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OVERVIEW

Each Catholic school in the diocese of Jefferson City participates in a six-year evaluation process that provides for:
	� a school self-study for improvement
	� on-site visit and validation from a Visiting Team
	� development of a long-range Plan of Action
	� an annual accreditation by a nationally-approved agency based on progress of the school improvement 

plan

The superintendent will schedule a face-to-face meeting to provide orientation for the School Evaluation Process. The 
process is spearheaded by the administrator/principal, who will select a chair for a Steering Committee and form sub-
committees for each of the accreditation standards developed by the Missouri Nonpublic School Accrediting Associa-
tion (MNSAA). Each subcommittee is responsible for an in-depth study and collection of data relevant to the assigned 
standard. The Steering Committee will meet to review the data gathered and organized by the subcommittees and 
compile the Self-Study Report. Committee organization should be started before August 1 of the self-study year.

School Self-Study for Improvement
This guide includes important information for completing the Self-Study Report. It includes an introduction to the pro-
cess with guidelines for completing the report and scheduling the Visiting Team on-site visit. This guide also includes 
samples of the following forms:

	� Self-Study Report
	� School Climate Survey
	� Survey of Teaching Strategies
	� Catholic Identity Survey
	� Self-Improvement Checklist for Verification File
	� Visiting Team Report
	� Plan of Action and Report Form

These documents, can also be found on the diocesan Catholic Schools Office Principal’s Page, under the “MNSAA 
(School Self Study Process)” tab, along with a complete package of documents for each school setting (i.e., Early Child-
hood Center, Elementary School and High School).

The complete Self-Study Report is reviewed and edited by a member of the school community prior to its final ap-
proval by the entire Steering Committee to insure consistency and professional presentation of the document.

Validation from a Visiting Team
Two weeks prior to the on-site visit, the Self-Study Report is duplicated and submitted to the Visiting Team members 
for review. The Visiting Team spends extended time in the school to validate the Self-Study Report and offers addition-
al recommendations based on observations from the on-site visit. The Visiting Team Report with recommendations is 
presented to the pastor, administrator/principal, advisory council and school community. The Visiting Team Report is 
to be included in a compiled School Evaluation Report.
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Development of the Long-Range Plan of Action
Following the on-site visit, the administrator/principal, chair of the Steering Committee and others, draft a Plan of Ac-
tion based on the school’s Self-Study Report and the report from the Visiting Team. The final Plan of Action is also to 
be inserted into the School Evaluation Report.

Annual Accreditation by Nationally-Approved Agency
Each year, the school is required to file an Annual Report Form with the Missouri Nonpublic School Accrediting Associ-
ation (MNSAA) for review. An updated Plan of Action is to be submitted with the Annual Report Form for review. If the 
MNSAA board finds the school making progress toward its objectives according to the Plan of Action, accreditation is 
awarded for that year. This process is repeated annually until the cycle begins again.
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GUIDELINES

Step 1 — Beginning the Process
The groups or individuals involved include the pastor, school administrator/principal, faculty, advisory council, Steering 
Committee chair, Steering Committee and subcommittee members.

It is the responsibility of the administrator/principal to:
	� provide orientation for the school evaluation process to the pastor, faculty, parish school advisory council, 

parents, etc.
	� estimate costs related to the school evaluation process
	� solicit, with assistance from the parish school advisory council, an individual to serve as chair of the 

Steering Committee (faculty members do not serve in this capacity)
	� solicit individuals to serve on a Steering Committee (generally three or four individuals from the parish 

school advisory council, home and school leadership, and faculty members)
	� prepare needed materials to be placed in a verification file, as part of the School Evaluation Report

It is the responsibility of the administrator/principal and members of the Steering Committee to:
	� form subcommittees to study and respond to each standard in the Self-Study Report
	� select chairs and subcommittee members to study each standard; generally, all faculty members serve 

on a subcommittee along with parents. The content of the standards may suggest other possible 
subcommittee members (e.g., an area nurse may be a good candidate for the Standard VII Services 
subcommittee, or someone with expertise in the maintenance/repair field may be an appropriate selection 
for the Standard VII Facilities subcommittee).

