[image: image1.png]S .
FC3§




 FCIS/FKC-SACS Self-study 

SELF-STUDY COVER PAGE
Date of Evaluation: 

Name of School:   

School Address:   

Other Campuses (include names and full addresses):   

Name and Full Title of School Head:  
School Telephone:     



         School Fax Number:  
FCIS Committee Chair:
 
Type of Accreditation:  FCIS/FKC-SACS

FCIS/FKC –SACS Evaluation Committee Members 
	Committee Member Name 
	Committee Member School and School Address
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School Name:  
 

Names(s) of School Head for last 5 years: 
	Name of School Head
	Years Served

	
	

	
	

	
	


 School Type (Co-ed, Girls only, Boys only): 
Day/Boarding:

       
Form of organization (Non-profit, proprietary, corporation):

   
List grades covered (For example: PK3-Grade 8):  


List the academic, operating divisions of the school (For example: preschool PK3-PK4- Lower School K-5, Middle School 6-8 and Upper School 9-12):


      

If religiously affiliated or related, name the denomination:   
 

If applicable, note the specific church/synagogue:   
 

If there is more than one campus, list individually and explain how program is divided:
 

 


Year School established: 
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PLANT
	Number
	Room/Space Type

	
	Classrooms

	
	Science Laboratories

	
	Art Room/Studio

	
	Music Room/Studio

	
	Gymnasiums

	
	Libraries

	
	Other Laboratories

	
	Playing Fields


 

Total number of buildings on campus:  

How much acreage does entire school cover?    

Acreage used for playing fields/playground?    
SCHOOL YEAR 
 

Length of school day:   _________ A.M.  to  ___________ P.M.
Total days in school year:   
How many of these are student days?
 

ENROLLMENT 
 

Total current year enrollment: ______.
                  

	Grade Level
	Number of Students

	  2  Years Old
	

	PK3
	

	PK4
	

	K
	

	 1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
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FINANCIALS
 

Tuition/fees range: 

Was significant short-term borrowing necessary during previous school year?   
 

Does projection for current school year differ substantially from previous year?  
 

What is total debt-per student? 
 

What is ratio of total assets to total liabilities?  
 

Sources of income during previous year: 
 

$ _______    Tuition & fees
$ _______    Annual giving
$ _______    Deferred giving 
$_______    Income from foundation
$ _______    Income from endowment 
$ _______    Other 
 

Is an annual audit or financial review of school's finances performed?    
List insurance coverage amounts for:

    Premises                                ________
    Vehicles                                 ________
    Basic Liability Coverage         ________
    Umbrella Coverage                ________

RECORDS 
 

Are permanent records contained in fire-resistant facilities?   
 
Is a copy electronically retained?  

FACULTY AND STAFF 
 

Total number of teachers:   

Total number of administrators not included above: 
Salary for starting teacher w/B.A. degree: $  ______
Percent of teachers/administrators with: 

No Degree


  
Bachelor's Degree: 

Master's Degree:  
Doctorate Degree: 

 
Salary for starting teacher with a B.A.: $
Teaching Salary Range (low to high): $

Median Teacher Salary: $  

List administrative staff positions:
Teacher: student ratio: 

LIBRARY 
Number of librarians: 



Number of clerks:  

Amount spent on books and periodicals: 
Average monthly circulation of books:

Number of volumes:  


Number of subscriptions:  
Number of volumes per student: 

Number of volumes added last year:

Seating Capacity in library: 
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1. Attach a school publication that highlights the school’s philosophy and objective, or include a link to the material as it is published online.  
2. Attach evidence that the school adheres to the FCIS policy of non-discrimination. (an advertisement etc. with the policy stated; link to web site)
3. Attach the “FCIS 2010 Standards” to show compliance with all standards.
4. Have available for review (at the time of the visit) a copy of the school’s most recent strategic plan.
5. Describe the school's program for faculty/staff development: 
 
[image: image6.png]S .
FC3§




 

	Name
	Position
	Duties
	Course and Student Load
	Educational Degrees Major/Minor
	Certificates Held

(include date valid until)
	# Years Here
	Total # Exp. Yrs.

