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Section One:  Seven Standards Checklist

Section One consists of a checklist to ensure that the Seven Standards are being met. The Seven Standards are defined as follows:
1. Corporate Status

The corporate status of the Center/Program is clearly defined.

2. Governance and Leadership

There is a table of organization: lines of authority, relationship, and accountability are defined.

3. Educational Services

The educational mission of the Center/Program is clearly documented and supported by the staff and administration.

4. Using Performance Results

Student performance results reflect the mission and vision of the Center/Program.

5. Resources

The resources available to the Center/Programs are adequate to provide for the needs of this student population.

· Finance: The Center/Program is adequately financed

· Facilities: Educational and administrative areas are adequate for the student program

· Technology: The technology available to staff and student promotes educational objectives

· Health and Safety: A safe and healthy environment for teaching and learning is provided

6. Organizational Climate

The Center/Program’s culture supports implementation of appropriate educational programs and services.

7. Improvement Planning

The Center/Program maintains long-range/strategic planning discipline which reveals how it will maintain continuous educational improvement.

On the following pages, please complete the following checklist to confirm whether or not you meet these Seven Standards.

1. Corporate Status
The corporate status of the Center/Program is clearly defined. There are no legal or proprietary ambiguities in ownership, control or responsibility. Corporate linkages are expressed as enforceable agreements and the Center/Program is approved for its operations by the civil authority within whose jurisdiction is located.

1.1 All legal documents that define and describe the corporate status of the Center/Program are readily available. These include, for example, articles of incorporation, franchise agreements, proprietary registration, and partnership agreement.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

1.12 There is a charter, license, or permit issued by the appropriate civil jurisdiction that testifies the Center/Program has the authority to operate within that jurisdiction.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

1.13 There is access to a legal authority or counsel qualified to advise the Center/Program in its legal status, rights, and responsibilities, and in regard to other proprietary or corporate entities with which the Center/Program is in a contractual relationship.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

1.14 Documents that define and describe any legal proceedings pending or underway are available for examination.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

1.15  The Center/Program conducts no regular business activity that is outside the corporate or civil sanctions established by its legal status.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
2. Governance and Leadership

There is a table of organization; lines of authority, relationship, and accountability are defined. Job descriptions and work schedules are regularly reviewed. There is a plan for staff development. An up-to-date policies and procedures manual is printed and regularly reviewed. 

2.12 The Center/Program has a table of organization or is able effectively to describe it in discussions.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

2.13 Members of the staff can describe their duties with understanding, they know what is expected of them, and they know to whom they are accountable.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

2.14 The head of the Center/Program is able to identify goals for the Center/Program’s improvement and describe strategies for their attainment.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

2.15 The activities of the Center/Program are structured, scheduled, and administered in ways that assure the stability, continuity, and reliability of events.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

2.16 The governance and leadership appropriately recognize the accomplishments of staff and students.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

2.17 All advertising and promotional literature is truthful and ethical and is not offensive or negative against other schools or educational agencies.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
3. Educational Services
The educational mission of the Center/Program is clearly documented and supported by the staff and administration. School curriculum is developed, organized, and based on research and best practices. Methods and materials are professionally sanctioned and instruction is offered in appropriate group sizes that encourage and permit effective instruction. Educational operations reflect no evidence of bias or prejudice.

3.12 There is a written statement of mission, philosophy, or goals which has been developed by the corporation, and is known and supported by the staff, and is available to the public.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

3.13 Each area of learning is defined by scope and sequence. Developmental increments are identified and positive methods of motivation are defined and in use.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

3.14 Group size allows for accommodation of individual differences and differences in learning styles and abilities.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

3.15 Materials and methods of instruction are consistent with the mission, philosophy, and goals of the Center/Program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

3.16 There is evidence that no form of bias or prejudice is practiced or sanctioned by the Center/Program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
4. Using Performance Results

Student performance results reflect the mission and vision of the Center/Program. The Supplementary Education Center/Program and/or its parent corporation systematically collects and analyzes quantifiable and observable evidence of individual learning and growth from multiple valid and reliable sources. Evidence of student learning is used to evaluate and improve curriculum effectiveness, professional development, and the ability of the Center/Program to meet goals and expectations. Progress in student learning and performance is expected and is systematically reported to parents and other Center/Program stakeholders, as appropriate.

