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Introduction


The self-study of SAES reflects the Association’s interest in each school’s efforts to meet the Standards of the Association and provide the highest quality school program.  The self-study is predicated on institutional self-examination and peer review which together, provide an accurate picture of the school so it can improve responsibly and effectively.

In order to complete the self-study, a steering committee should be formed under the direction of the Head of School which includes representatives from the school community.  Ultimately, administration, faculty, clergy, staff, trustees, parents, students, and alumni should all have a voice and a role in the study.


The Self-Study contains thirteen distinct sections, starting with an Introduction, ending with Observations and Conclusions, and containing sections related to all SAES Standards.  Each lettered section begins with the Key Standards and Essential Criteria (in italics), followed by the School’s Response.  In the School’s Response, questions which are directly linked to the Standards and Criteria are to be answered by members of the committee.  The Head of School will designate one member of the committee to collate the entire report into organized sections, creating a complete report.  In recognition of the natural process of self-discovery often experienced by schools working on a self-study, the school is encouraged to highlight both the strengths and challenges for the school that it uncovers during this process.  The completion of an effective self-study traditionally takes 6 – 12 months depending on the size and complexity of a school.


The format for completion of the Self-Study is:


1.  Once approved to begin the self-study by the Standards Committee of SAES, the head of school shall form a steering committee to achieve this project.


2.  The self-study shall be accessed on-line and downloaded to a school computer as a whole so answers to questions can be inserted into the report.  Read each Standard then its accompanying question in the School’s Response.  The final report must contain the Key Standards and Essential Criteria for each section as well as the question and answer in the School’s Response.  If a question does not pertain to this school, include the question but indicate it is not applicable (N/A).   However, in the spirit of openness and with a shared goal of school improvement, answers should be as complete and honest as possible, yet succinct.  


3.  The Appendix contains sample surveys, graphs, and other forms the school may use to obtain essential information, some of which are to be included in the completed Self-Study.  The Supplementary Materials section of the self-study provides a list of documents, including the school’s Documents in Adherence to Standards, which are to be present at the time of the On-Site Visit.  


4.  Each completed section of the self-study must conclude with the names and titles of those members of the committee who wrote that section.


5.  Mail one copy of the completed, bound self-study to the Executive Director of SAES and one copy to each member of the On-Site Visiting Team one month prior to the scheduled visit.  Include the following in the package:

· The completed self-study, including Introduction and Observations and Conclusions sections.
· The Head of School Addendum section.
· Appendix items E (Enrollment Profile), F (Faculty and Staff Profile), and I (Academic Subject Assessment).  All other Appendix items are to be available at the time of the on-site visit.
Self-Study

Introduction

Provide a narrative introduction to the self-study that includes the following:


a.  A brief history of the school


b.  The school’s current mission statement, noting when it was last updated


c.  The school’s Episcopal connections


d.  The current location, physical description, and state of the facilities and


campus

e.  Current total enrollment and grade levels included in each division.

f.  The educational philosophy of the school.
     
A. Mission - Standards
A.1.   There shall be a high degree of congruence between the stated mission, the philosophy of the school as an educational institution, and its actual program.
a.  The mission is clearly understood by the administration, professional staff, parents, 
students and those responsible for governance, and is used in planning and decision-making.

 b.  The purposes and objectives for which the school exists shall include a clearly stated educational 
philosophy that addresses the needs of students and a commitment to creating an environment 
which encourages freedom of inquiry and the respectful exchange of diverse viewpoints.
SCHOOL’S RESPONSE – MISSION, A1:
A.1.a.  Explain how the mission reflects the Episcopal character of the school.  Explain how the mission statement is introduced to constituents of the school and comment on how effective this effort has been in guiding planning and decision-making.
     
A.1.b.  Describe the instructional priorities which reflect the educational philosophy of the school.  What evidence is present to confirm the convergence of the mission and the school’s educational philosophy and programming?
     
B. Episcopal Character of the School

B.1.  The Episcopal identity of the school shall be expressed within its mission and governance structure and organization.  


a.  The mission of the school recognizes that the Episcopal ethos of the school makes a 
difference in the daily life of the school community.


b.  The school shall clearly define in its governing documents its relationship to the 
Episcopal Church and its sponsoring organization, if any, and the responsibilities of each.  
It will provide in its bylaws a clear statement about its church relationship to the vestry, in 
the case of a parish school, to the bishop in the case of a diocesan or mission school, or as 
an independent school. 
     
c.   Board members shall participate in an orientation that includes information about what 
it means to be an Episcopal school, including governance practices and the role of all key
leaders, intentional pluralism in admissions, religious programming and worship in the school, 
the philosophy of open inquiry in instruction, and support for service learning. In a parish day 
school, invitations should be extended to the board members and other school leaders to attend 
church events, introducing them to the parish that hosts the school.
    
d.  Schools designated as parish day schools shall clearly define how shared space issues 
and joint financial obligations are handled (i.e., who pays whom, for what), as applicable.

e.  In a parish day school the board shall be separate from the vestry and shall be given the 
authority to oversee the work of the school, including approving its budget, hiring the head of 
school, and setting general operational policies for the school.


f.  In a parish day school the vestry shall be invited to an annual orientation about the work of the 
school to increase an understanding of the complexities and differences between the institutions 
of school and church, including the unique components of Episcopal character in a parish day 
school.  Additionally, invitations should be extended to the vestry and other church leaders to 
attend school events, introducing them to the community of families that supports the school.
SCHOOL’S RESPONSE – EPISCOPAL CHARACTER B.1

B.1.a.  Describe that which captures the spirit of Episcopal education in the school’s program and culture.  
     
B.1.b.  Explain the school’s relation to the Episcopal church in its community.  Where is this information published?

     
B.1.c.  Provide the agenda from a recent board orientation for new trustees.  How are current trustees updated on changes and reminded about protocols of trustee responsibilities?  If a parish day school, on  what occasions are current trustees invited to attend church events at the host church? 
     
B.1.d.  If a parish day school, what challenges and successes have been experienced with issues of shared space?  What written policies, if any, are in place to clarify decisions about the placement of activities in the facility?  How are facility expenses calculated when shared with the church, and when is this process updated?
     
B.1.e.  If a parish day school, explain the make-up of the board of trustees, including its size, who may, and who must, serve on the board, and who has a vote.  Has the vestry empowered the board of trustees to oversee the work of the school, approve its budget, hire and support the head of school, and set general operational policies for the school?  How is the vestry informed of the work of the board of trustees, and what actions, if any, must the vestry approve?
     
B.1.f. What efforts have been made to extend invitations of welcome and orientation between the vestry and board of trustees?
     
B.2  The school shall include both worship and religious studies in its program to reflect a balance of faith and reason in the Episcopal tradition and respect for individual beliefs.


a.  Opportunities shall be provided for regular worship that is age appropriate and in 
accordance with the Book of Common Prayer, as well as the "Doctrine, Discipline and 
Worship of the Episcopal Church."  There shall be opportunities for student participation 
in worship.


b.  Worship experiences shall be sensitive to the diversity of religious identity represented 
by students and faculty while remaining faithful to the Episcopal foundation, practices and 
traditions.


c.  The school shall incorporate religious education in its instructional program where both 
secular knowledge and Christian faith are lifted up, and proselytizing is avoided.

d.  Religious studies for older students shall be as rigorous as other academic courses and 
include 
Christian foundations, other world faith traditions, ethics and moral reasoning, and 
religion in American history and contemporary life.  Religious studies for elementary 
programs shall 
be developmentally appropriate and stress commonalities rather than differences 
between individuals and cultures.


e.  The school shall show evidence of the utilization of its religious goals and objectives in 
meeting the needs of the school community and providing appropriate pastoral care when 
needed.
SCHOOL’S RESPONSE – EPISCOPAL CHARACTER B.2

B.2.a.   Describe the school’s regular worship schedule and the design of services including student involvement.  Explain who is involved in designing and leading each service.  
     
B.2.b.  Explain how the school welcomes non-Episcopal students into school worship experiences.  How are they and their families familiarized with the basic beliefs and traditions of the Episcopal church?
     
B.2.c.  Explain how religious studies classes are included in the students’ schedule.  How is the information which is taught connected with the rest of the educational and extracurricular program, if at all?
     
B.2.d.  Detail the scope and sequence of religious studies classes by age or grade.  Indicate how student participation is assessed.  How are the faith traditions of non-Episcopal students recognized, if at all?
     
B.2.e.  Describe the pastoral care options available to the students, families, and faculty and staff of the school.  In the absence of clergy, who assumes the counseling role?
     
B.3  The administration of the program reflects the Episcopal commitment to be inviting and welcoming toward students from varied religious, cultural, and economic backgrounds and family situations who would benefit from this program. 

a.  The head of school shall hold a personal faith commitment supportive of the spiritual mission 
and program of the school, shall understand the canonical structure of the Episcopal church, as 
well as the role and responsibility of the ecclesiastical head of the sponsoring body, and shall act 
as the primary ambassador and advocate for Episcopal identity.


b.  The school’s key administrative leaders, including admissions officer, division heads, 
and 
development officers are responsible for understanding, communicating and supporting the 
school’s Episcopal identity, especially when representing the school to prospective families.


c.  The school’s teachers, assistants and extracurricular staff shall understand and support 
the school’s spiritual mission and Episcopal identity.  The school shall provide enlightened 
discourse about what it means to be an Episcopal school so all faculty and staff can express with 
confidence the school’s philosophy with parents, students, and each other.


d.  Admission policies in the school shall include good faith efforts to invite inquiries from 
students of diverse backgrounds, who will benefit from the program.  The school shall provide 
financial assistance to otherwise qualified students who are eligible to enroll, being 
intentional in its efforts to support this need in the budgeting process.


e.  The head of school and rector, in a parish day school, shall seek ways to build a 
collegial, mutually supportive relationship.
SCHOOL’S RESPONSE – EPISCOPAL CHARACTER B.3

B.3.a.  Indicate the head of school’s personal faith commitment and evidence of his or her support of the spiritual mission and Episcopal character of the school.
     
B.3.b.  How are the mission of this school and its Episcopal identity imbued into the culture of the administrative staff?  How do they, in turn, present this to current and prospective applicant parents?

     
B.3.c.  How do faculty and staff model the attributes of the Episcopal educational environment in their day to day activities?   What orientation are they given upon joining the staff and what ongoing reminders are shared about the nature of the school?
     
