Standard 3:

Administration
The School Is Governed and Administered

Effectively According to Written Policy.
Section 3-A. The Early Childhood Governing Authority. 
CRITERION
Quality care and Christ-centered education of young children conducted in a warm and loving environment are the direct results of effective administration.

     The governing authority is responsible for providing for the efficient management and operation of the early childhood program. The governing authority develops policies; sets goals; solves problems; works with, supports and supervises the director; and serves as an advocate for the early childhood program.

     Goals of effective administration include good communication, positive congregation/parent/staff relations, financial stability, curriculum and care and concern for staffing needs.

Documentation for meeting this criterion:
1.
Provide a diagram of the governing structure of the early childhood center.

2.
List the major decisions the governing authority has made for the early childhood program 


within the past two years.
· Restructuring of the Early Childhood Development Center (ECDC)

· Two levels created/ Preschool (ages 3-4) and Pre-kindergarten (ages 4-5)

· Flexibility was introduced to the schedule to give parents more options for choosing which days of the week and how many days of the week their child will attend the ECDC.
3.
Provide a copy of the governing authority handbook at the time of the validators’ visit.
4.
Attach a copy of the governing authority minutes from the past three meetings.
5. 
Attach a copy of the short- and long-range goals for the program.

6.
Attach a copy of an evaluation form used for the director.
7. 
Attach a copy of the Administrative Head Questionnaire if applicable.

Required Indicators of Success:
Indicate whether or not the school meets the required indicators of success by circling Yes or No.  

YES     NO
*3:01
The operating organization designates the governing authority and has written policies 




clearly defining lines of governing authority, responsibilities, limitations of the governing




authority and membership. Written policies clearly defining lines of governing authority, responsibilities, limitations and membership can be found in the board of directors policy guide (p. 1-5).

YES     NO

*3:02 
The governing authority establishes written policies or administrative limitations that 




empower the administration in operating the school. A written policy that empowers the administration, in operating the school is found in the board of director’s policy guide (p1). 
General Indicators of Success:
General Indicators of Success help the school quantify its compliance with the Required Standard. Evaluate your school’s compliance with each General Indicator of Success using the criterion defined below. In the “Comments” section related to that indicator, specify how your school falls short of full compliance for any indicator marked less than “Met in Full.”

Met in Full—The indicator of success has been completely accomplished by the school. It is verifiable through evidence and documentation.

Mostly Met—The indicator of success has been partially accomplished by the school. Documentation and evidence regularly indicate that the school is well on the way toward full accomplishment of the indicator.

Rarely Met—This indicator rarely occurs in the school and evidence and documentation for compliance are minimally present.  

Not Presently Met—There has been no progress by the school toward the accomplishment of this indicator of success.

Evaluate the level of implementation for each of the General Indicators of Success, total your points, and explain your responses in the comment section. 
3:03
The governing authority has clearly defined policies regarding open attendance at meetings and 


executive sessions.    


___Met in Full (3)    _x_ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___

COMMENTS: The Board of Director monthly meetings, as well as committee meetings, are printed in the school newsletter regularly so that the RCLS community may attend. According to interviews conducted with members of the Board of Directors this policy is in place, however a written policy was not found.

3:04
There is no conflict of interest between members of the governing authority and the early


childhood staff  


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: After interviews with head administrator and director of the ECDC program (Early Childhood Development Center Program), and comparing lists of members of board of directors and staff of the ECDC, program no conflict of interest was found.

3:05  
The governing authority meets regularly and minutes are kept for each meeting.


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Bylaw 3-A, p.4 of the Constitution of Rochester Central Lutheran School (RCLS) states the board shall meet once per month with July being optional. These meetings are being held the fourth (4th) Monday of each month and minutes can be found on the Board of Directors website.

3:06 
Governance policies are determined at official meetings and recorded in the minutes.   


_x_ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Governance policies are determined at official meetings and recorded in the minutes examples include: Motion 111201 in the December 19th, 2011 Board of Directors meeting minutes – a motion to add to an amendment to the bylaws concerning the Rochester Central Lutheran School Endowment Fund.

Motion 110305 in the March 21st, 2011, meeting; is a change in policy allowing the children in the ECDC program to receive the benefits of participating in the Scrip program at RCLS.

3:07
Governing authority policy are collected into a policy manual, separate from the minutes.   


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Every board member is given a copy of the Board of Directors policies and it can also be found on the Board of Directors website.

3:08
The governing authority makes appropriate reports to the operating organization(s).


