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Instructions for Schools 

 
This guide provides instructions for using the WISE Web-based Planning Tool.  Step-by-step 

instructions for entering data, assessing Performance Indicators for a plan of improvement, 

creating a school plan, and monitoring the implementation of that plan are included. 
 

 

 

For program assistance, please contact your school consultant or district liaison.  
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Getting Started 

1. To get to the WISE Tool, you will need to go the State Department of Education Web 

site, <http://ok.gov/sde/wise> and click on the link to The WISE Online Planning Tool.  

This will take you to the WISE Planning Tool login page. 

 

 
 

2. When the district registers your school, the school login and password information will be 

sent to the school principal.  With this information in hand, you may return to the Login page 

to enter the Web system.   
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School-Level Process 

1. Dashboard 
  

 When you login to the system, you will see a Dashboard that includes all of the tools, reports, 

and resources necessary to complete your planning process. 

 

 
 

Click the “Ways to Improve School Effectiveness (WISE) – School Indicators” link to move 

into the WISE Web entry system. 
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2.  Welcome Page 

  
 This page provides general information about the planning process. 
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3. Step Descriptions:  Entering / Editing School Data 

This planning process includes the six steps listed here.  As you work through each step, the 

date you have started, completed, or last updated each step will be shown in the table.   If, at 

any point, you would like to return to this page, simply click the “School Process Menu” 

button, located at the top, right of your screen.  You will also see information for all of the 

team members (coaches, principal, mentor, etc.) located just below the six steps. 
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In the top right corner of the page, you will see four more 

navigational buttons that will take you to some very 

important tools within our system.   You will also find a 

“Help” button to give you extra guidance throughout the 

process. 

 

 

Resources and Reports 

Resources:  This page offers a list of indicators 

(pdf version) for you to view, save, or print; and 

links to additional resources. 

Reports:  On this page is a list of reports that are 

available to view or share the data you have entered into this Web system.  

 

 

Plan Your Meeting 

Here you will find the Web pages needed to plan 

for your team meetings.  You will enter your 

agenda and meeting minutes, print worksheets for 

use during your meetings, and print Wise Ways
®
 

(helpful resources for creating your plan). 

 

 

 

Coaching Comments 

Clicking this button will open the Coaching Comments 

application.  Coaching Comments is a quick 

communication tool between two different parties.  If 

you have received a new coaching comment, you will 

see a message on this Web page (in red) indicating 

this.  

 

 

Where are we now? 

This button will take you to a summary report of all 

information compiled for your indicators.  The bar 

graph report shows indicators in three stages of 

progress:  Assessment Completed, Action Plan Created 

and Objective Met.  The second half of the report also 

breaks down the indicators into three categories. 
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a. Step 1:  Register School 

 

 
 

This data is entered by the principal or process manager when the school registers  

to use the WISE Planning Tool.  The data may be edited, if necessary, but be sure  

to click “Save” to save your changes.   

 

 
 

Use the link at the top right of the page to return to the School Main Page.  
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b. Step 2:  Provide School Information 

 

 
 

In this two-page form you will enter demographic and assessment data about your school.  

(A blank version of this form may be printed using the “Worksheets” link under the “Plan 

Your Meeting” button on the School Main Menu page.  After you have gathered the data, 

return to this page to enter the information.)  Remember to click “Save and Go to School 

Assessment Scores” when you are finished entering or editing information on Page 1, 

before moving on to Page 2.  If you are adding or editing information on Page 2, please 

“Save” again when you are finished.   

 

 Page 1: School Information   Page 2: School Assessment Scores 

        
 

Use the link at the top right of the page to return to the School Main Page. 

 
 



 

 

 

 Oklahoma WISE Planning Tool 

Instructions for Schools 

 

Oklahoma State Department of Education 

Office of Educational Support 

 

Page 10 

March 2012 

c. Step 3:  Form School Team 

 

 
 

Here you will enter information pertaining to the members of your School Team.  This 

team should include your principal, your process manager (if different than your 

principal), and any others you choose to include from the school and community.  Use 

the “Add a Team Member” button to enter the information for each team member.    