B.3.d.   Show evidence of the school’s willingness to invite students of all backgrounds and means to apply.  Explain the eligibility process for financial aid.  What percentage of the school’s budget has been  earmarked for financial aid over the last five years?
     
B.3.e.  Explain the relationship of the head of school and rector, how often they are able to meet, and how they support the other’s institution..
     
B.4
The school shall require high standards of professional educational excellence and celebrate the joy of discovery and new learning with the students.  
a. The culture of the classrooms values 
· the search for knowledge, with the recognition that our understanding from the past may grow and change;
· the processes of open inquiry, with thoughtful consideration of the questions of others; and,

· the imperative of personal accountability.

b.  The school shall design a curriculum that provides both substantive foundational skills and challenging applications to teach students an appreciation of the common goal of contributing to the well-being of the world which the students will inherit.

c.  The school shall continually encourage professional development in current best professional practices, comprehensive curriculum development, and graceful inclusivity in the relationships between students and faculty, all of which are hallmarks of Episcopal schools. 
SCHOOL’S RESPONSE – EPISCOPAL CHARACTER B.4

B.4.a.  Explain how faculty are encouraged and expected to reflect a style of instruction that increases learning, welcomes inquiry, and emphasizes responsibility.
     
B.4.b.  How has the school designed its program to help students acquire a sense of personal interest and moral obligation toward exemplary citizenship?
     
B.4.c.  In what ways has the school supported its efforts to strengthen the professional performance of its faculty and staff and create a responsive, effectively engaged student body?

     
B.5
The school shall provide opportunities for student participation in outreach projects.

  
a.  Experiences in service learning shall promote recognition that we are all God’s children 
in need of compassion, embraced as brothers and sisters, seeking to be understood, 
respected, and encouraged.


b.  The school shall explore ways to coordinate efforts with its parish or its diocese to support 
outreach projects.

SCHOOL’S RESPONSE – EPISCOPAL CHARACTER B.5

B.5.a.  Detail the school’s service and outreach programs, indicating which activities have been most meaningful for the students.
     
B.5.b.  Explain any partnerships the school has developed with its parish or community at large in the implementation of its outreach efforts.
     
C.  Students and Parents - Standards
C.1.  Admission policies and procedures shall be clearly defined and consistent with the stated mission of the school and shall reflect the school’s efforts to enroll students most likely to benefit from its program.

a. The school shall not exclude students because of race, creed, national origin, or insofar as possible, socio-economic status, in its admission process to the school, or in the administration of any of its educational, financial aid, scholarship, or student activity programs and shall make every good faith effort to encourage an inclusive student body.  The school’s non-discrimination policies will be published. 
b. There shall be full disclosure of the school’s tuition, fees, tuition insurance, all financial obligations, and the policies related to financial aid.

c. There shall be full disclosure of the school's mission, policies, programs, and practices published in all Handbooks, and these shall be available in the Parent Handbook prior to enrollment.

d. There shall be a clearly defined process for addressing policies of attendance, grades, and credit for alternative or supplementary courses offered by another accredited institution to any student requiring such enrichment. 

e. The school shall publish its requirements for academic achievement, including all aspects of its grading system.  The school shall also publish graduation requirements for high school programs. 

f. Student records shall be safeguarded from theft and fire and shared only with authorized persons.  The school shall have a published policy about how long records are kept and the process for obtaining transcripts.

SCHOOL’S RESPONSE – STUDENTS AND PARENTS, C1
C.1.a.  Explain admission policies and procedures, including eligibility, testing procedures, and an interview process.  Indicate who interacts with the student and parents in this process and how decisions are made.  
     

i.  Explain the priorities given, if any, to Episcopal students and members of the parish in 
 
the admission process.  


     

ii.  Detail the good faith efforts of the school to encourage diversity in its student body and its 
success rate.  Indicate the challenges the school has experienced and how these might be 
overcome.

     
C.1.b.  Where is information concerning tuition, fees, tuition insurance, and other financial obligations published?  Does the information include general information about financial aid policies, availability, and the application process?

     
C.1.c.  How often is the Parent Handbook updated, when, and by whom?  What main topics are included in the Handbook and what areas may need to be expanded?

     
C.1.d.  Under what circumstances has a student engaged in dual enrollment with another accredited institution?  What requirements does the school place on a student in this situation?

     
C.1.e.  Explain the elements of mastery necessary for a student to be advanced to the next grade or level.  Where are these published, and how are these communicated to parents?  Explain the requirements for graduation at the school’s terminal grade and the components of any honors program, if available.  

     
C.1.f.  Explain who has responsibility for student records and how they are stored, accessed, and for whom they may be copied.
     
C.2.  The school shall provide effective means and appropriate channels of communicating with parents about all aspects of school life.  

a. The school shall make a syllabus of the curriculum available to parents.

b. Student progress shall be reported regularly to parents in an informative and clear manner.

c. Parents shall be invited to participate in the life of the school through collaborative and supportive activities. 

d. The school shall develop an ongoing relationship with its alumni through regular communications, collection of data on their progress, and invitations to participate in the life of the school.

e.  
The school shall encourage awareness of its work in the community through marketing and/or 
development efforts.

SCHOOL’S RESPONSE - STUDENTS AND PARENTS, C2
C.2.a.  How are parents informed and updated about changes in the curriculum?
     
C.2.b.  Describe the systems used to communicate with parents regarding student progress.  This may  include progress reports, report cards, interim reports, conferences, web page communications, etc.  
     
C.2.c. Discuss the opportunities for involvement in the life of the school that are available to parents.  

i.  If the school has a parent organization, explain its character, its organization, and its

impact on the life of the school.  

     

ii.  Describe the level of collaboration and/or independence enjoyed by the group(s) and its(their)

relationship with the administration and faculty.  

     

iii.  What challenges does this relationship face and what is planned to address them?

     

iv.  Describe the operating budget of these groups, any fundraising activities organized by them, 
and the school’s oversight of these events.


     

v.  If parents are involved as volunteers at school or on field trips, what requirements are

placed on parents such as verification of insurance, child sexual abuse training, background 
checks, etc.?


     

vi  Share the methods for regular parent communication used by the school and discuss the 
effectiveness of these methods.  Summarize the results of the Parent Survey offered to parents 
(see Appendix for Parent Survey; make these available for the visiting team).  If the school 
has a website, include its address and indicate how it is kept current and what challenges this 
presents.

     
C.2.d. Explain how alumni relations are maintained at the school.  What kind of communications flow between the school and graduates, and who in the school oversees this relationship?    
     

i.  Has the school been successful in maintaining a responsive alumni base?  What plans are in 
place to improve communications?

     


ii.  At the time of the on-site visit provide evidence of the effectiveness of the school’s 
educational program with a summary about current school placement and alumni 
progress (see 
Appendix for Alumni Survey; make these available for the visiting team).   

     
C.2.e.  How is the school building an awareness of its work in the larger community which it serves?  How much emphasis is placed on publicity, recruitment, and marketing, and who leads this effort?  
     
D.  Professional Staff  - Standards
D.1.  All faculty and staff shall be qualified for their positions and responsibilities by education and experience and shall engage in ongoing professional development.
a.  Teachers of infants, toddlers, and preschoolers up to age 3 shall have no less than a Child Development Certificate (CDC or CDA) or an Associate’s Degree (AAS) reflecting specialization in child development.  Teachers of children age 4 and older shall have no less than an appropriate baccalaureate degree.  Assistants and extended care staff are not required to have college degrees but may have other child-care related experience.
b.  The school shall utilize adequate procedures for recruiting, screening and interviewing

prospective faculty and staff, and each shall have appropriate criminal background and reference checks. Recruitment shall also encourage good-faith efforts to encourage candidates to apply who  represent diversity for the school.  The Staff Handbook should address school policies on conflict of interest in the hiring process.
c.  The school does not discriminate against any person in employment or otherwise because of race, color, national origin, gender, or age in violation of state or federal law or regulations.
d.  Faculty and staff shall receive an orientation that includes information about their roles and responsibilities, governance organization, school policies including confidentiality and professional conduct, and other information set forth in the Staff and Parent Handbooks.

e.  The school shall have a required program for on-going professional growth and development for faculty, staff, and administration which is related to improved instruction and increased learning.

f.  Each member of the faculty and the staff shall be clearly informed of his /her compensation, terms of employment and primary responsibilities.  Every effort will be made to be equitable in terms of the total load of primary responsibilities and other assignments and in the development of fair personnel policies, salaries and benefits. Compensation packages shall be sufficient to attract and retain qualified teachers.
g.  There shall be an understood program of supervision and regular evaluation of individual faculty and staff performance, and understood procedures for non-renewal and/or termination of employment.

h.   Faculty and staff interaction with students shall be appropriate, encouraging, and constructive, and shall reflect the highest standard of professional conduct, recognizing the innate vulnerability of students of all ages. 

i.  There shall be adequate procedures for identifying changing needs and priorities that determine faculty and staffing requirements.

j.  The professional staff shall be involved in the review, planning, development and evaluation of the school's programs.  There shall be adequate opportunities for communication and focused professional conversations during faculty meetings to facilitate effective collaboration.
k.  All members of the faculty and staff, including extracurricular staff, shall receive training regarding sexual misconduct and child abuse.

l.  Classroom substitutes shall receive an orientation about the school’s mission and philosophy, the scope of their responsibilities, and school policies relevant to their responsibilities.
m.  All faculty and staff shall participate in an annual inservice that addresses the policies of the school related to safety, health and injury management, and the supervision of students.
SCHOOL’S RESPONSE – PROFESSIONAL STAFF, D1
D.1.a.  Indicate the qualifications required for each level of staff member and instructional faculty.  If all the current teachers do not meet SAES Standards yet, explain the process and timetable for raising their professional level.
     
D.1.b. Explain the process for recruiting and hiring quality staff, including the process for criminal background checks and reference checks.  How has the school encouraged qualified applications from applicants of diverse backgrounds?  What challenges, if any, has the school experienced in its hiring efforts?
     
D.1.c.  Describe the diversity of faculty and staff presently employed by the school, indicating the length of service at the school of each.  How does the current mix of cultural, gender, racial, and faith differences in the faculty and staff compare to the diversity in the larger community served by the school? 
     
D.1.d.  What does the agenda for new faculty orientation include, and what follow-up is in place to support and mentor new staff members?  How are updates in the Staff Handbook introduced to staff?
How has the acceptable use of email and other technology been clarified for faculty communication with parents and students?

