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1	About this Document
This document summarizes the contents, procedures and objectives of the Nevada Comprehensive Curriculum Audit Tool for Districts (NCCAT-D) process. 

1.1 Intended Audience
This document is intended for district personnel, facilitators and team members, and Nevada Department of Education (NDE) staff.

1.2 Organization
This document is organized as follows:

	Section
	Contents

	Page

	Section 1
	About this Document
	2

	Section 2
	Introduction
	3

	Section 3
	The NCCAT-D Process
	4

	Section 4
	Continued Activities of the NCCAT-D Process
	11

	
	Resource Guide (containing resource materials #1-26)
	Attached



1.3 Terms and Concepts
The following abbreviations, terms and concepts are used in the document:

1.3.1 Abbreviations

	Abbreviation
	Meaning

	A & A
	Assessment and Accountability

	CNA
	Comprehensive Needs Assessment

	C & I
	Curriculum and Instruction

	DP
	District Plan

	ELA
	English Language Arts

	ELL
	English Language Learners

	IEP
	Individualized Educational Plan

	IT
	Information Technology

	LEA
	Local Education Agency

	NDE
	Nevada Department of Education

	NCCAT-D
	Nevada Comprehensive Curriculum Audit Tool for Districts

	NCCAT-S
	Nevada Comprehensive Curriculum Audit Tool For Schools

	SSOS
	Statewide System of Support



1.3.2 Components of the NCCAT-D

	Components
	Meaning

	Categories
	The NCCAT-D addresses three essential categories, that align with the NCCAT-S (the school level process) – 
I. Curriculum and Instruction, 
II. Assessment and Accountability, and
III. Leadership


	Indicators
	Within each category, there are Indicators.  The entire NCCAT-D rubric contains a total of 15 indicators – Curriculum and Instruction has 5, Assessment and Accountability has 4, and Leadership has 6.  Collectively, these 15 indicators characterize the essential components that are typically in place for a district to be successful.

	Elements
	Under each indicator, there are elements that help to more clearly define the indicator.  Elements provide the NCCAT-D team with descriptors that detail the nuances of an indicator.  Additionally, the degree to which an element is implemented is scored on a rubric using the following scale: 
4 = Exemplary:	This element contributes to the district’s success, and provides a model for other districts to emulate.
3 = Meets expectation: 	This element is fully functional and all required elements are evident.
2 = Area of Concern: 	This element is marginal. Performance in this area should be monitored for change and may need to be addressed quickly.
1 = Area of Need: 	There is little to no evidence that this element is met by the district. This element should be identified as a priority and would need to be addressed quickly.




2 Introduction
The NCCAT-D is a comprehensive needs assessment, designed to identify a district’s strengths and needs in the areas of Curriculum and Instruction, Assessment and Accountability, and Leadership. The results of the NCCAT-D provide information and data so that districts can develop focused district or strategic plans in order to meet student achievement goals. 

For Districts with one or more identified Priority and/or Focus schools, or large proportion of 1 and/or 2 Star schools, the NDE requires facilitated implementation of the NCCAT-D process to assist in determining district capacity to meet the needs of its struggling schools. The NDE encourages facilitation of the NCCAT-D process by an external facilitator and will share the cost of hiring an external facilitator with districts. Districts interested in learning more about this cost sharing opportunity should contact the NDE’s Title I Director.

2.1 Introduction to the NCCAT-D Procedural Manual
The Procedural Manual describes the NCCAT-D processes. It covers the planning, implementation and reporting of the results. It is a recommended process for all districts interested in improving district systems that support and improve student achievement.

There are templates, checklists, tools and materials available to districts and facilitators and they are referred to in the Resource Guide. All of the resource materials provided in the Resource Guide will give detailed information on how to conduct the NCCAT-D  and will assist facilitators in implementing this process.

2.2 Standardization
Standardizing the NCCAT-D procedures results in systematic implementation of a consistent process. Creating a systematic process ensures the reliability of this tool and process.  A lack of adherence to consistent NCCAT-D methodology can lead to problems in identifying accurate results. It is recommended that at least 3 forms of evidence be analyzed for each element to inform scoring in the rubric.