Click “Save” to add them to the list.  If you need to edit or delete a team member’s 

information, just click on his/her name to make your changes. Remember to save after 

adding or editing information.  (A blank version of this form may be printed using the 

“Worksheets” link under the “Plan Your Meeting” button on the School Main Menu 

page.) 

 

 
 

Use the link at the top right of the page to return to the School Main Page. 
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d. Step 4:  Assess School Indicators 

Indicators of effective practice are concrete, behavioral expressions of professional 

practices that research demonstrates contribute to student learning.  An Indicator is 

expressed in plain language so that the school team can answer with certainty whether 

or not it is standard practice in the school. 

 

 
 

On this page you will see the Indicators that are available to be assessed by the school.  

(A blank version of the “Assess Indicator” form may be printed from the “Worksheets” 

section on the School Main Menu page, under the “Plan Your Meeting” button.)  There 

are four tabs in this section that you will move through while assessing the Indicators.  

You will begin by selecting an Indicator and completing the forms to assess whether they 

are strengths or areas in need of improvement.   
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Tab 1:  Select Indicators 

There are two ways to choose an Indicator to assess: you may view them by section or as 

a list of all of the Indicators. 

 

If you choose to view the Indicators by section, choose the section of Indicators that you 

would like to work with to see only that portion of the Indicators.  If you would like to 

look at ALL of the Indicators, rather than by section, you may do so by clicking the 

“Display Indicators as List” button. 

 

Now you will begin the process of assessing Indicators.  (If you are working with 

Indicators by section, you may return to this tab at any time to change the section of 

Indicators to review.) 
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Tab 2:  List of Indicators to Assess 

This tab shows all the Indicators that need to be assessed.  Click on an Indicator to begin 

entering your assessment information. 

 

 
 

Tab 3:  List of Indicators Assessed 

Any Indicators that have been assessed will be listed under this tab.  If you would like to 

edit the assessment information you have entered for an Indicator, you may do so here.   

Any Indicators that you have chosen to exclude from your plan will be shown in red.  All 

other indicators will be used to create your plan. (Note:  You may change the 

assessment of an Indicator up until you have entered plan information for that 

Indicator in Step 5.) 
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Tab 4:  Assess Indicators 

In this tab, you will find the form for assessing your Indicators.  Click on an Indicator in 

Tab 2 or 3 to open it in the assessment form.  Once you have chosen an Indicator, you 

will also see a Wise Ways
®
 link next to the Indicator.  The Wise Ways

®
 link will take 

you to research-based evidence and examples that will be helpful in assessing each 

Indicator. 

 

 
 

The first step in assessing your Indicator is to determine its level of Implementation in 

your school.  There are four levels of implementation to choose from:  

1 – Little or no development and implementation;  

2 – Limited development or partial implementation; 

3 – Fully functioning at operational level of development and implementation; and 

3
+
 – Exemplary level of development and implementation.   

Depending on the level you select, you will be asked for additional information.   

 

If you need assistance in determining 

the level of implementation, click on 

the “Rubric” button and view the 

description of each level of 

implementation. 

 

NOTE:  Once you have created an 

action plan for an Indicator, you 

cannot change the “Level of 

Development or Implementation.”  

You will, however, still be able to 

change the Priority and/or 

Opportunity Score. 
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 Little or No Development or Implementation:  If you enter a “1” for little or no 

development or implementation, the system will indicate that you have selected “No 

Development or Implementation.”  You will then need to determine if the Indicator is 

a priority and will be included in your plan, or if the Indicator is not a priority or 

interest.   

 

 
 

If the indicator is not a priority or interest, you will be asked to explain why.   

 

If you would like the Indicator to be included in your plan, you will need to complete 

the “Priority Score” and the “Opportunity Score” and briefly describe your current 

level of development or implementation. 

