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Section 1: Your Guide to Using the
School Health Index

The School Health Index: Self Assessment and Planning Guide (2017), is an online self-
assessment and planning tool that schools can use to improve their health and safety policies
and programs. This document, Your Guide to Using the School Health Index (SHI), includes
information and resources for district and school staff who are familiar with the SHI and who
are charged with completing the assessment. Included in this Guide are information, materials,
and resources on how to implement the SHI in schools, as well as a Facilitating Groups section
for conducting trainings, workshops, or presentations on the SHI. Users can select the most
appropriate sections of the guide and customize those components to best suit their needs.
The Guide is intended to be used in conjunction with the School Health Index, which can be
completed interactively online or printed from the CDC Healthy Schools website at_http://www.
cdc.gov/HealthyYouth/SHI.

You will find a SHI eLearning module https://www.cdc.gov/healthyschools/professional
development/e-learning/shi.html on the welbsite that can be used with the SHI tool or in
conjunction with this Guide to quickly understand the school health topics covered in the
modules; steps for implementing the SHI; and the SHI process of conducting an assessment
and developing an improvement plan. The video-based el.earning module will take
approximately 1-1.5 hours to view. The module is self-paced, with several ways to access the
training materials. You may select a specific chapter or chapter section or you may view the
course in its entirety. For additional information, you can click on questions or resources in the
"Go Further" section. You can also download the full eLearning module video transcript and
"Go Further" sections to help with your understanding and presentations if needed. At the end
of the course, you will have the opportunity to download a Certificate of Completion that can
be used toward required professional development contact hours for your school or district.
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The Whole School, Whole
Community, Whole Child
Model (WSCC)

The SHI contains 11 modules, structured
around the Whole School, Whole
Community, Whole Child model (https://
www.cdc.gov/healthyschools/wscc/
index.ntm). The WSCC model is CDC's
framework for addressing health in
schools. WSCC contains 10 components,
whereas the SHI contains 11 modules,
with the additional module 1, focusing
on cross-cutting school health and safety
policies and environment. The model is
student-centered and emphasizes the
role of the community in supporting the
school, the connections between health
and academic achievement and the
importance of evidence-based school
policies and practices. The WSCC model
meets the need for greater emphasis on both the psychosocial and physical environment as
well as the increasing roles that community agencies and families play in improving childhood
health behaviors and development. The WSCC model also addresses the need to engage
students as active participants in their learning and health.

The 10 WSCC components are:
» Health Education « Social and Emotional Climate
+ Physical Education and Other Physical Activity + Physical Environment
Programs + Employee Wellness and Health Promotion
° Nutrition EnVironment and SerViceS . Fam”y Engagement
» School Health Services - Community Involvement
« School Counseling, Psychological, and Social
Services
Background

The School Health Index (SHI) was developed by CDC in partnership with school administrators
and staff, school health experts, parents, and national nongovernmental health and education
agencies. The SHI is easy to use and the results are completely confidential. It is written to

be used by individual schools and can be adapted to meet the needs of schools and school
districts. The SHI has two activities that are to be completed by teams from your school: a self-
assessment process and a planning for improvement process.

o Your Guide to Using the School Health Index
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* The self-assessment process involves members of your school community coming
together to discuss what your school is already doing to promote good health and to
identify your strengths and weaknesses. The SHI allows you to assess the extent to which
your school implements the types of policies and practices recommended by CDC in its
research-based guidelines for school health and safety policies and programs.

+  The planning for improvement process enables you to identify recommended actions your
school can take to improve its performance in areas that received low scores. It guides you
through a simple process for prioritizing the various recommendations. This step will help
you decide on a handful of actions to implement. Finally, you will complete a School Health
Improvement Plan where you will list the steps you will take to implement your actions.

The SHI addresses seven health topic areas:

» Physical activity and physical education

+ Nutrition

+ Tobacco-use prevention

+ Alcohol and other drug use prevention

Chronic health conditions (e.g., asthma, food allergies)

+ Unintentional injury and violence prevention (safety)

« Sexual health, including HIV, other STD and pregnancy prevention

Questions in the SHI focus on the above health topics and also include cross-cutting
questions that address policies and practices that apply to all seven health topic areas.
Completing the SHI is an important first step toward improving your school's health

promotion policies and practices. Your school can then act to implement the School Health
Improvement Plan and develop an ongoing process for monitoring progress and reviewing your
recommendations for change. Your school's results from using the SHI can also help you include
health promotion activities in your overall School Improvement Plan.

It is important to know what the SHI is and what it is not.

@ The SHl is a... ® and not a...

+ Self-assessment and planning tool. + Research or evaluation tool.

+ Community-organizing and educational » Tool for auditing or punishing school
process. staff.

. Focused, reasonable, and user-friendly » Long, bureaucratic, painful process.
experience. « Process that requires expensive

» Process that identifies no-cost or low-cost changes.
changes.

* Process that identifies unfunded
» Process that provides justification for mandates.
funding requests.
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Making The Case For The

School Health Index: The SHI can enable schools to provide
Why The SHI? young people with the knowledge and

The SHI is a free tool designed to facilitate | skills they need to become healthy and
a tegm-drlyen approach to asses.5|‘ng productive adults.
and improving school health policies

and practices. As a district or school

health champion, it is vital to get buy-in Improving students’ health and safety
from the top down. Equally important is can increase their capacity to learn;
understanding that the health of children d b o d.i thei
and school staff helps to drive the overall = uf:e 2 .sen SF G el n Ul pldedAS =y
performance of the school. Statistics physical fitness and mental alertness.

indicate that children who engage
in healthy behaviors also have better
academic grades'. Health education, policies, and programs help teach and provide concepts
and the framework to support healthy living and reduce iliness. It is imperative that district
and school administrators and decision makers understand that school programs that
account for the individual, family, school, and community can positively influence
both student health behaviors and learning. Evidence-based, effectively coordinated,

and strategically planned school health programs and services are also necessary for closing
the academic achievement gap. The SHI can enable schools to provide young people with the
knowledge and skills they need to become healthy and productive adults. Improving students'
health and safety can increase their capacity to learn; reduce absenteeism; and improve their
physical fitness and mental alertness.

In order to see where you (the school/district) need to be in the future, you have to see
where you are now. Assessment is the first step to identifying solutions and behaviors to
reinforce strengths and improve weaknesses.

Why Should Your School/District Use the School Health Index?

There are many reasons that your school or district should use the SHI, and the bullets below
are just a few examples...

+ Enables schools to identify strengths and weaknesses of their health and safety policies and pro-
grams and to develop a School Health Improvement Plan.

+ Engages teachers, parents, students, and the community in promoting health-enhancing behaviors
and better health.

» Provides opportunities to improve the lives of young people by providing them the knowledge and
skills needed to become productive and healthy adults. Healthy students perform better in school
and have fewer absences.

« Offers a team approach to improving school health and safety policies and programs. It is a straight-
forward tool that gives administrators, staff, parents, and students an opportunity to work together
to create a healthier school.

1Rasberry CN, Tiu G, Kann L, McManus T, Michael SL, Merlo C, Lee SM, et al. Health-related behaviors and academic achievement
among high school students—United States, 2015. MMWR 2017: 66(35): 921-9217
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As a result of implementing the SHI, schools have made a wide variety
of changes in their school health and safety policies and programs.

v
Q For example, schools have:

* Created a school health team.

* Moved healthier options to the front of the lunch line.
* Increased time for physical education.

» Started student and staff walking clubs.

* Added healthy choices to vending machines.

» Offered access to the gym outside of school hours.

Section highlights and takeaways...

