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How to Complete the Campus/Department Improvement Plan 
 
 
 
 
 
 
 
 
In the portfolio double click the Improvement Plan form to launch it. 
 
Page 1 – Cover Page 


• The 1st page is the plan’s cover page. Fields for text entry should be highlighted blue. Click in 
the red rectangle to enter the campus/department name. 


o If you cannot see the text entry fields click the Show Fields button in the Navigation 
Pane and then the Highlight Fields button in the upper right corner. 


• Pressing the Tab key will take you to page 2 or use the Next Page button. 
 
Page 2 - Overview 


• If the campus/department name is not appearing at the top of the page in the red rectangle it will 
need to be entered. 


• Click in the Overview field to begin entering text. 
o This is a multi-line field. You will not be able to type beyond the field borders. The font 


size will not self-adjust.  
• Click the Save button > Save Portfolio. 
• Click the Next Page button in the form toolbar to move to the next page. 


 
Page 3 – Improvement Goals & Measurable Objectives 


• Enter the goal. This is a multi-line field. Press tab when finished. 
• Enter the performance objective. This is a multi-line field. Press tab when finished. 
• Select the focus area. Press tab. 
• Enter the 1st improvement strategy. Row fields are multi-line fields. Press tab to move to the 


next field.  
• If too much text is entered in a field the field will flow off the bottom of the page.


• If another improvement strategy is needed click the Add button at the end of the row. Continue 
to add additional strategies for 


 You must 
monitor the field length. If you cannot see the Add New Goal or Objective button at the bottom 
of the page too much text has been entered. Remove some text then click the Add New Goal 
or Objective button to add another page and continue in a new field. 


this


• When you are finished adding strategies for this goal/objective click Save > Save Portfolio. 


 goal and measurable objective. New rows will force a new 
page if necessary. 


• Click the Add New Goal or Objective button to create another page for a new goal and/or 
measurable objective. 


• Continue to add new pages as needed. Save after each new page. 
 
Last Page – Bibliography 


• Move to the last page of the document to add bibliography data. Add another page if necessary. 
• Save > Save Portfolio. 
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District Goals:  (one of the 5 goals) e.g.  “Reduce course failure rate.” 


SMART Objective (Specific, Measurable, Achievable, Relevant, Timely) 
 


How will you know if you’ve met your objective?  e.g.  “District Triand data for campuses” 
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Comprehensive Needs Assessment  
Data Analysis Form 


Adapted from US Department of Education           Place in CIP/DIP Documentation File                 Revised April 2009 
                                       


                                                      __________________________  
   Campus/Department 


 
 


Page 1 


Identified Focus Areas:   Environment (E), Instruction (I), Assessment (A) 
Need Focus 


Area 
Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 


Need Focus 
Area 


Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 


Need Focus 
Area 


Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 







Comprehensive Needs Assessment  
Data Analysis Form 
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Continued from page 1: 


 
Page 2 


 


Identified Focus Areas:   Environment (E), Instruction (I), Assessment (A) 
Need Focus 


Area 
Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 


Need Focus 
Area 


Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 


Need Focus 
Area 


Possible Causes 
 
 
 
 
 
 
 
 
 
 
 
 


Priority 
 
 
 
 
 
 


Possible Actions 
 
 
 
 
 





		CNA - Data Analysis, Page 1

		CNA - Data Analysis, Page 2



		location: Johns Elementary

		Need: Student Behavior Expectations

		Focus Area: E

		Possible Causes: -no consistency from teacher to teacher on basic expectations 
-teachers do not or will not enforce items like dress code, quiet halls, other school wide expectations
-teachers are unclear as to expectations

		Priority: 

		Possible Action: -review at beginning of year and at staff meetings what is expected of students and teachers

		Need_2: 

		0: Improved school climate - philosophy that every child is important and can make progress.  Teachers may not truly believe that the student can and will make the progress



		Focus Area_2: 

		0: E

I




		Possible Causes_2: 

