/Vision Statement and Goals

· What evidence is there that the school has a mission statement?  If there is no evidence of a school mission/vision statement, how is it a factor in the school's poor performance? 
· What evidence is there that this mission/vision statement is relevant and academically oriented?  What evidence indicates that this mission/vision statement is designed to further teaching and learning?
· What evidence indicates that the mission/vision statement is a clear, coherent expression of one or two focused purposes?  OR What evidence indicates that the school's mission/vision is a diffused and fragmented statement of multiple or even conflicting purposes?
· What evidence is there to indicate that the school's mission/vision statement makes sense, considering the ages, grade levels and academic needs of the students?
· What evidence indicates that the teachers and other school staff are all familiar with the school's mission/vision statement?  
· What evidence is there to indicate that the school's mission/vision is clearly communicated to the school community?
· What, if any, evidence is there to make the reviewers believe that the school is operating in accordance with its stated mission/vision?  
· What evidence is there, if any, that the school's mission/vision and goals were poorly chosen, and therefore part of the reason for the school's poor academic performance?
B. Administrative Leadership and Organization 

General Information
· Which staff members are included in the administrative team?
· How long have the principal and assistant principal(s) worked at the school?

· Is there a written job description that defines the duties and responsibilities of administrators? 

· What did you see and/or hear to indicate that the work the administrators actually do at school conforms to (or does not conform to) their written job descriptions?  Does the information provided during the interview conform to the job description?

· Are all the school's administrators able to clearly articulate their duties and responsibilities?  
· Is the principal able to describe the duties of each administrator?

· What indications are there that the school's administrators, and particularly the principal,


have (or do not have) the respect of the teachers and the students?
· Do teachers support the administration and exhibit actions that indicate ownership in what happens at school?

· Does the principal encourage involvement/partnerships in the school by community organizations, agencies as well as other schools?

· Do any of the administrative team members speak another language, e.g., Spanish?  If not, is there a translator consistently available in the main office?
  Instructional Leadership

· Who supervises the teachers and ensures that they receive appropriate professional      development?

· What evidence is there to indicate that the teachers are (or are not) regularly observed and evaluated?

· Who oversees the school's curriculum and its academic program?  What evidence is     there to indicate that this is (or is not) done appropriately?

· What evidence is there to indicate that administrators regularly visit (or do not visit) classrooms to observe instruction?  What evidence is there that teachers receive (or do not receive) constructive feedback regarding the lessons that their supervisors have observed?
 Planning and Communication
· What evidence is there to indicate that the school staff is familiar with the basic provisions of the school's improvement plan (if there is one)?  Generally, does the operation of the school and classroom activities appear to be consistent with this plan?
· Is the school a Title I Schoolwide Program (SWP)?  If so, what evidence is there to indicate that this is being appropriately implemented?  What evidence is there to indicate that the school staff clearly understand the regulations governing SWPs? What are the effects of this program on teaching and learning?  How is this program being monitored and evaluated?
· What evidence is there of effective planning for: instructional improvement? curriculum coordination? administrative communications?  professional development?
· What evidence is there of administrative support for grade-level or subject-area planning?  For example, do teachers' schedules provide for common planning periods?  
· What evidence is there (meeting notes, agendas, etc.) that staff meetings are conducted for curriculum, grade-level or subject-area planning?
· What evidence exists to indicate that the administration effectively and systematically communicates necessary information to the school staff?  Is this communication a part of the school routine? 
· 
How does the administration communicate with the school staff and students?  (For example, are daily morning announcements made over the PA system?  Are bulletins circulated on paper?  Is class time interrupted by ad hoc announcements over the PA system throughout the day?)  
· What evidence is there of regularly scheduled staff meetings or student assemblies?
· If the administration regularly conducts staff meetings, are the agenda items often related to instruction, or can staff meetings generally be characterized as administrative housekeeping? 
· What evidence is there to indicate that the teachers and other instructional staff generally seem to know what's going on?  What evidence indicates that the teachers are aware (or unaware) of the administration's stated priorities?  Generally, what evidence is there to indicate that all the school staff are (or are not) focused in the same direction?
· Generally, is the information you obtain from the administrators (through interviews and conversations) consistent with the information you obtain from the teachers?
· What evidence is there to indicate that the teachers communicate with the administrators and each other?  OR Do they function in relative isolation? 
Time Management

· What evidence is there to indicate that teachers and service providers are able to fully deliver services during the school day?
· Are students who receive a double block of instruction allotted time for transitional activities to avoid sitting for long periods of time?

· Are summer programs mandatory for students, especially ELLs who tend to have significant language loss over the summer?  Is the importance of summer programs communicated to parents?
Effective Use of Building Space

· Are students pulled-out of classes for instruction?  Is this the most effective way to provide needed instruction?
· Is space used effectively?
Effective and Appropriate Use of Staff

· Has the school hired staff who share the first culture and language of the ELLs?
· In classes with more than one adult (teacher, paraprofessional, etc.), are lessons well-planned to ensure that all staff in the room have a role in the lesson and are executing that role?
· Are services to groups such as ELLs and SWDs appropriately conducted by highly qualified staff?
· Are building staff assignments based on each persons job description, and do staff 
function in their title?
C. Instructional Resources 




Textbooks, Supplies and Materials

· What did you see and hear to indicate that adequate supplies and materials have (or have not) been provided to the school, and that they are (or are not) properly and equitably distributed among all the classes?  

· What evidence is there, if any, to indicate that some classrooms are well supplied while others are not?  If an inequity was observed, what is its effect on instruction?

· Does every student have the individual use of a textbook?  If not, how does this situation affect student learning?

· Are there other printed materials in the classrooms?  If so, are these materials up-to-date and appropriate for the ages and reading levels of the students?  Did you observe any of these materials being used by the students? Are the materials culturally relevant?

· Are other materials and supplies that are necessary for effective instruction available in sufficient quantities?  What did you see?  Did classrooms contain such items as wall maps and globes, dictionaries, encyclopedias (on a CD or printed), science kits, etc.?

· How are these materials used to support instruction and reinforce lesson content or develop students' academic skills? 

· What evidence was there that these resources are (or are not) used effectively? 
Library Media Center (LMC)

· Does the school have a library media center (LMC)?  If it does not, what is the effect of this on instruction and student learning?  If the school is an elementary school, what is the effect of this on the development of the students’ early literacy skills?
· If the school does have a LMC, what evidence is there that it contains sufficient up-to-date books, periodicals and other print and non-print resources to support student learning and the development of the students' literacy skills?  
· Is the LMC accessible to all the students throughout the school day, including before and after school? 
· Is the LMC staffed by a full-time, certified school library media specialist?  
· What evidence is there that the LMC is equipped with up-to-date computers that are available for the students to use?  If the LMC is so equipped, what evidence is there that these computers: 
· are used to support instruction?  
· provide the students with Internet access?  
· are networked to classroom computers?  
· provide an automated LMC catalog (as opposed to a traditional card catalog)?

· What evidence is there that the LMC is viewed by teachers as integral to teaching and

learning?  How was the LMC used to enable the students to achieve the NYS learning standards?  For example, is there evidence that teachers: 

· accompany their classes to the LMC for the students to select books to borrow and/or to use other reading materials?  
· help their students conduct research there?  
· provide instruction to their students on how to use the LMC in conducting independent research?  
· meet with the LMC specialist for planning purposes? 

· In what ways is the library media center an inviting environment for the students (or not)?

How is the library media center decorated?  Is there any evidence of student work or student art?  What evidence is there that the library media specialist is (or is not) welcoming, friendly and helpful to all the students?  Are there adequate signs to indicate the locations of materials on various subjects?  Were the locations of other LMC resources clearly indicated?  
· What is the annual budget for the school's LMC resources?  Does the LMC appear to be supplied and equipped as provided for in that budget?  
Technology

· Is the use of technology integrated into instruction?

· Is hardware and software available to students?  Are there sufficient numbers of computers, printers, etc.?

· Is the technology that exists in the building kept in good repair?  Is there a plan to ensure this?

· Are opportunities available for students to explore the use of technology in ways that build personal and cultural connections and enhance academic skills related to the State learning standards?

D. School Climate

· Did the behavior of teachers toward each other indicate that they supported each other, acknowledged each other’s ideas and committed themselves to the school?
· What evidence was there to indicate that staff members treat students with respect and know their names and their needs?  
· What evidence was there to indicate that students respect their school and staff and exhibited a sense of belonging?

E. Curriculum /Instruction/Assessment and Monitoring of Student Progress
Note: The findings and recommendations for this section should include, but not be limited to, detailed information about the school's area(s) of identification.
Curriculum
· What evidence is there that the school has a written curriculum?  If there is a written curriculum, what evidence is there that classroom instruction reflects (or does not reflect) the curriculum? 

· If the school has a curriculum, what evidence is there that this curriculum is (or is not) aligned with the NYS learning standards?

· Is a particular curricular approach used for delivering instruction in the school's area(s) of identification?  (For example, if the school was identified on the basis of its ELA scores, is the school's approach to reading instruction based on a specific program such as, Success for All or Reading Recovery?  Another example: does the school's approach to reading instruction emphasize phonics?  OR If the school was identified on the basis of its mathematics scores, is the school's approach to mathematics instruction based on a program such as, Chicago Math or Mathland?)  

· If a particular approach is supposed to be used for delivering instruction in the school's area(s) of identification, what evidence is there to indicate that this approach is (or is not) being properly implemented in the classrooms?  What evidence is there to indicate that this instructional approach is effective and aligned with the NYS learning standards?

· What evidence, if any, is there to indicate that the school's instructional program in ELA or mathematics is fragmented because of multiple pedagogical philosophies and instructional approaches?  If such a situation exists, how does it impact the quality of instruction?

Instruction

Expectations for Student Achievement
· What did you see and hear to indicate that the school's administrators and teachers have (or do not have) sufficiently high expectations for the academic achievement of the students?  
· What, if any, anecdotal information did the school staff relate about the students' home lives (or other circumstances)?  Did any of this anecdotal information seem designed to rationalize the student's low academic performance?
· What evidence is there to indicate that the pace and content of the lessons are (or are not) generally appropriate for the ages and grade levels of the students?
Lesson Planning

· What did you see and hear to indicate that the teachers do (or do not) adequately plan     their lessons?
· What evidence is there to indicate that there is (or is not) sufficient continuity between one day's lessons and the next?
· What evidence is there to indicate that the lessons are (or are not) aligned with the school’s curriculum?
· What evidence is there to indicate that the lessons are (or are not) aligned with the State learning standards?
Lesson Presentation

· Generally, what did you see and hear to indicate that lessons are (or are not) presented effectively at this school?