     
D.1.e.  Detail the staff development program, focusing on the current and previous five years.  Explain how the program is funded, what is required, and how this program could be enhanced.  Mention the most effective program within this time frame and the impact it had on the faculty.  
     
D.1.f.  Explain how the school’s faculty salaries compare with local public school salaries and show the recent history of increases to this school’s salaries.  
     

i.  What are the typical non-teaching duties asked of the faculty?  Have these been equitably

assigned and does it indicate a need for additional staff?  

     

ii.  Explain faculty benefits and how these are determined.  What improvements, if any, are 
planned for the future?

     

iii.  What long range plan does the board have to address compensation challenges?

     
D.1.g.  Explain the school’s system of supervision, support, and evaluation of faculty.  What challenges are involved with this evaluation system?  
     

i.  Detail when and how the faculty receives information about the terms of their employment, 
participation in their evaluation process, opportunities for improvement, and notification about 
renewal or non-renewal.  

     

ii.  When was the last review of these employment contracts by an attorney to verify their 
compliance with state employment laws and their alignment with published policies and actual 
practice?

     

iii.  Indicate the current number of current staff and faculty, the turnover rate in the last five 
years, and the reasons for faculty and staff attrition. (See Appendix for Faculty and Staff 
Profile; include this in the self-study.)

     
D.1.h.  How is the expectation of professional conduct, as it relates to students, articulated to the faculty and staff of this school?  Describe how staff builds trusting relationships with students, while respecting their developmentally vulnerable role as students.
     
D.1.i  Explain long range plans to add to or amend the staff and faculty configuration and how this will benefit the instructional program of the school.
     
D.1.j.  Explain the frequency and nature of staff meetings.  Discuss how the staff and faculty are involved in curriculum assessment, calendar design, general program planning, and long range planning for the school.  (See Appendix for Faculty Survey; make these available for the visiting team.) 
     
D.1.k.  Detail the training required for the staff and faculty in areas of sexual misconduct and child abuse.  Are related policies included in the Staff Handbook?
     
D.1.l.  What requirements must substitutes meet to work at the school and how extensive is their orientation and supervision?
     
D.1.m Has one or more member(s) of the staff been designated as the school’s ACE (Advisor for Childhood Education) and conducted annual inservice on policies of safety, health and injury management, and supervision?  What materials are provided for this training? (Make these available for the visiting team as well.)
     
E.  Program  - Standards
E.1.  The academic program shall be developed from the school's stated mission, purposes, and objectives that reflect the educational goals for which the school exists. It shall promote student development in the major domains of human learning: cognitive, social, emotional, physical and spiritual, and shall seek to serve all students through an awareness of developmentally effective instruction.

a. The school shall stress the teaching of critical reasoning and independent thinking and shall offer higher level challenge through factual mastery, skill development, comprehension, application, analysis, synthesis, and evaluation.

b. The program shall have sufficient instructional flexibility for the capabilities, learning styles, and interests of students enrolled in the school.

c. The program shall include a reasonable balance of language arts, mathematics, science, social studies, visual and performing arts, foreign language, physical education, health, computer science, religion, and community service.  The school’s curriculum shall define essential objectives for these and all courses of study.

d. The school's curriculum shall reflect cognizance of the requirements for education as set forth by the state in which it is located. The school should be prepared to show cause why those which are not included in the curriculum are not applicable to the school.

e. There shall be procedures for review, evaluation and development of the school's programs, including an assessment of the quality of its instruction methods and evidence of student learning. There shall be good faith efforts to follow up on program graduates to assess the effectiveness of the school’s overall program.
f. Schools that identify students with significant learning differences shall include faculty training, a clearly defined referral process, consultation with any resource staff assisting students, and reasonable modifications as necessary, to guide the students to a successful experience in school.

g. The school shall have systems in place to assist new students to successfully integrate into the school’s academic program.

h. The school shall provide adequate library resources for the faculty and students, with reasonable time allotments for their use and with applicable curriculum and acceptable use policies in place.

i. The school shall provide adequate technology resources for the faculty, students, and administration with reasonable time allotments for their use and with applicable training, curriculum, and acceptable use policies in place.

j. The program shall include experiences that reflect an understanding of our multicultural and diverse society.
      k.   The program shall include both instructional elements which address conservation efforts for our  

  
world and evidence of a school culture that models environmental stewardship in day to day activities and operations.

l.  The school with a physical education and/or sports program shall have an appropriate number of 
qualified faculty and staff trained to deal with medical emergencies.  All schools shall have staff 
trained for CPR and minor injuries.

m.  The school shall determine the relevance of program enhancements, such as field trips and travel, 
and insure that these are planned with the safety of children and adults as a priority.

n.  If the school offers any special programs (summer programs, before or after school programs, 
sports, tutorials, etc.), these shall be compatible with the school’s purpose or mission.

o.  The school shall publish developmentally appropriate behavioral expectations, its plans for 
corrective action that include communication with parents, consequences for misbehavior, and 

policies for addressing serious misconduct.  The school shall publish policies related to conduct 
after school hours, if applicable.
SCHOOL’S RESPONSE – PROGRAM, E1
E.1.a.  How is the foundation laid for faculty to plan instruction that honors the stated mission, purposes, and objectives for which the school exists? How can this school’s academic program be differentiated from that of other schools? 
     

i.  How comfortable is the faculty leading exploratory discussions, allowing open inquiry, 
and planning varied methods of interactive instruction?

     

ii.  How often does the faculty meet to discuss instructional issues?  What resources or 
professional development would benefit the faculty the most?

     
E.1.b. Explain how instruction is designed to accommodate a variety of abilities, interests, and learning styles within each class.  

     
E.1.c.  Create a graph which lists each grade or level and the subjects taught.   Include the strengths and weaknesses of each subject (adequate resources, teacher training needed, etc.) and the methods of assessment used to monitor student progress.  [See graph in Appendix for Academic Subject Assessments; include these in this report.]

     
E.1.d.  How are the state curricular requirements addressed in the school’s program?  Explain differences between the school’s program and the state requirements.
     
E.1.e. Explain the review process of the school’s curriculum.  
     

i.  Does the curriculum include a scope of topics and a sequence of skills that reflect both 
developmental information and appropriate challenges for students?  Are the scope and sequence 
well-aligned and the curriculum sufficiently developed to assist teachers who plan 
interdisciplinary instruction?

     

ii.  How does the school evaluate the effectiveness of its instructional program with current 
students to insure learning is happening?  

     

iii.  How does the school assess the effectiveness of its program based on the progress of 
students who complete its terminal grade?  What has that information shown and how is that 
information used? 

     
E.1.f. Explain how and when students with learning differences are identified.  Describe how this information is used and shared and the level of confidentiality with which this is handled.  Explain the school’s options for retaining these students and supporting their special needs.  
     
E.1.g.  What systems are in place for integrating new students into the school’s academic program so they can achieve equivalent success to that of current students?
     
E.1.h.  Describe library facilities including the variety and levels of volumes, professional resources, professional and volunteer staffing, and the schedule of student attendance and access.  Describe the librarian’s role of supervision and/or instruction.

     

i.  Does the library have selection policies and procedures in place regarding literature, audio-
visual, and other resources?  Is there a policy for oversight or approval of the literature selections 
made by faculty for classroom use?

     

ii.  How has the library budget changed over the past five years and how does that reflect 
any 
changes in enrollment?  What challenges does this present for the school?


     
E.1.i.  Describe technology and computer resources with information about the number of computers, the variety of equipment and software available, the professional staff in charge of this department, the schedule of classes, and student and faculty access.   Describe the head of technology’s role of supervision or instruction and information about the budget available to support these resources.
     

i.  Does the school have an acceptable use policy for students and staff?


     

ii.  Explain the professional training offered to the staff and faculty and the level of 
expertise required for continued employment.

     

iii.  What technologies are part of the school’s long range plan?

     

iv.  If the school is using computer-based distance learning, describe the program and oversight of 
student work.


     
E.1.j.  Explain the school’s efforts to introduce children to diverse cultures, traditions, and points of view.  Describe special events and activities planned for the students that recognize and teach respect for diversity.  

     

i.  What challenges has the school faced in its efforts to successfully assimilate children and 
their families from other backgrounds into the school community, and how have 
these been 
addressed?  What accommodations, if any, has the school made where cultural differences vary 
from traditional school practices?

     
E.1.k.   Describe the emphasis that is being placed on environmental stewardship and how this is being integrated into learning opportunities for students and administrative practices of facility management.
     
E.1.l  Describe the physical education and sports programs at the school.  
     

i.  Describe the facility or space available for this program.  What challenges face the

instructors?  What plans, if any, are in place for future changes in the facility?


     

ii.  What are the goals of the physical education program?  How much time do students have in 
this program weekly and is this sufficient to have an impact on their physical well-being?  What 
training do faculty members have in the physiology of student development and related safety 
issues?  

     
iii.  For schools with sports programs, explain the programs and requirements for student 
participation.  What training is required for staff members who serve as coaches, and how is the 
program scheduled?  What challenges face the implementation of this program?  How are these 
programs funded and if funded through the school’s operating budget, what percentage is 
designated for sports programs exclusively?
     


iv.  Within the entire faculty and staff, what percentage is trained in safety procedures

 
(first aid, CPR, etc.)?


     
E.1.m.
Is there a requirement that field trips and travel programs be directly linked to curriculum and instructional requirements?  Who oversees approval of such plans and monitors compliance with safety requirements of supervision, travel, and emergency procedures?  
     

i.  What is the ratio of staff members to parents to students on field trips or extended travel?  
What orientation are parents given concerning their responsibilities?

     

ii.  When was the last review of all trips taken, at which grades, to insure no duplication of effort 
from one class to another?


     
E.1.n.  Describe any additional programs (excluding sports) which are outside the regular school day (such as Extended Care, clubs, summer school, etc.).  Indicate who may attend, the scope of the program, who screens the director of each program, and how the program is determined to be complementary to the mission of the school.  What requirements are placed on the personnel of these programs?  
     
E.1.o.  Describe a recent situation involving student misconduct, how and by whom it was handled, how parents were included, and its current disposition.  

     

i.  Explain the school’s referral process for a student with ongoing behavioral problems.  Indicate 
the role that documentation plays in this process.

     

ii.  If the school expects reasonable conduct by students outside of school hours, what policies 
have been created and shared with parents to clarify these expectations and consequences 
of non-compliance?