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: The board policy guide (p. 3-4) under the Job Descriptions for members of the board of directors, there is a policy on accountability and responsibilities. Specifically responsibility 1.2, 1.5, and 1.8. The board of directors reports to the operation organizations through two main channels. First, a copy of the minutes highlighting appropriate information to be reported is given to each board member after monthly meetings and it is their responsibility to attend their church council meetings and report this information. Secondly, there is a quarterly Association meeting in which officers of the member congregations and pastors are invited to hear a report from the Board of Directors on the state of the school.

3:09 
The governing authority provides for grievance and due-process resolution procedures.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Policies provided by the board of directors for grievance and due process resolution procedures can be found on page 36 section 6.2 of the RCLS employee handbook as well as page 5 of the ECDC handbook.

3:10
The governing authority has adopted comprehensive job descriptions for the director and staff.


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Job descriptions are available and have been approved by the board. (see attached job descriptions)
3:11
The governing authority receives reports from the director at each meeting.


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: The Board of Directors receives reports from the ECDC director monthly. See minutes submitted October, November and December 2011.

3:12
The governing authority provides for the annual evaluation of the director based on job description.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: In section 2.600, page14-15 of the RCLS employee handbook, approved by the Board of Directors, it states that the ECDC Director will be evaluated at least annually by the Principal. This evaluation is kept in the Directors personnel file.

3:13
The governing authority has written policies or position descriptions clearly delineating relationships with 


the director, head administrator, and pastor(s), if appropriate. 
    


_X__Met in Full (3)    ___ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: It is clearly understood that the ECDC director reports directly to the School Principal.

3:14
The governing authority has approved a process for the supervision and evaluation of teachers that is 


implemented by the director on a regular basis.



___Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___

COMMENTS: The teaching staff is evaluated by the Principal and ECDC Director, we will continue to evaluate the effectiveness of this process. Classroom aides are not currently evaluated.

3:15
The governing authority provides opportunities for professional growth for all staff. 
 


__x_ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Section 3.900, page 29 in the RCLS Employee Handbook approved by the Board of Directors section 3.900, page 29 lists assistance given to the staff in regard to professional growth. The Hallelujah Carnival is an annual fundraiser in which the profit goes toward staffs cost of attending educational conferences. In interview with Director of the ECDC, teachers and aides are invited to an annual retreat with training. Teachers attend in-services with curriculum training at the school. ECDC aides are yearly given CPR and First Aid education as well as education on shaken baby syndrome and Blood borne pathogens training. Free training through CCRR are available upon request. Support staff may also request to attend training that requires payment

3:16
The governing authority establishes written short- and long-range goals for the early childhood program 


that implements the program’s vision and mission. 

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)   __3__      COMMENTS: Motion 110302, at the March 21st , 2001 Board of Directors meeting was to approve the phase 1 of the RCLS Early Childhood Development Center as outlined in the monthly minutes. The phase 1 included 11 goals for the ECDC. As it has now been a year since the changes in the ECDC these short and long term goals have been updated and will be presented to the Board of Directors. 

3:17 
The governing authority has a process in place for evaluating the effectiveness of the school.   


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: A survey is given to parents at an annual meeting at the time of re-enrollment called the Partners in Christ Meetings. The results of the surveys re-tabulated and brought to the Board of Directors as seen in minutes of Feb 28th, 2011.This gives the Board of Directors valuable information regarding the effectiveness of the school.

3:18
The governing authority provides adequate time for the director to perform administrative duties.  


If the director is teaching, adequate release time is provided for administrative duties.


___ Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___
COMMENTS: Currently the ECDC Director position is 12 months and thus has additional time for administrative duties during the summer months. Sixty Percent of the Directors time is allocated to classroom teaching, the remaining forty percent is allocated to Administrative duties.  

3:19 
 The governing authority members actively serve as advocates for the early childhood program.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Examples of advocacy of the Board of Directors include motion 110305 from March 21st, 2011 meeting which added the ECDC to the scrip program. Also in this same meeting, motion 110304 from the Long Range Planning Committee in which it was moved that an Early Childhood Expansion Task Force be established. In interviews with individual Board of Director members clearly state that an great Early Childhood program is essential to the ministry of RCLS.

3:20
The governing authority establishes policies that provide for sound budget planning and fiscal operations.

