Helpful Steps on Completing a SIP
The “Plan” Phase	The “Plan” phase addresses the following guiding principles: goal alignment, structured needs assessment, limited focus, and data-driven decision-making. During the “Plan” phase, the school improvement team establishes a baseline that provides the foundation for understanding the school's strengths and weaknesses and serves as a basis for selecting research-based strategies and programs to improve student achievement. Determining this baseline requires both data analysis and an analysis of instruction within the school. The NCDPI's recommended best-practice for conducting this analysis includes the following school improvement team (SIT) activities: 

•Understand the school (including vision, mission, and current state based on internal and external analysis); 
•Establish highest-priority areas to address; 
•Identify root causes; and 
•Set goals and identify strategies. 

Establish Priorities	After developing a comprehensive picture of the school, school improvement teams should prioritize areas for improvement and establish goals and strategies for the top three to five identified needs– the most important problems to be addressed. Of course, a school may have more issues than these and may have multiple on-going programs. However, the SIT should limit discussion to prioritize the problems needing focused action. Limiting the plan to a few issues allows principals, teachers, and paraprofessionals to focus their efforts on a manageable number of activities.

Root Cause		When priorities are identified, pursue an understanding of root causes. Use techniques such as Ishakawa (cause-and-effect) diagrams, the “5 Whys” technique, and others. Identifying root causes allows the team to address more than the easily-identifiable symptoms and achieve a long-term solution. Established priorities should have clear goals. For example, if your school identifies attendance problems as a top priority, the school improvement teams should state a goal having a clear target, indicator, and milestone (TIM). An example of an effective goal statement is as follows: 
“Increase student attendance rates (indicator) to 95% per week (target) by the end of the first semester (milestone).”

[bookmark: _GoBack]The “Do” Phase	The “Do” phase addresses the following guiding principles: 
Data-driven decision-making, effective measurement, distributed leadership, professional development alignment, and calendar alignment. The “DO” phase simply looks at what strategies will be implemented for each goal in the SIP. Extremely important in the “Do” phase are the following: 

	•Ensure appropriate data collection; 
	•Ensure defined ownership; 
	•Understand funding needs and sources; and 
	•Understand and execute appropriate professional development
Data Collection	First, ensure the data collection mechanisms needed to support the
“Check” phase are in place. An example would be a measurable attendance goal: “Increase student attendance rates to 95% per week by the end of the first semester.” The school improvement team should ensure that weekly attendance rates (or the data needed to calculate them) are collected and stored.

Strategy Ownership	Second, define ownership of each strategy. This means specifying an individual or team responsible for implementing the strategies. Do not over-burden an individual or group with too many implementation responsibilities.

Professional 
Development 		Third, identify professional development required prior to implementing 
a strategy or group of strategies, identify the appropriate audience for the training, and execute according to the defined requirements. Professional development should align tightly with plan goals and strategies, supporting skill development specific to identified improvement priorities.

Funds Needed		Finally, specify the funding needed to implement strategies for each goal, including funds needed for professional development.


The “Check” Phase	The “Check” phase considers guiding principles: data-driven decision-making and district-level participation. “Check” phase process: 
•Gather supporting data and measure progress; 
•Identify potential changes based upon results, or lack of results; and 
•Meet with the assistant superintendent to review results and to agree on how best to proceed. 

Gather Data and 
Measure results	To measure results, gather the raw data identified during the “Plan” and “Do” phases and assess progress toward the specific targets in the plan. Look for movement that supports goal achievement.

Identify Changes	Measured results may indicate progress toward the goal, a lack of change, or possibly even a worsening situation. Based upon the results, identify whether to stay the course or to change strategy. Adequate progress likely means no change is necessary. If progress is being made, but the rate of change is not adequate to ultimately meet the goal, a change in or addition to the strategy might be needed. It may also be true that the goal is unrealistic and needs to be adjusted. Principals and school improvement team members should discuss this possibility, but should not be too quick to make dramatic changes to a goal or strategy unless it can be clearly shown to be unrealistic. Another cycle of root cause analysis may help the team clarify why the strategy is not helping to correct the problem.


Meet to Discuss 
Results and 
Changes 		Meet regularly to discuss data once baselines have occurred and have been analyzed in a timely fashion (at least once a month as a SIT).  In-depth analysis and discussions about the data are crucial for the team and have shown these greatly impact student learning when a driving force help implement changes. Post a recap of the SIT meeting on school webpage (best practice).

The “Act” Phase	Completion of the review cycle begins the “Act” phase. This phase is a continuation of the “Do” phase but reflects changes resulting from the “Check” phase review. The same “Do” phase principles apply, and efforts at the school focus on continuing what has been shown to work and on implementing agreed-upon adjustments. This phase refreshes the continuous improvement process, integrating new ideas with proven actions. These new ideas, in turn, will be reviewed and confirmed or refuted by future review cycles. 