     
E.2.  The program structure shall provide all organizational basics essential to the successful operation of the school.
a. The school day and year shall be sufficient for the total school program and in compliance with the laws of the state in which the school is located.

b. The daily schedule shall provide adequate blocks of instructional and learning time, balanced against non-academic and transitional requirements.  Teachers shall have adequate planning and preparation time.

c. The school shall maintain, or have available for its use, physical facilities and plant adequate to support the program.  This should include adequate storage for classroom and outdoor equipment, and safe placement for materials such as chemicals used in science or art for which specific safety guidelines are required.  Textbooks and essential instructional resource material shall be reasonably current, accurate, and of high quality.
d. There shall be a sufficient number of students, faculty and staff for the stated mission and purpose of the school, and class ratios shall be in compliance with sound educational practice and SAES Standards.
     e.  The school shall create general policies for addressing potential extended closures due to natural 
disasters, major facility emergencies, or other exceptional interruptions of instruction.  The 
policies should address attendance, alternative or resumption of instruction, obligations to 
employees, and communications with constituents.

SCHOOL’S RESPONSE – PROGRAM, E2:

E.2.a.  Explain how the school calendar is constructed, by whom, and when each year. How many student days, teacher inservice, and workdays are included in the current year’s calendar?  What are the hours of operation each day? 
     
E.2.b.  How are teaching schedules assigned to give teachers preparation and planning time?  Does this school “start” on time in the morning to gain instructional time?  What percentage of a typical day is used for instructional activities vs. non-academic or transitional requirements?
     
E.2.c. Are the current facilities adequate for the school’s needs?  Is there adequate and safe storage available?  What plans for change to the grounds or buildings are planned for the future? 
     

i.  When was the last evaluation of instructional materials to determine replacement needs?

     

ii.  How are textbooks evaluated for substantive and updated content?


     
E.2.d  Indicate the number of students in each age/grade level and the number of teachers and assistants assigned to them (excluding specialists such as music, art, etc. teachers).  What are the minimum and maximum enrollments the school will assign per class?  (See Appendix for Enrollment Profile; include this in the report.)
     

i.  What challenges is the school facing with enrollment?


     

ii.  Including all teachers on staff, what is the average number of teachers with whom 


each student meets in a week.

     
E.2.e  Describe emergency plans that the school has in the event of an exceptional, unexpected interruption of its program – communications with board, staff, parents, and media, if necessary; expectations of all staff; if and how lost instructional days will be “made up”; and, compensation issues for staff during extended closures.
     
E.3.  Program content, student placement, and instructional variations shall be considered in the design of programs for different ages. 
[NOTE:  Address only the section(s) below that are relevant to the programs in this school.]

E.3.EC    Early Childhood Programs

a. An early childhood program shall create an environment that facilitates the growth of awareness, exploration, and inquiry, and shall encourage each child’s eagerness to learn.

b. An early childhood program shall include activities balanced between child- and teacher-directed, active/quiet, large group/small group, indoor/outdoor learning activities, and rest-time or naps where required.

c. The early childhood program shall be based on a curriculum that identifies a reasonable balance of language arts, mathematics, science, social studies, visual and performing arts, physical education, health, and religious studies.  A balance of all disciplines shall be introduced through an integrated curriculum presented in learning centers, with manipulative materials, and by encouraging active participation by the children.  

d. There shall be adequate and safe play/recreation space for children.

e. Programs shall meet or exceed local and state regulations and licensing requirements, as applicable.

f. Adult interaction shall recognize the individual, developmental, and spiritual needs of very young children.  

g.  Assessment of students in EC classrooms should be limited and administered by trained 
professionals.  Assessment results used for placement or diagnostic purposes shall be kept in 
the office.

h.  The school shall encourage teachers to recognize the rich variability in maturity and 
learning styles of young children and use developmentally responsive practices with those 
children who exhibit individual differences from the group.

i.  Group size and staff:child ratios should adhere to the following guidelines.

Age


Maximum Group Size

Staff:Child Ratio


0-12 mo.


8



1:4


12-24 mo.


12



1:6


24-36 mo.


12



1:8


3 yr.


18



1:12


4 yr.


18



1:14


K



20



1:16

SCHOOL’S RESPONSE – PROGRAM EC:  

EC a.  How are the early childhood spaces in the school designed with the needs of young children in mind?  What is particularly noteworthy within the environment and what poses a challenge for the teachers?
     
EC b. Describe a typical daily schedule for each age level.  How much time is designated for direct instruction from the teacher in the whole group or in a small group?   
     
EC c.  List all academic areas included in the school’s curriculum.  What other subjects would the school like to include, and what precludes that from happening?   What subjects receive less attention due to scheduling pressures?  How often do teachers present interdisciplinary units?
     
EC.d. Describe indoor play space, if any, and the outdoor play area.  How many classes use the area at the same time, and how is play supervised?  
     
EC.e.  Explain staffing ratios that are in place for daytime and extended care programs.  Compare this to what is required by local licensing agencies. Explain who oversees licensing at the school, if applicable.  
     
EC.f.  List recent staff professional training completed by lead teachers in this program.  
     

i.  What professional development experiences has the faculty had, to refresh their 
understanding of children’s developmental characteristics?

     

ii.  Explain the policies and practices that are in place that govern adult interaction with 
children.


     
EC.g
List the assessment tools used to evaluate children once enrolled in the program, and indicate who administers the tests.  Indicate how the results are used and if they are shared with parents.
     

i.  Explain the process for determining if a child requires additional diagnostic testing. 


     

ii.  What is the process and timeline for determining if a child should repeat a level?


     
EC.h
Describe the instructional strategies used with children who appear to be learning differently in the classroom, whether struggling or mastering information quickly.  What developmentally responsive practices do teachers use to explore those differences and accommodate their students’ learning needs?
     
EC. i.  List the class size and staffing ratios for each age group.  How are staff breaks managed during the day to maintain this ratio?  
     

E.3.LS
   Lower School (Elementary) Programs

a. There shall be a balance of daily academic work and homework that reflects the academic goals of the school and sound educational practice.  

b. There shall be adequate play/recreation space for elementary children and a daily schedule of recess. 

c. The school shall conduct annual standardized testing, communicate the outcomes to parents, review and analyze the results, and address plans for improvements. 

d.  Assessment methods of student progress may reflect developmental variances by grade level.  
Diagnostic testing for learning differences shall be limited to trained professionals, and 
assessment results used for placement or diagnostic purposes shall be kept in the office.
SCHOOL’S RESPONSE – PROGRAM, LS:

LS.a.  Describe the weekly schedule for each grade level, indicating the amount of time for instruction, break/recess/lunch time, and non-instructional time (assemblies, passing from class to class, etc.).  What is the school’s homework policy at this level?
     
LS.b.  Describe the time allotment in the weekly schedule for students to have physical outlets.  Explain where this is done, what activities are encouraged, and by whom this is supervised.  
     
LS.c.  Detail which standardized test(s) are administered, to whom, and at which grade levels.  Explain whether any students are excluded and why.  Explain what happens with the results and whether the results contribute to curriculum or scheduling changes.  Detail how parents are advised of test results.  
     
LS.d.  Explain the process for addressing learning differences observed in students.  Evaluate the sufficiency of recent professional development focused on helping teachers identify differences, use developmentally responsive instructional techniques, and participate in a referral process for additional services for students, if necessary.
     

E.3.MS    Middle School Programs

a. There will be a balance of daily academic work and homework that reflects the academic goals of the school and good educational practice.

b. There shall be adequate advisory and/or counseling programs for student needs.

c. There shall be placement counseling for graduating students and their families at the terminal grade of the school.

d. There shall be a variety of extracurricular activities that promote student leadership, talents, and interests.

e. The school shall conduct annual standardized testing, communicate the outcomes to parents, review and analyze the results, and address plans for improvements. 

f. The middle school shall develop activities, events, or traditions which contribute to its identity and encourage student cohesiveness.

SCHOOL’S RESPONSE – PROGRAM, MS:

MS.a. Describe the weekly schedule for each grade level, indicating the amount of time for instruction, breaks, lunch time, and non-instructional time (assemblies, passing from class to class, etc.)  Explain the school’s homework policy for middle school.
     
MS.b.  Describe the advisory or counseling program for students.  What are the goals of advisory gatherings and how often do groups meet?  How is staff supported in their implementation of this program?  Under what circumstances does the school counselor intervene with a student or a group?  What obstacles prevent either of these programs from being more effective?
     
MS.c.  Who initiates discussion with parents about high school placement, and what services does the school offer to assist families with this transition?  What relationship does the school have, if any, with receiving high schools?  What problems has the school had with placement of students?
     
MS.d.
List the school’s clubs, if any, and extracurricular activities, indicating who leads each.  What are the opportunities for leadership and talent experiences in each activity? 
     
MS.e.  Detail which standardized test(s) are administered.  Explain whether any students are excluded and why.  Explain what happens with the results and whether the results contribute to reassessment of curriculum or scheduling decisions.  Detail how parents are advised of test results.

     
MS.f.  What activities and traditions have evolved as representative of this middle school and boost school spirit?  What changes or additions to these events are foreseen for the future?
     

E.3.US    Upper School (High School) Programs

a. There will be a balance of daily academic work and homework that reflects the academic goals of the school and good educational practice.

b. The school shall publish its graduation requirements, including non-academic obligations such as service work.

c. There shall be adequate advisory and counseling programs for student needs.

d. There shall be placement counseling for graduating students and their families.  

e. There shall be a variety of extracurricular activities that promote student leadership, talents, and interests.

f. The school shall conduct annual standardized testing, communicate the outcomes to parents, review and analyze the results, and address plans for improvements. 

g. The school shall develop activities, events, or traditions which contribute to its identity and encourage student cohesiveness

SCHOOL’S RESPONSE – PROGRAM, US:

US.a. Describe the weekly schedule for each grade level, indicating the amount of time for instruction, breaks, lunch time, and non-instructional time (assemblies, passing from class to class, etc.)
     

i.  Explain the school’s homework policy.

     

ii.  Explain special release schedules for seniors, if any.


     
US.b.  Do the school’s graduation requirements meet or exceed that of the local school district?  When were those requirements last reviewed?  Does the school use a class ranking system, and if so, has this been a help or hindrance with receiving colleges?
     