	� schedule a meeting for all members of the Steering Committee and subcommittees for orientation on the 
school evaluation process in order to clarify the purpose and responsibilities

	� schedule dates for the on-site visit to the school, in consultation with the Catholic Schools Office; usually 
during the months of February, March and April, but can be arranged in other months

Step 2 — Review of Standards by Subcommittees (Self-Study Report, Appendix A)
It is the responsibility of each subcommittee to:

	� research and compile information for its assigned standard
	� indicate whether or not the criteria for each Membership Indicator is met or not met with “Yes” or “No” 

and insert a brief paragraph substantiating the response
	� by Standard and Membership Indicator number, formulate and rate recommendations that address any 

unmet criteria
 
Step 3 — Completion of the Self-Study Report
The Steering Committee members will collate all subcommittees’ listing of strengths, areas for improvement and 
recommendations, ensuring that there is no duplication or contradiction among the various standards. The Steering 
Committee will then finalize the Report Page for each standard, thus completing the Self-Study Report.
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Recommendations for each standard are to be written using the following guidelines:
	� write in the third person for the complete report
	� write without the use of personal names, using titles such as “the administrator/principal” or “the pastor” 

instead
	� write in a manner to direct the school toward a needed improvement, but not giving a specific solution
	� write as action statements beginning with the word “to”

	• Example – “to develop ways of increasing student interest in science” rather than “each primary 
classroom should have a science corner”

	• Example – “to promote visibility and communicate the strengths of XYZ School” rather than “additional 
classrooms must be provided for the students”

Guided by the ratings of the subcommittees, the Steering Committee will assign a number indicating the degree of 
importance given to each recommendation (1=high priority, 2=moderate priority, 3=low priority). This priority number is 
placed in parenthesis after the recommendation.

Step 4 — Distribution of the Self-Study Report to the Visiting Team
Copies of the Self-Study Report are to be prepared and sent to each member of the Visiting Team two weeks before 
the date of the on-site visit to the school. The report pages should include the areas of strengths, areas of improve-
ment and the recommendations generated by the Steering Committee. 

Step 5 — On-Site Visit Preparations
It is the responsibility of the administrator/principal and the Steering Committee to:

	� prepare and gather documents as needed per the Self-Improvement Checklist for Verification File 
(Appendix B)

	� arrange overnight hospitality and meals for the members of the Visiting Team, and communicate arrival, 
closing times and locations with the Visiting Team

	� provide a confidential “work room” with a computer and printer for the members of the Visiting Team
	� arrange for the Visiting Team members to interview the pastor, faculty members, parish school advisory 

council members, home and school, parents, etc., following the opening gathering
	� arrange, or if necessary, rearrange class, and liturgy schedules so that team members can observe all 

subject areas, as well as school liturgies
	� prepare for a safety drill to be called by the Visiting Team
	� ensure that Visiting Team members are reimbursed for mileage
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SAMPLE TIMELINE FOR THE VISITING TEAM
(The exact schedule is to be determined through discussion between the administrator/principal and 
Visiting Team chair.)

Evening of Arrival

4pm Visiting Team meets to plan visit, along with superintendent or designee

5-5:30pm Arrival of the team members at school
Tour of the school (teachers should be in their rooms to welcome the Visiting 
Team)

5:30 or 6pm •	 Introductory gathering (includes pastor, faculty, parish school advisory coun-
cil members, Steering Committee, etc.)

•	 Welcome by principal and/or Steering Committee chair
•	 Prayer
•	 Introduction of the Visiting Team by the superintendent and/or associate 

superintendent or designee
•	 Presentation of brief history of the school (PowerPoint, oral presentation, 

etc.)
•	 Evening meal
•	 Time for team members to interview Steering Committee members, parish 

school advisory council members, home and school representatives or other 
parents (normally, teachers are interviewed during the school day)

Day One Visiting Team will observe the regular school day, meet with teachers and begin 
to write its report.

Day Two Visiting Team will continue with observations and interviews and complete the 
report.

3pm Superintendent and/or associate superintendent meet with Visiting Team to 
review report

4pm Visiting Team will meet with superintendent and/or associate superintendent, 
pastor, administrator/principal, Steering Committee chair and parish school 
advisory council president for presentation of the written report. Revision of any 
factual errors may be made at this time.

