Tips for Completing the DOP Worksheets
Completing the Document of Progress (DOP) worksheets is probably the most important task school and teacher leaders will do in preparation for a TAV! 
· School is responsible for submitting the approved DOP worksheets to the TAV Leader at least four weeks before the visit. Don’t do this alone!!!  To get a quality report and continued buy-in by all stakeholders, engage all stakeholders in collecting data for the DOP worksheets. Preparing for the TAV can be a great professional development activity. Complete the first draft of the DOP worksheets at least six weeks before the TAV. 
· HSTW/MMGW coach is responsible for assisting in the completion and review of the DOP worksheets prior to this deadline and for providing feedback.

· TAV Leader is responsible for reviewing the DOP worksheets and asking for any missing or incomplete information.  Please respond promptly to your TAV Leader for clarification of any information provided on the DOP worksheets.

1.  Assemble the following documents: 

· HSTW Benchmark Document (updated 2008)/MMGW Benchmarks Document (updated 2005-2006). Use the documents sent to you with the TAV Guide. All the indicators listed in the DOP are from these documents.

· 2010 HSTW Assessment/2010 Middle Grades (MG) Assessment.  Data for 2008 and 2010 will be included in these documents. You will need this information to complete the Goal tables in the DOP worksheets.

· HSTW/MMGW Site Action Plan, CCIP/OIP 2010-2011 (3-year plan) and other district/school improvement plans

· 2008 - 2010 Ohio Local Report Cards with data by each grade level. These data are not available to the TAV Leaders from the ODE website.  

· Ohio Career-Technical Education, 2008-2009 Secondary CT Planning District (CTPD) Workforce Development Performance Report. See Appendix 10 for the specific data requested from this report.

In addition, high school leaders/teachers will want to look at the school 's college remediation rates from the Ohio Board of Regents:
· http://regents.ohio.gov/perfrpt/hs2ct_reports.php
Place these school improvement documents in your HSTW/MMGW Data Notebook, and e-mail to your TAV Leader. Consult with your TAV Leader about the documents that you should e-mail. 
2.  Meet as a HSTW/MMGW Leadership/Evaluation Team to craft the first draft of the DOP worksheets. Complete the Overriding Goal (Appendix 5), first draft of Goals 1-4 (Appendices 6-9), and the Recommended Tables for Data Analysis (Appendix 10).  

3.  Recruit the right individuals or teams to provide input for the DOP worksheets. All HSTW/MMGW sites have organized their school improvement teams to meet their specific needs, so you will need to decide which individuals and teams will provide the best input for Goals 1 through 4. Here are some recommendations: 

· Goal 1  Ohio Core/Concentrations, Alignment, Rigorous/Challenging Courses, and Standards-based Instruction
Recommend: Curriculum/Instruction Focus Team, Principal, Guidance Counselor

·  Goal 2  Students Actively Engaged, Use of Technology, Work-based Learning

Recommend:  Literacy/Numeracy Focus Team, Technology Team, Work-based Learning Coordinator

· Goal 3  Guidance, Advisement, Transitions
Recommend:  Guidance/Advisement/Transition Focus Team, Guidance Counselors

· Goal 4  Continuous Improvement, Strong Leadership, Aligned PD, Use of Data, Teachers Working Together
Recommend:  HSTW/MMGW Leadership Teams, Staff Development Focus Team, Subject/Grade Level/PLC Teams

4.  Complete the draft DOP worksheets.  Review the Overriding Goal (Appendix 5) and the example of a completed Overriding Goal, pages 33-36.  Consult with your HSTW/MMGW Coach in reviewing and developing a plan and timetable for completing the DOP worksheets. Following is an overview of Sections A, B and C:
Section A. What the School Has Done.  
· A.1. State/Federal Targets and Key Practices: Choose at least one state/federal target or key practice for each of the sections listed. Indicate the state/federal target/key practice by showing alignment to the CCIP/OIP goals and strategies (i.e. G.1.S.2).  
· A.2. Data Analysis: Complete the Goal Table below and appropriate tables from Appendix 10.
· A. 3. Narrative.  Describe What the School Has Done by writing a paragraph for each state/federal target and key practice/indicator selected in Section A.1. Include the dates of implementation, if recommended in your last TAV/TRV, and data/measures of success. Use Arial Narrow 12 pt font for all narrative in the DOP worksheets.
Section B. What the School Plans to Do. Describe efforts planned for the implementation of new action steps for this Goal with the exact dates for implementation over the next two to three years. 
Section C: What Challenges (barriers and constraints) Still Exist…Describe why you are not getting the success you desire. Justify your position with data and evidence.

5.  Finalize the DOP worksheets. Once the drafts are complete, the HSTW/MMGW Leadership Team needs to meet with the individuals/teams that completed the DOP worksheets to clarify the data and evidence. Gather the additional information and complete a final draft. Send it to your HSTW/MMGW Coach for review and feedback. Be sure it is ready to send to your TAV Leader at least four weeks before the visit.
