UNIT / DIVISION / DEPARTMENT INFORMATION

Unit Name

Office of Instructional Services

Department Name All

Division Name

English Language Learner Division

School Year 2016 - 2017

IDENTIFY GOALS AND ACTION STEPS

Select two areas in need of improvement from your list of concerns. Use the space below to identify the goal for each concern.

GOAL ONE

The English Language Learner
Division will implement and
improve practices to increase
professionalism when
responding to schools, as
evidenced by an increase of
20% in positive responses in
the 2018 Central Services
Survey.

Action Steps

+ Revise employee handbook to reflect required response protocols to schools including sample responses

« Include in weekly site support meetings scenarios of samples inquiries and/or questions and calibrate division professional responses

« Based on incoming inquiries, prepare and disseminate quarterly FAQs to school sites to proactively answer questions and improve communication with schools
+ Add a survey question to the existing ELL Master Plan Implementation Survey to address professionalism of responses

Personnel Responsible

Department Administrators

GOALTWO

The English Language
Learner Division will improve
practices to ensure a timely
response to schools, as
evidenced by an increase of
20% in positive responses in
the 2018 Central Services
Survey.

Monitoring Plan (Evidence/Data
the action step has occurred)

« Time will be dedicated during weekly site support meetings to address incoming inquiries and
guestions from school sites to discuss and ensure professional responses

« Survey results collected during the year will be analyzed to determine if progress on professional
responses is occurring

Timeline

Goal one will be completed no later than June 1, 2018.

Action Steps

« Revise employee handbook to reflect required response protocols to schools including sample responses

« Set expectation that all inquiries are to be responded to within 48 hours

« Include in weekly site support meetings a permanent agenda item to include discussion of incoming questions to improve timely responses
« Add a survey question to the existing ELL Master Plan Implementation Survey to address the timeliness of responses

Personnel Responsible

Department Administrators

Monitoring Plan (Evidence/Data
the action step has occurred)

« Time will be dedicated during weekly site support meetings to address incoming inquiries and questions from school sites to
discuss and ensure responses are occurring in a timely manner

« Survey results collected during the year will be analyzed to determine if progress on providing responses in a timely manner
is occurring

Timeline

Goal two will be completed no later than June 1, 2018.
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