· In what ways are the classroom activities you observed meaningful and appropriate (or not) for the ages and grade levels of the students?  (For example, were first-grade students expected to copy complicated lesson objectives from the chalkboard?  Did this activity make sound educational sense?  How did the students react while performing this task?)

· In what ways did teachers demonstrate enthusiasm about their subject matter?  If they did not show enthusiasm for their subject matter, what attitudes and behaviors did they demonstrate and how did this affect instruction?  

· What instructional strategies did you observe?  For example, in general, did the teachers use a variety of instructional strategies or did they usually employ the traditional, teacher-centered lecture method?  What effect did the teachers' instructional strategies have on student behavior?  Were the students attentive?

· If the teachers generally used a variety of instructional strategies, what evidence was there that these strategies were used effectively?  What were the students doing?  What behaviors did they demonstrate as the lesson progressed?  

· What did you see and hear (classroom activities, student work, etc.) to indicate that lesson content is (or is not) appropriately reinforced?
Classroom Environment

· In what ways were the classrooms generally pleasant places that could support instruction?  If they were not, what made them unpleasant, and/or poor environments for teaching and learning?
· Were most of the classrooms appropriately decorated with materials designed to foster student learning?  Were most of these materials commercially prepared, or were they made by the teachers and/or their students?  Did these displays appear to be relevant to the classroom activities you observed?
· If the classrooms generally lacked displays designed to support instruction, should they have had displays?  If yes, how would they have contributed to student learning?
· Was recent student work displayed in the classrooms?  If so, what was the nature of this work?  (For example, were short compositions displayed? student art?  Or did the work you saw mostly consist of fill-in-the blank or multiple-choice exercises?  Was this work sufficiently challenging for the students?  Was it designed to stimulate original thinking?  Was it appropriate for that grade level?  Was it geared toward preparing the students to meet the State's learning standards?)
· If the school is an elementary school, was there evidence of learning centers?  If so, what evidence was there that these are (or are not) being used effectively?
· Were there reading collections or class libraries in the classrooms?  If yes, were these collections appropriate for the students’ reading levels?
Classroom Management
· What did you see and hear to indicate that the teachers are (or are not) in control of their classes?  
· What strategies did the teachers use to maintain order in their classrooms?  What did you see and hear to indicate that these strategies are (or are not) being used effectively and in a professional manner?   
· Did the number of students in the class affect the teacher's control of the class, or the delivery of the lesson?  If so, in what ways?
· What evidence was there to indicate that the teachers receive (or do not receive) adequate support from the administration in dealing with chronically difficult students?
· What have you seen and heard to indicate that the school staff are (or are not) in control of the building?  
· How is control maintained by school staff?  What is the impact of the school's predominant behavior management strategy on instruction?  (For example, do the teachers and administrators attempt to maintain order mainly by instilling fear in the students or by using a loud tone of voice?  If so, how do the students respond -- what behaviors do they display?  What is the effect of this on teaching and learning?)  
· What evidence is there that the school staff have (or do not have) sufficiently high expectations for the students to demonstrate appropriate school behavior?
· What evidence is there to indicate that the school's predominant method of behavior management contributes to a school environment that fosters student learning?
· Does the school have an overall policy for student behavior?  If so, what evidence is there to indicate that the school staff and the students are (or are not) familiar with it?  What evidence is there to indicate that this policy is (or is not) equitably and fairly enforced?
· What evidence is there to indicate that the students are (or are not) adequately supervised by the school staff including areas such as: the cafeteria; all areas of the hallways; and in the schoolyard?  What are the staff in charge doing?  What are the students doing?  
· What evidence is there to indicate that inappropriate student behavior causes (or does not cause) unsafe conditions for the students and their teachers?
Qualifications of Teaching Staff and Professional Development
· What percentage of the school’s teachers is not highly qualified?  How does this affect the quality of instruction?
· What percent of the teachers have fewer than two years of teaching experience?  In what ways does this affect the quality of instruction?
· What professional development programs are in place to strengthen the teachers' pedagogical skills?  (For example, is there an individualized professional development program at the school?  Does the district provide regularly scheduled professional development sessions?  In NYC schools, is there a Teacher Center located in the school building?)  
· If there is a professional development program in place, what evidence is there that it is effective?  What evidence is there to indicate that this program is systematic and focused, and that it has continuity? OR What evidence is there to indicate that professional development efforts at the school are haphazard and random?
· Approximately what percentage of teachers participates in professional development offerings?  What evidence is there that these professional development offerings ultimately result in improved student performance?
· Are any staff developers assigned to the school?  If yes, are they assigned to the school on a full-time basis?  Are they used solely for their stated purpose, or are they used, for example, to perform administrative duties, provide coverage for absent teachers and/or monitor the hallways?  
Services for English Language Learners (ELLs) 

· Does the school have an ESL or a bilingual education program?  
· Approximately what percentage of the school's students are ELLs?
· Are the ESL and bilingual education classes substantially larger than most other classes in the school?  If so: How does this affect the quality of instruction?  What is the average class size for the ESL and bilingual classes?  For comparison, what is the average number of students in other classes? 
· Does the instruction that occurs in the ESL and bilingual classes appear to be consistent with the school's regular program of instruction?  (For example, is it grade-level appropriate?  Does it adhere to the school's curriculum?)
· On average, how long does it take students who receive ESL services to achieve proficiency?
· What evidence indicates that the ESL and bilingual programs are (or are not) properly supervised?  
· Is the ESL and bilingual education supervisor assigned to this school on a full-time basis, or is he or she an itinerant employee who visits the school once or twice a week?  How does this affect the quality of ESL and bilingual instruction?
· What evidence indicates that the programs have (or do not have) sufficient instructional resources, including textbooks and other materials necessary to support student learning?
· What evidence indicates that teachers are (or are not) properly certified and highly qualified?
Services for Students with Disabilities (SWDs)
· 
Does the school provide services for SWDs? 

· 
Of the total enrollment, approximately what percent are SWDs?
· 
If a significant percentage are SWDs, in what ways does this affect: the school's overall climate? student behavior management?  academic standards?  

· 
Do many of the SWDs reside outside the school's regular attendance area?  If yes, what is the approximate percentage?  

· 
Are the classes for SWDs small enough to be manageable?  What is the average class size of self-contained classes?

· 
What evidence is there that the SWDs are (or are not) isolated from the mainstream of school life?  For example, are their classes housed in a separate area of the building?  What evidence is there of mainstreaming and inclusion?   

· 
What evidence is there that the program is (or is not) properly supervised?  

· 
Is the supervisor for services to SWDs assigned to this school on a full-time basis, or is he or she an itinerant employee who visits the school once or twice a week?  What effect does this have on the quality of instruction?

· 
Does the staff who provide services to SWDs have sufficiently high standards for student performance and behavior?

· 
Is the student work sufficiently challenging?


· 
What evidence is there that the program has sufficient resources, including textbooks and other materials necessary to support instruction?

· 
What evidence is there to indicate that the teachers are (or are not) properly certified and highly qualified?

·        What evidence, if any, is there that the school has implemented a Response to Intervention (RTI) program?
Assessment and Monitoring of Student Performance
· What evidence is there that informal, teacher-created assessments are (or are not) administered often enough for the teachers to accurately determine how well their students are progressing?  

· What evidence is there that the teachers do (or do not) regularly consider the results of these teacher-created assessments in planning their classroom instruction?

· In what ways do teachers consider the students’ standardized test results, including formal interim assessments, in planning their daily lessons?  OR  If there is little evidence that teachers do this, what is the effect on classroom instruction?

· At the building and/or district level, what evidence is there that the results of standardized tests are (or are not) considered in curriculum planning?  If there is evidence that test results are not used in curriculum planning, what is the effect of this on classroom instruction?

F. Parent and Community Involvement
· How are parents informed about what is happening at the school?  (For example, do most parents get their information about the school mainly from their children?  Does the school have a parent newsletter?  Do parents often receive phone calls or home visits from their children's teachers?  Did the review team see copies of administrators' letters to parents and/or parent newsletters?  If so, what were the subjects of these communications?)

· What evidence is there to indicate that parents are (or are not) actively involved in the life of the school?  (For example, are there minutes of regularly scheduled parent association meetings, programs from parent events, notes of parent-teacher conferences?)

· What were meetings or activities at the school in which the parents who were interviewed said they have participated? 

· What evidence is there that an active PTA or parent association exists (or does not exist) at the school?  

· When do parent activities occur?  Are they usually scheduled during school hours or after school hours?  Are any parent activities ever scheduled on weekends?

· What evidence is there to indicate that any meetings have been conducted to help parents and their children's teachers become acquainted with each other or to foster their sharing of information?

· What evidence is there, if any, that the district sponsors parent activities?

· Are there parent volunteers working at the school?  If so: What do they do?  Do they work only in the cafeteria, for example, or were they observed assisting with instruction and supervising children on the playground?  What evidence is there to indicate that the parent volunteers have been appropriately trained?

· What does a parent have to do in order to meet with: a teacher?  a guidance counselor?  the principal?

· Who in the school would a parent contact if that parent wanted to become more involved with the school and/or the parent association?

· Does the school have a room designated as a parent room?  If yes, what was seen in the parent room to indicate that it is appropriately equipped and supplied with materials that might encourage parents to become involved in their children's learning?

· Does the school or the district publish a parent handbook that provides information about the school and the district?  If so: Is it sent to the parents of all the children enrolled at the school?  Is it available in all the languages used by the families whose children attend the school?  Does each parent you interviewed have a copy?

· Is there any evidence to indicate that parents of Title I students meet annually to discuss the Title I program, are apprised of their students’ progress and receive notifications and training related to Title I requirements?
· How does the school contact and involve the parents if their children habitually get into trouble?  

· What, if any, programs does the school have to involve the parents in the education of their children?  If the school is an elementary school, are these programs designed to foster the early development of children's literacy skills?  What evidence is there to indicate that these programs are producing positive results?

· What evidence is there that the school and/or the district distribute information to foster the participation of parents in school board elections?

· How are parents involved in the school's decision-making processes?  Are parents aware of the provisions of Commissioner's Regulations Part 100.11?

· Does the information the reviewers obtained from parent interviews generally coincide with what the team learned from the school's administrators?  If not, in what ways, and about what issues, do these information sources disagree?

