Using the TAV Report – A De-Briefing Protocol Approach

Objective: Use the Technical Assistance Report (TAV) Report to help school leaders, teachers and all stakeholders to identify changes needed to achieve the HSTW/MMGW goals and key practices and to update the school improvement plans.
Step 1 – Agree Upon the Protocol/Process 

The coach needs to meet with the Leadership Team in designing the workshop for How to Use the TAV Report. It is critical that at least two hours is scheduled for the first de-briefing of the TAV Report. This two-hour workshop may follow the 1-hour TAV Exit Report or scheduled on another date. 
Decisions Needed: 

· What sections or pages will be used during the de-briefing?

· How will teachers and staff be organized to get the most effective feedback? Will random groups or focus team be most effective?
· When should the de-briefing be scheduled for the most effective feedback from teachers and staff?

· Who should lead the de-briefing?

· Will we use a PowerPoint? Who will review the PowerPoint and edit for the school/time available? 

· Who will schedule the room, inform the staff, reserve the equipment, prepare the handouts, arrange for refreshments, provide supplies (e.g., flip charts, markers, LCD, laptops)

· How will we use the HSTW/MMGW Site Action Plan/school improvement plan during this process?

Once the decisions are agreed upon, the coach and Leadership Team should set the agenda and inform the staff about the focus and agenda for the workshop.

Step 2 – Agenda/Protocol: How to Use the TAV Report Workshop

Preparation: Set-up the room ( i.e., equipment, supplies, arrangement of tables), prepare handouts and arrange for refreshments (optional).

· Ground Rules: Before/during the meeting, the principal informs the teachers and staff that everyone will participate; cell phones are turned off; everyone is focused and ready to participate – all distractions are removed. Start and end on time.
· TAV Report: Provide each teacher/staff with a copy of the TAV Report (version agreed upon). 

· Organize into pre-arranged teams (5 or 6) and select the team leader, facilitator and recorder for each team: Ask each team to select an effective team leader, a facilitator, and a recorder. The team leader is the “keeper of the vision” who plans, informs, directs, support and evaluates the progress of the team’s assignment and serves as a reporter during the whole group sharing time. The facilitator keeps the discussion focused and moving along, intervenes if a discussion fragments, prevents anyone from being dominant or passive, and brings discussion to a close at the end of the allotted time. The recorder takes notes during the discussion, records agreements and actions.

· Assign each team one of the five goals:  Randomly assign one goal to each team. Two teams may have the same goal OR Assign the goals to the focus team who is working on this area (i.e., curriculum/instruction, evaluation, guidance, staff development)

Suggested two-hour agenda:

Welcome/Introduction/ Workshop Objectives (i.e., debrief the TAV Report and determine if the recommended actions and resources will become a part of the school improvement efforts at the school and to reach consensus and determine priorities (May follow the PowerPoint from this point forward)

Overview: Review the TAV Report (document to be used)

Review the Protocol/Process and Team Organization

Part 1: Team Discussion – Reflection: Assign Goal by Responding to Questions (20 min. – all teams are expected to use flip chart paper to report team findings by question.)
· What are we already doing?

· What surprised us in the report?

· What can we easily do in year one?

· What can we incorporate in our SIP in years two and three?

· What will we not be able to do and why?

· What data supports our decisions?

Team Report Out (5 or 6 teams – 5 minutes; 30 minutes) Team flip charts are posted after each presentation. Facilitator creates a flip chart with the potential recommendations for year one, two and three.
Part 2: Team Discussion: Prioritizing the Recommended Actions (15 min.) Based upon the teams responses for What we can easily do in year one, two and three? Each team will choose their top three actions for year one and choose one for year two and one for year three. Teams are expected to write their priorities for years one, two and three on a flip chart.
Team Report Out (2 minutes for each team, 12 minutes) Team flip charts are posted after each presentation. Facilitator creates a flip chart with the recommendations for year one, two and three by priorities (those with the most votes). 

Part 3: Team Discussion: Break Through Strategies for Assigned Action. (15 min.) Refer to the form and instructions. Brainstorm ideas for the individual teacher, focus team or whole faculty approach to this action.
Team Report Out (2 minutes for each team, 12 minutes) Team flip charts are posted after each presentation. Facilitator creates a flip chart with the recommendations for year one, two and three by priorities (those with the most votes). 

Wrap Up/Next Steps
Coach/Leadership Team Responsibilities: All flip chart information will be typed and emailed to all participants. All teams have a scheduled next meeting to continue work on the implementation. A deadline will be established by the leadership for completing the implementing strategies for their assigned action.
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	Reflection Questions:

1. What are we already doing?

2. What surprised us in the report?

3. What can we easily do in year one?

4. What can we incorporate in our SIP in years two and three?

5. What will we not be able to do and why?

6. What data supports our decisions?




Chart 2
Team Discussion: Prioritizing the Recommended Actions
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As a team, priorities the actions (goals) suggested by all the teams by selecting three actions for year one, one for year two and one for year three.
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