4.12 The leadership and staff commit to, participate in, and share in accountability for student learning.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

4.13 Assessment results are analyzed with appropriate frequency and rigor for individual students as they move through the program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

4.14 Assessment results are analyzed with appropriate frequency and rigor for cohorts of students as they move through the program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

4.15 Assessment results are analyzed with appropriate frequency and rigor for comparable national programs.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

4.16 Records of student’s learning and performance are maintained. General standards for transcript control and use, including those related to confidentially, are known and observed.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
5. Resources
The resources available to the Center/Program are adequate to provide for the needs of this student population. The supplementary education organization has adequate resources in the areas of finance, facilities, technology, and health and safety to meet its goals and expectations.

Finances: The Center/Program is adequately financed. Finances are adequate to ensure continued stability in the operation of the Center/Program.
5.12 The Center/Program implements written financial policies and procedures that are in accordance with accepted business practices.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

5.13 Levels of income and expenditures are in balance. Assets are sufficient to meet current and future liabilities.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

5.14 Prior to enrolling, students and their families are informed of all financial obligations.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
Facilities:  Educational and administrative areas are adequate for the student program. The facilities are safe, clean and well-maintained.

5.15 The Center/Program’s facilities and equipment are safe and well maintained.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

5.16 All physical spaces are sufficient in size to accommodate the activities conducted in the Center/Program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
Technology: The technology available to staff and students promotes the accomplishment of educational objectives. Technology is available to both students and staff to support the educational programs offered.

5.17 Information resources, materials and technology are accessible and of adequate scope, quantity, and quality to facilitate the Center/Program’s pursuit of its total educational program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

5.18 The Center/Program implements written policies and procedures for acceptable use of technology.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
Health and Safety:  A safe and healthy environment for teaching and learning is provided. Center/Program staff is aware of the health needs of the students and are prepared to address these needs. 

5.19 The Center/Program has satisfactory written procedures and equipment with which to deal with emergencies, and to evacuate the Center/Program’s facilities if necessary.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

5.20  Appropriate training is provided staff members on how to implement emergency and crisis plans, handle accidents and illness, and prevent the spread of infectious diseases.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met
5.21   Polices regarding use/possession of tobacco, alcohol, weapons, and illegal drugs are in place.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
6. Organizational Climate
The Center/Program’s culture supports implementation of appropriate educational programs and services. The Center/Program’s organizational structure and culture facilitate achievement of its core values as expressed in its philosophy and mission. The Center/Program’s culture supports successful implementation of age and developmentally appropriate educational programs and services. Administrative and instructional staff is qualified, competent, and sufficient in number to effectively provide quality educational experiences. Relationships among the staff and leadership are collegial and collaborative.
6.12 Administrative and instructional staffs are qualified, competent, and sufficient in number to meet the needs of the educational program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

6.13 Staff members are assigned to work based on their education, preparation, experience, expertise, and commitment to the Center/Program’s success.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

6.14 The Center/Program implements written policies and procedures for evaluating staff performance. Performance appraisals are conducted with the knowledge of staff members and reported in writing as well as verbally. 

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

6.15 The Center/Program makes provisions for orienting and mentoring new staff members. 

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

6.16 Professional satisfaction and good general morale characterize the Center/Program’s staff.
 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

6.17 A clearly defined, written code of student conduct supports an environment that is conducive to learning and is understood by students, staff, and families. 

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
7. Improvement Planning
The Center/Program maintains long-range/strategic planning activities which reveal how it will maintain continuous educational improvement. The Center/Program maintains knowledge of its future with projections of income, expense, enrollment, special populations, and trends in the business environment within which the Center/Program operates. The Center/Program maintains long-range planning/ strategic planning activities which reveal how its action plans will maintain continuous improvement.

7.1 The Center/Program maintains projections that reveal trends that are underway that will affect the future of the Center/Program.