G. The School Building as an Environment Conducive to Teaching and Learning




School Building Safety and Security Procedures
· 
What evidence is there to indicate that appropriate security procedures are followed throughout the building?  (For example, are there uniformed safety officers at the entrances?  If so, do they require visitors to show proper identification and sign in and out of the building?)  
· 
In general, what evidence is there that the school is (or is not) a safe environment for the students and the school’s adults?  Note: The federal NCLB Act and corresponding State regulations (CR 120.5) require that LEAs take steps to ensure that all children have the opportunity to attend a safe school.
· 
What evidence is there that the school has a comprehensive attendance policy, and that it maintains accurate, up-to-date records of daily student attendance at school and at each class? Note: CR 104.1 requires that LEAs have an attendance policy in place, communicate that policy to parents and maintain a record of each student’s presence, absence, tardiness and early departure.  In addition, in schools where students travel from one classroom to another, teachers are required to record student attendance at the beginning of each period of instruction.


Condition of the Building and Grounds
· What did you see and hear to indicate that the school building is (or is not) clean and well maintained?  Is there evidence that the schoolyard is (or is not) appropriately maintained and litter-free?  
· What, if any, conditions did you see in the schoolyard or in the building that may be unsafe or unsanitary for students?  
· Is there anything about the building that may negatively affect the air quality inside the school?
· If the school shares the building with another school or schools, is the space sufficient for the schools?  Do all the schools have access to all the common areas, i.e., lunch room, gymnasium, library, auditorium, bathrooms, etc.?  Are all these areas in working order?  

· Are any classes housed in temporary structures or annexes?  If so, what did you see and hear to indicate that these facilities are (or are not) suitable for use by children or youths?  What evidence is there to indicate that the students housed there have (or do not have) access to all the facilities and learning opportunities available to the students who attend school in the main building?  How long have these "temporary" facilities been in use?  Is there a plan for students to be housed in permanent space, i.e., in an actual school building?  
· What evidence is there that the school building needs (or does not need) repair?  (For example, are there water stains visible on any of the ceilings?  Is the paint peeling or is plaster falling in some rooms?  Are there numerous broken or boarded-up windows?  OR Are all areas of the building's interior, including the classrooms, recently painted, well lighted and comfortable?)
· Do the plumbing fixtures work (including student lavatory toilets and sinks, as well as hallway drinking fountains)?   Is there evidence of leaks?  
IV.       DISTRICT SUPPORT FOR SCHOOL IMPROVEMENT AND ALLOCATION OF RESOURCES
This section should be a brief summary of the evidence, based on the findings put forth earlier in the report, that the district does or does not provide adequate support for the school.   

V. CONCLUSION
This section should be a brief statement of the review team's prognosis about whether the school should be able to significantly improve the academic performance of its students within the timeframe specified in the State regulation (three full school years).  The conclusion is also an opportunity to inform the district and school regarding which recommendations are most important and should be given priority. 

THE REGISTRATION REVIEW REPORT
The Registration Review team uses the information the team has gathered to determine the quality of the school's instructional programs, identify its strengths, and make specific recommendations for improving teaching and learning at the school.  The review team leader organizes this information into the draft report, which should:

· present sufficient DETAILED information and SPECIFIC EXAMPLES to support the review team's findings;
· make recommendations that address those findings;
· be  well-organized and well-written;

· be clear, concise and direct without being needlessly blunt; and
· follow the style manual; Appendix B.
The Registration Review report should present the review team's findings and recommendations in specific, concrete, jargon-free terms.  Throughout the information-gathering and report-writing process, every member of the review team should keep in mind that the review team's findings must always be supported by citing specific evidence.  Specific evidence lends credibility and objectivity to the report.  When the findings in a report are supported by detailed evidence, the report cannot be refuted or disregarded easily.

The Structure of the Report 

The report should follow an outline structure similar to that used in the Questions for Inquiry (pp.15- 26) with major headings (Roman numerals) and subheadings (capital letters).  The Findings and Recommendations portion of the report (Section III) should be structured so that each negative finding is accompanied by at least one recommendation that pertains to the finding.  For example, if the review team is writing about a school's failure to follow the district's early elementary curriculum, the report might list five findings that relate to this failure.  The report must provide at least one specific recommendation to address each of these five findings.  A negative finding without an accompanying recommendation -- or a recommendation that exists without a finding -- is of limited utility to a SURR school for education improvement planning.
This guidebook includes a sample Registration Review report see Appendix A (p.37). The sample report is provided to illustrate the kind of information that should be included in a report and how that information should be organized and presented.  

Team leaders are encouraged to use the sample as a model for both content and structure.  However, since each school is unique, do not limit the scope and content of your report to the scope and content of the sample when it is apparent that other areas of the school should also be addressed. Likewise, do not address aspects that are not relevant to the particular school that you are reviewing. 
Delivering the Oral Report of the Review Team's Findings:
Preliminary Management Conference (optional)

Conducting a preliminary management conference with the school administration before the exit conference is optional. (See page 12 - Day 4 - Optional Preliminary Management Meeting.)
The Exit Conference

Each Registration Review ends with an exit conference to inform the school administration and staff of the team's findings and recommendations.  A general agenda for the exit conference might include some brief introductory remarks, after which the team leader:
·   introduces the other members of the review team;
·   briefly states the Registration Review team's purpose for visiting the school;
·   reads the draft report of the review team's findings and recommendations; and
·   makes brief closing remarks to thank the school staff for their assistance during the review.
The team leader must not allow the exit conference to become a debate between the Review Team and the school's administrators and faculty members. (When report findings are backed by solid evidence, the chances for such an occurrence are minimized.)  
This is the review team's preliminary report to the school.  The district and school may take notes during the exit but the team leader should NOT leave a copy of the draft report with anyone at the school.  Each member of the review team must ensure that this procedure is followed.  The school should receive the final copy of the written report within 30 business days of the exit conference.  (See page 13 - Day 4- Exit Conference.) 
The Written Report 

Within 15 working days after the exit conference, the team leader compiles the final version of the written report and sends it to the State Education Department's Office of School Improvement and Community Services (NYC) as an MS Word document attached to an e-mail message.  Enter the name of the district and the school in the “subject field” on your message, e.g., Subject: D10 PS99. 

Send the report to SED at: 
sherndon@mail.nysed.gov
When SED receives the report, it is then edited, formatted and revised, as necessary.  If clarifications are required or other minor revisions are necessary, the SED editor will contact the Team Leader to discuss.  SED then e-mails the final draft to the team leader for final approval.  Upon the approval from the team leader, SED is responsible for mailing the official, final copy of the Registration Review Report to the district.
Recipients of the Final Report  
SED mails the official, final copy of the report within 30 working days of the exit conference to:

· the superintendent of the school district that operates the SURR school;
· the principal of the SURR school;
· the president of the local board of education ( in NYC the Chancellor); 
· any other district or NYCDOE  official, as appropriate; and
· members of the review team.
The Registration Review Report is the official record of the review and the findings and recommendations contained in the report form the basis for the development of the district's CAP and the school's CEP. 

Follow-up Support for the School 
The SED SURR liaison, who is assigned to the school and the district, provides follow-up support.  The liaison maintains ongoing contact with the district and the school, making site visits as necessary and advising the school and the district in their efforts to improve student performance.  The liaison also evaluates the district's CAP and the school's CEP to ensure that they adequately address the Registration Review team's findings and recommendations.  In addition, the SED SURR liaison (and sometimes other SED staff) monitors the implementation of these plans, and communicates the progress made to SED management.  However, the district and the school have ultimate responsibility for improving student performance.  



THANK YOU TO THE TEAM
If you are serving as a team leader or as a review team member, thank you for your time and effort.  You are making a valuable contribution to the welfare of some of the most academically under-served students in New York State.   

An analysis of the 20 Registration Review reports produced during the 2007-08 school year illustrates the extent to which these students who attend SURR schools are under-served.  This analysis revealed that more than fifty different factors impeded student performance at the SURRs visited by review teams that year.  The presence of any one or two of these factors in a school would be likely to seriously undermine the effectiveness of the teaching and learning that occurs there.  So, just imagine the debilitating effect of half of these factors on a school's academic performance - on average, teaching and learning at each of those schools was hindered by a combination of over thirty causal factors.  However, experience indicates that many of these schools will improve their academic performance significantly within the next three years, largely as a result of implementing the recommendations that were put forth in their Registration Review reports.

Experience indicates that the Registration Review process works.   

Between 1990 and 2008, 204 schools have sufficiently improved their academic performance that they have been removed from Registration Review.  The vast majority of these schools (188 schools or 92 percent) have been removed from Registration Review since 1995, as the chart below illustrates. 

The result of this improvement is that the students at these schools will benefit from substantially increased educational opportunities.  The work that you do at the school you review will make a difference in the lives of present and future students.  
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Tables and Appendices
Tables:

Table 1:  AN OVERVIEW OF THE REGISTRATION REVIEW PROCESS  
Table 2:  A TIMELINE OF TASKS FOR THE SED SURR LIAISON TO PREPARE THE 



SCHOOL AND THE REVIEW TEAM FOR REGISTRATION REVIEW
Table 3:
 A TIMELINE OF TASKS AND RESPONSIBILITIES FOR REGISTRATION REVIEW 







WEEK AND FINALIZATION OF THE REPORT
APPENDICES: 
APPENDIX A: SAMPLE REGISTRATION REVIEW REPORT
APPENDIX B: STYLE MANUAL FOR WRITING THE REGISTRATION REVIEW
APPENDIX C: QUESTIONS THAT AROSE DURING PREVIOUS REGISTRATION REVIEWS

	Table 1:  An Overview of the Registration Review Process

	1

SURR SCHOOL
IDENTIFICATION
Late Fall or Winter

School is identified 

for Registration Review based on scores for tests administered during the previous school year. 
	2

SCHOOL LEADERSHIP

ORIENTATION
Within 1 Month of Identification

For non-NYC schools, the SED SURR liaisons conduct orientation sessions for: 

(1) Districts that operate the newly identified SURR schools; 
(2) the administrators of those schools; 
(3) local board of education members.

For NYC schools, the NYC Department of Education (DOE) and the SED staff conduct a similar orientation session for the school administrators, DOE staff, the UFT reps and other key staff members. 
	3

GATHERING DOCUMENTATION
At Least 3 Weeks Before the Review

SED SURR liaison arranges for the principal of the school identified as a SURR  to gather:

(1) school background information and 

(2) other existing documents that will be available for the review team during the review.
	4

GENERAL SCHOOL ORIENTATION

One to Two Weeks Before the Review

SED SURR liaison conducts an orientation session for the school staff and parents (particularly PTA or PA members and the school’s decision making bodies) to ensure that all the members of the school community know:

(a) the purpose of the review; and
(b) what to expect during the review. 
	5

REGISTRATION 
REVIEW


Between January and April

The review team conducts a 4-day Registration Review.  

