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Overview:

The Ready Schools Community-District Team self-assessment is a tool designed to help Ready Schools Community-District Teams identify their strengths and determine next steps. The assessment will take about 20 to 30 minutes for each individual to complete.  Please note that responses to the self-assessment are not anonymous. Once the results of your Community-District Team are compiled, your team can use the data to help create or update your community-district action plan.
I. Set up the system so Community-District Team members can complete the self-assessment

A. Send an email to support@smartstartinc.net  with a request to create a user account for your Ready Schools Community-District Team’s self-assessment. In your email please include your name, email address, and name of the county or geographic area your team represents. The name of your county or geographic area will be used to identify your account.
B. As the Self-Assessment Coordinator, you will receive an email once the account has been established with the link for the website to access the administrator’s site. This email will include a username and password so you can get started.
C. Set up the self-assessment for your Community-District Team:
1) Click on the link for the website you were given in the email to access the Administration tools for the self-assessment.

2) Enter your user name and password.  
3) Click on the sheet of paper in the upper left hand corner of the screen for a list of surveys.
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4) Click on the green arrow in the Status column to activity the survey. This will enable your team members to access the survey and enter their responses.
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Click on the red icon in the upper right hand corner to log out of the system.
6) Your team’s self-assessment is now ready for the team members to complete.

II. Notify your Community-District Team members 

A. Identify your Community-District Team members and their email addresses.
B. Send an email to your Community-District Team members notifying them that the self-assessment is ready for them to complete. Remember to include in your email message the link to the website for the self-assessment and the due date.

III. Complete the self-assessment 

As a member of the Community-District Team, you will want to complete the self-assessment so your responses are included in the analysis. Please see instructions for Community-District Team members to complete the self-assessment.

IV. Track the progress of your team toward completing all of the self-assessments by the established due date
A. Click on the link to the website you were given in the email to access the Administration tools for the self-assessment.

B. Enter your user name and password.  

C. Click on the sheet of paper in the upper left hand corner of the screen for a list of surveys.
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D. Once you click on the sheet of paper, the bar copied below will appear. Click on your county’s name in the survey column. 
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Do NOT click on the green arrow. Clicking on this icon will deactivate the data entered by your Community-District Team members. If you try to re-activate the survey, the data will be lost and you will not be able to access it again. If you click on this arrow by accident, hit the Back button at the top of your internet browser’s screen.
E. Once you click on your county’s name, the bar copied below will appear. Click on the sheet of paper with a pie chart and magnifying glass.  
[image: image4.png]



F. Click on the Responses & statistics option.   A Response summary will be displayed indicating how many full, incomplete and total responses your Community-District Team has entered to date. This information will help you track your team’s progress on entering the responses by the due date. 

G. To get additional information about the responses, click on the full notebook page icon below that will display at the top of the Responses & statistics screen. 
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Clicking on this paper icon will display information about the team members who have responded to the self-assessment questions. This information will include the following:
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As you track how many team members have responded to the self-assessment, you may need to send reminder emails to your Community-District Team members to ensure that you collect sufficient information to guide your Community-District Team’s action planning process. 

V. Summarize the Responses 
Once the assessments have been completed by the individual team members, you will want to summarize the responses so your team can discuss them and create an action plan to determine next steps.

A. Click on the link for the website you were given in the email to access the Administration tools for the self-assessment.

B. Enter your user name and password.  

C. Click on the sheet of paper in the upper left hand corner of the screen for a list of surveys.
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D. Once you click on the sheet of paper, the bar copied below will appear. Click on your county’s name in the survey column. 
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Do NOT click on the green arrow. Clicking on this icon will deactivate the data entered by your Community-District Team members. If you try to re-activate the survey, the data will be lost and you will not be able to access it again. If you click on this arrow by accident, hit the Back button at the top of your internet browser’s screen.
E. Once you click on your county’s name, the bar copied below will appear. Click on the sheet of paper with a pie chart and a magnifying glass.  



F. Click on the Responses & statistics option.  A Response summary will be displayed indicating how many full, incomplete and total responses your Community-District Team has entered to date. This information will confirm how many team members responded to the self-assessment.


G. To create a summary you can share with the Community-District Team members, click on the pie chart in the icon display bar at the top of your screen.
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This option will enable you to set general filters to determine how you display the team’s responses with regard to four categories: Data Selection, Response ID, Submission Date, and Output Options. For example, in the Data Selection section, you can choose to include all responses, completed only, or incomplete only responses. You can choose to view a summary of all the available fields to see all the answers and you can request subtotals for the displayed questions. In the Submission Date option, the filters will enable you to determine the date parameters for which you want to view the responses. You could use the dates to view the responses that were provided, for example, by or after the due date.

Please note that the size of your report in the HTML or PDF output format options may be quite large. You may want to consider using the Excel option and formatting the information to create a more succinct report for your team to review.

H. To exit the system, click on the House icon in the upper left hand corner.
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I. Then click on the red icon in the upper right hand corner to log out of the system.

VI. Share the responses with team members

As the Self-Assessment Coordinator you will want to share the summary report with your Community-District Team.  The team will want to review the summary and use the responses to create your first Community-District Action Plan or update the existing one.
VII. Ensure a process for repeating the process on an annual basis

Because creating Ready Schools is a continuous quality improvement process, taking the self-assessment on an annual basis is recommended. This will help you measure your progress and provide data to help inform revisions or improvements to your team goals and your action plan. 
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