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August (Pre-planning)

· Leadership team receives LINKS training.

· Leadership team delivers a presentation to the faculty on LINKS 

· Shares data (attendance rate, failure rates, graduation rates, retention rates, etc.) with the faculty that reinforces the need for an advising program. 

· Identifies key need areas in the school (attendance, transitioning, parental involvement, graduation rates, test scores) that they want to improve through LINKS

· Create a shared school vision.

· What will be the results of implementing LINKS (school-wide guidance) in our school? 

· How will our school be different?

· How will our students be different?

· What will the skills, knowledge and behavior of our students look like when they graduate?

· How will our relationship with parents change?

· How will our community relationship change

· Set specific goals and objectives.  (example…Improve 9th grade promotion rates by 25%)

· Select committee to address these needs (could be the same as those already active through Faculty Senate or may need to add new ones) Recruit members for each committee. Create action plan.
· Recruit volunteers for a LINKS steering committee to develop recommendations on the logistics for advising program.  Each grade level and department, including administration, needs to be represented on this committee. Administration might assign some people to ensure that each grade level and department is represented in the decision-making process.
· Begin address “Questions That Must Be Answered” in the steering committee 

September

· The LINKS steering committee meets to
· finalize timeline/personalize this timeline to fit school needs

· begin working on Work Plan – who does what? 
· identify successful implementation sites and plan visits or requests teachers from those schools to visit their school to talk to the faculty about their advising programs. HSTW or WVDE can provide names of these schools.  Conference calls may be more efficient if schools are not close by. 

October

· The LINKS steering committee meets to develop recommendations for your advising program.  (when, how often, all or some grades, which lessons) The committee continues to use “Questions That Must Be Answered” as a guideline to ensure that all aspects of the school’s advising program are considered. 

· At faculty senate share WVDE Curriculum Map and blank templates.  Divide into grade level teams. Allow time for teams to debate school needs in terms of topics/lesson. Which of WVDE lessons will you use?  What needs are not addressed?  What additional lessons your school might want to offer?  Allow team members to explore other state websites available under the resource section. 
November

· The LINKS steering committee presents preliminary school implementation plan with faculty and seeks input/approval of decisions. 

· The LINKS committee shares the approved Leadership Team recommendations at faculty meeting to get their input. 

· Grade level teams present draft grade level curriculum map, seeks input from full faculty.

· Other teams report out (portfolio, senior project, extra/co-curricular, etc).  Seek input.  What needs to change in order to support LINKS and help all students succeed?

December

· The LINKS steering committee meets to finalize decisions on advising (who, what, when, where). 

· Send a memo to the faculty explaining the logistics of the new advising program. 

· Present second draft of curricular map.  Are all supporting documents in place?

January

· The guidance committee examines other schools’ advising curricula/topics and seeks input from the LINKS WebTop Community.  Draft of proposed topics is presented to grade-level student groups for input. 

· Begin building master schedule.  Decide who will advise who.  Allow staff to rank their grade-level preference in rank order, reminding them, they will remain with the group until they graduate.
February

· Use the input from students and faculty to finalize curriculum map.
·  If this was done through a survey, the LINKS steering committee tabulates survey results. Based these results, the guidance committee composes a list of topics by grade level for each advising session scheduled for the next year. 

· Share this list with the Leadership Team for input/approval. 

· Develop a final list of topics by grade level. 

April/May

· Assign students to advisors for next year (on paper). 

· Have principals and counselors examine school-wide programs (Making High School Count, Career and College Days, Financial Aid workshop, Orientation and Transition Programs, etc.) How do these fit with school curriculum? How much of this can count as instructional time for each grade?  How often will LINKS have to meet to offer desired credit?
June/July

· The LINKS steering team or other designated team works (by grade level) for one week to select or create lessons and develop materials needed for school-specific advising lessons that are being used in addition to lessons available on the LINKS website. (Counselor should not be in charge of this.  Each lesson team should be lead by a respected grade-level teacher. 