2.3 Purpose of the NCCAT-D Process 
Conducting the NCCAT-D provides a rich set of data to inform district planning efforts.  
· To guide the analysis of essential data for prioritizing needs
· To identify strengths and areas of concern
· To convey to all stakeholders the clear belief of a transparent evaluation process

3 The NCCAT-D Process

3.1 Phase I: Getting Started
In order to begin the NCCAT-D process, an NCCAT-D Facilitator must be identified by the district level. 

When selecting an NCCAT-D Facilitator, a district will want to consider the NCCAT-D Facilitator Competencies document that describes the skills a facilitator should posses if he/she will be guiding the audit as well as the development of the district plan. It is recommended that districts strongly consider the competency attributes when selecting a facilitator for this process in order to ensure the successful implementation of the audit and development of the subsequent district plan. The NCCAT-D Facilitator Competencies document can be found in the Resource Guide (labeled item #A).

3.1.1 Suggested NCCAT-D team members
Team membership selection is the responsibility of the district. Recommended team members are listed below:

	Suggested NCCAT-D Audit Team Membership

	· NCCAT-D Facilitator (either District staff member or External Facilitator)

	· District staff member as Point of Contact for External Facilitator (if an external facilitator is selected)

	· Curriculum Specialist

	· Operations Representative(s) (e.g., IT, Finance, Maintenance, Transportation, Human Resources)

	· Staff Development Representative (e.g., RPD)

	· Diverse Populations Representatives (e.g., Special Education, ELL)

	· Teacher(s)

	· School Board Member

	· Parent(s)

	· External Experts



3.1.2 Challenges of Self-Assessment
As stated earlier, districts are encouraged to select an external NCCAT-D Facilitator to conduct the audit as well as assist in the development of the district plan. However, if a district elects to have a District staff member facilitate the NCCAT-D process. It is important to be aware of the challenges relative to a district self-assessment. A hand-out fully describing the Challenges and Solutions to Self-Assessment is in the Resource Guide (item #7). Below is a table briefly labeling the challenge and listing the possible solutions:

	Challenges
	Solutions

	Overestimation of skills, abilities, and dispositions.
	· Enlist outside assistance in conducting the NCCAT-D
· Require specific evidence for the rating of an element
· Focus on “school improvement” rather than “accountability”
· More than one person/team collecting evidence and establishing a rating for a particular element
· Conduct a root cause analysis

	Bias based on team composition where “lenses” of particular team members bias their perceptions.
	· Ensure the team has a variety of different backgrounds and/or roles at the school or district
· Provide the school/district with a suggested list of membership on the review team
· Provide a facilitator to oversee the process

	Friendships can influence team members input and contributions
	· Rely on data as evidence, not unsubstantiated and/or perhaps biased reports
· Stress the process as one of assessment to determine where the school is (potential solutions) rather than as an evaluation (negative connotation)

	Politics when some teams find it difficult to say anything except “we are great.”
	· Stress the importance of evidence
· Identify barriers up front
· Share Doug Reeves’ research around 100/100/100 schools
· Identify what the school has control over and what it doesn’t, and then move on to address what the school can control

	Data Interpretation can emerge when team members do not understand what exemplary practice looks like.
	· Provide training using videos or other models of effective teaching strategies
· Provide training to improve inter-rater reliability
· Provide guiding questions to develop analytic thinking 
· Have specialized personnel from the district assist in specific areas (a data analyst or curriculum director)

	Data Misinterpretation can occur when team members may not know the appropriate ways to weight the data.
	· Stress triangulation of data to support conclusions
· Have specialized personnel from the district assist in specific areas (a data analyst or curriculum director)
· Have external entity conduct the NCCAT-D





3.1.3 Roles and Responsibilities for NCCAT-D Facilitators


	Month
	NCCAT-D Facilitator’s Roles and Responsibilities 
	Documents Found in Resource Guide (number indicates location in resource guide or manual)

	Aug.
	A. Establish first planning meeting with district leadership
	

	Aug.
	B. Identify and select team members in collaboration with district leadership at first planning meeting
	Suggested NCCAT-D Team Membership list (3.1.1 of Manual)