 

 
 

1 
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 Limited Development or Partial Implementation:  If you enter “2” for limited 

development or partial implementation, the system will indicate that you have 

selected “Limited Development or Implementation.”  Please provide the “Priority 

Score” and “Opportunity Score” and briefly describe your current level of 

development or implementation.  

 

 
 

2 
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 Fully Functioning at Operational Level of Development or Implementation:   

If you enter “3” for fully functioning at operational level of development and 

implementation, the system will indicate that you have selected “Full 

Implementation.”  Please provide evidence that the Indicator has been fully 

implemented, beginning with the phrase “Full Implementation” as shown. 

 

Full Implementation-……………………………………………………………... 

………………………………………………………...…………………………… 

 

 
 

 Exemplary Level of Development or Implementation:  If you choose “3
+
” for 

exemplary level of development and implementation, you will enter “3” and the 

system will indicate that you have selected “Full Implementation.”  Please provide 

evidence that the Indicator has been fully implemented, beginning with the phrase 

“Exemplary Implementation” as shown. 
 

Exemplary Implementation-………...…………………………………………….. 

…………………………………………………………………………………… 

 

 

 

 

3
+ 

3 
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e. Step 5:  Create School Plan 

 

 
 

Now that you have assessed your Indicators, it is time to create your plan.  The Indicators 

that you have chosen to include in your plan are listed in Step 5 as “Objectives.”  For 

each objective, you will see the date that you chose to include it in your plan and the 

Index number, which is the “Priority Score” multiplied by the “Opportunity Score” you 

assigned to the Indicator in Step 4.  This information is helpful in deciding where to start 

your plan.  You are now ready to begin assigning objectives to members of your team 

and the work of improvement begins!  (A blank version of the “Create School Plan” form 

may be printed from the “Worksheets” section on the School Main Menu page, under the 

“Plan Your Meeting” button.) 
 

NOTE: When choosing objectives with which to work, it is suggested that you consider objectives 

with the highest Index number, key indicators, and indicators that are essential for your school  

plan first.   
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i. Define Objective and Assign Task:  For each objective that you decide to work with, 

you will need to assign a specific School Team member to manage and monitor the 

progress.  (If the person that you are assigning the objective to is a team member, but 

is not listed here, please return to Step 3 and add them before proceeding.)  To give 

some direction to those working on this objective, you must describe how the 

objective will look once it is completed and implemented.  The Wise Ways
®
 link next 

to the objective will be very helpful in creating your plan.  Finally, you must choose a 

date by which the objective will become a reality.  Click “Save” when you are 

finished with these three steps.  If you would like to continue on and create tasks for 

this objective now, click on the “Add Tasks” button.  If you would like to return to 

the list of all objectives, click “Objective List” at the top right of the page.  

  

  
 

ii. Create Tasks:  Once the objective has been assigned to a specific team member, you 

will create a list of tasks needed to complete (or meet) the objective.  Click “Add 

Tasks” if you have not already done so.  If you have previously entered tasks for this 

objective, you will see them listed toward the bottom of this page.  This is where you 

will enter information for your new task or edit a previously written task.  
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iii. Describe and Assign Tasks:  Enter a description for each task that will be helpful in 

working toward meeting the objective.  Assign each task to either a School Team 

member OR choose “Other” and enter the name of that person in the appropriate box.  

You will also need to enter a date by which this task should be completed and any 

additional notes about the task that will be helpful for the person to which it is 

assigned.  Click “Save” once you have finished.  Repeat this process to enter all tasks 

for the objective. 

 

*You may edit any of this information at any time.  Just be sure to save any 

changes that you make. 
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f. Step 6:  Monitor School Plan 

 

 
 

Now that your plan has been created for an Indicator, you will work to complete the 

assigned tasks and put the indicators into place in your school.  There are several tools to 

help you monitor your progress toward completion. 
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The list of objectives will show the person on the school team that is assigned to an 

objective, the target date, and the number of tasks for each objective.  Each objective is 

color-coded as follows:  

 

Blue   Objectives for which all tasks are not yet complete. 