5, 5:30 or 6pm Oral report presented to members of the school community at informal gather-
ing that includes a meal.

After the Visiting Team completes their report (Appendix C), they will add it to the Self-Study Report, providing addi-
tional and/or alternative recommendations, or to removing recommendations not affirmed by the Self-Study Report.

Step 6 — Plan of Action and Report Form
The Plan of Action and Report Form (Appendix D) is to be completed by the administrator/principal, Steering Commit-
tee and others as deemed appropriate. Following the completion of the report from the Visiting Team, the administra-
tor/principal, and members of the Steering Committee:

	� compile the recommendations for each Standard from the Visiting Team Report
	� develop the school’s Plan of Action for the next five years, addressing the recommendations by priority 

status focusing on 5-6 objectives annually
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The purpose of the Plan of Action is to:
	� effectively address unmet criteria
	� further develop the mission and philosophy of the school
	� consider other improvements recommended in the Self-Study Report and Visiting Team Report

The Plan of Action is written to offer specific concrete responses to the recommendations of the Self-Improvement 
Process and to address Standards and Membership Indicators. The objectives are written specifically to identify:

	� who is responsible to act on the recommendation
	� the action that will address the recommendation
	� a time frame for the action of the response
	� resources needed to meet the recommendation

The Plan of Action is completed and inserted into the School Evaluation Report. A copy of this entire report is sent to 
the Catholic Schools Office by June.
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Appendix A
Self-Study Report

Name of School:	 _____________________________________________________________________________________________________________

City, State:	 _____________________________________________________________________________________________________________

Year of School Evaluation Process and visit:	 _ __________________________________________________________________

School enrollment over past five years:	 _ __________________________________ 	 ____________________________________
	 School Year/Enrollment	 School Year/Enrollment

	 ______________________________________ 	 _________________________________________	 ______________________________________
	 School Year/Enrollment	 School Year/Enrollment	 School Year/Enrollment

Administrator/Principal:	 __________________________________________ 	 Pastor:_________________________________________ 	

School Faculty (list name/position, grade, room number, and/or subject, full or part-time):
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________

School Staff (list name/position/full or part-time):
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________

School Advisory Board Members:
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________

School Evaluation Process:

Steering Committee Members:
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________

Subcommittee Members:
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________
	 _______________________________________________ 	 ________________________________________________

Sample Self-Study Report
1 / 7
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HISTORY
Suggested Elements:

	� Brief history of school and area
	� General climate and/or distinctive spirit of the school
	� Simple description of school and community, including student enrollment
	� Progress since last evaluation
	� General thrust for the future
	� Any pertinent ideas that surfaced in school community discussion

Sample Self-Study Report
2 / 7
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STANDARD I:  MISSION AND PHILOSOPHY
The mission statement is a clear, concise expression that references the identity and purpose of the school, its commitment 
to a quality education and unique elements and special features of the school. The philosophy is a statement of beliefs and 
values that provides direction for the entire educational effort of the school.

Membership Indicators
Please discuss your school’s level of meeting each indicator for the standard.

	 Yes	 No
	������ 	 	��������	 1A	 The school has a written mission that is a clear, concise expression which reflects the shared under-

standing  of the school community.
Include copy of written mission statement and written philosophy in Verification File.

	������ 	 	��������	 1B	 The policies, procedures and actions of the school community are consistent with the written mis-
sion statement and philosophy of the school.

	������ 	 	��������	 1C	 The mission statement and philosophy are consistent with sound educational and psychological 
principles reflecting how all children learn, grow and develop.

Include copy of faculty and parent/student handbook in Verification File.

	������ 	 	��������	 1D	 The philosophy reflects family participation in educational planning for all students.

	������ 	 	��������	 1E	 Formation of the mission statement and philosophy of the school is completed within the School 
Evaluation cycle and involves various stakeholders.

List groups involved in the formation and revision process in the Verification File.

	������ 	 	��������	 1F	 The mission statement and philosophy of the school are communicated annually to current staff, 
board members, other stakeholders, students and families.

Describe the orientation processes for new staff members in the Verification File.

