Timeline to Redesign Current Program

January (Preparation)

· Select school team to attend “Introductory LINKS training”

· Complete “Action Plan” to direct implementation. Set school-specific action steps.

· Recruit volunteers for a steering committee that develops recommendations on school-specific logistics of your LINKS advising program.  Each grade level and department, including administration, must be represented on this committee. The administration may make committee assignments to ensure that each grade level and department is represented in the decision making process. 

· Determine who will become the ‘role’ experts and knowledgeable about each component of the LINKS. Assign roles to each steering team member.

· Revise this timeline to meet school needs.

· Look at how your existing advisory program aligns with the LINKS program. 

· Complete "Teachers as Advisors Implementation Rubric” and SWOT analysis to determine strengths and weaknesses. 

February (Pre-Planning)
· Meet with Steering Committee and/or Guidance and Advisement Team to determine what fits with your program. Identify possible changes, deletions, and additions to your current program. 

· Select school and grade level coordinators.

· The guidance committee meets to make advising program recommendations.  Use “Questions That Must Be Answered” (available on LINKS website in Principal-Steering Committee tab) as a guideline to ensure that all aspects of an advising program are considered. 

· Leadership team reinforces the need for an advising program by delivering a presentation to the faculty on Key Practice #8 sharing data (share attendance rates, failure rates, graduation rates, retention rates, discipline issues etc.). 

· Facilitate a staff discussion called “What do we want for our students”.  Describe specific skills and knowledge your students need when they leave your school. Where are they systematically acquiring this information?
March (Pre-Planning)
· Give an overview of the LINKS Program at a school-wide faculty meeting. 

· Introduce LINKS coordinators

· Disseminate topics identified as needs at previous staff meeting

· Develop and disseminate a survey to solicit input from faculty and students regarding: 

· Logistics (when and how to fit LINKS into the school schedule) 

· Credit/no credit 

· Lesson topics 

· Roles and responsibilities 

· The guidance committee visits schools that have implemented successful advising programs or invites teachers from those schools to talk to the faculty about their school’s advising programs. WVDE can provide names of these schools.  Conference calls can be held if schools are not close by. 

April (Pre-Planning)

· The guidance committee meets with the Leadership Team to share recommendations and to get input/approval of decisions. 

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

May (Pre-Planning and Program Development)

· Tabulate survey results. Share with faculty.  Seek input by grade level to develop curriculum map.
June (Program Development)
· The LINKS steering committee/volunteers work (by grade level) for one week to select/create topics/lessons for next year’s advisement. All materials needed for each advising session is identified, developed/selected by this team.  At least two teachers should be assigned to each grade level. Student and parent input are encouraged.
· A teacher committee is recruited to develop public relations materials, brochures, websites, parent letters for next year’s advising topics by grade level. LINKS brochure is available on LINKS website.  Can be mailed with a cover letter listing primary topics for each grade level or your own curriculum map.
· Students are assigned to advisors for next year. 

July (Preparation for Implementation)
· Before school starts, the principal sends information about the new advisement program to parents and students in the “welcome back” letter. 

· Develop grade-level notebooks for each advisor with a list of advisees, curriculum map, and one hard copy of each lesson and all handouts. Include any relevant handouts: role of advisor, grading rubric, content standards Policy 2520.19, tips for advisors, etc.

· Counselors and coordinator(s) develop folders for each student with relevant academic and career information and put in crates by advisors.  Include advisor notebook in crate.
August (Training and Orientation)

· Provide staff development 
· on the purpose of the LINKS advising program
· the logistics of the new program
· the role of the advisor, principal, counselor and coordinator(s)

· review website (share ice-breakers, grading rubric, additional resources, etc.)

· discuss referral process

· reinforce the role as primary “advocate” for their students.

·  process for contacting parents: call for encouragement, concerns over attendance, ISTP’s, etc. Reinforce the importance of the advisor/parent/student relationship
· review curriculum map

· Break into grade level teams and allow advisors to review lesson plans.
· Practice the session on setting group rules. Discuss “do’s and don’ts”.

· encourage practice, feedback and adaptations of first month’s lesson

· provide schedule for bi-monthly grade level meetings to review and prepare for lessons and develop solutions for any issues

At least one full day of training is recommended. More may be required
· Provide advisor a plastic crate containing: folders with the names of their advisees, relevant test scores, award certificates, unofficial transcripts and copies of each student’s ISTP. 

· Hold first Open House for Parents and Students (At the very beginning of school)

· 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 LINKS lesson pertaining to grade level/school orientation. Begin getting acquainted with students.

September (implementation)
· Hold LINKS sessions. 

· Advisors and students complete WVDE online surveys.

· All advisors complete “Session Feedback” form for at least one session. Results are collected and tallied by steering team. 

· Hold faculty meeting to share results, discuss problems and solutions! Stay positive and solution focused.

· Advisors may completed feedback forms for any lesson and provide to coordinator for review for program improvement. 

· Principal and coordinator monitor implementation.  Assist with concerns.

· Develop a recognition program.  Students can nominate their advisor.

October – November (implementation)
· Hold bi-weekly grade level advisor meetings, ‘learning communities’ to discuss and prepare for lessons.

· Continue holding LINKS sessions.
· Share on-line student/advisor data.

· Principal and coordinator monitor implementation.  Assist with concerns.

· Pair up less effective advisors with more effective advisors if needed until advisors become more comfortable with the process. 

December (implementation and revisions)
· Advisors meet individually with each student to review academic and career plan and discuss any personal/social concerns. 

· Continue holding LINKS advising sessions. 

· Conduct student session evaluation. 

· Meet with steering committee to discuss program implementation and strategize ways to improve

· Conduct student survey on one identified lesson per grade level.

January

· Provide staff a summary of survey to staff.

· Continue holding LINKS advising sessions. 

· Conduct student and advisor end-of-semester program evaluation. 

· Principal and coordinator monitor implementation.  Assist with concerns.

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. 

· Principal and coordinator monitor implementation.  Assist with concerns.

March – April

· Continue holding LINKS advising sessions. 

· Conduct organized walk throughs. 

May

· Complete Student/Advisor/counselor/coordinator/principal/parent on-line WVDE evaluations. 

· Continue holding LINKS advising sessions. 

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

June-August
· Coordinator and counselor collect portfolio crates from advisors.

· Update.  Remove files of students who moved or dropped.  Add files of new students. Store in secure location.

· Tweak curriculum, as needed

· Provide training for new staff similar to previous year.

· Provide grade level training for all staff. Provide next grade level lessons. Advisors will keep same students who advance and will need training on the next grade level.

· Provide orientation for new students and staff similar to previous year.

September – June Repeat process of previous year.