US.c.  Describe the advisory or counseling program for students.  What are the goals of advisory gatherings and how often do groups meet?  How is staff supported in their implementation of this program?  Under what circumstances does the school counselor intervene with a student or a group?  What obstacles prevent either of these programs from being more effective?

     
US.d.  Describe the college advisory program at the school.  How does the program involve parents in this process?  What is the record of acceptances to colleges and universities?  What challenges does the school experience with college placement?  Who assists parents with college financial aid applications?
     
US.e.  Detail the extracurricular programs available to students and whether participation is required or optional.  Is there a minimum grade point average requirement for participation in extracurricular activities?
     
US.f.  Detail which standardized test(s) are administered, to whom, and at which grade levels.  Explain whether any students are excluded and why.  Explain what happens with the results and whether the results contribute to reassessment of curriculum or scheduling decisions.  Detail how parents are advised of test results.

     
US.g.  What activities and traditions have evolved as representative of this high school and boost school spirit?  What changes or additions to these events are foreseen for the future?

     

E.3.BSP    Boarding School Programs

a. Residential life shall be designed to be consistent with the school’s philosophy, mission, and goals, and its policies and procedures are clearly defined.

b. The school shall provide adequate dormitory facilities and supervision.

c. Appropriate evening, weekend, and vacation activities shall be offered.

d. Residential staff shall be qualified to meet the needs of students under their supervision.

SCHOOL’S RESPONSE – PROGRAM BSP:

BSP.a.  Describe the perimeters of the boarding life program including the process for accepting students, communicating with parents, and the general rules and policies of the program.  

     
BSP.b.  Describe the dormitory facilities.  What challenges does the school face in providing these facilities?  Describe each student’s personal space.
     
BSP.c.  Provide information about the schedule of activities offered for evening, weekend, and vacation days.  Explain who oversees these activities and how many students participate.
     
BSP.d.  Explain the qualifications of dormitory staff and the scope of their responsibilities.  Explain the challenges of staffing a residential program.
     

E.3.OSP    Other School-Related Programs (Mothers’ Day Out, Tutorials, etc.)

a.   Other programs that involve children, not enrolled in the programs listed above, shall meet SAES Standards.

SCHOOL’S RESPONSE – PROGRAM, OSP:
OSP.a.  Describe additional programs offered at the school and the requirements made of the adult who oversee these programs.  Comment on the challenges of supervising these programs and their staff members.
     
F.  Governance -  Standards
F.1  There shall be provision in the school's bylaws for a board of trustees which shall be elected or appointed according to clearly established guidelines that shall advance the school’s mission and vision.  The board’s membership, structure, policies, and practices shall support the school’s long-term viability and goals.  

a.  The board shall generate necessary resources for providing and maintaining safe and 
adequate physical facilities, sufficient staffing, and appropriate instructional resources.


b.  The board shall honor the contractual commitments made to students and staff by 
providing a full year of programming, and avoid mid-year disruptions which potentially 
harm the culture within a school and its reputational sensibilities outside the school.
SCHOOL’S RESPONSE – GOVERNANCE, F1

F.1.a. Describe how the board determines priorities in its financial planning, incorporates its strategic plan into the process, and reconciles its dependence on fundraising with the essential needs of the school. 
     
F.1.b.  Explain an event that occurred in the last five years that may have disrupted, or had the potential to disrupt, the school and how that was handled at the board level.  Grade the board actions taken and describe the response within the school community.  What actions might have resulted in less disruption in the community?
     
F2.  The size and composition of the board shall reflect the expertise and diversity needed to achieve the mission, vision, and strategic goals of the school.  Recruitment shall link a trustee’s potential contribution to the short and long-term goals of the board.


a. There shall be a plan for the succession of leadership on the board to smooth 
transitions and sustain the momentum of ongoing board work.


b. Trustees shall be generous with their commitment to advancement of the school, 
reflected in part by regular attendance at all meetings, participation in major school 
events, and a willingness to participate in the school’s Annual Fund campaign.
SCHOOL’S RESPONSE – GOVERNANCE, F2

F.2.a.  Describe how the terms of trustees revolve and overlap.  What changes could better sustain the momentum of ongoing board work?  How are officers chosen and prepared for their role on the board?
     
F.2.b.  Explain the policy about trustee attendance at board and board committee meetings, school visits, school events, and other occasions.  How is trustee participation in school fundraising introduced to prospective board members, and what are the general expectations?

     
F3.The work of the board shall focus on fiduciary, strategic, and generative tasks.


a. The board shall create bylaws that include duties of loyalty to the school, compliance 
with the rules of conduct articulated in the board handbook, and care in all actions and 
communications.

b. The board shall assume responsibility for mitigating risk to the school, be it strategic, 
operational, financial, or legal.  The board shall review the school’s income statement 
and comparison to the approved budget monthly and review reports about other 
operational issues regularly.


c. The board shall rely on teamwork and robust, candid discourse in its meetings.  Board 
decisions shall be approved by the majority of trustees, rather than one committee or one 
individual.  Additionally, major decisions shall require a defined “super-majority” vote 
of approval.


d. The board shall keep records of meetings while keeping deliberations confidential.  It 
shall confine its communication processes outside of board meetings to unified, 
constructive, and supportive information.


e. The work of the board should be initially addressed in committees whose specific 
duties are outlined, whose members bring skill and insight to the tasks on hand, and 
which meet regularly.  Committees shall be encouraged to recruit non-board individuals 
with specific expertise to enhance the work of the Board.

f. The board shall have processes to assess, improve, and sustain its effectiveness through 
an evaluation of its work corporately and individually.


g. The board shall develop, follow, update, and support a comprehensive strategic plan.

h. The school shall articulate a policy concerning the location and accessibility of 
essential records in the event of the permanent closure of the school (specifically, 
employment records and student records for graduating 12th graders).
SCHOOL’S RESPONSE – GOVERNANCE, F3

F.3.a.  Describe the specific rules of loyalty and conduct communicated to trustees.  Does the board have clear policies about situations in which these are not honored?  Do the trustees feel prepared to respond with discretion to comments from individuals in the community?
     
F.3.b.  Describe how trustees are assured that they are receiving thorough information at committee and board meetings.  What regular reports are reviewed at board meetings?  Other than trustees, who participates in committee and full board meetings?  Is there an annual trustee calendar of key issues that must be addressed throughout the year?

     
F.3.c. How does the board of trustees review information before approving proposals, respecting the work of committees but seeking transparency in major decision-making?  What decisions require a significant majority for approval?
     
F.3.d.  How does the board protect the confidentiality of its proceedings?  When and how does it communicate with the school community?

     
F.3.e. Do the board committees include individuals, not currently serving on the board, whose particular skills enhance the work of the committees?  How has this impacted the work of the committees and the board as a whole?

     
F.3.f.  Explain how the board performs a self-evaluation annually and what the board does with that information.   Has this process improved the quality of trustee participation and commitment?

     
F.3.g.  Does the board reference its Strategic Plan regularly?  How is this document used in future planning, budgeting, and trustee recruitment?
     
F.3.h.  What is the board’s policy for employee, student, board, and other legal records storage in the event of permanent closure?  

     
F4. The board shall employ the head of school as its sole employee, delegate the administrative functions of the school to the head of school, and shall respect the boundaries which separate board and administrative roles.


a. It shall be clear that the board has one employee – the Head of School, and the Head 
of School has one employer – the board as a whole.

b. The board shall nurture and support the head of school with a process of regular 
communication and annual evaluation based on clearly established criteria and an 
understood procedure which is ethical, fair, and provides for due process. 


c. The Head of School shall have a written contract which addresses issues of evaluation, 
compensation, renewal, non-renewal, and termination.  To encourage stability for the 
school, the Head of School shall be employed with a rolling and/or multi-year contract, 
renewed pending a satisfactory annual evaluation.


d. The board shall have a policy concerning protocols for addressing conflicts with the 
Head of School before differences escalate to a crisis stage.


e. The board shall work cooperatively and supportively with the Head of School to 
encourage a well-planned and reassuring transition for the school during periods of 
administrative change in the school.
F.4.a.  In which documents is the relationship of the board of trustees to the Head of School as its sole employee articulated?  Where else should this be added?

     
F.4.b.  What is the schedule for general support meetings with the Head of School, including the setting of annual goals, the annual evaluation, and the discussion of contract renewal or non-renewal?  Who attends these meetings?
     
F.4.c. What is the term (number of years) of the Head of School’s current contract?  Does the contract include clarity about compensation, contract renewal or termination by either party and the terms of separation?  
     
F.4.d.  What processes are in place in the event of conflict involving the Head of School?  How does the board receive and process communication that involves concerns, and how does confidentiality factor into these processes?  Do the meetings include due process for the Head of School?
     
F.4.e.   If the school has experienced a change in Head of School in the last ten years, was this handled in the most constructive and successful manner?  If not, what would have improved the process, and what general steps for dealing with such an administrative change are now in place?
     
G.  Administration  - Standards
G.1  An administrative structure shall be developed and organized to effectively manage daily operations and carry out the policies of the board of trustees.

a. The head of school shall be qualified by education and experience, preferably with an advanced degree.  

b. The head of school shall employ all faculty, staff and support personnel, and shall be responsible for overseeing a regular evaluation process for all school personnel. There shall be sufficient administrative staff to fulfill all essential management functions.
c. The administration shall be responsible for school programs, personnel, facilities and resources.

d. Education and experience shall qualify members of the administration for their assigned responsibilities.

e. The administrative team shall initiate adequate procedures for the review of school organization, administration, instruction, and facilities, and for the determination of short-and long-range needs.  The administration shall involve the faculty and staff when appropriate.

f. The administration shall create an Administrative or Business Handbook that describes roles, responsibilities, operational procedures, financial management systems, admission policies, and other administrative functions.

g. Personnel and students records are secured against loss ,identity theft or fire with access limited to authorized individuals. The school shall include in the Administrative Handbook how long records are to be kept.
SCHOOL’S RESPONSE – ADMINISTRATION, G1
G.1.a.  Summarize the head of school’s experience prior to arriving at the school and his/her tenure at the school.  Indicate the degree(s) held by the head of school.  If the head lacks previous administrative experience, explain how the board has encouraged further professional development.
     
G.1.b.  Explain the evaluation process used by the head of school for all employees.  What challenges related to employee evaluation, retention, and recruiting face the head of school and what improvements, if any, are planned for the future to make this a more effective process?   In this school, what are the head of school’s primary responsibilities and is there sufficient time to achieve these?
     