  
___Met in Full (3)    _x__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___
COMMENTS: The Board of Directors have procedures in place for fiscal Operations, page 7 of the RCLS Constitution lists financial bylaws and page 5 of the Board of Directors Policy Guide has a policy about reduction in force should it become necessary. Currently the school does have some financial challenges and the Board of Directors along with administration have been in the process of developing further policies and taken actions to improve the fiscal operations. For example motion 111201 in the December 19th, 2011 Board of Directors meeting minutes is a motion to add to and amend the bylaws concerning the Rochester Central Lutheran School Endowment Fund. From the same meeting motion 111201 was brought from the Finance committee approving the initiation of a campaign to help reduce the outstanding debt of the school.
3:21 
The governing authority has in place a needs assessment process integral to school-wide systematic 


planning.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: A RCLS Dashboard was created that lists key monthly measurements in the areas of Recruiting and Marketing, Financials and Development. These are looked at monthly and after enough data has been entered will be able to track these key measurements to assist with school-wide systematic planning. The Long Range Planning Committee assists this process focusing on more of the long term goals of the school 

3:22
The governing authority has a process in place for evaluating the effectiveness of the school.


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS:  Two surveys are given to parents during the year.

· January Re-enrollment Survey – results of this survey are brought to the Board of Directors February meeting.

· Online ECDC survey – For current families of ECDC program. Annual survey.

3:23
The governing authority has established process policies that set forth the style and rules by which the 


governing authority will complete its tasks and processes. (Note: In Policy Based Governance.)

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: Policies that set forth the style and rules by which the governing authority completes its tasks and processes are found in the Board of Directors Policy Guide. 

3:24
Neither the governing authority nor its individual members involve themselves in the day-to-day 


operations management of the organization.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: Interviewing administration there are committees associated with the Board of Directors that are responsible for different aspects of the running of the Board but are not involved in the day-to-day running of the school.

3:25
The governing authority monitors itself for adherence to policies.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: One example of the monitoring of adherence to policies is the Board of Directors is currently pursuing an audit of the finances which would satisfy By-law requirements, help ensure a clean starting point for a long-term financial plan, and provide good counsel for the school’s management. Also committees of the Board which do much of the work of the Board bring all information to the full Board for review on page 2 of the Board of Directors Policy Guide is a guide for the committees.

3:26
The governing authority provides a benefit package for full-time workers and fair compensation 


package for all employees as required by state and federal regulations.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         _3____
COMMENTS: Details of the benefit package for full time workers and fair compensation packages for all employees is located in the RCLS employee Handbook section 3.700 and 3.800 page 27-28 and section 5.000 on page 34. 

3:27
School administration is responsible to coordinate its financial plan with the operating congregation’s 


financial plan.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___
COMMENTS: According to the Board of Directors Policy Guide page 1 the Board is the duly elected agent of the congregation. It is the Board's responsibility to provide for the management of the school and its programs on behalf of the congregations. It further asks the administrator for assistance in full filling this responsibility. Being fiscally responsible with staffing and resources accomplishes this.

3:28
School administration monitors sources of Income and expenditures that reflect the school philosophy 


and promote student growth.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ COMMENTS: No hiring of additional ECDC staffing occurs without the approval of RCLS administration. The Personnel Committee and Board of Directors are given reports showing that the hiring makes both ministry and financial sense. An example of the school administration monitoring sources of income and expenditures that reflect the school philosophy is in the RCLS Employee Handbook section 3.905 on professional memberships it states The Principal must approve requests for reimbursement of authorized expenses related to the educational program in advance. Being aware of income and expenditures also assists the administration in its recommendations for staffing each school year. 

Sources of income are monitored by the administration and finance committee monthly through reports provided by Accounting and Tax Associates.
3:29
Salaries and remuneration reflect the current district recommended salary scale and salaries are reviewed 


annually.

_ __Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)        _2___             COMMENTS: There is a salary schedule; however, the current base is lower than the district recommendation due to financial challenges. The Administrator attested to the salaries and remuneration reflecting the current district recommended salary scale. Section 5.200 page 34 of the RCLS Employee Handbook regarding salary reviews states: The wage and salary structure for employees of the school are reviewed and proposed by the appropriate board or committee and approved by the Board of Directors.

Comment on Subsection 3-A. Early Childhood Governing Authority:
A.  
Are the Required Indicators of Success met? Yes
B.  
Is the total for the General Indicators of Success a minimum of 54 points? Yes
C.  Based on this portion of the self-study, what are the strengths of your school? Governing Authority has great support for the Early Childhood Development Center at RCLS. Through the annual parent survey the Governing Authority is able to assess needs of the school and address them.