1. The SHI is a cost-free tool designed to facilitate a team-driven approach within
seven content areas (Physical activity and physical education, Nutrition, Tobacco-
use prevention, Alcohol and other drug use prevention, Chronic health conditions,
Unintentional injury and violence prevention, Sexual health, including HIV, other STD
and pregnhancy prevention).

2. The School Health Index consists of two steps:

Conducting a self-assessment, and
Creating a plan for improvement

3. You can conduct the assessment using the interactive online version or by
downloading the print version. The School Health Index identifies low-cost or
no-cost improvements to a school environment.

4. A SHI eLearning module can be found on the website and can be used in
conjunction with the tool. The self-paced, video-based module will take
approximately 1-1.5 hours to review.

Your Guide to Using the School Health Index o



Section 2: Using the School
Health Index

Now that you have the background and overview of the School Health
Index (SHI) from section 1, you're ready to use the SHI. This section
introduces you to the two steps mentioned in section 1 and

are listed below:

1. Conducting a self-assessment, and
2. Creating a plan for improvement

The self-assessment step leads your school community through the SHI modules in order to
identify what your school is already doing to promote health as well as areas for improvement.

The planning for improvement step enables you to identify many actions your school can take
to improve its performance in areas that received low scores. This step then involves prioritizing
those actions to help you decide which actions to focus on first. Finally, you will complete

a School Health Improvement Plan to list the steps you will take to implement each of the
selected actions.

The SHI is not an evaluation or research tool. The results should not be used to audit or punish
school staff. The SHI does provide steps and a process to create an Improvement Plan that
can be used to monitor progress and review recommendations for change and identifies low-
cost or no-cost improvements to a school environment. You will find that the self-assessment
process is a focused, reasonable, and user-friendly experience.

As you recall in section 1, you can conduct the assessment using the interactive online version
or by downloading the print version.

To access the online version, click on the Here, you can either register a new team
"Enter School Health Index" button on profile or access your current assessment.
the SHI website.

Centers for Disease Control and Prevention
COC 247 Sovmg Lhes Profecing Peorie™

School Health Index (SHI)

Home

nnnnnnnnnnnnnnnnnnnnnnnn

cccccccccccccccccccc

School Health Index GetStarted

ooooooooooo

An online self-assessment and planning tool for schools

How Schools Can Use the SHI

https://www.cdc.gov/healthyschools/shi/index.htm

The online version of the School Health Index records your entries and generates score
cards for specific topic areas. (It will be important to remember your login and to share with
members of the SHI team who are completing the assessment).

@ Your Guide to Using the School Health Index
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ELEMENTARY
SCHOOL

Print versions for both the
elementary and middle and high
schools can be downloaded from
the School Health Index website.
The majority of the items in both ’ HEALT .\ wl SHI

INDEX
Planning Guide

INDEX
rd Planning Guide

versions are identical with only a
few differences between them.
Once you decide on the online or
print format, select the version that
is most appropriate for your school.

Questions in the Index are grouped and labeled by health topic area. Grouping questions
allows your school to choose to address some, but not all, of the health topics if needed. Cross-
cutting questions address issues that are relevant to all health topics.

Now you are ready for the recommended six steps for using the SHI:

Steps for Using the SHI :
1. Form a team

Your first step is to identify a team of people who will be responsible for completing the School
Health Index. You may choose to create a new team or use an existing team, such as the School
Health Advisory Council (SHAC) or Wellness team. The number of members on your team will
vary, based on staffing, resources, and roles.

Key school representatives include:
+ Students
« Administrators
+ Health coordinators
+ Health education teachers
+ Physical education teachers
« Counselors
« Health service providers
* Nutrition service providers
« School site health promotion staff
+ Other school staff (e.g., custodian; bus driver; media specialist; aides)

Key community representatives include:
+ School board members
+ Parents
+ Faith community
« Business partners
+ Voluntary health organizations
* Youth serving organizations
* Health care providers

Your Guide to Using the School Health Index Q




+ Mental health providers

» Local and county government
+ Recreation

+ Law enforcement

* Pre-school program staff

« Elderly

+ Media

+ After school staff

v

A group effort is very important to capture a diversity of opinions and experiences for
meaningful assessment and successful planning and implementation.

The team should consist of a cross-section of school representatives and community members.
Representation of as many segments of the community as possible can enrich the level

of discussion and help with the acceptance of proposed activities. Parents, administrators,
teachers, school staff, community
members, and students will all contribute
their experiences and expertise to the

Getting support from your school

SHI process. Getting support from your administrators greatly improves overall
school administrators greatly improves commitment to completing the SHI
overall commitment to completing the and implementing the School Health

SHI and implementing the School Health
Improvement Plan. Include school and
district-level administrators on the team
so that they can facilitate implementation of the identified changes and support policy
implementation. Another important thing to consider is identifying a coordinator to help lead
the team's efforts at the school or district. This will vary from school to school. This person
should be well organized; a champion for school health; and excited to help lead the charge!
Some schools have found that it is best to have individuals from outside of the school facilitate
the process — it's up to you! As you know, these individuals are removed from school politics and
can be neutral in helping staff deal with internal conflicts.

Improvement Plan.

The SHI coordinator is responsible for keeping the team motivated and focused on its goals.
Team members may have other priorities, so it is important for the coordinator to maintain the
team's cohesiveness and encourage the team members to implement their proposed actions.
A strong coordinator can be pivotal to the success of the School Health Index. To help with
your decision on who should be selected as the SHI Coordinator for your school, consider the
functions listed below:

Functions of the School Health Index coordinator include:
+ Helping to gain administrative buy-in (see Section 1);
« Assisting the school in establishing a School Health Index team;
+ Securing time to work on the School Health Index;
« Facilitating the team through the process;
» Following up with the implementation of the School Health Improvement Plan

@ Your Guide to Using the School Health Index



2. Hold a meeting
During the first SHI team meeting, the SHI

Centers for

CDC Healthy Schools

coordinator should explain the purpose and process : e ©ccooe
of conducting the SHI assessment. There are a host JRPR—— SRescumssigialies 4—

of resources available on CDC's website that can W - Zitamams

be used to illustrate the process and purpose of P e

the SHI (https://www.cdc.gov/healthyschools/shi/ | s ek sisgiese

Module 8: Physical Environment

resources.ntm). Consider using the School Health
Index eLLearning module to help with the purpose; -
understanding; and process for new team members, . —
or for those that may need a refresher.

Module : Employee Wellness and Health Promotion

Module 11: Community Involvement

During this meeting, the team will also decide how the SHI should be implemented in their
school or district. Some teams may decide to complete all modules together in one sitting and
others will work in smaller teams to complete the modules. Typically, smaller groups are created
for each of the modules based on the individual's interest, background, and expertise. Having
at least two people in the small groups will allow for discussions about each question and may
increase the efficiency of the process. The person most knowledgeable about the module
topic can serve as that module's coordinator, e.g., physical education teacher will lead Module 3,
Physical Education and Other Physical Activity Programs.

3. Complete modules and discussion questions

The SHI Coordinator will now have the team answer the discussion questions. As you may recall
from Section 1, questions in the SHI are organized by modules that align with the components
of the Whole School, Whole Community, Whole Child model. Questions within each module
are grouped and labeled by a health topic area: physical activity (PA), nutrition (N), tobacco
(T), alcohol and other drugs (AOD), chronic health conditions (CHC), safety (S), sexual health
(SH), and cross-cutting (CC). Cross-cutting questions address issues that are relevant to all
health topics. Remember, some questions are labeled for more than one health topic (e.g.,
PA/S) because they are relevant to more than one (e.g., both physical activity and safety).

