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[The policy title should be descriptive of the policy but short and concise.]
Template instructions (delete after use): The following sections are recommended for development of a policy to implement dropout prevention practices at your school. Each section has instructions on what to include in your policy. Click on the instructional text to add your own original text. Suggestions for some of the categories are provided.
1. Authority/Authors
Under what authority is the policy implemented (for example, the School Principal)? Include the author of the policy. If this is a working group, you may wish to include the working group members. 
2. Effective Date
The date the policy was formally adopted.
3. Policy Rationale
This is the justification for creating the policy document. It includes the purpose and importance of the policy.
Example from Poland, ME Regional High School Committee: The School Committee believes that a high school diploma signifies the minimum preparation for life. Therefore, the School Committee strongly urges every teacher, guidance counselor, principal, parent, and citizen to exert influence to keep all students in school through high school.

4. Definitions
This is where any key terms may be defined. For example, you may wish to define “at-risk student” as used in this policy. You may also want to define any programs, etc.
 Example from NCLB: High school dropout means an individual who:
    (a) Was enrolled in a district in grades 9 through 12 at some time during the preceding school year;

    (b) Was not enrolled at the beginning of the current school year;

    (c) Has not graduated or completed a program of studies by the maximum age established by a state;

    (d) Has not transferred to another public school district, a nonpublic school, or a state-approved educational program; and

    (e) Has not left school because of death, illness, or a school-approved absence.

5. Applicability
Who is covered or affected by the policy? Will it include school personnel, students, parents, and, if applicable, community partners.
6. Policy Statement
Type policy statement here. You may use the example below as a model. 
Example from El Dorado, CA: The County Office of Education is deeply concerned about the many students who leave school without graduating. The County Office of Education particularly desires to provide a learning environment conducive to keeping in school those "high-risk" students who are susceptible to frequent absenteeism, truancy, or tardiness, or who have the potential to drop out because of pregnancy or marriage, financial needs, dislike of school, classes, or teachers, lack of basic skills, disciplinary problems, low self-esteem, emotional or physical problems, or feelings of alienation.

7. Dropout Prevention Strategies
Below are recommended policy areas and recommended actions. You may adapt one or more of the policies for use at your school. Delete recommendations you choose not to use.
Recommendation 1: Summarize Characteristics of At-Risk students

Goals:  Compose a goal statement here modeled after the below example.
Example: A summary report of the unique characteristics common to at-risk students in the school. Consider factors such as geographical location and socioeconomic status.
Needs:  Compose a needs statement modeled after the below example. 
Example: A student database to collect demographic data.

Action Items: 

Basic: Compose a basic action item modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.
Example: Compile information about students who drop out based on demographic, academic, or other school records.  

Intermediate: Compose an intermediate action item modeled after the example that follows. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.
Example: Talk to teachers and counselors who might provide insights as to why the student may have left school.

Advanced: Compose an advanced action item modeled after the example that follows. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Survey or set up focus groups of students who have dropped out, are leaving school, or have expressed the desire to leave school. Try using exit interviews to garner information to help create solutions.
For further reading: 

 http://www.all4ed.org/files/WhosCounting.pdf
Recommendation 2: Create an “Early Warning System” for At-Risk Students 

Goals: Compose a basic goals statement modeled after the below example. You may copy and paste the example goal here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.   
Example: The early identification of at-risk students for the purposes of early intervention.
Needs:  Compose a needs statement modeled after the below example. You may copy and paste the example needs statement here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: A student database, a plan for updating student data, and a mechanism for flagging at-risk students.
Action Items: Compose action items modeled after the below examples. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

·  Monitor the following:

· Attendance 

· Academic progress starting by at least 6th Grade

· Grades

· Promotion Status

· Credits Earned

· Number of “F’s” in Core Courses

· Standardized Test Scores 

· Disciplinary Incidents

· Other behavioral factors
For further reading: 
http://www.betterhighschools.org/docs/IssueBrief_EarlyWarningSystemsGuide_081408.pdf
Recommendation 3: Increase Attendance

Goals: Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: All students will have regular attendance in all classes.  
Needs: Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: A consistent, clearly articulated attendance policy with progressive consequences. A mechanism for reporting and addressing attendance problems. 
Action Items: Compose action items modeled after the below examples. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

· Maintain clear, effective attendance policies that reward consistent (not only “perfect”) attendance.
· Implement strict, but not excessively harsh, consequences for repeated absences.
· Institute parental notification by telephone.
· Conduct home visits for excessive absences.
· Provide a consistent school contact for parents.
· Create a notification system that stress impact on student’s education rather than punitive consequences of absences.