D.
Based on the concerns identified in your self-study, you will develop future plans to improve your school. Identify every item marked as less than “Met in Full” with specific plans for action to be taken by the school over the next cycle of accreditation. Any areas identified as needing improvement in the “Respond to:” component must also be included in the proposed school action plan and addressed in the cumulative annual report. 
Respond To:

3:03 – The Board of Directors will be made aware of the need to clearly define open attendance at meetings in its policy.

3:14 – Aids will be evaluated by supervising Classroom Teachers, Director and Principal effective spring 2012.

3:18 – Previously, the ECDC Director was the Preschool Director and the Stepping Stones (child care) Director. These positions were divided when the ECDC Director assumed teaching responsibilities. Since this program is in its infancy, more dedicated time for marketing, parent education and overall development and oversight of the program will be seriously considered. 

3:20 – The ECDC director and  school administration have been careful in adding additional staff that reflects the ECDC enrollment as well as the need to keep costs within budget. The 2012 -2013 staffing will be determined based upon actual enrollment.  

Continued on next page…

3:29 – It is the goal of the Board of Directors and administration to have salaries as close to District recommendations as possible as this helps in recruiting and retaining a quality ECDC ministry/staff team.

Section 3-B. The Early Childhood Director
CRITERION
The administrator/director is the key person in achieving the purpose of the early childhood education program with Christian distinctiveness and developmental appropriateness. She/he is responsible for the day-to-day operation of the early childhood center. An effective administrator understands the mission and ministry of the congregation.

Documentation for meeting this criterion:
1.
Attach the administrator’s completed profile form. Include copies of transcripts, diplomas, and


proof of professional organization membership. 


Transcripts and diplomas are in director’s personnel file located in the school office.

2.
Attach a job description for the administrator.

3.
Attach an administrator’s evaluation form used by the staff.

 ECDC director is evaluated by the Administration; there currently is not a form in which she is evaluated by the ECDC staff.
4.
Summarize the ways the administrator uses leadership skills in the congregation, community, and


professional organizations.


The ECDC director served as Vice-President of the Med City Thrivent Chapter from 2005-2006 and as the President from 2006-2009. She has lead bible studies and served on the Board of Family Life at Redeemer Lutheran Church. She also assisted with Grace Lutheran Church’s Vacation Bible School for numerous years.  

5. 
Provide a copy of the most recent statistical report submitted to the district office.

Required Indicators of Success:

Indicate whether or not the school meets the required indicators of success by circling Yes or No.  

YES     NO
*3:30 
The director demonstrates a personal Christian faith, a commitment to Lutheran 

education, and a dedication to the teaching ministry of the governing authority. The ECDC director is an active member of a Missouri Synod Lutheran Church. She is participating in a bible study at Trinity Lutheran Church, one of the Association Churches. She is committed to Lutheran Education. She was the SAC director from 1996-2011 and added the preschool director in 2005-2011 until her current role of ECDE director. She has a desire to get her colloquy. The Director regularly attends the Board of Directors meeting and reports on her ministry of the Early Childhood Education Center, as evident in attendance in Board meeting minutes.

YES     NO
*3:31
The director implements policies and procedures to promote stable personnel, fiscal, 

and program management. The director lists the varied ways she implements policies and procedures to promote a stable personnel, fiscal and program management. She teaches Preschool, she plans lessons, develops the ECDC Handbook, guides the ECDC through state licensing procedures, develops curriculum, leads meetings, advises with marketing, and gives tours of the school. 

Evaluate the level of implementation for each of the General Indicators of Success, total your points, and explain your responses in the comment section. 
3:32
The director’s personal profile and qualifications fulfill the job description requirements.  


_ __Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___
COMMENTS: The Director meets the qualifications of the job description provided by the Board of Directors, with the exception of her Colloquy; which she does have the desire to pursue.
3:33
The director has at least a bachelor’s degree, with no less than 18 semester hours in early childhood 


education, or is actively working toward accomplishing this requirement. 


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: This can be found in the transcripts and diplomas located in the directors personnel file stored in the office of the school. 

3:34
The director demonstrates a commitment to continuing professional development and ability to promote 


team work. 


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The director is a member of the Lutheran Education Association and the SE MN Directors Association, she is interested in obtaining her colloquy. The director attends in-services provide by the school and attend teachers conferences. The quality of interpersonal relationships between the ECDC staff and the Director was rated as very good according to the staff survey.

3:35
The director participates in district-sponsored conferences and events and seeks ways to grow 


professionally.   