		0: -Lack of instruction time or focus
-Low teacher morale
-Children begin year below grade level or lacking prerequisite skills



		Priority_2: 

		0: 



		Possible Action_2: 

		0: -Ruby Payne book study
-Before/after school instruction to build up missing skills
-Earlier intervention - 1st six weeks not third
-Reading interventions in primary grades and earlier in year
-number sense explicitly taught
-Ongoing teacher dialogue and collaboration




		Need_3: Lack of basic number sense in Math (pre-k to 6) and vocabulary in all areas

		Focus Area_3: I

		Possible Causes_3: -Not been a focus in past years
- Not an easy way to assess
-Lack of Follow up on SIOPP or collaboration strategies
-Lack of understanding / familiarity with Resources
-LEP population/ cultural

		Priority_3: 

		Possible Action_3: -Number sense development
-SIOPP training
-staff development / Dialogue on current resources
-focused, intentional consistent vocabulary development
-Science word of the day


		Need_4: 

		0: Best Practices in teaching used for reading and math



		Focus Area_4: 

		0: I



		Possible Causes_4: 

		0: Assessment
Lesson Plans
Lack of classroom Libraries
Teachers not utilizing resources properly



		Priority_4: 

		0: 



		Possible Action_4: 

		0: better documentation in lesson plans
Use budgets to buy supplies to support reading 
Use of Daily five philosophy in all classes
Develop math concepts through use of small groups, manipulatives, daily vocabulary, number sense activities



		Possible Action_6: -training on teleparent
-training on translation line
expectation that parents will be contacted about concerns or positives.  

		Priority_6: 

		Possible Causes_6: Language barriers
no expectation by some staff that parent must hear from teacher due to different languages.  

		Focus Area_6: E

		Need_6: Communication with parents of LEP and Non LEP students

		Possible Action_5: -Collaborate on number sense
-Develop with Roark Elementary
-Grade level collaboration
-cross grade level discussion about data
-classroom visits with other teachers at Johns and other schools.  

		Priority_5: 

		Possible Causes_5: -time
-required staff development



		Focus Area_5: I

		Need_5: Collaberation








Arlington ISD Comprehensive Needs Assessment Tool for CIP/DIP 


Adapted from WestEd Place in DIP Documentation File in each deparment Revised April 7, 2009 


 
Purpose: To identify different sources from which you can collect data for your comprehensive needs assessment. 


Directions: 1. Below each area (Environment, Instruction, Assessment) of the needs assessment are listed data types related to that area. Next to each are 
examples of possible indicators. Review the list and analyze the data from each area using the Data Analysis Form. 


2. Check the Sources of Information table at the end of this tool to get ideas for where to collect the data. Indicate any additional sources used. 
3. List data sources used in column 3. 


 
Data Types and Possible Indicators 


Area: Environment 


Student Demographics Possible Indicators Data Sources 


 Enrollment • Total number of registered students 
• Number of students in special programs (e.g., Title I, LEP, gifted and 


talented) broken down by category 
• Number of students broken down by ethnicity, language group or 


other meaningful categories 


•  


 Daily Attendance • Average daily attendance of students by grade, grade span, whole 
school, or other enrollment category 


• Percent of students tardy for classes 
• Number of students who have been absent from school 21 days or 


more 


•  


 Mobility/Stability • Mobility rate: the percent of children who move in and out of a school 
during a year. 