· Before school starts, the steering team…

· plans parent/student orientation to introduce LINKS and other school programs/policies relevant to each grade level

· plans first parent meeting  allowing each advisor to meet their advisees and their parents

· advisors will distribute student schedules

· review portfolios and unofficial transcripts

· sends information about the LINKS advisement program and beginning school orientation to parents and students in the “welcome back” letter, stresses the importance of parent involvement. May develop own brochure or use the one available on the LINKS website.
· Before school starts, the counselor(s) and LINKS coordinator(s)…

· develops or identifies school-specific forms required by LINKS by going through each lesson to identify needs

· coordinates development of student portfolios

· decides what school/student specific information to include (unofficial transcripts, test scores, graduation requirements/checklists, senior project outline, etc.)

· orders crates and folders for storage in advisor classroom

· identifies student referral process and develops referral forms for advisors

Late July/Early August
· Provide staff development on LINKS advising program, the lessons, logistics, portfolios, mentoring skills, ice-breakers and energizers, use of the website, school orientation, initial parent meetings. At least one full day, but preferably two days of training is recommended.

·  Divide advisors into grade level team and allow time for practicing the first months LINKS lessons. 
· Review plans for initial parent meeting. Role play: discussing of the new program, the role of the advisor, and sharing portfolio information  

· Develop mentoring skills. Discuss the importance of the advisor/advisee relationship

· Review role and responsibilities forms from the LINKS website. Provide an opportunity for each staff member to seek clarifications about his/her role.
· Each advisor is given a plastic crate containing: portfolio folders with the names of their advisees, relevant test scores, award certificates, unofficial transcripts, copies of each student’s ISTP and other materials. 

· Hold first LINKS session. 

· Advisors complete “Session Feedback” forms that are collected and tallied. 

 Late August (At the very beginning of school)

· Hold First Open House 
· Provide an overview of the LINKS Program at a parent assembly. Give parents a brochure with mission statement, rationale, goals, a curriculum map and schedule. 

· Parents meet their student’s advisor in the advisor’s room at the beginning of the Open House and learn about the purpose of the advising program and the advisor’s role with both parents and students during the year. 

· Hold first LINKS session. 

· Advisors and complete “Session Feedback” forms and turn in to school coordinator/steering committee to tally, trouble-shoot and provide assistance and make necessary changes to make LINKS run smoothly. 

September

· Hold a brief advisory staff meeting to share results of survey brainstorm on problems and solutions. 

· Hold a mock LINKS advising session. Advisors who have concerns give the LINKS coordinator completed feedback forms to review for program improvement. 

· Adviors, students and coordinators complete pre-survey on the LINKS website

October – November

· Continue holding LINKS advising sessions. 

· The principal and LINKS coordinator develop a schedule for each grade level advisory team to meet at least once monthly to distribute lesson materials and practice for upcoming lessons. Grade level coordinator facilitates a shared learning experience of open dialogue of solution-focused shared leadership.
· Administrator and coordinator frequently visit classroom to identify strengths, weaknesses, and problem solve and provide appropriate feedback and support.

· Steering team meets and trouble shoot, as needed.  Decide if team-teaching is needed for some advisors. 

December

· Advisors meet individually with each student to review academic and career plan and discuss any personal/social concerns, begin  

· Continue holding LINKS advising sessions. 

· Conduct student lesson evaluation. 

January

· Continue holding LINKS advising sessions. 

· Conduct student and advisor end-of-semester school-specific program evaluation; may use short survey.
February

· Continue holding LINKS advising sessions. 

· Conduct training on scheduling, programs of study, and how to assist students and parents in completing ISTP Plans. 

· Hold individual parent/student conferences with each advisee. 

March – April

· Continue holding LINKS advising sessions. 

· Repeat organized walk through to observe all advising sessions. 

May

· Complete Student/Advisor/parent program evaluations. 

· Continue holding LINKS advising sessions. 

· Share results/success with LINKS advisors. 

· Hold faculty meeting. Revise program as needed for next year.
May - June

· Principals, coordinators and counselors complete on-line survey on the LINKS website.
Summer

· Troubleshoot/problem solve

· Review and revise curriculum map based on previous year’s feedback.

· Retrain staff

· Train new staff

· Repeat