Grouping questions allows schools to choose
to address some, but not all, of the health
topics covered by the SHI. CDC believes that a
comprehensive approach to school health, that
addresses all health toDiCS' is the most effective Has your school implemented the following components of the local education agency’s (LEA)
way to influence students’ health behaviors. O amcrife ouls o e cdhemtion s procstion stiviics

However, we recognize that some schools will want Specific goals for physical activity opportunities

to address only one topic or just a few at a time.

SCHOOL HEALTH INDEX — ELEMENTARY SCHOOL

CC.6 Local school wellness policy

.

e Specific goals for other school-based activities that promote student wellness

e Nutrition standards for all foods and beverages sold on the school campus during the
school day that are consistent with Federal regulations for school meals and Smart
Snacks in School

e Standards for all foods and beverages provided, but not sold, to students during the

T h e team W| I | rea d t h rou g h t h equ est| ons ca refu | Iy school day (e.g., in classroom parties or classroom snacks brought by parents)
e Policies for marketing and advertising of only those foods and beverages that meet the
an d se | ect th e answer t h at best d esc ri bes t h e ir USDA Smart Snacks in School nutrition standards on the school campus during the

school day.
school. Words and phrases that are underlined and

bolded are further defined in the SHI Glossary.
Clicking on these words in the online version will
take you directly to this additional information.
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If the entire SHI team is completing the self-assessment modules together, all team members
will work on the 11 modules by answering a series of questions and developing a set of
recommendations. If the SHI team has broken up into smaller groups, each of the groups will
meet and complete the series of questions and recommendations for their assigned module.

Item Scoring:

The School Health Index uses a 4-point scale, assigning 3, 2,1, or 0 points to each question.

For each question, a score of 3 points means that your school has the policy or practice fully

in place and is achieving the “gold standard.” A score of 2 points means that your school is
doing very well but falls somewhat short of the gold standard. A score of 1 point means that
your school is doing something in this area, but there is room for improvement. Finally, 0 points
indicates that your school is doing very little or nothing to meet the gold standard. Later, these
scores are used to identify strengths and weaknesses.

If a question does not apply to your school, you can designate it as "not applicable.” If you are
not sure or need more information before you can answer the question, you can skip it and
return to it at another time. You do not have to answer all the questions in a module if they do

not apply.

The team will circle or input all of the discussion question answers into the Module Score Card
and calculate each module score.

How to determine the module score:
+ Add the scores for each column.
+ Add the four sums together across the bottom.
+ Divide the total number of points by the maximum number of points for the module.

Sample Completed Score Card
Module 1: School Health and Safety Policies and Environment
Instructions
1. Carcfully read and discuss the Module 1 Discussion Questions (pages 5-34), which contains
questions and scoring descriptions for cach item listed on this Score Card.
2. Circle the most appropriate score for cach item.
3. Afier all questions have been scored, calculate the overall Module Score and complete the

Module 1 Planning Questions located at the end of this module (pages 36-37).
Under

Fully  Partially Develop-  Notin
in Place in Place ment Place
CC.1  Representative school health committee or team 3 2 1 o
CC2 _ Wntten school health and safety policies 3 2 1 1]
CC.3  Communicate health and safety policies to students, £ 1 o
parents, stafl members, and visitors
CC4__ Overcome barriers to leaming.
CC.5 __ Enrichment experiences
CC.6__ Local school wellness policy
€C.7__ Swndard precautions policy
CC8__ Wrillen crisis incss and response plan
PAl__ Maintuin safc play environment
A Recess
A3 Playprounds meet safety standards
'A Access to physical activity facilitics outside school hours 3
A Prohibit using physical activity as h
‘A6 Prohibit withholding recess as h
N1 Prohibit using food as reward or punishment 3
N2 Access to free drinking water throughout the school day 3
N3 All foods sold during the school day meet the USDA's 3
Sman Snacks in School nutrition standards
NA4 Al beverages sold during the school day meet the 3
USDA's Smart Snacks in School nutrition
NS5 All foods and beverages served and offered during the 3 2 1 1]
school day meet USDA"s Smart Snacks in School

1o s frofi

nutrition standards
N.6 All foods and beverages sold dunng the extended school 3 2 1 [0
day meet USDA's Smart Snacks in School nutrition

standards
COLUMN TOTALS: For each column, add up the numbers that
are circled and enter the sum in this row, 18

n

(If you decide to skip any of the topic areas, make sure TOTAL POINTS: Add the
you adjust the denominator for the Module Score (60) by four sums above and enter the 37
subtracting 3 for each question climinated) total to the right.

7 o]

NOTE! For simplicity, this example shows only Cross-Cutting, MODULE SCORE = (Total 62%
Physical Activity, and Nutrition Items. The denominator has Pomnts / 60) X 100
been adjusted accordingly.

0 Your Guide to Using the School Health Index




1. Review Results

Now you are ready to review the results! Meet again with the team to examine the score cards
for each module and discuss the identified strengths and weaknesses. It's important to keep
the momentum going, so do your best to meet on a regular basis - ideally meeting daily or

a minimum of once a week to determine how to move forward. Discuss the recommended
actions for each module, then have all participants work together to identify the top priority
actions for the entire school.

2. Create an Action Plan Complete the School Health Improvement Plan. This involves setting

3 to 5 priority actions; discussing the resources needed; discussing the action steps for each
priority; assigning responsibilities; setting timelines for the actions; and deciding how to present
the plan to the school leadership and community.

SCHOOL HEALTH INDEX — ELEMENTARY SCHOOL

Sample School Health Improvement Plan
Instructions
1. In the first column: list, in priority order, the actions that the School Health Index team has agreed to implement.

2. Inthe second column: list the specific steps that need to be takkn to implement each action.
3. Inthe third column: list the people who will be responsible for each step and when the work will be completed.

Actions Steps By Whom and When

1. Establish a set of competitive a. Contact other schools and experts to identify different | Sally H. 10/2
food offerings that align with models.

strong nutrition standards.
b. Conduct taste tests for healthy alternatives that Mildred P. 10/23
students like.
¢. Meet with principal to get support. Sally H. 10/25
d. Develop draft competitive food offerings. Henry T. 11/3
e. Get feedback from teachers, parents, students, Sally H. 11/15

administrators, and community members.

f. Develop slide show about new choices to staff,
students, parents, and district. Mildred P. 11/26

. Schedule and deliver presentations to staff, students,
and parents. Henry T. 12/2

3. Re-Evaluate

Your task is not over! It's imperative to continually re-evaluate. Discuss how you will monitor
progress and when the team will meet again. Consider using the SHI resources mentioned
previously to help plan this second meeting. A list of resources is available online at https://www.
cdc.gov/healthyschools/shi/resources.htm

Your Guide to Using the School Health Index @
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Consensus Building:

As we wrap up Section 2, it's important to mention Consensus! It's vital to build consensus
among SHI team members on key issues. Consensus is finding an acceptable proposal
that all members can support. It is not a unanimous vote, a majority vote, or that
everyone is 100% satisfied. It requires time, active participation by all, good listening

and communication skills by all, open-mindedness, and creative thinking. If your team is
struggling to come to a consensus, consider the Two-Step Process that can be found in
appendix E.

Section highlights and takeaways...

1. Questions in the SHI are organized by modules (that align with the components of
the Whole School, Whole Community, Whole Child model). Questions within each
module are grouped and labeled by one or more health topic areas: physical activity
(PA), nutrition (N), tobacco (T), alcohol and other drugs (AOD), chronic health
conditions (CHC), safety (S), sexual health (SH), and cross-cutting (CC). Cross-cutting
questions address issues that are relevant to all health topics. Some questions are
labeled for more than one health topic (e.g., PA/S) because they are relevant to more
than one (e.g., both physical activity and safety).