	Aug.
	C. Notify team members of selection
	Example E-mail (1 of Resource Guide)

	Sept.
	D. Orient all team members and District Leadership 
	Orientation Power Point (2); NCCAT-D Information Sheet (3); NCCAT-D Rubric (4); Glossary (5); Pacing Calendars (6); Challenges of Self-Assessment handout (7); Documents Needed (from LEA) for NCCAT-D Review (8)

	Sept.
	E. Develop an overall schedule for entire project in collaboration with district leadership and team members
	Example Schedule (9); Suggested Pacing Calendar (6)

	Sept.
	F. Conduct Focus Group and Interview trainings for NCCAT-D Team
	Guide to Collecting & Using Data: Conducting Focus Group Research (10); Discussion Guide (11); Intro to Focus Groups/ Interviews handout (12)

	Oct.
	G. Notify Stakeholders of upcoming NCCAT-D Survey, Focus Group, and Interviews
	Sample letter example (13)

	Oct. – Nov.
	H. Ensure data, information, and artifacts (e.g., student data, focus group and interview information, district plan, district policies, etc.) are collected
	Student Data List (14); Data Collection Tools (Focus Group Protocols, Interviews, Surveys) (15); Evidence Guide (16); Documents Needed (from LEA) for NCCAT-D Review (8)

	Nov.
	I. Organize collected data, information, and artifacts
	Evidence Guide (16); NCCAT-D Data Analysis Worksheets (17)

	Dec.
	J. Facilitate team’s analysis of the collected artifacts and data, resulting in consensus of rubric rating
	Evidence Guide (16); NCCAT-D Rubric (4); Analysis Team Materials & Instructions (18); Example Worksheet (19); Example Key Insights (20)

	Dec.
	K. Summarize analysis and ratings results in an NCCAT-D Report template
	NCCAT-D Summary Report Template (21)

	Dec.
	L. Submit NCCAT-D report to district leadership
	NCCAT-D Summary Report Template (21); Key Insights handout template (22); Strengths/Areas of Growth handout template (23)

	Jan.
	M. Communicate NCCAT-D Results to stakeholders (3.5.3 in the manual addresses how results might be communicated)
	NCCAT-D Summary Report Template (21); Key Insights handout example (22); Strengths/Areas of Growth handout example (23)

	Feb.
	N. Provide follow-up acknowledgements and information to NCCAT-D team members and stakeholders
	

	NCCAT-D Process: Developing the District Plan

	Jan. 
	O. Collaborate with district leadership in identifying District Planning team members (ensuring required team membership)
	DP Template (24); Sample Calendar of Meeting Dates for DP Development (25)

	Jan-Feb
	P. Establish meeting dates for District Planning team members (ensuring required team membership)
	Sample Calendar of Meeting Dates for DIP Development (25)

	Jan-May
	Q. Ensure the NCCAT-D results are included as part of the CNA of the DP 
	DP template (24)

	Jan-May
	R. Ensure stakeholder input on DIP by establishing feedback loops with parents, teachers, administrators, etc.
	

	June
	S. Ensure completion of the DP.
	DP template (24)

	July 1
	T. DP and NCCAT-D Summary Report due to NDE
	NCCAT-D Summary Report Template (21); DP template (24); Research Bibliography (26)




3.2 Phase II: Planning the NCCAT-D Process

3.2.1 Initial Contact and Communications for Districts Required to Conduct the NCCAT-D
If a district has focus, priority, and/or a large proportion of 1 and/or 2 star schools, the NDE will notify District Superintendents that they are required to have facilitated implementation of the NCCAT-D to assist in determining district capacity to meet the needs of its struggling schools. Within that communication, information relative to next steps and available resources for implementation will be identified.

3.2.2 Orientation
Everyone who is involved should be oriented to the project to minimize misunderstandings from the outset. To aid in this process, the NCCAT-D facilitator will want to access the orientation handouts and NCCAT-D information sheet available for use in the Resource Guide. A power point has been developed that can assist trainers in walking through the key items of the NCCAT-D process.

3.2.3 Master Schedule
The NCCAT-D process starts at the beginning of the school year (see pacing calendar in resources section). The NCCAT-D audit process should be completed by the end of December, so that the remainder of the year can be used to develop a district plan that includes the results and information generated by the NCCAT-D audit. 

