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Achievement First



RS-Principal Goal-setting and Meeting Structures
UPDATED FY 12-13
Section 1: What are we shooting for? Key Documents Used to Articulate Goals and Drive Progress
1. School Priorities: Your priorities document articulates your school’s prioritized goals, tactics, metrics and supports for the course of the year. 
a. Format: From exemplars.
b. Automatically baked: 

i. Student achievement measures aligned with three-year AF Report Card goals
c. Frequency updated: Drafted prior to the start of the school year. Four times per year, you will provide updates on your priorities as needed for board meetings.
2. School Leader Goals Dashboard: This is your individual school leader goals, tactics, metrics and implications for time. Individual goals should be aligned to your school priorities. These goals also should be informed by prior years’ PGPs and 360 feedback.
a. Format: Provided by your RS

b. Frequency updated: Drafted prior to the start of the school year. 
c. Frequency reviewed: Reviewed mid-year. Progress to goals updated and submitted to RS with PGP self-evaluations.
3. Monthly Maps: These are an extraction of your School Leader Goals Dashboard and designed to help us allocate time toward what is most important. 

a. Components

i. 3 – 5 biggest goals, e.g. What MUST be true by the end of the month? 

ii. Biggest priorities and substeps to accomplish

iii. 3 – 5 biggest priorities / goals for each person you manage

iv. Optional—Personal priorities

b. Format: Provided by your RS
c. Frequency updated: Completed by the beginning of the last week of each prior month. 
d. Frequency reviewed: Reviewed monthly in monthly step back meetings.
4. Weekly Schedule: This is a sacred weekly schedule where you lock in time for instructional and culture leadership. Having a sacred weekly schedule will allow you to protect your most precious resource (time) from distractions.
a. Components

i. Block out student culture times (arrival, lunch, dismissal, community meetings)

ii. Lock in professional development and other group meetings (RS, SLT)

iii. Lock in standing weekly individual teacher / leader meetings

iv. Lock in class observations

v. Lock in staff culture checks

vi. Lock in work time
b. Format: Based on exemplars.
c. Frequency updated: Drafted prior to the start of the school year. Revised as needed. 

d. Frequency reviewed: Reviewed monthly in monthly step back meetings for % of time spent on instructional or cultural leadership.
Section 2: So, How Will We Monitor Progress Toward the Goals Set Above? Principal-RS Meeting Structures 
	Meeting
	Purpose
	Process
	Agenda Topics
	Timing 

	Principal One on One Mtg
Documents: 

One-on-one agenda


	These meetings are the RS’s primary lever for developing your capacity as an instructional leader. This time should be focused directly towards helping you meet both your school and individual goals. 
	· Agendas co-planned by RS and by the principal.
· Principal selects 2-3 Deep Dive topics (i.e. reviewing culture calendar, talent review) and sends to RS at least a full 24 hours in advance. This will ensure I have time to prepare for you and can also send you my agenda items to incorporate.
· RS selects 2-3 instructional leadership levers (DDI, Obs feedback, PD, planning) to focus on each meeting.

· There may be some kind of pre-work for each meeting.
· During the meeting, both principal and RS expected to take notes. System in place for next step capture in a way that works for both of us.

	- Synopsis of school priorities / individual goals
- Past action items

- Deep Dives

- Instructional Leadership focus 
-This week’s action items
	90 min once/every two weeks

	Weekly Check-in Call
Documents: 

One-on-one agenda


	These are our regular weekly tactical meetings, to provide mutual updates and conduct real-time problem solving. These will be done over the phone. 
	· Agendas driven by team members and sent at least a full 24 hours in advance (48 hours if there are written materials to review). This will ensure I have time to prepare for you and can also send you my agenda items to incorporate.
· Attempt grouping of all issues of the week that are not urgent and all documents to review in ONE clear email with the agenda. This will reduce our email traffic to each other. 

· Greater level of written updates (probably take you about 10 – 15 minutes). This will ensure we can spend time problem solving and engaging. You can take the extra 15 minutes that we usually would have been meeting! 