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

7.2 The Center/Program has a plan for its future that indentifies goals, needed resources, interim steps, and those responsible for accomplishment of same. 

 FORMCHECKBOX 
  Fully met              FORMCHECKBOX 
  Not presently met

Comments:       
Summary
Having completed the checklist above, what do you consider to be your Center/Program’s most notable strengths and areas of needed improvement as it relates to the Seven Standards? Please identify at least three of each below:

Strengths:

1.      
2.      
3.      
Needed Improvements:

1.      
2.      
3.      
Section Two: Narrative Description of Center/Program

Please provide a brief, yet clear and complete, narrative answer for each of the following questions in this section.

The Center/Program Community Profile

1. When was the Center/Program established?            Date:       
2. Indicate if the Center/Program is a:
 FORMCHECKBOX 
  Corporate center

 FORMCHECKBOX 
  Franchise center
3. Briefly describe the history of the Center/Program.
     
4. Describe the territory covered by the Center/Program and indicate the relevant economic-cultural-racial characteristics.
     
5. Describe the training provided to the staff that applies specifically to the Center/Program’s operation.

     
6. Create a table according to these headings and provide information about all staff members. (Full-time equals 100%)

	Name
	Positions
	% of Employment
	Certification/license/degree


7. Is there a criminal background check (or verification of same) on file in the Center/Program for each employee?

     
8. Describe how the Center/Program advertises its services.
     
9. What percentage of initial inquiries leads to diagnostic testing?

     
10. What percentage of those completing diagnostic testing enrolls in the Center/Program?
     
11. What percentage of those enrolling in the Center/Program completes their course of study?

     
12. Create a table to indicate by program areas the number of students enrolled over the past five years, including the current year. If the Center/Program has been operating less that five years, list only those years:

                      Years


    
Program Areas   

5
4
3
2
1
Current

13. With what community, business, civic, or charitable institutions has the Center/Program joined or formed an affiliation. Describe the relationship?

     
14. Does the Center/Program follow-up on the students who have completed its programs? If so, how is this done, what are the results, and how is this information utilized?


After answering these questions (“Community Profile”), please identify any strengths or areas of needed improvement that you found.

Strengths:

1.      
2.      
3.      
Needed Improvements:
1.      
2.      
3.      
Relationships
15. How does the Center/Program report its accountability?

 FORMCHECKBOX 
  Financial

 FORMCHECKBOX 
  Educational

 FORMCHECKBOX 
  Other

16. What do the Center/Program staff members perceive as the strengths of the Center/Program’s relationship with the corporation? How are the services from the Corporation to the Center/Program evaluated?
     
17. Provide examples of how advisory groups have influenced the Center/Program’s decisions.
     
18. List the educational institutions in the Center/Program’s territory with which the center has a productive working relationship. Briefly describe the relationship.

Center/Program
        
Relationship 
     


     
19. What percentage of referrals comes from other educational institutions? Describe the stability of this relationship. Is it increasing, decreasing, or stable?

     
20. Describe the relationship between the Center/Program and former students and their families. 

     
21. To what professional associations or groups of educators does the Center/Program or the staff members belong?

     
22. Does the Center/Program offer its facilities or resources to community groups? Please describe. 

     
23. What aspects of the relationships between the Center/Program and the community and other educational institutions are in need of improvement?

     
24. Does this Center/Program use a representative group of its stakeholders in an advisory basis? (informally or formally) Briefly describe.

     
After answering these questions (“Relationships”), please identify any strengths or areas of needed improvement that you found.

Strengths:

1.      
2.      
3.      
Needed Improvements:
1.      
2.      
3.      
Educational Services
25. List the educational services/programs provided by the Center/Program.
     
26. How does the Center/Program monitor and report learning progress?

     
27. How does the Center/Program provide counseling and/or advising to students and parents?

     
28. How does the Center/Program communicate with the schools that students attend regularly?

29. What is done to ensure that all instructional staff has full understanding and competence in the philosophy and methods of the Center/Program?
     