2. Grouping questions allows schools to choose to address some, but not all, of the
health topics covered by the SHI. CDC believes that a comprehensive approach to
school health, that addresses all health topics, is the most effective way to influence
students' health behaviors. Steps for Implementation:

e Form a team

e Hold a meeting

* Complete modules and planning questions
* Review results

e Create an action plan

* Re-evaluate

3. Getting support from school administrators greatly improves overall commitment
to completing the School Health Index and implementing the School Health
Improvement Plan.

4. Itis very important to have at least two people work on each module because it will
help increase accuracy and diversity of creative insights for improving school health
policies and programs. Each team member should be assighed to a module based on
his or her area of interest and expertise.

@ Your Guide to Using the School Health Index




Section 3: Planning for Improvement

It's time to take action! First, make sure that all modules have been
scored. Then, the School Health Index (SHI) Coordinator should
schedule a meeting with the entire team to discuss the findings, next
steps, and start the Planning for Improvement process.

Among the hundreds of individual actions you can take to help develop healthy children who
come to school ready and able to learn, you've already completed the most important one —
assessing your school's strengths and weaknesses. No matter how your school scores on the SHI,
you now have the information you need to start planning for a healthier school.

Taking Action, One Step at a Time

You are now ready to take action and put the plans into motion! This section, Planning
for Improvement, contains two forms — the overall score card and the School Health
Improvement Plan.

Overall Score Card

School Health Improvement Plan

Overall Scorecard

For each module, a"v" appe: falls. Us

tocreate a Plan for
RO o o | v

Modules

Module 1 - School Health and Safety Policies and Environment

# Export Overall Scorecard

Sample School Health Improvement Plan

Tnstructions
1. In the first column: kist, in priority order, the actions that the School Health Index 1eam has agreed 10 implement
2. In the second colams: list the spesific steps that need 1o be taklen 1o implement cach action.

3. In the third column: hist the peopls who will bs responsble for cach step and when the work will be completed,
Actions. T Steps

Module 2 - Health Education
By Whom and Whes

Module 3 - Physical Education and Physical Activity Programs
Module 4 - Nutrition Environment and Services

Module 5 - School Health Services

hool Counseling, and Social Services
Module 7 - Social and Emotional Climate
Module 8 - Physical Environment
Module 9 - Employee Wellness and Health Promotion

Module 10- Family Engagement

Module 11 - Community Involvement

Both forms will help you and the committee make the best use of the information collected by
each module team.

The four action steps described in this section can help you plan
improvements and implement recommended changes.

Step 1: Complete the Overall Score Card

Step 2: Complete the School Health Improvement Plan

Step 3: Implement recommendations

Step 4: Reassess annually and strive for continuous improvement
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The example score card below represents Module 1 - School Health Safety Policies and
Environment. The score card reports the overall module score was 62%. The scores calculated by
each group are recorded in the overall score card in this example.

Planning Step 1: Look back at the scores you assigned to each question. According to these
scores, ask yourself, "what are the strengths and weaknesses of your school's policies and
environment related to health and safety"?

Planning Step 2: Then for each of the weaknesses identified, list several recommended actions to
improve the school's scores (e.g., create and maintain a school health committee).

Planning Step 3: You will now rate each proposed action from one to five in terms of the five
dimensions listed below. This enables actions to be prioritized for implementation.

Sample Completed Score Card
Module 1: School Health and Safety Policies and Environment
Instructions
1. Carefully read and discuss the Module 1 Discussion Questions (pages 5-34), which contains
questions and scoring descriptions for cach item listed on this Score Card
2. Circle the most appropriate score for cach item.
3. After all questions have been scored, calculate the overall Module Score and complete the
Module 1 Planning Questions located at the end of this module (pages 36-37).
Under
Fully  Partially Develop-  Not in
in Place _in Place _ment Place
CC.l  Representative school health committee or team 3 2 1 0
CC.2__ Writien school health and safety policies 3 7 1 0
CC.3  Communicate health and safety policies to students, 3 2 1 o
parents, stafl members, and visitors
CCA4__ Overcome barriers to lcaming. 2
CC.5__Enrich 2
CC.6_ Local school wellness policy 2
CC.7__ Standard precautions palicy 2
CC8_ Wi i, i I response plan F]
PAL 2
2 0
2 )
2 0
i 0
NI Prohibit using food as reward or 3 3 1)
N2 Aceess lo fce drnking waler the school day E) 2 | )
N3 All foods sold during the school day meet the USDA's 3 2 1 0
Smart Snacks in School nuirition standards
N4 All bev e school day meet the 3 2 1 )
USDA S rition
N5 All foods and bever: ved red during the 3 2 1 [
school day meet USDA's Smart Snacks in School
nutrition standards
N6 All foods and beverages sold quning the extended school 3 2 T [
day meet USDAs Smart Snacks in School nutrition
standards
COLUMN TOTALS: For cach column, add up the numbers that
are circled and enter the sum in this row. ‘ 18 12 7 4]
(1f you decide to skip any of the topic arcas, make surc TOTAL POINTS: Add the
you adjust the denominator for the Module Score (60) by four sums above and enter the 32
b 3 for each q 1 ] total to the right.
NOTE! For simplicity, this example shows only Cross-Cutting, ~ MODULE SCORE = (Total 62%
Physical Activity, and Nutrition ltems. The denominator has Points / 60) X 100
been adjusted accordingly.

Below are the five dimensions and the questions that the SHI Coordinator should pose to the
team (and all team members should keep these questions in mind throughout the planning
process!):

1. Importance — How important is the action to my school?
Cost - How expensive would it be to plan and implement the action?

Time - How much time and effort would it take to implement the action?

A ow N

Commitment - How enthusiastic would the school community be about implementing
the action?

5. Feasibility — How difficult would it be to complete the action?
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Here is a completed sample of planning questions for Module 1.
You can use this as a reference.

SCHOOL HEALTH INDEX - ELEMENTARY SCHOOL

Sample Completed Planning Questions
Module 1: School Health and Safety Policies and Environment

The Module 1 Planning Questions will help your school use its School Health Index results to identify and prionitize changes that will
improve policies and programs to improve students” health and safety.

Planning Question 1
Look back at the scores you assigned to cach question. According to these scores, what are the strengths and the weaknesses of your
school’s policies and environment related to students’ health and safety?

Strengths Weaknesses
* Excallent communication of policies with parenta, * Do not have a committes to oversse cur health
visitors, and ataff, programs (CC.1).

* offer a wide variesty of snrichment sxperiences. Local wellness pelicy has net been implemented at

. N the achoel lewvel (CC.8).
+ Students are actively supeszvised.

Sould make more enrichment experiences available to
arudents (CC. 5)

* Mave a strong standard precautions policy.
# Do not use physical activity as punishment.

* Fres drinking water is widely available and students * Recess is not provided every day (PA-2).

can bring bottlss to claas. * Soms teachers still use candy as rewards (N.1).

= Srudents are given encugh time teo wash their hands

; * ome food available during the achool day does not
bafors eating.

maat school nutrition standards (M.4).

Planning Question 2

For each of the weaknesses identified above, list several recommended actions to improve the school's seores (¢.g., create and maintain a
school health commuttee).

- Ferm a school health committes.

- Hawve the acheol health committee review the district local wellness policy.

: Conduct staff development or hire new staff to provide enrichment experisnces for students.