· System in place for next step capture in a way that works for both of us.
	-Written updates on main responsibilities
-Quick Questions / Quick Hits

	30 min once/week

	Monthly Step Back

Documents: 

Monthly Map

SL Goals 
School Leader Goals Dashboard

KPI reports

School wide DDPs
Key Data Sources

	Progress Toward Performance Goals from the FCP and Reflection on the past month


	· Agenda remains standard per month

· Principal sends RS reflections 24 hours in advance of meeting, that includes

-reflection on past month (you could write into the monthly map)

-draft areas of focus for the coming month

-reflection against Power Goals


	- Reflection on accomplishments from the past month

- Monthly Map Review
- Weekly Sacred Schedule Review
-Review of team communication and management

-Review of upcoming priorities for your monthly map for you and your team.
-See additional topics in Section 3 below.  
	90 min  once / every two weeks 

	Career Conversations

Document: 
SL Goals Dashboard
	Career conversations are where we explicitly discuss your tenure at AF forward. 

	-Team member sends brief written reflection on successes and challenges toward individual development goals and future career steps
	-What you are learning,

-What interests you for the near and long-term

- Check in on your development goals to see if they are helping move you
	- 1-2 times per year (includes PGP)

	Professional Growth Plan (PGP)
Document: 

PGP
	The Professional Growth Plan is AF’s mechanism for formally assessing your overall performance in your role and overall values and organizational contribution.
	-Principal sends self-assessment, including data updates at least 3 weeks in advance (exact date determined by RS). 
-RS adds 360 feedback, and sends PGP at least 48 hours in advance. 
	-Successes
-Areas of growth

-Discussion of Individual Development Goals
	Once per year


Section 3: Monthly Reflections--Mapped Against a Year
	Structure
	Learning and Development / What principals should submit
	Deep Dive Topic (60 min)

Third Week of Each Month
	Monthly Step back 

(60 min) 

Third Week of Each Month

	July 
	School Priorities DUE


	-Review of your School Priorities
- Confirmation of yearly and three-year School Goals

- Review long-term Friday PD plan

- Review of Family Handbook
- Review of Staff Handbook

-2x2 Feedback 
	Progress Toward Goals

And Priorities

Look Ahead to Next Month

	August


	School leader goals dashboard DUE

Team Management and Communication Plan DUE
	-Review of your Team Management and Communication Plan 

-Review of School Leader Goals Dashboard
-Review of Sacred Weekly Schedules for principal / all deans
-Review Chi’s Sacred Weekly Schedule

-Ensure Shared Observation Tracker is set up

-Review September monthly map

-2x2 Feedback 


	

	September
	Teacher initial goals due
	- TCP – Confirm all initial teacher goals
-2x2 Feedback 

-Review October monthly map

-Learning and Development Progress


	

	October
	AF Report Card school review and mitigating points request due
	- Review AF Report Card
-Review November monthly map

- Review Data Day #1 Plan / Review School-wide DDPs 


	

	November
	Talent review due
	- Talent Review

-Review December monthly map

-2x2 Feedback 


	

	December
	
	-Debrief Org Health Survey and 360 Principal Survey results

- Review Data Day #2 Plan / Review School-wide DDPs

-Review January monthly map

-2x2 Feedback


	

	January
	Career Conversation
	-Principal-RS PGP meeting
-TCP – Mid-year stepback conversations
- Preliminary Budget Discussion for 2013-2014
-Review Dean PGPs

-2x2 Feedback 

-Review February monthly map


	

	February


	
	- Talent Plan
-2x2 Feedback 

-Review March monthly map


	

	March
	
	-Promotion Data Review

- Review proposed compensation for staff

-2x2 Feedback

-Review April monthly map

-Learning and Development Plan
	

	April
	Final talent plan due
	-2x2 Feedback

-Review May monthly map


	

	May


	
	-2x2 Feedback

-Review June monthly map


	

	June
	
	- Review school PID lists, communication plans
	


Section 4: Sample Weekly Deep Dive Topics and Activities
	Topic
	Guiding Questions
	Possible Bite-sized Activities

	Saltshaker norming
	· What are ways in which we need to enforce expectations / norms that have been violated?
	· Review staff norms / pledge

· Role play feedback conversations

	Weekly communication messages to teachers and families
	· Content: What core messages are being communicated to teachers / parents? 

