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Guidelines and Instructions for Completing the FY 2007-2008 Annual Operations Plan
The Communities In Schools Annual Operations Plan will be CIS Board approved and based on the current year of the organization’s long-term strategic plan.  The Annual Operations Plan will be a document that describes the vision and mission of your organization, and the history of your organization, and the need for your organization in your community. Finally, the Annual Operations Plan will reflect the work of the organization for the fiscal year and serve as a blueprint for the completion of that work.

The plan will  include overall goals, measurable objectives, corresponding strategies and activities, timelines, and identifies responsible teams or individuals.  At a minimum, the plan addresses general organizational management, as well as the core functions of an  Affiliate listed below:

a. Community Partnerships

b. Resource Development/Fund Raising

c. Marketing and Public Relations

d. Managing, Expanding and Developing CIS Sites

e. Providing and/or Brokering Quality Youth Programming and Services

f. Data Collection, Evaluation and Reporting
Vision Statement – Instructions:   Provide the Vision Statement adopted by the Board of Directors of your organization. A Vision Statement reflects a dream of the desired future; the perfect world conditions for children and youth that could be achieved through the work of the organization. The vision should be developed, shared and committed to by all stakeholders in the organization. Example: All students in __________ County will successfully learn, graduate from high school on time, and enter post-secondary education or the work force.
Mission Statement - Instructions:   Provide  the Mission Statement adopted by the Board of Directors of your organization. The Mission Statement reflects the organization’s role in realizing the Vision Statement; what will the organization do?  Example: The Mission of Communities In Schools of  __________ County, Inc. is to champion the connection of needed community resources with schools to help young people successfully learn, stay in school, and prepare for life.
Introduction - Instructions: Describe the local Communities In Schools organization and its purpose and contribution to the community.  Include all aspects of the organization including the organizational structure (umbrella organization, merged organization, etc.), incorporated name, and other organizations within the structure (Family Connection, CLCP, etc.).  If operating in partnership with another organization, describe how Communities In Schools relates to the organizational plan. Also include the organization’s status with the IRS - (501(c)(3), major sources of funding, the number and composition  of the Board of Directors, the name of the Executive Director, major community partners, and a description of the services and programs provided to students.
Student/Community Needs - Instructions: Summarize local demographics of the county.  Include current data that affects school success - poverty rates, child abuse and neglect, teen pregnancy rate, drug abuse, gang activity, etc.  Describe the occupations of average citizens of the county, availability of employment opportunities, size and population of the community, and major employers.  Describe opportunities for post-secondary education within your community. Compare local community data to State of Georgia rates to provide a context for the goals and objectives stated later in this plan.  Graphs may be included to help summarize data. Quote the source(s) of the demographic data.
Describe resources in the community, both public and private. Resources may include public health, mental health, counseling centers, free clinics, major businesses, etc.
Describe the school system you serve including number of high schools, middle schools, elementary and primary schools, alternative schools, Performance Learning Center, etc. Include significant data including race/ethnicity, sex,  percent of all students receiving free or reduced-price lunches, high school completion rate, graduation rate, dropout rate, retention rate, suspension rate, attendance rate, etc.

Summarize pertinent information from your local needs and resource assessment.  Describe who conducted the assessment, the assessment process and the date(s) the assessment was conducted. Include the utilization and results of the School Success Profile, if applicable.

Relate all data to the need for and direction of CIS in the community.

Information on Writing Goals Statements: Goals are what you want to happen – a broad and lofty statement, used to clarify what is important within a priority area.  Goals serve to focus the CIS vision and mission and will reflect CIS priorities. Goals are the criteria by which program success will be determined. Goals specify what is planned to happen in the coming year as a result of the CIS program.  Sample Goal: All middle school students who receive tutoring will score at proficiency or better on the CRCT.
Information on Writing Objectives Statements: Objectives are how you will know if you reached the goal.  An objective offers specific and measurable milestones, or targets; sets a deadline; narrows a goal by adding “who, what, when and where;” clarifies by how much, how many, or how often.  Objectives state how to determine if goals are achieved. Objectives are measurable and linked to variables of interest. To write useful, measurable objectives: use strong verbs; express one aim and one result for each objective; and, describe a specific, measurable improvement to be achieved within a designated time frame as a result of the CIS program.  Sample Objective: The CIS Executive Committee will identify and name a capable and willing Chairperson to the Fundraising Committee by October 31, 2007.  Sample Objective: The CIS Board of Directors will develop a comprehensive Resource Development Plan with a broad base of funding by November 30, 2007.