For further reading: 

http://www.nwrel.org/request/2004june/Attendance.pdf
Recommendation 4: Improve Academic Relevance

Goals: Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Provide students with a curriculum that prepares students for work and/or college.
Needs:  Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Appropriate curriculum, facilities, and personnel.
Action Items: Compose action items modeled after the below examples. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

· Develop Career and Technology Education

· Offer Concurrent High School/College Enrollment

· Offer Cultural Heritage Courses

For further reading: 

http://www.acteonline.org/uploadedFiles/Publications_and_Online_Media/files/Dropouts.pdf
Recommendation 5: Increase Student Engagement
Goals: Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.
Example: To provide activities and programming to improve social, behavioral, and academic development of students.
Needs: Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.
Example: Appropriate programming, facilities, and personnel.

Action Items: Compose action items modeled after the below example. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.
Example Action Items:

· Offer a variety of extracurricular/co-curricular activities 

· Offer afterschool programming
For further reading: 

http://www.casel.org/downloads/ASP-Full.pdf
Recommendation 6: Alternative Delivery Options

Goals: Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: To provide supportive and specialized education delivery options to improve academic achievement and high school completion.
Needs: Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.   

 Example: Appropriate programming, facilities, personnel, and community partners and support.
Action Items: Compose action items modeled after the below example. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

· Include online courses in your curriculum

· Arrange alternative scheduling

· Create a School-within-a-School
· Utilize Alternative Schools

· Create Service Learning opportunities

For further reading: 

http://eric.ed.gov/ERICDocs/data/ericdocs2sql/content_storage_01/0000019b/80/1b/78/e7.pdf
Recommendation 7: Keeping Student On Track
Goals:  Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box. 
Example: To provide students with the information and strategies needed to get and remain on-track for graduation 
Needs: Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Appropriate policies, data collection, programming, and personnel
Action Items: Compose action items modeled after the below example. You may copy and paste the example action items here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

· Promote Grade Monitoring

· Offer Tutoring 

· Offer Alternatives to Retention

· Offer Academic Credit Recovery

For further reading: 
http://www.betterhighschools.org/docs/NHSC_ApproachestoDropoutPrevention.pdf
http://ccsr.uchicago.edu/content/publications.php?pub_id=10
Recommendation 8: Counseling and Support
Goals:  Compose a goals statement modeled after the below example. You may copy and paste the example into this text box, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: To provide adult and peer support for at-risk students. 
Needs: Compose a needs statement modeled after the below example. You may copy and paste the statement into this text box, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Appropriate programming, facilities, and personnel.
Action Items: Compose action items modeled after the below example. You may copy and paste the example action items, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items:

· Make counselors available to at-risk students for counseling sessions

· Recruit adults and/or other students to help with counseling and mentoring

· Utilize peer support programs

For further reading: 

http://www.nwrel.org/request/2004june/Attendance.pdf
Recommendation 9: Parental Involvement
Goals: Compose a goals statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the statement as your administration’s policy. Or simply delete this text box.
Example: To foster and support parental involvement as partners in their child’s education.
Needs: Compose a needs statement modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestion as your administration’s policy. Or simply delete this text box.  
Example: Appropriate programming, facilities, and personnel.
Action Items: Compose action items modeled after the below example. You may copy and paste the example here, if you wish to adopt the suggestions as your administration’s policy. Or simply delete this text box.  
Example Action Items: 

· Establish a Parent-School Task Force to generate strategies.
· Disseminate weekly/monthly communication (automated phone messages, e-mail, webpage, newsletters) about school activities, policies, report cards, and testing. 

· Provide parents with a contact person at the school.
· Conduct home visits.
For further reading: 

http://www.sandiegodialogue.org/pdfs/Parental%20Involvement%20doc.pdf
8. Program Monitoring and Policy Evaluation

Program Monitoring

Click here delete the following instructions: The purpose of monitoring is to ensure that the policy is being implemented at intended, and to identify and address any obstacles in implementation. It is most concerned with Processes. Monitoring is a continual process (monthly, quarterly monitoring reports). 
Method: Explain how the program will be monitored for compliance.
Reviewer: Who will be responsible for monitoring the program?
Frequency of Reporting: When will the results of the monitoring be reported and to whom?
Policy Evaluation 

Click here to delete the following instructions: The evaluation should be data-driven and based on predetermined short-term, intermediate, and long-range goals. While evaluation is also on-going, it is done at sufficient intervals to allow the policy time to have an effect (annual, three-year evaluations). Refer to the sample logic model created to supplement this document.
Performance Measures: How will the policy be evaluated for effectiveness?
Reviewer: Who will be responsible for the monitoring and how?
Frequency of Reporting: When will the evaluation results be reported and to whom?
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