Example CSHP Process Index

There are five steps your CSHP team will need to take to complete the Process Index for each objective listed in your Healthy School Improvement Plan (HSIP).

· Step 1: Create a Process Index for each HSIP objective – For each HSIP objective listed in your HSIP create a Process Index form.

· Step 2: Rate the Progress for Each Objective – Rate the progress of completing each objective.

· Step 3: Analyze - Analyze factors either supporting or impeding progress in successfully completing each objective.

· Step 4: List Actions - Determine what further action is needed to successfully complete each objective.

· Step 5: Take Action - Initiate the actions identified in Step 4.

Although the process index can be completed by one individual, a collaborative effort between committee chairs and committee members will help forge stronger working partners.

Step 1: Create a Process Index for each HSIP objective
Your team will complete or supervise completion of one Process Index for each HSIP objective (covering all the 11 Characteristics). In other words, your team will need to replicate the below forms for each HSIP objective.  

Step 2: Rate the Progress for Each HSIP Objective
Directions: 

1) Insert the assessment period in the table below. Typically the process index is completed at the end of each six-month assessment period.  

2) Copy and paste a selected HSIP objective in the table below.

3) Copy and paste the HSIP selective objective’s activities in the table below.

4) Rate the status of your team’s progress in reaching the identified objective (using the following definitions) by placing a mark in appropriate box in the table below:

· Not Started - if no activities have been initiated for accomplishing the identified objective.

· Planning - If you are developing a plan or are involved in other activities that contribute to completing the objective (e.g., assessment, data collection, preplanning, organizing, and marketing).

· In Progress - if (1) you completed a plan and initiated some activities toward completing the objective or (2) if you completed the objective, but it is no longer fully functional.

· In Place - if you completed the objective and believe it is fully implemented and functioning well.

5) Total the number of marks in each of the four columns and enter the totals.  

6) Proceed to Steps 3-5.  


Step 2: Replicate the below table for each HSIP objective

	Name of District/Corporation:  Northeast Bismarck Schools

	Assessment Period:   October 2009 – April 2010

	HSIP Characteristic 7: Physical Education and Physical Activity

	HSIP Objective: Offer semi-structured games and other activities for students during recess, lunch periods, and before and after school.

	HSIP Activities (listed under the HSIP objective)
	Not

Started
	In

Planning
	In

Progress
	In

Place

	Have the Middle and High School Student Councils conduct a student interest survey concerning participation in intramurals.
	
	
	
	

	Contact other districts regarding intramural programs they have in place.
	
	
	
	

	Contact other schools regarding a fitness room they have recently added for student use.
	
	
	
	

	Develop partnerships with the YMCA and Fitness Tyme Gym to provide facilities for recreational activities for students.
	
	
	
	

	Take advantage of open gym, playfield, and/or pool time at all buildings including before school times and high school flex/lunch time.  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL SCORE

(Total the number of marks in each of the four columns.)
	
	
	
	


Step 3: Analyze

This step entails analyzing the totals you calculated in step 2 for the identified objective.

The purpose of this analysis is to:

1. develop an appreciation for the reasons behind the totals.

2. increase understanding of the dynamics affecting the implementation of progress indicators

3. identify factors that support or impede implementation of objectives, and 

4. devise strategies, as needed for assuring that all objectives are eventually in place.

Directions: 

· In the tables below brainstorm a list of factors supporting or impeding progress being made towards implementing the identified objective. In addition, briefly explain why the factor was supportive or impeding.

	Brainstorm a list of factors supporting the progress being made towards implementing the above objective.


	Why is the factor supportive?

	Example, high availability of staff time could support implementation of this objective.
	Example: Because if we don’t have the staff we could never do the project.

	1. Valid student interest survey
	We saved time and work by completing an on-line search that yielded a proven survey with questions we want to ask

	2. School/district contact person
	Easier to adapt and adopt programs others have already developed and implemented

	3. HR office help 
	HR director more effective in negotiating reduced-fee memberships for students and staff

	4. 
	

	5. 
	


	Brainstorm a list of factors impeding the progress being made towards implementing the above objective.
	Why is the factor a barrier?

	Example, low availability of staff time could present a barrier.
	Example, Without staff this project will never get going. No one else has time.

	1. No resources for data analysis 
	Can’t analyze data from student survey without resources

	2. No response from several schools 
	Cannot determine when gym, playfields, pool available and develop a plan for use

	3. 
	

	4. 
	

	5. 
	


Step 4: List Actions

Determine what further action is needed to ensure that all objectives are in place.  Action may entail collection of additional information, specification of actions needed to overcome barriers to implementation, or other factors that affect quality of implementation. Use additional pages as needed.

