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Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  UniServ Director 
The primary role of the UniServ Director is to:

· Aid in the promotion of the KEYS program to members,

· Advocate for KEYS use with local and state association leaders and school district leaders.  

· Be aware of how the KEYS program could aid schools and school districts in their school improvement processes

· Be informed on how KEYS fits into other state accreditation or standards program in order to integrate and serve the current efforts in the public schools

The knowledge and skills needed are:

· Use of the KEYS website

· Communication skills in order to work with NEA leaders, members, and local association and school district leaders

· Coalition-building skills with schools and members, and/or school districts and members

The required training is:

· Knowledge of the KEYS materials (orientation package)

Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  State KEYS Administrator 
A state KEYS administrator may be a state association staff members or a designee approved by the state office.  The person in this role must be able to manage electronic files on a regular basis.  

The primary role of the state KEYS administrator is to:

· Serve as the primary resource for the KEYS program organizationally within the state
· Regularly monitor the KEYS sites in the states

· Troubleshoot needs and monitor engagement in surveys

· Manage the time that surveys are open

· Organize presentations and presenters needed

· Be available electronically for those utilizing the online KEYS system

The knowledge and skills needed are:

· KEYS website navigation
· Troubleshoot needs of schools and school districts utilizing KEYS

· Time management

· Communication skills with school and/or school district KEYS administrators

The required training is:
· Training on use and administration of KEYS website
· Orientation of KEYS
Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  ORIENTATION PRESENTER

The primary role of the presenter for orientation is to:
· Give orientation presentations to members and school/school district staff when requested
The knowledge and skills needed are:

· Presentation skills for adult learners in varying roles

· Presentation capability of the history of KEYS

· Knowledge of all the KEYS resources and online tools

· Understanding of logistics of KEYS implementation

· Systems thinking in order to engage the various stakeholders in KEYS

· Understanding of how KEYS fits into other systems such as accreditation and state standards for the particular state

The required training is:

· KEYS 101

Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  KEYS Steering Committee member – school improvement team utilizing KEYS (District or School Level)
School improvement teams at the school or district level should include, but not be limited to:  school leadership, association leadership, parents, classroom educators, data expert (i.e., researcher, statistics expert, math educator, or college professor), educator support professionals, parents, community leaders, and professional educators who are not based in the classroom.  
A Memorandum of Understanding should be developed between the school district and education association or school and education association (depending on the use of KEYS) that outlines the role of each party.  This agreement will help to outline the role of each group in utilizing KEYS and how to utilize or share the data.
The primary role of the KEYS Steering Committee member is to:
· Work with their colleagues and other stakeholders to improve their school and/or school district
· Interpret data

· Make data-based decisions on school improvement strategies

· Follow the agreed upon processes for their school improvement team

· Commit to the timelines outlined by the team and the process requirements (i.e. state accreditation).

The knowledge and skills needed are:

· A working knowledge of the school improvement systems and requirements in the state 
· Understanding how the KEYS school improvement systems fits into the other systems as a tool or resource

· Fulfillment of any school or district requirements for being on a school improvement team

· Understanding and interpreting school data (KEYS , achievement, etc.)

· Communication with team members and other stakeholders

The required training is:
· Orientation on the KEYS process
· Training on the KEYS data interpretation and application process
Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  School Facilitator
The school facilitator may be an educator or external person.  The person who serves in this role must be someone who is universally trusted by colleagues, community members and administrators.  If this person is external, it must be understood that this person will have access to all school data from KEYS and potentially from other sources.  
The primary role of the school facilitator is to:
· Organize the school improvement efforts for the school.
· Engage all members of the school improvement team.

· Communicate effectively with all stakeholders and school improvement team members

· Manage the school improvement process including meeting deadlines, ensuring reports are completed, and any sub-committees meet and complete their tasks.

· Handle the logistics of registering a school, opening and closing the school survey, and monitoring the survey process

· Aid school improvement team members in understanding and interpreting the KEYS data

· Link to the KEYS coach and state administrator

The knowledge and skills needed are:

· Adult learning styles and facilitation techniques

· Open and trusted communication with all stakeholders
· Computer-based skills to manage the survey and results online for the KEYS survey

· Computer-based skills to utilize the resources and network available online through KEYS

· Understanding and utilization of KEYS resources and tools

· Ability to lead data driven discussions

The required training is:

· What is KEYS?
· KEYS 101

· Data Interpretation Training

Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  KEYS Trainer
The KEYS trainer may be a NEA member, staff member or a trusted partner.  
The primary role of the KEYS Trainer is to:
· Train coaches, UniServ Directors, school facilitators, school district facilitators, steering committee members, and association staff/members on KEYS.
The knowledge and skills needed are:

· Application level of adult learning styles and techniques

· KEYS resources, tools, data interpretation, and basics

· Organizational development
· School improvement

· Conflict resolution

· Confidentiality/ethics

· Professional learning communities

· Process team coach

· Data interpretation

· Awareness and utilization of national, regional and local school improvement resources 

· Awareness and utilization of national, regional and local accreditations, standards, and processes for school improvement.

The required training is:

· KEYS Training of Trainers
· For non-KEYS specific skills, other training may be considered as a replacement.
Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  KEYS Coach

The KEYS coach may be a NEA member, staff member or a trusted partner.  

The primary role of the KEYS Coach is to:
· Work with the school or school district on the continuous school improvement process utilizing KEYS, and integrating KEYS tools and resources into the other school improvement systems in place or required by law in that state.
The knowledge and skills needed are:

· Application level of adult learning styles and techniques

· KEYS resources, tools, data interpretation, and basics

· Organizational development

· School improvement

· Conflict resolution

· Confidentiality/ethics

· Professional learning communities

· Process team coach

· Data interpretation

· Awareness and utilization of national, regional and local school improvement resources 

· Awareness and utilization of national, regional and local accreditations, standards, and processes for school improvement.

The required training is:

· KEYS Coaches Training

· For non-KEYS specific skills, other training may be considered as a replacement.

Roles and Responsibilities for Participants in the KEYS Program of NEA
ROLE:  School District Facilitator

The school district facilitator may be an educator/member, school district staff member, or external person.  The person who serves in this role must be someone who is universally trusted by colleagues, community members and administrators.  If this person is external, it must be understood that this person will have access to all school data from KEYS and potentially from other sources.  If this person is not a NEA member, the development of a Memorandum of Understanding for utilization of the data and results must be made in advance.  

The primary role of the school district facilitator is to:
· Organize the school improvement efforts for the school district.

· Work with the school level facilitators.

· Communicate effectively with all stakeholders and school improvement teams

· Manage the school improvement process including meeting deadlines, ensuring reports are completed, and any sub-committees meet and complete their tasks on a school district base.

· Handle the logistics of overseeing the school facilitators’ tasks of registering a school, opening and closing the school survey, and monitoring the survey process

· Aid school district improvement team members in understanding and interpreting the KEYS data

· Link to the KEYS coach and state administrator

The knowledge and skills needed are:

· Adult learning styles and facilitation techniques

· Open and trusted communication with all stakeholders

· Computer-based skills to manage the survey and results online for the KEYS survey

· Computer-based skills to utilize the resources and network available online through KEYS

· Understanding and utilization of KEYS resources and tools

· Ability to lead data driven discussions

The required training is:

· What is KEYS?

· KEYS 101

· Data Interpretation Training