Day 1: 

Preliminary team meeting and orientation

Day 2 and Day 3: 

Information gathering and writing of the preliminary draft report

Day 4: 

Preliminary management meeting (optional); exit conference
	6

PRODUCING THE FINAL REPORT

Within 15 Business Days After the Exit Conference

The team leader compiles the final draft version of the written report and e-mails it to SED. 

Within 15 Business Days of Receiving the Draft Report 
(a) SED edits, formats and makes minor revisions , if necessary to the final report 
(b) SED management approves the final report. 

Within 30 Business Days After the Exit Conference, 

The official Registration Review report is mailed to the school.

	
	

	7
	8

	THE DISTRICT CORRECTIVE ACTION PLAN
 AND 
THE SCHOOL COMPREHENSIVE EDUCATIONAL PLAN 

By July 31 of the School Year in Which the School was Identified

Both plans must be approved by the local board of education (in NYC by the Chancellor) and submitted to SED for its approval by July 31.
Both plans are updated annually and submitted to the SED for approval each year that the school remains under Registration Review.

The district Corrective Action Plan should be based on the school’s Registration Review report. This plan should detail how the district will support educational improvement in the school.
The School Comprehensive Educational Plan should address the findings and recommendations in the Registration Review report and be based on and consistent with the district Corrective Action Plan.
	During the next 3 school years 

	
	 
	IF THE SCHOOL IS ABLE TO IMPROVE

By December 31 of the Calendar Year During Which the School’s Test Scores Improve
If the school is able to improve to the point where it can sustain student performance at or above the State standards, the district that operates the school may formally request that the school be removed from Registration Review.

If the district’s request is based on improved assessment results, this request must be made by December 31 of the calendar year during which the assessments were administered.
The Commissioner may accept a petition after December 31 for good cause. 
	IF THE SCHOOL DOES NOT ADEQUATELY IMPROVE 

After the School has been Under Registration Review for Three Full School Years

The Commissioner of Education may recommend to the Board of Regents that the school’s registration be revoked. 

The district that operates the school is entitled to a hearing before the

Regents take action to close the

school. If the hearing fails to disclose extenuating circumstances, the school may be closed. 

The students who attend that school will be educated according to a plan developed by the Commissioner of 
Education. This plan is designed to protect the educational welfare of those students. 


Table 2 : A TIMELINE OF TASKS FOR THE SED SURR LIAISON 

TO PREPARE THE SCHOOL AND THE REVIEW TEAM FOR 

REGISTRATION REVIEW

	Task
	
	Timeframe

	School Background Information and Documentation
Arrange for the principal to gather:

· school background information; and

· other existing documents that will provide the review team with information about the school.


	
	Three weeks before the review begins.


	Send the School Background Information to the Team Leader and instruct the principal to have the other school documents (pp. 7-8) available for the review team members during the review.


	
	Two weeks before the review begins.


	General School Orientation

Conduct an orientation session at the school newly identified as a SURR for the entire staff and parents.  This session is held to inform the entire school community about the Registration Review process; purpose; and expectations.

Arrange with the principal for the use of a private room for the review team and additional space for confidential interviews.

Arrange with the district for a knowledgeable district-level staff person to be available to supply information to the review team, as needed.

Identify the lunch options available for the review team within the school neighborhood.


	
	One to two weeks before the review begins.



Table 3: A TIMELINE OF TASKS AND RESPONSIBILITIES FOR REGISTRATION REVIEW WEEK AND FINALIZATION OF THE REPORT
	TIME
	TASK
	LEAD RESPONSIBILITY

	Day 1 – morning (breakfast) or noon (lunch)
	Preliminary review team meeting to brief reviewers about transportation arrangements and the logistics of the review. 
	Team Leader

	Day1- afternoon at the district office or hotel

 OR

Day 2 – morning at the school
	Meet with the review team to provide reviewers with information about the school and district.
	Superintendent

Principal

Team Leader



	Day 1- by the evening
	Assign specific sections of the report to the review team members according to their individual interest and/or area of expertise.

Establish a schedule of classrooms to be visited and assign interviews, in accordance with the reviewers’ report assignments.
	Team Leader

	Day 2 and Day 3
	Conduct classroom visits and interviews, as assigned

Examine school documentation.
Observe the school and the surrounding community.
	Review Team Members

	
	Conduct brief, daily meetings with the principal to maintain communication about issues that may arise during the review.
	Team Leader

	
	Work on specific sections of the report as facts become known and supporting evidence is identified.
	Review Team Members

	
	Meet with the school district superintendent and other district staff to determine if the district provides the school with adequate resources. 
	Team Leader

	Day 3- by the evening
	Coordinate and manage the production of the first draft of the report.
	Team Leader

	Day 4
	OPTIONAL- Conduct a Preliminary Management Meeting with the administrative leadership to discuss the review team findings and recommendations. 
	Team Leader

	
	Conduct Exit Conference with the school community.
	Team Leader and Review Team Members

	Within 15 business days of the Exit Conference
	Produce a final draft of the Registration Review Report and e-mail to SED - sherndon@mail.nysed.gov 
	Team Leader

	Within 30  business days of the Exit Conference 
	Produce the final, official Registration Review Report.

E-mail the final Registration Report to the Team Leader for approval.
	SED- Office of School Improvement and Community Services (NYC)

	
	Review final registration report and e-mail SED with approval. 
	Team Leader

	
	Approve the final draft of the report.
	SED Management

	
	Make copies of the report and send to:

· Principal 
· District Superintendent
· Chancellor (In NYC)
· Local Board of

Education President
-     Review Team member
	SED- Office of School Improvement and Community Services (NYC)


APPENDIX A

SAMPLE REPORT*
Registration Review Report




I. INTRODUCTION
A. Community and School Background
The school is located on the southwest side of the District.  This Pre-K to 5th grade school serves a population of approximately 500 students from culturally diverse backgrounds.  The community is home to many families from Puerto Rico, Cuba, and the Dominican Republic.  The school has become a central part of the community, providing numerous services and programs. 
According to the latest data, 47 percent of the students are Hispanic, 33 percent are Black, 16 percent are White, and four percent are Asian.  For the 2007-2008 testing year, 24 percent of the students have Individualized Education Plans (IEPs).  These students receive services varying from speech and resource room to self-contained and inclusive classes.  Approximately 47 percent of the students are English language learners (ELLs), with Spanish as the dominant language.  A total of 99 percent of the students are from low-income families and qualify for free and reduced lunch.
The school houses three Pre-K classes, four kindergarten classes, five 1st grade classes, four 2nd grade classes, four 3rd grade classes, four 4th grade classes and four 5th grade classes.  At each grade level, there is one bilingual classroom in which students are instructed in Spanish for up to 50 percent of the school day.  These bilingual classes are also inclusion classrooms with a full-time special education teacher.  Additionally, there is one Learning English Academics Program (L.E.A.P.) classroom in each grade from 2nd to 5th. The L.E.A.P. classroom serves ELLs who are not enrolled in the bilingual program. These classrooms are staffed by a regular education teacher, a teaching assistant, and .75 full-time equivalent (FTE) English as a second language (ESL) teacher. 
The building uses the Success for All (SFA) program, a research-based instructional program developed at Johns Hopkins University.  The school began using the program ten years ago, and it is an integral part of the building culture.  The literacy part of SFA consists of two components: Reading Roots and Wings.  Reading Roots is a 90 minute comprehensive program that targets the needs of beginning readers.  Reading Wings is a 90 minute comprehensive program that targets the needs of students reading at the 2nd through 5th grade levels to ensure their consistent growth as proficient readers.  All students are assessed quarterly and regrouped according to their reading levels.  All grades also use the Success for All math program.  This program is similar to SFA reading, but employs heterogeneous groupings, rather than homogeneous groupings.     

B.  Conduct of the Review 
The Registration Review process began with a preliminary meeting on January 3, 2008.  This meeting was attended by: the Team Leader; SED SURR Liaison; the District Superintendent; the Deputy Superintendent for Curriculum, Instruction and Assessment; the Director for Elementary Education; and the Principal of the school.  

The review was conducted from January 21, 2008 through January 24, 2008.  The eight-member review team was led by the District Superintendent, and included three upstate representatives, one State Education Department liaison, an urban principal representative, a union representative, a parent representative, and a higher education representative.  In support of the review, team members examined extensive documentation regarding the school.  These documents included:

General Information

· Welcome to the School Document

· Information for State Education Appeal

· Description of Academic Intervention Services (AIS), Bilingual and ESL Model, Special Education Program

· Sample Student List with LEP Year 

· The School Expectations (Behavior)

· Floor Plan

Data

· Grades 3-5 2007 ELA Item Comparison
· Grades 3-5 2007 ELA Student Lists Sorted by Scale Score
· Grades 3-5 2007 ELA Student Lists Including SPIs
· Homeroom List for 3rd SFA Period Including IEP, ELLs, Targeted Team and SFA Information.
· Assessment Summary (English) for 2007-08, Baseline Reading Levels by Grade
· NYS Accountability and Overview Report 2005-06, 2006-07
· NYS Overview of School Performance, February 2005, April 2006
· School Attendance by Year and Ethnicity
· 2007-08 Testing Subgroup Data
· Building Violent and Disruptive Incidents Report (VADIR) Forms
Staff Information

· Staff List; Classroom Assignments
· Teacher Certification; Staff Years of Service 
School Schedules

· School Master Schedule, including Specials Schedule
Improvement Plans

· District Plan Update 2007-2008

· Comprehensive School Improvement Plan 2007-2008

Meeting Agendas

· Faculty Meeting, September 10th and 11th 

· I.D.E.A. Oct 22, 2007

· Bilingual Education Meeting, March 5, 2008

· ESL and LEAP Meeting, March 6, 2008

Professional Development

· Staff Development Sessions 2005-06, 2006-2007, 2007-2008

· Opening Day Agenda, September 4, 2007

Budget

· Title I Budget Planner, Jan 1 – Dec 31, 2008

Parent Involvement

· Parent letter concerning discipline procedures

· Parent letter informing of SURR status

· June 2007 Parent letter recapping the school year

· School Newsletter

Additional Materials Requested and Supplied to the Team during Visit

· 4th Period SFA Assignments 2008

· School (SFA) Assessment Summary 2006-2007; 2007-2008
· Targeted Team Procedures; Targeted Team Agenda, January 22, 2008; Targeted Team Referral Form

The review team convened in the District mid-day on January 21, 2008 to review materials and delegate responsibilities, based on areas of expertise.  The team arrived at the school on the morning of January 22, 2008, and was greeted by building administrators.  After a brief overview given by the Principal, and Vice Principal, the team members began their work.
Over the next three days, the review team conducted classroom observations and interviews with building administrators, teachers, staff, parents, students, community group representatives, and Success for All regional trainers.  The team also met with the following district representatives: the Director for Elementary Education; the Deputy Superintendent for Curriculum, Instruction and Assessment; the Director of Special Education; the Coordinator for English Language Arts; the Coordinator for Mathematics, Science and Technology; the Deputy Superintendent for Information and Technology; and the Coordinator of ESL and Bilingual Education.  Based on the documentary research, classroom observations, and interviews, the team members assembled the findings and recommendations that follow.