Sample Self-Study Report
3 / 7
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SCHOOL CLIMATE SURVEY
Standard II: Membership Indicator 2A

Please assist with the school evaluation process by responding to the following:

	 SA=Strongly Agree	 A=Agree	 SD=Strongly Disagree	 D=Disagree	 X=Do Not Know

1.	 ____	The appearance of the school environment is welcoming and inviting.

2.	 ____	The order and routine in the school allow learning to take place.

3.	 ____	Students show respect for others and school property.

4.	 ____	Administration has good rapport with those involved in the school.

5.	 ____	Faculty and administration exhibit attitudes of trust and respect in dealing with parents and students.

6.	 ____	Faculty exhibits Christian professional behavior toward students.

7.	 ____	Lines of communication between home and school are open and effective.

8.	 ____	Students, teachers, and parents experience a sense of welcoming and belonging to the school community.

9.	 ____	Students and staff work together to build a faith community within the school.

10.	 ____	Prayer and worship are seen as an integral part of the school environment.

11.	 ____	Students are actively involved in the learning process.

12.	 ____	Students exhibit positive attitudes about themselves.

13.	 ____	Students look forward to coming to school.

14.	 ____	The faculty, staff, and students cooperate to build a Christian community throughout the school.

15.	 ____	Involvement in the school promotes a viable Catholic identity among students, families, faculty, and staff.

Please feel free to add additional comments:

Sample Self-Study Report
4 / 7
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SURVEY OF TEACHING STRATEGIES
Standard VI: Membership Indicator 6H

Mark all that apply.

METHOD DAILY WEEKLY MONTHLY R ARELY NEVER

Small group with student leaders

Class discussions

Teacher lecture

Small groups/individuals report to one another

Multimedia projects

Videos/movies

Audiotapes/CDs

Learning centers/stations

Worksheets

Written study guides

Independent study packets

Guest speakers

Dramatization/role playing/simulation

Written test

Oral exams (group/individual)

Computer activities

Calculator activities

Panel discussions/debates

Reading activities (e.g., SSR, accelerated reader)

Manipulatives

Games/puzzles

Laboratory experiences

Field trips

Story-telling

Faith-sharing (personal experiences)

Other
				  

Sample Self-Study Report
5 / 7
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CATHOLIC IDENTITY SURVEY
Supplemental Standard: Catholicity

Mark each item as appropriate and give examples or explain after each. Use additional sheets or backside if necessary.

Please respond using the following scale:
	 N=Not met	 W=Working towards	 M=Met		  E=Exceeded

1.	 ____	The core values and teaching of the Catholic Church are infused in the entire curriculum.

2.	 ____	Catholic social justice teachings are integrated into the curriculum at appropriate grade levels.

3.	 ____	Images and symbols of the Catholic tradition are present in classrooms and throughout the school.

4.	 ____	The liturgical calendar of the Church is observed and celebrated.

5.	 ____	The Eucharist is the center point around which the spiritual life of the school revolves.

6.	 ____	Prayer is part of the daily experience of the students in the classroom.

7.	 ____	Mary and the saints are honored and offered as companions and witnesses of the faith.

8.	 ____	The pope and bishops are recognized as leaders and teachers of faith.

9.	 ____	An awareness of the history and universality of the Catholic Church is fostered.

10.	 ____	The presence of God in daily experience is recognized and celebrated.

11.	 ____	Involvement in the missionary activities of the Church at home and abroad is encouraged.

12.	 ____	Students are provided regular opportunities to celebrate the Sacrament of Reconciliation.

13.	 ____	Vocations are addressed in each curriculum area.

14.	 ____	The seasons of the liturgical year are celebrated in an appropriate and effective manner.

15.	 ____	Students actively participate in age-appropriate service opportunities.

16.	 ____	Stewardship is addressed in each curriculum area.

17.	 ____	The lives of the saints are taught and/or incorporated into the total school program.