	Last, First
	Teacher
	6th grade Advisor, softball coach
	Social Science, 5 periods per day, daily.  80 students
	B.A.  Any University, History  M.Ed., Any University, Ed Leadership 
	Florida teaching certificate-  6/2012
	5 yrs.
	10 yrs.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


FCIS/FKC – SACS Self-study:
SECTION III:  Analysis

Where applicable, there should be a narrative analysis of each of the areas in the list that follows.    The analysis is not intended to be a description of how each area currently operates, but instead a thoughtful analysis of what the school does well, what the school can improve, and how it lives up to its mission.  A school should feel free to subdivide these areas to reflect committee organizations or to add analysis of any other aspect of the school.

Section I:  Introduction; Mission Beliefs and Executive Summary

1. State the Mission of the School

Click here to enter text

2. Describe the process used to develop and assess mission and beliefs (retreats, surveys, etc.)
Click here to enter text.

Section II:  School Profile and Characteristics

A. Community Characteristics

Provide a brief summary the community which serves the school
B. School Characteristics and Brief History

Provide a brief summary of school history and current school characteristics..

C. Governance

a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
D. Finance and Business Operation (Advancement, Tuition, Operating expenses, Financial Aid and Endowment)
a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
E. Administration Data/Academic Organization 
a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
F. Faculty and Staff Data -  Teaching Conditions, Professional Development and Demographics

a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
G. Support Staff Data

H. Student Data - Academic Performance, Admissions and Qualifications for Program and Discipline, Morale and Attitudes

a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
I. Parent Data -Parent Sponsored Organizations and Volunteer opportunities

J. Alumni Data 
K. Development and Marketing
a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
Section III Academic and Extracurricular Programs 

This section of the self-study requires a curriculum review and update in each of the academic and extracurricular areas in all divisions of the school.  The report should be in the form of a narrative that includes (1) statistical data based on the surveys in Section II and current standardized test scores (2) a comparative analysis and description of evaluation procedure for each discipline (3) three greatest strengths in each area (4) three priorities for continuous improvement in each area.  Unit Schools should include an overview of the entire curriculum philosophy explaining how curriculum goals are articulated between and among the divisions.

A. Academics
a. Preschool – Refer to FKC Curriculum guidelines
b. Lower School 
i. Computer
ii. Fine Arts
iii. Foreign Language
iv. Language Arts
v. Mathematics
vi. Physical Education
vii. Science
viii. Social Studies

c. Middle School 
i. Computer
ii. Fine Arts
iii. Health/ Physical Education
iv. Language Arts/Literature

v. Mathematics
vi. Science
vii. Social Studies
viii. World Languages

d. Upper School
i. Computer
ii. English/Literature

iii. Fine Arts
iv. Health/ Physical Education
v. Mathematics
vi. Science
vii. Social Studies
viii. World Languages


B. Extracurricular Activities Including Athletics

Section IV Support Services

Reports for Section IV should follow the format outlined in Section III



A.
Library/Media Center


B.
College Counseling



C.
Guidance



D.
Academic Services



E.
Technology


F. 
Boarding Programs and facilities (where applicable)


G.
School Services (where applicable)




1)
Clinic




2)
Food




3)
Transportation




4)
Bookstore




5)
Extended Day

Section V: Physical Plant  - Health, Safety and Facility

a. Narrative analysis, including ways this area conforms to school philosophy:

Click here to enter text.
b. Commendations:

Click here to enter text.
c. Recommendations:

Click here to enter text.
d. Plans for future development

Click here to enter text.
e. Submitted by:

Click here to enter text.
Section VI:  Strategic Plan and Plans for Implementation

This section documents the process of developing, reviewing and updating the school’s Strategic Plan.  The plan is based on analysis of data collected in the preceding sections and recommendations in each section based on the analysis of that data.  Designated components of the school’s Strategic Plan that evolves from work done by committees representing all segments of the school community then become the goals of school’s Action Plan for the next five-year period.  These goals will focus on student learning and instructional and organizational effectiveness.  School’s planning to use this process should develop a Strategic Plan that states the school’s goals in a measurable format.

A copy of the school’s Strategic Plan or Plan for Continuous Improvement should be available for review.  This plan should include input from all constituents and cover all major areas of the school community.