	Actions needed to accomplish each activity
	Responsible
person/group
	Completion

date

	Develop and execute plan for student survey
	PE/PA sub committee
	Nov 1

	Contact math department and find resources to analyze student data
	CSHP team 
	Oct 28

	Advertise reduced fee offers at Y and fitness club to students
	PE/PA sub committee
	Jan 5

	Compile a calendar of “open times” for gyms, playfields and pools at all schools
	PE/PA sub committee
	Jan 5

	Review information from other schools and develop recommendation for 2010-11 school year
	PE/PA sub committee
	Apr 1

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Step 5: Take Action - Initiate the actions identified in Step 4.

Appendix Follows:

Appendix:

Factors that Can Support or Impede Completion of

CSHP Objectives and Activities (Elements and Indicators)

Excerpted From: Centers for Disease Control and Prevention (1997).

Process Evaluation Manual Coordinated School Health Program Infrastructure Development

GENERIC (can apply to any)

· Availability of staff time

· Level of effort required

· Amount of funding available

· Level of organizational/agency commitment and support

· Level of expertise of agency staff

· Extent of previous experience of agency staff

· Availability of internal consultants, external consultants or both

· Level of priority or perceived importance

· Agency regulations regarding use of external contractors or consultants

PROCESS EVALUATION

· Availability of defined goals, objectives, and activities

· Existence of external reporting requirements

· Existence of internal reporting requirements

· Availability of external reviewers

AGENCY COMMITMENT

· Placement of positions

· Status of positions within the agencies

· Salary level offered

· Specified job requirements or duties

· Availability of space and facilities

· Formal hiring procedures

· Timing

· Stability of political environment

· Organizational history

· Agency budget regulations

INTERAGENCY AGREEMENT

· Level of staff participation

· Interagency history

· Prior progress or effort

· Priority of high-level administration

· Previous precedents

· Status of legislation or regulation governing agency functions

· Availability of support staff

· Availability of resources

· Level of knowledge of CSHP

· Level of commitment to CSHP

NEEDS ASSESSMENT

· Level of understanding of systematic needs assessment

· Level of commitment to systematic needs assessment

· Previous experience with needs assessment

· Level of expertise related to data collection

· Access to existing data sources

· Access to needs assessment consultant

· Level of concern about potential findings

· Organizational implications of conducting needs assessment

· Agency regulations regarding use of consultants

· Availability of internal expertise

COALITION BUILDING

· Amount of previous effort devoted to coalition building

· Level of acceptance of coalition concept

· Agency history with coalitions

· Stability of leadership in stakeholder organizations

· Amount of “turf” consciousness

· Level of awareness of CSHP within stakeholder organizations

· Agency position on staff utilization

· History of agency relationship with stakeholder organizations

MARKETING/COMMUNICATION

· Extent of project staff training and experience

· Accessibility to target audience representatives

· Accessibility of production expertise

· Level of stakeholder enthusiasm

· Political environment

· Status of previous marketing efforts

POLICY/REGULATION 

· State/district regulations and guidelines governing employees’ participation

· Capacity for conducting fast, broad-based communication

· Level of expertise in analysis of policy and the policy adoption process

· Extent of availability to attend official policy meetings

· Number of opportunities to present information to decision-makers, elected or appointed officials

· Capacity of coalition to participate in the process

· Level of influence of the coalition and/or coalition members with decision makers

· Capacity to disseminate information to other interested staff within education and health agencies

STAFF DEVELOPMENT

· Extent of previous experience in conducting staff development programs

· Extent of expertise on staff development available within agencies

· Level of need for staff development programs

· Availability of external staff development programs

· Availability of consultants to conduct staff development

· Availability of dedicated funding 

· Access to agency-wide staff development programs

· Level of quality of required national-level training programs

· Capacity to establish internal programs for staff development

LONG-RANGE PLAN

· Availability of planning expertise

· Quality of needs assessment report

· Level of stakeholder participation

· Status of knowledge and understanding of CSHP

· Capacity for creating a vision

· Extent of conflict over roles and responsibilities

· Level of expertise in long-range planning

· Level of experience with long-range planning

· Capacity to develop high-quality objectives

SUMMATIVE EVALUATION

· Quality of program objectives

· Extent to which intended impact measures are defined

· Availability of baseline data for comparison 

· -Extent of staff willingness to participate and contribute

· Availability of external reviewers

OTHER

While extensive, the listing above may not be exhaustive.  Add other factors that are not include in the above list as applicable.