• Stability rate: the percent of students who remain in the same building 
for the entire year 


•  


 Socioeconomic Status (SES) • Percent of students receiving free- or reduced-price lunch. 
• Average level of parents’ education and/or household income. 
• Unemployment rates in the attendance area 


•  


 Student Behavior • Number or percentage of discipline referrals or incidents 
• Number or percentage of student suspensions and expulsions 
• Frequency of gang related, substance abuse, or other at-risk behavior 


•  


 Student Attitudes • Student attitudes toward school analyzed and reported by content or 
other area •  


 Limited English Proficiency • Percent of students with limited English proficiency 
• Percent of families who speak English as a second language 
• Percent of various languages spoken in student’s homes 


•  
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School 
Management/Organization Possible Indicators Data Sources 


 Class Size • Average instructional staff/student ratio computed by grade level or 
grade span 


• Composition of students in the largest classes, the smallest classes 
and the average sized classes 


•  


 Coordination Plan • Description of the activities conducted to ensure that students' 
instructional day or program is coordinated so students do not 
participate in fragmented instruction 


• Clearly defined plan for transitioning students (i.e., pre-school to 
elementary school, 6th to 7th grade, 8th to 9th grade) 


•  


 School Procedures • Class schedules 
• Tutorial schedules 
• Bell Schedules 


•  


 Governance • The presence of school-site councils, teacher input into decision-
making, the organization of teachers by teams •  


 Discipline Policy • Clearly defined and articulated student management and discipline 
policy •  


 School Philosophy • Statement of the underlying philosophy of the school 
•  


 School Mission • Statement of the underlying purpose of the school 
•  


 Content and Performance 
Standards 


• Method by which content and performance standards are 
communicated to the community, teachers, parents and students 
about what students can and should learn 


•  


 Behavior standards • Description of behavior standards in student and parent handbooks 
•  


 School Climate • The quality of student-teacher interactions, student attitudes towards 
school, teacher job satisfaction, teacher expectations and beliefs about 
what students can accomplish 


• Safety of students and teachers 
• Perceptions of parents, students and community members 


•  
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Family / Community 
Involvement 


Possible Indicators Data Sources 


 Types of Involvement • Frequency of parent visits to school 
• Purposes for which parents visit the school (e.g., volunteering, 


learning, advocacy, decision making) 


•  


 Communication with Parents • Amount and frequency of information disseminated to parents  
• Languages in which the documents are written 
• Feedback from parents about information provided by school 


•  


 Parent Input • Amount and frequency of opportunity for involvement in decision-
making 


• Number of parents represented on school site councils 
• Background of parents most frequently involved in school 


•  


 Parent Education • The number of education activities provided 
• Parent workshop evaluations 
• Evidence of teachers trained in parent involvement 


•  
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Area: Instruction  


Curriculum and Instruction Possible Indicators Data Sources 


 Instructional Program • Effectiveness of PK-2 instruction and interventions  
• Assessment of the school by staff regarding the attributes of effective 


schooling 
• Amount of planning time scheduled during school day 


•  


 Instructional Effectiveness • The number, quality, variety and type of instructional strategies and 
techniques used by staff 


• Appreciation and awareness of different learning styles in the 
classroom 


• Frequency and structure of collaboration among instructional staff to 
utilize assessment data to inform instruction 


•  


 Curriculum Materials • The amount and quality (i.e., age, condition and variety) of 
instructional materials 


• The extent to which available materials are consistent with state and 
district content standards 


•  


 Support Personnel • Effective use of instructional support and special program staff 
• Effective use of paraprofessionals to support student learning 
• Need for early intervention programs/strategies 
• Need for instructional coaching 


•  


 Enrichment/Intervention • Clearly defined process for meeting student’s educational needs within 
or outside the classroom  


• Evidence of sufficient information on which to base effective assistance 
for students 


• Instructional materials are appropriate for student instructional levels 
• Evidence of use of differentiated instruction based on student needs 


•  


  


Professional Development Possible Indicators Data Sources 


 Coherence • Existence of district- and school-level professional development plan 
• Funds available for professional development 
• Registration and/or selection procedures for professional development 


opportunities 
• Additional resources from district 


•  


 Alignment • Percentage of teacher-initiated professional development 
• Number of professional development opportunities designed to address 


standards and curriculum 


•  
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 Methods and Activities • Description of types of professional development activities 
• Number and type of professional journals or books available at school 
• Number of faculty that actively mentors other staff 


•  


 Schedule • Number of professional days or district resources dedicated to 
professional development •  