Green   All tasks for the objective have been completed, and no further work is 

necessary. 

Red   All tasks have been completed, but the team has decided that objective still 

needs some work.  If an objective is red, which means that the team feels that 

more work needs to be done to call the objective complete, “add task” will 

display for that objective in the last column.  You will also see “add task” 

next to the objective in Step 5.  Once you have created and completed any 

tasks added to this objective, you will again be asked if the objective is now 

complete. 
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i. Monitoring the completion of tasks:  When you click an objective that has not yet 

been completed, you will see this screen.  Listed here are the tasks created for the 

objective, the team member to whom it is assigned, and the target date for 

completion.  You will monitor the work being done and enter the date that each task 

is completed.  
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ii. Once all tasks have been completed for an objective, you will need to decide 

whether you are satisfied that the objective is in fact complete OR that the objective is 

not yet complete and the team needs to add more tasks.  Here are the steps to follow 

when deciding on the completion of an objective:  

 

 
 

 If the team members decide that the objective could still use more work, choose the 

statement that says “The objective has not been met.  We need to add tasks to fully 

meet this objective.”  You will then be directed to return to Step 5 to create more 

tasks. 
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 If the team has decided that the objective is complete check the appropriate box and 

hit submit.  You will then be asked to describe your experience and work that will be 

needed to sustain this objective. 

 

  
 

 If you are undecided about the completion of the objective, choose “We are not ready 

to make a decision at this time” and return later when you have come to a conclusion.  

You will then be able to update the objective status. 
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4. Resources and Reports 

 
To access the School Resources and Reports, use the menu in the top right corner of the 

“School Process Main Menu.” 

 

  

 

 
 

Reports can be exported, saved, and printed in multiple formats.  Follow these instructions 

for running these reports.   

 

 
1. Filter each report as necessary and click “Submit.”  

2. Select and choose a file format. 

 

3.   Save or print the document. 
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Step 1:  School Registration 

 Registration data entered into the system. 

 

Step 2:  School Information 

 Demographic data for the school. 
 

School Assessment 

 Assessment data for the school. 
 

Step 3:  School Team Members 

 Lists members of the school team. 

 

Step 4:  List of Indicators Included in Plan 

 An abbreviated list of indicators that have been assessed and their Index numbers. 
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Step 4: Detailed Report of Assessed Indicators  
 A complete list of all indicators and their assessment data.  This report includes 

all indicators that have been assessed, even those not included in the plan. 
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Step 5:  List of Objectives Included in Plan 

 An abbreviated list of all objectives included in the plan, the description of each 

when met, their Index number, who the objective is assigned to and a target date. 
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Step 5: Detailed Report of Objectives Included in Plan 

 A complete list of the objectives included in the plan, their Index numbers, the 

team member the objective is assigned to, the target date, and all tasks created for 

the objective.  This report can be filtered by team member or date range. 
  

 
 

Step 6:  Task Report 
 This report shows all tasks, the person responsible for the task, “due” date of 

completion and the objective number that the task is connected to.  
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Step 6: Progress Report 

 An abbreviated list of objectives in the plan, their description, the team member 

the objective is assigned to, target date, the number of tasks created for the 

objective, the percent of tasks completed and the status reported.  
 

 
 

Step 6: Comprehensive Plan Report 

 This report includes all data entered for all indicators/objectives.  The report was 

created for the purpose of reporting the progress that a school has made using the 

entire WISE system. 
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Step 6: Coaching Comments 

 Coaching Comments is a report that lists all comments exchanged between the 

school’s coaches and the school.   
 

 

 



 

 

 

 Oklahoma WISE Planning Tool 

Instructions for Schools 

 

Oklahoma State Department of Education 

Office of Educational Support 

 

Page 33 

March 2012 

 

5. Plan Your Meeting 

    

 

a. Meeting Agenda Setup 

To create an agenda, click “Meeting Agenda setup” and then click “Set up a new Meeting 

Agenda.”   