3.2.4 NCCAT-D Team Focus Group & Interview Training
Training for NCCAT-D teams on conducting focus group and interview research is recommended. Materials for conducting a training can be found in the Resource Guide: the “Educators’ Guide to Collecting and Using Data: Conducting Focus Group Research” (S. Billig, RMC Research Corporation, Denver, CO.) and a “Discussion Guide: Conducting Focus Group Research” (developed by WestEd).  These materials will assist facilitators in reviewing the critical information for conducting focus group research with participating team members.

3.3 Evidence Collection
A variety of evidence is recommended for collection and for the scoring of the rubric.  Using the available tools in the resources guide, NCCAT-D teams can guide their work relative to gathering appropriate evidence and data that supports the level of implementation of any given indicator/element. NCCAT-D Teams should refer to the “Evidence Guide” to determine what evidence to examine and analyze (see resource documents for Evidence Guide and Indicator Worksheets).  It is recommended that at least three forms of evidence be analyzed in order to inform the scoring of an element.

3.3.1 Evidence Collection Instruments
The following instruments, listed in this section and found in the resource guide, are available for use by NCCAT-D teams. It is important to point out that there are focus group and survey questions for the teacher groups and for parent groups. While both are available for use, it may be that only one form of this type of evidence is needed – for example either a survey or a focus group for parents. It is recommended when faced with that decision NCCAT-D teams should select focus groups.

3.3.1.1 Interview Protocols
There are 2 interview protocols available to use – the Superintendent interview and the School Board President interview – which can be found in the resource guide. 

An interview protocol is a set of questions that should be asked in the interview. Since there are a set of questions already developed for both the Superintendent and School Board President, it is recommended that NCCAT-D facilitator follow the established protocols for standardization.

3.3.1.2 Survey Instruments
There are survey instruments for 2 different groups – parents and teachers. Please note that the teacher surveys are split into 4 different surveys (A-D).  An audit group will need to conduct all 4 surveys in order to have complete information that covers the entire rubric. Be sure to account for the number of teachers who might be answering the survey. So the audit facilitator will want to assign teaching staff from different schools to each form, being careful to get a cross section of grade spans (elementary, middle, and high school) for each survey form A-D. The most efficient manner of conducting these surveys is through an electronic surveying system, such as Zoomerang or SurveyMonkey.

The parent surveys are available in both English and Spanish. An electronic survey system may want to be used with parents as well. However, it is recommended that districts have a paper/pencil survey available for parents who may not want to use a computer.

3.3.1.3 Focus Group Protocols
There are focus group protocols for 4 different groups of stakeholders – district executive cabinet, principals, teachers, and parents. While there is one focus group set of questions for the executive cabinet, there are 4 sets of focus group questions (A-D) for principals, teachers, and parents.  Again, in order to have complete information that covers the entire rubric, all 4 forms (A-D) for each group will need to be completed.

3.3.1.4 Documents/Artifacts
The Evidence Guide suggests documents and/or artifacts that could be examined as evidence for a given element. In addition, there is a master list identifying the documents and/or artifacts needed for the audit team to review. Both can be found in the resource guide.

External facilitators will want to share this list with the district lead contact person so that he/she can begin to coordinate collection of the needed documents. Management of the documents will need to be discussed. For example, documents collected will need to be clearly linked to the rubric elements - how this is done should be determined collaboratively. This is an important step. Without a mutually agreed upon system for organizing the data provided by the district, it will be difficult for the audit team to review the evidence in a meaningful and intended way.

For districts that have selected a district staff member as the facilitator, sharing this list with the NCCAT-D audit team will be necessary. Together, the team and the facilitator, will need to determine how to proceed with the collection and organization of the data and evidence.


3.3.1.5 District Student Data
District student data will need to be examined as part of the comprehensive needs assessment process. While there are no rubric indicators that specifically address student data, there are some elements that ask for district student achievement data under document review. Facilitators will need to collaborate with districts in order to collect the necessary student data and consider it as part of the analysis.