30. Briefly describe the age and condition of the instructional materials used?

     
31. Accreditation standards require that a complete set of records be kept on each student from admission to program completion. Cite evidence that files on each student are organized, complete, and handled with appropriate levels of confidentiality.

     
32. Cite evidence that a written guide of conduct and dress is written and made available to students and their families.

     
33. Does this Center/Program use the results of student testing to improve instruction and recognize staff performance?

     
34. Does this Center/Program compile student testing results to advise prospective parents of Center/Program performance?

     
35. Does this Center/Program make Center/Program student performance results known to the broader community it serves, including other Center/Programs in its service area?

     
36. Briefly describe the availability of technology for staff and students attending this Center/Program.
     
After answering these questions (“Educational Services”), please identify any strengths or areas of needed improvement that you found.

Strengths:

1.      
2.      
3.      
Needed Improvements:
1.      
2.      
3.      
Organization for Student Learning

37. To what extent does the Center/Program have a clear statement of purpose that reflects the beliefs and philosophy of the institution?

     
38. To what extent does the governing authority adopt policies that are consistent with the school purpose and that result in student achievement of schoolwide learning goals? Can the Center/Program demonstrate academic “value added” for participating students?

     
39. To what extent does the Center/Program leadership focus energies of the Center/Program on student learning, empower the staff, and bring commitment of all stakeholders into the learning community?

     
40. To what extent does the Center/Program provide a qualified staff who are committed to student learning and the Center/Program’s philosophy and mission? How is professional development aligned with identified gaps in teacher’s skills and background?

     
41. To what extent does the Center/Program have a safe, healthy, and nurturing learning environment?

     
42. To what extent does the Center/Program leadership assess student learning and report progress to the school community?

     
After answering these questions (“Organization for Student Learning”), please identify any strengths or areas of needed improvement that you found.

Strengths:

1.      
2.      
3.      
Needed Improvements:
1.      
2.      
3.      
Curriculum, Instruction, and Assessment
43. To what extent does the Center/Program provide a challenging, coherent, and relevant curriculum for each student?

     
44. To what extent does the professional staff use research-based knowledge about teaching and learning evidenced by the use of varied instructional strategies in the classroom?

     
45. How is student learning assessed and how is learning data used to drive Center/Program decisions and improvement planning?

     
46. Is learning data not only assessed, but also analyzed so that conclusions can be drawn and decisions for change made? How does the Center/Program use results to improve instruction?
     
After answering these questions (“Curriculum, Instruction, and Assessment”), please identify any strengths or areas of needed improvement that you found.

Strengths:

1.      
2.      
3.      
Needed Improvements:
1.      
2.      
3.      
Section Three:  Improvement Plan (Action Plan) for Future School Improvement

Supplementary Education Centers/Programs must develop an Improvement Plan (Action Plan) that becomes the blueprint for future school growth and improvement. The accreditation process focuses on self-study and the identification of specific areas of needed improvement in all parts of the school’s program.

In the previous pages of the Self-Study, you have identified strengths and needed improvements. In the space below, copy and paste all of them from the document to this page. After you have collected them all on this page, then organize and synthesize them. You will find that some are similar and can be combined or blended together. Once you have synthesized your strengths and needed improvements, look more closely at your needed improvements. Which ones do you think are the most important? Identify what you consider to be your top three or four needed improvements — these will form the foundation of your Improvement Plan (Action Plan) that is the focus of this Section Three.

List the collected Strengths from the entire Self-Study Report:

     
     
     
List the collected Areas of Needed Improvements from the entire Self-Study Report:

     
     
     
After synthesizing and blending the list of Needed Improvements above, identify your final list of Needed Improvements:

     
     
     
From your final list of synthesized Needed Improvements, identify the top three or four that you consider to be major:

1.      
2.      
3.      
4.      
What are the anticipated impediments to achieving the Improvement Plan (Action Plan)?

1.      
2.      
3.      
Attach a copy of the current Supplementary Education Center/Program Improvement Plan (Action Plan) to the Self-Study Report. See the “Resources for Developing an Improvement Plan” section of the Supplementary Education Centers/Programs Accreditation Manual for further information.
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