Document 7: YES Prep Public Schools’ Individual Management Plan

This template was developed by YES Prep as a performance management and professional development tool for school leadership teams. They use it to reflect on the past year’s growth and identify growth areas and activities for the next year. This document has been completed in order to illustrate how staff members use this template. 
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                    YES Prep Public Schools: Individual Management Plan for 2007-2008
	Name: 

	Position: 


	Summary of Growth Areas for 2006-2007

	Growth Area #1:  Facilitating the T-STEM Program.


Rationale / Explanation: This was definitely a growth area for me. Although things did not always go as I may have wanted them to, we have made great strides in this area – a district wide middle school science scope and sequence, a greater desire across the district for collaboration, and built in time for this collaboration to occur. The lessons learned last year have been quite helpful in facilitating some of the math and science sessions this year. We MUST figure out a way to best share information, files, lesson plans, across the district.

Growth Area #2: Managing a diverse staff.


Rationale / Explanation: Last year, the ABC Campus had several challenging staff situations – started the year without a mathematics teacher; had three staff members that started the year with us but left before the end of the first semester.  (This year my team and I are trying to be much more proactive and supportive with challenging staff situations. I am quite proud of where we are right now. Not quite fully staffed, but definitely going strong.

Growth Area #3: Team Orientation


Rationale / Explanation: Last year, I spent too much time meeting with the campus leaders in a one-on-one environment and not enough time with the entire campus leadership team. This year, a primary focus of mine has been to ensure a tight leadership team (we meet daily for five minutes and then weekly for two hours). This has led to a much more consistent approach to situations with students, parents and staff. When needed, we still have one-on-one meetings – depends on the agenda.

	Target Growth Areas for 2007-2008 (Choose 3-5)

	Management
· Business Focus

· Customer Focus

· Communication

· Professionalism


	Vision
· Creativity and Change

· Influence
	Program
· Results Orientation

· Analysis and Planning

· Technical Expertise

	People
· Valuing People

· Commitment to Development

· Team Orientation



	Leadership
· Developing Leadership Capacity w/in Staff

· Giving/Accepting Critical Feedback


· Managing Conflict/Difficult Conversations
	People Leadership
· Building Culture with Staff

· Staff retention

· Building Culture with Students
	Instructional Leadership
· Curricula Planning and Writing

· Using Student Data to Drive Improvement


· Effective Classroom Observations

	Management
· Prioritizing Tasks and Activities

· Delegating Tasks and Activities
	Finance and Development
· Budget Development and Management


· Marketing/PR w/ Local Community
	Communication
· Parent communication




· Written Communication

	Other:


	Goals and Action Steps 

	Growth Area #1: Customer Focus / Building Culture With Staff - Retain 90% of the Southeast Staff.
Absolute =  80% (49 of 62); Excluding non-regrettable losses = 87.5% (49 of 56)



	A) Specific Goal to Address Growth Area: Keep our eyes on critical staff situations.


Action 1: Weekly conversations with Justice League to discuss staff of concern (negative attitude, high stress levels, lack of follow-through, etc.) and develop action steps for addressing the various situations. 


Action 2: Celebrating staff success publicly and privately. During our weekly Justice League meetings, we also discuss staff successes (people stepping up, flexibility, providing new opportunities, etc.) 

     Action 3: Create a Staff Moral Committee which is charged with suggesting “quick fixes” as well as long term solutions to consider. First meeting occurs on Wednesday, October 10th. After that, meeting will occur once per quarter. 
	Rationale: (how does this goal support your team management plan / campus improvement plan?)

By addressing critical staff issues earlier, rather than later, we are more likely to resolve the issue(s) before other staff and students are impacted, therefore, less likely to negatively impact student and / or staff morale. 



	B) Specific Goal to Address Growth Area: Clearer communication and expectations.


Action 1: To assist with communication as well as increasing staff and student investment, grade level teams have been consolidated. Most grade level teams consist of six staff members who are focused on the successes and challenges of their students.  


Action 2: More regular and focused communication with the staff. In addition to the weekly staff notes, the Justice League and I have been sending out a morning e-mail. The morning e-mail is more compact than the weekly staff notes and helps the staff to stay on top of items that need to be addressed. Also, to alleviate over-communicating, my team and I hold several smaller e-mails until the morning e-mail. 

       Action 3: Early release Wednesdays for staff meetings, department meetings, professional development sessions, etc. On Tuesdays, staff can leave at 3:10 p.m. Very few staff left early on Tuesdays, most ran clubs, held tutorials, etc. 


	Rationale: (how does this goal support your team management plan / campus improvement plan?)

Helping the staff to stay focused on their number one priority – educating the students without spreading themselves too thin.



	Resources/Support Needed to Accomplish These Goals:

Constant feedback on what you see on campus that is going well AND feedback on those things that are of concern – the boys bathrooms, not enough teachers greeting students on the deck, etc.

What Success Will Look Like (How you will know you achieved your goals?):

At the end of the year, 90% or more of the current staff will sign recommitment contracts for the 2007-2008 school year.



	Growth Area #2: Using Student Data to Drive Instruction


	A) Specific Goal to Address Growth Area: All staff members will be tracking objectives for their classes.


Action 1: Training for all staff (in large staff meetings as well as small group sessions) on which objectives to track, why we track objectives, and what to do with the data once they have it. 