. Make sure all teachsrs are providing daily, 20 minute recsss.

. Give teachers ideas about non-food rewards.

- Werk with the nutritien services staff te make sure all foods meet schesl nutricien standapds.

A e D3 By R

SHI Coordinator Reminders for the Team:

- It's imperative to answer all questions as accurately as possible. This is a self-help tool, not an
instrument for punishing staff.

« There is no passing grade. This is designed to help you understand your school, not to compare your
school with other schools.

+ Expect to get some low scores. Low scores can help you build awareness of areas needing
improvement.
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Here is an example of how a module’'s third planning question may appear. The
module group has entered into the left-hand column actions brainstormed during the
previous planning question. These actions have also been prioritized based on the five
dimensions just described.

SCHOOL HEALTH INDEX — ELEMENTARY SCHOQL
Planning Question 3. List each of the actions identified in Planning Question 2 on the table below, Use the five-point scales defined below
to score each action on five dimensions (importance, cost, time, commitment, feasibility). Add the points for each action to get the total
points. Use the total points to help you choose one, two, or three top prionty actions that you will recommend to the School Health Index
team for implementation this year. The actions with the highest points should be considered in determining your priority actions,
Importance How important is the action?
5 = Very important 3 = Moderately important 1 = Not important
Cost How expensive would it be to plan and implement the action?
5 = Not expensive 3 = Moderately expensive 1 = Very expensive
Time How much time and effort would it take to implement the action?
5 = Little or no time and effort 3 = Moderate time and effort 1 = Very great time and effort
Commitment How enthusiastic would the school community be about implementing the action?
5 = Very enthusiastic 3 = Moderately enthusiastic 1 = Not enthusiastic
Feasibiliry How difficult would it be to attain the action?
5 = Not difficult 3 = Moderately difficult 1 = Very difficult
|_
Total Top
Module 1 Actions Importance | Cost | Time | Commitment | Feasibility | Points Priority
Action?
Form & school health committes. 3 3 g 3 3 0 v
Have the aschosl health committes
review the distriet lecal wallneaa 3 5 2 2 ¢ 16
policy.
Conduct ataff development or hire
new staff to provide enrichment 5 3 3 5 ] 20 v
experiences for studenta.
Make sure all teachers are
providing daily, 20 minjite recess. ¥ 4 3 ¥ 20 v
Give teachers ideas about non=food
rewards. 3 2 3 16
Work with the nutritisn services
staff to make sure all foods mest 3 2 2 2 2 12
school nutrition standards.

The example of the overall scorecard shows that the team has completed all modules. Many
schools' scorecards will look similar, with a combination of low; medium; and high scores.

Owverall Scorecard B9 Espemt Crver o Soorecinngd
Foreach module, 3 "™ appesrs where the module score Falls. Ulse thews soores to create 5 Plan for Bnprovenmsnt.
= — ey
A1-500% £1- Il _
ebacliabe 1 - Schaocl Health and Safety Polscies and Erviranment J
Moduste 2 - Health Ecuscation
Micsdushe 3 - Pheysical Education and Phrysical Activity Programs \(
Mgl 4 - Hutrition Envinonment snd Services J
el 5 - School Health Services ¢
Midube 6 - School Counsling, Psychological, and Social Services \(
Madube 7 - Social and Ereotiona Climate d
Miexdube 8 - Phiysical Envisonment 'J
Mexdhale 7 - Employee Wellness and Health Promation J
Madube 1 Family Engagoment /

Module 11 - Commumnity Involvement «
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You will find a sample School Health Improvement Plan below.

SOHOOL FEALTH INDEX — ELEMENTARY SCHO0L

Sample School Health Improvement Plan
Tustrmetbons
1. Inthe first columm: list, in priooty coder, the actions that the School Health Index team has agreed to implement.

2. Inthe second colusmn: list the specific steps that meed 1o be takkn to implement each acticn,
3. Inthe thard column: list the peaple who will be respansible for each step and when the wark will be completed.
Artions Steps By Whom amd When

1. Estmhlish a s=2 af competitive & Contact other schocks and sxperts fo sdeptify different | Sally H. 1072
fiood oifferings that slign with modals
strang matrition standards.

b Corsdoct taste tests for bealtby aleratives that Mildred P. 1023
students like.

. hzet nvth principal fo get suppart. Sally H. 1025

A Dieveliop draft commpetitive food offerings Henry T 1173

e Get feedback from teachers, parents, students Sally H. 11715

adeninistranors, s comimmity memnbers.

f Devalop slide show aboat new chiices fo saff,
students, parents, and district Mildred P. 11728

& Schedule and deliver preseotations fo staff, shodents,
and graremnie Henry T. 1272

After the School Health Improvement Plan has been developed, the next steps are to secure
approval to move forward with the recommendations, implement the recommmendations, and
monitor progress. The sample school health improvement plan above shows the essential elements
of a well-designed plan, and includes actions; steps; and by whom and when.

It's essential to check progress on your plan annually. Take the time to measure and recognize
progress and accomplishments of the previous school year. It's imperative to report annually to the
principal, superintendent, and school board on progress made during the previous year and your
plans for the upcoming year. Rememober, success breeds success! Celebrate your success!

As you can now tell, the School Health Index is a straightforward tool that gives administrators,
staff, parents, and students a chance to get involved and work together to create a healthier school
environment and student population. Schools across the country have already made dramatic
improvements based on the SHI and the Improvement Plan that teams developed together.

A small investment of time can pay big dividends in improving students’
well-being, readiness to learn, and prospects for a healthier life.
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Section highlights and takeaways...
1. The SHI team member groups will prioritize their actions in the five dimensions below
and will ask the following questions:
Importance — How important is the action to my school?
Cost — How expensive would it be to plan and implement the action?
Time — How much time and effort would it take to implement the action?

o 0 T o

Commitment — How enthusiastic would the school community be about implementing the
action?

e. Feasibility — How difficult would it be to complete the action?

2. When completing the scorecard, remember:

a. Answer questions as accurately as possible.

There is no passing grade since the SHI is designed to help you understand your school, not
to compare your school with other schools.

c. Low scores can help you build awareness of areas needing improvement.

3. Check progress on your plan annually. Report annually to the principal, superintendent,
and school board on progress made during the previous year and plans for the
upcoming year.

4. Keys to Success:
+ Involve a school health champion (strong leadership)
«  Get administrative buy-in
* Include a broad school team with representation from all sectors, including family and commu-
nity
. The)process must be organized and well-facilitated (many schools are using outside facilita-
tors

- Start with small, achievable goals
+ Highlight and build on successes

The full SHI, developed by CDC, is available in downloadable/hard copy pdf and online at:
https://www.cdc.gov/healthyschools/shi/index.htm

@ Your Guide to Using the School Health Index


https://www.cdc.gov/healthyschools/shi/index.htm

Section 4: Facilitating Groups

Introduction

Are you thinking about or planning on providing a presentation or workshop for your school
or district? This section is for trainers and training staff who are in charge of leading the effort
in delivering the CDC School Health Index: Self Assessment and Planning Guide (SHI) to schools
and school districts throughout their state. This section will take you through considerations for
planning and implementing a SHI workshop, and provide professional development and follow-
up strategies for working with your group. Although the content mainly focuses on providing
instructions for implementing an effective workshop (an educational program for a small group
of people that focuses on techniques and skills in a particular field that has long-term benefits),
the information can be adapted for any type of presentation, informational session, or meeting
that you may provide to further schools' and districts’ understanding of the SHI. This guide
references additional tools and materials to reinforce key concepts and connects all of the SHI
resources available into a one-stop, easy-reference source. This information will prepare you to
successfully engage audiences to use the SHI to improve school health.