3.3.2 Compiling the Data for Analysis
Using the available tools in the resource guide, audit teams can guide their work relative to gathering appropriate evidence and data that supports the level of implementation of any given indicator/element.

3.3.2.1 Recording the Data Results
Audit teams will need to record their data while collecting it. Audit results can be written on (hard copy or in word) data analysis worksheets, as found in the resource guide. The forms will assist recorders in organizing their notes, clearly linking the responses to corresponding questions.

3.3.2.2 Organizing the Data - Preparation
There will be several types of data - interviews, surveys, focus groups, and documents/artifacts – to be organized in preparation for analysis. Blank Data Analysis Worksheets as well as an example of a completed worksheet are provided in the resource guide to assist facilitators in organizing the data so that it is ready for an analysis team to review and analyze. 

3.3.2.3 Using the Evidence Guide
The Evidence Guide provides a crosswalk of the evidence and it is aligned with the NCCAT-D rubric. For each rubric indicator and its respective elements, the types of evidence to consider examining is identified within four main areas: Interviews, Focus Groups, Surveys, and Document Review. All of the Interview, Focus Group, and Survey categories refer to protocol tools available in the resource guide.  The NCCAT-D Evidence Guide lists documents and artifacts that audit teams will likely be reviewing in order to find evidence that demonstrates the level of implementation of each given element. The Evidence Guide can be found in the resource guide.

3.4 Evidence Analysis

3.4.1 Data Analysis Teams
A data analysis team is formed from the NCCAT-D audit team. The analysis team is responsible for examining the data (e.g., focus group, interview, and survey responses, documents provided by the district, and student data), assigning rubric scores, and developing key insights. 

3.4.2 Data Analysis Team Materials and Instructions
The Resource Guide offers handouts that provide detailed instructions and examples that will guide data analysis team members relative to their duties. Facilitators will want to review these documents with Data Analysis Team members in preparation for their work on analyzing the evidence and summarizing the results.

3.4.3 Data Analysis Team Duties
In collaboration with the facilitator, duties of a data analysis team include the following:
· Review and examination of the provided data
· Summarization of provided data that was examined
· Assignment of rubric score based on the data
· Identification of Priority Needs relative to the NCCAT-D rubric results

3.4.4 Scoring the NCCAT-D Rubric
Each element on the NCCAT-D rubric must receive a rubric score based on the supporting evidence. An element can receive one of the following rubric scores on the NCCAT-D:
· 4 = Exemplary
· 3 = Meets Expectation
· 2 = Area of Concern, or
· 1 = Area of Need.

3.4.5 Prioritization
If a large number of elements are rated on the rubric at a 1 (Area of Need) or 2 (Area of Concern) level, there is a process in place that assists audit teams in determining priorities. The Data Analysis Worksheets will guide a team through assigning a priority and opportunity score, which creates an index score.

3.4.5.1 Priority, Opportunity, and Index Scores
For each element, the priority score represents what the audit team considers to be of either highest (a score of 3), medium (a score of 2), or lowest (a score of 1) priority for the district to address.  The opportunity score represents the level of ease or difficulty the audit team believes the district will face in addressing the element.  Multiplying the priority score by the opportunity score, the audit team will create an index score (Priority score x Opportunity score = Index score). The following is a synopsis of the priority, opportunity and resulting index scores:

Priority Score:
3 - highest priority for district to address
2 - medium priority for district to address
1 - lowest priority for district to address

Opportunity Score:
3 – relatively easy to address
2 – accomplished within current policy and budget conditions
1 – requires changes in current policy and budget conditions

Index Score:
Highest Index Score possible = 9
Lowest Index Score possible = 1

A high index score of either a 6 or a 9 will identify those elements that should be addressed by the district first.  Likewise, a lower index score, such as a 1 or a 2, will indicate that those elements do not need to be addressed first but rather may be considered at some point later on, if appropriate.


3.5 NCCAT-D Report
An NCCAT-D Summary Report can be found in the resource guide. This report provides a brief summary of the NCCAT-D rubric results.  It lists the rubric scores and the data examined, and identifies the elements and/or indicators that are a high priority to address.  



3.5.1 Submitting the Report
An NCCAT-D Report should be submitted to district leadership by December of the current school year, with report results being used during the development of the district plan in the spring. 