NOTE: It is highly recommended that the number of objectives be limited to those that the Board of Directors and organization are committed to accomplishing during FY 07-08.
Organizational Management Goals and Objectives - Instructions: Describe in the columns provided the organizations goals, objectives, strategies/activities and the team, committee or individuals responsible for the implementation and completion. Organizational Management goals and objectives should be related to improved Board and management functions.  Include, as needed, Board of Directors Development (recruitment, training,  retention, committee structure, etc.); Resource Development and  Fundraising (Board giving, fundraising events, grant writing, development of a 3-Year Resource Development Plan, etc.); Marketing & Public Relations (development of publications, annual report and newsletters, submission of articles for publication, public speaking, etc.); Community Partnership Development (identification and recruitment of stakeholders and partners, etc.) and Other Organizational Processes (strategic plan development, by-laws development or revisions, employment and review of an Executive  Director, policy(ies)  development/implementation, accountability and fiscal management, written agreements, and office space procurement; etc). 

Site Services Goals and Objectives - Instructions:  CIS organizations should strive to provide a comprehensive array of resources and services across the entire school system to meet the needs of students as identified by the local  needs  assessment.  The two levels of CIS services are described below:
Level 1 Student Service goals and objectives describe efforts at becoming more comprehensive in terms of services that are widely accessible to any student at a CIS site and typically have short-term durations of a few hours or days.  Students do not need to be enrolled in a specific CIS initiative to receive these resources and services. Some examples or theses types of resources and services include providing clothing and school supplies, coordination of school-wide events such as career fairs, health fairs and health screenings, short-term counseling in crisis situations, etc.  

Level 2 Student Service goals and objectives describe resources and services that are targeted for specific students who are enrolled in a CIS initiative, with identified risk factors such as poor academic performance, poor attendance, or frequent misbehavior.  These resources and services are sustained interventions lasting several weeks or months. CIS sites usually track the Level Two resources and services that targeted students receive and the progress they make towards accomplishing individualized outcomes. Some examples of Level 2 services include tutoring, mentoring and case management. 
Site Services goals and objectives describe efforts to provide and/or broker resources and services that are widely assessable to all students in a site (Level 1) and describe efforts to provide and/or broker targeted and sustained services for individual students who are experiencing one or more risk factors that increases the likelihood of dropping out of school (Level 2 Services).  
Describe in the columns provided the organizations goals, objectives, strategies/activities and responsible persons/ partners related to the comprehensive development of an array of  student services within the school system and community. 

Continuation of Current Services in Existing Sites include goals and objectives related to maintaining the resources or services that are in place in a CIS site.  Continuation of current services may occur if resources are not available during the fiscal year to expand that particular service, or that service is currently being provided to all students. Sample Objective:   The One-On-One Mentoring Program will continue to serve 45 students at Oak Elementary School during FY 07-08.

Expansion of Services in Existing CIS Sites include goals and objectives related to the expansion of a current resource or service, addition of  new resources or services and/or increase the number of students served in a CIS site. Sample Objective:  The one-one-one mentoring program at Pine Hill Elementary School will serve an additional 25 students in FY 07-08 for a total of 75 students as compared to the 50 students served in FY 06-07.
Development of New CIS Sites include goals and objectives related to the development of CIS resources and services in a site that does not currently serve students.  Sample Objective:  A one-on-one mentoring program will be implemented at Rose Elementary School by September 15, 2007.
CIS Site Management include goals and objectives that describe plans to develop Annual Site Operations Plans, to employ, assign or recruit Site Coordinators,  to train staff, to conduct site needs and resource assessments, to track and document student progress and student services, to obtain written parental permission,  to obtain volunteer criminal background checks, etc.  Sample Objective:  A CIS Needs and Resource Assessment will be conducted in all Coweta County Schools by October 31, 2007.
Student Outcomes - Instructions: List in the table provided the names of each school or other sites that receive CIS resources, programs or services. Enter each school or other site one time only.  