Sample Catholic Identity Survey
6 / 7
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REPORT PAGE — STRENGTHS AND AREAS FOR IMPROVEMENT

STRENGTHS
Strengths identified by the school in its School Evaluation Process self-study:

	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

AREAS OF IMPROVEMENT
Areas of improvement identified by the school in its School Evaluation Process self-study:
A.	 The school does not meet the Membership Indicator:

	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

B.	 The school would like to grow beyond the Membership Indicator: 
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

RECOMMENDATIONS 
Precede each recommendation with the number of the standard to which each recommendation refers. After each 
recommendation, rate each with an order of importance according to the following code: 1 = high priority; 2 = moder-
ate priority; 3 = low priority

The school makes the following recommendations regarding the Membership Indicators from the School 
Evaluation Process self-study (membership Indicators that were answered No or Not Met, require a recommendation):

Indicator #
Not Met/

Grow Beyond
School Recommendation Priority #

Sample Self-Study Report
7 / 7
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SELF-IMPROVEMENT CHECKLIST
FOR VERIFICATION FILE

(to be in place for Visiting Team)

STANDARD I: MISSION AND PHILOSOPHY
____	 1A	 Written mission statement
____	 1A	 Written philosophy
____	 1C	 Faculty and parent/student handbooks
____	 1E	 Groups involved in the formation and revision process
____	 1F	 Orientation process for new staff members

STANDARD II: CLIMATE
____	 2A	 School Climate Survey (Appendix A)
____	 2D	 Examples from current year (communication and interaction)
____	 2F	 Examples of school climate: exploration, experimentation, movement, activity
____	 2H	 List of educational programs in the community
____	 2I	 Copy of school’s discipline policy
____	 2J	 School process for handling student/family crises
____	 2K	 System and record of lessons for protecting children from sexual abuse
____	 2L	 Documentation of school plan for teacher training in responding to suicide
____	 2M	 Referral system in place for counseling services 
____	 2N	 Copy of school-wide social-emotional learning program

STANDARD III: LEADERSHIP
____	 3C	 Advisory council guidelines/constitution
____	 3D	 Parish School Advisory Committee meeting minutes (current samples)
____	 3H	 Summary of administrator educational qualifications and certifications
____	 3I	 Administrator’s job description
____	 3K	 Summative evaluations (names redacted)
____	 3N	 Administrative growth plan
____	 3P	 Copy of membership card

STANDARD IV: PERSONNEL
____	 4A	 Summary of staff certification records
____	 4B	 Teachers current religious certification records
____	 4C	 List of current employees and volunteers and dates of most recent background checks/child abuse 

screenings
____	 4E	 Copy of completed teacher evaluations 
____	 4F	 Professional growth plans and profiles
____	 4G	 Copy of mentoring program
____	 4L	 Copy of certification for first aid and/or CPR

Appendix B

Sample Self-Improvement Checklist for Verification File
1 / 3
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STANDARD V: CURRICULUM
____	 5D	 Standardized testing program used in the school 
____	 5E	 Daily teaching schedules
____	 5F	 Copy of documentation for teacher discussions of curriculum
____	 5G	 Samples of different assessments used in the classroom
____	 5H	 Testing results with written analysis of the results
____	 5I	 Process to report curricular growth

STANDARD VI: INSTRUCTION
____	 6A	 Samples of teacher lesson plans 
____	 6C	 Inventory
____	 6D	 Plan to identify students with additional support needs
____	 6G	 Technology plan
____	 6H	 Teacher responses to teaching strategies inventory (Appendix A)
____	 6J	 Sample copies of student work using technology

STANDARD VII: SERVICES
____	 7B	 Crisis management plan
____	 7C	 Record of emergency drills conducted
____	 7F	 School’s arrival and dismissal plan
____	 7I	 Wellness plan
____	 7L	 List of health and counseling services used in the school
____	 7J	 Description of the school’s lunch program

STANDARD VIII: FACILITIES
____	 8D	 Asbestos report
____	 8C	 Previous plan of action
____	 8E	 Safety documentation for fire extinguishers
____	 8F	 Safety documentation for exit routes
____	 8G	 Safety documentation for warning system
____	 8I	 Health inspection
____	 8K	 School inspection list and reports (for current year)

STANDARD IX: FINANCE AND PLANNING
____	 9A	 Annual school budget
____	 9B	 Finance Committee meeting minutes that support the school’s mission
____	 9C	 Minutes of meeting that shows budget approval
____	 9D	 Salary scale and public-school district salary scale
____	 9E	 Evidence of short- and long-term planning with the improvement process
____	 9H	 Documentation of the discussion of the strategic plan
____	 9I	 Documentation that development plan/activities are in place