 
 


 


Classroom Planning Possible Indicators Data Sources 


 Standards/ Expectations • Learning activity plans indicate how standards of behavior are taught 
•  


 Instructional Style • Lesson plans indicate strategies that address different learning styles 
• Lesson plans indicate strategies that address different cultural 


backgrounds 


•  


 Classroom Organization • Lesson plans describe student grouping arrangements 
•  


 
 


 


Technology Possible Indicators Data Sources 


 Types • Inventories of the current working audio, visual, computer and 
multimedia technology resources (e.g., televisions, computers, 
software, cassette players) 


•  


 Access • Location of the technology resources (e.g., classroom, laboratory, 
media center, storage closet) 


• Times the resources are available to staff and students (e.g., during 
class, after school, during free periods or planning periods) 


•  


 Use • Ways in which technology is used (e.g., instruction, assessment, 
record keeping, games) 


• Frequency of use of technology by staff and students for the purposes 
of instruction, assessment, record keeping, data analysis 


•  


 Training • Number or percentage of staff trained to use technology resources 
• Dates and length of training opportunities 


•  


 
 


 
 


Staffing Possible Indicators Data Sources 


 Highly Qualified Teachers • Compare teacher certification and effectiveness to grade or area taught 
• Most effective teacher with neediest students 
• Implications for individualized coaching/mentoring 


•  


 Paraprofessionals • Being used effectively to support student learning 
•  


 Tutors • Compare certification to tutoring area 
• Being effective in increasing student learning 


•  
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Area: Assessment  


Assessment Possible Indicators Data Sources 


 Assessment Tools • The number, quality, variety and type of assessment tools (not TAKS) 
and strategies developed/used by staff •  


 Assessment Databases • Number and type of student assessment records for current students 
• Number and type of student assessment records for graduated 


students 


•  


 Data Disaggregation • Disaggregate and analyze data by subpopulations, grade level, gender, 
teacher 


• Number and type of student assessment records for graduated 
students 


• For students not meeting the standard, analyze factors that may affect 
student results 


• Identify objectives missed to determine patterns and trends 


•  


 Purpose • The extent to which assessments are aligned with state and district 
content standards 


• The extent to which assessment is tied to instructional strategies used 
by staff 


•  


 
  


Student Achievement Possible Indicators Data Sources 


 Academic Performance • State or local testing (norm-referenced or criterion-referenced tests) 
• Performance assessments and/or classroom assessments 
• Grades 
• Writing samples 


•  


 Completion Rates • Graduation/promotion rate, retention rates, percentage of dropouts 
• Disaggregate data by subpopulation, gender, ethnicity, teacher 


•  


 Multi-year Trends • Longitudinal academic performance data 
•  


 Comparative Data • Comparative performance of low-income students versus other 
students at the school (or other meaningful categories) 


• Comparative performance school or sub-groups of student at the state 
and federal levels 


• Comparative performance of special program (Bilingual, ESL, Career & 
Technical Ed, Special Ed) students campus, district and state 
performance 


•  


 Post Secondary • Number or percent of students attending and/or completing 
post-secondary schools 


• Number or percent of students accepted in the armed services 
• Number and location of students who directly enter the work force 


•  
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Sources of Information 


District/School Files Teaching/Learning or 
Classroom Instruction Records People Other 


 School Plans  
 Budget 
 Technology Plans 
 Evaluations & Other 


Reports 
 AEIS report 
 
 


 Curriculum and 
Assessment Materials 


 Lesson Plans 
 Student Work 
 School Reports 
 Observation Reports 
 Checklists 
 Triand reports 


 School Records 
 District Records 
 School Calendar 
 Minutes of Faculty 


Meetings 
 Minutes of Parent 


Association Meetings 


 Instructional Staff 
 Non-instructional Staff 
 Families/Students 
 Newspaper Articles 
 Real Estate Analysis 
 Other Community Based 


Information/Reports 


    
    