 

 
 

 
 

TAB 1: In this form, enter your meeting date, start time, and location.  After entering 

this information, you will indicate the topics that will be discussed at the 

meeting.  If you are going to work on assessing indicators and creating an 

improvement plan, click the “Add Indicators to Assess or Plan to your Meeting” 

box.  This will open a new tool within the page. 
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Identify which Indicators you want to assess during your meeting and/or which 

Indicators you want to add to your plan during your meeting.  Note that the 

boxes outlined in green identify the Indicators that have already been assessed 

or added to the plan.  Once you have selected the Indicators, click “Add 

Selected Indicators to this meeting.”  The Indicators will automatically populate 

into your meeting agenda. 
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TAB 2: On this page, you can print a variety of resources to prepare for your meeting.   

 Copies of the Meeting Agenda 

 A Meeting Minutes Form on which to take notes of the meeting 

 A Worksheet for each Indicator being assessed or planned 

 The Wise Ways® for each Indicator being assessed or planned  

 Reports to help you determine which tasks need to be monitored 

 

Samples of the Meeting Agenda, Meeting Minutes Form, and Indicator Worksheet are on 

the pages that follow. 

 

After you have completed your meeting, you will return to this page to print copies of the 

meeting minutes. 
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MEETING AGENDA SAMPLE 

 

 
 

                       

                       

   

Meeting Date: 
 

05/01/2010 
 

     

                       

       

Time: 
 

1:30 p.m. 
 

    

                       

       

Location: 
 

 

Data/Conference Room 
 

    

                       

    

[ ] - Approval of Minutes from last meeting 
 

 

      

   

Step 4. Indicators to Assess 
 

        

                       

   

EEIB-
2.04 

All students can articulate expectations in each class and know what is required to be 
proficient.(243) 

EEIIC-
6.02 

School leadership plans opportunities for teachers to share their teaching skills with 
other teachers to build instructional capacity.(273) 

 

  

                       

   

Step 5. Indicators to Create 
Improvement Plans 

 

        

                       

   

EEIB-
2.02 

All teachers will collaborate to develop common formative assessments and authentic 
assessment tasks (such as portfolios or projects) that are aligned with state 
standards.(241) 

 

  

                       

    

Step 6. Monitor Improvement Plan 
 

        

                       

                       

                       

                       

  

Meeting Notes: 
 

         

                       

                       

                       

                       

 

Other Business: 
 

         

   

Schedule next meeting - Regularly scheduled time is during state testing. 
 

  

     

                       

   

Next Meeting Date: 
 

           

              

                       

      

Next Meeting Time: 
 

           

                 

                       

                    

19/04/2010 13:43  
 

 

     

Next Meeting 
Location: 
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MEETING MINUTES FORM SAMPLE 
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    INDICATOR WORKSHEET SAMPLE 
 

   

School of Hard Rocks 
 

 

Date: 
 

  

         

   

After the Leadership Team discusses the Wise Ways research, the team determines the level of 
implementation for the indicator: A. No Development (Not a Priority/ Interest), B. No Development 
(Will Include in plan), C. Limited Development, or D. Full Implementation. Then the team provides the 
information below relative to that level of implementation. 

 

         

    

Academic Learning and Performance 
 

 

  

Category: 
 

 

  

Essential Element 2 - Classroom Evaluation and Assessment 
 

 
  

Section: 
 

 

       

  

 

 

 

         

   

EEIB-2.03 - All teachers design units of instruction to include pre- and post-tests that 
assess student mastery of standards-based objectives. (242) 

 

         

   
       

 A. 
 

   

No Development and Not a Priority or Interest 
 

 

 

 
  

    

       
    

Please explain why this is not a priority. 
 

 

  

       

                     

 B. 
 

    

No Development - Will Include in Plan      or ....... 
 

  

 

 
   

      

 C. 
 