II. SCHOOL STRENGTHS
· There is a welcoming environment at the school.

· The staff members exhibit a strong sense of dedication and commitment. 

· The students express a sense of belonging.

· Examples of good instructional practices are evident.

· Administrative support services are in place.

· There is a high level of collegiality among staff.

· There is a unified instructional model for both literacy and math.

· The school monitors and utilizes student progress data.

· There is high adult-to-student ratio.

· Classrooms display a wide variety of visual support.

· There is a school-based physical/mental health and dental clinic.

· There are numerous community partnerships.

· There is a school-based GED program for parents.

· There is a conveniently located parent room.

· The building has some unique features and facilities.

III. FINDINGS AND RECOMMENDATIONS

A. The School’s Mission/Vision Statement and Goals

Finding:

The school has a statement that is prominently posted throughout the building and contained in the Comprehensive School Improvement Plan.  The mission statement outlines appropriate and worthwhile goals for the school’s learners.

Recommendation:
All stakeholders should use the mission statement as a source of reflection and guidance as the school assesses and strengthens its instructional practices and academic program.

B.  Administrative Leadership and Organization
General Information 
Findings:
· The team noted the school is rich in administrative support, including a principal, assistant principal, social workers, guidance counselors, nurse, translator, and Westside Strategies Coordinator.

· The principal is dynamic and supportive of staff, students and the community.

· There is a sense that the principal’s attempts to delegate are often supported by only a core group of teachers and staff, which may perpetuate a cycle in which some teachers feel a lack of ownership within the school structure.

· The assistant principal speaks Spanish and there is a translator at the school.  However, the team gathered conflicting information as to the consistent availability of Spanish-speaking personnel in the front office.

· Team members’ observations of the Targeted Team meetings indicated that the meetings are moving in a positive direction towards addressing individual student needs.

· The principal facilitates and encourages community involvement, including partnerships with various community groups and agencies, as well as with nearby high schools.

Recommendations:

· The administrators should create clear and realistic descriptions of their roles, including that of the principal, vice principal, and the various other adults who work in the building, such as the social workers, guidance counselors, nurse, translator, and Westside Strategy Coordinator.  The goal should be to clearly define the roles so that all adults in the building know who is responsible for responding to particular situations involving students.

· The principal and all teachers should embrace the hard work of shared leadership towards empowering every adult in the building to consistently implement research-based practices to improve curriculum and instruction, behavior management, school climate, family and community relationships.

· The administration must ensure that a Spanish-speaking individual is always readily available to address family and community needs.

· The administration should continue to develop Targeted Team procedures to maximize impact on students through the most efficient use of resources.

· The administration should continue to pursue strong collaborations with community agencies and schools and promote community awareness and involvement among building staff.

Instructional Leadership

Findings:

· The principal expressed a concern regarding insufficient time to observe in classrooms.  This is partly due to the time she spends on managing student behaviors, referrals, and parent issues.

· The principal reviews and comments on teacher plan books on a regular basis.

· The school has a Reading Specialist who coordinates the building-wide SFA program. 

Recommendations:

· The principal should utilize staff more effectively and delegate behavior issues and referrals accordingly.   The principal needs to dedicate specific time to be in classrooms observing for effective instructional strategies, classroom management and proper implementation of SFA.

· The principal and teacher leaders should reflect on the purpose of reviewing lesson plans, and prioritize monitoring and coaching to support implementation of best practices in the classroom.

· Administrators, the reading specialist, teachers and staff should increase the depth of support for SFA, including more shared leadership of implementation using a coaching model.

Planning and Communication

Findings:

· Overall, the team noted a lack of shared decision-making and shared leadership within the building.

· “Data Meetings” are in their first year of implementation and occur for every grade level team every two weeks.  The team observed that the meetings are not effective, as no data was presented to drive instructional practices, and the meetings were conducted by the principal.

· The building has a School Leadership Team (SLT) consisting of one elected and paid representative per grade, per the current teacher union contract.

· The team noted that announcements or requests for students were made over the Public Address (PA) system.  This disrupts instructional time.

Recommendations:

· The administration should work collectively with all stakeholders to develop a new school improvement plan based on this Registration Review report and commit to full implementation of that plan through monitoring classroom practices and supporting a peer coaching model.

· The administration should continue to enhance the Data Meetings.  Teacher leaders should facilitate these meetings and encourage their peers to explore student work as “data.” Teachers should spend time examining the work to better assess what a class or an individual student has learned and to plan future instruction.
· The administration should enhance the efficacy of the existing School Leadership Team by bringing in outside expertise to provide training in skills such as consensus-building.

· The office staff should develop alternatives to the PA system for contacting individuals within classrooms.

Time Management

Findings:

· The team heard concerns that there are not enough minutes in the school day for teachers and service providers to fully deliver all services.

· Many team members observed the two-hour SFA literacy block and found it to be “brutal.”  Students are expected to sit for an extended period of time with little to engage them and limited opportunity to move.

· The team noted that the school uses the last half hour of the SFA block in a flexible way for providing NYS assessment-oriented support, Academic Intervention Services (AIS), writing, intervention (Fast ForWord, Earobics), or enrichment.

· The Reading Specialist indicated that many ESL learners have significant language learning loss over the summer as a result of not participating in summer programs.

· The team was told that attendance is an issue, particularly after school holidays when families return to Puerto Rico.  Similarly, many staff commented that there is a big problem with tardiness.  The school has made efforts to address this, including instituting a system for allowing parents to accompany tardy children to their classrooms.

Recommendations:

· The district and school administration should evaluate options for adopting a longer school day to meet the needs of this urban population.

· Teachers should build lessons that have students actively involved, moving around and solving problems.  Elementary students, especially, should not be sitting through a long SFA period.  Even if the lesson changes pace, students need to move.

· The building administration and teachers should continue to develop innovative scheduling to utilize the SFA literacy block in age-appropriate ways to improve student achievement.

· The district administration should mandate summer school for any student below grade level and develop a plan for informing families of ESL learners about summer learning programs.  The administration should clearly communicate to families that such participation can enhance and enrich their children’s learning.  The administration should also ensure that there are no logistical or institutional barriers to their participation.
· The building administration should work collectively with the many support services and community agencies to help the school address the problems of tardiness and absenteeism.

Effective Use of Building Space

Findings:

· During classroom observations, team members often saw small groups of students being pulled out into the hallway for instruction.

· Team members gathered evidence that NYSESLAT exams have been administered in hallways and on the auditorium stage due to lack of adequate testing space.

· Team members observed disruptive behavior in some classrooms on the fourth floor.

· The balcony portion of the auditorium is used as storage space.

Recommendations:

· Teachers should reconfigure classrooms to allow for simultaneous instruction of multiple small groups.  

· The building administration should investigate and identify available, appropriate spaces to assure optimal environments for student testing. 

· The building administration should consider relocating classrooms with greater behavior challenges closer to administrative presence. 

· The building administration should determine if there is a functional use for the balcony portion of the auditorium, such as an annex to the Library Media Center, so that it could be stocked with reading materials for parents and students.  
Effective and Appropriate Use of Staff

Findings:

· The school has hired teachers and support staff who share a first language and culture with the ELLs in the school, thereby creating capacity for the school to communicate effectively with bilingual learners and their families.

· The team consistently observed that in classrooms with multiple adults assigned to a room (teaching assistants, nurse, regular, ESL and/or bilingual teachers), it was common practice that only one adult was teaching.  The other adults were sitting and not conducting any instruction or simply not present (testing in another room, out of the building at a meeting).

· Team members noted concern among ESL teachers that some of the contexts in which they were scheduled to work with ESL learners limited their opportunities for direct instruction.  For example, ESL teachers reported they were scheduled to work with their students while they were in the computer lab working independently on Fast ForWord.
· The team observed multiple hall monitors positioned at various locations throughout the school.
Recommendations:

· The building administration, teachers and staff should develop a plan to best utilize staff to support the needs of ELLs and their families.

· The district administration should provide professional development and support for the implementation of various models of co-teaching to more effectively meet the needs of the students, including reassigning staff to provide tutoring at the lower grade levels.

· Teachers and staff should design ways to create optimal interactive opportunities between ESL teachers, regular education teachers and ESL learners, so teachers can best support ESL learners’ individual linguistic needs.

· The building administration should re-evaluate the use of hall monitors to help with security and safety issues for the building.  District officials should install a front door release system in the main office to allow the secretaries to admit people to the building.  This would free the hall monitor to circulate throughout the floors of the building.

C.  Instructional Resources
Textbooks, Supplies and Materials
Findings:
· Team observations of classrooms and walkthroughs of the teachers’ resource room indicate that the school has been provided with adequate supplies and materials, and they are equitably distributed among all the classes.

· SFA Spanish-language instructional materials generally reflect Mexican culture and language.  The majority of the Spanish-speaking learners at the school are Puerto Rican.  SFA supplemental resources are limited in Spanish.

· Bilingual teachers supplement their Spanish instruction to account for limited resources and cultural/linguistic variations. 
Recommendations:
· Emphasis should be placed on selecting textbooks and materials that keep the students’ reading levels in mind, as well as their cultural and linguistic backgrounds.

· Teachers should identify and develop culturally relevant materials that can be used with SFA and build learners’ background knowledge.

· The district administration should ensure that bilingual teachers are provided adequate support for identifying and acquiring appropriate supplemental Spanish-language resources.

School Library Media Center

Findings:

· The school has a Library Media Center (LMC) located on the second floor that has been nicely decorated by high school students with various murals and paintings. The LMC includes six computers and an additional eight to ten computers available in  a computer lab annex, however, the review team did not observe that they were used in the delivery of instruction.

· Team members observed the librarian reading a story to students and teaching a follow-up lesson comparing two versions of the story that she had read.  

· Team members noted that the book collection appeared to be current and in good repair.  A related observation was that students appeared to have limited opportunities in their educational program to read books of choice, trade books, etc. 

Recommendations:

· The building administration should explore options for expanding the focus of the LMC to encompass the computer lab and support multimedia instruction.  The LMC must provide opportunities for students to be exposed to the technology curriculum and the NYS Learning Standards.

· The building administration, teachers, and the Library Media Specialist should explore options for collaboration that effectively and efficiently support student literacy.