G.1.c.  Explain the distribution of duties within the administrative group.  What essential administrative duties are shared by several staff members that might be more effectively accomplished if handled by one individual?

     
G.1.d. Summarize the level of education and experience of each administrator as relevant to their duties.  What professional development opportunities are encouraged for each staff member?  Explain the evaluation process of administrators and their understanding of the contract renewal and termination systems.  
     
G.1.e.  Explain how administrators are involved in the review process of policies, programs, calendar design, and other organizational components of the school’s operations.  How often does the administrative team meet, and what is the nature of the meeting agenda?
     
G.1.f.  Who participates in updating the Administrative Handbook and what additional information may be included in the future?
     
G.1.g.  Explain where and how personnel and student records are secured and accessed.  Indicate how electronic records are secured.  How long are records kept, and is there off-campus storage of school records?

     
H.  Finance - Standards
H.1  The school shall employ sound financial planning and management policies and procedures, including a formal budget-making process, along with appropriate board of trustees’ oversight.  

a. The school shall be a legal entity or part of a legal entity, which is in compliance with all 
applicable federal, state, and local laws.  It shall acquire and maintain 501(c)(3) non-profit 
status or be part of an institution that has that status by the Internal Revenue Service.

b. The school shall employ sound accounting methods and practices as prescribed by GAAP, 
Generally Accepted Accounting Practices.  

c. All funds generated by any school activity or organization shall be recorded in the school's books 
of accounts and shall be under the direct control of the school.

d. The school shall have a Financial Review or Audit annually.  

· Schools with total budgetary revenues of $500,000 or more shall have an annual, independent Audit Report of the school’s financial books by a CPA.  Once the school has had an audit, schools may alternate audits and reviews, provided that there are no more than two reviews between audits. 

· Schools with total budgetary revenues of $500,000 or less may instead have an annual Review Report produced by an independent CPA.
e. The school shall seek to minimize the risk of injury to its students, staff and faculty and shall 
seek to minimize the risk of financial loss to the school by having a risk management program in 
place that includes purchasing adequate insurance coverage.

f. All funds generated through the solicitation of donations or grants, stocks, gifts, or gifts in kind 
shall be managed according to current regulations, laws, or IRS requirements related to such 
gifts.

g. The school shall have policies in place for its budgeting process, including the development of a 
contingency fund, issues of conflict of interest, delinquent accounts collection, tuition remission,  
financial aid, all fundraising efforts, and endowment fund investment philosophy and spending 
policies.  All financial policies and procedures should be documented in the Administrative 
Handbook or Business Manual.
h. The board shall create long-range financial projections based on items in the strategic plans that 
have potential financial impact.

i. The school shall identify any ongoing deficit or long term debt and shall have a plan for 
addressing these obligations, including appropriate loan documentation, if applicable. 

SCHOOL’S RESPONSE – FINANCE, H1
H.1.a.  Explain when the school’s bylaws were last updated and whether they reflect current practice by the board.  
     
H.1.b.  Explain the accounting practices of the school and indicate the duties assigned to each staff member involved.
     
H.1.c.  How are fundraising priorities determined?  List all groups that may generate funds for the school and how their funds are managed.  Explain the process of collection, distribution, and reporting of such funds.  Comment on any challenges that this poses for the school and how these have been addressed. 
     
H.1.d. Describe the audit or review schedule for the school.  Provide at the time of the visit the most recent audit report or review report for the Team Leader and SAES representative.  Describe tuition increases in the last five years.

     
H.1.e.   Detail all insurance coverage carried by the school.  Explain when the last review of coverage was conducted.  If coverage was found to be outdated, what plans are in place to correct that situation?
     
H.1.f.  Explain how donations are handled, who manages these funds, how they are acknowledged, and how they are dispersed.  What percentage of the annual budget is derived from non-tuition and fees sources in the last three years?   Is there a long-range development plan?  If the school has an endowment or other designated funds, what controls are in place to manage these, and how do they benefit the school?
     
H.1.g.  Explain the timeline for the creation of the budget and who contributes to this process.  What is the policy for determining contributions to a contingency (emergency) fund?  If tuition remission is offered, clarify its implementation as an equitable benefit.  Indicate when the financial policies of the board were most recently reviewed and updated.  
     
H.1.h.  What components of optimism about the school’s future and pessimism concerning potential obstacles were considered in the development of the school’s long range financial plan?  
     

i.  Explain the plan to monitor improvements in teacher salaries and benefits.


     

ii.  Detail any upcoming capital improvements. 

      

iii.  What development goals has the school set for raising money outside of tuition?

What is the plan to accomplish this?  

     
H.1.i.  Explain the school’s current debt or deficit and plans to manage it. 
     
I. Facility and Safety -  Standards
I.1  The school shall maintain facilities that meet applicable health, fire, emergency, safety and sanitary codes of the city, county and state in which the school is located.

a. Outside play areas shall be inspected regularly and their use supervised with a safe ratio 
of 
adults to children.
b. The facility shall receive daily cleaning and maintenance for the health and well-being of 
the school community.  There shall be adequate janitorial support and maintenance for repairs 
done in a timely manner.  The school’s campus shall be well maintained and inviting.

c. The school shall assess the security of the facility and develop policies that address campus 
access, visitors, supervision, and student movement around campus.

d. The school shall have crisis plans in place in the event of a serious injury, natural 
catastrophe, criminal activity, threats, or other significant emergency.

e. The school shall have policies and procedures in place concerning the release of children 
to the correct legally designated adults.
f. The school shall provide health facilities and support staff adequate for the school's 
programs and shall keep on file updated immunization records for all students.  The school 
shall also have medication storage and dispensing policies.

g. Food services, if available, shall be licensed and provide nutritionally adequate choices.  
Staff 
supervising lunch duty (or EC snacks) shall monitor food brought to school to insure appropriate 
nutritional standards. Policies for the staff handling, preparing, or distributing food shall reflect 
healthy practices.
h. School vehicles, if applicable, shall comply with federal and state laws regulating 
licensing, registration, insurance, inspections, and capacity. 
      i.  The supervision of students is a priority in all settings including carpool, transition and break  

 periods, and between classes.

SCHOOL’S RESPONSE – FACILITY, I1
I.1.a.  For schools with preschools, elementary, and middle school programs, describe the playground/recess facilities and the schedule of use by grade level or age.  Describe the procedures for inspecting the playground and for maintaining a clean and safe area.    What requirements are in place to insure the safety of the children during recess?  What challenges does the staff face?
     
I.1.b.  Describe the schedule for cleaning the school daily and weekly and who oversees this work.  What does the first-time visitor see upon arrival at the school, and what tends to define that first impression?  

     
I.1.c.  What controls are in place to oversee access to the school and insure supervision of  students as they move about during the day?  What security concerns still present a challenge?
     
I.1.d.  How often are crisis plans reviewed and discussed?  Has the school community achieved a level of comfort and competence with these plans, and how have these been shared with parents to encourage confidence and minimize anxiety? 
     
I.1.e. Describe the procedures and school policies for dismissing students each day.  Where are these published and how are these enforced?  How are child custody issues handled in the school and what challenges face the staff in dealing with these?
     
I.1.f.  Explain the school’s procedures for dealing with injured or ill students or staff, including dispensing of medication, first aid, parent notification, and enforcement of immunization requirements.  To what local authorities must the school answer for compliance with safety inspections and certifications?  
     
I.1.g. Describe the school’s food service program, if any, and how it is monitored.  If the school supplies and/or prepares snacks or Extended Care food, who oversees this and what policies are in place to insure food safety?
     
I.1.h.  Explain the management of a school vehicle, if any, and who oversees its care, licensing, and use.  What are the policies for use of a school vehicle, and where are the requirements for seat belting children published?
     
I.1.i.  Describe school policies that explain the supervision of students who are not in class.  What challenges does the school face during these times?
     
J.  Culture and Climate – Standards
J.1  The school shall be a lively center of learning and exploration, acceptance and friendship, reverence and celebration.

a. There shall be a strong correlation between the stated mission and/or purpose of the school and the culture/climate that actually exists in the school.

b.  Students shall participate in experiences to develop a social ethic that fosters mutual respect and concern for individual and community rights, regard for property and the environment, and personal integrity and responsibility. 

SCHOOL’S RESPONSE – CULTURE, J1
J.1.a.  Explain how the culture of the school community has changed as it has evolved and if its mission has changed.  Has the community’s acceptance of changes over the years been reluctant or enthusiastic?   If a parish day school, has the parish understood and supported changes in the school?  Are the faculty, staff, and parents of the school able to explain the mission and purpose of the school effectively?
     
J.1.b.  Describe the activities and programs which are intentionally designed to uplift behavioral experiences and teach social empathy and responsibility within the student body. What are the strengths and weakness of these efforts so far?
     
K.  Accreditation Accountability  - Standards
K.1  The school shall fulfill the requirements of accreditation by providing current Documents of Adherence to Standards, all requested Supplementary Materials, a Self-Study, an on-site visit, and regular accreditation reports.  

a.  The school shall retain its membership in the Association.

b.   The school shall report progress on school improvements noted in the 
Recommendations of the On-site Visit Report and as required in regular interim 
accreditation reports.


c.  The school shall complete a yearly data form for the Association office.

d..  The school shall communicate any major changes in its program to the SAES office,

 
including a change in head of school or rector of the church, in the case of a parish day school.  
SCHOOL’S RESPONSE – ACCOUNTABILITY, K1
K.1.a..  What SAES events or services, if any, has the school used in the last few years to support its staff or program?
     
K.1.b. If this is a re-accreditation visit, describe what general improvements been made since the last accreditation visit.  Detail any major changes that have occurred at the school in the last five years.

     
K.1.c.  What changes in data collection and storage are planned in the future to assist with evaluating the school’s program?
     
K.1.d.  What major changes are anticipated in the life of the school in the next five years?  How will these impact the future of the school?
     
Observations and Conclusions:
The collaboration necessary for a successful self-study focuses different groups within the community on the inner workings of the school and the possibilities of school improvement.  Provide a narrative that includes a summary by the Steering Committee that:

a.  Highlights the strengths of this school as they became clear during work on this report

b.  Describes the weaknesses which were noted as the work on this report progressed


c.  Lists the priorities for probable action noted as a result of creating this self-study.  


d.  Explains the overall conclusions of the steering committee and how they would 


characterize the “state of the school”.
     