Section VII:  Standards with Documentation

Compliance with FCIS, FKC and SACS standards must be addressed.  Documentation of compliance can be available for the visiting committee or noted in the self-study.

Section VIII:  Disposition of Previous Recommendations

Any previous recommendations from the last five year evaluation not fully met should be addressed, along with plans for continued work towards meeting these recommendations.

Guide Questions for Completing the Self-Study

Analysis Area:  Vision and Mission

State the Mission of the school.  Include process by which mission statement is reviewed by all constituents.
Analysis Area:  Finance 

Because of the potentially sensitive nature of this area, a school may prefer to have a committee of administrators, owners, board members or business officers study and compose this analysis. If a school prefers, it can omit this from the Self-Study reports that are distributed and present it in written form along with a current operating statement, budget, and a copy of the school' most recent audit/review to the chair of the evaluation committee.  This information must be sent to the Chair at least two weeks prior to the evaluation. The chair and the Board of Directors will treat this report confidentially.

Analysis Area:  Academic Organization of the School, Faculty and Administration
What are the operating and academic divisions of the school?  How are these divisions administered and what is the degree of autonomy for administrators?  Is the line-of-authority and
delegation-of-responsibility clearly understood by all?  Do administrators have the time and opportunity to work with individual teachers?  Discuss adequacies of salaries and prerequisites and outline any plans for improvement.   Are the types and frequencies of faculty meetings adequate? Are there ample opportunities for faculty-faculty and administration-faculty communication?  How adequate are the provisions for intra-departmental and inter-division faculty communication?  What there special qualifications might you look for or require in a prospective teacher?  What is your policy toward substitute teachers?  Whom do you use for substitute teachers?   What professional requirements do you have for substitute teacher employment?

Analysis Area :   Faculty Teaching Conditions and Professional Development
Describe class loads, class size, planning time, communication between and within departments and grade levels, salary and benefits as compared with other area schools.  What is the general morale among faculty?  Describe the school’s program for Professional Development.  What program and requirements exist for teachers to grow professionally?  Faculty surveys and interviews can be documented here.

Analysis Area:  Student Admissions and Qualifications 
Briefly outline the procedure for admission.  Are the admissions procedures and qualifications understood by the faculty and others of the school community?  To what extent does the faculty have input on student admissions?  To what extent is the faculty satisfied with the quality of students admitted?  How suitable is the current school program for the current students being admitted?   What steps are taken to try to attract the type of student the school wants?   How effective are the steps taken to attract minority students? 
Analysis Area:  Student Discipline and Morale 

A detailed outline of rules for discipline is not needed, but a statement as to discipline policy and its effectiveness should be written. Are rules for discipline procedures that could lead to
suspension and/or expulsion clearly spelled out and published so that students, their parents and faculty clearly understand them, and are those procedures meticulously followed?  What is the attitude of the students toward: Their school? The faculty?  Each other?   How is the attitude of the students reflected in the way they respect the property of: the school, their peers and their own belongings?  Student surveys and interviews can be documented here.

Analysis Area:  Parents' Organization and Alumni Association 

Describe makeup, functions, and responsibilities of each of these bodies. 
Analysis Area:   Academic Program  
The academic program reports will include a brief overview of the discipline/grade.  In addition, this analysis will include the results of the faculty analysis of the commendations and future goals of the programs. Particular emphasis should be paid to how well the program is coordinated, both intra-departmentally and interdepartmentally.   During the evaluation, the visiting team should have available to them the following:  curriculum mapping documents which outline the course of study, course requirements, and technology integration.  Textbooks and additional resources used should also be made available.   Each department/discipline should be analyzed separately and then the program (Early Childhood, Lower School, Middle School, Upper School) should be looked at as a whole.   

