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DIAGNOSTIC TOOL FOR SCHOOL AND DISTRICT EFFECTIVENESS

Report Writing Guide for District-Led Reviews 

and School Reviews with District Oversight


REPORT TEMPLATE/FORMAT  
Use the SED specified report template for the Diagnostic Tool for School and District Effectiveness (DTSDE) reviews with form fields to permit easy completion and automatic formatting of the report.  
District-led or School Review with District Oversight Final Report Templates:

· Report Template Written to the Tenet Level [image: image3.png]


 276 KB

· Report Template Written to the SOP Level [image: image4.png]


 289 KB

· Report Template for School Review with District Oversight [image: image5.png]


 129 KB

Instructions are found in red text on each template.  Delete the red text prior to submitting the report. 

SUBMISSION AND REVIEW

1. Reports should be submitted to ALBANYSIT@nysed.gov by June 30th.

2. NYSED will review reports to ensure that the following criteria are achieved:

a) The report narrative aligns to the SOPs.

b) The report is clear and does not contain contradictions.

c) The report provides sufficient evidence to support the findings.

d) The evidence supports the ratings. (Highly Effective and/or Effective are mostly positive, while the ratings of Developing and/or Ineffective make clear reference to shortcomings) 
e) The evidence is connected to impact it is having.

SCHOOL INFORMATION SHEET

1. All reports must have a completed School Information Sheet.  Include the most recent information in the spaces provided. 

2. For the section marked Accountability Status, identify “Yes” for subgroups that met AYP, “No” for subgroups that did not meet AYP, and “N/A” for subgroups that were too small to be included in the AYP determinations. 
BASIC RULES FOR DTSDE REPORT WRITING

1. Findings, Evidence, Impact (FEI) Genre:

The reports are written using Findings, Evidence, and Impact statements. 

Findings: 

· Conclusions reached after the examination of information from interviews, focus group discussions, classroom visits, and a review of documents during the school or district review process.  

· For ratings of Effective and Highly Effective, the Finding MUST be positive overall.

· For ratings of Developing or Ineffective, the Finding MUST be negative overall.

· For findings that discuss elements that are positive, yet the rating is Developing or Ineffective, or discuss elements that are negative, but the rating is Effective or Highly Effective, subordinating conjunctions such as although, while, and however must be used to emphasize that the evidence is not enough to compensate for the  evidence provided that is consistent with the rating.

Evidence:

· Proof of the information used to prove or suggest the findings.

· Evidence should not be a list of activities or ideas that have been tried.  Evidence should be a list of activities that have had an impact.  The impact, negative or positive, should be explained.  
· Examples of evidence must be provided for each SOP.
· The examples should be written in sentence form.
· Examples of evidence should be telling examples to illustrate the conclusion (finding) of the team.
· Examples should capture what is “typical.”
Impact:

· The effect that the reviewer's findings, supported by evidence, are presently having on the school or district.  Note that the impact does not refer to the impact that will occur if the issue is not addressed, but rather the current effect on the school or district community.
2. Recommendations are written when ratings of Developing or Ineffective occur.  Recommendations should provide actionable guidance to the school.  Recommendations should be based on what the school currently has access to, and should not involve additional resources.  More guidance on recommendations is available in the report-specific section below.  
3. Make sure that there are no contradictions within and between Statements of Practice (SOP) and Tenets.  

Areas where contradictions occur most often:

· Tenet 2 conclusions not reflective of the conclusions for Tenets 3-6

· SOP 2.2 (vision/mission) and SOP 2.3 (use of resources) – in order to use resources strategically, resources should be connected to the clearly defined vision, mission, and priorities of the school

· SOP 2.3 conclusions regarding resources being used strategically, while other SOPs reference the significant shortcomings and things missing
· SOP 2.4 conclusions regarding instructional feedback that contradict the conclusions made for Tenet 4 regarding the quality of instruction
· Tenet 2 conclusions that contradict statements made for SOPs 3.2, 4.2, 5.2,  and 6.2

4. Make sure the narrative captures the essence of the SOP by:

· Reviewing the SOP prompts/Guiding Questions and making sure the narrative addresses the ideas presented

· Reviewing the Eight Common DTSDE Misunderstandings Document 

5. Provide an analysis of where the school falls in the rubric.  DO NOT generate a list of activities the school is doing. 

6. For ratings of Highly Effective and Effective, it is presumed that the Impact statement on the left side of the rubric has been achieved.

7. Clarify vague language or feelings.  Use specific facts.  Example: Classrooms were disorganized.  vs.  The review team observed that in five of six classrooms, coats and backpacks were strewn across the floor.  This posed a safety hazard to students while moving around from center to center. 
Example:  The school leader is clearly exceptional and believes in kids.  vs. The review team found evidence that the school leader ….

DISTRICT-LED REVIEWS

Districts have the option of completing District-led reviews in one of three ways:
1. A District review team looks at all five Tenets and writes the report to the Tenet level

2. A District-review team considers a minimum of three Tenets, one of which must be Tenet 3, and writes the report to the SOP level.

3. A school conducts an evaluation of the Common Core Conceptual Frame, with the assistance and oversight of the District.

REPORT WRITING GUIDANCE FOR OPTION 1
DISTRICT REVIEW TEAM WRITES THE REPORT TO THE TENET LEVEL
1. If this approach is selected, all five Tenets must be covered.

2. All Report templates have guidance written in red.  Follow the guidance provided.
3. The text for the Tenets should clearly describe why they have been awarded a particular score. It is important that the reader should be left with no doubt why a judgment was made or why a higher score has not been awarded.

4. Different ideas can be separated into different bullets.  If the tenet is written as one long paragraph, be sure to use transitional phrases when needed.

5. Commentary should not be duplicated across the report.

6. Each tenet should be approximately  400-500 words

7. A recommendation should be provided if at least one of the SOPs within the Tenet is rated Developing or Ineffective. 

8. The recommendation for the Tenet should provide the school with actionable guidance that addresses an important shortcoming within the Tenet, as opposed to ALL of the shortcomings.  

REPORT WRITING GUIDANCE FOR OPTION 2

DISTRICT REVIEW TEAM WRITES THE REPORT TO THE SOP LEVEL

1. All Report templates have guidance written in red.  Follow the guidance provided.

2. All SOPs rated Highly Effective or Effective should be classified as strengths.  All SOPs rated Developing or Ineffective should be classified as Areas  For Improvement.  

3. The narrative for the Tenets should clearly describe why they have been awarded a particular score.  It is important that the reader should be left with no doubt why a judgment was made or why a higher score has not been awarded.

4. A recommendation should be provided for every SOP rated Developing or Ineffective. 

REPORT WRITING GUIDANCE FOR OPTION 3

SCHOOL REVIEW WITH DISTRICT OVERSIGHT

1. All Report templates have guidance written in red.  Follow the guidance provided.

2. Each SOP must be classified as either a Strength or an Area For Improvement.  

3. Next Steps/Recommendations should only be provided if the SOP is rated as an Area For Improvement.

4. When assessing 2.3, examine the use of resources through the lens of implementing the CCLS and ensuring CCLS-aligned instruction occurs throughout the school.
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