Head of School Addendum

While the head of school is an integral member of the steering committee for this self-study, the head of school also brings a vision and crucial interpretation of the school’s mission to the school community.  As such, the head is asked to complete the following summary report to be included with the Self-Study.

1.  List prominent strengths of this school.

     
2.  List recent changes or improvements at this school for which it should be commended.
     
3.  List significant challenges facing this school.

     
4.  What changes or improvements are necessary to address these challenges?  What are the plans for implementing these modifications?

     
5.  What did you discover through the process of developing this Self-Study?  
     
Supplementary Materials Required at the Time of the Accreditation Visit:

1.  Documents in Adherence to Standards 

2.  Bylaws, charter, articles of incorporation and a resolution signed by the board verifying that the bylaws and articles of incorporation are current and that the school has been granted 501(c)(3) status by the IRS.  If it is not separately incorporated, show evidence that the school is by charter, affiliated with a legally constituted not-for-profit church.
3.  Bylaws of endowment or investment funds established separate from the school

4.  Chapel service booklets 
5.  Prospective parent view book, school brochure, catalogs, etc. 
6.  Admission procedures information, tuition, tuition insurance, financial aid information 
7.  Sample student contract package 

8.  Complete school curriculum with scope and sequence 

9.  A syllabus of courses that is available for parents 

10.  Sample report cards, interim reports, conference forms 

11.  Sample newsletters, publications, communications for parents 

12.  Sample communications from the Parent Association 
13. Parent, Faculty, and Alumni surveys with results (see Appendix B, C, D) 

14.  Sample Alumni communications 

15.  Faculty salary scale and benefit options 
16.  Publications about the boarding program 

17.  A copy of the school’s latest standardized test results for the past two years
18.  Copy of (blank) head of school’s evaluation form 
19.  Copy of head of school’s contract with remuneration excluded 

20.  The school’s strategic or long range plan, including its current status 
21.  Board of Trustees Handbook of policies and procedures 

22.  Items from the completed Financial Checklist (see Appendix G.)
23.  Safety inspection licenses or certificates 

24.  Day care and program licensing  
25.  Enrollment Profile (see Appendix E.)

26.  Faculty/Staff Profile (see Appendix F.)

27.  Weekly schedules for all faculty and staff
28.  Copy of previous accreditation team On-Site Visiting Team Report 

29.  Staff Information Forms for each faculty and staff person (see Appendix H.)

30.  A poster board containing a picture of each faculty and staff member, including names and titles

31.  Most recent Technology Plan and Acceptable Use Policies 

Appendix

A.  Documents in Adherence to Standards

B.  Parent Survey

C.  Faculty Survey

D.  Alumni Survey

E.  Enrollment Profile

F.  Faculty/Staff Profile

G.  Financial Checklist

H.  Staff Information Forms
I.  Academic Subject Assessment
A.  Documents in Adherence to Standards

(* These items will be reviewed during the Visit by the Team Leader and SAES representative.)

1. The published mission of the school.

2. A description of the religion program in the school including how the program expresses the school’s Episcopal character.
3. A description of the process for admission to the school.  Include a sample student enrollment contract.

4. A statement regarding the school's inclusivity policy and its plan for encouraging diversity in both the student body and among faculty and staff.

5. An accounting of student enrollment by grade or level; include enrollment figures for the past five years.  

6.  A copy of the parent organization by-laws.

7. Faculty Information:
a.  The current number of teachers, assistants, and other instructional faculty.  Indicate the 
number of full-time and part-time; indicate the number of degreed and non-degreed individuals in 
instructional positions.

 b.  The number of teachers who have left the school during the previous three years and their 
reasons for leaving.  

c.  The titles of all non-instructional administrators (business manager, development director, 
bookkeeper, secretary, nurse, facilities manager, maintenance staff, etc.) and an indication of how 
long each has held his/her position. 


d.  The job description and qualifications required for each position at the school
8.  A description of the school's administrative organizational chart (head of school, assistant head, department heads, etc.) and designations for academic levels (EC, LS, MS, HS, etc.).

9. A sample employment contract or letter of agreement.

10. A description of the evaluation process for teachers, administrators, and the board of trustees.
11. A description of the school's professional development program for faculty and staff including:

a.  recent curriculum or instructional emphasis in faculty development


b.  child abuse and sexual misconduct training

c.  CPR and other safety training required of faculty and staff

12. A copy of published procedures regarding conflict resolution in adversarial situations.

13. An overview of the curriculum (one page summary for each grade level or subject area), including a description of the school's assumptions about learning.
14.  The school’s policies for addressing the learning needs of exceptional students (learning disable, gifted, etc.)  Include faculty or contract professionals who offer supportive services (counselors, tutors, etc.)
15.  A copy of the school’s current calendar.

16. Evidence of the school's charter, constitution, bylaws, articles of incorporation (if applicable), and non-profit status.
17. The school’s handbooks/manuals that state policies and procedures affecting students, families, faculty, and board members.

18.  A copy of the board’s current calendar, including committee meetings, board development retreats, and involvement in the life of the school.

19.  The school’s strategic/long-range plan.

20.  A summary of any legal action involving the school currently pending or previously in place in the last ten years.

21. The current budget with narrative regarding operational surpluses or deficits. In the case of deficit, explain how the deficit was incurred and how it will be remedied.

22  A copy of fundraising/development policies.

23. The statement of policy delineating that separate and independent financial books are kept for the school and the church, if the school is aligned with the church.

24. A copy of the most recent audit. This must be a "certified audit" of the school's books for the year immediately prior to the submission of the documents and should be conducted by a certified public accountant. Schools with total budgetary revenues of $500,000 or less may present an annual review performed by an independent CPA (see the SAES Small School Financial Review Form.)
25.  The school’s policy of financial aid and the percentage of the budget committed to the awards.

26. A description of the location of the school in the community and its physical plant, including facilities that are loaned or leased to the school.

27. Evidence that the school meets all applicable fire, safety, and health requirements for the city and state in which it is located.

28. Evidence of insurance coverage, including property, general liability, fire and theft, directors & officers liability, errors and omissions or professional liability, workers’ compensation, special event coverage, and student insurance.
B.  Parent Survey
SAMPLE – The school may duplicate all or any part of this sample survey and add other items of interest to the school.

Parent/Guardian Survey

To assist us in determining the effectiveness of the school’s communication with parents/guardians, please indicate your agreement or disagreement with the following statements.  We would appreciate any comment you wish to make that might help to strengthen communications.









Strongly Agree
Disagree








agree


1.  The admissions process including interview and 




     communications clarified expectations with regard to:

a.  the admission process itself




____
____
​____

b.  the experience a student might have at the school

____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

2.  The atmosphere of the interview was welcoming

and hospitable.






____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

3.  The school supplied sufficient information between

acceptance and the beginning of the first year of school.

____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

4.  General communication between the school and home is

effective.






____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________









Strongly Agree
Disagree








agree


5.  General communication between the teachers and home is

effective.






____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

6.  Conferences can be arranged with ease and are helpful.
____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

7.  The school’s website is useful and a regular source of 

information for our family.




____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

8.  Communications about financial matters are clear.

____
____
____

Comment:  _____________________________________________________________________

______________________________________________________________________________

9.  Opportunities for volunteering and supporting the 

school are communicated well.




____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

Please make any suggestions you have for strengthening communications between the school and home and for improving the school.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

C.  Faculty Survey
SAMPLE – The school may duplicate all or any part of this sample survey and add other items of interest to the school.

Faculty/Staff Survey

To assist us in determining the effectiveness of the school’s operations with faculty and staff, please indicate your agreement or disagreement with the following statements.  We would appreciate any comment you wish to make that might help to strengthen communications.









Strongly Agree
Disagree









Agree

1.  The policies and procedures that govern the school

are clear.






____
____
____

Comment: ____________________________________________________________________

_____________________________________________________________________________

2.  The faculty and staff are included in planning 

the academic direction of the school.



____
____
____

Comment:_____________________________________________________________________

_____________________________________________________________________________

3.  Communication with the faculty and staff about

changes in the program is timely.



____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

4.  The faculty and staff are included in planning the 

activity calendar for the year.




____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

5.  Communication with parents by the school is


effective.






____
____
____


Comment:______________________________________________________________________

______________________________________________________________________________









Strongly Agree  Disagree









Agree

6.  The majority of communication with parents by teachers has been through (number 1-4)

___conferences, ___phone contact, ___email, ___written.

This has been effective communication.



____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________
8.  The school has successfully assisted your professional

development.






____
____
____  

Comment on the most valuable experience in your own professional development in the past three years: ______________________________________________________________________________

______________________________________________________________________________

7.  The staff meeting schedule has allowed for 

sufficient input for constructive decision-making.

____
____
____

Comment:______________________________________________________________________

______________________________________________________________________________

Please make recommendations that you feel would strengthen the communications among staff and faculty and with parents for the improvement of the school.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

D.  Alumni Survey
SAMPLE – The school may duplicate all or any part of this sample survey and add other items of interest to the school.








Name (optional)___________________








Current school ____________________








Year graduated from [x]_____________

Alumni Survey

To assist us in determining the effectiveness of the school’s program, please indicate your agreement or disagreement with the following statements.  We would appreciate any information that you are willing to share to help us strengthen our program and improve communications with former students.








Strongly  
Agree
Disagree








Agree








1.  As a graduate of [our school], do you agree



that you were well prepared for high school?

____

____
____

Comment:______________________________________________________________________

______________________________________________________________________________

2.  Do you feel that your study and time-management

skills prepared you for high school?


____

____
____

Comment:______________________________________________________________________

______________________________________________________________________________

3.  What classes are you currently taking?  Are any of these classes advanced or honors classes?

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

4.  In which extracurricular programs are you involved (sports, choir, drama, clubs, etc.)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

5.  We would like to stay in touch with you and follow your high school and college career.  What is the most effective way to stay in touch?

____letters
____newsletters

___email
___links on our web page     ____other

Comment:______________________________________________________________________

______________________________________________________________________________

6.  In order for us to assess the effectiveness of our academic program, will you please attach a copy of your most recent grades or let us know how you are doing in your subjects?  This is a requirement of our accreditation that we review this information to insure that our program is preparing our students for success in high school.