There are several things to keep in mind when considering facilitating a SHI workshop. Typically,
30-35 attendees per trainer is the most effective and manageable. The same is true when
mManaging the various skills and resources required to implement all phases of a SHI workshop.
This section describes the roles and responsibilities required to support a SHI workshop.

The Trainer

A trainer, someone who is skilled in teaching content, can take on multiple roles: promoter,
manager, facilitator, and coach (someone who encourages a mentee and supports their
knowledge and growth through skill development). These roles interconnect and change,
based on the particular phase, tasks, available resources, composition of the overall team, and
participant needs.

* Promoter
This role is important when no SHI presentations or workshops have been scheduled or conducted.
Your goal is to generate interest in the SHI, especially if you are considering facilitating a workshop.

+ Manager
The manager's primary role is to manage the SHI workshop tasks and team. The manager's goal is to
gain support and resources to conduct a successful SHI workshop.

+ Facilitator
In the implementation phase, the manager's role takes a back seat and facilitation becomes the
primary task. Facilitator roles and responsibilities will vary from state to state and from school district
to school district. The facilitator's task is to facilitate training and education by effectively commu-
nicating how to use the tool and applying the SHI concepts to participant needs by integrating case
studies and sharing helpful practices.

+ Coach
Coaching becomes the primary role in the evaluation and follow-up phase. Although you may tem-
porarily wear your facilitator or manager hat during this phase, it is the coach who activates the team.
He or she outlines the play (the goals), which is to help the players get in the game and experience a
successful win!

In each role, you as the trainer are the primary lead pulling together the resources to create a
SHI presentation or workshop that is relevant to your audience's needs.
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The Planning and Implementation Team

A SHI trainer should be prepared to work with a SHI planning and implementation team.
When a team works well together, success feels easy to achieve. You, as the SHI trainer, are
responsible for building and leading a cohesive team with distinct roles and responsibilities
to successfully implement a SHI presentation or workshop.

Trainers typically work with a team that includes the following individuals:

+ Workshop Coordinator
The workshop coordinator is familiar with the schools and participants and will assist you in preparing
for and supporting the SHI workshop. Oftentimes, a workshop coordinator is also the facilities coordi-
nator (see below).

+ SHI Coordinator
The SHI coordinator is the school representative who organizes the local SHI team that will be complet-
ing the SHI tool. The SHI coordinator helps obtain approval for the team's time to work on the SHI,
assists the team in using the SHI, follows up with the implementation of the SHI action plan, and
provides support and resources. Specific tasks may vary, depending on the school or district. In short,
the SHI coordinator is the primary planner for your school or district's SHI implementation team.

- Facility Coordinator
The facility coordinator is your point of contact for the facility in which the workshop will be held. This
person is familiar with the facility and can help with room logistics (e.g., set up; regulate temperature,
etc.), operate instructional equipment, distribute materials, and troubleshoot facility issues, as need-
ed. Frequently, the facility coordinator and the workshop coordinator are dual roles.

Whether you are a new or veteran manager in a new team environment, the following
concepts can help you build an effective, cohesive team.

- ldentify the purpose: Your team needs to know why the goal is important, and they should feel confi-
dent about the direction you are going.

- Set the scope and boundaries: The scope informs the team of the "how" about working together
and accomplishing the goal. You should be honest about the potential risks of a chosen path and
communicate not only the direction but also the information the team needs to know to carry out
their responsibilities.

- Define your role: Great team members may not blindly follow. They may need to know who you are
and how you see yourself as a leader. People follow leaders who are trustworthy and accountable. Be
the person others want to follow.

- Be a facilitative supporter: Your team will need support to acquire needed resources and create
innovative solutions. They need to feel empowered to pursue their ideas. Think about how you will
engage the team in feeling supported.

- Seek and incorporate feedback: As the leader, you have a vision for how the workshop will transpire.
Share that vision with your team members. Remember, your team members are leaders with ideas
and thoughts too. People will value tasks and results that reflect their contributions.

- Appreciate contributions: The team members are likely volunteering their time and expertise. Value
their contributions by showing honest, sincere appreciation. Determine how the team likes to be rec-
ognized and consider how you can integrate positive recognition in successes and challenges.

The workshop planning and implementation team is one of two teams you are leading. You
will engage your second team — the workshop participants — during the implementation,
evaluation, and follow-up phases of the SHI workshop.
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Pre-Workshop Preparation

Now that you understand the SHI's impact on school health and understand the roles and
responsibilities needed to implement all phases of the SHI workshop, it is time to put on both
the promoter and workshop planner hats. Some agencies or schools may not know about the
SHI or about the training that is available to their schools or districts. Before you can conduct
a SHI workshop, there has to be a demand for one. How do you create demand? Develop and
implement a promotion plan. Promotion does not have to be a lavish, costly venture, but it is
critically important. Let's start with preparation and planning.

Preparation and Planning

Planning an effective SHI workshop requires several components. Each component must

be well thought out and implemented in the correct order. In Phase 1, you reviewed your
current situation and determined how you would proceed. You are now ready to begin Phase
2 — Workshop Planning (section below) — where you will review your materials and plan your
actions to implement the workshop or information session. The process is the same whether
you have a small or large group. In the section below, we will review the preparation and
planning process to ensure the training or session you implement is organized, meets your
goals, and is conducted in a helpful, engaging manner.

Creating a Promotion Plan

Let's start with creating a promotion plan. A promotion plan, or strategy, is an outline of how
you are going to promote your workshop. Your promotional plan should address the following
questions.

* Who is your target audience?
When you think back to your school experiences, who are the first people you think of? Maybe it is
the teacher who influenced your life in some way, or perhaps it is the principal who roamed the halls
and everyone either loved or avoided. There are numerous roles in the schools — from administration
to school affiliates, such as educational associations and partners. Decide on your target audience.

* Who has access to or the best relationships with your target audience?
Individuals with established connections with your primary audience will probably be your best part-
ners. These individuals can position you to establish your own relationships if they cannot be directly
involved in promoting.

+ How are you going to establish relationships?
In the previous paragraph, you identified essential connections. Now, think about establishing re-
lationships in the context of the best ways to communicate and the time and actions you're willing
to take to cultivate those relationships. Try starting where the target audience spends most of their
time. Think about ways to connect in places they commonly frequent.

+ What is happening in the school environment?
Schools have many competing priorities, from budget constraints, academic standards, and ratings,
to new initiatives and requirements. It is important to get a pulse on the school's current activities.
Get to know what is happening in the school environment so that you can align your goals with their
priorities. Access the school website and talk to your inside connections—associates, teachers, and
parents you already know. Visit the school and pay attention to signs, pamphlets, and posters.

« How do people know the tool and workshops exist?
Your promotional plan should include a strategy that will inform school staff and community partners
about the SHI and its benefits. There are several ways you can accomplish this goal.
« ldentify the best communication sources
« Develop communication strategies
+ Print flyers to place in the teacher's lounge (see sample flyer in Trainer Resources)
+ Attend a school gathering (PTA meeting, school fair)
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+ Volunteer at an event or meeting
» Talk with the school board members, principal, health educators, or staff
+ Send an informational e-mail to the district or school coordinators

As you determine the right channel for sharing your promotional message with the schools,
remember your message should be based on the audience's priorities and needs. If the school
is focused on end-of-grade testing, your SHI messages should emphasize academics and
testing. For example, "A healthy, well-nourished child does better on tests. Does your school
have healthy choices that help children's attention spans, retain information, and concentrate
during testing?”
+ What resources do you need?
The types of resources needed are influenced by your promotional strategy and audience needs.
Remember, you are part of a team. Your individual resource capacity has just expanded because your
team may have ideas and resources to consider as well. If you have reached out to individuals who

have pre-established relationships with your audience, they may also have resources and be willing to
share them.