Sample Self-Improvement Checklist for Verification File
2 / 3
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SUPPLEMENTAL STANDARD: EARLY CHILDHOOD PROGRAM
____	 10B	 Background check and child abuse and neglect screening
____	 10D	 Teacher certifications records or written plans
____	 10E	 Assistant teacher/teacher aide certification record or written plans
____	 10F	 Current CPR records
____	 10G	 Samples of assessments, observation tools, anecdotal records, developmental checklists
____	 10P	 Current CPR records for staff

SUPPLEMENTAL STANDARD: BEFORE AND AFTER SCHOOL CARE PROGRAM
____	 11A	 Policy and procedures for before and after care programs
____	 11D	 Background check and child abuse and neglect screening (if not in 4C)
____	 11E	 Evidence of pre-service and in-service training

SUPPLEMENTAL STANDARD: EXCEPTIONAL LEARNING NEEDS SCHOOL OR PROGRAM
____	 12B	 Certification records
____	 12D	 Sample service plans (names redacted)

SUPPLEMENTAL STANDARD: CATHOLICITY
____	 13A	 Results of Catholic Identity Survey (Appendix A)
____	 13F	 List of ways the Catholic culture and faith are expressed 
____	 13G	 Sample lesson on social teachings
____	 13J	 List of service projects that include student participation
____	 13L	 Reflections of staff members on staff retreats
____	 13N	 Samples and evidence of the school’s activities of the Four Pillars of Stewardship: Hospitality, Prayer, 

Formation, Service

Sample Self-Improvement Checklist for Verification File
3 / 3
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Visiting Team Report

INTRODUCTION

Appendix C

Sample Visiting Team Report
1 / 10
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Guide for Pastor Interview

Pastor Name____________________________________________________________

How do you view your relationship with the principal?

How well does your parish implement diocesan religious education policies?

What is your procedure for communicating with the principal?

How do you feel you impact religious instruction in the school?

How are you fulfilling the role of catechetical leader in the school?

How do you define Catholic identity within the school?

What hopes do you have as a pastor in terms of liturgy?

What areas of the school do you feel need to grow?

How do you feel the students reflect Catholicity to the parish? Community?

Interviewer______________________________________________________________ 	 Date___________________________
Sample Visiting Team Report

2 / 10
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Guide for Parent Interviews
(home and school, school advisory board, steering committee, etc.)

Name____________________________________________________________________ 	 Grades of Children at School_____________

Why do you send your children to this school?

How does the school help your child(ren) grow in faith?

What aspects of the school program are especially helpful to your child(ren)’s educational growth?

How effective is the communication between the school and parents?

How are you able to affect what happens at the school?

Are parents heard when they have a problem? What is the procedure?

How have you been able to get involved at the school? Has it been positive?

What are some strengths of the school?

How does the school need to grow?

How does the school foster Catholic identity?

Interviewer______________________________________________________________ 	 Date___________________________

Sample Visiting Team Report
3 / 10



A SCHOOL EVALUATION PROCESS

SA
M

PLE

Guide for Teacher Interviews

Teacher Name__________________________________________________________ 	 Grade Level___________________

What words would you use to describe the climate or atmosphere at the school?

How effective is the communication among faculty, staff, administration and parents?

What are the positive aspects of teaching in this school?

How are you challenged to grow as a teacher and as a person as a result of being part of the school community?

How would you describe the community among faculty and staff?

In order to grow this school needs…

Some of the strengths of the school are…

Describe the religious education program and spiritual formation in your school.

What is the process you use in planning liturgies?

In order to better carry out my role as a teacher, I need…

Interviewer______________________________________________________________ 	 Date___________________________

Sample Visiting Team Report
4 / 10
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Guide for Classroom Observations

Room___________ 	 Teacher__________________________________________ 	 Grade Level__________ 	 Subject_ _______________________

What words would you use to describe the classroom environment?

How does the environment enhance learning? Catholic identity? Faith development?

Describe the lesson that was observed as well as the variety of methods and learning process employed.

How was prayer an integral part of the classroom experience?