Comment______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

E.    Enrollment Profile
1.  Total Current Enrollment:  As of September 1 of the current school year:



Total Enrollment:_____________

	
	Infant
	2’s
	3’s
	4’s
	K
	1st
	2nd
	3rd
	4th
	5th
	6th
	7th
	8th
	9th
	10th
	11th
	12th

	Male
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Female
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Day
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Boarding
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.  Ethnic/racial Diversity:  Provide an enrollment chart showing ethnic and/or racial distribution by grade as of October 1 of the current year, using categories which are applicable for the school.

3.  Total Historical Enrollment:  Show total enrollment figures for the past three years.

	
	Day Students
	Residential
	Non-citizens of U.S.
	Total Enrollment

	Current Year
	
	
	
	

	One Year Ago
	
	
	
	

	Two Years Ago
	
	
	
	

	Three Years Ago
	
	
	
	


4.  Admissions Data 

	YEAR
	# of Inquiries
	# of Applications
	# of Acceptances
	Enrollments

	Current Year
	
	
	
	

	One Year Ago
	
	
	
	

	Two Years Ago
	
	
	
	

	Three Years Age
	
	
	
	


5.  Academic Profile:  According to admission policies, indicate the range of academic ability and promise within the student body as known through the admission process.  Include information on what, if any, admission testing is used:

Admission requirement, if any:  ___________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

Indicate the % of students known to present 
overall below average academic ability  ___________







overall average academic ability

___________







overall above average academic ability
___________

F.  Faculty and Staff Profile: 

1.  The number of staff and faculty as of October 1 for the current year.







FACULTY





ADMINISTRATIVE STAFF

	
	Full-Time
	Part-Time
	Full-Time
	Part-Time

	Number of Women 
	
	
	
	

	Number of Men
	
	
	
	


2.  Range of ages of full-time teaching faculty and administrators:

	Age
	Under 25
	26 – 35
	36 – 45
	46 – 55
	56 – 60
	Over 60

	Number
	
	
	
	
	
	


3.  Range of total teaching experience of full-time faculty and administrators :

	Yrs. of Experience
	1 – 3
	4 – 6
	7 – 10
	11 - 15
	16 – 20
	Over 20

	Number
	
	
	
	
	
	


4.  Range of teaching experience at this school of full-time faculty and administrators:

	Years at School
	1 – 3
	4 – 6
	7 – 10
	11 – 15
	16 – 20
	Over 20

	Number
	
	
	
	
	
	


5.  Ethnic/racial Diversity:  Provide a chart showing ethnic and/or racial distribution within the faculty and staff as of October 1 of the current year, using categories which are applicable for the school.

6.  Faculty Attrition:  Enter each teacher who left the school in only one category.

	
	Moved
	Left profession
	Different school
	Retired
	Not rehired
	Other 
	Total not returned

	One Year Ago
	
	
	
	
	
	
	

	Two Years Ago
	
	
	
	
	
	
	

	Three Years Ago
	
	
	
	
	
	
	


7.  Faculty Salaries:

Current Year, full-time faculty:  Median salary ________________________

Current Year, lowest full-time salary:______________________  Number of faculty at this level __________


         highest full-time salary:______________________  Number of faculty at this level __________

Compared to the local public school district, what % of that salary scale is this school’s salaries? ____________

G.  Financial Checklist
The following must be made available for examination by the visiting committee:

___1.  The school’s charter or evidence of authorization by the sponsoring institution.

___2.   The school’s bylaws.

___3.  The school’s articles of incorporation.

___4.  Evidence of tax-exempt status with IRS 501(c)(3).

___5.  IRS compliance with the publication of non-discrimination policies (see form 5578).

___6.  Board of Trustees Handbook with financial policies and procedures included


___a.  Policies concerning development of budget


___b.  Policies concerning balancing the budget or addressing a deficit


___c.  Policies concerning emergency reserves


___d.  Policy concerning access to budget information, including monthly reporting to departments


___e.   Policies explaining the handling of accounts receivable, payable, donations


___f.   Policy to fund ongoing major repairs and replacements


___g.  Policy concerning management of long-term debt


___h.  Policies for collection of tuition and fees and management of “aged” accounts


___i.   Policy addressing conflict of interest for trustees



___j.   Policy of management of financial aid


___k.  Policies related to gift acceptance

___7.  Board finance committee minutes to insure policies are in place and there is regular financial reporting and planning

___8.  Current year’s budget

___9.  Last three years’ reports of budget vs. actuals.

___10.  Plans, if any, to address major plant replacement, renovations, additions

___11.  Long-range financial plans

___12.  Historical review of last three years’ faculty salary scale and salary increases for staff

___13.  Method and rationale for annual determination of faculty and other employee salaries.

___14.  Evidence of benefits provided for all employees; 

___15.  Board minutes should note that compensation of the head of school is set by the executive committee, and the minutes note annual compliance with IRCode 4958 concerning avoidance of Intermediate Sanctions using “Rebuttable Presumption Checklist”.  (This code does not apply to persons compensated $85,000 or less.)

___16.  If the school has been issued tax-exempt bonds, management procedures and monitoring compliance with all federal, state regulations and all covenants. 

___17.  Financial aid published policies; use of an independent agency to analyze family’s ability to pay, published materials, and awards % of budget for last three years

___18.  Enrollment contract that covers fees, payments, unconditional obligations, tuition refund, if any, and acceptance of rules and regulations; last review by legal counsel.

___19.  Information concerning a tuition insurance plan, if any.

___20.  A list of other fees charged by the school and refund policies, if any, related to them.

___21.  If an endowment fund or other restricted funds are in place, provide the articles of incorporation and bylaws of the endowment board, policies for investment and spending, and minutes of recent board minutes.

___22.  Financial statements to see that books are being kept on an accrual or modified accrual basis

___23.  Chart of accounts including restricted, unrestricted, plant funds including Provision for Plant Replacement Renewal and Special Maintenance (PPRRSM)

___24.  Federal, state and local tax returns to verify filing on time.

___25.  Management letters from the last three most recent audit reports or review reports to determine if recommendations have been met.

___26.  Explanation of accounting software being used, if any.

___27.  Verification that no separate bank accounts are open by affiliated organizations (PTA, booster club, etc.) unless the school’s business officer has signatory responsibility.  Review policies for funds management, collection, recording, and reporting.

___28.  The most recent audit report or review report and board minutes indicating that this is presented annually to the full board.

___29.  A recent annual financial report to the school’s constituents.

___30.  Verification of the school’s risk management program that includes safety policies.


___a.  Vehicle safety


___b.  Requirements for bus or van driver qualifications


___c.  Chemical handling and storage (cleaning and science/classroom materials)


___d.  Emergency/Crisis management Plans


___e.  Preventive maintenance and inspections


___f.  Review of risk assessment for field trips, sports programs, hazardous activities, summer programs 

and camps, outside contractors, construction, use of facilities by external groups


___g.  Legal review of employee handbook that contains all employment policies and procedures


___h.  School records retention and destruction policies and procedures


___i.  Verification of staff training in workplace sexual harassment policies and situations involving 

child sexual abuse 

___31.  Verification of the school’s insurance coverage:


___a.  Fire and theft


___b.  Auto loss or damage from owned or non-owned vehicle


___c.  General liability/accident or injury


___d.  Umbrella excess liability


___e.  Property, casualty


___f.  Scheduled property


___g.  Errors or omissions or Professional Liability


___h.  Directors’ liability


___i.  Workers’ compensation


___j.  Other:  such as student supplemental medical coverage, flood insurance, business interruption insurance, special events coverage

___32.  Verification that the school’s tax exempt status is not jeopardized ((Jeopardizing Tax Exemption is taken from IRS website):

· must absolutely refrain from participating in the political campaigns of candidates for local, state, or federal office

· must restrict its lobbying activities to an insubstantial part of its total activities 

· must ensure that its earnings do not inure to the benefit of any private shareholder or individual

· must not operate for the benefit of private interests such as those of its founder, the founder’s family, its shareholders or persons controlled by such interest

· must not operate for the primary purpose of conducting a trade or business that is not related to its exempt purpose, such as a school’s operation of a factory

· may not have purposes that are illegal or violate fundamental public policy

H.  Staff Information Forms
Each faculty and staff member is to complete this information form.

Name:_______________________________________________________________________________


Year Appointed_________



Gender____




Residence ___on-campus
___off-campus


Current Position or Teaching Assignment_____________________________________________


Part time or Full time?________________________

Educational Background:

________________________________   
______________________
_____________


High School




City, State


Yr. Graduated


________________________________

______________________
_____________


Undergraduate College Completed

Major



Degree Awarded

________________________________

______________________
_____________


Graduate College Completed


Major



Highest Degree 











Awarded


Currently taking ____undergraduate courses
_____graduate courses
 




_____courses for specialized licensing:_______________________________________

Work Experience:
(For faculty):  Last three prior Teaching/Administrative experiences




Institution/Location



Dates


Title or Teaching Assignment

____________________________________
________________
______________________________

____________________________________
________________
______________________________

____________________________________
________________
______________________________

(For non-teaching staff):  Last three prior work experiences

Business




Dates


Title/Position

____________________________________
________________
______________________________

____________________________________
________________
______________________________

Additional Information from Faculty and Teaching Staff:

Teaching Assignments, Current School Year

	Course Titles and/or Subjects and Grade Levels
	# of Students in Class

	
	

	
	

	
	

	
	

	
	


Supervisory Duties:  Study Hall, Playground, Cafeteria, Dorm, etc.

	


Extra-Curricular and Sports Assignment by Level and Season

	


Administrative Responsibilities

	


Committee Assignments

	


I.  Academic Subject Assessment
Chart all courses taught in a grade or a single subject across grade levels and assess their instructional effectiveness.  Include resources needed to improve each area.
Sample, by grade level
	Grade Level
	Subject
	Instructional Strengths 
	Instructional Weaknesses
	Assessment Methods to Determine Mastery

	
	Language Arts
         
	
	
	

	
	Mathematics

	
	
	

	
	Science

	
	
	


Etc.
Sample, by subject area

Subject:  Language Arts

	Grade
	Focus Area
	Instructional Strengths
	Instructional Weaknesses
	Assessment Methods to Determine Mastery

	K
	Phonemic awareness


	
	
	

	
	Early writing


	
	
	

	
	Reading 


	
	
	

	
	Vocabulary – sight words


	
	
	

	
	Listening and speaking


	
	
	

	1
	Reading fluency


	
	
	

	
	Handwriting


	
	
	


Etc.