+ Who needs to be involved?
You may determine that establishing interest is best handled by a few key people, or you may choose
to involve the entire team. Remember, team members may have their own connections and resourc-
es. Decide which are most effective, map out supporting actions, and delegate as appropriate. Be
clear about what you want. Clear directions will help avoid confusion.

Workshop Planning

You have created interest within your school and/or districts, and now you are receiving
requests for information to host or attend a SHI workshop or information session. It is time to
kick planning into high gear. Planning a workshop takes a great deal of focus, organization, and
flexibility. If your workshop is well planned, it will create a valuable experience for everyone.
Satisfied participants will join your promotional strategy by spreading the word.

You may have one request to host a workshop for several schools in one district. On the other
hand, you may have two or three staff members from several schools who want to attend a
workshop. One contact for several schools makes the initial planning process less complicated.
Ask for one person to serve as the liaison for the interested staff members in that school. That
person will be your "go-to" person for specifics you'll need to include in your planning process.

Example
The school prefers to access the Internet rather than receive hard copies of information.
Key Resource: An Internet presence

Ideas:
+ Ask to be a featured tool on the school's website.

+ Request permission to add a video, article, or an attention-grabbing message to the school's
website.

+ Refer to CDC Healthy Schools A Guide to Promoting Professional Development for additional tips.
(https://www.cdc.gov/healthyschools/tths/17_279948-A-MPDS-Guide_ WEB-508.pdf)
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As you talk to the host or liaison, ask for information that will identify the school's specific needs
and expectations. Start by performing the following steps:

- Define the Goals
What does the school or district want to receive from the workshop? Are there specific standards
they must adhere to or achieve? Do they need to improve an existing policy or practice? Is a policy
or practice in place? Without a clear understanding, you will not be able to integrate important
measures into your training plan.

+ Identify Who Will Attend
Knowing who will attend impacts your goals and objectives for the workshop and provides a peek
into the audience's expectations. For example, if you have an audience that is predominately
administrative, determine how that would impact other participants from the school district. If you
find out that one district is prepared to send all cafeteria managers and food vendors, then you can
adjust your focus and research to support enhancing food services.

Try to be as specific as possible. Capture the titles of anticipated participants. Keep in mind the
minimum and maximum number of attendees permitted based on your level of comfort. The
optimum student-to-teacher ratio is 25-30 per trainer, with a maximum of 35. The number of
attendees will also affect the type of facility chosen and workshop layout to create a comfortable,
learning environment.

+ Determine the Dates
Ask for two dates: the preferred date and an alternate date. Make sure the dates are far enough in
advance for you to review and tweak your workshop agenda and plans, and there is enough lead time
for participants to register and arrange travel. We will address the logistics in the next part of this
section.

As you talk with the host or liaison, try to gauge his or her level of interest in the workshop. If you are
working with several liaisons, determine interests, levels of commitment, and availability to continue
for each liaison. The liaison could be the main coordinator for all interested staff members from
different schools. There may be other ways the requesting host or liaison can help.

Your conversations about workshop coordinator tasks and expectations will also help you
determine the level of support and additional roles needed.

You are taking the first of six steps in organizing the workshop.

Identify Workshop Coordinator

Select the Teaching Approach

Determine Venue and Logistics

Establish Support Team and Assign Tasks

Determine Travel Logistics

6. Advertise and Register Participants
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Step 1: Identify Workshop Coordinator

You have initiated conversations with a potential workshop coordinator. Determine who

would be the best choice to serve as your workshop coordinator and ask them to join the
team. Be prepared to talk about the responsibilities, the length of time anticipated, and time
commitment. Share your personal excitement and the potential outcomes. For new school
staff, this is an excellent way to get to know fellow staff members as well as an opportunity to
demonstrate leadership. Listen to what is important to them. You may be able to connect with
others who agree to be a part of the team.

A review of key considerations previously provided and actions to complete:
+ Check the requested date(s), time(s), and location(s) to ensure you are available.
+ Determine if the workshop requestor can serve as the workshop coordinator.

+ Determine potential contact(s) who may serve as the workshop coordinator if the requestor cannot
perform this function.

+ Invite the suggested contact to join the team. Note: It may be helpful to reference the workshop
requestor who made the recommendation upon initial contact.

+ Obtain a commitment from the workshop requestor or suggested contact for before and after the
workshop.

» Provide a copy of the Workshop Coordinator Roles and Responsibilities document with modifications
discussed, or continue to seek guidance for additional contacts from the workshop requestor.

Step 2: Select the Teaching Approach

The SHI workshop can be facilitated with or without participant computers, if available, as
mentioned in sections 1 and 2. If taught with computers, there should be internet access for
participants to access the SHI online to practice using the tool during the workshop.

Summary of Key Considerations / Actions to Implement
» Potential issues to address if computers will be used:
» Are there computers or tablets?
«  Computers with internet access are ideal because some tablets may not load content properly.
+ How many computers do you need?

« A computer for each participant is ideal, but not necessary. Participants may be instructed to
bring their own computers to ensure everyone has one. Alternatively, participants may share
computers if resources are limited.

* s there internet access?

* Internet access is required to show the SHI onling, as well as connecting to the SHI eLearning
module.

* |s a passcode required for the main computer? Participant computers?

+ Be sure to obtain any necessary passwords.

- Are there any firewall restrictions?

+ Test access to any websites you will visit during training to ensure there are no restrictions.
« Do your required websites pass the firewall?

» If necessary, work with the IT department or other staff in advance to ensure your websites can
pass the firewall.

+ Will you be using the elLearning module in combination with the SHI: Self Assessment and Planning
Guide and SHI online?
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Use the following chart to adapt your session for either traditional workshop learning or a
blended approach that includes computer technology.

Summary of Key Considerations / Actions to Implement - Before the Workshop

Workshop (Traditional)

Workshop (With Participant Computers)

+ Create an agenda
» If participants do not have computers:

« Prepare slide sets with screen shots from
the SHI to illustrate points about the tool.

* Be ready to share the trainer's screen to
show the tool if there is Internet access.

« Create activities to test group knowledge.

* Revise the e-mail and registration form to

instruct participants to bring their personal
computers, power cables, mouse pads, etc.

» Ensure internet access is available.
« Create activities to engage proficient

computer users who may complete the
exercises early.

+ Modify the agenda to incorporate the activi-
ties created above.

+ Modify the agenda to introduce the eLearn-
ing module and the online component of your
training.

Summary of Key Considerations / Actions to Implement - During the Workshop

Workshop (Traditional)

Workshop (With Participant Computers)

* Introduce exercise breaks to reinvigorate the
participants. The workshop agenda incorpo-
rates several breaks throughout the training.

+ Be aware of gaps between participants' levels
of computer proficiency. Proficient users may
complete tasks quickly, while other users may
need more time or additional support.

* Minimize use of PowerPoint to engage partici-
pants in discussion.

« Use a co-facilitator to help circulate among
groups during group activities.

« Enhance use of visuals to change what the
participants see often.

* Integrate checkpoints to ensure everyone is
viewing the same screen.

Step 3: Establish a Support Team and Assign Tasks

The workshop coordinator is a primary asset and the first member of your team. He or she
will likely be handling registration, communication, material management, and review of the

potential training facility.