· The building administration, teachers and the Library Media Specialist must work together to fully utilize the LMC as a valuable resource to support classroom instruction and to foster students’ desire to develop their interests and pursue independent learning.

Technology

Findings:
· Technology was very rarely infused into instruction.  Overhead projectors were the only equipment used in every class.  

· Only one SMART Board exists in the building, and the equipment has not been installed.  Only one computer per classroom is available.  Only one cart with 15 laptop computers exists in the building.

· The technology that does exist in the building often doesn’t function and repairs can take months.

· A computer lab on the main floor has recently been added to begin Fast ForWord, but those computers will not be available for general student work.

· Team members heard from a SUNY Oswego professor about a Project SMART activity that allowed students to exchange e-mail with pre-service teachers.

Recommendations:

· District officials should provide sustained in-classroom professional development and support for the integration of technology into instruction.

· District officials should infuse hardware and software, such as student/teacher stations, handheld devices, SMART Boards, and Internet access into every classroom.

· District officials should support technology and users of technology through a timely Help Desk system.

· The district should provide strong technology supports, such as computers, that can be available for students and GED classes during the day, as well as finding a way to provide parents with an opportunity to learn computer skills in the evenings. This school has the beginning structure to become a community school, with a large parent-community room and an indoor pool.  The district should support this effort.  

· Building staff and higher education partners should continue to explore opportunities for students to use technology in ways that build personal and cultural connections and enhance academic skills related to the NYS Learning Standards.

D.  School Climate

Findings:

· Team members observed that teachers behaved favorably toward each other, supported each other, and acknowledged each other’s ideas.  Staff members consistently described each other as hard-working and committed to the school.

· Nearly all staff members treat students with respect, know youngsters by name, and know which youngsters have special needs.  Reviewers observed that staff was genuinely concerned with students and their well being.  

· Students expressed a general sense of belonging and acceptance and had respect for their school. However, team members felt that there was not a lot of fun happening at the school.  The highly structured implementation and scripted delivery of SFA at the school seemed to overshadow enthusiastic, happy and engaged learning. 

· Team members found evidence that some teachers have written discipline referrals for students because they had spoken Spanish. 

· Team members found evidence that the early childhood program was disconnected from the overall building literacy program.

· The school has a full medical, dental and mental health clinic, which for a high poverty school is very helpful.

Recommendations:

· All adults in the building must reflect upon ways to revitalize the passion for teaching and learning.

· The school administration and staff should participate in research-based professional development opportunities that address the cultural and economic diversity within the school and foster a sense of belonging, acceptance and respect that will translate into improved student learning in the classroom, such as the Framework for Understanding Poverty.

· All teachers and staff must seek ways to incorporate physical movement into SFA instruction and to supplement SFA content to make it culturally relevant and meaningful to learners in order to encourage more engaged and enthusiastic learning.

· Through attending professional development or engaging in conversation around shared readings, teachers must become knowledgeable about how a first language is a resource for bilingual learners.

· The building administration should actively involve Pre-K teachers and staff in all discussions and appropriate professional development related to the instructional program. 

· The district and building administrations should explore the possibility of developing the school as a full Community School, open to the adjacent community for both recreation and additional educational and counseling opportunities.  In some cities, schools have been able to extend health services to neighborhood residents, not just students.  This would be an interesting option to explore for the future.

E.  Curriculum/ Instruction / Assessment and Monitoring of Student Performance

Curriculum
Findings:
· The district ELA curriculum is prominently posted on the District website. 

· Classroom observations revealed that a significant focus of SFA instruction and practice is on discrete language skills and is not embedded in context.  

· Team members observed a disconnection between literacy instruction at the early childhood grades and the later grades when SFA begins.
· Students who do not progress to the next level of SFA work with the same materials (texts and worksheets) as they repeat the instructional level.  In some classrooms, these students undermined the learning of students who were using the materials for the first time (such as shouting out what will happen in a story when the other learners were asked to make predictions). These students who were repeating the material were neither engaged in nor enthusiastic about the lessons. 

Recommendations:

· Teachers should refer to the district ELA curriculum to examine current instructional practices and to identify strategies that could be used to enhance instruction and learning.

· Teachers must contextualize the practice of discrete language skills to make them more meaningful to learners.  Connecting discrete skills to global skills can help learners understand the role of each.

· Teachers must align the literacy curriculum Pre-K through 5, based on the NYS Learning Standards, with Bilingual, ELLs, and Native English speakers in mind, infuse multicultural/culturally relevant literature and strategies, and use the various programs (Scott Foresman, SFA) as resources, not as pre-developed teaching scripts.

· To maintain student motivation, teachers should identify alternative level-appropriate resources for learners who are repeating an instructional level.  Teachers should identify appropriate ways to value and integrate what these learners have gained from prior instruction.

Instruction
Expectations for Student Achievement

Findings:
· In some teaching situations, team members noted that staff exhibited low expectations for achievement.   

· In numerous classrooms, team members observed a lack of rigor in instruction and content.

· Team members noted that teachers commented excessively on students’ backgrounds and circumstances.  Several staff members expressed doubts in the students’ abilities to learn and succeed, for example, stating “They’re not writers.” 

· Many teachers expressed concern and frustration over the lack of homework completion by students, while parents complained that often their children did not know how to complete their homework.  Many students and families struggle to complete homework due to a variety of factors, including lack of literacy skills in Spanish, English or both.  Additionally, the need for students to take on responsibilities at home often takes away from homework time. 

· In wanting their students to be successful, many teachers, rather than encouraging real thinking and problem-solving, gave learners abundant clues until students could guess the answer the teachers were seeking,
· Teachers were observed to have high expectations for behavior of the students, more so than high expectations for their academic achievement.
Recommendations:

· Administrators, teachers and staff must embrace the belief that every student has the ability to learn, and communicate high expectations for the academic achievement of all students.  The administration should begin by having authentic school-wide dialogue about issues surrounding high expectations and delivery of rigorous instruction for student achievement by all stakeholders, for example, through using Generating Expectations for Student Achievement (GESA) or Undoing Racism. 

· Teachers should focus on suggested lessons and activities on the NYS Virtual Learning System (VLS) as a resource to help facilitate rigorous content and instruction.

· Teachers and staff should reframe deficit thinking about learners’ capabilities to see solutions and empower teaching and learning.  For example, teachers can ask themselves, “What strengths can we build upon to help students succeed as writers?  What else could we do to support their learning to write?” A worthwhile article that faculty might read is: Weiner, L. (2006).  “Challenging Deficit Thinking”.  Educational Leadership, 64(1), 42-45.

· All stakeholders should develop a school-wide policy for homework by examining and adjusting expectations for homework, taking into consideration the needs and struggles of families.  Teachers should explore alternative solutions (time, place, support) for students to complete work that is deemed necessary for growth and learning.  Teachers should consider alternate assignments or alternative ways of completing assignments that create opportunities for family participation and value the ways in which families with low literacy can help.

· Rather than providing learners clues until they can guess the answer, teachers should provide students with strategies for how to discover answers for themselves.  Teachers should then reinforce the strategies regularly.
· Teachers must provide students with opportunities for engagement that will result in improved behavior, including conducting inquiry-oriented, project-based activities supported by multiple adults in the classroom.
Lesson Planning

Findings:
· Team members found that most of the instructional planning is focused around SFA groups and reading levels, with little overt attention to the NYS Learning Standards and ELA exams.

· Team members found that when new SFA groups are formed, they are often assigned with little lead time for teachers to prepare for the new group.  For instance, teachers were given their new SFA reading groups on the day before spring recess.

· Classroom observations revealed that some SFA structures involve group work that may or may not be effective or appropriate for extremely small class sizes.

· In general, team members found that much of the classroom content seemed to be disconnected from learners’ personal and cultural backgrounds.

· The team observed documentation showing that the SFA math lessons are aligned to the NYS pre-March / post-March math Performance Indicators.

Recommendations: 

· Although the SFA program is recommended for ESL populations and its alignment to the NYS Learning Standards is documented, instructional leaders must continually reinforce the connection between SFA and the NYS Learning Standards.

· The Reading Specialist and data support personnel must provide adequate time for teachers to adjust their lesson plans for the new SFA reading groups.  Having the data prepared one week and resetting the groups one week later to help accommodate the transition should be explored.

· The administration should utilize peer coaching to support best practices for working with small groups.

· Teachers should identify and develop culturally relevant materials that can be used with SFA and build learners’ background knowledge.

· Teachers, with district support, should continually reinforce the connection between SFA math lessons and the NYS Learning Standards and Performance Indicators for math. 

Lesson Presentation
Findings:
· Observations revealed the following information: 72 percent of staff provided SFA instruction in a pre-developed scripted manner, and 28 percent of staff provided SFA instruction in an engaging manner with enriched content.

· Team members did not gather consistent evidence that students had an understanding of the goals for each lesson.

· Team members observed limited instances of teachers engaging students’ prior knowledge, developing an anticipatory set (i.e., an activity which provides the motivation and introduction of the lesson to generate student interest and a need to learn) or even introducing potentially unknown vocabulary.

· Team members observed a very traditional, teacher-centered approach to instruction that offered very few opportunities for students to be active or engaged or to participate in instructional decision making.

· Team members observed teacher-directed questions and answers with little or no wait time.

· Many questions were at the factual level and often had only one “correct” response.

· Team members found that during group work, when students were supposed to challenge each others’ understandings and arrive at consensus, most students continued to work individually or just talked informally (not about the lesson).  Teachers stood in the front of the room or were engaged in other work and did not ensure that group work was focused and rigorous. 

· Team members observed students responding well to active, hands-on group work.

Recommendations:
· Teachers should employ a variety of instructional strategies that allows for increased movement, process time, interaction between students, and open-ended exploration and discussion.  Through supervision and peer coaching, the administration and teachers can provide implementation of rich experiential, project-based activities in the day-to-day implementation of SFA.
· Teachers should ensure that all lessons begin with students clearly understanding what it is that they will know and be able to do once they have learned the lesson and, also, how they will be able to use that learning.

· The school should utilize peer coaching to support teachers in engaging students’ prior knowledge, developing anticipatory sets and introducing potentially unknown vocabulary.

· All adults in the building should examine ways to move instruction from teacher-centered to learner-centered to increase student engagement and accountability.
· Teachers should implement wait time after teacher questioning to allow learners sufficient time to process questions and consider thoughtful responses.  This is particularly important for language learners who may require extra time to process both language and content. 

· Teachers should use questioning techniques that go beyond simple recall to challenge students’ higher order thinking skills and address the full spectrum of Bloom’s Taxonomy.