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The Director is interested in obtaining her colloquy and has taken 15 credits in Emotional, Behavioral Disorders in Children. In interview director states she attended the yearly Lutheran Educators Conference and the National Lutheran Educators Conference.

3:36
The director supplies information and statistics to district and Synod as requested. 


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The director submits all the required information to the Synod. 
3:37
The director is a member of at least one professional organization and keeps current with early 


childhood education.  


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The Director is a member of the Lutheran Education Association. Her professional profile stats she is also a member of the South East Minnesota Directors Association. She is currently attending Infusion Training.

3:38  
The director is involved in the educational ministry of the supporting congregation and assists when 


necessary.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The director is a member of Redeemer Lutheran Church which is a Missouri Synod but not one of the four Association Churches. Redeemer does support the school in a variety of ways, just not as an Association member. As a member of Redeemer the Director has led Bible studies, been a lay reader, lead children’s messages, as well as served as a board member and promotes the ministry of RCLS.

3:39
The director networks with other administrators regularly.  

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: In the 
professional profile of the director she is a member of the SE MN Directors 
Association which allows her to network 
with other directors. During the process of developing the 
ECDE was able to network with another school that has a model similar to the new ECDC model. 
This is noted in the motion 110302 in the March 21st2011 Board of Directors 
meeting minutes.

3:40
Levels of responsibility and accountability are clearly defined for all support staff (secretarial, 


maintenance, cafeteria, transportation, etc.) when applicable.   


___Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___ 
COMMENTS: The director follows a line of communication when interacting with supports staff. 
3:41
The director consults regularly with pastor(s) and teachers individually and collectively. 

___Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___ 
COMMENTS:  The Director has an informal relationship with all Pastors’ and a more formal relationship with them through the school Principal (as needed), who meets with them monthly. The Director and teaching staff meet weekly as a faculty and individually on an as needed basis. The ECDC Director and ECDC faculty participate in a yearly faculty retreat in which the Pastors lead Bible study and discussions in regards to the ministry and yearly ministry theme. 
3:42
The director provides an ongoing program of staff supervision that includes a formal written evaluation 


for each staff member based upon job descriptions.   


__Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___ 
COMMENTS: There is a formal written evaluation for all teachers. 

3:43
The director implements and/or initiates the policies and decisions of the governing authority. This may


be together with the administrative head where applicable.  


_X__Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: Once the ECDC was approved in motion 110302 of the March 21st, 2011 Board of Directors meeting, the director indicated and implemented the establishment of new policies, creating the schedule and informing parents, etc.

3:44
The director ensures that accurate, confidential files for each staff person and child are kept in an organized


manner in accordance with licensing regulations. 


_X__Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS:  Accurate and confidential files for each staff person are located in the school office. Children’s files are in a locked cabinet in classroom and in the school office. 

3:45
The director provides leadership in establishing developmentally appropriate curriculum and resources.  

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS:  The ECDC director worked with the teacher staff to develop the current curriculum.  In 2011 the ECDC curriculum was included in the RCLS curriculum review schedule.  
3:46
The director provides opportunities for professional development of staff in accordance with governing 


authority policy.    


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: The ECDC faculty is required to participate in the yearly faculty retreat which sets its focus around the yearly ministry theme and team building. The ECDC faculty is also invited and encouraged to participate in all RCLS faculty in-services, weekly 15 minute Monday technology in-service and Minnesota South District Teacher Conferences. All employees of the ECDC program are given CPR and First Aid education training every two years. Yearly, the staff is given training on shaken baby syndrome and blood borne pathogens. Support staff must attend the number of training hours required by licensing. The Director provides the support staff opportunities for free training and also considers requests for training that requires a fee.
3:47
The director provides adequate training for new staff and volunteers. 

__Met in Full (3)    _X__ Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __2___ 
COMMENTS: New staff is required to watch the Portrait of Promise/ Preventing Shaken Baby video as well as the blood borne pathogens video. All new staff is given CPR and First Aid Training when provided by the center.  All new staff meets with the Director to discuss the center rules and regulations, and to discuss the employee handbook and its’ contents. New staff is given a tour and the classroom that they will be assigned to. New staff is eligible for in-service training as well as given the opportunity to receive training that provides hours required by licensing. There is basic instruction for volunteers on an as needed basis.
3:48
The director manages the approved budget and finances according to the clearly defined responsibilities 


and limitations set forth by the governing authority.
_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         ___3___
COMMENTS: The director attends the Board of Directors meetings and is therefore aware of the financial state of the school. She states she works with administrator to find the most fiscally responsible use of staff and resources that also keeps children safe and learning to do the ministry of the school.