Action 2: Follow up sessions with the staff (in large staff meetings as well as small group sessions) on interpreting the data, developing a plan of attack, and measuring the growth of their students. Quarterly reflections will then be submitted to me and P. to review. 


	Rationale: (how does this goal support your team management plan / campus improvement plan?)

By knowing where our students are, we are in a much better position to support them in their critical areas – one-on-one tutorials, focused review sessions, re-teaching when needed, etc. All of this should result in a dramatic improvement in TAKS, AP and SAT results. This will also lead to greater levels of staff satisfaction and therefore a greater likelihood that staff will return for additional years.

	B) Specific Goal to Address Growth Area: Using available technology – Excel, Power School, Cambridge Knowledge Systems, etc. to access the data more readily.


Action 1: Build templates in Excel that are user friendly for teachers of varying skill levels (on-going).  


Action 2: Train department heads on accessing student data in CKS, as well as creating multiple choice assessments that can be readily scored by CKS. 

      Action 3: Work with those staff members who are “early adopters” of tracking objectives –. to help “spread the word” within their respective departments and peer groups. 


	Rationale: (how does this goal support your team management plan / campus improvement plan?)

The staff are more likely to see success in tracking objectives if it can be done more efficiently than some of our more traditional methods – building their own spreadsheets, scoring multiple choice assessments by hand, etc.

	Resources/Support Needed to Accomplish These Goals:

Continued support on CKS. We need to make sure that the folks at CKS get the information from Power School that they need in a timely manner. This still seems to be an area of concern.

What Success Will Look Like (How you will know you achieved your goals?):

100% of staff members will be able to demonstrate what their students have mastered during the course of the year. Additionally, they will be able to hand this data over to the next year’s teacher (6th grade science teachers would hand over all data gathered to the 7th grade science teacher, etc.)



	Growth Area #3: Developing Leadership Capacity Within Staff - Develop a strong leadership team on the ABC Campus
All campus leadership positions for 2008-2009 were filled early on by strong staff. 5 of the 7 grade level chairs for 2008-2009, were also grade level chairs during 2007-2008. Admin Team stronger than ever; open and honest communication among Admin Team; strong transition and support for K and L as they joined the team for 2008-2009.

	A) Specific Goal to Address Growth Area: Very regular meetings (daily, weekly and quarterly) for the Justice League 


Action 1: Summer leadership retreat to develop our Campus Improvement Plan. We spent two days reflecting on the successes and challenges of the past year, setting our priorities for the coming school year, and then determining how we could best support and impact the staff in accomplishing these goals. 


Action 2: Continually meeting to review our progress as a team – greatest successes, greatest challenges, needed course corrections, etc.; reviewing whatever data we have available – student surveys, pop-in observations, campus visitor feedback forms, staff surveys, etc. 

	Rationale: (how does this goal support your team management plan / campus improvement plan?)
The success of the ABC Campus cannot depend on one or two people; we have to work together as a team to reach our goals. This also goes a LONG way to impacting the greatest number of staff members possible AND ensuring that we are all operating in the best interest of our mission.



	B) Specific Goal to Address Growth Area: Empower other campus leaders to lead their teams.


Action 1: Start of school year meeting with the campus leaders (department heads, grade level chairs, student support counselors, athletics, service, etc.) to discuss challenges from last year, goals for the coming school year, and strategies for best supporting one another along the way. 


Action 2: Quarterly meetings with all campus leaders to analyze our progress towards our goals as well as discuss challenges that we are encountering and sharing of best practices. 


	Rationale: (how does this goal support your team management plan / campus improvement plan?)
More empowerment for the staff members who are closest to the situations. If they know how we want situations to be handled AND know that we are going to support them along the way, there is far more investment on their parts.



	Resources/Support Needed to Accomplish These Goals:

Training for Department Heads on instructional snapshots and providing critical feedback to teachers. Training for Grade Level Chairs in best practices for supporting students who struggle.

What Success Will Look Like (How you will know you achieved your goals?):

Greater levels of student and staff satisfaction on end of semester and end of year surveys, including My Voice (to be done next month)



	Growth Area #4:  Effective Classroom Observations
I feel that this was one of my greatest areas of growth last year. On average, spent at least 5 hours per week doing full observations, debriefing with teachers, or conducting classroom walk throughs.

	A) Specific Goal to Address Growth Area: Complete four pop-ins for all instructional staff members and two full observations of staff members I am responsible for during the course of the year. 


Action 1: Standing item on my action plan – staff to observe. Each week I am trying to schedule four hours of classroom observations – some are pop-ins, some are full -observations. So far, so good – I have completed approximately 40 pop-in observations; full observations begin next week.  


Action 2: To ensure consistency of observation expectations, Key staff and I will be meeting every other week to “compare notes” on what we are seeing in the classroom as well as who we are seeing in the classroom. 

	Rationale: (how does this goal support your team management plan / campus improvement plan?)
By spending more time in classrooms, key staff and I will have a stronger sense of the strengths are areas for growth for each staff member. Additionally, we can spend more time being proactive and less time reacting to crisis situations. We can also offer more support to those staff members who need it the most.



	Resources/Support Needed to Accomplish These Goals:

Building in the time to get this done. Ask me how I am doing with classroom observations. Provide feedback to us on what is working well on other campuses.

What Success Will Look Like (How you will know you achieved your goals?):

Petra and I will have completed significant numbers of observations which lead to the professional growth of the teachers on the ABC Campus.