For each school or other site, enter a description of each service strategy (resources, programs and/or services to be provided), the number of students to be served through each service strategy, the student outcome objective for each service strategy, and the service provider for each strategy. Include Level 1 and Level 2 Services. Examples follow:

	Name of 

School/ Site
	Description

OF SERVICE STRATEGY/

STRATEGIES
	# of Students to be served FOR EACH STRATEGY
	STUDENT OUTCOME OBJECTIVE FOR EACH SERVICE STRATEGY
	SERVICE PROVIDERS

	Pine Elementary School
	Eye Sight Screening
Reading Tutoring- 2nd Grade
	       350
    45
	Students identified as needing follow-up service or glasses will be referred to appropriate services if eligible (i.e.: Sight for Students program, Lion’s Club)
Students receiving reading tutoring 2X per week for 30 weeks will be reading on grade level by 3rd grade.
	Health Department
Communities In      Schools

CIS AmeriCorp Program



Parent Engagement Goals and Objectives – Instructions:  Parent Engagement goals and objectives describe plans to encourage and empower parents to become more involved and supportive in the educational process and progress of their students.

Continuation of Current Parent Engagement Programs/Activities include goals and objectives related to maintaining the resources or services currently available to parents.  Continuation of current services may occur if resources are not available during the fiscal year to expand that particular service, or that service is currently being provided to all parents. Sample Objective:   The PIRC (Parental Information Resource Center) will continue to be available to serve parents in Hart County with a target number of 60 parents and families receiving services offered by the PIRC during FY 07-08.
Expansion of Current Parent Engagement Programs/Activities include goals and objectives related to the expansion of a current resource or service in order to serve additional parents and families. Sample Objective:  The PASS (Parents Assuring Student Success) program will serve an additional 10 families in FY 07-08 as compared to FY 06-07 for a total of 25 families served.
Development of New Parent Engagement Programs/Activities include goals and objectives related to the development of CIS resources and services to parents in a site that does not currently serve parents.  Sample Objective:  A new Behavior Management Class will be started for parents at Shiloh Middle School by September 15, 2007 which will offer at least 7 workshops during the 2007-2008 school year for at least 30 parents of students receiving CIS services.

Record Keeping and Evaluation  - Instructions:  Describe in detail the overall plan for evaluating the results of your CIS program/services/activities.  Include 1) detailed description of  data collection processes, 2) detailed description  of all evaluation methods, 3) detailed description of  method of all record keeping processes, i.e. excel, web-based programs, Lotus software, GNC, etc., 4) detailed description of persons/partners responsible for data collection and entry, 5) any additional external evaluation processes, 6) person/position responsible for data submission to the CIS of Georgia Evaluation Manager.
Current Staff - Instructions: List in the table provided the staff of the organization expected for FY 08.  If a funded position is vacant, make a note to that effect. Check in the appropriate box the status of each staff person as either full-time or part-time.  Include a description of each staff member’s duties.

NATIONAL SERVICE MEMBERS – Instructions:  List in the table provided the projected number of National Service Members who will volunteer in the organization in FY 08. These may include AmeriCorp members, VISTAs, Foster Grandparents, etc. Check in the appropriate box the status of each National Service Member as either full-time or part-time. Include a description of each National Service Member’s duties.
community partners  - Instructions:  List in the table provided the names of your community partners/resource providers and the resources each deliver, provide and/or  make available to support your CIS site level activities, services  and programs and/or CIS organization.
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