For districts that are required to conduct the NCCAT-D, the NCCAT-D Report must be submitted to NDE by July 1, along with the developed district plan.

3.5.2 Communicating Results to Stakeholders
In addition to an NCCAT-D Report, there are suggested formats for facilitators and/or districts to use to communicate District Strengths and Areas of Need, which can be found in the resource guide, to district leadership and staff. These tools may be used to facilitate discussions during future NCCAT-D or district planning meetings.  Ultimately, district leadership determines how the results will be communicated to their larger educational community (e.g., teachers, parents, staff, etc.).

4 Continued Activities of the NCCAT-D Process
It is recommended that facilitators, after the completion of the NCCAT-D audit, continue to assist the district in the development of the district plan. The following information in this section may prove useful in assisting those who may be assigned to assist districts in the district planning process.

4.1 District Plan Development, Completion, and Dissemination
The following describes the next steps in NCCAT-D process – providing an outline relative to the development, completion and dissemination of the district plan. It is important to point out that development of the district plan is primarily based on the results and key insights of the NCCAT-D audit.

4.1.1 District Plan Development
Facilitators will want to collaborate/meet with district leadership in order to plan for the development of the district plan. The goal of this meeting is to develop a schedule that identifies district plan development participants, meeting dates, and a schedule or timeline for completion among other things.

While developing the plan, the facilitator will be responsible for facilitating the work of the group and for ensuring the district plan is focused. 

4.1.1.1 Participants in the Development of the District Plan
Two groups of participants must be identified: 

The first is the District Planning Team work group. This team is responsible for writing the initial district plan draft (which is based on the results of the NCCAT-D) and for incorporating the ideas and concepts that are identified in consultation with stakeholder groups. Once stakeholder information is considered and incorporated as appropriate, this team will be responsible for development of the final district plan.

The second group is comprised of a larger group of district stakeholders, such as teachers, principals, administrators, and parents. Each LEA plan should be developed in consultation with these stakeholder groups. This group is primarily responsible for providing feedback and insights relative to the district plan draft for the District Planning Team to consider and incorporate into the plan.


[bookmark: _GoBack]
4.1.1.2 District Plan Meeting Dates
Multiple district plan development meeting dates will need to be scheduled in advance. The required participants – district administrators, principals, teachers, and parents – have very busy schedules and if the dates for development, feedback, and consultation are not secured, the facilitator runs the risk of not being able to meet the district plan completion timeline. Additionally, a final meeting date that allows for board approval must be accounted for in the district plan meeting dates schedule. A sample meeting dates schedule is provided in the resource guide.

4.1.1.3 Facilitating District Plan Development through Group Work
Group work that is to produce one focused plan can be challenging. It is the facilitator’s job to ensure that the group is focused and productive for the task at hand – developing a district plan. Facilitators may want to use the following strategies in order to support group work that produces a cohesive, focused plan: 
· Creating and following clear agendas; 
· Defining team member roles;
· Involving all members in project activities/meetings/discussions;
· Conducting meetings away from the office (so as to decrease interruptions); and/or 
· Acknowledging/rewarding team members. 

4.1.1.4 Plan Focus
Priority Needs, provided in the NCCAT-D Report, will provide the initial starting point for focusing the district plan. Priority scoring, available on the NCCAT-D Report will also assist in prioritizing the areas that the DP should focus on. Another activity that will help identify plan focus includes the review of the district’s previous plan.  This activity will help the planning team to reflect on past accomplishments and challenges in plan implementation. Lessons learned from the previous year will assist the team in selecting the most appropriate avenues to pursue.

4.1.2 District Plan Completion and Due Date
District plans will need to be completed, approved by the local school board, and then submitted, along with the NCCAT-D Summary Report to the NDE by July 1.
 
4.1.3 District Plan Dissemination
DPs will need to be disseminated to all stakeholders once the plan is completed and approved by the local school board.  The facilitator will need to work with the planning team as well as with the stakeholders in identifying the best ways to disseminate the district plan. A plan identifying the methods of district plan dissemination should be developed and implemented by the district and shared with district personnel, parents and the community.
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