Tasks are performed at a faster pace as a team rather than as an individual. Consider adding

other vital members to the team.

- Facility Coordinator

A facility coordinator may be helpful in finding the appropriate site and coordinating all the facility
logistics and details, such as scheduling facility meetings, room selection, security, access, equipment,
etc. The facility coordinator should have or establish positive relationships with key facility staff, such
as the facility manager, business owner, or security coordinator.

- Co-Facilitator

A co-facilitator may be helpful if the workshop has a large number of participants or if group
activities will be conducted. If you choose to work with a co-facilitator, you should also agree on
responsibilities. The Co-Facilitator Checklist can help determine responsibilities for the facilitator and

the co-facilitator (see Trainer Resources).

Conduct a team meeting to review needs, expectations, and tasks. Develop time lines and
assign tasks. Clear expectations help team members understand their level of involvement,
such as how much time they will need to be involved, and the exact role they will play before,

during, and after the workshop.
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Step 4: Determine Venue and Logistics

Venue and logistics planning requires collaboration between you, the workshop coordinator,
facility coordinator, and the planning and implementation team. The requestor or workshop
coordinator may already have a facility available. A word of caution: available does not
necessarily mean suitable. The facility training space should meet audience needs and
specifications for training. Participant demographics may require other features, such as

« Physical access or reasonable accommodations for people with disabilities or specific needs in accor-
dance with the Americans with Disabilities Act (ADA)

+ Proximity to major highways or food options

» Capacity to comfortably seat the maximum number of participants

« Easy access to restrooms and parking
If a specific facility has not been secured, the requesting host should check with the
administration for space to conduct the workshop. Meanwhile, check your resources for a
backup training room. Emphasize the value of having the workshop in a location the school

staff is familiar with or can easily access. You may discover alternatives by talking to your team
members or school connections.

A summary of key considerations and actions to implement follows.

Summary of Key Considerations / Actions to Implement
+ ldentify action items and assign completion dates.
+ Determine if additional support is needed.
+ ldentify potential venues for the workshop.
« Determine available equipment and supplies.

Setting up the Workshop

Facility access and workshop layout can make or break a training. Participants can become
frustrated if they do not know where they are going. On-site facility staff can help by directing
participants to the appropriate place. Signage is also helpful.

The size of the room can also make or break a training. The room should be large enough to
accommodate all participants comfortably, with plenty of room to move around during the
event. Sometimes rooms can be too large, and the participants feel as if they are in a cavern. Be
cognizant of the size and “feel" of the room. It should be intimate enough to be able to hear
everyone and not too large that it is difficult to be heard.
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Step 5: Determine Travel Logistics

Your participants may be coming from all areas of the city, county, or state. Take a moment
to set travel expectations and guidelines with your team. They may have ideas and can
incorporate these tasks into current responsibilities. Planning for participant arrival will make
transition to your facility easier.

Hotel
+ Determine if hotel accommodations are needed
+ Consider using the hotel's meeting rooms for possible discounts
+ Advise hotel of number of participants expected

- Develop welcome packets with key information

Travel
+ Determine if air travel is needed
« Provide suggested arrival and departure timelines for travel to coordinate with the workshop hours
« Provide driving directions to the facility from multiple points
+ Investigate construction work in progress or anticipated on major highways and access roads
+ Avoid high-volume travel periods, if possible (schedule the beginning and end of the workshop be-
fore or after rush hours.)
Parking
+ Advise of any security requirements
+ Determine if there are parking fees or additional costs for entry and exit frequency
* Ensure ample parking is available close to the main entry point

Food
+ Decide if food will be offered during the workshop
* Ensure participants are aware of food options, if applicable
- Determine if any participants have food allergies or dietary restrictions

+ Check with nearby food vendors for menus and services offered

Ultimately, you should follow the travel procedures for your state or organization.
Once you have determined all anticipated travel logistics, incorporate these details into
registration and workshop communications. You may have to adjust the agenda to support
your decisions.
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Step 6: Advertise the Workshop and Register Participants

\V
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Advertising your workshop informs participants, and it increases general awareness and
potentially creates more interest. An advertising flyer and invitation e-mail should be prepared,
inviting each school to send one or more representatives to the workshop. A sample flyer

and registration form are available (see Trainer Resources) and can be customized with your
agency's logo.

As you update these materials with your agency logo and workshop specifics, remember

to plan for registration. Decide who will be responsible for advertising the workshop and
registering the participants. Your registration process should be in place before sending out
any correspondence. Registration can occur in several ways.

Online

Registering online via a designated Web page requires upfront planning and programming.
Make sure the registration link or navigation is easy to recognize and access. Include helpful
hints and instructions (e.g., how to register a team, required fields, etc.).

By phone

Registering by phone may be an easy option if you have support to take requests.
Determine what phone number will be used. Also remember to update your voicemail
greeting to support missed calls.

By e-mail
Another option is to e-mail a registration form in a fillable format. There are a number of
sources to use, including a Microsoft Word form or a fillable pdf. Make sure your instructions

include steps to access, complete, and send the registration form, and a phone number to
call for help.

On-site

This option may seem like the simplest solution, but there are pros and cons. Food planning
is difficult when the number of participants is unknown. You might not receive information
about dietary constraints in time to make adjustments. If you are not planning to provide

food or are not concerned about restricting to a certain number of participants, then
waiting to register on-site may be the most feasible option.

All the listed options require an on-site component because there may still be action items to
complete upon arrival. For example, all participants may need to pick up their name tags and
sign the attendance roster. Talk with your team about the complete registration process.
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Developing Your Facilitation Plan

A facilitation plan is your road map to what the participants need to learn and how it will be
effectively implemented. The workshop objectives and lessons have been embedded in the
SHI: Self Assessment and Planning Guide. (https://www.cdc.gov/healthyschools/shi/index.ntm)
At the end of this SHI workshop, your participants should be able to

p . Identify the purpose of the SHI
0 List examples of changes schools have made as a result of
the SHI
. Explain the format of the SHI
"""""""" . List the steps involved in implementing the SHI
. Develop an action plan for implementing the SHI
0 Create a SHI team at their school
. Complete the SHI assessment based on their health topics

and school health vision

You must put on the facilitator planning hat as you review the plans. During the conversation
with the requestor of the training, you identified some of the audience’'s expectations and
goals. You may have to tweak your introduction, the slide content, and/or activities to better
suit your audience. If you have staff from a highly technical, innovative school or have easy
access to computer equipment, you may consider taking a more technological approach in
the workshop.

Integrate Adult Learning Concepts

Your participants bring different backgrounds and experiences that can create valuable
workshop discussions, so you should plan to manage different learning styles and preferences.
Adding adult learning concepts and principles into your revised content and activities will only
strengthen the training. (see Training Resources)

Update “Making the Case”

- Credibility is essential. Credibility is the degree to which someone or something is deemed trust-
worthy and believable. The "Making the Case" portion of Section 1 of Your Guide to Using the SHI
helps to further establish credibility of the SHI tool and its use for your audience. Consider custom-
izing some slides with your own data (Youth Risk Behavior Survey, School Health Profiles) to REALLY
make the case, by driving the point home about data pertaining to absenteeism, graduation rates,
and physical inactivity to name a few.

- Use the "Making the Case" in Section 1 for achieving participant buy-in. Participants can also use
the concepts in Section 1 to explain the link to health-saving measures and academic achievement.
Work with your team to figure out what health topics are most important to the planned audience.
Create and/or revise the slides to speak and appeal to your participants' priority school health con-
cerns. Research statistics and pull case studies to bridge credibility with the value the SHI provides.

Assemble Participant Packets
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