Analysis Area:   Extra-Curricular Activities - Including Sports
Are the offerings sufficient and well directed by both faculty and students?   Is the blend among the various types of activities adequate?   Is the participation of students adequate? Is there a constant, ongoing review of activities so that new ones can be added and existing ones dropped to meet the desires and needs of current student bodies?  What is the philosophy of the school’s athletic program – “no-cut policy”, contract, parent/student requirements, etc?   In this section, it might be wise to catalog the various extracurricular activities and sports that are available to the students. 
Analysis Area:  Library/ Media Center
How extensive is the use of the library by the students (statistical data or narrative response)?   How does the library curriculum relate to other classes?  Are library skills embedded in the classroom courses or are they taught during scheduled library time?  How extensive is the program for information literacy, critical thinking and information processing?  Is library instruction for research taught ( Big 6, FINDS, iSearch, etc )?  How adequate is the library in meeting the school's needs in each department?   Is there collaboration between the media specialist and the classroom teachers with regard to library usage and acquisition of materials?  How much of the library collection is available to students after hours? Does the school subscribe to any electronic databases?   Is the catalog available through the Web? 
Analysis Area: College Counseling 

What is the school’s program for college counseling?  When does the process begin?  Who coordinates the program?  What type of parent interaction/involvement is there?  For schools with grade 12, note the colleges attended by members of the last two graduating classes.  


Analysis Area:  Technology
Evaluate and describe the school’s use of technology in its educational programs. Include the following: Ratio of computers to students.   How is technology integrated into the school’s
curriculum?   How is the equipment acquired, inventoried, maintained, and replaced?   How is critical data backed up; and in the event of a failure, recovered? How are technology staff
and faculty provided with relevant professional development opportunities?   What technology use and integration competency standards are in place?   Are faculty evaluated to determine
competency in the use and integration of technology?   What personnel are responsible for supporting technology and what are their credentials?   There must be a written plan for
technology in support of the school’s mission and philosophy together with a separate and distinct technology budget and staff adequate to meet the needs of the program.
Analysis Area:  Boarding Programs and Facilities 

How effective are daily and weekend non-curricular programs for boarding students? Are the dormitory rooms, lounges, etc., attractive and well maintained? To what extent are the students involved in this facility maintenance?   Is the clinic adequate for student needs?  To what extent is medical access available on a 24-hour-a-day basis?  Are the special rules set up for boarding students reasonable for the ages of the students and adequate enough to provide for their special needs in the areas of health and safety? Are these rules and the rationale behind them adequately explained both to students and their parents?   Are supervision and supportive services specifically directed to boarding students adequate?   Are the meals nutritional and attractively served?  Are there activities provided for after school and weekends?

Analysis Area:  Student Services:
· Transportation, Food Services, Student Clinic
Provide information about these programs and how they are in support of the school mission.

· Special Education Program/Academic Support
Where applicable, this analysis may be included with the Academic Program it supplements.   The report should address the specific nature of any special programs and how these programs are consistent with the overall school philosophy.
Analysis Area:  Health, Safety and Facility

Are the Health Inspection, Safety codes and Fire Department codes up to date?

Are the safety devices adequate in number and placement throughout the school?  Is the science lab in compliance with all safety regulations? Are the playgrounds safe and free from hazards?  Are
playgrounds adequately supervised?   Are fire drills scheduled frequently enough?  Is there a Crisis Manual?  Are emergency procedures posted and understood by all students and faculty? Are they continually reviewed and updated? Is there adequate supervision at the time students arrive at and depart from school? Are provisions for isolation of students with possible contagious
disease adequate?  Are first aid supplies adequately spaced around the school?   How effectively is the space being utilized?   Could minor modifications of existing space and buildings make them more useful?   Describe the school’s program for daily maintenance.
Analysis Area: School’s disposition of previous accreditation's recommendations (for five-year re-evaluation only)
Note any recommendations that have not been implemented and a detailed explanation as to why.  If all recommendations have been addressed and/or implemented, a statement as such is sufficient.
Analysis Area:  Strategic Plan

A copy of the school’s Strategic Plan or Plan for Continuous Improvement should be available for review.  This plan should include input from all constituents and cover all major areas of the school community.
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STUDY SECTION II: Documentation –


Individual Faculty/Administrator Data Sheet�
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SECTION II: Documentation  








Enrollment for the past 5 years:


Year�
Total Enrollment�
�
2009-10�
�
�
2008-09�
�
�
2007-08�
�
�
2006-07�
�
�
2005-06�
�
�
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