· Format: How are these messages being communicated?
	· Review Scope and Sequence of planned, upcoming messages
· Review weekly principal’s memo

	School Culture Calendar
	· What are upcoming events to ensure that character and academics are being reinforced among students? 
· Do we have an appropriate balance of planned-earned, unplanned-earned, planned-unearned, unplanned-unearned activities?
	· Review School Culture Calendar

	Adult Culture Calendar
	· What are upcoming events to ensure that adult culture is being strengthened, teachers are being appropriately recognized and staff morale is high? 
· Do we have an appropriate balance of planned-earned, unplanned-earned, planned-unearned, unplanned-unearned activities?
	· Review Adult Culture Calendar

· Review Staff Recognition Tracker

	DDI Planning
	· How is our school performing against Bambrick’s DDI rubric? What is the status of planning for Data Days?
	· Take Bambrick DDI Rubric together


	Content leadership
	· Is our rotational Friday content time being used effectively?
	· Review AD session plans for Friday content time
· Review AD scope and sequence for Friday content time

	Parent satisfaction
	· What is the overall state of our parent satisfaction with the school? 
· What positive or critical feedback do parents have for us?
· How have we addressed feedback previously given by parents?
	· Review Parent Survey data



	Teacher satisfaction
	· What is the overall state of our staff satisfaction with the school?

· What positive or critical feedback do staff members have for us?

· How have we addressed feedback previously given by staff?
	· Review Quarterly mock Org Health Survey data


Section 5: Sample High-Leverage Instructional Leadership Activities

	Topic
	Guiding Questions
	Possible Bite-sized Activities

	Instructional leadership development
	Data-Driven Instruction

· Analysis: what is the quality of our analysis of IA data?

· Planning: how is our planning for our Achievement Meetings?

· Facilitation: how are Achievement Meetings facilitated?


	· Analyze data from an IA of one of the teachers supported by the leader

· Co-plan an Achievement Meeting with a leader

· Role play the actual Achievement Meeting

· Observe the Achievement Meeting (video or actual), provide feedback and replay

	Instructional leadership development
	Observation and Feedback

· Observation tracker analysis: Quantity: which coaches are on target to meeting observation goals? Has the principal observed frequently enough? Quality: what % of action steps are concrete, measurable and specific? Do we see the teacher making progress based on the pattern of action steps over the past month?

· Claims and action steps: Based on co-observations, is the observer generating the highest-impact claims and action steps based on evidence?
· Feedback conversation: Is this observer implementing the Six Step framework?
	· Analyze the observation tracker

· Co-observe a teacher with the leader and compare claims and action steps; plan out the feedback conversation

· Analyze videos of exemplary Feedback conversations; 
· Role play the actual Feedback conversation with the principal or deans, provide feedback and replay;

· Observe the Feedback conversation with the principal or deans (in real-time) and provide feedback; 

· Observe the Feedback conversation with the principal or deans (in video), provide feedback and re-play

	Instructional leadership development
	Instructional planning

· Analysis / modeling / norming: what is the quality of the lesson or unit plan?
· Quality of feedback: what is the quality of the leader’s feedback?
	· Review teacher’s lesson or unit plan together
· Review a leader’s feedback together; review feedback over 3-4 previous plans



	Instructional leadership development
	Planning and facilitating PD

· Planning: what is the quality of our planning for PD?

· Facilitation: what is the quality of our PD facilitation?

· Data gathering: is our staff on track to mastering PD objectives?
	· Analyze models of PD plans; Co-plan nine core PD elements together

· Observe models of exemplary PD execution;

· Role play the actual PD session;

· Observe the PD session (video or actual), provide feedback and replay;

· Track data aligned with PD objectives (i.e. evaluate visual anchors in 10 lesson plans)

	Principal coaching
	· One-on-one meetings: is our weekly one-on-one time being maximized?

· Leadership Team meetings: is our Leadership Team meeting time being maximized?
	· Review agendas for one-on-one meetings
· Review agendas for LT meetings;
·  Observe LT meeting, provide feedback
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