Describe the rapport between teacher and students. Was there evidence of community in the classroom?

What discipline methods are used? How effective are they?

Describe the attitude of the students. Were they on task and focused on learning?

How are technology and other learning media and resources used?

Observer_ _______________________________________________________________ 	 Date___________________________

Sample Visiting Team Report
5 / 10
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STANDARD I:  MISSION AND PHILOSOPHY

STRENGTHS
The Visiting Team affirms the following strengths identified by the school in its School Evaluation Process self-study:

	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

The Visiting Team notes the following additional strengths:
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

AREAS OF IMPROVEMENT
The Visiting Team affirms the following areas of improvement identified by the school in its School Evaluation Process 
self-study:
A.	 The school does not meet the Membership Indicator:

	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

B.	 The school would like to grow beyond the Membership Indicator: 
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

The Visiting Team notes the following additional needed areas of improvement (please include Membership Indicator 
number):
A.	 Areas where the Visiting Team found no evidence that the Membership Indicator was met:

	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

B.	 Areas where the Visiting Team encourages the school to grow beyond the Membership Indicator:
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________
	� ______________________________________________________________________________________________________________________

Sample Visiting Team Report
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RECOMMENDATIONS 
Precede each recommendation with the number of the standard to which each recommendation refers. After each 
recommendation, rate each with an order of importance according to the following code: 1 = high priority; 2 = moder-
ate priority; 3 = low priority

The Visiting Team affirms the following recommendations regarding the Membership Indicators by the school 
in its School Evaluation Process self-study (membership Indicators that were answered No or Not Met, require a 

recommendation):

Indicator #
Not Met/

Grow Beyond
School Recommendation Priority #

The Visiting Team makes the following additional recommendations (membership Indicators  that were answered 

No or Not Met, require a recommendation; grow beyond recommendations are to be made here based on the School 

Evaluation Process findings; each Visiting Team recommendation is to also have the letters VT [Visiting Team] in front of 

the indicator number):

Indicator #
Not Met/

Grow Beyond
School Recommendation Priority #

Sample Visiting Team Report
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VISITING TEAM SUMMARY
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ACCREDITATION RECOMMENDATION

The completion of this Visiting Team Report for _______________________________________________________________________ School
gives approval for a representative group of the Steering Committee to develop the school’s long-range Plan of Action. 
The Plan of Action must address unmet Membership Standards, further develop the school’s educational mission as 
needed, and plan other improvements recommended in the school Improvement Report and by the Visiting Team. 
The exclusion of any Visiting Team recommendation from the Plan of Action must be explained with specific reasons.

This Visiting Team Report is submitted to the diocesan Catholic Schools Office along with the school’s Improvement 
Plan and Plan of Action. If the Plan of Action effectively treats all recommendations surfaced by the two studies, it will 
be accepted and the school will be eligible to proceed with the process for continued accreditation with the Missouri 
Nonpublic School State Accrediting Association. A decision about the school’s accreditation status is reached during 
the annual Missouri Chapter assessment session.

CLOSING PAR AGR APH

Sample Visiting Team Report
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The following members of the Visiting Team have reached consensus on all major conclusions of this report:

Chairperson Signature:________________________________________________

Member Signature:_____________________________________________________

Member Signature:_____________________________________________________

Member Signature:_____________________________________________________

Member Signature:_____________________________________________________

Member Signature:_____________________________________________________

Member Signature:_____________________________________________________

Sample Visiting Team Report
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Appendix D

Sample Plan of Action and Report Form
1 / 3

Plan of Action and Report Form

School:____________________________________________________________________________ 	 City:_ _____________________________________________

Date of last School Improvement Review:________________________________ 	 This report dated:_____________________________

For year__________________ 	 of cycle*	 Completed by:____________________________________________________________________________
	 (current administrator/principal)

*Cycle for Plan of Action and Reporting

Year 1 = School Self-Study, Team Visit, Plan of Action developed	 Year 2 = Report on 1st year plan and action completed

Year 3 = Report on 2nd year plan and action completed	 Year 4 = Report on 3rd year plan and action completed

Year 5 = Report on 4th year plan and action completed	 Year 6 = Report on 5th year plan and action completed

Plan of Action for Years 2-5 of Cycle will ordinarily focus on about 5 objectives.
Identify the person(s) responsible, timeframe and measure of accountability.

