Melton Transition Project: SAMPLE STRATEGIC ACTION PLAN

The following is a plan developed within one school within the Melton Project, where the aim is to improve the outcomes of its students through better use of key data to assist planning and monitoring of progress (both by individual students and the school as a whole in meeting its own targets).

· The key data used is in the format of the Student Mapping Tool (the SMT) - the research-based summary of key indicators for every student in the school, and also provides warning signs of students at possible risk of not completing their schooling. 
· The ‘master’ copy of the SMT is kept as a backup in the main administration drive of the school fileserver (the “User” drive) as this has direct access to CASES and the data from NAPLAN and VASS. Access to the “U” drive is very restricted. The ‘working’ copy is on the curriculum drive (sometimes called the staff or common drive) where those using the data have access to it.
· Ensure those you want to use the data have quick access to it. For example:

· Principal must have access to both the main administration drive (with all CASES data) and the staff/common/curriculum drive. Other members of the Principal class could have similar access if the Principal determines it necessary for the effective management of their role.

· Other school leaders, those who not only need to see the SMT data, but may also be required to add information e.g. relating to interventions, need access only to the ‘working’ copy of the SMT – kept on the curriculum drive. Staff may include: student managers (e.g. Sub-school leaders, Year Level Coordinators); student welfare leader; careers/MIPS leader.
· A desktop shortcut to the ‘working’ copy of the Student Mapping Tool (SMT) data enables the quick, direct access that is so vital. All the leaders listed above should have this desktop shortcut.

· There must be a clear policy relating to the day-to-day use of the data and who adds the codes/comments on the right hand side. For example:
· Prior to a student interview, the school leader should open the SMT and use the filter to show the information for only the student who is to be interviewed.

· Where there is an outcome, or action arising from the interview, it should be immediately recorded in the SMT.

· Training will be provided as necessary to ensure single entry of information, and at the same time the sharing of information between those who have responsibility for the individual student. Assistance should be sought where an existing form of data gathering is in place, as we do not want to duplicate any record keeping.

· As access to the SMT is limited due to privacy of student information to those who need the data to perform their function within the school, passwords will be issued to those school leaders who are expected to use the SMT data and to add actions/interventions.
· How is the SMT data refreshed?
· The role of refreshing the SMT data must be clearly delegated. It is recommended that a backup person be also designated.

· The two key people are: an Assistant Principal who has the oversight of the SMT data, supported by a member of the office staff – either the Business Manager, or a SSO who is interested. Basic competence with Excel is an advantage, so the services of a technical support officer may be of great assistance.

· Selecting the right people will mean the process takes no more than 5 minutes – usually less!

· The process involves ‘dragging’ the up-to-date ‘working’ copy of the SMT from the curriculum drive into the User drive; click the ‘refresh’ button….wait for the refresh; drag the newly refreshed SMT data back into the curriculum drive.
· When do we refresh the SMT data?

· As the student background information usually does not change much, the VELS data only changes twice a year, and NAPLAN only once……it is not necessary to refresh more than once or twice a term (unless you are using the SMT for monitoring attendance very closely).
· Process: the SMT will be refreshed just prior to the key planning meetings.
· It is essential for the key planning meetings to be listed on the school planner.
· The key planning meetings:

· Senior Leadership Team. Meets once a term (at the start of the term?)

· Membership: Principal team plus other leaders as determined.

· Purpose: Review of overall school data – especially checking progress against school targets (AIPs etc)

· Source of data: SMT Auto Analysis Sheet– ensure the correct half-year tab is selected; based on when the data was refreshed.

· Outcomes: Determine if sufficient progress is being made; issues which need to be raised with the leaders of curriculum; wellbeing; MIPs; student management.
· Student Management/Review/ Engagement Team. Meets twice a term.
· Membership: member of Principal team; student managers (e.g. Sub-school leaders, Year Level Coordinators); student welfare leader; careers/MIPS leader plus other leaders as requested (e.g. Literacy and Numeracy leaders after new NAPLAN/VELS data is added).

· Purpose: Review of individual student data (i) identify the individual students who are under/over performing and who may need assistance AND (ii) determine both the priority action to be taken, and the staff member responsible for ensuring the action takes place before the next meeting.
· Source of data: SMT data for each student – projected onto a screen to assist round-table discussion. (Strong recommendation: one person, comfortable with Excel, operates the filters to enable the leaders to ask the important questions….and to record the outcomes/decisions).
· Process: Start with the key indicator of attendance – filter to look at poor attenders; note links to other warning signs. Proceed to look at other indicators (e.g. poor literacy; Koorie  and Out-of-home cate students; etc.) as determined by findings by the Senior Leadership Team and issues raised by members. AFTER looking at the data, then ask if other students have come to your attention as possibly needing assistance. IT IS ESSENTIAL THAT DISCUSSIONS REVOLVE AROUND THE DATA FIRST. Research shows that students will be missed (fall through the cracks) if you don’t.

· Determine the intervention priority; allocate a staff member to ensure the action is taken.

· Record the intervention and staff member on the SMT….to be used as a key element of the next meeting of the team.