    

Limited Development 
 

  

 

 
   

      

         
                     

           

3 - High 
 

       

   

Priority 
Score: 

 

            

     

 
        

 
               

                  

           

2 - Medium 
 

      

        

 
       

                 

           

1 - Low 
 

       

        

 
        

                  

                     

             

3 - Relatively easy to address 
 

    

   

Opportunity 
Score: 

 

          

     

 
      

             

     

 

   

2 - More difficult, but can be attained within current           

policy and / or budget 
 

 

              

         

 
   

              

            

1 - Changes will be required to current policy and / or budget 
 

   

         

 
    

               

 
                     

     

Describe your current level of implementation. 
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TAB 3: After your meeting, enter the minutes from your Meeting Minutes Form into 

this page.  After saving the minutes, return to Tab 2 to print the minutes in 

preparation for your next meeting.   
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b. Worksheets  

 

    

 

 

 

From this Web page you can print worksheets to use as you are completing steps 2-6.  

The worksheet for steps 4-6 are the same ones that you use/print when completing the 

agenda.   

 

Available worksheets include the following options: 

 Step 2: Provide School Information 

 Step 3: Create School Team 

 Step 4: Assess School Indicators 

 Step 5: Create School Plan 

 Step 6: Monitor School Plan 

Samples of each are on the following pages. 
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c. Wise Ways
®
 / Rubric 

 

 
 

 

 

The Wise Ways
®
 / Rubric link will take you to research-based evidence and examples as 

well as the rubrics discussed earlier that will be helpful in assessing each indicator. 
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6. Coaching Comments 

 

 
 

The Coaching Comments feature was designed to be a quick communication tool to be 

used by the school team members and their coaches.  However, it should not be used to 

replace in-depth discussions via e-mail or phone.  

 

You will receive notification in red, on the School Main Menu page, that you have 

received a coaching comment.  Use the “Coaching Comments” button on the top, right of 

your screen to read and/or respond to the comments.  
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7. Where Are We Now? 

 

 
 
The Where Are We Now? Report provides a visual representation of recent activity in the 

WISE tool as well as an overall picture of how many indicators have been assessed. 

 
    

Where Are We Now? 
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Red Flag Indicators (No Development or Implementation, and included in Plan) * Index Score 

EEIB-2.02 - All teachers will collaborate to develop common formative 
assessments and authentic assessment tasks (such as portfolios or projects) 
that are aligned with state standards. (241) 

2 

EEIC-3.03 - All teachers will use instructional strategies and activities that are 
differentiated to meet specific student learning needs. (250) 

9 

EEIIC-6.11 - School leadership will provide opportunities for teachers to 
actively participate in collaboration and will engage in peer observations to 
improve classroom practice across disciplines and programs. (282) 

6 

EEIIIA-7.04 - School leadership will disaggregate data for use in meeting 
needs of diverse populations and communicates that data to staff. (287) 

4 

* The Index Score is the multiple of the indicator's priority rating and opportunity rating. The range is from 1 
(low priority and low opportunity) to 9 (high priority and high opportunity). High scores may provide quick 
wins. 

 

  

           

  

Complete 
Indicators 

(Indicators having all tasks completed.) Tasks Completed 

EEIC-3.01 - All teachers will use varied instructional strategies that are 
scientifically research-based. (248) 

04/16/10 

EEIC-3.02 - All teachers will use instructional strategies and activities that 
are aligned with learning objectives. (249) 

 

EEIC-3.03 - All teachers will use instructional strategies and activities that 
are differentiated to meet specific student learning needs. (250) 

 

 

  

           

  

Fully Implemented 
Indicators 

(Indicators were assessed as being fully 
implemented) 

Assessed Date 

EEIIIA-7.10 - School leadership will use the indicators identified in the areas 
of academic performance, learning environment, and collaborative 
leadership to assess school needs. (293) 

04/16/10 

EEIIIB-8.03 - School leadership will organize and allocate instructional and 
non- instructional staff based upon the learning needs of all students. (297) 

04/16/10 

 

  

           

      

 
  

 

 
 


