Ready Schools Community-District Team Self-Assessment 
Instructions for Team Members

Ready Schools Community-District Team Self-Assessment 
Instructions for Team Members 
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.
Completing the Self-Assessment:
The Community-District Team members will do the following after they receive an email from their Team’s Self-Assessment Coordinator indicating that the self-assessment is ready for team members to complete:
1. Click on the link given to you by your Self-Assessment Coordinator to access the NC Ready Schools Community-District Team Self-Assessment.
If you are having trouble reading the screen, another language may be selected in the language menu bar at the bottom of the screen under the General Support contact information. Please make sure “English” is selected in the drop down menu.  English will always be the top option, regardless of the spelling in another language, from the language menu bar.
2. In the center of the screen, click on the name of your county or designated geographic area as noted in the email from your Self-Assessment Coordinator.

3. This will take you to a screen with your county’s name or geographic designation at the top of the screen and a brief overview of the self-assessment. At the bottom of this screen, please enter the requested information (first and last name and email address, along with the security question).  Click on the Continue button.
4. A screen will appear indicating that an email with access details has been sent to the email address you just provided. Go to the email account associated with the email you entered into the system and open the email containing the link to the survey. Click on the link provided in the email to get started.

5. The first screen you see will have your county’s name or geographic designation at the top and will have a brief overview of the self assessment process. The section will indicate “Introduction & Directions” under the white bar. 

Each screen page in the self–assessment contains helpful navigation tools. These tools include a progress bar, a question index, and navigation buttons at the bottom of each screen page.  For more information about these tools, please see the last section of this document entitled Description of Navigation Tools. 
Please enter your email address in the data entry box at the bottom of the screen and click Next>>.
6. Complete the requested information for each of the sections in the self-assessment:
1) Introduction & Directions
2) Setting the Stage for a Community-District Team

3) Leaders and Leadership Pathway – Part I

4) Leaders and Leadership Pathway – Part II

5) Family, School, and Community Partnerships Pathway – Part I

6) Family, School, and Community Partnerships Pathway – Part II

7) Transitions Pathway

8) Respecting Diversity Pathway

9) Engaging Environments Pathway

10) Effective Curricula, Instruction, and Child Assessment Pathway

11) Teacher Supports and Adult Learning Communities Pathway

12) Assessing Progress and Assuring Quality Pathway*

13) Grassroots  Community Building Pathway

* If you review Section 12 without completing the questions, you will be requested to identify the top three Pathways you would like to address as a Community-District Team.  The system will not let you move to the next page without doing so. 

7. Once you have completed all of the questions in each section, click the Submit button to finalize your self-assessment and submit your responses so they can be aggregated with those of your other Community-District Team members. Remember that any section headings listed in the Question Index at the top of each screen page that are displaying in red are sections in which you have not responded to all the questions. 
8. You will receive an email once the assessment has been submitted to confirm that you have completed the survey and your responses have been saved. The information you reported will be aggregated with the responses from the other team members so your team can determine next steps.
Description of Navigation Tools:
On each screen page in the self-assessment you will see three helpful navigation tools:
Progress bar
Each screen will display a progress bar or white box with 0% on the left side and 100% on the right side to indicate where you are in the self-assessment process. The bar will provide a visual indicator of your progress by filling the bar with color as you move through the self-assessment. Please note that the bar does not indicate the percentage of questions answered. In other words, if you have skipped questions but moved to the next page, the bar will still fill with color indicating that you are moving through the sections. The shading in the bar will not indicate the 100% level even when you have completed all the questions. The self-assessment hits 100% when it is submitted.
Question Index

On the top right hand side of each screen a Question Index will appear. This will display the individual sections that you have opened. As you move through the self-assessment screens, additional numbered items will display in the Question Index. If you want to navigate back to a previous section, you can click on one of the section headings in this Index and you will be routed back to that section of the self-assessment where you can review, add, or edited your responses.
Please note that the items listed in this index have different colors assigned to their background. The three color options indicate the following:

· Blue –You are in this section of the self-assessment.

· Red – You have not answered all of the questions in that particular section.

· White – You have completed all the questions in that particular section.

Navigation buttons 
The following options are located at the bottom of each screen to help you navigate through the self-assessment:
· <<Previous – to go back to the previous screen (you will not see this on the first screen)

· Next>> – to move to the next screen

· Exit and clear survey – to exit the self-assessment and ERASE all your answers entered so far. 

If you click on Exit and clear survey, a “message from webpage” will appear asking you to confirm that you are sure you want to clear all your responses.  If you are sure, click OK. If you are not sure, click Cancel to return to the self-assessment.

· Resume later – to exit the self-assessment and SAVE all your answers. 
If you choose the Resume Later option, you can save your incomplete self-assessment and access it at a later point in time from the same or a different computer. After clicking on this button, the screen will prompt you to provide information that you can use to access the self-assessment at a later date. The information will be emailed to you to help you access the system later to complete the self-assessment.
· Submit – to submit your completed responses
This option only appears on the last screen of the self-assessment. Once you click this button you will receive an email confirming that you have completed the survey and your responses have been saved.
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