Plan of Action for School Year _____________

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”
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Sample Plan of Action and Report Form
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RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”
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Sample Plan of Action and Report Form
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RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”

RECOMMENDATION PL AN OF ACTION REPORT OF COMPLETION REPORT OF OTHER 
ACTION

Recommendation #

Membership Standards 
marked “No”
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Missouri Nonpublic School Accrediting Association
Annual Report Form

Use tab key or arrows to move between fields.

SCHOOL DATA
Current	 Date	 Year of Last School
School Year:_ _________________________ 	 Completed:_______________________ 	 Improvement Plan:__________________________

School Name:_____________________________________________________________________________________________________________________________

Address:_______________________________________________________ 	 City/State/Zip:_____________________________________________________ _

Administrator:________________________________________________ 	 Phone:_ _____________________________________________________________

Enrollment	 Total Enrollment
Ages:_____________________________ 	 through__________________________ 	 (current year):____________________________________________

Status of School in Previous Year:___________________________________________________________________________________________________

MEMBERSHIP INDICATORS
Please select YES from the drop down menu for all the indicators that the school fulfills. If the indicator is only partially 
fulfilled or not fulfilled at all, select NO. An explanation of the circumstances preventing the fulfillment of particular 
indicator(s) and the steps that will be taken to address these indicators must be included on page 5 of this form.

Mission and Philosophy Leadership Personnel Curriculum
1A 3A 4A 5A
1B 3B 4B 5B
1C 3C 4C 5C
1D 3D 4D 5D
1E 3E 4E 5E
1F 3F 4F 5F

3G 4G 5G
Climate 3H 4H 5H

2A 3I 4I 5I
2B 3J 4J 5J
2C 3K 4K 5K
2D 3L 4L 5L
2E 3M 4M
2F 3N 4N
2G 3O
2H 3P
2I 3Q
2J
2K
2L
2M
2N
2O

Sample MNSAA Annual Report Form
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Instruction Services Facilities Finance and Planning
6A 7A 8A 9A
6B 7B 8B 9B
6C 7C 8C 9C
6D 7D 8D 9D
6E 7E 8E 9E
6F 7F 8F 9F
6G 7G 8G 9G
6H 7I 8I 9I
6I 7J 8J 9J
6J 7K 8K
6K 7L 8L
6L 7M 8M
6M 7N 8N
6N 7O 8O

7P 8P
7Q 8Q
7R 8R
7S 8S

8T
8U

Sample MNSAA Annual Report Form
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PL AN FOR IMPROVEMENT	

Please list activities/strategies implemented during the current_______________________ 	 school year.

Sample MNSAA Annual Report Form
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PL AN FOR IMPROVEMENT	

Please list activities/strategies to be implemented in the next__________________________ 	 school year.

Sample MNSAA Annual Report Form
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CURRENT DEVIATIONS IN INDICATORS	

Give a brief explanation of circumstances that prevent the fulfillment of any of the indicators to which a NO was given 
on pages 1-2. Also include the steps that will be taken to address this indicator (include a separate sheet, if necessary).

Membership
Indicator Number Explanation of Deviation in Indicators

Sample MNSAA Annual Report Form
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CITED VIOL ATIONS FROM PREVIOUS YEAR	

List below the violations cited by the Association in the previous year’s report. Explain progress made (use a separate 
sheet, if necessary).

Membership
Indicator Number Explanation of Progress Made

All material included on this Annual Report Form is accurate and complete.

	 _________________________________________________________ 	 _________________________________________________________
	 Administrator Name (print)	 Signature

Return this form to diocesan Catholic Schools Office with annual dues payable to your Sponsoring Agency.

For diocesan use only:

It is the opinion of the Diocese of Jefferson City’s Catholic Schools Office that all policies and procedures of said 
agency are adequately followed and that the school’s Plan for Improvement demonstrates a viable plan for school 
improvement.

	 _________________________________________________________ 	 _________________________________________________________
	 Superintendent, Catholic Schools	 Signature
	 Diocese of Jefferson City (print)
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