· Teachers should ensure that students know how to work as members of a group and provide support and guidance so that group work time is rich and productive.

· The building administration should provide time and support for teachers to develop and implement strong instructional units that are hands-on and project based.

Classroom Environment
Findings:
· Classrooms were appropriately decorated with materials designed to foster student learning, including word walls.
· Even in the early spring, upstairs classrooms were warm and several were noted to have windows that could not be opened.
Recommendations:
· Teachers should be encouraged to incorporate student work into the posted materials that adorn their classrooms.

· District officials should review the building renovation plans and adequately determine what classrooms need operations and maintenance work to ensure the windows can be opened.

Classroom Management

Findings:
· In several classrooms, teachers managed student behaviors through public threats, for example, stating “I’ll call Mommy if you don’t open your notebook.”

· Virtually every classroom utilized a positive reward system, but in several classrooms, the strong emphasis on earning rewards appeared to overshadow the intended learning goals.
· Team members found the SFA block to be very long for a young child to maintain appropriate behavior.
Recommendations:
· The district administration should provide professional development and support subsequent implementation of strategies for building effective classroom behaviors, including student- adult interactions that defuse potential behavior issues and manage learners’ behavior in the classroom.

· Teachers should seek ways to encourage intrinsic motivation to maintain the focus on the intended learning goals, increase long-term retention, and develop more self-directed learners.
· Sustained professional development opportunities should be explored for teachers to learn about best practices for promoting physical and mental readiness for classroom learning, such as Brain Gym.
Qualifications of Teaching Staff and Professional Development

Findings:
· Team members found a wide range of experience and preparation throughout the staff for SFA.  SFA was implemented ten years ago with intensive trainings for the first three years, followed by one year of minimal support, followed by four years of no support at all. In the past two years, some support has been reinstituted.

· Review of the professional development offerings over the last three years indicates that the following areas have not been addressed: co-teaching, poverty, behavior management, differentiated instruction and other elements of best practices for instruction.

· The team found documentation of teachers teaching outside of their certification areas. 

Recommendations:
· With district support, all building staff should engage in the following sequential steps: repeat the affirmation process for staff support of SFA; complete intensive professional development in SFA for all teachers, administrators, and teaching assistants by September 2008; promote fidelity of SFA implementation through a peer-to-peer coaching model; use supervision and peer coaching to support activity-based instruction in the implementation of SFA; and conduct external evaluation of full implementation of SFA in fall 2009.

· Sustained and embedded professional development needs to be offered specifically in the areas of behavior/discipline management, co-teaching, differentiated instruction, and the needs of impoverished students.  

· Administrators need to work closely with district officials to ensure that the teaching staff assigned to the building is adequately certified in their content area.  This is of special importance to this school as it contains the district ESL and bilingual programs.

Services for English Language Learners (ELLs)
Findings:
· Team members were informed that 47 percent of the student population are ELLs.

· There are multiple program models for teaching bilingual learners, including bilingual classrooms and ESL supports that take into account family preferences regarding first language development.

· Classroom observations revealed limited implementation of Sheltered Instructional Observation Protocol (SIOP) strategies.

· Team members found that many ESL teachers were teamed with classroom teachers.  Several of those ESL teachers reported feeling marginalized and unable to deliver the services they are mandated to deliver.  These teachers seemed to be advocating for a return to a pull-out model.

· Scheduling is ineffective in providing time for all mandated services for ELLs (ESL and bilingual.) 

Recommendations:
· Stakeholders must implement a shared vision for instruction of second language learners by exploring various models of instruction, such as collaboration of ESL, general education, special education teachers, and assistants; ESL teacher as lead; and bilingual programs.

· The building administration and teachers must support families in their decisions regarding second language instruction for their children by providing written and oral information and inviting parents to visit both a bilingual and ESL class to better understand their choices.  

· The district administration should continue professional development and support for implementation of SIOP.

· Building administrators should provide ESL and general education teachers professional development opportunities to learn about models for collaboration and to maximize the potential of two teachers in a classroom.  This is a very powerful model when done well.

· The district and building administrations must ensure full compliance with Commissioner’s Regulations Part 154 regarding provision of mandated services for students.  
Services for Students with Disabilities (SWDs)
Findings:

· Team members were informed that 24 percent of the student population is classified as SWDs.  In addition, ELLs who are also identified as SWDs are sent to the school from other elementary schools within the district.

· Visits to self-contained classrooms revealed positive interactions between paraprofessionals and teachers; paraprofessionals have a clear understanding of how to support instruction.  Students were sometimes observed having a hard time focusing on instruction, but the teachers seemed very effective at redirecting students.

· Team members heard concerns that the ratio of SWDs to general education students in inclusion classes is too high, in some cases in excess of 50 percent.

Recommendations:
· The district administration must continue to monitor the correlation between student placement and student achievement.

· Building administrators, teachers and staff should support measures to strengthen effective implementation of various models of co-teaching to meet student needs.

· District and school administrators and teachers must examine strategies for placing SWDs /ELLs in ways to best meet their needs.

· The school should ensure that all inclusion classes adhere to Commissioner’s Regulations Part 200.6, which states that effective July 1, 2008, the number of SWDs in integrated co-teaching classes shall not exceed 12 students.

Assessment and Monitoring of Student Progress

Findings:
· Team members found that the SFA program is skillfully coordinated and uses data (every eight weeks for reading) to monitor progress and to determine appropriate instructional placement into 32 SFA groups school-wide.  The SFA math program supports unit tests every two weeks.

· Team members heard that there is a parade in which students who made specified progress in SFA are publicly celebrated.  

· Observations of many SFA lessons found that formative assessment of student understanding was done via choral response or by asking a single learner to respond.

· Team members found that homework and student work seemed to be used primarily for grading students, not for determining what students know and what they need to learn next.  

Recommendations:

· The building administration should create a “sustainability plan” for SFA to ensure that sufficient people are trained in the data analysis and coordination process.

· Teachers, staff and the administration should consider inclusive ways to celebrate all learners’ success.

· Teachers should regularly assess formatively both the whole group and individuals to assure that everyone understands the learning.

· Teachers and the administration should investigate what research says about the effective uses of homework.  Homework, for example, should provide practice in what a student already understands or an opportunity for a student to explore new areas, with assignments such as interviewing a family or working on a project.

G. Parent and Community Involvement
Findings:

· Team members were informed that there is no Parent Teacher Association (PTA) or Title I Parent Advisory Council (PAC) in the school building.

· Team members observed many parents in and out of the school on a daily basis at the beginning and end of the school day, resulting in frequent informal conversations between parents and staff.  In addition, the school hosts informal opportunities to stop and talk, such as the “Second Cup of Coffee” days, where pastries and coffee are available for parents.

· Team members spoke with family members who felt there is not enough communication about programs in the school.  They felt that phone calls to the home are the best way of communicating.

· There are 220 students who live with their families in other school zones but attend this school.

· Families are given minimal opportunities to contribute to the classroom learning environment.

· The team saw very little volunteerism, even though there are family members who are willing and able.  The district process to develop volunteers is complicated, time consuming and costly. 

· There are bilingual report cards that facilitate communication with Spanish-speaking families.  The school interpreter translates report card comments into Spanish upon the request of any teacher.  However, SFA and regular school report cards are based on different standards, which can be confusing to parents.

· The team did not discover any Supplemental Educational Services (SES), school choice, bilingual opt out, or teacher certification forms in the Parent Room, although the district does send SES documents to families.

· The school has started a GED class, currently attended by 10 parents/guardians.

· The school works closely with several community partners, including a nearby church and the West Side group, which provide a wide range of supports, including counseling services and tutoring.

Recommendations:

· The building administration should begin with the core group of 12 parents involved in the SURR process and provide training in parental involvement and Title I.  The school should consider providing stipends to interested parents, utilizing Title I and parental involvement funds.  The school must come into compliance with Title I parent involvement requirements.

· The building administration, teachers and staff should continue to explore flexible and informal opportunities to build relationships with families.

· The district should implement an automated computer based program to call parents/guardians and communicate information. 

· The district/school should investigate options for families whose children attend the school, but who live outside the immediate neighborhood of the school.  The district/school should explore other schools closer to their homes as a resource.

· The administration should consider Luis Moll’s “Funds of Knowledge” to develop potential collaborations between the school and families to strengthen student learning.  (http://www.ncrel.org/sdrs/areas/issues/students/learning/lr1luis.htm)

· The district administration should provide information to parents about volunteering opportunities and procedures.  
· The school should explore ways to clarify for families indicators of student progress and provide support for interpreting report cards.

· The parent room should have all SES, school choice, bilingual opt out, and teacher certification forms posted on walls, and literature should be readily available.

· The administration should continue to recruit and expand the GED class so parents can begin to assist their children at home.

· All community resources should be coordinated by Westside Strategy in order to prevent duplication of services.  Additionally, the following should be completed: develop an inventory of available activities and resources; develop a matrix to assist in coordinating services; provide families and community members with a list of resources; and coordinate student information.

H.  The School Building as an Environment Conducive to Teaching and Learning
School Building Safety and Security Procedures

Findings:

· Team members did not sense that the entire staff had a cohesive awareness of school safety issues.
· Team members found some exterior doors unlocked.
· The playground area is open to the public. 
· Team members were uncomfortable with several “No See” spaces in the building - dead ends in hallways and stairwells.
Recommendations:

· The building administration should present building security in a way that promotes ownership by all stakeholders.

· Hall monitors should verify that single-point-of-entry procedures are being followed.

· The administration should develop a plan for security in the playground area.

· The administration should design a way to monitor “No See” spaces, such as mirrors.

Condition of the Building and Grounds

Findings:
The team found that the building was clean but in need of painting. Painting just started before the SURR Team visit.

Recommendation:

The district should maintain the building in the best condition possible.

IV. District Support for School Improvement and Allocation of Resources
Findings:

· Team members were told that classroom aides are often used as substitutes, which keeps them from their primary role.

· The team has questions, as well as conflicting data, as to the benefits and achievement of students in SFA.

· The team and district staff members have questions as to whether Reading First practices should be adopted, in addition or in lieu of SFA.

· The District has adopted Think Math as the district math program.

Recommendations:

· District protocols should prioritize providing substitutes for this building.

· The district should ensure that staff members are provided time to discuss SFA and   determine if they wish to continue with SFA.

· The district should support SFA training for all building personnel prior to the beginning of the 2008-09 school year.

· The district should hire an outside consultant to study and make recommendations as to the cost/benefit and efficiency of the program.

· The district should explore Reading First practices as possible solutions or enhancements to SFA.

· The district should provide support for SFA math, while exploring Think Math practices as possible solutions or enhancements to SFA.