    
    
    
    
    
  


 





		Environment - Student Demographics

		Environment - School Management & Organization

		Environment - Family & Community Involvement

		Instruction - Curriculum & Intervention

		Instruction - Professional Development


		Instruction - Classroom Planning


		Instruction - Technology 

		Instruction - Staffing


		Assessment - Assessment
 

		Assessment - Student Achievement


		Sources of Information



		Enrollment: On

		Daily Attendance: On

		MobilityStability: On

		Socioeconomic Status SES: On

		Student Behavior: On

		Student Attitudes: Off

		Limited English Proficiency: On

		Class Size: On

		Coordination Plan: Off

		School Procedures: On

		Governance: On

		Discipline Policy: On

		School Philosophy: On

		School Mission: On

		Content and Performance: On

		Behavior standards: On

		School Climate: On

		Types of Involvement: On

		Communication with Parents: On

		Parent Input: On

		Parent Education: On

		Instructional Program: On

		Instructional Effectiveness: On

		Curriculum Materials: On

		Support Personnel: On

		EnrichmentIntervention: On

		Coherence: On

		Alignment: On

		Methods and Activities: On

		Schedule: On

		Standards Expectations: On

		Instructional Style: On

		Classroom Organization: On

		Types: On

		Access: On

		Use: On

		Training: On

		Highly Qualified Teachers: On

		Paraprofessionals: On

		Tutors: On

		Assessment Tools: On

		Assessment Databases: On

		Data Disaggregation: On

		Purpose: On

		Academic Performance: On

		Completion Rates: On

		Multiyear Trends: On

		Comparative Data: On

		Post Secondary: Off

		data: 

		0: PEIMS, 504,LEP, SPED,  G & T, ESL/BIL data, AEIS



		data1: 

		5: 

		4: AP reports, SASI

		3: PEIMS, AEIS

		2: AEIS

		1: SASI, AEIS, PEIMS

		6: AEIS, PEIMS, SASI



		data2: 

		0: AEIS, PEIMS,SASI

		1: 

		2: Master Schedule

		3: SBDM,Team Leaders meetings, Staff meetings

		4: Student code of conduct

		5: Mission and vision statement

		6: Mission and Vision statement

		7: staff hand book, parent meetings and involvement, parent contact by teachers, 

		8: Parent and student handbook

		9: Year end survey, open discussions, staff meetings



		data3: 

		0: Family Involvement coordinator, volunteer logs,sign-in logs,

		1: Teleparent, teacher notes,translation of flyers and notes, 

		2: PTA, SBDM, after school activities for parents and children, 21 century program

		3: Parent feedback from events, ERO records



		data4: 

		0: DRA2, EDL, BOY - MOY-EOY testing

		1: Teacher lesson plans, teacher input, Administrative observation

		2: Student work, Lesson plans

		3: Weekly schedules of IF's,
Testing results, Triand, DRA, EDL

		4: Minutes from  staff meetings , lesson plans, observations

		5: district requirements,ERO,District training 

		6: ERO



		data5: 

		0: ERO, District info, Teacher resource room, SBDM

		9: SBEC, Administrative staff meetings, TTAS, observations

		8: ERO, Staff developments

		7: Computer CTM, Lab reports, Budget review

		6: asset inventory

		5: Asset inventory

		4: Lesson plans

		3: Lesson plans

		2: Lesson plans

		1: School calender, district calender, subs allotment

		11: DRA, EDL, District benchmarks

		10: 



		data6: 

		0: DRA, EDL, Observation tools, benchmarks

		1: Triand

		2: Triand, teacher meetings, grade level meetings

		3: Staff meeting notes and minutes, team meeting notes and minutes

		4: TAKs, benchmarks, DRA, EDL

		5: AEIS

		7: AEIS

		8: 

		6: AEIs, TAKs results



		data7: 

		0: Fast forward data

		1: 

		2: 

		3: 

		4: 

		5: 

		6: 

		7: 