3:49
The director provides spiritual leadership for the school community and strives to connect the school to its 


congregation.  

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 

COMMENTS: The director assisted in the development of the ECDC brochure which is   issued to promote the school to the Association congregations and the community. The director periodically visits the Association churches. The director also chairs the annual Fall Hallelujah Carnival which is an outreach project for the school community and for the Rochester community at large.

3:50
The director reviews all public relations and printed materials concerning the center.   


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 


COMMENTS: The marketing committee and the development committee submit materials to the ECDC director for approval prior to publication. 

3:51
The director plans and implements a health and safety program that includes the necessary state 


requirements.

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___

COMMENTS: Risk Assessment and Risk Reduction plan are in place per the information from the Department of Human Services. The ECDC Handbook contains information concerning health and safety issues. 
3:52
The director limits group size appropriate for the age and level of the students and ensures optimal student 


growth. The limits set forth below are in effect in _1-pre-school/ 2 pre-kindergarten / 1 activity room for a total of 4 rooms that meet the staff to child rations.__ (state the number of classrooms). 


Ratios and group sizes shall be assessed during the site visit and are strongly recommended;

 however, they are not required criterion for accreditation.
RECOMMENDED STAFF/CHILD RATIOS

 WITHIN A SPECIFIED GROUP


                           Maximum                    Group size


Infants (birth to 12 mos.)

1:4


      8



Toddlers (12 to 24 mos.)

1:4


     12



2-year-olds (to 30 mos.)


1:6


     12



2-1/2-year-olds (to 36 mos.)

1:7


     14



3-year-olds



1:10


     20



4-year-olds



1:10


     20



5-year-olds



1:10


     20


_x_ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___


COMMENTS:

3:53  
The director compiles appropriate policies, procedures and practices communication to staff and parents 


through handbooks/manuals.  


_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
   
COMMENTS: Refer to the Early Childhood Development Center Handbook.

3:54
The Director admits students according to established written admission criteria.  

_x__ Met in Full (3)    ___Mostly Met (2)   ___Rarely Met (1)   ___Not Presently Met (0)         __3___ 
COMMENTS: Admission criteria can be obtained in the Early Childhood Development Center Handbook.
Comment on Subsection 3-B. Administration:
A.  
Are the Required Indicators of Success met? Yes

B.  
Is the total for the General Indicators of Success a minimum of 46 points? Yes
C.
Based on this portion of the self-study, what are the strengths of your school? The director of the ECDC program provides great leadership in the school as well as in the community and congregations. The ECDC program has health and safety programs in place that have been assessed by the state and are in compliance.

D.
Based on the concerns identified in your self-study, you will develop future plans to improve your school. Identify every item marked as less than “Met in Full” with specific plans for action to be taken by the school over the next cycle of accreditation. Any areas identified as needing improvement in the “Respond to:” component must also be included in the proposed school action plan and addressed in the cumulative annual report.

Respond To:

3:32 – When the current ECDC Director agreed to focus on the Preschool/Prekindergarten programs and also re-entered the classroom, it was agreed that after the program was in place for one year, she would commit to pursue her Colloquy. This along with renewing her teaching licensure with the State of Minnesota as well as pursuing Early Childhood credits will be discussed with her evaluation this spring. She currently meets the teaching requirements for preschool licensing; however, since she has the educational background to obtain a teaching license for the State of Minnesota, this is intended to be pursued as well.

3:40 – The chain of command is clearly understood and a document clearly stating all the levels of responsibility and communication will be presented to the Board of Directors at the February 2012  Board of Directors meeting. The document will then be forwarded on to the appropriate committees for input and then brought back to the Board of Directors for approval in March 2012.

3:41 – The ECDC Director may participate in monthly Pastor/Principal meetings as needed; however, it has not been necessary or practical for her to meet each month as she teaches during the times they meet. The ECDC Director often meets weekly with the principal and they are currently discussing scheduling a standing meeting time.

3:42 – Currently there is not an evaluation of aides. This is something the Director would like to get established.

3:47 – Staff surveys indicated that training was adequate to limited.  It may be in the best interest of the ECDC Director to review the way that ECDC staff is informed of training opportunities and to ensure that staff are more clearly aware of the variety of training opportunities available to them. 

Add the point totals from the two subsections related to 

Standard 3—Administration to determine the total score. 

You must score 100 points to assure compliance with the standard.

Your point total is: ______144___________