V.   Conclusion
The school and the District must commit to accomplishing a series of steps in order to improve student achievement in this building.  These include the following:

· complete intensive professional development in SFA for all teachers, administrators, and

      teaching assistants by September 2008;
· provide supervision and peer coaching and support experiential project-based activities in the

      implementation of SFA;

· identify and develop culturally relevant materials that can be used with SFA and build

      learners’ background knowledge;

· explore options for extending the school day;

· implement a shared vision for instruction of ELLs by exploring various models of instruction;

· continue professional development and implementation of SIOP;

· engage in collectively examining the school-wide behavior plan during a designated half-day

      session;

· review the use of support staff (including community agencies) to assist in addressing

      discipline issues;

· coordinate community resources; and

· infuse hardware and software into classrooms, supported by in-classroom professional

      development, and integrate technology into instruction.

Once the recommendations outlined in this report are implemented, the school will have a greater opportunity to make a significant impact on student learning.  

APPENDIX B

STYLE MANUAL FOR WRITING THE REGISTRATION REVIEW REPORT
Adhering to the recommendations below will assist SED staff in the editing process and allow SED to more quickly provide the school with the final Registration Review report.
· Be specific when citing a violation of regulation(s) or a legal requirement(s).


Example: Commissioner’s Regulations, Section 135.3 requires that…



Instead of: Commissioner’s Regulations. 
· Use the active voice whenever possible. 



 Examples: The review team found.... Instead of: It appeared that…










 Several teachers expressed concern…. Instead of: Concerns were expressed…

            




 The review team observed that… Instead of: It was observed that…

· Avoid sweeping generalizations. 




Example:   The review team observed that most teachers recognize that ….



  Instead of:  It was not evident that teachers recognize that…




Example:   The majority of staff members with whom reviewers spoke indicated that… 




Instead of: Staff members do not feel supported by their administration.

       Example:   The review team observed several students unprepared for class.



  Instead of: Students were unprepared for class.

· Be consistent with word usage and be cognizant of preferences.  Avoid gender stereotypes and be sensitive to the use of labels about a person or groups of people.



Examples:   Consistently use either African American or Black.
                        
 Consistently use either Hispanic or Latino.
                        
 Consistently use either Native American or American Indian.
· Be consistent with capitalization.



Example:   mathematics 


  Instead of: Mathematics










  But if it is a specific class, such as Math 101, that is capitalized.


 
Example: Assistant Superintendent for …. Instead of: assistant superintendent for…










 If reference is in general terms, i.e., any assistant superintendent, rather 











 than a specific one, then the title is not capitalized.

· Use measured language.

Example: Several teachers told the review team that the principal has a hierarchical       















   management style.




Instead of: The principal rules through fear. 











The principal is a tyrant.

· Clarify vague language.  Use specific facts whenever possible.




Example:  The review team observed that one (two, be specific) classroom(s) had coats and 















backpacks strewn across the floor.

 


Instead of: 
The team observed that the school was dirty.


· Do not use unnecessary adjectives or adverbs.



 Example:   Some students were loud in the hallway.



 Instead of: Some students created extreme noise in the hallway. 

      







Some students were extremely loud in the hallway.

· Eliminate extraneous information.
Example:
The building is in good overall condition, although some minor repairs need to be done; for instance, the tiles that are water damaged need to be replaced.

Instead of:
A tour of the building revealed some water-stained ceiling tiles.  Some tiles appeared loose and others were missing.  New windows were recently installed.  There is some evidence of chipping and peeling of painted surfaces at various locations.

· Do include useful detail.
Example:
Out of 42 students with disabilities (SWDs), nine do not receive counseling.

Instead of:
Not all SWDs receive counseling.

· Write out the word "percent" in sentences and use the symbol % in charts and graphs. 

Example:
The school needs to reach a 95 percent student attendance rate.

· Numbers from one and ten should ordinarily be spelled out. 

· When using an acronym, spell it out the first time it is used.  


Example:
State Education Department (SED), Supplemental Educational Services (SES), English    
language learners (ELLs)

· Use a dash for an abrupt interruption in a sentence.

Example: 
It is important for all stakeholders--administrators, teachers, parents and students--to focus   
on a common mission and vision for the future of the school.

· Use a semi-colon when there are commas within items. 

Example: 
New York, N.Y.; Los Angeles, CA; Buffalo, N.Y.; Albany, N.Y

· Do not hyphenate prefixes such as prewar, but hyphenate phrases such as z-test scores.  (When in doubt, consult a recently published dictionary.  Use of the hyphen in certain instances may change over time.  Be consistent.)

· Write: grades 6-8; instead of: grades six to eight.

· Add s without apostrophe for plurals of numbers, e.g., 1990s.
· Use bullets for items; instead of numbers.

· Follow the revised template/table of contents.

· Note complete findings, not just shortcomings and failures but strengths as well.

· Make sure strengths that are noted are not contradictory to the findings.

· Indicate socio-economic description of the neighborhood.

· Check spelling, grammar and punctuation.

· Use Times New Roman font 12.

· Include page numbers at the bottom and center of each page.

· The report should be no more than 20 pages, single spaced. Experience suggests, that if reports are too long, they are not read as carefully as more concise reports. 
· Commonly used words that should be hyphenated* 

after-school programs
















time-on-task

basic-skill level



















out-of-date material

data-driven approach
















pre-and post-testing

decision-making committee












self-contained
e-mail

























student-centered instruction

grade-by-grade




















teacher-directed activity

higher-level thinking
















two-thirds


in-house suspension

















40-minute tutorial


*   NOTE: 
Standards change, consult a recently published dictionary: For example, “life-style” is now lifestyle.  In addition, it may depend on how you use the compound word.  Compound words may be joined as one, hyphenated, or written as two words.  Be consistent with the style you used throughout the report.
· Hyphenation is not usually used in the following, e.g., African American; Asian American; Native American; multiphase; widely used test; best informed teacher and database. 
· Commonly used words or phrases that are capitalized: Commissioner’s Regulations; English; Names of Organizations; Student and Parent Handbook; Adopt-a-Student Program.
· Commonly used words or phrases that are not usually capitalized: All content/subject areas (except languages: English, French, etc.) e.g., social studies; science; history; principal; teaching assistant; and district.
APPENDIX C
Questions that Arose During Previous Registration Reviews 
Question 1:  How should the district superintendent as Team Leader handle situations in which the Team agrees that a SURR school is making significant progress as it pertains to improving student achievement?  
Recommendations: The Registration Review team should “call it as they see it.”  Strengths should always be recognized.  In addition to identifying strengths, team leaders should be certain that the report identifies ways in which the school must address the issues that contributed to its SURR status.   For a school to be identified for Registration Review, the school must have a very large percentage of students who are not proficient in either English and/or mathematics, and the team should be able to identify many improvement opportunities at the school.  

Question 2:  Should a copy of the draft written report be shared at the exit interview? Recommendation:   Draft written reports should NOT be shared at the exit interview since the final report may differ from the draft report.  These reports are public documents and have been quoted in newspapers and subpoenaed in courts of law as evidence in various lawsuits.  Verbal reports and/or PowerPoint presentations are appropriate for exit interviews.
Question 3:  To whom does the district superintendent, as Team Leader, report to during the Registration Review process?
Recommendations:.  For issues relating to the substance of the review team’s visit, call Associate Commissioner Shelia Evans-Tranumn. If she is not available, contact Ira Schwartz,  718-722-2796.  For questions regarding the report, call Dr. Sandra Herndon at 718-722-2784.
Question 4:  Should a staff person from SED’s Office of Vocational and Educational Services for Individuals with Disabilities (VESID) be a part of the Registration Review Team?  
Recommendation:  A staff person from VESID is not a required representative on the Registration Review team; however, when requested VESID staff may participate as a member of the team. 
Question 5: Must the superintendent of the district responsible for the school newly identified as a SURR be contacted first, prior to any correspondence with the principal of the school that will undergo Registration Review?
Recommendations:  Upon verification that a school is subject to a Registration Review, the Associate Commissioner for School Improvement and Community Services (NYC) notifies the superintendent in writing of the review (this is currently a practice) and asks the superintendent to contact the district superintendent to coordinate the visit.  
The district superintendent sends a follow-up letter to the superintendent responsible for the newly identified SURR to review the process, workspace requirements, timeline, and to provide contact information to answer any questions.  A copy of this letter is also sent to the principal.
Subsequently, the district superintendent sends a letter to the principal of the school newly identified as a SURR outlining the process and schedule, with a copy to the superintendent.
Question 6: What happens if a Registration Review report is determined by SED personnel not to be complete or clear?

Recommendation:  If a Registration Review report is determined by SED personnel not to be complete or clear, the District Superintendent may be asked to provide additional information and/or clarify certain parts. 
Question 7: What happens if a District Superintendent is concerned about changes that SED editors propose be made to the final report?
Recommendation: The District Superintendent should contact Dr. Sandra Herndon to discuss.  Dr. Herndon, in turn, may have Ira Schwartz or Associate Commissioner Tranumn follow-up with the District Superintendent to ensure that the final report is acceptable to all parties.   [image: image2.png]
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School			XX																				Principal:  YY


Street


City, State ZIP																				Reason Identified:  Elementary-level English 																																												Language Arts (ELA)


								





District:			00																				Superintendent: ZZ





Number of SURRs in District: 7 						Review Dates:  January 21-28, 2008





Members of the Registration Review Team:


Name, District Superintendent of Schools, County BOCES, Team Leader


Name, Parent Representative


Name, Union Representative


Name, Urban Principal Representative


Name, Higher Education Representative


Name, SED SURR Liaison














* This report has been revised and edited to adhere to the new style manual and template. Thus the sample may be similar to a report that was submitted to the New York State Education Department in 2008.
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Schools Removed From Registration Review 





The school must demonstrate that it is making acceptable progress in achieving the standards for student performance that have been established for it by the Commissioner of Education.











� For NYC schools, the school management orientation is a group orientation that is conducted jointly by SED and the NYCDOE for administrators of newly identified SURRs.   A similar group orientation model may also be used by other large cities that operate more than one newly identified SURR.


� This is not to be confused with the Comprehensive Educational Plan that the State requires of SURR schools, as discussed above on page 4.  In 1995, the NYC Department of Education (then known as the Board of Education) implemented the requirement that each NYC public school will develop a Comprehensive Educational Plan (CEP), which is updated periodically.


� For review teams visiting schools located in NYC, transportation between the hotel and the school is provided for all review team members throughout the review visit.  For review teams outside NYC, the team leader and the SED SURR liaison should work together to determine the most appropriate and efficient means of transportation for the review.
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